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 Create an Unjustified Absence Referral 

1. Click on Find a Student tab

3. Click on Find a Student

Result:  Students matching the search criteria are displayed.  

5. Use the scroll bar to 
view the students details.  
If this is the student you 
want to refer, click on 

Lodge Referral
Note:  

student, click on Back to List 
to return to the Find a Student 
screen and refine your search

4. Click on the student to bring 
through their details

Result:  A window is displayed checking that this is a relevant referral and that all actions required by the 
school have been taken. Click                 to continue or                 to return to the Student Details screen.OK Cancel

2. Enter the Search Criteria
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7. Click on Submit Referral

Result:  The Active Referrals screen is displayed, listing all the 
referrals still active in the system for your school, including the 

referral you have just submitted.

Note:  The print button       , 
enables you to print a copy of 

the referral before you submit it

6. Enter as many details as you can 
to assist the Attendance Advisor / 

Information required is:
(mandatory)

(mandatory)

devarian@xxmail.com


