Step One:

Open an internet browser (Chrome, Firefox,etc.) and navigate to
mcoe.org. Click on the Hamburger Menu

Step Two: Click on the “Employees” button.
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Step Three: Click on “MCOE Timesheet Information”

Step Four: Select the “Timesheet” hyperlink
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MCOE Timesheet
Information

The Merced County Office of Education is using a
service from Frontline Education that greatly simplifies
and streamlines the process of recording and
managing absences and finding substitutes. The
Frontline Absence & Time solution will be available to
you 24 hours a day, 7 days a week and can be
accessed via internet and phone. To print your monthly
follow the highlighted link.

How do linteract with the Frontline Absence
Management and/or Time & Attendance?

« You can interact with Frontline on the internet =*
http://www.aescponline.com. Here, you wil’
able to check your absence schedule, update
personal information, enter time worked and

- exercise other features such as uploading your -
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Instructions

You will need to
‘wait 7m 6s
before newly

Step Five: Input your phone and pin and click submit entered Info ls

available.

The last update
was on
10/25/2019 at
11:50:39 AM

Start:  10/01/2019
End: 10/31/2019
Phone] 123456789
Pin:

Submit

After you click
Submit, see

lower left hand
corner or center
of your browser
for your
timesheet PDF.
Use arrow for
popup menu and
choose "Open
with system
viewer" Example
below:
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Step Six: Select the Menu icon and Open With..
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Step Seven: Open with “Adobe Acrobat”

Step Eight: Click on the “Sign” button
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Step Nine: Select “Fill and Sign”
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Step Eleven: Create your Signature
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Step Twelve: place your Signature in the “Employee Signature” field with your finger. You can enlarge or

shrink it by sliding the blue arrows.

v
This report was el i il byt ified-employee using their private username and password
Employee Signature: Ce" M Date
Supervisor Signature: m | Date:
Department Signature: | Date:

This form is to be completed and returned to department head on first day of each month.

-Absences in italics have not been reconciled. Absences in Bold have not been approved in Aesop.
-Proof of iliness will be required for extended sick leave.

-Personal Necessity is not to exceed ten days per year and to be taken from sick leave

-Bereavement: Check policy of collective bargaining agreement regarding eligibility for using this leave.
-Parental Leave: Prior HR approval required.
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Step Thirteen: Create your “Initials” **Note the initials will actually be the DATE**
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Step Fourteen: Place the date in the “Date” field and size as needed
v E

This report was electronically generated by the SEECiﬁEd employee using their private username and password

Employee Signature: 08— Date:

Supervisor Signature: I | Date: m

Department Signaturel | Date:

This form is to be completed and returned to department head on first day of each month.

-Absences in italics have not been reconciled. Absences in Bold have not been approved in Aesop.
-Proof of illness will be required for extended sick leave.

-Personal Necessity is not to exceed ten days per year and to be taken from sick leave.

-Bereavement: Check policy or collective bargaining agreement regarding eligibility for using this leave.
-Parental Leave: Prior HR approval required.
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Step Fifteen: Select the “Share” < button

Step Sixteen: Select “Share a Copy...”
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Sign in to do more
Sign in to invite people to view or comment on

files and receive activity notifications.
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Step Seventeen: Share via the Outlook App

Share large files
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Step Eighteen: Lastly compose your email and send to your supervisor
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