FRONTLINE PROCESS:
HOW TO LOG ONTO FRONTLINE USING SINGLE SIGN-ON &
CREATING AN ABSENCE (EMPLOYEE)

Scenario: Reporting an Absence (Time-Off) from Work

To report time-off from work, you have the option of using a smartphone device or
computer. From the computer, go to: www.fcusd.org > Staff > Frontline Absence
Management. From the right-side of the Welcome to Frontline Absence Management
page, click Log In Page to Frontline Management System and follow the Frontline
Single Sign-On Instructions.

Step 1: Download the Frontline Education Mobile App on your smartphone or mobile
device.
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What's New Version History
\ .41 3w ago

Performance improvements and bug fixes.

Preview

Frontline ERP & SIS

Note: Alternatively, you can scan the QR Code below.

‘A" Note: You can alternately scan the following Apple/Android QR code for quick access.

Apple Device Android Device



http://www.fcusd.org
https://www.fcusd.org/departments/human-resources/frontline-absence-management-clone
https://www.fcusd.org/departments/human-resources/frontline-absence-management-clone
https://login.frontlineeducation.com/login?signin=3ac43eee2eb75dfac5e625414d8e8853&clientId=superSuit#/login
https://drive.google.com/file/d/10rOp5dJyfETILk67BtVTLCyt3udHxHsS/view?usp=sharing
https://drive.google.com/file/d/10rOp5dJyfETILk67BtVTLCyt3udHxHsS/view?usp=sharing
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Step 2: Once the download is complete, a welcome page will display. Click on Get
Started to proceed.

Work Without Limits

Get the job done anywhere
with Frontline Mobile

Step 3: From the login screen, follow the Frontline Single Sign-On Instructions.

Step 4: Click on Menu > Absences > Create Absence


https://drive.google.com/file/d/10rOp5dJyfETILk67BtVTLCyt3udHxHsS/view?usp=sharing
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Step 5: Select the Absence Reason under the “Why?” screen.

Why?
FMLA

liness = Doctor's Appointment
lavs HH.

liness = Family lliness

liness = Undisclosed liiness
Jury Duty
Military Leave
Personal Day
Professional Day
5 Days avalable

Step2of5
Next: Choose Date(s)

Step 6: Select a date (or date range) from the calendar and press the > arrow on the
bottom right to proceed.

Create Absence

When?

October 2023

12 13

Step3of &
Mext: Choose Length
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Step 7: “How Long?”

Certificated staff will choose from the following options: Full Day, Half Day AM, or Half
Day PM.

Classified staff will have the opportunity to enter a Start Time and End Time.

Create Absence Cance Create Absence

How Long? How Long?

m Half Day AM Full Day Half Day AM
- Day ™ e o Day ™ m

Start Time: End Time: Start Time: End Time:

7200 AM 3:00 PM 7:00 AM # 3:00 PM

Step 4of 5 { Step4ofb
Next: View Summary A il Next:View Summary

Step 8: Based on your position, you may be asked if a Substitute is required to work in
your absence. If so, enter instructions for the Substitute under the Note to Substitute
box.
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Step 9: Review the absence > enter a Note to Administrator (Supervisor/Manager)
regarding the absence, and click on the Submit Absence button at the bottom of
screen. A confirmation message and # will appear.

Review
Wednesda
25 o2

Location
Coat Hill School

Res
in Absence Created

‘Your abssnce was created
succasshully

Mote to administrator

Add your note here (Max 255
characters)

Submit Absence

Wed, Oct 25, 2023

liiness = Personal lliness

AM

Approval Status

Mo note added

Mo note added



From the Frontline Absence Management homepage, you can create an absence
via the “Create Absence” tab or via the “Absences” option on the left-hand side of

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

:@: Absences can be created up to one year in advance when created on the web.

Create Absence 0 Scheduled Absences 0 Past Absences
December 19
December 2019 v ]
Substitute Required
SUN MON TUE WED THU FRI SAT
Absence Reason Select One H
1] 12 13 14
E 9 Time
15 16 17 18 (18 20 24 Full Day :

22 23 24 25 z2wW27r 28 H:MM AM format 08:00 AM  to | 03:00 PM

28 30 N 1 2 3

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

Create Absence 0 Scheduled Absences 0 Past Absences

December 19; December 23

December 2019 0

Substitute Required
SUN MON TUE WED THU FRI SAT
Absence Reason Select One H
12 13 14
15 17 21 Time
5 16 18 18| 20 2 Full Day :

Pleasa arter a valid ime ranoe using the

22 P33l 24 25 26 27 Ia HH: MM AM format 08:00 AM to  03:00 PM

23 30 N 1 2 3
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Absence Detaqils
The absence details (i.e. absence reason, time, etc.) are located beside the date
selection tool.

4] December 2019 0
Substitute Required m
SUM MON TUE WED THU FARI SAT

Absence Reason Select One

“r

11|12 13 14

15 16 17 18 19 20 2 Time
Pigase emer a valid ime range wsing the
22 23 24 25 26 27 28 HH:MM AM format

Full Day &

08:00AM  to 03:00 PM

23 30 N 1 2 3

Notes to Administrator Notes to Substitute
Helpful Hint: (not viewable by Substituta)
You can salact multiple days
individually or click-and-drag to

select a range of dates

Substitute Required
Depending on the position and District settings, the “Substitute Required” field will
indicate whether the Frontline system will call-out for a substitute.

A nce R N

In the “Absence Reason” dropdown list, select the appropriate reason.

Time

For Certificated staff, you have the option to select Full Day or Half Day Absence from
the dropdown list. You can enter or modify the start and end times for when a
substitute will need to be scheduled.

For Classified staff, you will need to enter the start and end times of your absence and
the total hours taken for time-off in the “Time Absent” field.
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Notes to Administrator

This field is informational only and viewable only to you and the Supervisor/Manager
and Frontline Campus User with Administrator-level permissions.

Notes to Substitute

Provide quick and clear instructions to the substitute (i.e. lesson plans, checking in with

the Front Office, etc.).

Substitute Required

Absence Reason

Time

Personal Day w

Full Day v |
08:00 AM | to 03:00 PM

MNotes to Administrator
1ot viewable by Substitute)

MNotes to Substitute

Please remamber to feed
Frodo, our classroom hamster!

2)
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Saving the Absence
Once you have filled in all required fields, click the Create Absence button at the

bottom right corner.

0 Scheduled Absences 0 Past Absences 0 Denied Absences

December 19 Need more options?  Advanced Mode
December 2019
2 o Substitute Required m FILE ATTACHMENTS
SN MOM TUE WED THU FRI SAT
Absence Reason Personal Day H
1M]12 13
z Tima
15 16 17 18 Bl 20 2 TG

all | el 0E00AM | to 0300 PM

20 0 M 1 2 3
Notes to Administrator Notes to Substitute [—————

il v

e — S Chaoss File | No Be choson
¥ Please remembaer 1o fead

Frado, our classnoom hamster!
3

5] Lesson Plan.docx .f E

Classroom Plans

- Shared Attachments

Cancel " Create Absence

Once the absence is saved, you will see a message with a confirmation number (AKA

“Job Number”), and the absence will appear under the “Scheduled Absences” tab.
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Create Absence ) Scheduled Absences 0 Past Absences 0 Denied Absences

Date Time
CONFIRMATION # 394834367 Confirmation View Details
18 Dec 2019 Your Gonfirmation Nurrber is 394834367 8:00 AM - 3:00 PM
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