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How to submit an 
absence note - For 
Parents



Your child/ren

App modules



You can submit an absence 
note to your child’s school. 
This can be used instead of 
contacting the school by 
phone or email.



Click on the Shortcuts 
button, then choose the 
Submit absence note and a 
new window will open.



Click on your child you 
wish to enter an absence 
note for. (if you wish to submit it for 
all your children you will need to do one 
absence note for each child)



Click on the arrow

And select the reason for 
the absence. You have 6 
reasons to select from



Enter the details.  The Comment 
field needs at least 10 characters 
to make it valid. 

Start & End date 
of absence

Clicking on the arrow will display 
any camps, excursions and 
sessions your child may miss due 
to the absence. 

To finalise the absence note click 
the Add Attendance Note button



You will receive a confirmation 
notification. 



End. 


