
A Guide to logging unavailability on ChurchSuite 

Log in to your ChurchSuite account 

(if you have not already set up your ChurchSuite account after the first invite, please email 

admin@httchurch.org to request another invite) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

1. Click the menu button on the 

opening page. 

 

 

2. Select ‘My Rotas’ from the list. 

 

 
 

3. Select ‘Unavailability’ from the top 

bar. 

 

 

 

 

4. Select the check box for all those in 

your family group that you would like 

to log unavailability for 
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5. Add the ‘to’ and ‘from’ date that 

you will not be available – and any 

additional information in the 

‘description’ box, as desired 

 

 

 

6. Click ‘Save’ 

 

 

 



 

 

 

 


