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How-To: NYS Attendance Reports AT-6 & SA-129 
 

Revised 12/4/2018 
 

This documentation contains instructions on how to produce the NYS AT-6 and SA-129 Reports. 
 

AT-6 Report: 
 

 From the eSchoolPLUS menu, select Regulatory > Reports > AT-6 Report  or type NY SA-129 

in the Quick Search 

 Select * for ALL in the Building List field. If you would like to produce the report for 
only one building, choose the building from the drop down list. 

 Select AT-6 from the drop down list in the View Type field. 

 Dates field: 

o Click on the radio button beside the Date Range label. 
Important, do not select Attendance Interval…BOCES will provide each district with 
the start and end dates for each attendance period in the current school year. 
 

o In the first Date Range field, enter the start date of the attendance period you are 
running the report for (reference Attendance Period Dates Document for these dates). 
 

o In the second Date Range field, type or select from the calendar the ending date of the 
attendance period you are running the report for 

 

 YTD Dates: 

o Click the YTD Date Range radio button (Do not select Attendance Interval) 

 
o When running the report for only Attendance period 1, Semester 1, or Full Year, type or 

select from the calendar the first day of period 1 in both YTD date range slots. 
 

o When running the report for every attendance period after the first one, and for 
Semester 2, use the first day of attendance period one in the first date slot - and in the 
second date slot put in the last day of the attendance period that is directly before the 
period that you are running. 

 

 Tardy Absence Codes – select the tardy absence code from the drop down list. 

 Illegal Absence Codes – select the unexcused absence code from the drop down list. 

 Total Absence Codes – select the code TOTAL for total absences. 

 Entry Codes: Choose all current entry codes that represent an entry or new enrollment 
in a building that would lead to attendance. 

 Withdrawal Codes: Choose all current withdrawal codes that represent an exit from a building 
for a student with attendance. 

 Dropout Codes: Select all current withdrawal codes that are used for dropouts. Dropout 
codes are also withdrawal codes and should be used in both fields. See 
next page for New York State dropout criteria. 

 Log Statistics: It is a good idea to check log statistics. 
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Students are counted as dropouts if they have any of the following reasons for Ending Enrollment: 

 Reached maximum legal age and has not earned a diploma or certificate; 

 Left school: first-time dropout; 

 Long-term absence - 20 consecutive unexcused days; 

 Permanent expulsion (student must be over compulsory age); 

 Left school, no documentation of transfer; 

 Transferred to other high school equivalency preparation (GED)program; or 

 Left school: previously counted as a dropout 
 
Here is a sample of the AT-6 Report screen: 

 
 

 
 Filter for Entry/Withdrawal current school year and for attendance (R) calendars. 

A sample filter is included below. 

 
 

o You also want to filter out your PK Grade levels 

o If your building has more than one Attendance Calendar include both in the filter 
 

 Select RUN to run the report. 
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 A sample report for one building is included below followed by the description of each field and 
how this information is determined: 

 

 

 

Column Where in eSchoolPLUS/How Calculated? 

Days Session This is the total number of membership days 
for the building/district. 

Prior Per Close This is the total number of students enrolled 
for the previous attendance period. 

Open Enroll This is the total number of students enrolled in 
the current attendance period. 

Pupils Added This is the total number of students who 
entered the building/district with the Entry 
Code(s) selected in the prompts. 

Register Open Enroll plus Pupils Added. 

Pupils Left This is the total number of students who 
withdrew from the building/district with the 
Withdrawal Code(s) selected in the prompts. 

Close Enroll Register minus Pupils Left 

Tardy Total days where students have an attendance 
record with the Tardy Absence Code(s) 
selected in the prompts. 

Illegal Absence Total days where students have an attendance 
record with the Illegal Absence Code(s) 
selected in the prompts. 

Total Absence Total days where students have an attendance 
record with the Total Absence Code(s) selected 
in the prompts. 

Aggregate Attendance Possible Attendance minus Total Absence 

Possible Attendance Total Possible Membership Days 

Drop Outs This is the total number of students who 
withdrew from the building/district with the 
Withdrawal Code(s) selected in the prompts. 

Percent of Attendance (Aggregate Attendance/Possible 
Attendance)*100 
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 When evaluating the report, look for the following: 
 

o Days in session represents the number of Membership days for the date range listed in 
the heading area of the report for the building. It should not include days that school is 
not in session. For example, emergency days, snow days, superintendent’s conference 
days, or regents’ exam days when only students taking exams are required to come to 
school (therefore, these day types should not be a membership day in your building calendar or 

should have a membership value of 0). 

 
o Look for and verify discrepancies in session days between buildings. 

 

o Look for and verify discrepancies in session days between grade levels. 
 

o The Percent of Attendance should never be 100%. If it is, attendance is not being taken 
correctly in the building or the nightly attendance calculations are not being run. 

 
o Check to make sure drop out codes are only included in appropriate buildings. 

Elementary grades should not have dropouts. 

 
 

****** If any changes or corrections are made to your calendar, run the Day Totals Calculations 
and rerun your State Reports. The Day Totals Calculation also runs every night so if you do not run 
it yourself you can wait until the following day to re-run your reports 
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SA-129 Report 
 

 Navigate to the report screen using the following path: Regulatory > Reports > SA-129 
Report or type NY SA-129 in the Quick Search 

 

 View Type: Select the SA129 view 

 Dates: 

o Click on the radio button beside the Date Range label 
Important, do not select Attendance Interval…BOCES will provide each district with 
the start and end dates for each attendance period in the current school year. 
 

o In the first Date Range field, type or select from the calendar the start date of the 
attendance period you are running the report for 
 

o In the second Date Range field, type or select from the calendar the ending date of the 
attendance period you are running the report for 

 

 Absence Codes: Select the code for TOTAL Absences 
 

 Kindergarten Full Session field: Type or select from the drop down list your Kindergarten grade 
level codes. Do not forget to include ungraded grade levels for Kindergartner’s. 

 
 

 Log Statistics: Click this checkbox to include a log of your selections as the first page of the 
report 
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 Filter for the current school year in the Entry/Withdrawal table and the attendance calendars. 
A sample filter is included below. 

 
o If your building has more than one Attendance Calendar include both in the filter in a 

comma delimited list. 
 

 

 Select RUN  to run the report. 
 

 A sample of the SA-129 Report is included below. 
 
 
 

 

 

 This report will contain additional pages to accommodate districts using and tracking religious 
days. Currently this is not a field being used so the data on the Adjusted and Unadjusted 
pages should be the same 

 
SA-129 REPORT – field descriptions: 
Possible aggregate attendance and aggregate attendance are the totals based on the grade group. Actual 
session is number of days in the date/interval range. Net session is the actual session number of days without 
the religious day included. ADA is adjusted aggregate attendance divided by the net session. Unadjusted ADA 
is aggregate attendance divided by the actual session. ADM is possible aggregate attendance divided by the 
actual session. 
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The report includes total attendance information for the district as a whole. Grade levels are grouped 
together. 

 
The actual days in session should be whole numbers. 

 

If not, determine if the reasons are valid or invalid. To do so, look for the following: 
 

Invalid Reasons 
 

 One of the calendars in one of your buildings may not be correct. Cross check with your AT6 
Report to identify building discrepancies in session day totals. If you find an error, you should 
correct the calendar, run the days totals calculation, and run the SA129 again. The day totals 
calculation runs every night so if you don’t want to run it yourself you can wait until the 
following day to rerun the SA129. 

 

 Individual Students can also throw off your numbers if their grade level and building do not 
match up. This should be corrected and the report rerun. 

 
 

Valid Reasons 
 

 A valid reason for the days in session to contain decimals and not whole numbers would be 
that the grade levels within your district’s buildings do not align with the preset grade groupings 
within the SA129 report (K-3, 4-6, 7-8 or 9-12) and you may have a different number of days in 
session for grades within one of the date ranges. 

Example: The SA129 report groups grades 4-6 together. So, if your district has 6th graders in 
the middle school and grades 4 and 5 in the elementary school then attendance/session days 
for grade 6 may be legitimately different than grades 4 and 5 if one of the schools were in 
attendance more or less than the other. 

 

 Another valid reason would be differences in session days between like buildings. 
Example: One of your two elementary buildings was closed due to building maintenance for a 

day and the other stayed open. This would create discrepancies in session days within the 
same grades and cause your report to contain non whole #s. 

 

Valid discrepancies in the calendar cannot be corrected. Make a note of these in case of an audit. 
 
If any changes or corrections are made to your calendar, run the Day Totals Calculation and rerun 
the State Reports. The Day Totals Calculation also runs every night so if you do not run it yourself 
you can wait until the following day to re-run your reports 

 

 The SA129 and AT6 reports should be run each period to identify errors as they occur during 
the school year. 

 

 At the end of the year, before rollover, each district will need to generate and print the SA-129 
and AT6 reports for Semester 1, Semester 2 and the Full Year (1st day of school through last). 

 

o Verify that the reports are accurate for this school year. 

o Forward the final reports to your business official. 


