
If your child has been marked Not 
Present without an explanation, 
you will be required to add an 
Attendance Note.

You will see an alert on your 
homescreen. 

Click the alert and it will take you 
to your child’s ‘Unexplained’ 
attendance tab where you will see 
any sessions listed for which they 
were marked as Not Present or Late. 

Select the session (or sessions) that 
you are adding a note for and then 
click ‘Explain with Attendance 
Note’. 

This will cause the Attendance Note 
screen to pop open. 

Select the applicable reason for the 
absence and add in the relevant 
details/comment. 

Click ‘Save’. This will assign the 
attendance note to the sessions 
you selected and they will update 
to no longer show as unexplained 
absences.
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