
Step 1
When you open Skyward select the 3 lines
(hamburger icon) in the top right corner to get a
hidden selection screen

Step 2
Select Attendance



Step 3
Click the Add Absence Request tab

Step 4
1. Click the start date and change it to the date

of the away game (the End Date will be the
same)

2. Click the All Day tab off (is automatically set
to on)

3. Set the Start Time before the assigned leave
time that is on the Bus Schedule on the JM
Boys Soccer Website

4. Click the Reason box and see Step 5



Step 5
Pick Sports/Activities from the drop down box

Step 6
You will need to put a comment in at the bottom in
order to submit.



Step 7
Click the SUBMIT button at the top of the page


