JORDAN . :
S Aesop/Frontline Absence Entry Tutorial

When you need to be absent from school, you will utilize the absence management system as the first
step, in order to request a substitute for your classroom. This is a quick reference for creating an
absence. For additional guidance, please utilize the Help Tab, User Guide, and Employee Web Training
Videos within your Frontline Absence Management Account.

1. Login to your Frontline Absence Management. (If you do not know your login and/or password,
contact the Substitute Office at 801-567-8219.)

2. Select “Absence” tab.
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7. Add information in the
“Notes to Substitute”.

8. Attach lesson plans under “File Attachments” by clicking “Choose File” and selecting the file
from your computer.

9. In order to make the absence request live, finalize your request by clicking “Create Absence.”
10. Remember to record/enter your absences in Skyward Employee Access.

If you need assistance, contact the school administrative assistant at your location or the Substitute
Office at 801-567-8219 or you can email juli.martin@jordandistrict.org.
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