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#2 #3 #1 – Attendance Code Description 

Blank – Attendance needs to be Submitted 
PND – Pending Parent Acceptance 
SUB – Attendance Submitted 
REJ – Attendance Rejected 
APP – Attendance Approved 

#2 - Absences 

Quick glance at the absences marked for a second 
review 

#3 – Rejection Comment 

This will indicate to you the reason why the child was 
rejected.  Once you address the issue in the 
statement you can then resubmit the child (if 
applicable)  
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#4 – Absence Reason 

Select an absence Reason 

1-3 Absence’s will be automatically paid 

4-10 Absence’s will be paid IF authorized documentation is uploaded 

**Due to Disaster coding – When OEL authorizes this code to be used for payment 
based on enrollments.   

 This code will be used for Individual SR Class closures. 
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PURPOSE:  How to complete attendance for each child enrolled.  IMPORTANT:  Before starting attendance make sure the following three step 
have been completed.  1) Accept all new enrollments (See How To:  Accept-Reject Enrollment directions).  2) Submit all termination requests 
for any children who are no longer enrolled.  3) Submit any Temporary Closure request (See How To: Temporary Closure directions) 

From the provider dashboard  

1. Click on the Attendance Tab 

2. Click on Manage SR Attendance 
3. Click on the Service Period drop down and 

select the correct service month to work on 
4. Click on the child name to record attendance 

(child name will be highlighted in green.  The 
calendar will populate each day defaulted with a X = present, * = Provider Closed/Temporary closure or H = Holiday) 

5. Click on the X to change attendance to absent 
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6. A pop-up box will appear to record the absence 
a. Click on the drop down to select the Absent reason  
b. Click in the Note Box to type in a comment to support the absence 
c. Click on the Chose File box to upload any supporting documentation 
d. Click Save 

 

 

 

 

 

 

 

 

 

 

 

  

 

RULE 6M-4.500 

(4) Absences. 
(a) Reimbursement shall be authorized for no more than three (3) absences per 

calendar month per child except in the event of extraordinary circumstances in 
which case the coalition or its designee shall document approval for payment 
based on written documentation provided by the parent justifying the 
excessive absence for up to an additional seven (7) days. Extraordinary 
circumstances does not include vacation or recreational time. 

 
Examples of extraordinary circumstances include the following: 
1. Hospitalization of the child or parent with appropriate documentation (i.e., 

doctor’s note, hospital admission), 
2. Illness requiring home-stay as documented (doctor’s note, parent statement), 
3. Death in the immediate family with appropriate documentation (i.e., obituary, 

death certificate, parent statement), 
4. Court ordered visitation with appropriate documentation (i.e., court order), or 
5. Unforeseen documented military deployment or exercise of the parent(s) (i.e., 

military orders of deployment, reserve duty), 
 

(b) Total monthly reimbursed absences shall not exceed ten (10) calendar days. 

 

**All Absences beyond 10 should be marked 
“Enrolled / Non-Reimbursable Day” 
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7. Complete this process for every child on the attendance roster based on the parents signature on the Sign In / Sign Out sheet (SISO).  
IMPORTANT: The SISO MUST match the attendance submitted and certified to the coalition. 

8. To submit attendance, Click on the green button at the bottom 
right side of the screen 

9. Review the summary of the attendance that is being submitted 
10. Complete your Full Name just the way it is in the portal 
11. Click the box next to Certify by Electronic Signature 
12. Click Submit 
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