
HOW TO GET A REPORT IN ATTENDANCE 
 

Click 
Report. 
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WEEK VIEW 



 
To select a 
different 

view, click 
on the 

buttons. 
All 
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If you see a question mark, attendance has not been taken for that day. 

You can still 
take 

attendance 
for that day. 
Simply click 
on the date 
and/or time 

link 

 
 

You can also 
Export your 
attendance 
to an Excel 

spreadsheet. 
Click Export. 

 

ALL VIEW 

Click on the Date/Time 
link. 



Click OK. 

 

 
 

Click OK. 

 

 
 

Example of 
export to 

Excel. 
 

NOTE: 
1.10.2012 
Oct 1 2012 

 
 
 
 
 

 
 
 

 

DATE 
 

1.10.2012 
is really 

 October 1, 2012 

Click OK. 

Click OK. 


