
Notify Attendance Office 
 
The Notify Attendance Office feature allows parents and guardians to use the Parent Portal to notify schools of 
student attendance events.  
 
 
 
The Notify Attendance Office screen can be reached in two ways. From the ​Student Data →Summary​ screen, 
there is a link below the ”This Week” summary box.  
 
 
 

 
 
 
 
The Notify Attendance Office screen can also be reached by navigating to the ​Student Data → Attendance → 
Notify Attendance Office​ tab. 
 
 
 

 
 
  



To use the ​Notify Attendance Office ​feature, follow these steps. 
1. Select ​Absent​, ​Tardy​, or ​Early Dismissal​ ​from the drop-down menu. 
2. Select the date range of the attendance event. Leave the second data field blank if the attendance 

event is only for one day. 
3. Check off all students that the attendance event applies to. 
4. Write a brief reason for the attendance event. 
5. Click the “Submit to Office” button. 

 

 
 
 
 

The history of the student’s Notify Attendance Office submissions is also shown. This list will include your 
submissions and those from anyone else that has access to the student, such as other guardians. 
 

 
 
 
If the attendance office has ​not yet processed​ the submission, you can delete the submission by clicking  
the symbol to the right of the submission that you wish to delete. 


