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Logging an Absence – ATA Teaching Staff Employee Guide 

1. On your school website, in the bottom left-hand corner is a link to the District 

website. 

        

2. Go to Human Resources – Staff Tools – Access to Employee Personal Information. 

  

3. Enter your network username and password that was provided to you. 

 

4. Under the "My Absence" tab move your mouse over the time entry tab and click on 

"Absence Entry". 
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5. You will see the following screen.  Choose a reason for your absence from the 

drop down menu.  Remember, "Help" is available on every screen. 

Help Button 

6. Select a date or a date range for your absence.  Click on the calendar icon to     

select your date.  Future absences can be logged by using the arrows on the cal-

endar to move from month to month.  You cannot pick dates that have a strike 

through them. 

7. Your assigned schedule is displayed.  If your schedule is different from what is 

shown, please email lindenc@holyspirit.ab.ca so that it can be updated with the 
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If you are absent only specific days in a date range, UNCHECK the days you do not want 

to include in your absence. 

 

 

 

 

 

 

 

 

8.  Check off the required information. 

 

Uncheck dates you DO NOT 

want included in your absence. 

If you require a sub, you can select who you would like: 
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9.  Check off whether of not you contacted the sub directly.  If you check “No” the school 

office will be advised to contact them.  Fill out  information for the sub regarding the day

(s) requested.  (They will be able to access this information). 

10.  Indicate how you would like the sub to be paid. 

If you are paying for 

your sub using more 

than one method, 

indicate all that 

apply. 

Ensure all supporting 

documentation is 

scanned and emailed 

with your request, or 

you will be deducted 

for the sub cost and 

reimbursed when it 

comes in to our office. 
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9.  Review all of the details of your absence.  If changes are required, use the 

back arrow button.   

Once all details are correct, hit “Submit Absence” button at the top or 

bottom of the page. 
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10.  You will receive a Confirmation Receipt acknowledging that your absence has 

been sent for authorization. 
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11.  To check on the approval status of your leave, or to review all of your absences, 

go to “View or Change” under “My Absences”. 

12. Choose the absence you wish to view by clicking on the ID No. 

13.  The View/Change: Absence Details will tell you where your absence is at in the  

approval   process.  The absence shown below is waiting for the Supervisor/

Principal to approve it.   

14.  Once your leave has been approved/denied, you will receive an email advising you 

of it.  You can also view it online to ensure it has been processed (finalized). 


