
 

  

 

Tips for using Frontline: 

• You can use Frontline to schedule a substitute for an absence.  
• Your PIN number and instructions will be emailed to you. 
• Absences must be entered before 6:30a.m. on the day of the absence. 
• Once the day has passed you cannot go back in and post-date an absence. 
• Building secretaries can make adjustments or corrections, contact them if you’re having issues. 



 

 

 

A.M. and P.M. are very 
important. 

 

You can create a preferred list of substitutes. 

If an individual is not in our system that means 
they have not completed the process in order to 
get set up with PHSD – they are not available to 
use as a sub. 

You can also arrange a substitute and complete 
that information when you create the absence – 
you will need make sure that you have contact 
them, because the system will not. 

 


