
Q U I C K  G U I D E 
C R E A T E  A N D  M A N A G E 
E X C U S A L  R E Q U E S T S 

Once you have chosen the relevant child for 
whom you are creating an excusal, from your 
homepage, navigate to the ‘Attendance’ card.

Once inside, click on the designated ‘excusal’ 
button at the top-right of the page. 

On the excusal request page, select the type 
of excusal you want to request - single day, 
multiple days, or partial day - by choosing the 
corresponding option under ‘Duration type’.

•	 For a single day, select the specific date for the 
excusal.

•	 For multiple days, provide the start and end 
dates.

•	 For a partial day, select the date and specify the 
class periods to be excused.

Next, fill in the reason for the excusal, and 
upload any relevant attachments to support your 
request. Once satisfied, click ‘Send’ to share the 
excusal with the school administrator and your 
child’s homeroom advisor. They will receive a 
notification about the same.

https://apps.apple.com/us/app/toddle-family/id1473392321
https://play.google.com/store/apps/details?id=com.toddle.family&pcampaignid=web_share

