Access Student Absence Totals in Skyward (SMS)

Use this guide to quickly locate and review individual student absence totals within
the Skyward Student Management System (SMS).

1 Log in to Skyward (SMS 2.0)
Use your district login credentials to access the Skyward SMS system.

2  Access the Student Management system

Jump to Other Systems

B Educator Access Plus
i~ Employee Access
‘h Family Access

E Financial Management

Student Management

i o o
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3 Choose the school the student attended. (To get totals you must be in an entity.)

I v
WAHLUKE SCHOOL DISTRICT (000)
MATTAWA ELEMENTARY (161)

SADDLE MOUNTAIN ELEMENTARY (204)
MORRIS SCHOTT ELEMENTARY (302)
WAHLUKE JR HIGH (303)

WAHLUKE HIGH SCHOOL (403) N
SENTINEL TECH ALTERNATIVE (405)
BIRTH TO 3 YEARS (600)
DEVELOPMENTAL PRE-SCHOOL (610)
PRESCHOOL (620)

SKYWARD
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Hlome Access Plus
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WA/NCLB

ASI Information Update

StdID:
State SSID Number:

Entry/With

Attendance

Grad Std Year: 2036 WA Grad Yr: 2036

» Scheduling

Migrant Data

Grades

Migrant: Yes MSRTS ID

4  Navigate to the Student Profile

* Click on Students Tab
* Select Student Profile

== SADDLE MOUNTAIN ELEMEN
SKYWARD

Home w BSiOLELCE Families = Staff
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Student
Services
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Setup ~ District to District - DD Setup

Student Profile - PR 4
Student Browse - ST {{“_|
Custom Forms - CF L
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Pseudo Approval - PA L]
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» . Student Access - SA

Student Access Users - US 4
l Login History - LH L
Online Forms - OF Ln|
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History - HI
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5  Use the Search function to find the student by name or ID

* Click on the student’s name to open their profile

S SADDLE MOUNTAIN ELEMENTARY (204) =
SKYWARD
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. Customize
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Advisor: | OtherTD-I(C 2- "7 Phnne-||

6 Navigate to the Attendance Tab

With in the Student's profile, locate and click on the attendance tab on the

left-hand menu

= SADDLE MOUNTAIN ELEMENTARY (204) =

Angelina Sosa Saldana Account | Preferences | Exit ?

Reports

SKYWARD
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7  Onthe right click "Totals"

f SADDLE MOUNTA[N ELEMENTARY (204) 0 Angelina Sosa Saldana Account = Preferences | Exit | ?
WARD
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Customize -
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Ml Views: General v | Filters:[*A1l Attendance | Y W& &
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8 In the Range Selection/ Other Options enter the student's date of enroliment
and date of withdraw in the *Absence Date ranges.

Totals A ey S

Range Selection/Other Options
* Absence Date: (08/27/2024 _., to: 10/29/2024 _, Count Days or Periods: | Days v

Display Period Totals Display Term Totals Display Membership Totals Display Zero Totals

Save

Back

Absence Type Selection

Select Excused Types Select Unexcused Types Select Tardy Types Select Other Types

E - ABSENT EXCUSED U - ABSENT UNEXCUSE
W - WEB ABSENCE

Results for [ t, Entity: 204, Year: 2025

Asterisk (*) denotes a required field
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9  Click the Count Days or Periods dropdown and select Days.

Totals

Range Selection/Other Options

* Absence Date: (08/27/2024 || 3] to: ({0/29/2024 )| | Count Days or Periods: [Days v

Display Period Totals Display Term Totals Display Membership Totals

Absence Type Selection

Select Excused Types Select Unexcused Types Select Tardy Types

E - ABSENT EXCUSED U - ABSENT UNEXCUSE
W - WEB ABSENCE

Resultsfor . Entity: 204, Year: 2025

Asterisk (*) denotes a required field
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10 Click "Select Excused Types"

« select the types of excused absences

* Click "Save"

Totals

Range Selection/Other Options
* Absence Date: (08/27/2024 | 4] to: [10/29/2024 |4

Display Period Totals Display Term Totals

Absence Type Selection

Select Excused Types

E - ABSENT EXCUSED

Select Unexcused Types

U - ABSENT UNEXCUSE
W - WEB ABSENCE

Results for |

Asterisk (*) denotes a required field
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Display Membership Totals

Run
Save
iods: (Days ]
Count Days or Periods: | Days v Back

Display Zero Totals

Select Tardy Types Select Other Types

, Entity: 204, Year: 2025
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11  Click "Select Unexcused Types"

« select the types of unexcused absences

* Click "Save"

Totals

Range Selection/Other Options

* Absence Date: (08[27/2024 )| . to: [10/29/2024

Display Period Totals Display Term Totals

Absence Type Selection

Select Unexcused Types

U - ABSENT UNEXCUSE
W - WEB ABSENCE

Select Excused Types

E - ABSENT EXCUSED

Results for

Asterisk (*) denotes a required field
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Display Membership Totals

Save

[5] Count Days or Periods: Days v Back

Display Zero Totals

Select Tardy Types Select Other Types

t, Entity: 204, Year: 2025
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12 Click "Run"

Totals

Range Selection/Other Options [ Run the current process. |

* Absence Date: (08/27/2024 )| .| to: 10/29/2024 |[;| Count Days or Periods:  Days v

Display Period Totals Display Term Totals Display Membership Totals Display Zero Totals

Absence Type Selection

Select Excused Types Select Unexcused Types Select Tardy Types Select Other Types

E - ABSENT EXCUSED U - ABSENT UNEXCUSE
W - WEB ABSENCE

Results for Entity: 204, Year: 2025

Asterisk (*) denotes a required field
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13 Totals will show in the Results field.

» Use Days Poss for Days Enrolled in MSIS

Totals
Range Selection/Other Options Bup
S— A S Save
* Absence Date: 08/27/2024 |+ to: 10/29/2024 {5 Count Days or Periods: | Days v | Ak
Display Period Totals Display Term Totals Display Membership Totals Display Zero Totals

Absence Type Selection

Select Excused Types Select Unexcused Types Select Tardy Types Select Other Types

E - ABSENT EXCUSED U — ABSENT UNEXCUSE
W - WEB ABSENCE

Results for , Entity: 204, Year: 2025
Code/Description Type Days

E ABSENT EXCUSED E 0007.5
Sem Trm Exc Unexc Oth  Tar(Prds)
1 1 ©08/27/24-11/03/24 @08.5 000.0 000.0 000.0

1 2 11/04/24-01/23/25 @006.3 000.0 000.0 000.0

1 3 01/24/25-04/08/25 010.5 000.0 000.0 000.0

1 4 04/09/25-06/12/25 005.0 000.0 000.0 000.0

School Days Days Poss Days Present Days Abs
042.0 042.0 834.5 007.5

Asterisk (*) denotes a required field
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14 * Use Days Present for Days Present in MSIS

Totals
Range Selection/Other Options Bun
s S Save
* Absence Date: (08/27/2024 )| 5| to: [10/29/2024 ||} Count Days or Periods:  Days ~| =

Display Period Totals Display Term Totals Display Membership Totals Display Zero Totals

Absence Type Selection

Select Excused Types Select Unexcused Types Select Tardy Types Select Other Types

E - ABSENT EXCUSED U — ABSENT UNEXCUSE
W - WEB ABSENCE

Results for | , Entity: 204, Year: 2025
Code/Description Type Days

E ABSENT EXCUSED E 0007.5
Sem Trm Exc Unexc Oth  Tar(Prds)
1 1 ©08/27/24-11/03/24 @008.5 000.0 000.0 000.0

1 2 11/04/24-01/23/25 006.3 000.0 000.0 000.0

1 3 01/24/25-04/08/25 010.5 000.0 000.0 000.0

1 4 04/09/25-06/12/25 005.0 000.0 000.0 000.0

School Days Days Poss Days Present Days Abs
042.0 042.0 034.5 007.5

Asterisk (*) denotes a required field
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