-ej-;- Lumen ATTENDANCE REPORT

The Daily Attendance Report can be run in the Instructor Suite to show either a summary
of absences and tardies for a student, select students, or a class.

To generate the report, follow these steps:
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¢ In the Instructor Suite, click the Reports tab
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e Click the Daily Attendance Report button
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¢ Inthe Report Settings pop-up, choose the details you want on the report:

0 Setthe Startand End Report Settings
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0 Select the Courses & Students to include on the report:
select an entire class by checking the far right column next to the course name
select one or more individual students by expanding the class list and checking the far right
column next to the student name
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312.10 BI 223 Zoology
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| Beckman, Andrew

list. Individual
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selected in the far
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- |Brady, Jordan

< | Cook, Amanda

- |Eiguren, Kade
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e Once the selections are made, click a button to generate either a Summary Report or a Detailed
Report. See next page for examples of each report.
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Here’s an example of a Summary Report for an entire class for the period 1/4/2012-

1/24/2012:
DAILY STUDENT ATTENDANCE
Period: 01-04-2012...01-24-2012
Orzanization: Homedale School District
Printed Om: 01-24-2012
BI 223 Zoology (312.10)
# Student Name Absent Tardy (ther
1|ATbor, Parla
2 |Badiola, JuleAnn 2 4
3|Barbosa, Alfonso
4|Camargo. Abdiel 1
3| Chypman Carver, Canulla 4 1
6|Coffman Febecca
7|Esparza, Debra 1 1
B|Garcia, Valena 1 3
9|Gonzalez Amulera, Jessica 7

Here’s an example of a Detailed Report for selected students for the period 1/4/2012-

1/24/2012:
DAILY STUDENT ATTENDANCE
Period: 01-04-2012...01-24-2012
Organization: Homedale School Districe
Printed On: 01-24-20112
Attendance Information : BI 223 Zoclogy (312,100
; QQ'LT"JPE;IIJT:.\III. TX TX EX AB Lry T
3| Barbares, Al

Arsadancs Code Diescription

- Abseat

[ - Ussmcusad Tardy

- Excused Tardy

- Unexcused Absance

- Excused Absancs

- Schoel Activity

IS - In-5chool Suspemsion

- Cmt of School Sespensiom
- Truant

- Colloge Visit

- CounsslorTosting




