
 
Printing a Class Roster 

 
1. Open the class period  
2. Click on Reports 
3. Select the type of report 
4. Click the GENERATE button 
5. Report should open 
6. File Print. 

 
Example of Class Roster: 
 
 
 
 
 
 
 
 
Example of Attendance Report- 
 
This report is updated daily with attendance codes.  You should use this 
report to see weekly attendance (on paper) at the end of the six weeks.  
Also, if you keep just an electronic gradebook a good report to hand in at 
the end of the year. 
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This report should be used to show all attendance codes 
entered daily. Great for end of six weeks recording in 
gradebook. 
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