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Online Tutorial: Student Attendance Audit Report

Anytime you want to check the number of absences, tardies, or truancies for a 

specific time period, run the student attendance audit report.

Step 1: Click on “Reports” under “Functions” in the left 

navigation bar.

Step 2: In the middle of your screen, click on “Run Reports.”

Step 3: Under the “Attendance” heading, click on “Student Attendance Audit.”

Step 4: Make sure that “Use Defaults”

is selected for both Attendance Mode 

and Attendance Conversion.

Step 5: Make sure that “All students”

is selected.
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Step 6: Select the appropriate reporting segment or the appropriate beginning and 

ending date.

Step 7: Click “Submit.”

Step 8: Click on “Refresh now” periodically until the status reads “Completed.”

Step 9: Click on “View” to retrieve the completed report.  


