Export of the Attendance Report

Please note! MS Outlook makes changes in the link in the mail sent to you for security reasons. Thus
you will need an alternative mail like gmail.

1. Create a report
1. Go to “Attendance”
2. Click on the cogwheel
3. Choose “Attendance Report”
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4. Filter in the dates (not required)
5. Fillin the receiving e-mail address (not KU mail)
6. Click “RUN REPORT”
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2. Tell us where we should send the report

5 [ my-name@gmail.com ]
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7. Open the mail you received and click the link to download the CSV file
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You can download your report for the next 6 hours at hitps:/irollcall-production-s3-bucket-jxdoy 1h7r90t.s3.eu-
west-1.amazonaws.com/attendance_reports/attendance-215ce380-842a-42bd-9abb-8eed412dab7d0.csv?X-
Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Credentia=ASIAZIHRSNQUMB4PY G7KY%

7 2F20220708%2F eu-west-1%2F=3%2Fawsd _request&X-Amz-Date=20220708T12093578X-Amz-
Expires=864008X-Amz-SignedHeaders=host&X-Amz-Security-Token=1QoJb3JpZ 2uX2VIEMP%2F % 2F % 2F %
2F%2F %2F %2F%2F % 2F %2FwEaCWV 1L XdIc3QtMSJIMEY CIQCx62F77 Kz 4xRfo CIXOMWWWpAM48g|%
2BQmdX192n%2F EbuQQIhAJT1DPgEvuF pgHF JkidwhNfg9%2FkSoykGemBblb TK Y
2BwRAKtsECOz%2F% 2F % 2F%2F % 2F % 2F % 2F % 2F % 2F %62 FwEQBBoMNjM2MTYxNzgwhzc2lgyFc

IO ARV FhwF Dulano MY 2 In DNEMAS R RGAF IRkt ML il aC Rl RAFTNTFT




2. Open the file and modify it
1. Mark the A column and
2. inthe “Data” ribbon choose “Text to Columns”.
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3. Inthe new window, click “Delimited” and

4. Click “Next”.

5. The window change. Choose “Comma” as column delimiter.
6. Then click “Finish”.
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3. Use a Pivot table to confine the significant data

1. Open the “Insert” ribbon

2. Click “Pivot Table” to start to create a table

3. Inthe pivot settings to the right, set the pivot table as here
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