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How to add a new absence

1 Log into SEQTA Engage on your phone or computer

2 Click "ABSENCES"
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3  Click "NEW ABSENCE"

Welcome

4  Select Student and dates

New Absence

Student *
Student

MEW ABSENCE Start date *
30 Apr 2024

End date *
30 Apr 2024

Reason for absence *

Reason

Comment (optional)




5 Click this dropdown and select reason for absence

NEW ABSENCE Start date *
30 Apr 2024

End date *
30 Apr 2024

Reason for absence *
Reason

Comment (optional)

You have 255 characters left

6 Click the "Comment” field. And add a message to the school.

End date *
30 Apr 2024

Reason for absence *
Medical

Comment (optional)

You have 255 characters left




7  Click "Submit"

Please note:

e Submit a notification for today or future days: Submit a notification of
absence for today, even if school has already started, or any date in the future.
E.g. submit an absence for the whole day at 8:45 am when the school day
started at 8:00 am. Submissions for dates in the past are not possible.

e One Absence Notification for each child is required: If parents/guardians have
multiple children at the same SEQTA school, they will need to submit a new
request for each child’s absence.

e Absence duration: Part days and multiple days can be selected.

e Recurring absences: The system doesn’t allow recurring absences.

e Reason for Absence: Parents must choose a reason for the absence from the

list provided. There is an optional free text comment box in which additional
information can be seen by the school.

For further questions:

Primary Office
Call 02 4367 1876 or primaryreception@ccas.nsw.edu.au

Secondary Office
Call 02 4367 1872 or secondaryreception@ccas.nsw.edu.au



