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Extracting the data from QK
We will be extracting 3 reports:

Attendances
Parent Contact information
Staff Contact information

1

2

3



C l i c k  o n  
R e p o r t s1

C l i c k  o n  
A t t e n d a n c e2 D o u b l e  C l i c k  o n  

A t t e n d a n c e  S u m m a r y3

E n t e r  t h e  c u r r e n t  
m o n t h  d a t e  
r a n g e ,  t h e  C l i c k  
o n  O K

4

W h e n  t h e  r e p o r t  
a p p e a r s ,  C l i c k  o n  
E m a i l  a s  X L S X  

5

E n t e r  a n  e m a i l  
a d d r e s s  o f  w h e r e  
y o u  w o u l d  l i k e  t h e  
r e p o r t  t o  b e  s e n t
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1. Attendances



C l i c k  o n  
R e p o r t s1

C l i c k  o n  
M i s c2

D o u b l e  C l i c k  o n  X p l o r
I m p o r t3

W h e n  t h e  r e p o r t  
a p p e a r s ,  C l i c k  o n  
E m a i l  a s  X L S X  

4

E n t e r  a n  e m a i l  
a d d r e s s  o f  w h e r e  
y o u  w o u l d  l i k e  t h e  
r e p o r t  t o  b e  s e n t
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2. Parent Contact Information



C l i c k  o n  
R e p o r t s1

C l i c k  o n  
S t a f f / C a r e r s2 D o u b l e  C l i c k  o n  S t a f f  

D e t a i l3

W h e n  t h e  r e p o r t  
a p p e a r s ,  C l i c k  o n  
E m a i l  a s  X L S X  

4

E n t e r  a n  e m a i l  
a d d r e s s  o f  w h e r e  
y o u  w o u l d  l i k e  t h e  
r e p o r t  t o  b e  s e n t
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3. Staff Contact information



C l i c k  o n  
R e p o r t s1

C l i c k  o n  
D e b t o r s2 D o u b l e  C l i c k  o n  F a m i l y  

B a l a n c e s  ( i n c z e r o )3
S e l e c t :
R e q u i r e d
• A c t i v e  F a m i l i e s
• W a i t  L i s t  F a m i l i e s
O p t i o n a l
• I n a c t i v e  F a m i l i e s
• I n c l u d e d e l e t e d  f a m i l i e s

E n t e r  t o d a y ’ s  d a t e  &  C l i c k  
O K

4

W h e n  t h e  r e p o r t  a p p e a r s ,  
C l i c k  o n  E m a i l  a s  X L S X  5

E n t e r  a n  e m a i l  a d d r e s s  o f  
w h e r e  y o u  w o u l d  l i k e  t h e  
r e p o r t  t o  b e  s e n t
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Family Account Balances (Bond & Fees)



Get in touch at anytime… we’re here to support 
you! 

www.owna.com.au
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