


Step 1 
Go to your 
gradebook 

Step 2 

Go into the class that you 
wish to run the report. 

Step 3 

Under reports you will find Summary  Report by Class.  
                             Click on it. 



Step 4 This screen pulls up. Highlight the middle report 
      “Interval of Instruction Absence Form” 

Step 5 

Now click on Clone Template 



Step 6  Under Report Template Name, name your template 
and then click save 

Step 7 

Click on the box next to 
Display Attendance for  
       Date Range 
 
Put in the dates that reflect 
the interval of dates you 
wish to see on your report. 
 
Then click save 
 

Step 8 
The next screen that pops 
up will now allow you to 

print your report.  
 


