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FAMILY ACCESS- SUBMITTING AN ABSENCE REQUEST

The Aftendance application in Family Access allows a parent/guardian to enter Absence Requests to notify the
school attendance office if their student is expected to be absent from school. The aftendance application is
also available in the Skyward Family Access Mobile Application.

To enter an Absence Request using the desktop application:

1. Click Attendance on the menu to the left of the screen.

/——‘ Family Access

KYWARD" AllStudents =

Home

New Student Saan
PRy Conferences are open
Annual \ Mon Mar 13, 2017 12:00am | v
Verification and @ W Conferences are now open! Go sign up!
Acknowledgement

Online Forms
Calendar
Grades ! 1
Attendance

Student Info

2. Click Absence Requests af the top right of the screen. *If you have more than one student, attendance
information for each student will display on this tab.*

/—'—- Family Access

SKYWARD Al Students =

Home Attendance Absence Requesis®

New Student Today's Attendance: Tue May 8, 2018
Pre-Registration

Mo Absences or Tardies were recorded for any of your students
Annual

Verification and .
Acknowledgement  Sean (SIDNEY GLEN ELEMENTARY)

8 Date Attendance Period = Class
Online Forms
ABSENT EXCUSED (PARENT/GUARD ™

Fri Mar 30, 2018 5 12 View Classes
Calendar CONTACT)

Wed Mar 21,2018 = ABSENT EXCUSED (ILLNESS) 1-2 View Classes
Grades

Tue Mar 20, 2018 ABSENT EXCUSED (ILLNESS) 1-2 View Classes

Mon Mar 19, 2018 ABSENT EXCUSED (ILLNESS) 1-2 View Classes

Student Info Mon Mar 12, 2018  TARDY (EXCUSED) 1 KINDERGARTEN

3. Click Add Request next the student you wish to submit a request for.

Absence Requests Absence Requests
Jalisa (SIDNEY GLEN ELEMENTARY) | Add Request Mckenzie (SIDNEY GLEN ELEMENTARY) | Add Request
3
Mo Absence Requests to display. Mo Absence Requests fo display. 3

Sean (SIDNEY GLEN ELEMENTARY) Add Request Family with one student

Mo Absence Requests to display.

= Family with two students
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Enter the Start Date, End Date.

Select a Reason from the dropdown list.
Enter Comments if desired.

Click Save

No o~

Fields marked with an (*) are required.

Add Request ®
Student Jalisa School: SIDNEY GLEN ELEMENTARY
4 ! * Start Date: |05/08/2018  |[55] @ A1l Day J_

*End Date: |05/0812018  |[E]

* Reason |ILLNESS 'T
Comments

Jalisa has a fever today and won't be &t

school.|
“\' P

Copy Absence Request to 6
| Sean at SIDNEY GLEN ELEMENTARY

(*) Indicates a required field

| Back |

8. Once the absence request has been submitted, the request will be marked as Pending.

(Absence Requests

Jalisa (SIDNEY GLEM ELEMENTARY) Add Reguest

Status Start Date/Time End Date/Time Reason
Edit Delete Tue May 8, 2018 Tue May 8. 2018 ILLNESS

Comment: Jalisa has a fever today and won't be at school.

9. When the attendance specialist has processed the absence request, one of the following messages will
be displayed:
Approved absence requests will be noted at the top of the screen on the attendance tab.

Family Access

SKYWARD" AllStudents [~ Approved Request

HEEE Attendance Absence Requests

New Student Today's Attendance: Tue May 8, 2018

Pre-Registration
Jalisa ABSENT EXCUSED (ILLNESS), Period 1-2

Annual Mo Absences or Tardies were recorded for your other student
Verification and

Denied absence requests will be noted at the top of the Family Access homepage.

Family Access
SKYWARD AllStudents (=

You have unread messages | kv

e Sean's Absence Request has been denied. (1]
Pre-Registration The Absence Request submitted for Sean on Tue May 8, 2018 has beed denied. Go to

A | your Absence Requests for further information

L= Do not display this message

Acknowledgement

Denied Request
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10. To view the status of all absence requests at one time, click Absence Requests at the top right of the
screen again.

/—/—? Family Access

*  All Students (=
SKYWARD 10 I
Attendance

Home Absence Requests o

New Student Today's Attendance: Tue May 8, 2018
Pre-Registration
Jalisa ABSENT EXCUSED (ILLNESS), Period 1-2
Annual No Absences or Tardies were recorded for your other student.

Verification and

Absence Requests

Jalisa (SIDNEY GLEN ELEMENTARY) Add Request

Status Start Date/Time End Date/Time Reason
Accepted  Tue May 8, 2018 Tue May 8, 2018 ILLNESS

Comment: Jalisa has a fever today and won't be at school.

Sean (SIDNEY GLEN ELEMENTARY) Add Request
Status Start Date/Time End Date/Time Reason
Denied Tue May 8, 2018 Tue May &, 2018 ILLNESS

School Comment: Please call to discuss this absence with the principal.

*If your Absence Request is denied, please contact the Building’s Office Coordinator for more information.

To enter an Absence Request using the Skyward Mobile Application:

1. Tap the Navigation Menu icon at the top right of the screen
2. Select Aftendance

App Store all = 8:59 AM @ 3 60% m |

€ Skyward o T E—

FULL MENU

Message Center Family Access

Your Student's Name M o

Back
{ Unread (0) Inbox Flagged 2 !
ttendance

Notifications Discipline

DYt e lefild el Family Access Display >
Teacher Quick Access Profile

You don't have any current classes Schedlle
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3. Tap Add Absence Request

all T-Mobile & 10:08 AM

& Attendance %

Q Your Student's Name
Add Absence Request E

2017-18 Details 2017-18 Totals

05/08/2018 Tue
Abs Type : ABSENT OTHER (SCHOOL ACTIVITY)
Period: 7
Class : 8TH ADVISORY-SSR

05/03/2018 Thu

Abs Type : ABSENT OTHER (SCHOOL ACTIVITY)
Period: 6-7
Class : SCIENCE 8
8TH ADVISORY-SSR

4. Enter the Start and End Dates of the absence
5. Indicate if the absence request is for All Day
6. Select a Reason from the dropdown menu
7. Add a Comment (opfional)
8. Tap Submit
il T-Mobile LTE 10:17 AM
Add Absence Request
Submit
Student:
School:
CEDAR HEIGHTS
4 Start Date:
B3 mayg, 2018
End Date:
BB Mayg, 2018
All Day:
6 Reason:
S
Comment: E
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