
Choose the option
‘Report Your

Absence



Now select a date of
your absence, this
can be one day or

multiple dates:



Next you can
choose if you are
absent for a full

day or part of the
day:



If you select ‘Full
Day Absence’ it
will bring up this
page which then

allows you to
select your

absence reason.
You can also

upload evidence
to support this

reason too. 



If you choose
‘Absent for
part of the

day’, you will
see an

absence
dates

selection
appear so you

can choose
the specific

dates you are
absent on. 



If you select
‘Absent for part of

the day’ it will
bring up this page
which then allows
you to select your
absence reason.

You can also
upload evidence
to support this

reason too. 



Once you
have chosen a

reason and
uploaded your

evidence (if
required),

then you will
be shown this

page. If all
looks ok you
can go ahead
and click on
the ‘Submit
Absence’
button.  


