I.

Access Absence Management
There are 3 ways to access Absence Management
1. Web address

app.frontlineeducation.com OR aesoponline.com
2. Go to the district web site under Forms & Systems menu select the “Abs Mgmt” item
from the menu

Once you have successfully logged in to Frontline, make sure you are in the Absence
Management module. If not, use the drop down menu on the top left corner to change to
the correct module.
3. Smartphone app (free for iPhone and Android): “Frontline Education”
Use code 7354 to connect to West Linn-Wilsonville SD

II.

Create Absence (Basic)
You can create an absence via the "Create Absence" tab on the homepage or via the
"Absences" option in your side navigation.

When selecting your absence timeframe, click on the desired date within the calendar. (The
system will highlight your selection in blue.)

You can also click on multiple days to create a multi-day absence, and the days do not have
to be consecutive.

The absence details (i.e. absence reason, time, etc.) are located beside the date selection tool.

Substitute Required

Depend on your position, you may or may not have the
option to choose if a substitute is needed for the absence.
To change the option from Yes to No, just click to move
the slider.

Absence Reason

Choose your absence reason from the dropdown list.
(These options are pre-determined for you by your system
Administrator.)

Time

Choose what type of absence this is. Is it a Full Day
Absence? Is it a Half Day Absence? You also have the
option to choose a custom absence as well. If you do need
to enter custom times, choose Custom from the dropdown
menu and enter the custom times in the boxes provided.

The system also provides a few optional entries (e.g. notes to Admin, notes to Sub. etc.) to
further support those will review and fulfill your absence.

Once you have filled in all the required fields, click the Create Absence button at the bottom
right corner.

Once the absence is saved, you will see a message with a confirmation number, and the
absence will appear under the "Scheduled Absences" tab.

Note: For Maintenance, Nutrition Service, IT & CREST
After your absence is created, your supervisor will receive a notification email to approve
your absence. Once your supervisor approves or deny your leaves, you will receive a
notification email of their decision.

Note: For Licensed employees & Paraeducators
Absence Management allows you to attach Word, Excel, and/or PDF files for your substitute
to reference. (These documents might include lesson plans, seating charts, etc.)

To attach a file before creating absence, click the Choose File button and browse your
computer for the file you want to attach. If you are using a web browser (e.g. Chrome), you
may also be able to drag the file right into the drop area.

III. Create Absence with Variation (Advanced)
Let's say you need to account for a sick leave to go to doctor in the first half of the absence
and you want to go to your kid’s game so you take a personal day for the second half of the
absence. For these unique scenarios, you can create variations within the "Advanced Mode"
of the absence creation tool.
In the "Create Absence" tab on the home page, click the Advanced Mode button.

While in Advanced Mode, fill out the top section as if you were creating an absence just for
the first half of the day. Then, once complete, click the button + Add New Variation.

This will expand the absence creation area with a new section called "Variation #2".
Select the same day of absence.

A “Resolve Conflicts” message may pop up. Simply select Resolve manually then click Ok.

Once the second half of the absence date is complete, click the Create Absence button.

Note: You can also use Advanced Mode to create variations in a period of absence (several
days).

IV. View Scheduled Absences
Any upcoming absences that you have created in Absence Management can be found under
the "Scheduled Absences" tab on your home page. The number on the tab indicates how
many absences you have scheduled.

Each absence is represented by two lines. The top line shows the confirmation number, fill
status, and approval status. The second line shows the date of the absence, absence reason,
and the times of the absence.
If the absence is a multi-day absence, you can expand it to view the individual days by
clicking the expand icon.

V.

View Past Absences
The "Past Absences" tab (located on the homepage) retains a list of absences that have
occurred within the past 30 days.
You can review the basic details of each absence (e.g. location, duration, etc.) at a glance, or
you can click the confirmation number or the View Details button beside an absence for
additional details.

If you need to see your absence history from more than 30 days ago, click the View More
link at the top of the "Past Absences" list or navigate to Absences > Past Absences in the side
navigation.

This selection opens a history of past absences. From here, you can filter timeframes from the
last 60 days to the last 90 days, 120 days, and beyond. Simply select a timeframe option at the
top of the page.

VI. View Absence Balance
To view your absence balance, click on the Account option in the side navigation

Now click the Absence Reason Balances tab to the left of the page

Here's a quick key to help you understand the columns on the Absence Reasons Balances
page:
• Initial - This is the initial number of days or hours given to you for this absence
reason.
• Used - The number of days or hours you have used so far.
• Pending - The number of days or hours that you have scheduled for upcoming
absences.
• Balance - This is your current absence reason balance. You can also see your
"Days/Hours after Pending" balance which calculates in your pending time.

