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Step 1 – Student top tab – check mark next to the student on the screen -> Options -> Show Selected 
 
Step 2 – Attendance side tab – click into the ‘class attendance’ sub side tab 

 
 
Step 3 – From the list of attendance dates that show for the student,  find the Sept and Oct dates and check 
mark next to them - > Options -> Show Selected  *note that this is an elementary example 
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Step 4 – Reports - > Quick Report -> Saved Report – SD73 Student Attendance Report -> Click Finish 

 

 
 
Repeat for each student involved in the audit. 
 
 
 
 
 


