
Entering ADS record for  

TTOC covering X Block 

 

Because we don’t want teachers to be deducted any time for absences from X blocks, 

• the teacher needs to make arrangements for the TTOC to cover the X block then let you know 
• you need to go into the web portal and enter an absence  

o on behalf of XTRA TEACHER 
o for reason: X Block 

if you are doing this on the day of the absence or later you will not be able to choose the TTOC 
here (you’ll do it on the time sheet, which you need to modify anyway) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you get to the leave comment indicate which teacher the TTOC is in for. 

  



Then go into the time sheet to edit 

• in ABS details change the fte to .2 
• change box 4 to “Y” 
• make sure there is a note in the ABS Comments 
• add the TTOC if you weren’t able to in the web portal 
• if the TTOC was added in the web portal go into REP details to change the fte to .2 

 

 

 

 

 

 

 

 

 

 

 

 

• If the teacher lets you know at least a day ahead because she/he wants you to set the dispatch 
up to call out a TTOC, then instead of entering a TTOC, leave box 14 blank and hit the enter key 
repeatedly until you get past the date, then click SEARCH from the top menu and say “yes,” you 
want the system to call out.   Do NOT just set the absence to call out from the web portal 
because the fte will not be correct. 

 


