
How To Attach Attendance Reports from eSIS to TEAMS 
 

1. Log into eSIS. 
2. Use F7 and F8 to query for a student on the main screen. 

 

 
 

3. Click the Hot Print button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
4. Check the boxes to print the Office Index Card and the Attendance Summary. 

 

 
 

5. Click the Print icon. 
6. For each report, a parameter form will display, asking you to choose how to format 

and display the report.  Select the appropriate settings, then hit Print again.  You will 
get two PDFs, one per report. 

 

 
 



7. NOTE: If you do not get any reports please make sure you are not blocking pop-ups, 
and that Adobe Reader is not trying to install updates.  Pop-ups must be unblocked 
and Adobe Reader must be current in order for you to view reports. 

8. Save your reports to your computer by clicking File > Save. 
9. Follow the instructions in the main TEAMS tutorial to search for and upload a file. 


