Fort Worth Quick Reference Guide

MHTEN SN EE Locating Substitute Jobs Using Frontline Mobile App

Overview: This document provides a step-by-step process for locating and accepting substitute assignments
using the Frontline ERP & SIS mobile app. Follow standard district procedures and guidelines for substitutes.

IMPORTANT

Before beginning the steps in
this guide, ensure the Frontline
ERP & SIS app has been
downloaded from the device’s
App Store.

View the following user guide for
steps in navigating the
Substitute Management Center
site:

QRG: Using Substitute ESC

Step 3: Enter Last 4 of SSN.
Enter Pin.

Substitute Login
Last 4 of SSN Last 4 digits

PIN

Go to full site

PRE-ARRANGED JOBS
This tab displays pre-arranged
job assignments.

<«—Home Prearranged Jobs

No prearranged jobs found.
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ACCESS & LOGIN
Step 1: Open Frontline ERP &
SIS from a mobile device.

SUBSTITUTE LOGIN
Step 2: Tap Substitute.
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Select Account
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Time Card
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Frontline ERP & SIS

parent

student /

Substitute

Step 3: Tap Login.
Note: To view full website, select Go
to Full Site.

AVAILABLE TABS
Tap desired tabs to view.

Substitute Login Home

Last 4 of SSN Last 4 digits

Pre-Arranged Jobs
PIN

Search for Jobs
Accepted Jobs
Job History

Go to full site

Change PIN

SEARCH FOR JOBS Step 2: Tap desired available
Step 1: Tap Expand Results to job.
broaden job search results.

<— Home Jobs

05/20/25-05/23/25 A.M. Pate ES —
Teacher — Grade 2

<— Home Jobs

05/20/25-05/23/25 Teaching & Learning '
Center Teacher — Grade 2

More jobs may available that are filtered from
display based on your Location Restrictions request.

05/20/25- 05/23/25 Teacher & Learning
Center Teacher — Grade 2

Click ‘Expand Results’ to temporarily broaden the
Expand Results
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https://drive.google.com/file/d/1W_9vBb2cv2-mtX41-saTENYYSed6h1hr/view?usp=drive_link
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Step 3: Review job details. Tap
Accepted Job.

Teacher — Grade 2
05/20/25
05/23/25

0

7:15 AM -3:15 PM

Organization: ~A.M. Pate ES
Location: A.M. Pate ES
Employee:

Role: Teacher ES

~

ACCEPTED JOBS
Step 1: Tap the accepted job to
view job details.

— Home Accepted Jobs
Job 37 05/20/25-05/23/25 A.M. Pate ES

CHANGE PIN
Step 1: Enter Current PIN. Enter
New 6 digit PIN. Tap Save.

« Home Change PIN
Current PIN: 000000
New 6 digit PIN:

Save

“~
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Step 4: Tap Accept.

Do you wish to accept this job?

&

Step 2: View job details.
Note: If needed, tap Cancel Job to
cancel job assignment.

«— AcceptedJobs  Job5
Sub Job ID 37

Start Date: 05-20-2025

End Date: 05-23-2025
Day Count:0

Times: 7:15 AM - 3:15 PM
Organization: A.M. Pate ES
Location: A.M. Pate ES
Employee:

Role:

Date Accepted: 05-20-2025
Course-Section:

Report Absence

Cancel Job

Step 5: View results of
accepted job. Take note of the
job number.

Result

Your job number is 5. Please take note of this important
information. Thank you for accepting this assignment.

Return to job list

Return home

JOB HISTORY
This tab displays the last 60
days of Job History.

<« Home Job History

Next 60 days

05/23/25 - 05/23/25 7:15 AM - 3:15 PM A.M. Pate ES -
05/22/25 - 05/22/25 7:15 AM - 3:15 PM A.M. Pate ES -
05/21/25 - 05/21/25 7:15 AM - 3:15 PM A.M. Pate ES -

05/20/25 - 05/20/25 7:15 AM - 3:15 PM A.M. Pate ES -

Need Additional Assistance?

@
D

Contact Business Systems at
817-814-2270 or visit
https://supporthub.fwisd.org to
submit a help ticket (Select
Frontline ERP).
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Visit ERP Central Training to
view all training resources for
Frontline ERP.
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https://supporthub.fwisd.org
https://sites.google.com/teachers.fwisd.org/it-training/home
https://sites.google.com/teachers.fwisd.org/it-training/home
https://supporthub.fwisd.org
https://www.fwisd.org/departments/business-finance/erp-central/training

