How to Submit an Absence Request in Skyward

Go to https://www.doversd.org and click "Skyward Family and Student Access"
from the homepage.
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https://www.doversd.org

2  Enter your Skyward Username
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sign In with Duo

3 Enter your Skyward Password.

Dover Area School District

Username

Password

Show
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4  Click "Sign In"

Dover Area School District

Username

Password

Forgot vour Usemame or Password?

OR

Sign In with Duo
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5 If you are unsure of your Username or Password Click "Forgot your Username or
Password?"

Dover Area School District

0 The Password field is required.

Q) The Userame field is required.
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Enter your "Username or Email Address" in the field and click "Submit" and email
6 . . - , ;
will be sent to the email on file with password reset instructions.

Username or Email Address

& Sign In

SKYWARD

Version: 1.293.5.13925

7 Once logged in click on the Attendance tile.
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Click "Absence Requests"
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9  Click "Add Absence Request"
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10 Enter a start and end date of the absence.

§{TwAR Add Absence Request

Help
E Enter Absence Request Details Center
Hseve ©Oconce
Student Indicators || StudentNumber || GradVear || Grade || Calendar

ABSENCE REQUEST DETAILS

“Start Date | 08/12/2025 Tuesday e

A""* "End Date | 08/12/2025 Tuesday ‘ i
Filter B
YEART

“Attendance Reason

*Guardian Comment

No re

), Select Filels) or

11  Click the Attendance Reason dropdown.

§i{fwaR Add Absence Request

Help
E Enter Absence Request Details Center

Hswve ©cancel

Student

Indicators || Student Number || Grad Vear || Grade ‘ Calendar
ABSENCE REQUEST DETAILS
*Start Date | 08/12/2025 Tuesday ‘ )
'““4 “End Date | 08/12/2025 Tuesday ‘ =l
Filter §
YEART
*Attendance Reason v
*Guardian Comment
No re]

2, Select File(s) or
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12 Click "Select" next to the reason that best matches the absense.

EE‘ Hseve Ocancel

Grade Calendar

Student Indicators || Student Number || Grad Year || G
!
ABSENCE REQUEST DETAILS
*Start Date | 08/12/2025 Tuesday | B3
Am'{ *End Date | 08/12/2025 Tuesday len)
Filter §
YEART)
“Attendance Reason |\ N~
*Guardian Comment  ® View: Skyward Default Y Filter: Skyward Default v
Attendance  Attendance Reason Description
Reason Code
Norel = |Scmmsamts .
@ Select DR Doctor's Appointment
Poelect L liness 2 or

v ¥| Total Records

13 Click the "Guardian Comment" field. Enter details for the attendance office.

SKYWAR Add Absence Request
E Enter Absence Request Details
Hswe ©Ocance

Student Indicators || Student Number || GradVear || Grade || Calendar
ABSENCE REQUEST DETAILS
*Start Date | 08/12/2025 Tuesday el
Ll '“{ “End Date | 08/12/2025 Tuesday m
Filter B
YEAR T
v

*Attendance Reason | Doctor's Appointment|

*Guardian Comment

T Select File(s) or
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14 Click "Select File(s)" to upload a doctors note or any other attachments that are
specific to the absense.

Student Indicators || Student Number || Grad Year || Grade || Calendar
ABSENCE REQUEST DETAILS
*Start Date | 08/12/2025 Tuesday =
“"‘4 “End Date | 08/12/2025 Tuesday n)
Filter &
YEART
*Attendance Reason | Doctor's Appointment v

*Guardian Comment | Student will be out due to stomach bug.

No re|

I, Select Filels) or

15 Click "Save" to submit your absence request to the office.
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ABSENCE REQUEST DETAILS
*Start Date | 08/12/2025 Tuesday len)
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Filter §
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°p
No re] L 4

A, Select File(s) [or

Made with Scribe - https://scribehow.com



