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Absent On Count Day Report 

This tutorial will show you how to create a report to show students who were absent on Count 

Day and their next ten days of attendance.  This report is requested by the auditors for Desk 

Audits. 

1. Go to Office  Attendance  Reports and click on the “Absence Occurrence Report”.  

*Note:  This can be done from the district (000) entity or from each individual entity, 

depending on how you want to report it. 

2. Click the “Add” button on the right to create a new template. 

3.  Complete the new template as follows: 

a. Give the report template a name and check the box to “Share with other users”. 

b. Make sure the school year is correct (for the 2018-19 school year, use “2019”). 

c. Fill in the Report Ranges.  The Low and High range values for the Absent Date 

should be the actual Count Day.  Make sure that everything else is wide open 

(e.g., Status: Both, Gender: Both, etc.). 

d. In the Criteria Options area, click the “Absence Types” button and select ALL the 

Excused types and ALL the Unexcused types, but NONE of the Tardy or Other 

types, then click the “Select” button.  Next, click the “Abs. Reasons” button and 

click the button to “Select All Reasons”, then click the “Save” button. 

e. In the drop-down list for “Day/Prd/Cls”, select “Period”.  Then in the “Minimum” 

text box, change the “0” to “1”.  Leave the “Maximum” value as it is (99,999). 

f. Click the “Save” button to save your template.   
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4. Back in the template list, you will now see the report template that you just created.  

You need to use that report to create a Processing List.  Make sure that your new report 

is selected in the list and click the “Processing List” button on the right.    
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5. In the next window, you can either create a new Processing List or update an existing 

one. 

a. To create a new Processing List, click the “Create New Processing List” button on 

the right.  In the next window that opens, give your new list a name, and then 

click the “Save and Print” button. 
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b. To update an existing list, click once on the list that you wish to update, and then 

click the “Change Names in List” button on the right.  In the next window, select 

the option to “Replace names…” and then click the “Print” button. 
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6. Now that you have created a Processing List with kids who were absent on Count Day, 

you need to make a report showing the attendance for the next ten days for those kids.  

In the Processing Lists window, click the “Back” button to go back to your report 

templates.  Click the “Add” button to create a new report template. 

7. Complete the new template as follows: 

a. Give the report template a name and check the box to “Share with other users”. 

b. Make sure the school year is correct. 

c. Fill in the Report Ranges.  The Low value for the Absent Date should be the 

actual Count Day, but the High value should be ten school days after that.  Be 
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sure to allow for any non-school days during that period (e.g., snow days).  Make 

sure that everything else is wide open (e.g., Status: Both, Gender: Both, etc.). 

d. In the Printing Options area, select the Name Order you prefer, check the box to 

“Print Student Attendance Detail”, and check the box to “Print Demographic 

Information”. 

e. In the Criteria Options area, click the “Absence Types” button and select ALL the 

Excused types and ALL the Unexcused types, but NONE of the Tardy or Other 

types, then click the “Select” button.  Next, click the “Abs. Reasons” button and 

click the button to “Select All Reasons”, then click the “Save” button. 

f. In the drop-down list for “Day/Prd/Cls”, select “Period”.  Then in the “Minimum” 

text box, change the “0” to “1”.  Leave the “Maximum” value as it is (99,999). 

g. If you are creating this template in the district (000) entity, you may want to add 

a sort by School.  Click the “Select Sorts” button, select “School”, click the “Save” 

button, then drag the “School” sort to the top of the list.  If desired, check the 

box to “Page Break and Total by School”.  This will start each school on a new 

page. 

h. Click the “Save” button to save your template. 
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8. Now that you have a report template for ten days of attendance, you need to run it for 

just the students who were absent on Count Day.  Make sure that your new report 

template is still selected and click on the “Processing List” button on the right. 

http://bit.ly/skywardcisd


SKYWARD  TUTORIALS 

 

http://bit.ly/skywardcisd                         Page 8 

                           
 

 

 

  

 

9. In the Processing Lists window, click once on the Processing List that you created (or 

updated) in the previous steps, then click the “Print” button on the right.  This will 

create a report for only the students in that Processing List, showing their attendance 

for the next ten school days after Count Day.  *Note:  This report shows absences, not 

days present.  If a student returns to school within the ten days after Count Day, you will 

not see a detail line for that day.  Please consult with your auditor if you have questions 

about this or any resulting FTE loss. 

http://bit.ly/skywardcisd


SKYWARD  TUTORIALS 

 

http://bit.ly/skywardcisd                         Page 9 

                           
 

 

 

  

 

 

This concludes this tutorial. 
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