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instRuCtion RepoRts

Path: Instruction > Reports

Attendance Register Report
The Attendance Register Report displays the attendance data for each 
student for each day in a student-by-day grid.  This report is based on 
the student’s Attendance tab, which lists entries by the attendance of-
fice and the teacher.

The report attempts to place all entries within the selected term (date 
range) on one page.  If the number of days selected exceeds this 
range, it prints all of the selected student’s date range first, then the 
next date range.  The range is set to less than two months of entries.  If 
the totals cannot fit on the page with the attendance entries, the totals 
will appear within their own table. 

Select the Term number from the dropdown list for which to gener-1. 
ate this report. 
Click the Generate Report button.  The report will open in a PDF 2. 
(Adobe) format, listing each student in the chosen section and what 
days the students were absent. 

At the bottom of the page is a legend describing what each mark 
means:

A Dash (-) indicates that the student was not in the class on that day • 
or was not enrolled in the school on that day. 
A Tardy (T) mark will appear in the days where the student was late • 
to class. 
An Absent (A) mark will appear in the days where the student did • 
not attend class. 
An Absent Unexcused (U) mark will appear when the student was • 
absent and followed proper district procedures for having an unex-
cused absent.  
An Absent Unknown (?) mark will appear • 
where the absentee does not have an excuse 
attached to it. 
An Absent Exempt (X) mark will appear where • 
the student’s absence does not count against 
him/her. 
Nonschool days or weekend days are grayed • 
out on the grid. 
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Attendance Summary Report
The Attendance Summary Report displays the section attendance sum-
mary for each student.  Information is based on the student’s atten-
dance tab. 

Select the Attendance Summary report. A gray screen will appear 1. 
describing this report. 
Click the Generate Report button.  The report will open in a PDF 2. 
(Adobe) format, listing each student in the chosen section and what 
types of attendance marks that student has received in the current 
term. 

The columns are based on the attendance codes that have been set up 
for the school (AE = Absent Excused, etc.). There is also a Total Absent 
column and a Tardy column.
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Blank Spreadsheet Report
The Blank Spreadsheet Report creates an empty grid with the students 
selected on the y-axis and blank column headers on the x-axis.

Enter a Report Title. 1. 
Select a Cell Count and Line Height from the dropdown list. 2. 
Check the box to show Student IDs on the report. 3. 
Select the students to show on the report, by putting a checkmark 4. 
by each student’s name. Every student is checked by default. 
Dropped students will not have a checkmark by their name.   
Click the Generate Report button.  The report will open in a PDF 5. 
(Adobe) format, listing each student on the y-axis and blank column 
headers on the x-axis. 
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Grades Report
The Teacher Grades Report provides a view of selected students in a 
section and their grades on selected grading tasks.  All students and all 
grading tasks can be selected for inclusion on the report. 

All students who have been scheduled into that section will appear for 
selection on the report.  Actively enrolled students will automatically be 
selected.  Students who have dropped the course will appear in red text 
and will not be selected automatically.

Select or unselect the students to include on the report. 1. 
Select the Grading Tasks to include on the report. 2. 
Click the Generate Report button.  The report will display in a new 3. 
window listing the posted grades for the selected grading tasks.  
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Portal Usage Roster
The Portal Usage Report prints a list of student and portal accounts 
and login activity for those students actively enrolled in the selected 
section. 

Enter the Effective Date of the report in 1. mmddyy format or click the 
calendar icon to select a date.  This date will be defaulted to the cur-
rent date. 
Click the Generate Report button.  The report will display in a new 2. 
window, listing the students and/or parents/guardians that have 
logged into and reviewed their related information on the Portal. 
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The Roster Label Report displays the roster and mailing labels for 
enrolled students.  Information is based on active enrollment in the sec-
tion.  Dropped students will only appear on the report if selected. 

Select the Roster Labels report. 1. 
Select the Format of the report – if this is for a mailing label (will 2. 
print addresses) or if this is student/teacher based (will print stu-
dent’s name and teacher’s name).  
If this is a mailing label, check or uncheck the box to show the 3. 
Guardian’s Name and/or the Salutation of To the Parent’s Guardian 
of. 
Select or unselect the student names to display on the report. 4. 
Click the Generate Report button.  The report will display in an 5. 
Adobe (PDF) document with the appropriate settings.
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Student Assessment Summary Report
The Student Assessment Summary Report lists the students’ best test 
results for each selected test. At least one test category, test result and 
test score must be selected to generate the report.

The option page will only list tests that were taken by at least one stu-
dent in current section.  Information is based on recorded test scores 
on the student’s assessment tab.

Select the appropriate tests to show on the report – state tests, 1. 
national tests or district test.  Users can also uncheck specific tests 
to not show on the report. 
Determine if detailed test information should show.  Detail test infor-2. 
mation is the items that are scored within the test, i.e., parts of the 
test and their individual scores. 
Check or uncheck the Test Results options, to narrow which scores 3. 
will show on the report.  
Select a specific score to show on the report, if desired.   4. 
Determine the correct Sort 5. 
Options – Grade, Student 
Name or Student Number. 
Select which students should 6. 
appear on the report from 
the list on the right.  Un-
check the student row if that 
student should not appear 
on the report.  
Click the Generate Report 7. 
button.  The report will dis-
play in a new window, listing 
the selected tests and test 
scores.  
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Teacher Schedule
The Teacher Schedule Report displays the teacher’s schedule in the 
calendar year selected in the toolbar.  It lists which sections are taught 
during which periods. 

Click the Generate Report button to display the teacher’s schedule 1. 
for the current school year.


