online Mbsence Reauest for Parents

1. Log in to the parent portal

2. Select the attendance tab

3. Click on the ‘Absence Request’ link. A browse window will open.
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4. Click on ‘Add Request’
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5. Enter the date(s) the student will be absent.
If only one day of absence is being requested then Btugent — ——
the start date and end date should be the same. e ””e

If the student will be absent for more " Reason:

than one day, then enter the date range. =
By default the current date is entered automatically.
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6. For elementary school students. Check the ‘all day’ box.

7. Select a reason for the absence from the list.

8. Please enter a comment to give more information to the school office.



9. Save. The status will be pending until it is approved or denied. There
is still an option to edit the absence request or delete it after it has been

submitted.
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Submitting an online absence request will put it in an attendance queue. The
school secretary will review the request and will either approve it or deny it. You

will receive a notification via email once it has been finalized.

Remember that this feature is to request full day absences only, tardies and

checkouts are not included.



