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1. Log in as a Campus User and select a PD confirmation number from the dashboard lists. (Please note, you may need to toggle between the Unfilled and 
Filled circles (in purple) or the Total circle (in green) to ensure you edit and review all absences) 
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2. From the Absence screen, review the notes section to ensure that adequate information has been provided regarding the budget that should be 
charged. If you wish to provide further clarification, please select “Edit Absence” 
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3. From the Edit screen, scroll down to the notes section and enter any additional data or clarification needed in the “Admin-Only Notes” section to ensure 
that the correct budget is charged. When complete,  be sure to select “Save Absence” at the bottom of the page.  

 
 


