Monthly Homeroom Attendance Reportin FACTS SIS

**Pplease note the following:
1. Attendance Reports Must be Completed Prior to Running End of Year Progression

2. Currently Enrolled Students - Reports need to be Run for Each Month of School Year by Homeroom

3. Withdrawn Students — Reports need to be Run for Each Month of School Year

Step 1: Run Monthly Attendance for Currently Enrolled Students

Once logged into FACTS please select Report Manager > Attendance > Day Attendance Summary
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Results will now display. **Please Print (Cntrl + P) or Save as PDF for Each Homeroom for Each Month**

**IMPORTANT** Reports need to be Run for Each Month of School Year by Homeroom **

Day Attendance Summary

St. Luke School

Date: 09/08/2021 - 09/30/2021
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Total Students: &
School Days: 17

Average Daily Attendance (total present/number of days with attendance): 5.9
Percent Present (total presentitotal attendance marks taken): 99.02%



Step 2: Run Monthly Attendance for Withdrawn Students

Once logged into FACTS please select Report Manager > Attendance > Day Attendance Summary
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Results will now display All withdrawn Students will together. **Please Note: Grade Level Does NOT Appear
for Withdrawn Students. **Please Print (Cntrl + P) or Save as PDF for Each Homeroom for Each Month**

**IMPORTANT** Reports need to be Run for Each Month of School Year**

Day Attendance Summary
Our Lady of Sorrows Catholic Academy

Date: 09/08; 30/2021
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School Daya: 17
Average Daily Attendance (total present/number of days with attendance): 4.1
Percent Present (total present/total attendance marks taken): 87.34%



