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Report Description: 
 
This report will display the total number of tardies based on the selected timeframe and tardy codes.       
 
Application: 

FOCUS/Reports/District Reports 
 
To run this report: 
 
From the FOCUS Portal page: 
 
Accessing the Report 

1. Click the Reports tab. 

2. Select District Reports. 

3. The district report window will display. 

4. Select the Attendance folder in the navigation area. 

5. Locate Tardy Report by Student. 

6. Click the green Run button to the right of the report. 

7. The report screen will display.   

 
Generating the Report 

8. Select the timeframe (start and end date) and tardy codes to include on the report. 

9. Click the green run button to the right of the screen. 

10. The report will generate and display in the middle of the screen. 

 

 
 

 
 


