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Online Tutorial: Creating Detention & Suspension Reports

Step 1: From the start page, click on “Reports” under the 

“Functions” heading.

Step 2: In the center of the screen, click on “Custom School 

Level Reports.”

Step 3: Click on “Detention Report” or “Suspension Report,”

depending on which report you’d like to run.

Step 4: Enter today’s date in the “From” and “To” boxes.

Step 5: Click the “Create” button.


