Hempstead Union Free School District

Dedicated to excellence in education

7 o
Meny 1o <

USING THE FRONTLINE PHONE APP TO CREATE AN ABSENCE

LOG IN USING THE USERNAME & PASSWORD THAT YOU CREATED
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STEP #1. CLICK ON “CREATE AN ABSENCE

STEP #2. SELECT A REASON FOR THE ABSENCE (the choices in this example differ). CLICK
THE ARROW ON THE BOTTOOM TO CONTINUE.
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CLICK THE ARROW ON THE BOTTOM TO CONTINUE.
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STEP #4. CHOOSE IF THE ABSENCE WILL BE FOR A FULL DAY OR PARTIAL DAY (you can
use CUSTOM to manually adjust the time that you will be out). CLICK THE ARROW ON

THE BOTTOM TO CONTINUE.

How Long?
Full Day Half Day AM
Half Day PM Custom
Start Time: End Time

3:00PM
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STEP #5. CHOOSE IF A SUBSTITUTE IS REQUIRED BASED ON YOUR DEPARTMENT. CLICK
THE ARROW ON THE BOTTOM TO CONTINUE.
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Substitute Review
Is a substitute required? Tues . 7:00 AM
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CLICK SUBMIT ABSENCE

AN EMAIL WILL BE GENERATED & SENT TO YOUR DEPARTMENT’S DESIGNATED REVIEWERS &
APPROVERS



