
 

 

USING THE FRONTLINE PHONE APP TO CREATE AN ABSENCE 
 

  LOG IN USING THE USERNAME & PASSWORD THAT YOU CREATED 

 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. 

 STEP #3. SELECT WHEN YOU WILL TAKING OFF   
CLICK THE ARROW ON THE BOTTOM TO CONTINUE. 
 
 



 

 

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. 

    
STEP #5. CHOOSE IF A SUBSTITUTE IS REQUIRED BASED ON YOUR DEPARTMENT. CLICK 
THE ARROW ON THE BOTTOM TO CONTINUE. 

 FINAL STEP. REVIEW ABSENCE REQUEST    
            CLICK SUBMIT ABSENCE 
 
AN EMAIL WILL BE GENERATED & SENT TO YOUR DEPARTMENT’S DESIGNATED REVIEWERS & 
APPROVERS 


