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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: 
 
 In the Instructor Suite, click the Reports tab 

 
 Click the Daily Attendance Report button 

 
 
 
 In the Report Settings pop-up,  choose the details you want on the report: 

 
o Set the Start and End 

Date for the report.  
The dates can be  
typed in or click  
to select from a calendar 
or quickly set the current 
week, month, or marking 
period using these buttons 
 
 

 
o 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 

 
 

 

 
 
 
 
 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. 
 

Click here to 
select entire 
class 

Click here to expand 
class and view class 
list. Individual 
students can then be 
selected in the far 
right column 



Here’s an example of a Summary Report for an entire class for the period 1/4/2012-
1/24/2012: 
 

 
 
 
 
 
 
Here’s an example of a Detailed Report for selected students for the period 1/4/2012-
1/24/2012: 
 

 
 


