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If you have trouble logging in.



From this page you can create an absence, review your absences, or look at your absence 
approvals.

Choose Create an Absence to start the process.



Choose yes if a sub is required and Continue. 
If no sub is required, choose no and Continue. 



Use the drop downs to fill in your location, classification, and reason for your absence.  Once a 
reason is chosen a box will appear where you can enter text to “plead your case”. 



This shows the drop down box where you would add details about the absence.  Enter start and 
end dates, and times if the absence only needs to be a half day.   You can upload a doctors slip or 

other documentation.  Click CONTINUE.



Please review the data and if OK, click Create Absence.



The next screen shows you’ve been successful in the absence creation and will give you a job 
number.   This job number should be kept in case of changes in the absence and is also provided 

to the sub for reference and payment. 


