SMS Tip Sheet:  New Secondary School Attendance Reports


Overview:  You can now access 8 new attendance reports for secondary 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. 

Note:  The red arrow in the image below represents the only report that contains student contact information.
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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 with only varying sampling or sorting.  This is to enable you to print the reports without as much filtering.   Most of these reports are set up to be a simple, ‘one click’ reports. 

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.  As the year progresses, the ‘Date Range’ reports will span the entire school year unless filtered for a given date range.  If these reports are filtered by the school to account for a date range greater than five days school personnel will need to schedule the report to run after duty hours and not generate during the day as ‘Run Now’ reports.

No Filtering Required

The ‘Today Only’ versions of the report are designed to eliminate the need for filtering.  To run the reports, simply click on the report and when the ‘Report Options’ window opens click on ‘Run Report’.  Should you wish to filter specifically by attendance code, period, or student, please see the ‘Filtering’ section of this document.
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‘By Attendance Code’ Report Description

These reports produce a list of students sorted by attendance code.   Only students with codes other than ‘Present’ will be displayed.  The results for each date will be printed on a separate page.


The titles of the two reports are:
· SS-Absence Report by Attendance Code (Date Range)
· SS-Absence Report by Attendance Code (Today Only)
Sample:
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‘By Period’ Report Description

These reports produce a list of students sorted by period.   Only students with codes other than ‘Present’ will be displayed for each period.  The results for each date will be printed on a separate page.


The titles of the two reports are:

· SS-Absence Report by Period (Date Range)

· SS-Absence Report by Period (Today Only)

Sample:
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‘By Student’ Report Description’


NOTE:  This report is the only report that will list the contact information for the student.
These reports produce an alphabetical listing of students who are absent for the date(s) selected.  The date(s) selected will be shown directly under the student name.

The titles of the two reports are:

· SS-Absence Report by Student (Date Range)

· SS-Absence Report by Student (Today Only)

Sample:
[image: image5.png]Absence Report by Student
High School

For the period of SI8106 o &

Student Name Grade: 12

Attendance Date Period Description Code  Teacher Name Comment

September 08,2008 Biock 1 ApsentNoReason A

‘Contact nformation for: £

Sponsar o () 08} w33

Second Contact e () 08, )34

Emergency Contact M. ) 06, w33
Student Name 2 Grade:s

Attendance Date: Period Description Code  Teacher Name Comment

September 08,2008 Biock 1 Absent-NoReason A

‘Contact nformation for: A’

Sponsar: si 0 w)of

Second Contact e ) W)





‘By Tardy’ Report Description’

These reports produce a listing by period of students who are tardy for the date(s) selected.  The date(s) selected will each be displayed on a separate page.

The titles of the two reports are:

· SS-Tardy Report by Period (Date Range)

· SS-Tardy Report by Period (Today Only)

Sample:
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Filtering Information for Attendance Reports

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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