Employee Help > Adding and Managing Absences

Uploading Shared Attachments

In absence management, you can upload files and documents that will be attached to all of the absences you create. Once uploaded, you can determine what date range these

files will be active.

Start by clicking the Account option in the side navigation.
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Now click the Shared Attachments tab on the left of the page.

Personal Info Shared Attachments

Upload File:

Files must be in .doc,.docx,.pdf, xls.xlsx,
.ppt,.pptx and less than 600kb

Change Pin

Shared
Attachments

Preferred Choose File | No file chosen

Substitutes

Excluded

Substitutes MNumber of Files: 0

Absence Reason
Balances

File Description Active From Actions

To upload a file, click the Choose File button.

Shared Attachments

Upload File:

Files must be in .doc,.docx,.pdf, xls.xlsx,
.ppt,.pptx and less than 600kb

Chnosi File Mo file chosen

This will open the file system in your computer where you can choose the file to upload.


https://absence-help.frontlineeducation.com/hc/en-us/categories/115000725167-Employee-Help
https://absence-help.frontlineeducation.com/hc/en-us/sections/115001057267-Adding-and-Managing-Absences
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Files must be in .doc, .docx, .pdf, .xlIs, .xlIsx, .ppt, or .pptx format and no larger than 600kb.

Once you have uploaded the file, you will see it in the file list. Here, you can give it a description and active to-and-from dates. The to-and-from dates will control when the
files will be visible to substitutes who take your jobs.

File Description Active From Active To Actions
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" Save Changes

Click the Save Changes button to save the file(s) you have uploaded.



