Here are six easy steps to provide you with last year’s attendance information for your audit.

Accessing last school year’s Attendance

In EleGrade’s Admin Viewer.

1) Click Attendance Changes.
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2) Change the School Year to the previous year (0910) THIS IS IMPORTANT !
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3) Click Selected Date Range
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4) Change the From date to 08/24/2009 using the calendar tool controls.
5) Change the To date to 06/09/2010 using the calendar tool controls.
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6) Then click OK (please be patient ) and a very long report will be generated which will contain all
the attendance code entry and changes for your students in the last school year.

It is not unusual for this report to contain well over 500 pages so it will be a good idea NOT to
print this. You can Export the report to a .PDF file for later reference.



