Parent Directions for Adding an Absence in through Family Access

Log into Family Access
Click on the Attendance tab on the left
Click on Absences Request on the right
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Today's Attendance: Wed Dec 4, 2019

No Absences or Tardies were recorded for Aric.

Aric (USSR ELEMENTARY)

Attendance

Date
Mon Nov 4, 2018

Attendance
Absent Excused (Doctor's Note)

Period

12

Absence Reques

Class

View Classes

e Absences Request box will come up, click on Add Request

Absence Requests

Aric | FRESEREEE) ELEMENTARY)

Status Start Date/Time End Date/Time

Accepted | Wed Sep 25, 2019 Wed Sep 25, 2019

Comment: fever

e The Add Request box will come up —
o Enter Start Date
Enter End Date
Pick Reason from drop down menu
Optional - Add comments
Save

O O O O

Wed Sep 25, 2019 Afternoon Release (lliness) 1-2 View Classes
Busing Tue Sep 24, 2019 Afternoon Release (Early Checkout) 2 FIFTH GRADE
Food Service
Schedule
O Add Request
Reason
lliness
I Add Request ®
Student: Aric EEERE—Y Schod ELEMENTARY
*Start Date: |12/17/2019 |[55] @ All Day
*End Date: | 12118/2019  |[]
Reason: | Vacation v
Comments:

(*) Indicates a required field.

[ Back |

Save

e Once you Save — the Absence Request box will come back up and show a status of Pending until it is approved at
the school’s attendance office and then the status will change to Accepted.

e You can click on the red X —to exit.

f Absence Requests

Aric (IR E| EMENTARY)
Status Start Date/Time End Date/Time
Edit Delete Pending Tue Dec 17, 2019 ‘Wed Dec 18, 2019

Comment: Vacation
Accepted | Wed Sep 25, 2019 Wed Sep 25, 2019

Comment: fever

Add Request
Reason

Vacation

liness

e You can also edit or delete the pending request if something changes.
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