
How to Verify if Your Attendance Has Been Completed for a Month:  

 

Step 1:   

 

 

 

Step 2-3: 

 

1. When you first open Child Plus, 

you will see the Dashboard tab 

– Click on the “Reports” tab 

2. Use the search bar and type 

2305. This will pull up the 2305 

Monthly Attendance report 

3. Click on report “2305 – 

Monthly Attendance” 

Quick Tip. You 

can click on this 

star to favorite 

this report 

making it easier 

to find! 



 

 

 

 

 

Step 4-6: 

 

Step 7: 

 

 

 

4. Make sure that the 

“Program Term” is on the 

correct school year 

5. Make sure that the “Site” is 

listed as All. You only have 

access to your center so this 

will ensure the report is run for 

all of your classrooms 

6. Make sure that you are 

running the report for the 

month and year you want to 

look at attendance for 

7. Click “View” in order to see 

the attendance report 



 

 

 

 

 

 

 

 

 

Step 8-9: 

 

 

 

 

 

 

8. Review attendance, make sure it is accurate. Please complete any missing attendance that your 

center may have. Your center will not be paid for any missing attendance. 


