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1. Under Secretary Home, choose Summary in the left navigation menu, and use the page action gear to
select Ale Attendance Report.
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2. A pop-up window will appear. Fill in the required Student Learning Plan(s) (Required) field. Select by
filtering, click the checkmark, then click Add Student Learning Plan(s). You may select multiple plans.

3. If any optional fields are left blank, then all possible results from those fields will be populated on the

table.
a. School Year (Optional) Select by clicking on the checkmark.
b. Class Term(s) (Optional) Select by clicking the checkmark, then click Add Class Terms.
c. Start and End Date (Optional) Select by clicking on the pop-up calendar.
d. Include Withdrawn Classes? (Optional, True/False) Choose from the drop-down menu. True, to
include withdrawn classes.
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4. After the desired selections have been made, click Set to generate a data table.
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5. Select Download Data to download to a spreadsheet via the data table action gear.

6. A notification will appear when the generated report is ready to download.
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