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Uploading Shared Attachments
absence-help.frontlineeducation.com/hc/en-us/articles/115003265787-Uploading-Shared-Attachments

Employees oftentimes need to attach specific files (e.g. seating charts, etc.) to any absence
they create within the Absence Management system. 

Rather than regularly repeating this step, you can optionally perform a one-time upload to
your Absence Management account and have the system automatically attach the file(s) to
any absence you create! (Once uploaded, you can determine what date range these files will
be active.)

To upload your shared attachments, locate and select the Account option in the side
navigation.

Note: This option may or may not be available to all users based on district settings. If you
do not see the options as presented here, please reach out to your organization's
administrator for more information.

 

Now, click the Shared Attachments tab on the left of the page.
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The system will indicate any previous files that were uploaded, and it includes an option to
perform a new upload.

Click the Choose File button to begin the upload process.

This selection will open your computer's file system where you can choose a file.
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Files must be in .doc, .docx, .pdf, .xls, .xlsx, .ppt, or .pptx format and less than 2MB.

Once you have uploaded the file, you will see it in the file list.

Here, you can add a description and choose the file's active to-and-from dates. This date
range controls when the files will be visible to substitutes who take your jobs.

 Click the Save Changes button to save the file(s) once you are finished.

You will then see the attachment(s) within the "Notes & Attachments" section during the
absence creation process. 
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If you realize at a later point that you attached the wrong document or need to revise the
document, you can remove it and add it back through the main absence page. When you
select Edit Absence there will be an option to either edit the attachment, which would allow
you to create notes or information pertaining to that attachment. You will also see a trash can
icon that will allow you to completely remove that attachment from the absence. 
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During any part of the absence process, whether approved or filled, you will always be able
to edit the attachments of an absence. 

If the attachment is a file you have uploaded to your profile, you will need to navigate to
Account then Shared Attachments to delete the recurring file using the trash can icon. You
can also set a future "active to" date when the attachment will no longer be active.
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