
Absence Management



Overview

• Frontline Absence Management is how employees 
schedule absences, and how you accept assignments for 
those absences or other vacancies.

• As soon as you can access Frontline, you can start accepting 
jobs!
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Accessing the System
• How can you access Absence Management?

• Internet via SSO (Google Chrome recommended)
• You should have CISD SSO access by the end of your hiring meeting
• SSO Issues > Contact Help Desk > help@conroeisd.net

• SmartPhone
• Using smartphone to access CISD app
• Using smartphone to access SSO via browser

• Frontline App
• NO support for Jobulator (paid) or the Frontline App (free)

• Frontline Calling
• Can be turned off > Email #2 confirms your phone and PIN

mailto:help@conroeisd.net


Accessing Your Frontline Account
After your hiring meeting, you will get two Frontline emails.

Email #1 will have 
directions to 
establish a 
username and 
password with 
Frontline.



Welcome Letter #2

This is your 
PIN for  calls.

Email #2 will provide general information.  Save both emails!



Access Frontline via the CISD SSO



Log-In to Frontline

2-Step Process
1. Log into the SSO with your CISD login.

• Username (assigned by district)
• Password (created by you) 
• GREEN New Hire Info sheet for reference.

2. Login to Frontline Subs and Part-Time App



Frontline and the CISD SSO

TIP: Right click on apps to “Add to 
Favorites” bar on bottom.



Why is the SSO Portal Useful?
• Portal for all CISD applications

• Access on campus and at home
• Secure way to access your information
• DO NOT used on unsecured networks

• Outlook, Employee Access Center
• Access paychecks, print W2 forms, update information

• Problems? – Contact Technology Help Desk
• Reach them at help@conroeisd.net or 936-709-7658

mailto:help@conroeisd.net


Using the SSO Regularly
• Sign-In Regularly

• Be sure you can access what you need
• Outlook
• Frontline
• Employee Access Center

• Log-In at least once a month
• You will need access to sign your LRA
• Problems? – Contact Technology Help Desk

• Reach them at help@conroeisd.net or 936-709-7658

mailto:help@conroeisd.net


Web Alerts



Home Screen

Doe, John



Setting Preferences



Setting Preferences – Schools

If you do NOT choose a 
school and they try to 
assign you to a job they 
will NOT be able to see 
your profile!



Setting Preferences – Call Times



Setting Preferences – Multi District

If you are already a substitute with another district, once you receive the 
Frontline welcome letter from Conroe ISD log-in with your established 
username/password and BOTH should be visible. 

Check your District List
> Preferences

> District List



Three-Month Jobs Calendar



Three-Month Jobs Calendar

Available jobs

Scheduled jobs

Non-workdays



Accepting Jobs

Note: You do NOT need to reject all jobs – they will “fall off.”

Doe, John

Smith, Jane



Contact Campus re: Job Details

You may have questions about specific assignments
• Can I accept a half-day assignment?
• What does an [type] position look like?
• Do I need certain skills for [position type]?

Contact the campus first with questions



Non-Workdays
Scheduled non-work days are days you are taking off so you will NOT be available.

Doe, John

Smith, Jane

Doe, June



Non-Workdays

• Days you schedule in advance
• Can be one day or multi-day
• Can be recurring

General Non-Workdays



Canceling Jobs

You must cancel your own jobs.

You can cancel scheduled jobs, and should do so ASAP.



Canceling Jobs

Contact the campus if it’s less than 30 minutes before the start time
• As a courtesy, contact them ASAP
• Do not contact the Sub Office!



System Generated Non-Workdays
• If you cancel less than 18 hours before an 

assignment, you will receive a System 
Generated Non-Workday (SGNWD).

• The system will assign you a non-workday.
• You cannot accept another job on this day.
• Sub Office will not override these.

• Beware!  Do not cancel a job and show up at another campus assuming they will let you 
work! You will lose out on TWO assignments!

• SGNWDs happen – you must still cancel your own assignments. 
• Multiple or repeated SGNWDs can cause campus exclusion and/or deactivation.



Past Jobs Tab  Jobs you WILL be paid for

Important!
• Jobs you WILL BE paid 

for in an upcoming pay 
period.

• Confirm all jobs you 
have worked show at 
the campus and date.

• Contact campus 
secretary ASAP if days 
are missing.



History  Jobs you HAVE BEEN paid for

Important!
• These are jobs that have been processed and 

paid already.
• Always check the pay schedule first to see the 

dates for direct deposit.
• Contact the campus secretary ASAP if days are 

missing.
• Check the Employee Access Center (SSO) and 

Substitute Pay for specifics.



Visit the Substitute Webpage

www.conroeisd.net >Careers>Substitutes>Helpful Resources

http://www.conroeisd.net/


Thank you for coming!

Welcome to Conroe ISD
• TRS retirees please stay for a brief meeting.
• Nurses contact Health Services for approval.

• Please turn in waivers and we can answer 
questions at the back of the room.
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