
 Employee
Absence Entry

Frontline Absence Management



Step 1 - Go to the VGSD website: www.vgsd.org
Select “Faculty” on the top menu bar, and click on “Absence/Sub Requests”

http://www.vgsd.org


Step 2: Click on the “click here” link.



Step 3: Sign in using your provided ID and PIN.



Step 4: Select the date(s) of your absence by clicking on the calendar.



Step 5: Use the “Absence Reason” dropdown box to select the reason for your absence.



Step 6: Using the “Time” dropdown box, select whether your absence will be a Full 
Day, Half Day, or Custom amount of time.



Step 7: Enter any notes to your supervisor regarding your absence in the 
text box.  (This step is optional.)



Step 8: Click on “Create Absence”.
 



Step 9: You will receive a confirmation number.  Click “Ok”.

Your absence is now entered, and will be submitted to your supervisor for approval.



Alternative Option for Scheduling Absences:
You can call in to schedule your absences:  1-866-KELLY-98   (1-866-535-5998)

They will ask which branch of Kelly Services VGSD is with - we are part of the 
Warren branch.  They will ask for the details of your absence and will enter it for 
you.


