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SISK12:  Summary Preview for Site Report 

School Information Systems, Inc., Proprietary and Confidential 

Path: Reports → Attendance → Summary Preview for Site 

Overview 

The Summary Preview for Site option allows you to create the attendance details of the students 

enrolled in the site.  This report mirrors the report produced by the end-of-day summary, Summarize 

and Close this Date, but does not update any files. In addition to print options, the Summary Preview 

screen displays relevant attendance configuration for the Attendance Date selected.  The 

configuration cannot be modified by this function, but should be checked for accuracy.  This report 

may be run after each period of the day to check for absences, or as often as needed. 

Generate a Report 

1. Verify the Date Printed on Report and Report Title.  These may be changed. 

 

2. Verify the Attendance Date or change it by typing in a different date or using the calendar  

icon. 

Note:  The Calendar Day # is displayed.  In this example, January 3, 2007, is the 82
nd

 day of 

the school year. 

3. If the attendance date is changed, click Update Display to refresh the screen to display the period 

and minute details for the selected date. 

4. Select the applicable Full Attendance Report options.  The report displays the student names, 

grade level, enrollment code, counselor’s initials, periods of attendance and comment.  The report 

also displays withdrawn and new enrollments for the current day. 

o If the option to include Home Phone 1 and 2 is selected, the numbers print to the far right. 

o If the option to print Parent Contact information is selected, this data prints after the student 

name. 
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o The primary parent work phone and cell number are displayed on the report. 

o The spouse’s work phone and cell number are displayed on the report. 

5. The report also displays a count of absences by category and period. 

o State absences (not including Partial, Tardies and Suspension codes) 

o Partial (not including Tardies and Suspensions) 

o Suspensions (In a future update, suspension type codes will be listed separately) 

o Other 

Note:  Attendance Codes are maintained at the district level.  In addition to defining a 

code as state absence, partial minutes, codes can be marked for Tardy, Suspension and 
Excused by going to Management → District Level → District Code Tables → 

Attendance Codes. 

 

6. Check the Excused and Unexcused listing boxes to print a list of students excused or 

unexcused.  You may also include student schedules for the current term.  

7. The report will also display a list of students to automatically be withdrawn who have been absent 

for a number of consecutive days, if the feature to do so has been checked on.  This is setup by 
going to Management → Site Level → Site Settings - Attendance. 

 

8. Click Start Report.  The Display Reports screen displays with a PDF of report details. 

9. After you have saved  or printed  the report, click Done.   


