ABSENCE NOTIFICATION

1. Select ‘Login’ 2. Enter Username & Password 3. Select ‘My Portal’
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4. Select ‘Absences’ 5. Select ‘Create New Absence’
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My Kids
Basic enrolment details of my kids as
well as subject informations.

10/06/202

1(Th
Absences Tl
Overall Attendance Statuses as well as
create new absence

02/06/202
1(Wed)
Timetable
Kids timetable for a specific day
Went home
at morning
06/05/20 tea due to
21 (Thu) symptoms.
Note via app

Student Documents

List of documents published for the

students
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Notifications

Message sent by school specifically for
you. You can also send messages to
school using this

1(Tue)

& Create New Absence

© New O Communication

& Absence O Alert

Newsletter

A brief of the current schoal
newsletter and a hyperlink to web
based newsletter




Full Day Absence

Create New Absence E
Students

Your child

Type of Reason

Full Day Absence
I;tate From
":"'{-_04109;2021

Date To

[ 04/09/2021

Reason
( select
More Details

(¢

Specific Instructions

+ Submit

Submit without Attach

1. Select ‘Full Day Absence’
2. Select ‘Date From’

3. Select ‘Date To’

&

Select ‘Reason’

v

Enter ‘More Details’

o

Enter ‘Specific Instructions’

NOTE: Optional

7. Click ‘Submit without Attach’ or
‘Submit’ to send with an attach-

ment (e.g. medical certificate)

Early Departure

Students

Your child

Type of Reason

: -Early Departure
E)ate

~ 041092021
I-:->-eparture Time
-Select

Approximate Time back

Select

More Details

cific Instructions

+ Submit

Submit without Attach

. Select ‘Early Departure
. Select ‘Date’
. Select ‘Departure Time’

. Select ‘Approximate Time Back’

Select expected return time or
‘Not Returning’

. Select ‘Reason’
. Enter ‘More Details’

. Enter ‘Specific Instructions’

NOTE: Optional

. Click ‘Submit without Attach’ or

‘Submit’ to send with an attach-
ment (e.g. medical certificate)

Late Arrival
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Your child

Type of Reason
.-Late Arrival
IE)ate
"~ 04/09/2021
.;rri\.ral Time
..--Select
Reason
':_:.--Select
I\-«"Iore Details

.-"""f

Specific Instructions

+ Submit

Submit without Attach

. Select ‘Late Arrival’
. Select ‘Date’

. Select ‘Arrival Time’
. Select ‘Reason’

. Enter ‘More Details’

. Enter ‘Specific Instructions’

NOTE: Optional

. Click ‘Submit without Attach’ or

‘Submit’ to send with an attach-
ment (e.g. medical certificate)



