Read the attendance report
How a month of punches becomes verdicts — On time, Late, Early leave, Absent, Incomplete and the days that count for nobody — and how the Summary by user and Daily details tabs, the four stat tiles and the Excel exports present them.
2026-09-02   ·   https://offision.com/help/en/attendance/read-the-attendance-report/
The report is where punches become judgements. A record only says signed in
at 9:12; the report reads that against the schedule's working hour and says
late, by 12 minutes. The judgement is computed when you open the report, not
stored — which is why correcting a record
is enough to correct the month, and why a schedule whose working hour changes
rewrites history: the report always judges by the working hour as it is now.
The verdicts
Each person-day gets one status:
	Status
	It means

	On time
	Signed in by the expected start and out no earlier than the expected end.

	Late
	Signed in after the expected start. The daily row carries the minutes.

	Early leave
	Signed out before the expected end.

	Late and early leave
	Both at once.

	Absent
	A working day with no sign-in at all.

	Incomplete
	A sign-in with no sign-out — the day cannot be judged, and its worked time cannot be counted.

	Holiday / Non-work day
	The working hour's holiday calendar, or a weekday it does not cover. Never counted against anyone.

	No working hour
	The schedule had no working hour to judge by.



Incomplete is the one that surprises: a person who worked a full day but
never signed out shows no worked minutes for it. A team with many Incomplete
days usually has a check-out channel switched off, or people who need
reminding — not an attendance problem.
Reading the page
Pick a Working schedule, a Period and optionally Users — the
report is per schedule, so people on two schedules are judged separately on
each. Four tiles summarise the month: On-time days, Late or early-leave
days, Absent days and Total worked hours.
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The report for one schedule and month: the four tiles, and the Summary by user tab with each person's day counts and totals.
Where in Offision: admin app → attendance/report (Attendance report)
Two tabs share the filters:
1. Summary by user — one row per person: counts of On time, Late, Early
leave, Absent and Incomplete days, plus total late and total worked
minutes. This is the tab for spotting a pattern.
1. Daily details — one row per person per day: status, expected start and
end, actual in and out, and the late, early-leave and worked minutes. This
is the tab for investigating one.
Export summary and Export daily download the current tab's rows for
payroll or HR.
What the report does not do
It does not alert anyone — it is read, not sent. It does not judge people on
no schedule, or days before a person joined one. And it never shows the proof
behind a punch — the selfie, IP and coordinate stay on the record in
Attendance Records, where the punches
themselves are inspected and fixed.
ee0565489e11faaac75da07505e991d7d84af5f5.png
ort

P Attendance report
Track on-time, late, and absent days across your working schedules

Head office staff Aug 2026 Users +

Late or early-leave
days

74 6

ON TIME

On-time days

LATE / EARLY LEAVE

Aug 2026 - 21 working days 4 users - 15 avg per user

Summary by user Daily details
UsER ON TIME LATE EARLY LEAVE
A AmyWong m o

amyswong@example.com

Marco Rossi
marcorossi@example.com

David Lee
dovidlec@example.com

Grace Liu
grace iu@example.com

Absent days

2

ABSENT

4 users - 0.5 avg per user

ABSENT INCOMPLETE
o o
o 2
o o
2 o

Total worked hours

7313

HOURS

Aug 2026 - 21 working days

3 Export summary

TOTAL LATE (MINS) TOTAL WORKED (MINS)

— 192h 51m
— 174h33m
1h 18m

191h 4m

- 172h 48m




