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Frontline—Staff Procedure for Creating an Absence:

Type this in your web browser address bar: https://app.frontlineeducation.com

) frontline

education..

Absence Management

Formerly Aesop

Sign In
ID or Username
bhoover@oesd114.org

PIN or Password

ooooOROeS
Forgot ID or Username | Forgot PIN or Password

Remember, Frontline has nothing to do with
Skyward/Qmlativ or putting in Leave Requests. Skyward/Qmlativ and Frontline do not, in any

way, communicate with each other.

ID or Username: This should be your WORK email address.

PIN or Password: This is a PIN or password you created.

Creating an Absence:

Ahsences Closed Day In-Service Day
Click on the
Create Absence 0 Scheduled Absences 0 Past Absences date of which
June 29; September 28 Need more options? Advanced Mode YOU need to
create the
September 2017
o o ° Substitute Required Yes FIEEENEAEE - 3N
SUN MON TUE WED THU FRI SAT absence' It
28 20 30 31 1 Absence Reason Select One b “
alslclala . will turn
ime . .
M 12 13 14 15 Please enter a valid time range using the Full Day M hlghllghted
HH:MM AM format. . B
18 19 20 21 22 07:30 AM | to | 04:00 PM blue
I Notes to Administrator Notes to Substitute
not viewable by Substitute
MESETTS Choose File | No file chosen
You can select multiple days
individually or click-and-drag to
select a range of dates.
Shared Attachments
% %
255 character(s) left 255 character(s) left
Cancel [EVEECEICENE
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THE SCREEN SHOT BELOW GOES WITH THESE INSTRUCTIONS

Enter an “Absence Reason” from the drop down list.

Enter the “Time” (start and end time) and choose “Custom” from the drop down list.
Rarely, will your requested time be “Full Day”. Be sure to check with your
Supervisor as to what start and end times you need to be entering.

You may choose to type notes to the Absence Management Administrator and/ortype
notes for the Substitute to read. Neither is mandatory nor required to create an
absence.
Click on the bottom right, green rectangle that says “V Create Absence”.

29
B
13
20

27

SUN MON T

June 2026

SUM

MOk
MOMN

15

29

June 26; July 02

16

23

30

July 2026

30

7

14

il

28

Helpful Hint:
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Absences

Create Absence 0 Scheduled Absences

August 2026
MON TUE WED THU FRI SAT SUM MOM TUE WED THU FRI SAT
1 2 3
T 8 9 10 3 4 5 6 T 3
14 13 16 17 M 11 12 13 14
21 22 23 M 7 18 19 20 21
28 29 30 3 24 25 26 T 28
3
Closed Day In-service day

0 Past Absences

Substitute Required

Absence Reason

Time

Motes to Administrator

Need more options? Advanced Mode

Yes FILE ATTACHMENTS

| liness v |

| Custom |
0830 AM | to  03:30 PM

Notes to Substitute

| Browse.__. | No file selected.

Shared Attachments

(=Ml Create Absence
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Scheduled Absences Past Absences

A Confirmation
Confirmation Number will pop
up on your screen
(save this number
for your records).

Your Confirmation Mumber is 262931191

When a Sub has
picked up your
request, you will
be sent an email
stating who the Sub is that will be working for you on that day. Please communicate who the
sub is with your coworkers so they are kept in the loop.

Viewing/Deleting Your Scheduled Absence:

To view your Scheduled Absence, click on the blue CONFIRMATION # that is underlined in the
Scheduled Absences tab.

Create Absence @ scheduled Absences 0 Past Absences

Date Reason Location Duration Time
CONFIRMATION # 262931191 UNFILLED /NO APPROVAL REQURED 5] View Details
28 Sep 2017 Appointment  Givens Community Center-ECEAP (7 06:30 9:00 AM - 3:30 PM

To cancel your Scheduled Absence, click on the red rectangle that says “X Delete”. The system
will ask you to confirm cancelling the absence.

Are you sure you want to cancel absence #2629311917

ND

Click “V Yes”.

If there was a Substitute who had picked-up your request, they will be sent an email by the
Absence Management System that the job has been cancelled.



