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Absence Report Pack 

 
This function allows users to produce a set of reports that can be used to analyse absence 
information using detailed and summarised reports. 
 
The function will allow the following: 
 

o Specify number of broken weeks to include.  Broken weeks is the number of 
weeks where an absence occurs at least once during that week 

o Specify a range of dates 
o Specify percentage of children to include 
o Specify to include Authorised only, Unauthorised only or All absences 
o Sort by Attendance, Pupil or Class 
o Produce Detailed and Summarised data 

 
The function will also allow you to produce A4 pupil attendance reports listing each week with 
pupil and contact details.  
 
There is also the facility to save a group of pupils so that the group of pupils can be tracked 
throughout an academic year.  For example, if you run the report for September to October 
and save the pupils.  You can then run the report again using different criteria on the pupils 
within that group. 
 
To use this function click on ATTENDANCE from the MAIN MENU  
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From the ATTENDANCE menu click on ABSENCE REPORT PACK 
 

 
 
 
Select the pupils you wish to work with.  For example, you can select a previously saved 
group from the Pupil Group drop down box: 
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At this stage you can select the appropriate criteria for your report.  You can also at this point 
tick Pupil Attendance if you would like an A4 pupil attendance report as well as the absence 
report.  Once the criteria has been entered, you can save this pupil group by entering a 
description in the ‘Save Pupil Group’ area.  This allows you to select the group again in the 
future. 

 

 
 

http://www.pdfcomplete.com/cms/hppl/tabid/108/Default.aspx?r=q8b3uige22


 
 

  St Agnes House  Cresswell Park 
Blackheath Village  London  SE3 9RD 

020 8318 1700     info@wautonsamuel.co.uk 
www.wautonsamuel.co.uk 

_______________________________________________________ 
Wauton Samuel and Company Limited 

Registered in England, Registered Number 3562945 
Registered Office: Lynwood House  Crofton Road  Orpington   Kent   BR6 8QE 

 

 

 
Page 4 of 5 

 

This will allow you to produce the following three reports: 
 
Pupil Attendance 

 
 
 
Absence Summary  
 

 
 
Absence Detail 
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