
  

                                          Attendance Reports            
 
 

Skyward Student Management - Custom Reports (Crystal Reports) 
  
 

Table of Contents 
 
 

1.​ Available Attendance Reports in Crystal 
2.​ Running a Custom Report aka “Crystal Report” 
3.​ Scheduling a Custom Report to run as a  Scheduled Task 
4.​ Sample Reports 
5.​ Parameters/Ranges available per Report 

 
 
 
 

 

 



  

                                          Attendance Reports            
 
 

Skyward Student Management - Custom Reports (Crystal Reports) 
 
 

Available Attendance Reports in Crystal 
 
 
1. Average Attendance by Term (Report Display) (Parameters) 
Mimics the Average Attendance by Term/Period Skyward report. However, this report allows users to run for 
previous years and for a specified date range instead of the start of the year to an end date, but it does not 
break out data by term. (File Name: WSOFAT007) 
 

2. Complete Student Atnd History  (Report Display) (Parameters)  
This report will show selected students' complete attendance history across all entities. Features filtering by 
entity, student, and number of attendance records; school year ranges; dynamic sorting. Users can choose 
whether or not to show comments for attendance records that have them. (File Name: WSSTAT001) 
 

3. Daily Attendance  (Report Display) (Parameters) 
This report will show attendance records for students meeting all of the criteria included in the parameters 
including (but not limited to): number of records, absence type (E/U/O/T), daily attendance code, and more. 
(File Name: WSOFAT006) 
 

4. Homeless Student Atnd Detail (Report Display) (Parameters) 
This report will show attendance detail records for students who have an active and current homeless record. 
Features filtering on student default entities, specific students, and attendance detail date ranges.  
(File Name: WSSTAT002) 
 

5. Recorded Attendance (Report Display) (Parameters)  
Mimics the Recorded Attendance Report Skyward report (WS\OF\AT\RE\AR\DR\RC) but allows users to run 
for previous years. (File Name: WSOFAT008) 
 

6. Student Attendance Analysis (Report Display) (Parameters) 
This report will show the number of students with an attendance record for a given calendar day and the 
percentage of students who have a record for that day. Users can enter a collection dates to separate from the 
rest of the calendar dates to see if there is a trend in absences in those days compared to the remaining days.  
  
The report only runs for one entity at a time, and can only run for the current school year. Features filtering by 
calendar date and attendance code type. (File Name: WSSTAT003) 
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7. Student Attendance for Previous X Days (Report Display) (Parameters) 
This report will show attendance records for students for the last X number of days, where X is a user-supplied 
number. Includes filters for entity, whether or not day status is populated, and by entering the name of a 
processing list. Features PDF and Excel export. (File Name: WSSTAT007) 
 

8. Student Attendance Groups by Count (Report Display) (Parameters) 
This report will group students together by the number of attendance records with A or U day statuses. The 
groups are 5-7, 8-9, or 10+ attendance records. Runs by entity; features detail or summary view and Excel or 
PDF export. (File Name: WSSTAT005) 
 

9. Student Period Attendance (Report Display) (Parameters)  
This report will show period attendance totals for selected attendance codes. The report can show only 
students who have no more than a certain number of attendance codes in any one period. Features entity, 
attendance date, and attendance code filtering. (File Name: WSSTAT006) 
 

10. Suspension Absences (Report Display) (Parameters) 
Given an in-school (e.g. I) and out-of-school (e.g. O) suspension code and attendance range, this report will 
display totals of absences attributed to each absence code. Totals are broken down by entity and then by 
grade. (File Name: WSSTAT004) 
 

11. Unrecorded Attendance (Report Display) (Parameters) 
Mimics the Unrecorded Attendance [Skyward] Report at WS\OF\AT\RE\AR\DR\UC, but allows users to run for 
previous years. (File Name: WSOFAT009) 
 

 
 
 

To access these reports: Please submit a request to your District MIS contact 
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Running a Custom Report aka “Crystal Report” 
 
 
1. Navigate to “Custom Reports” then click on “Reports” 

 
 
2. Type in the name of the report that you would like to run in the “Report Name” box located in the lower right 
hand corner of the screen and push “Enter” on your keyboard. Select the name of the report you would like to 
run and the click on “Run” located on the right side of the screen. 
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3. Fill in the fields and click “Print” (Some of these reports can get lengthy. It is a good idea to only print the first 
few pages of a report to be sure that the report is providing the needed information before processing the full 
report.) 
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Scheduling a report to run every day, week, etc as a Scheduled Task 
 
(The “Student Attendance for Previous X Days” works very well as a scheduled task. The other Custom Reports may not 
work as well depending on what information you are needing and how you have your parameters set. However, this 
feature can be used to schedule other Attendance Reports in Skyward to run automatically.) 
 
1. After you have already run the report that you would like to schedule, Click on “My Print Queue” 

 
 
2. Select the report that you would like to schedule and click “Tasks” 

 
 
3. Click “Schedule This” on the screen that pops up 
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4. Fill in the fields indicating the “Task Description”, the frequency that this report should process, and the email 
address to whom the results should be sent. These reports can also be retrieved from “My Print Queue”. 
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5. To edit or stop a Scheduled Task from processing, 
 
a. Navigate to My Print Queue>Tasks>Scheduled Tasks 

 
 
b. Select the Scheduled Task that you would like to change. Click “Edit” if you would like to make changes. 
Click “Delete” if you would like to stop this task from running. 
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Report Displays 
 
1. “Average Attendance By Term” Report​ ​ ​ ​ ​ ​ Back to Attendance Reports 
Parameters 
 
Mimics the Average Attendance by Term/Period Skyward report. However, this report allows users to 
run for previous years and for a specified date range instead of the start of the year to an end date, 
but it does not break out data by term. 
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2. “Complete Student Atnd History” Report​ ​ ​ ​ ​ ​ Back to Attendance Reports 
Parameters 
 
This report will show selected students' complete attendance history across all entities. Features 
filtering by entity, student, and number of attendance records; school year ranges; dynamic sorting. 
Users can choose whether or not to show comments for attendance records that have them. 
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3. “Daily Attendance” Report​ ​ ​ ​ ​ ​ ​ ​ Back to Attendance Reports 
Parameters 
 
This report will show attendance records for students meeting all of the criteria included in the 
parameters including (but not limited to): number of records, absence type (E/U/O/T), daily 
attendance code, and more. 
 

 
 

 

 



  

                                          Attendance Reports            
 
 

Skyward Student Management - Custom Reports (Crystal Reports) 
 
4. “Homeless Student Atnd Detail” Report ​ ​ ​ ​ ​ ​ Back to Attendance Reports 
Parameters 
 

This report will show attendance detail records for students who have an active and current homeless record. 
Features filtering on student default entities, specific students, and attendance detail date ranges. 
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5. “Recorded Attendance” Report​ ​ ​ ​ ​ ​ ​ Back to Attendance Reports 
Parameters 
 
Mimics the Recorded Attendance Report Skyward report (WS\OF\AT\RE\AR\DR\RC) but allows users to run 
for previous years. 
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6. “Student Attendance Analysis” Report​ ​ ​ ​ ​ ​ Back to Attendance Reports 
Parameters 
This report will show the number of students with an attendance record for a given calendar day and the 
percentage of students who have a record for that day. Users can enter a collection dates to separate from the 
rest of the calendar dates to see if there is a trend in absences in those days compared to the remaining days. 
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7. “Student Attendance for Previous X Days” Report​ ​ ​ ​ Back to Attendance Reports 
Parameters 
 
This report will show attendance records for students for the last X number of days, where X is a user-supplied 
number. Includes filters for an entity, whether or not the day status is populated, and by entering the name of a 
processing list. Features PDF and Excel export. 
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8. “Student Attendance Groups by Count” Report​ ​ ​ ​ ​ Back to Attendance Reports 
Parameters 
 

This report will group students together by the number of attendance records with A or U day statuses. The 
groups are 5-7, 8-9, or 10+ attendance records. Runs by entity; features detail or summary view and Excel or 
PDF export. 
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9. “Student Period Attendance” Report​ ​ ​ ​ ​ ​ Back to Attendance Reports 
Parameters 
 
This report will show period attendance totals for selected attendance codes. The report can show only 
students who have no more than a certain number of attendance codes in any one period. Features entity, 
attendance date, and attendance code filtering. 
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10. “Suspension Absences” Report​ ​ ​ ​ ​ ​ ​ Back to Attendance Reports 
Parameters 
 
Given an in-school (e.g. I) and out-of-school (e.g. O) suspension code and attendance range, this report will 
display totals of absences attributed to each absence code. Totals are broken down by entity and then by 
grade. 
 

 
 
 

 

 



  

                                          Attendance Reports            
 
 

Skyward Student Management - Custom Reports (Crystal Reports) 
 
11. “Unrecorded Attendance” Report​​ ​ ​ ​ ​ ​ Back to Attendance Reports 
Parameters 
 
Mimics the Unrecorded Attendance [Skyward] Report at WS\OF\AT\RE\AR\DR\UC, but allows users to run for 
previous years. 
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Parameters 

 
1. “Average Attendance By Term” Parameters ​ ​       Back to “Average Attendance By Term” Report 

Back to Attendance Reports 

 
Continued on next page….. 

 
 
 
 

 



  

                                          Attendance Reports            
 
 

Skyward Student Management - Custom Reports (Crystal Reports) 
 

 
 

 

 



  

                                          Attendance Reports            
 
 

Skyward Student Management - Custom Reports (Crystal Reports) 
 

2. “Complete Student Atnd History” Parameters​ ​    Back to “Complete Student Atnd History” Report 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​ Back to Attendance Reports 

 
Continued on next page….. 
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3. “Daily Attendance” Parameters   ​ ​ ​ ​    ​ ​     Back to “Daily Attendance” Report 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​   Back to Attendance Reports 

 
Continued on next page….. 
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Continued on next page….. 
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Continued on next page….. 
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4. “Homeless Student Atnd Detail” Parameters  ​ ​        Back to “Homeless Student Atnd Detail” Report 

 ​ ​ ​ ​ ​ ​   Back to Attendance Reports 

 
Continued on next page….. 
 

 



  

                                          Attendance Reports            
 
 

Skyward Student Management - Custom Reports (Crystal Reports) 

 
 
 

 

 



  

                                          Attendance Reports            
 
 

Skyward Student Management - Custom Reports (Crystal Reports) 
 
5. “Recorded Attendance” Parameters​ ​ ​ ​         Back to “Recorded Attendance” Report 

  Back to Attendance Reports 
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6. “Student Attendance Analysis” Parameters​ ​          Back to “Student Attendance Analysis” Report 

  Back to Attendance Reports 

 
Continued on next page….. 
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7. “Student Attendance for Previous X Days” Parameters​ ​ Back to “Stdnt Atnd for Prev X Days” Report 

  Back to Attendance Reports 
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8. “Student Attendance Groups by Count” Parameters​       Back to “Student Atnd Groups by Count” Report 

  Back to Attendance Reports 
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9. “Student Period Attendance” Parameters​ ​ ​ ​ Back to “Student Period Attendance” Report 

  Back to Attendance Reports 

 
Continued on next page….. 

 

 



  

                                          Attendance Reports            
 
 

Skyward Student Management - Custom Reports (Crystal Reports) 
 

 
 
 
 

 

 



  

                                          Attendance Reports            
 
 

Skyward Student Management - Custom Reports (Crystal Reports) 
 

10. “Suspension Absences” Parameters​ ​ ​ ​        Back to “Suspension Absences” Report 
  Back to Attendance Reports 

 
Continued on next page….. 
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11. “Unrecorded Attendance” Parameters​ ​ ​ ​      Back to “Unrecorded Attendance” Report 

  Back to Attendance Reports 

 
 

 


