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Submitting an Absence Note in the Sapphire Portal 

A quick walkthrough for parents and guardians on reporting and excusing a student absence online — no paper note 
required. 

STEP-BY-STEP · SAPPHIRE COMMUNITY PORTAL 

1 
 

SIGN IN 

Log in to the Sapphire Community Portal 

Use your existing parent/guardian credentials to access your account. 

2 
 

NAVIGATE 

Click "Student Data Forms" 

This is found in your portal menu and houses all available school forms. 

  Menu → Student Data Forms   

3 
 

SELECT FORM 

Open the "Absence Excuse Form" 

Look under the On Demand Forms section and select it from the list. 

  Student Data Forms → On Demand Forms → Absence Excuse Form   

4 
 

FINISH 

Complete the form and click "Submit" 

Fill in the required fields below, review your entry, and submit it to the office. 

 

On the form, you can: 

a Designate the absence date(s) — select the day or range the absence covers. 

  

b Enter a reason for the absence. 

  

c Attach documentation — doctor's notes, college visit confirmation, and similar files. 

  

d Verify accuracy of all information before submitting. 
 

 

Tip:  Once submitted, the absence excuse is sent directly to the school office — no need to send a paper copy. 
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