Roster Verification Tool

Verifying Students on Roster in Skyward on Feb. 6, 2026

1. Within Skyward, navigate to the "My Gradebook" class list page.
2. Hover over "Reports for All Classes".
3. Under Attendance, click on "Summary Report by Class".
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4. Click the "Add a new Template" button.
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5. Type a name for the report such as "Feb 6 2026" in the Report Template Name field.
6. Click "Save".
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Add a new Report Template for the Attendance Summary by Class Report.

Sequence #: 10 ‘EH Save
Report Template Name: Feb 7 2025 (—a Back

Page 1 of 2



a. Enter the "Start" date of "Feb 6 2026".
b. Enter the "End" date of "Feb 6 2026".

are checked.
9. Click "Save".

In the Report Ranges section, check "Display Attendance for Date Range":

Ensure that "Print for Class Scheduled Days" and "Show Entered Attendance Only"
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10. With the new template highlighted, click "Print".
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11. Click "Display Report".
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The report Attendance Summary Report has finished
processing.
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