Submitting Absence Excusal on the iSams Parent
Portal
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There are 2 ways to create a Leave Request in the iSAMS
Parent Portal:
| Email History Contact Information | Leave Requests
=1 Electronic Forms Op‘tion 1:
BRANDENBURG
INTERNATIONAL e Go to Dashboard
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e Click on Quick Actions
YOUR CHILDREN
e Select Create Leave Request
Option 2:
Attendance (Current Term)
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B e Communication tab
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Quick Actions v .
« Both options take you to the same
& Timetable Attendance form to submit your child’s leave
re equest.
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Please make sure to select the correct child
when submitting a Leave Request.

‘ Select Time Of Day

AM

PM

Ay <——— 1) |f your child is absent for the whole day, choose “All Day”

Custom

Date Time

Leave Request Type

Select a Type

Notes

Supporting Documents

Supporting Documents

Submit Leave Request

I5 If your child is absent for part of the day, choose “Custom”

Select type of
absence and
submit the form

Notes:
- Please make sure to select the
correct start and end time if using
the “Custom” option.

If your child is absent from the beginning
of the school day,
please choose a start time before 08:00.

v/ For example:
e 07:00-09:30
e 07:50-09:30

This ensures accurate attendance
records and avoids confusion.




Reviewing Attendance Record on the iSAMS
Parent Portal
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Displayed below is the information stored on[___]attendance record.

To change your notification settings click here

School Registration Lesson Registration Out of School

Second Semester 2024

Day Date Time % Status Reason % R
Mon 26 May 2025 0258 Present - S|

AM

8 07:55

Fri 23 May 2025 AM Present - S
Thu 22 May 2025 0258 Present - s|

AM
Wed 21May 2025 0;:35 Present - S

07:55 N N
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