P9 Updated as of October 2024

Parents Gateway

Quick-start Guide for Absence
Notification in PG app
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PG-SCM Student Absence Notification allows parent
submissions via PG

With the new enhancements:
e Notifications can be set up and scheduled on SC Mobile to automatically notify parents via PG when their child is absent.
e This notification will also request parents to submit the child's reason for absence and relevant documents via PG.

Teacher SCM App Parent PG App

Absence submission
R 1-1
Class 1-1 aitod sttt

i Rerived submissiun Submit reason for abierce
today (school day) PRy —— .
b This sorbcn s eteades foe ful-Suy tchood abooncs ath,

8 T o : Submitted successfull
R e e Submitted absences: 2023 Y
Farbod o sbance: B0 AR - 2 Ve

a S iy b ° 10 Jun - 11 Jun
0 ix dowe with flu and vl ¢

= A, STUDENT O D0 (030 8331

[ P e P T e

e XAVIER TAN
ETUDENT 332000002330
SLERJERS 04 IELETSED

2 ETULTHT (013200331 Sy, upcaiad dhe b oake
= Wrhemen

@ o0un-u1mn
2 1% down with My wd willl b

SIUDEH T I 3. BTUDSKT D) 200 Z00Z o]
Srburd et bt 3 1
ETUDEHT (33000238

1. STUDERT HEEICINCIN:

© a0
53 is down with fle

STUDENT (332000002324 mrked e o D R e

e SapE i et e

2. ETUDSKT DO Ziaand 1 LTSS °
S ci? bt wa BT 1LJan-2 Jan
sa s down with R

il rrones waiaick

(V24




Using PG Absence Notification

Parent is Schools turned on Remarks
onboard PG Absence Notification
Yes Yes e Parent will be notified of student’s absence via PG.
e Parent can submit reasons and documents via PG.
Yes No e Parent can submit reasons and documents via PG.
No Yes e Parent (Primary Contact) will be notified of student’s
absence via SMS (status quo).
e Parent will not be able to submit reasons via PG.
No No e Parent will not be able to submit reasons via PG.




Self-service link to submit child’s
absence
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Parent to submit absence without prompt from school (1/2)
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1. a) Go to “SERVICES” tab.
b) Click on “Student absence”
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< Step 1: Select child

Submitting for
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2. a) Select your child’s name

b) Click on “Next”
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X Step 2: Submit absence
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* Date of absence
From To

* Reason for absen

3. Click on box to activate

calendar for selection of
date.



Parent to submit absence without prompt from school (2/2)
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3 4 5 s z Xavier has a piano competition that has been
Other reasons approved by the school
NS 12 13 14 \ P Y ’
121 characters left
17 18 19 20 21 * Please specify é SUPPORTING DOCUMENT
Supporting document
24 25 26 21 28 2 e Fileattachmenttitle. &
Eg! hild has a pian ! Please do not upload any sensitive documents. ® Uraibisis
500 characters left
JULY 2023 Fileattachmentname.jpeg m "
- P s _ o i Submitted by PARENTS NAME on 17 Nov 2023, 11:23 AM
Supporting document - Edited by PARENTS NAME on 17 Nov 2023, 11:23 AM
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c) Click on “Submit”.
" Do not upload documents that are sensitive in nature (detailed medical records, court documents, etc.)
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Withdrawal of submitted absence
from service tab
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Withdrawal of submitted absence (1/2)
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Services
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This service is intended for full-day school absences only.
Travel declaration CHILD'S NAME
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Xavier has a piano competition that has been
approved by the school.
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1. a) Go to “SERVICES” tab.

2. Select the submission that you
b) Click on “Student absence”

3. Click on the withdraw button.
would like to withdraw.

Copyright © Ministry of Education, Singapore.



Withdrawal of submitted absence (2/2)

Withdraw permanently?

Enter withdrawal reason. This will be
visible to the school.

Reason for withdrawal

250 characters

Yes, withdraw

Cancel

4. A pop-up screen will
appear. Type reason for
withdrawal.
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Withdraw permanently?

Enter withdrawal reason. This will be
visible to the school.

This is my reason for withdrawal.

124 characters left

Yes, withdraw

Cancel

5. Click on “Yes, withdraw”.

i Figma & 9:41 AM @ % 100% -

X Absence submission

Submission withdrawn

REASON FOR WITHDRAWAL

This is my reason for withdrawal.

CHILD'S NAME

XAVIER TAN

DATE OF ABSENCE
10Jun2023-12 Jun 2023

Submitted by PARENTS NAME on 17 Nov 2023, 11:23 AM
Withdrawn by PARENTS NAME on 17 Nov 2023, 11:23 AM

6. Confirmation page to show
submission withdrawn successfully.
Teachers will be informed of the
withdrawal, and they will no longer be
able to see the reason submitted
previously.



Expiry date for editing and/or
withdrawing absence submission



Expiry Date for Editing and/or Withdrawing Absence Submission

ull Figma &= 9:41 AM

b 4 Absence submission

Reason for absence submitted

CHILD’S NAME

XAVIER TAN

DATE OF ABSENCE

10 Jun 2023 - 12 Jun 2023

REASON FOR ABSENCE

Xavier has a piano competition that has been
approved by the school.

SUPPORTING DOCUMENT

[«

Fileattachmenttitle.png

Submitted by PARENTS NAME on 17 Nov 2023, 11:23 AM
Edited by PARENTS NAME on 17 Nov 2023, 11:23 AM

@ % 100% -

Editing or withdrawing your submission is no longer
available. For any modification, please contact the
school directly.
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Parent will only be able to edit/withdraw absence
submission within 2 weeks of submission OR within
2 weeks after absence date, whichever is later.

Example 1:
Parent submit MC on 12 Jan for absence on

12 Jan — Edit or withdrawal is permitted until
26 Jan

Example 2:
Parent submit absence on 12 Jan for 12 Sep,

edit or withdrawal is permitted until 26 Sep

Example 3:
Parent submit absence on 15 Jan for 12 Jan,

edit or withdrawal is permitted until 29 Jan

Note:

If teacher requests for a follow-up, there will
be no expiry date for parents to send back
and edit or withdraw.



Deletion of all submitted absences
In the current year
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All submitted absences created in the current year will be
deleted on and after 16 Dec
Before 16 Dec After 16 Dec
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teacher to edit. Please view the school remarks and respond
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>
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1. Parents will not be able to see any button in the 2. Under the student absence tab, parents and

absence notification posts teachers will no longer see the submissions

submitted in the current year.
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Thank You
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