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Printing Class Rosters for a Specific Date 
This document will provide directions for 
printing class rosters for a specific date for 
purposes of roster verification. 

1. Within Skyward Student Management, 
verify your school is selected.  

2. Click “Office”. 
3. Expand “Attendance”. 
4. Click “Reports”. 
 

5. Click “Teacher/Class Summary Report - SC” from the report list. 

 

6. Create a new template by clicking “Add”. 
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7. Enter a “Template Description” such as the date for verification. 
8. Enter the verification date in the “Low” and “High” fields. 
9. Click the “Select classes:” link. 

 

10. Click the “Select All Classes” button. 
11. Click “Save”. 
12. Click the “Absence types” button. 
13. Use the “Add All” buttons to move the absence types for each section into 

the selected type boxes. 
14. Click “Save”. 
15. Set the “Sort Options” and “Report Options”. 
16. Click “Save and Print”. 
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