
HOW TO PRINT WEEKLY ATTENDANCE REPORT 

ELEMENTARY 

 

Open your grade book 

Click on REPORTS FOR ALL CLASSES  

 

                                                                    

CLICK ON  

SUMMARY REPORT BY 

CLASS 



 

Give the Report a Title 

 

 

 

 

 

 

 

 

CLICK ADD 

Click Save 



 

Choose your parameters and Click Save 

 

 

Click on Select Different Classes if you need to choose your Attendance Period (Elementary) 

 

Only Select your “Attendance Period” (Elementary) 

 

 

Choose the dates of the 

week you are printing 

If you want to print for a 

range of dates click here 



 

Only Select your “Attendance Period” (Elementary) 

 

 

Click 


