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FAMILY ACCESS- SUBMITTING AN ABSENCE REQUEST 

The Attendance 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 attendance 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. 

 

 

 

 

 

 

2. Click Absence Requests at the top right of the screen.  *If you have more than one student, attendance 

information for each student will display on this tab.* 

 

 

 

 

 

 

 

3. Click Add Request next the student you wish to submit a request for. 
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4. Enter the Start Date, End Date. 

5. Select a Reason from the dropdown list. 

6. Enter Comments if desired.  

7. Click Save  

 

Fields marked with an (*) are required. 

 

 

 

 

 

 

 

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

 

 

 

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. 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

*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 Attendance 
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3. Tap Add Absence Request 

 

 

 

 

 

 

 

 

 

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 (optional) 

8. Tap Submit 
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