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A T T E N D A N C E  M A N A G E M E N T  W E B  U S E R  

G U I D E  
 

  
 

Each day the Administrative Assistant will log into AMS Web and review the daily absences and 
replacements for each employee group.  They will review each absence/dispatch and make 
comments where appropriate.  

By Friday afternoon all entries and corrections should be complete for all the days of the week. 
When satisfied with the week’s information, the Principal/Vice Principal at the school will 
review and sign off on the information. 

 

 

Each Friday afternoon, using your network username and password, log into AMS Web. 
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Select the week you wish to review and authorize from the drop-down box.  A status indicator 
will appear next to each date.  The week ending date displayed will be the last unauthorized 
week and should be the current week. The week ending dates for the last 52 weeks plus the 
current week will appear in descending order and can be accessed by scrolling up and down 
through the list. A status indicator will appear next to each date – 'N' for Not Authorized or 'A' 
for Authorized.    

 

 

After choosing a week to authorize, a message box will pop up if comments have been made by 
clerks and have not yet been processed by the board office. The warning message will list all of 
the dates that have unprocessed comments. Warning messages will also appear if dates have 
not been reviewed at all, if the week has already been authorized, or if payroll processing has 
already begun. Click OK to continue once you have read any warnings. 

Below are samples of messages you may see: 
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Once the warning messages have been cleared, the Weekly Absence/Dispatch Authorization 
window will display all absences that occurred during the week selected. The date selected 
appears near the top of the window. 

  

 

 
You must review each entry for the week.  

 If you prefer to review the week in printed form, click on the “printer icon” at the top of 
each employee group.  This will generate a report for each group. 

 Please take care to ensure you have used the correct codes, particularly if there are 
different codes for absences which extend beyond a certain length of time. Hovering the 
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mouse over the code will display a description of the absence.  Examples include illness 
and bereavement/compassionate leaves. A revised list has been updated and is 
available on the website. 

 Each correct absence/replacement entry that has been reviewed by the Admin Assistant 
will be marked with a  to indicate that the entire entry including the time absent, 
replacement employee, replacement time and absence reason is correct.  This 
determines where the replacement gets expensed in your budget.  Hover the mouse 
over the code and a description will display. 

 Entries with an  next to them are entries your Admin Assistant marked on the daily 
absence/dispatch review screen as incorrect which the district office has not yet 
changed. The district office must correct these entries before the weekly records can be 
authorized. 

 If you notice any discrepancies, click the check box under the column marked with an.  
 

  
 

 Enter the reason why you are marking the entry as incorrect in the pop-up window (not 
the Extra Comments box). Provide as much information as possible. Click the “Accept” 
button when you have completed the entry. If you accidentally mark an absence or 
dispatch entry, you can uncheck the column.  Changes are not saved until “Submit 
Authorization” is clicked. 

 Sometimes it is necessary for the district office to make changes to historical records 
that have already been authorized. When this happens, the amended records will show 
up in red text during the current week-ending period indicating that re-authorization is 
required.  Check the box with a  
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 If additional information is required, comments can be added to the individual absences 
listed or in the “Extra Comments” box.  An example for the “Extra Comments” box might 
be an absent employee not listed.  Be sure to include all details such as first and last 
name, date, reason, hour or days, etc.  There is an “Extra Comments” box located at the 
end of the absence list for each employee group.  

 

 These comments must be processed by district office before the week can be 
authorized.  

 If any of the entries have been marked as incorrect, you will not be allowed to authorize 
this week until these records have been reviewed by district office. 

 If all records are correct and all comments have been processed by district office, scroll 
to the bottom of the page and click the “SUBMIT AUTHORIZATION” button to mark 
these records as being reviewed and ready for processing. Note this prompt will only 
appear if the records are correct and all comments have been processed. Once a week is 
authorized no further comments may be added. 
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 The following message window will appear indicating that your weekly authorization 
was successful. 

 

 

 If you wish to review another date, click on the web browser back arrow to get back to 
the date selection screen.  If you want to leave the application, log off and close your 
web browser window.  

 

EMAIL REMINDERS 

If you forget to review and authorize a week you'll receive an email reminder that will look like 
the following screen.  

 

It will include the week that needs to be reviewed. It is extremely important that the week be 
reviewed and authorized by end of the day on Friday. The information you are authorizing 
replaces weekly timesheets.  It is used by the Payroll Department to pay employees correctly.  
Ultimately these absences and replacements are expensed to your budget, so the accuracy of 
the information is crucial.   
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SAMPLE EMPLOYEE ABSENCE CALENDAR 

Click on the calendar icon beside the Employee name to generate a calendar of the previous 12 
months and the individual’s absences.  The dates are color coded with a chart at the bottom of 
the screen.  
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Using the scroll bar, you can see the absence dates listed below the calendar with the 
description and hours/days. 

 

 

 

 
 
 
 


