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CREATING AN ABSENCE

You can enter a new absence from your absence management home page under the Create Absence tab.
Enter the absence details including the date of the absence, the absence reason, notes to the
administrator or substitute, etc. and attach any files, if needed. You can then click Create Absence.
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MANAGING YOUR PIN AND PERSONAL INFORMATION

Using the “Account” option, you can manage your personal information, change your PIN number, upload
shared attachments (lesson plans, classroom rules, etc.), manage your preferred substitutes, and more.
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CHANGING MY PIN

STEP 1: STEP 3:

First, glick oo your rame at the top right comer af the page Now, type in your old PIN, then type your new PIN, and then type it again to confirm,
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STEP 2:

In the drop-down menu that appears, click Pin.
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Once you've entered your old PIN and the new PIN twice , click Save Changes to complete the process.

Aesop will confirm that “"Your PIN was changed
successfully”, and that's it!

Create Absence Create Vacancy o Save Changes

4
Approve Reconcile




Frontline Absence Management System

6/24/2021

NEED HELP?

HELP RESOURCES

CONTACT YOUR ORGANIZATION
Liberty Union High School District

Denise Rugani
Phone: (925) 634-2166

Ruganid@Luhsd.Net
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Welcome, MICHELLE! How can we help?




