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Signing in to Frontline Education

Choose from one of the following options to login to Frontline:

OPTION 1: DISTRICT SINGLE SIGN-IN LINK/QR Code
Must be logged in to your MCESC account on a Google Browser

This takes you to step 4 in Option 3.
https://login.frontlineeducation.com/sso/mcesc

OPTION 2: FROM THE “WAFFLE" OR “GRID"” ICON IN GOOGLE

. A
Must be logged in to your MCESC account on Google Browser s Bﬁp Bﬁ
Frontline provides launching the app from within your mcesc.org - L B
Google account applications. e e e
Bl «
This takes you to step 4 in Option 3. R | mros o

[0S

OPTION 3: FRONTLINE SIGN-IN PAGE

Frontline also provides the standard sign-in option via a global URL
(app.frontlineeducation.com) or through a specific application login page (e.g. Absence
Management, Time and Attendance, Frontline Central, etc.). This is also the screen you will
get when signing on via Mobile app.

1. From here, a user will select the link that says Or Sign in with Organization SSO.
2. This opens the Provider Discovery page. Enter the email address affiliated with your
organization and click Look up organization sign in page.

Absence Management
Formerly Aesop fgontline
education..

Single Sign-On (SSO)

Enter your organization email address to
lookup your organization's sign in page.

This feature must be enabled by your organization.

firstname.lastname@mcesc.org
Look up organization sign in page

Or Sign In with Frontline ID

Forgot ID or Username ‘ Forgot PIN or Password

I Or Sign In with Organization 550 I



https://login.frontlineeducation.com/sso/mcesc
https://login.frontlineeducation.com/login?signin=3c7bf52521656d979cdbae1fdb7852b3&clientId=superSuit&/login

3. This opens the Sign in with Google option

for you to enter your mcesc.org address and G
assword. L
p Slgn |n [ﬁrsmame.\asmame@mcesc.org\

Use your Google Account Forgot email?

If you are already signed into your account, it
will skip this step. If you are signed in to
multiple Google accounts, it will ask you which
account to select. This will only work with

your mcesc.org account.

Not your computer? Use Guest mode to sign in privately.
Learn more about using Guest mode

Based on the permissions set to your account, you will be able to select your desired
application from this list.

frontline
education..

Absence Management - Submitting and tracking leave
Professional Growth - Evaluations

Recruiting & Hiring - Job Postings and Recruiting
Time & Attendance - Electronic Timesheets

Montgomery County ESC
Select an Application

Absence Management
Professional Growth
Recruiting & Hiring

Time & Attendance




Absence Management
Viewing Your Leave Balances:

Absence Managementv  V

To access this information, click on the Account option in the side menu. """ ©
{a} Home
Absences >
(N Feedback
€3 Account @

%2R Directory

i= Resource Library >

Click the Absence Reason Balances tab to the left of the page. Personal Info

* New Hires- Balances will be available after your first paycheck. ohone

Credentials General Information
Shared Name: £
Attachments

Phone: ¢
g[.eg:{,rﬁ?es Email Address: ¢
Excluded Title:
Substitutes Room Number: A
Absence Reason Language: E
Balances @

Address

Here's a quick key to help you understand the columns on the Absence Reasons Balances:

E)) Initial - This is the initial number of days or hours given to you for this absence reason.
@ Used - The number of days or hours you have used so far.
@ Pending - The number of days or hours that you have scheduled for upcoming absences.

E)) Balance - This is your current absence reason balance. You can also see your "Days/Hours after Pending" balance
which calculates in your pending time.

Last Calculated:

Absence Reason Balances Thursday, January 16, 2020
Absence Reason Initial Used Pending Balance
lliness > Doctor's Appointment 3.00 Days 0.50 Days None 2.50 Days

as of Saturday, April 1, 2017

Personal Day 5.00 Days None None 5.00 Days
as of Saturday, April 1, 2017

Professional Day 2.00 Days 1.00 Days MNane 1.00 Days
as of Saturday, April 1, 2017




Ab S C Absence Management v Victoria Coun 3 o8 L\AO”[B"& - [?
GE I 1 f! mployee

\(’; December 2019 January 2020 February 2020

Q 1 2 3 4 5 6 7 1 2 3 4 1
Entering an Absence. @ { 8 9 |UE|2 13 14 5 6 7 8 9 10 1 2 3 4 5 6 7 8 }
Log in to your Frontline Account s

0 A 0 PastA 0 Denied Absences

The absence creation process allows you to e, e
indicate important details (e.g. your absence " B | — “ el A
timeframe, reason, and other classroom ~oeall -
notes/attachments). You can create an BRI oA ] o [comm
absence via the "Create Absence" tab on the s
homepage or via the "Absences" option in your
side navigation.

When selecting your absence timeframe I S e R Roat Aveoncee

click on the desired date within the December 19
calendar. (The system will highlight your ey
Selection in blue_) SUN MON TUE WED THU FRI SAT o
Absence Reason Select One B
II| 12 13 14
You can also click on multiple days to 516 w o f@la o Tme - .
create a multi-day absence. 2 (3 (24 35 ANEm 2| sesamems 0B0DAM | to 03:00 PM

29 30 A 1 2 3

Absence Details

This option may already be predetermined for you, but you may have the option to choose if a
Substitute Required substitute is needed for this absence. To change the option from Yes to Mo, just click to move
the slider.

Choose your absence reason from the dropdown list. (These options are pre-determined for
Absence Reason
you by your system Administrator.)

Choose what type of absence this is. Is it a Full Day Absence? Is it a Half Day Absence?
Ti Depending on your district's setup you may have the option to choose a custom absence as
ime
well. If you do need to enter custom times, choose Custom from the dropdown and enter the

custom times in the boxes provided.



The absence details (i.e. absence reason, time, etc.)

. . Substitute Required
are located beside the date selection tool.
Absence Reason | Select One =

Absences must be used in % day increments.

Time

Reference the % and % days attachment located in the Shared Please enter a valid time range using the | Full Day %)
Attachments Section for specific times. A e 0BOOAM | to  03:00 PM
The system also provides a few entries (€.g. NOtes to | o omirmir, Notes to Substitute
Admin, notes to Sub. etc.) to further support those Please remember to feed
. . . Frodo, our classroom hamster!
who will review, approve, and fill your absence. A
yZ yZ
FILE ATTACHMENTS 255 character(s) left 199 character(s) left

Attach a File: Absence Management allows you to attach Word, Excel,
and/or PDF files for your substitute to reference. (These documents
might include lesson plans, seating charts, professional development
L leave request, etc.) To attach a file, click the Choose File button and
ClD browse your computer or drag the file right into the drop area.

Shared Attachments

Once you have filled in all required 0 Scheduled Absences 0 Past Absences 0 Denied Absences

fields, click the Create Absence Al R s e
button at the bottom right corner. O emeEE 0wt nequres v .
. Absence Reason | Personal Day

| Full Day sl

=z BRI El » 08:00AM | to 03:00PM

29 30 M 1 2 3

Once the absence is saved, you will Nots 1o Admiirte Notes to Substtuts ——
see a message with a confirmation | ZE. e
number, and the absence will appear " e sw
under the "Scheduled Absences" tab. iy Shared Atachments

[sELEU  Create Absence

You will receive an email once your absence
has been approved or denied.

Confirmation

Your Confirmation Number is 394834367 And there you have it! You have successfully
entered an absence into the Absence
Management system.




Absence Management

Cancelling an Absence:

August 2024 September 2024 October 2024
Log in to your Frontline Account 12 sf|1fas s 5 6 7 N
'l 4 5 6 7 8 9 10 8 9 10 1 12 13 14 6 7 8 9 10 1 12 t
Cl k h ng h d I dAb " b {1 12 13 14 15 16 17 5 16 17 18 19 20 21 13 14 15 16 17 18 19 )
ICK the chedule sences” tab on your 18 1921 2 23 2 22 23 24 25 26 27 28 20 21 22 23 24 25 26
homepage or select the specific day on your S I P ERREE AN
homepage calendar for when the absence is
Set to occur. Elther SeleCtlon WI” ||St your Create Absence 0 Past Absences 0 Denied Absences
absence details. *In this example, the —
absence IS Set to occur on August 30th' CONFIRMATION # 654954210 UNFILLED / UNAPPROVED ¢ View Details
30 Aug 2024 Personal Day Beacon School 0 Full Day 7:30 AM - 3:00 PM

A red "Delete" option will be available

if you have permission to cancel the
absence- SeleCt Delete and CliCk Yes in & This action cannot be undone. Please proceed with caution before confirming.
the pop-up to confirm and cancel the

absence. 9 10 11 12 13 7
4
t
l Are you sure you want to cancel absence #6549542107? 8
ND
)sen Servil

Requirements to Delete an Absence

Absence visibility and options to edit/delete are managed by MCESC. So these options may or
may not be available, depending on your enabled setup. A few common reasons why a
"Delete" option may not be made available include:

e Date/time frame: The absence may be too close to its scheduled date.
e Filled/Unfilled: The absence may already be filled by a substitute.

e District User Permissions: Access to absence visibility and edits may be restricted by MCESC.

Please contact your Supervisor if the "Delete" option is not available and you require
assistance.




Absence Management
Viewing Past Absences: poosmem————

O]
You can track your previous absences, as
needed, within Absence Management. The ‘; N mm. - I ™ N
system displays this information in one of two = I L
places, based on the timeframe youwantto = T . 1 D E—
reference.

. Create Absence Scheduled Absences o Past Absences Denied Absences
If you need to see your absence history from ' |0 renme I

This list shows absences for the past 30 days. View More...

more than 30 days ago, click the View More BT —
|ink at the top Ofthe llPaSt Absencesll Iist or CONFIRMATION # 396507500 BARROWMAN, GEORGE / UNAPPROVED & View Details

. . 13 Jan 2020 Professional Day VC Elementary Schools o Full Day 700 AM - 3:00 PM
navigate to Absences > Past Absences in the
CONFIRMATION # 400391502 COULSON, PHIL  APPROVED ﬁ 0 ¥  View Details
side navigation.
20 Jan - 21 Jan 2020 Personal Day VC Elementary Schools 0 Full Day 7.00 AM - 3:00 PM
View Absence # 400391502 - Pond, Amy Status: Filled by Phil Coulson / Approved (Details]

You can review the basic details of each January 20 - January 21 T R0 ST ) b M A
absence (e.g. location, duration, etc.) at a
glance, or you can click the confirmation

number or the View Details button —_——
beside an absence for additional details. e yy

07:00 AM to 03:00 PM

January 20 - January 21 at VC Elementary Schools A | NEXTSTEPS A~

ABSENCE SUMMARY ~
Substitute Required Yes

These additional details include notes and - = = = =

2 27 28 20 30 31 Monday, January 20, 2020
Tuesday, January 21, 2020

attachments, uploaded files, a substitute o so0m

Notes & Attachments E3
Personal Day
ratl ng, etc . Notes to Administrator Notes to Substitute
(Viewable only by Administrator and Employee) {Viewable by Administrator, Employee, and Substitute)
None None

File Attachments

Uploaded Files




Professional Growth
Acknowledging Your Evaluation:

Professional Growth v Montgomery County ESC

YOUR SOLUTIONS D

Log in to your Frontline Account.

Absence Management

Toggle in the Upper Left Corner to Professional Growth

Evaluations awaiting
acknowledgement appear in the
Attention Required section of the My
Growth Journey landing page and in
the Action Required section.

View the form and click Acknowledge
at the bottom of the form.

(s, Print o Acknowledge ) Comment

Professional Growth v
Recruiting & Hiring

Time & Attendance

My Growth Journey

Completed activities, resources, &
evaluations >

© InProgress @ e

Attention Required
Items that need your immediate focus

A T A S gy T T

LEPES Goal Setting - Principal - Student
Academic Progress Goal Setting Form 2

LEPES Goal Setting - Principal - Student
Academic Progress Goal Setting Form 3

LEPES Documentation Log - Principal

Trends  Planning

() .
LY) Where I'v

Completed activities,

Where | Am Now @ Where I'm Going
Current activities, resources, & Upcoming activities & goals >
evaluations >

PD Portfolio | Resource History | Evaluation History

Incomplete View

Incomplete View

Incomplete View
Documentation Log p
LEPES Summative Performance Report -
Principal Summative Performance Report Awaiting Acknowledgment

Submitted 08/12/2024

Other actions may also be performed on a form awaiting acknowledgement:
e Comment: Click the Comment button to add personal remarks to the form.
Comments are appended to the bottom of a form.
e Print: Click Print to send the form to a selected printer for a hard copy.

After clicking Acknowledge, the form status will change to "Awaiting Finalization," and an email
notification about your acknowledgement is routed to the appropriate administrator.

Once a form is acknowledged or finalized, edits to that form may need to be acknowledged
again. The process is the same as the initial acknowledgement.
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