
Sub Card for Substitutes 
1. Log in Frontline at https://veritime.aesoponline.com/ and go to Time & Attendance module.  

If you are in Absence Management module, you can switch to Time & Attendance module by 
selecting from the drop down menu on the top left of screen. 

 
2. On the Home page, go to Timesheet 

 

3. Choose the appropriate Date Range by select the calendar icon  

 
4. On the day of your substitution, a timesheet will be generated with the hour scheduled by the 

school 
Pay close attention to  

• The Date you worked on 
• The Building you worked at 
• Whom you subbed for 

 

 

https://veritime.aesoponline.com/


Contact the building secretary if 
• There is no timesheet in the week you work 
• There is a wrong detail about your job 

5. When confirm everything is correct 
i. Enter your actual work duration 
ii. Comment the hour with any additional needed information 
iii. Click Save Changes 

  
Note: Your actually duration does not necessary be the same with the duration generated by the 
system because you could work more or less than your initial schedule. 
 

6. Notice that the Total and Paid hour has change from 0.  
Click Submit to send your timesheet to the principal to approve.  

  



7. In Step 1 of 2, make sure you have select all the timesheet then click Continue. 
In Step 2 of 2, check the “I certify…” box and click Submit Timesheet 

 
 

8. Notice that status will change from Pending to Submitted 
If you need to make any change to your timesheet after submitting, click Undo Submission 

 
 
Note: If the principal has approved the timesheet, you CANNOT undo submission and change 
your timesheet. If you need to change your timesheet after it has been approved, contact the 
building secretary.  

 

 


