
To add excuse notes(s) for a student, hover over the Excuse Note field, then click Upload.  

Options: 

1. Click Upload if the file is already saved on your computer. 

 Search for the file, click the file, then click Open. Note: You cannot upload Word 
documents. However, you can save a Word document as a PDF, then upload it. 
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2. Select the Scanner from the pull-down, set additional settings, then click Scan. 

 

 

 

3. Click Take Photo to take a picture of the note with your computer camera. 

Once the note is in view of the camera, click Take Photo. 
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To view the excuse note: 

Click the expansion arrows to view the Excuse Note field in a pop-up window where you 
can drag files for uploading, view uploaded files, and take photos, as needed. 

https://media.screensteps.com/image_assets/assets/009/214/986/original/f5ef36b8-84c8-48e3-89fd-bbbbd1e73112.png
https://media.screensteps.com/image_assets/assets/009/214/988/original/f184d59e-0228-4f60-ba0a-1b50ee575903.png


 

 

Notes Status: 

The Note Status displays the excuse note approval flow status including Pending (awaiting 
administrative review), Approved, or Denied. 

 

If the administrative user has added a message, click View Message to read the message. 

Read the message and click Close. 
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Delete an Excuse note: 

If you have attached the wrong file and need to eliminate the excuse note prior to approval, 
click the red X to Delete the excuse note. 
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