SMS Tip Sheet:  New Elementary School Attendance Reports


Overview


You can now access 4 new attendance reports for elementary schools in SMS.

This document intends to provide an introduction to the reports and how to effectively use the reports to generate specific attendance information.

Location:  All of the reports are located on the ‘Reports’ page under the ‘Attendance Reports’ section.
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Rights:  School administrators, registrars, and attendance clerks are the only school level users with access to the reports.  Access to the reports is limited in order to avoid multiple runs of the report at each school, which may result in a failure to deliver the reports to all schools in a timely manner.  Schools that would like to share the reports with staff members on a daily basis may want to save the generated report to a shared drive (staff only) at the school.

Data:  Each report contains essentially the same data.  The difference between the reports is the manner in which the data is sorted and the sampling range of attendance dates.

Report Scheduling:  These are ‘light’ reports and therefore can be run at any time as a ‘Run Now’ report.  A school may choose to schedule the report to run each morning on a daily basis if they would like.

‘By Student’ Report Description

‘ES-Daily Attendance by Student (Today Only)’
· This report produces an alphabetical list by student last name indicating all students absent, present, or tardy for the current day.

· Sample:
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 ‘ES-Daily Attendance by Student (Date Range)’

· This report produces an alphabetical list by student last name of all students absent, present or tardy for a given date range.

· If no filtering is applied, the report will print out results for the year to date (i.e. Start of the school year to today).

· Note:  Each day is displayed on a separate page.

· Sample (with present code filtered out):
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‘By Homeroom’ Report Description

‘ES-Daily Attendance by Homeroom (Today Only)’

· This report provides attendance detail (all codes including present) for all students for the current date by grade level and homeroom.  

· Sample:
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‘ES-Daily Attendance by Homeroom (Date Range)’

· This report provides attendance detail (all codes including present) for all students for a given date range by grade level and homeroom.

· If no filtering is applied, the report will print out results for the year to date (i.e. Start of the school year to today).   

· Should you wish to filter out students with a present code or to only view a certain date range, see the filtering section below.

· Sample (with present code filtered out):
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Filtering Information

Removing Students with a Present Code:
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Displaying Unexcused Tardies only:
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Displaying a Date Range:
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