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Frontine Educati onds Absence Manageme
Reference Guide for School District Employees

Welcome!

Kelly Educational Staffing® is pleasedtopresent Fr ont | i ne Education’s Absence N\
Solution. The system is available through the Internet or telephone (via Interactive Voice

Response system- IVR) creating an easy-to-use system for absence management. Among

several other available features, you can use the system to communicate and report on employee

absences. For your convenience, the system is available 24 hours a day, 7 days a week. This

guide details the functionality for both the Internet and telephone features.

Guide Content

In this guide you will learn how to:
1 Accessthe system via the Internet, telephone, and Mobile Web
Record an absence
View your schedule
Change your profile and update personal information
View your absence history
Obtain assistance
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First Things First

A: Verify Your Name and Title Recordings

You must verify your name and title recordings regardless of whether you use the Internet or the
IVR system. Your recorded name and title are used during the scheduling process to provide
assignment information to the substitute s.

To verify your name and title recordings, have your ID number and PIN ready. Your ID number
and PIN have been provided by your school administrator.

Step 1: Call 1-800-942-3767.

Step 2: Enter your ID number followed by the # sign.

Step 3: Enter your PIN followed by the # sign.

Step 4: Press5 from the Main Menu to review or change your personal information.

Step 5: Pressl1 to hear your current recording (or your name spelled if you hav e not recorded
your name). If you wish to change your recording:
1 If you wish to update your recorded name and title, proceed to Step 6.
1 Press2 to leave your recording as is and return to the main menu (skip remaining
steps).
Step 6: Pressl and the system will prompt you to record your name and title. Please record
your name, grade, and the subject you teach.
Step 7: After recording, the system will provide the following options:
1 Press1 to save the recording.
1 Press2 to erase and re-record your name and title.
1 Press3 to return to the Change Personal Information Menu without saving.

For more information on reviewing and updating your personal information, refer to Section N:
Reviewing or Changing Your Personal Information.

© 2015 Kelly Services, Inc. 4 07/15



Internet Feature of  the System

B: Accessing the System

Step 1: Log on to the Kelly Educational s Employee Logrns Contact Us search
Staﬁlng Web site on the KELLY, | fligationsl  ABOUTUS  CUSTOMER SOLUTIONS  COST SAVINGS  EMPLOYEE PERKS
Internet at
. ) .
kellyeducationalstaffing.com. Developing Careers 5
e "
Step 2: Clickon the Employee Login SN L
link and select Frontline Login . i s oo tom ava cavcaion Y, 3 fi
< b
Step 3: Enter your ID number and PIN ig i NN

ID number and PIN have
been provided to your
school administrator.

A Commitment to Excellence
8| Through the eyes of our KES substitute
| teachers

obilize your job search
Search for and apply fo jobs whenever
you want with the Kelly Jobs app
Available on Apple® and Android®

Step 4: Click Sign In . This will log you
on to the System and take you
to your customized home page.

Read more Download App

C: Home Page

Web Alerts

When logging in, important notifications may pop up. Notifications are used by your Kelly
Educational Staffing office or KAST Centerto notify you of important information. This
information can be re-visited by clicking Notifications on the Top Bar.

Important Notifications

@I Victona County School District posted on Monday, January 07, 2013

DCron forged that Tis Friday 15 DAng your pel 1o school cay!

» Disimiss

Once you have dismissed your Web Alerts you will be able to view your home page.

© 2015 Kelly Services, Inc. 5 07/15
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Absence Management

@ A Absencesv Account
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At the very top of your home page you will see a black bar with four different buttons you can
click on.

Danielle Teacherton 2 Motifications Gluestions? Logout

1 Name: Takes you to your Account tab where you can change things like your personal info,
PIN, and your preference list.

1 Notifications:  View web alerts from your Kelly Educationd Staffing office or KAST Center.

1 Questions : Contains your Kelly Educational Staffing office or KAST Centercontact
information.

1 Logout: To log out of the system and be taken back to the login page.

B: Main Tabs

The Main Tabs will help you navigate quickly to the different areas in the system.

#A  Absencesv  Account Directory

1 Home (house icon): Takes you back to your home page.

1 Absence: Takes you to the absence creation page.

© 2015 Kelly Services, Inc. 6 07/15



1 Account; Takes you to where you can change your personal info, change your PIN, and
view your preference list.

1 Directory: View your absence approvers (if applicable).

C: Calendar

Just below the main tabs is your calendar. The calendar is color coded to show the dates you
are scheduled to be absent and the dates your school is closed

Absences Closed Day In-Service Day Closed And In-Service Day

You can view the details for a specific day by clicking on the date. You can scroll to another
month by clicking the right/left arrows on either side of the calendar .

June 2013 July 2013 August 2013
SUN MON TUE WED THU FRI SAT SUN MOM TUE WED THU FRI  SAT SUN MON TUE WED THU FRI  SAT

1 1 2 3 4 5 6 1 2 3

4 2 3 4 IZ‘ 6 7 8 7 8 S 0N At a2 13 ks 5 6 7 8 9 10 | 2
9 10 11 12 13 14 15 14 15 16 17 18 19 20 11 12 13 14 156 16 17
16 17 18 19 20 21 22 21 2223 24 256 26 27 18 19 20 21 22 23 24
23 24 25 26 |27 28 29 28 29 30 31 25 26 27 28 29 30 31
Absences Closed Day In-Service Day Closed And In-Service Day

D: Absence Tabs

Below the calendar are the Absence Tabs These tabs allow you to create a new absence, view
scheduled and past absences and view denied absences (if applicable).

Create Absence 2 Scheduled Absences 3 Past Absences 1 Denled Absences
1

1 Create Absence: Create a basic absence right from the Home Page.

I Scheduled Absences : View a list of upcoming absences that you have already scheduled.
1 Past Absences: View your past absences for the past 30 days.

1 Denied Absences: View any absence requests that were denied by your approver (if
applicable).

D: Recording An Absence

To record an absence, you will need the absence date(s), absence reason(s), and the absence
start and end times. Your default start and end times were provided by your school
administrator.

© 2015 Kelly Services, Inc. 7 07/15



Note: If you are attempting to create an absencef or t oday after your
(typicallywi t hi n one hour of t he 9§, thesysiem'wdl nosallowgaltol ed st art
record the absence. Please contact your Kelly Educational Staffing officeor KAST Centerto enter
the absence.

Create Absence 0 Scheduled Absences 0 Past Absences 0 Denied Absences

Mon, Jun 17 heed maore optiong? Advanced Mode
June 2013 [+] C
Substitute Reauired Yes ‘ CLESLIACHEENTS
SO MOM TUE WWED THU FRI SAT
Absence Reason Personal Day -
Time
Full Day -
i7 18 19 20 21
0730 AM | to 0330 PM Shared Attachments
24 25 26 27 28
1.2 3 4 3 Notes to Administrator Notes to Substitute

Cancel + Create Absence & Assign Sub + Create Absence

school

Step 1:

Step 2 :

f

Step 3:

Scroll down to the Create Absence tab on your home page.
Update the following absence information:

Dates: Using the calendar, select the day(s) you will be absent.

o If the absence is longer than five consecutive days, please contact your Kelly
Educational Staffing office or KAST Centerdirectly to record the absence.

Substitute Required:  Toggle the Sub Required slider to No if you do not require a
substitute.

Absence Reason: Select the appropriate Absence Reasonfrom the drop -down list.

Time: Select the type of absence from the drop-down list (Full Day, Half Day AM, Half
Day PM, or Custom).

Notes: You have the ability to leave notes for the sub, such as the location of the
lesson plan.

File Attachments:  To attach a Word, Excel, or PDF file to the absence, click the
Browse button and locate the file you want to attach . Once you select your file, click the
Open button. If y ou would like to include a description, type the nhame of the file in the
Description field.

Save the absence byselecting one of the following options:

Create Absence: Click the Create Absence button to save the absence and allowthe
system to find a substitute for you (if one is required) .

Create Absence and Assign Sub  (if applicable) : Click the Create Absence and
Assign Sub button to save the absence andassign a pre-agreed upon substitute. Use the
search box to search for subs that are qualified and available to fill your absence. Once
you start typing in a last name into the search box, matches will drop down below the

box.

© 2015 Kelly Services, Inc. 8 07/15
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0 When assigning a specific substitute, you must first contact the substitute
directly to verify their availability. When a substitute is manually assigned, they
are not notified by the system, so it is imperative they are directly contacted.

Once the absence is saved youwill see a message at the top of your screen which will include
the confirmation number. The confirmation number ensures that you completed the process
correctly, and can be used later to retrieve the absence details.

¥ Absence Created. Your confirmation number is #99177535 * Dismiss Message

E: Viewing Your Absence  History

The system will keep a list of your absences from the past 30 days under the Past Absences
tab on your home page.

Create Absence 1 Scheduled Absences 0 Denied Absences
Thiz list shows absences for the past 30 days. View More...
Date - Reason Location D ation Time
CONFIRMATION # 1092456903 ABRAMS, WILLIAMS FRANCIS / UNAPPROVED & iew Details
30 Apr2013 lliness Old Britizh School . Full Day 7:30 AM -2:30 PM
CONFIRMATION # 109245644 ACKERLY, AMANDA / UNaFPROVED 6B [E] & Uiew Details
13 May 2013 Personal Day Meadow Creek Elementary School . Full Day 730 AM - 2:30 P
CONFIRMATION # 109245645 UNFILLED / UNAPPROVED El ﬁ View Details
14 May 2013 Job Injury Cert Old Britizh School . Full Day 7:30 AM -2:30 PM

Step 1: Clickthe Past Absences tab on your home page.

Step 2: Clickon the Confirmation # or the View Details button to view the absence.

If you need to see your absence history from more than 30 days ago you can click the View
More link at the top of the list .

F: Modifying An Absence

The number of fields you are able to modify is dependent on the status of the Absence:

1 If the absence has a substitute assigned (the absence is Filled, you can only change the
Absence Reason and Notes fields.

1 If the absence does not have a substitute assigned (the absence is Unfilled), you can
change the Date(s), Absence Reason, Absence Type, and Start and End times.

Note : If you need to change any other field not listed above, or you need to cancel or change

the absence after the start date, please contact your Kelly Educational Staffing office or KAST
Center.

© 2015 Kelly Services, Inc. 9 07/15




Step 1: Click Scheduled Absences on your home page’ Absence Tabs .

Step 2: Click the confirmation number of the future absence you want to modify. Pa st absences
cannot be modified.

Step 3: Clickthe Edit this Absence button.

Edit fbsenee *_
Mon, Jun 3at Meadow Creek Elementary School A | ABSENCE SUMMARY
June 2013
o L A— Meadow Creek Elementary Substitute Required
SUN MON TUE WED THU FRI SAT School Yes
& e 1 Absence Reason Personal Day
B+ 5 &5 7

Time Full Day
07:30 AM . 0Z:30PM

0 1 12 17 14
7 18 19 n o
24 25 % W 2

1 2 E 4 3
Hotes & Attachments A
Hotes to Administrator Hotes to Substitute

None None

File Attachments

Uploaded Files Related Files

Edit fAbsence

Step 4: Click Save to finish modifying the absence.

G: Preferred Substitute s

The Preferred Substitutes feature is an optional feature that gives you a measure of control over
which substitutes are offered the opportunity to fill in for you when you are absent. S ubstitutes
who are included on your Preferred Substitutes list are given preferential treatment by Kelly
Educational Staffing when attempting to find a substitute for an absence that you register.

Your ability to view and edit the Preferred Substitutes li st is determined by your school district.
Please contact your school district or Kelly Educational Staffing office if you have questions
regarding your ability to view or edit the Preferred Substitutes list.

Viewing Your Preferred Substitutes List

Step 1 : Click Account>Preferred Substitutes from your home page to display your preferred
substitutes.

Preferred Substitutes List

]

Note : I ncluding a substitute on this list does not guarantee that the substitute wi Il be assigned
to your absence, only that they will be the first substitutes to be contacted by the automated IVR
system and the KAST Center.

© 2015 Kelly Services, Inc. 10 07/15



Adding a Substitute to the Preferred Substitutes List

Step 1: To add a new substitute to your preferred list, start typing the name of the sub in the
search box.

Step 2: Once the desired substitute is found, click Add Substitute to List.

Abrams, Williams Francis W 0dd Substitute to List

Step 3: Click the Save Changes button to add the substitute to your list.
Removing a Substitute from the Preferred Substitutes List

Step 1: Click on the Trash Can icon to the left of the substitute you would like to remove.

Preferred Substitutes List
Substitutes included on this list will be given preferantial treztrent by Basop when stterapting ta fill wour absences. You can arder

up tofive subs as your top favorites. Fthey are qualified and available, Besop will notify thern immedi stely when you register an
absence..

Mote: The number of favortes wou can select and how they are notified may vary bazed on your school district's preferences

Add Substitute to List

Order Substitute Actions

Abrams, Williams Francis _* ﬁ

You have unsaved changes. Revert Changes

Step 2 : Click on the Save Changes button to remove the substitute from your list.

H: Changing Your Profile

From the Account Tab you can perform the following functions:

View and Modify Your Personal Information

© 2015 Kelly Services, Inc. 11 07/15



Personal Info

General Information

Email Address:

Room Humber:

Start Time:

Half Day AM End Time:

Half Day PM Start Time:

Dizne

2482440000

daffholder2@riverside

12:00 pm
12:01 pm

2:30 pm

Journalism, High Sche

Main Office

English [+

7:20 am

Affholder

Step 1: From your home page, click Account>Personal Info.
current information.

The system will display your

Note: If you change your name and/or title on the web, you must also verify their recordings
in the IVR system to ensure that the recordings are updated as well. (Refer to Section N for

instructions)

Step 2: Once your changes have been made, dick Save.

Change your PIN

Step 1: From your home page, click Account>Change Pin.

Step 2: Enter your existing PIN in the Old Pin field.
Step 3: Enter your new PIN in the New Pin field.
Step 4: Retype your new PIN in the Confirm New Pin

Step 5: Click Apply to save your changes

Change your Pin

oid pin:
New Pin:

Confirm New Pin:

rrrrrrrrr

© 2015 Kelly Services, Inc.
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IVR Telephone Feature of  the System

The system is also accessible through IVR telephone technology. You will need a touchtone
telephone to use the IVR system. If you do not have a touch -tone telephone, please contact your
Kelly Educational Staffing office or KAST Centerfor assistance.

1 Note: The IVR numerical options may change at any time. Please listen carefully before
making a selection. Pressing the * key will take you back one menu level at any point.

I: Accessing the System

Step 1: Call 1-800-942-3767.
Step 2: Enter your ID number followed by # sign.
Step 3: Enter your PIN followed by the # sign.
Note: Your ID number and PIN have been provided to your school administrator .
Step 4. Once you are logged on to the system, you will hear the following options:

1 Press1 to record an absence (see SectionJ).

1 Press2 to check entitlement balances (see SectionK).

1 Press3 to review upcoming absences (see SectionlL).

1 Press4 to review a specific absence (see SectionM).

1 Press5 to review or change personal information (see Section N).

For all other functions, please contact your Kelly Educational Staffing office, log on to the system
via the Internet , or contact the KAST Center for assistance

J: Recording an Absence

Step 1. Pressl from the Main Menu to record an absence.
1 Pressl to record an absence for today.

0 This option is only available beforey our school ' s cutoff time (tyop
before school starts). The system will not allow you to record an absence for
today after the cutoff time . Please contact your Kelly Educational Staffing office
or KAST Centerto record the absence.

M Press2 to record an absence for tomorrow.

1 Press3 to record an absence for another day. The system will prompt you to enter the
day of the month on which your absence begins.

o This option will only allow you to record absences for the next 30 days.
1 Press4 to record an absence for Monday.

o This option is only available when you are logged in on Fridays and Saturdays.
Step 2: Enter the number of days for the absence.

1 If the absence is longer than five days, please contact your local Kelly Educational
Staffing office or KAST Center
Step 3: Enter a start and end time for the absence by selecting one of the following:

1 Press1 for a full day absence (your default start and end times were provided by your
school administrator).

1 Press2 for a half day AM.
1 Press3 for a half day PM.
1 Press4 to enter specific start and end times.

Step 4: Select the reason for the absence.
© 2015 Kelly Services, Inc. 13 07/15



Step 5: The system will confirm the details of the absence and provide the following options:
1 Pressl if correct.
1 Press2 to erase and re-enter.
1 Press3 to cancel.
If the absence is a multi-day absence, the system will prompt you to enter a date for the
next day of the absence, or you may accept the default date.
1 Pressl if the details are the same as the previous date.
1 Press2 to change some of the details.
1 Press3 to change all of the details.

Step 6: (If this step does not apply, you will be automatically forwarded to Step 8). Before
saving the absence, the system will confirm the details of the absence and provide the
following options:

1 Press1 to assign a specific substitute.
1 Press2 to allow the system to locate a substitute.

Note: In order to assign a specific substitute, you must first contact the substitute directly to
verify their availability and to request their 10 -digit phone number.

Step7: Ent er t he s-digitdelephbne huenbesincluding area code and press #.
Confirm the telephone number you entered by pressing 1. Select the appropriate
substitute name by pressing the appropriate number.

Step 8: The system will save the absence and give you a confirmation number. The
confirmation number ensures that you completed the process correctly, and can later
be used to retrieve the absence details.

K: Checking Entitlement Balances

The Checking Entitlement Balances function may not currently be in use in your district. Please
contact your school administrator or Kelly Educational Staffing office for assistance.

L: Reviewing Upcoming Absences

Step 1: Press3 from the Main Menu to review upcoming absences.

Step 2:  You will hear the following options if you have absences scheduled:
1 Pressl for absences scheduled for today.
1 Press2 for absences scheduled for tomorrow.
71 Press3 for absences scheduled for the next 30 days.
Step 3: After the system has played the details of your absence, you will have the following
options:
Press1 to hear more about the absence if it is a multi -day absence.
Press2 to hear the information again.
Press4 to listen to the next absence, if applicable.

= =4 =4 =4

Press4 to return to the Main Menu.

M: Reviewing a Specific Absence

Step 1: Press4 from the Main Menu to review a specific absence.

Step 2: Enter the confirmation number of the absence you wish to review.

© 2015 Kelly Services, Inc. 14 07/15



Step 3: The system will repeat the confirmation number you entered and provide the following
options:
1 Pressl if the confirmation number is correct. The system will read the absence details.
1 Press2 to re-enter the confirmation number.

Step 4: After you hear the information, the system will provide the following options:
1 Press1 to hear more about the absence if it is a multi -day absence.
9 Press2 to hear the information again.
9 Press5 to return to the previous menu.

N: Reviewing or Changing Personal Information

Press5 from the Main Menu to review or change your personal information. You will hear the
following options:

1 Press1 to change your name and title recording.
1 Press2 to change your PIN.

Changing Your Name and Title Recording

Note: If you change your name and title recording, you must also update your title in your
Web profile. (Refer to Section H for instructions)

Step 1: Press1 to hear your current recording (or your name spelled if you have not recorded
your name).

1 Pressl to change your recording.
1 Press2 to leave the recording unchanged.

Step 2: Press1 and the system will prompt you to record your name and title. Please record
your name, grade, and the subject you teach.

Step 3: After recording, the system will provide the following options:
I Pressl to save the recording.
1 Press2 to erase and re-record your name and title.
1 Press3 to return to the Change Personal Information Menu without saving.

Changing Your PIN

Step 1: Press?2 to hear your current PIN.
9 Enter a new PIN followed by the # sign.
1 Press* to leave your PIN unchanged.
Step 2: The system will repeat the PIN you entered.
9 Press1 if the PIN is correct. The system will save your new PIN.
I Press2 to re-enter your PIN.

© 2015 Kelly Services, Inc. 15 07/15
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| Nlohile Wedb Feature

O: Accessing Frontline via Mobile Web

Step 1: To open the Mobile Web site type
mkelly.aesoponline.com in your mobile
device browser.

Note: Some images in this document
may vary from your mobile device
depending on the device and web
browser being used.

Step 2: Enter your Login ID and PIN in the
appropriate fields. Your Login ID
and PIN are provided by your
local Kelly Educational Staffing

Office.

Pin
Remember me
Goto Full Site

Mobile Tips

@ Frontline Technologies, Ine. 2012 . All rights reserved. Protected
under US Patents 6,334,133, 6,675,151, 7,430,619, 7,945 468, and

8,140,366 with additional patents pending.

If you want the system to remember

your login information, check the Remember Me box.

You can also create a shortcut icon to the Mo b i
Screen. For i nstructions on

Step 3:
page.

There are two links below the login button:
1 Goto Full Site

|l e Web on your
how t o donanudhi s

Click Login . This will log you on to the system and take you to the customized home

T If you would like to bypass the Mobile website and use the full

website,c | i c kKGotokWl Site " | i nk.
1 Mobile Tips 1 View some tips on how to set up your device to work correctly with the
Mobile Web.
P: Home Page

Once you are logged into the Mobile Web, you will be directed to the Home Page.

At the top of the page there will always be the following

options:

(A) Kelly Educational Staffing logo — selecting this will
always take you to the Home Page

(B) Menu i selecting this will open a menu giving you
options to go to the Home Page, Full Site, or Logout

(C) Logout i selecting this will log you out of the system

The following options will be available on the Home Page:

(D) Upcoming Assignments

(E) Absence Balances (This option will display
regardless if your district is using Absence
Balance Tracking or not. For more information,
see section D below. )

(F) Create an Absence

(G) Notifications

© 2015 Kelly Services, Inc. 16
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(H) Web Alerts

Q: Upcoming Assignments

Selecting Upcoming Absences
the next 90 days.

KELLY O

ing

tional

Upcoming Absences

Start Date Confirm # Reason Days

09/10/2012 89234884 Personal Day 1.00

Logout

Details

07/30/2012 89251364 Professional  2.00
Day
07/27/2012 89251359 liness

Details

U  petails

To view a specific absence in more detail, select t
Details button.

The details page will display the absence details,
including the status of the absence & the name of

he

the

sub. If there are notes for the absence, they will be

visible at the bottom of the page.

displays a page showing absences from the past 7 days through

KELY o

ing

o | oo

View Absence - Confirmation #

89251359

Employee Status  Approval

Jane Sawyer Filled Mot Applicable

Title

Social Studies

Substitute

Amy Smith

Friday, 7/27/2012 Full Day

Location Shift Start End

Cndford Elem Full Day  &00AM  3:30FPM
Reason lliness

More =

Motes Mot Applicable

R: Absence Balances

Absence Balance Tracking is an optional
available for your school district.

Selecting Absence Balances displays a page
showing your balances for absence reasons being
tracked in the system by your district.

If this feature is not being used, a message will
display when selecting Absence Balances :
Absence Reason Balances Found .

Absence Reason Balance

Mo Absence Reason Balances Found

NoO *

Feature. This functionality may not be

KELLY -
Absence Reason Balance

Your Absence Reason Balances are as
follows:

Absence Reason
Personal Leave

More
Sick Leave (category Current 16.5
balance) Balance Days
More ==

tional

ing

S | oo

Absence Reason
Balance

Current Balance 2 Days

To see more details for a specific reason, select the More option. This will display Initial

Balance, Time Used, & Pending Absences.

Initial Balance  — The allowed number of

days or hours that the district has given you

for the absence reason

Time Used — The amount of time you have
used since the balance
Pending Absences - The number of days or
hours that are used from future absences and
have not been subtracted from your balance

Absence Reason
Personal Leave

Absence Reason
Balance

Current Balance 2 Days

More 4

Initial Balance Time Used Pending Absences

2 Days

0 Days 0 Days

yet.

© 2015 Kelly Services, Inc. 17
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S: Create an Absence

Selecting Create an Absence will display the absence creation page. At the top of the page
your name and site will be listed. (If you are an itinerant teacher you will have the option to
select the location in a drop down menu below the absence date.)

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Enter the Absence Date by selecting the
calendar icon to choose the date or the
forward/back arrow to move forward or
back a day.

Note: Only one day assignments can
be created using the Mobile Web .

Choose the Absence Reason by
selecting the menu arrow to see the full
list of Absence Reasons available.

If Substitute Requirement is optional —
select if a sub is needed under

Substitute Required . (This section will
not display if your substitute requirement
is set to Sub Needed or No Sub Needed.)

Select the Absence Type - if selecting
Custom, select the time boxes to change
the times.

Enter Notes on the absence (if needed)
by selecting the More arrow. This will
expand the screen to display the Notes
area. Select the Notes box to open your
mobile device's
notes.

Save the absence by selecting the Save
button. (You may have the permission to
Save the absence & Assign a prearranged
sub. If so, the next section will co ver
assigning a substitute to your absence.)

After saving the absence, a new page will display
showing the absence details and the associated
confirmation number.
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Create an Absence :

Jane Sawyer [ Oxford Elem

Absence Date @

[ 1]
121/2012 |39 4 P

School

Choose your absence reason @
Extended Sick Leave &

Substitute Required

Yes 4

Absence Type @

Full Day [+

From To
Notes

@ IMore

Save & A=s=ign

Save Cancel

View Absence - Confirmation #
89261743

Status
Filled

mployee
Jane Sawyer
Title
Social Studies
ubstitute
Amy 3mith

Approval
Mot Applicable

Wednesday, 8/1/2012

Location Shift Start End

Ouford Elem Full Day 8:00 AM 3:30 P
Reason Extended Sick Leave

Full Day

More
Motes Mot Applicable
07/15




T: Assigning a Substitute

A prearranged substitute can be assigned at the end of the absence creation process or from the

absence details page.

At the end of the absence creation process, select the option to Save & Assign.

Save & Assign
OR

. Cancel :

From the absence details page, select

View Absence - Confirmation #
89261743

Actions: | Please select

Empl Please select
Jang S..-;.J

Go

Approval
Mat Applicable

Assign Sub from the Actions Menu —
touch Go to be taken to the assign page.

On the Assign Sub page, you can search for a
sub by last name or select the green Assign
button next to the name of the substitute you
have spoken with. Only substitutes that are
available and qualified to fill the absence will
appear on the list.

Note: By saving a substitute on an
assignment , you confirm that you have
already contacted and confirmed with
them that they are available and can
work the assignment prior to assigning
them in the Mobile Web .

Once the sub has been selected, a pop up

confirmation will appear to confirm that you
want to assign the selected substitute. Select

KELLY v

ing

=
mﬂussign Sub - Confirmation # 89261743

Search By Last Mame;

Kevin Addison Assign

Dottie Baker Assign

Abigail Benner Assign

Stacie Copeland Assign

Anna Davis

As=sign

Fage 1D0f4 >

Assign to confirm or select Cancel if it is the
wrong substitute or you have changed your mind.

After assigning the sub you will receive a
notification on your device that the assignment was
saved successfully. SelectOk.
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Assign Sub?

Are you sure you want to assign Kevin
Addison to the Absence 892617437

Cancel

Assign |
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U: Notifications

On the Home Page the next option is Notifications . On this button you will see how many
notifications there are to be confirmed. Select Notifications to display the page of notifications.

Notifications will be broken into various categories including: Filled Absences & Unfilled

Absences .

Notification

Filled Absences

Confirm # Start Date _Status Substitute Selecting the confirmation number link will display the
299251359 07/27/2012 Substitute Amy Emith absence details page

Assigned '

[89251364'0?4’30!2012 Substitute Breana

- Assigned Scott

V: Web Alerts

On the Home Page the last option is Web Alerts . Onthis  KELLY 00 DESEN S

button you will see how many Web Alerts are posted.

SelectWeb Alerts to display the page of Web Alerts .

Home : Welcome To Aesop, Jane Sawyer

Upcoming Absences

Absence Balances

Create an Absence
m WebAlerts

Notifications

WebAlerts

Please note that our offices will be
closed on Monday, September 3rd for
the Labor Day haliday.

Welcome to the Kelly
Automated Scheduling System
(KASS)!

W: Frequently Asked Questions (FAQ)

f

Isitan app? No, itis not a mobile app. It is a mobile -optimized website. That means

you can access it from your internet browser,
from the Apple or Google Playstore. Any customer with a mobile -optimized device

(smartphone, iPad, tablet, etc.) can get to it.

Is the mobile site the same as the full site? Not completely. The mobile site

includes critical features, including creating absences, viewing your schedule, viewing

absence reason balances, and viewing notifications.

Howd ol gettoit? You go to mkelly.aesoponline.com in the browser on your mobile

device. Do not put www before the URL. You do not need to download anything and it
doesn’t |ive as an app on your device’'s home
Can substitutes use it?  Currently, the Mobile Web is only for Administrator Users and
Employees. The Mobile Web for subs is coming in the future.
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General Information

X: Need Help?

Contact your Kelly Educational Staffing office or KAST Center at1-866-KELLY-98 to:
I Cancel or modify an absence
9 Ask questions regarding Kelly Educational Staffing or the use of the system.

Call 1 -866 -KELLY-38 during regular business hours if you
experience technical difficulties using the automated scheduling system orif you
have forgotten your PIN

We look forward to providing you the convenience of Frontline Educat i ondés Absence
Management Solution.
Please share your feedback with your Kelly Educational Staffing office or KAST Center .
Thank you!
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Cut out and save these quick reference cards:

Kelly Educational Staffing’

Via the Internet
1 Go to kellyeducationalstaffing.com
9 ClickEmployee Login then select Frontline Login  and enter your ID number and PIN in the
appropriate fields.*
9 This feature allows you to:
- Record an absence - Change your profile/update personal information
- View your schedule - Obtain assistance
Via the Interactive Voice Response System (IVR)
9 Dial 1-800-942-3767 and log on to the system by entering your ID number and PIN. *
9 This feature allows you to:
- Record an absence - Review a specific absence
- Review upcoming absences - Review or change your personal information

*Your ID number and PIN have been provided to your school administrator.

Kelly Educational Staffing’

Frontline Educationbébs Absence
for Employees

1 Report an absence via kellyeducationalstaffing.com or call 1-
800-942-3767.

1 For technical difficulties, or if you forgot your PIN , call 1-866-
KELLY¥38 during regular business hours.
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