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Office requests may be submitted by office staff requesting a student to report to a specific area.   
 

To create an Office Request Pass: 

1. Click the Forms tab. 

2. Select Office Request. 

3. The form will display. 

4. Select the Period/Class from the drop-down. 

5. Select the Meeting Date. 

6. Select the time. 

7. Select the person the student should report to. 

8. Select whether the student should bring class/homework or books/belongings with them. 

9. Click Submit Request. 

10. The submittal confirmation screen will display. 

 
 

Once an office request has been submitted, a portal alert will display for the selected teacher and an email 
notification sent. 

Teacher email notification 

 

Teacher portal alert 

 

 

 


