Frontline Absence Management
Entering an Absence Guide

When you log in to Frontline, you are automatically brought to the Absence Management screen. At the top of the screen shows the next few
months, specifying the days the district is closed or in-service days. To enter an absence, scroll down to the bottom of the screen and confirm

that the “Create Absence” tab is selected.
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Frontline Absence Management
Entering an Absence Guide

Select the day of your absence. If needed, you can use the arrows at the top of the calendar under “Create Absence” to move to future months. If

your absence is multiple days, you will need to select each day.
NOTE: If you are entering a sick absence for the day of, the system only allows this up until 2 hours prior to your shift start time. If you are past

that window, please contact your Head Secretary to enter your absence for you.
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Frontline Absence Management
Entering an Absence Guide

Once you have selected the days of your absence, you will need to select if a Substitute is required, the reason for your absence, and the times
of your absence.

If you are not sure if a substitute is required, please check with the Head Secretary of your building. You can change the substitute
required section by clicking on the green “Yes”.

If you do not see the appropriate absence reason, please email HR.

The time will automatically default to a full day. If the hours of your normal day are wrong, please let HR know. If you will only be gone
for a partial day, you can type the hours you'll be absent in the boxes. Please pay close attention to the AM and PM.
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Frontline Absence Management
Entering an Absence Guide

Lastly, you can include a note to your Administrator and to the Substitute. Some absence reasons require a note, so | find putting a note
in every time helpful. Notes to substitutes can be helpful, for example: classroom is fragrance free, please report to the elementary
school, or the secretaries have my sub plans.

Once everything is set up the way you’d like, select “Create Absence”
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Frontline Absence Management

Entering an Absence Guide

Once you have hit submit, you will get a confirmation of the absence and it will now appear under the “Schedule Absences” tab. If you

need to edit the upcoming absence, you can select “View Details” then “Edit Absence”. NOTE: Some absence reasons will not allow you
to edit once you have entered the absence.

Create Absence

Date

Reason

© Sscheduled Absences
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Time

P

CONFIRMATION # 55696969358

06 Mar - 08 Mar 2023

JURY/COURT

NO SUBSTITUTE REQUIRED / UNAPPROVED P ®

Fiscal Services Department

o Full Day

6:00 AM - 4:30 PM

View Details

View Absence # 559696938 - WHEATLEY, STEPHANIE

March 06 - March 09

Status: No Substitute Required / Unapproved (Details)
Last Update: 2/3/2023 11:45 AM

Hours Per Day: 8.5

Created: 2/3/2023 11:45 AM
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fMlarch 09 at Fiscal Services Department

Absence Reason

Time

Sent in my jury summons to Stephanie Wheatley

JURYICOURT

Full Day
08:00 AM to 04:30 PM

Notes to Substitute

None

NEXT STEPS

Status: No Substitute Required

ABSENCE SUMMARY

Substitute Required

Monday, March 06, 2023
Tuesday, March 07, 2023
Wednesday, March 08, 2023
Thursday, March 09, 2023

8:00 AM - 430 PM
JURY/COURT




