
Parent Lounge: Adding Attendance 

Notifications

Within Parent Lounge, navigate to 

Student Details → Attendance: 

This process is for the following 

Absences:

1. All Day Absences

2. Early Departures

3. Late Arrivals
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Here, you will see all recorded absences for your students, including Date, Type 

and Reason:

To record an Absence, Click “+ Add Absence Notification”



Parent Lounge: Adding Attendance 

Notifications

Complete the Absence Notification, 

ensuring to select the correct 

Student, Dates, Type, Reason and 

a Comment.

You may be required to include a 

Medical Certificate, attach this in 

the file upload box. 

Once Finished, Ensure to click     

“+ Submit New”.
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