Building custom groups for state attendance reports

Go to Student > Demographics

Click Group
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In Group Manager, click on User Defined.
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This screen shows the group names we used.  (ATT=Attendance)

Click Add.

Input the title of the User Defined Group.
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The screen will initially look similar to this.

In these screens, you choose the fields/criteria that will define the group.
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	We have three tracks set up; so they are all included.  I used track rather than the status Currently Enrolled so that any student who was part of that year’s track ought to be included (including withdrawn students).  So, it is the track AND the critera; in this case “gender of student=male”.

User defined groups are created for each criteria.




