
The Approval Process

Understanding the Approval Process

(1)An absence is created by the employee for an absence reason which requires approval.
     If the absence reason is marked to Hold Until Approved, the absence will not be shown to    
     substitutes until it has been approved.

(2)The Campus User who is responsible for approving the absence will get an email notification of 
     the absence request.

(3)The Campus User logs in to the website, and can click to approve one or multiple absences.

(4)Employees can be set up to receive an email when the absence has been approved.

Absence Approval on the Employee's Side
When an employee creates an absence that requires approval, they can see the status of approval right on their 
homepage under the “Schedule Absences” tab.

http://help1.frontlinek12.com/customer/portal/articles/2190362-setting-up-absence-approvals?b_id=10972


Approving or Denying an Absence

Need more detail? Click the Confirmation Number of any absence to be taken to the absence details page.





This will also open a window where you can leave comments about the denial. Comments are optional. The comments you 
leave here may be sent to the employee in a notification email.

Click Deny in the window to finalize the denial.

Denying an Absence

If you need to deny an absence request, click the red Deny button at the end of the row.
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