
You can report on attendance for courses, Qualifications and students, over days weeks, months or
years.

To create a report that summarises attendance for courses in a qualification:

Click Reports or Reports overview from the main tabbed menu.

Select Attendance Summary By Period.

Select course by selecting a Campus from the campus tab and a Qualification fro the
qualification tab.
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Click Complete Selection in the course tab. 

You select multiple campus and qualifications by shift, ctrl or command clicking. 

you can choose to refine your selection in the course tab by adding date or name filter.



Select the From and To that are appropriate for you report.

Choose how your data will be grouped.

adjusting by -1 will include the preceding month, or week depending on selection. 



Click Show Results.

 

You can go back and adjust you search by clicking Change Criteria.
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