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	High/Middle School Perfect Attendance Report


Complete the following steps to generate a perfect attendance report:
1. At the main screen select Daily - Attendance Reports - Daily Summary by Hours.


2. At the Attendance by Hours dialog box make the selections indicated in the diagram below.

· Select Filter: (select appropriate filter)
· Order: (select order to print)

· Include Withdrawn: (leave blank)

· Type: Detail

· Check Ins/Outs: Both

· Starting Date: (enter beginning date)

· Ending Date: (enter ending date)

· % Present Range: High: 100.00

· Low: 100.00

· Codes to Print: Select: (select ALL)
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3. Click: Print
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