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Introduction

Welcome to SmartFindExpress!

The System Operator’s module of the SmartFindExpress system allows you to quickly and easily access
configuration, operations, and administrator features. You can interact with SmartFindExpress over the Internet or
over the telephone.

System Overview

SmartFindExpress is a technology solution that integrates database records with telephone Interactive Voice
Response (IVR) and Internet browser-based technology. It automates the absence entry process and the substitute
search and job assignment process. Telephone IVR and computer browser software (such as Internet Explorer or
Netscape), both communicate with SmartFindExpress to update database information. SmartFindExpress
automates the process of:

e  Reporting employee absences

e Selecting the most qualified substitute available

e Notifying and assigning substitutes to assignments

e Reporting on detail and statistical trends and unemployment information

e  Providing reports to administrators on absence status and absence assignments

e Recording assignment information and tracking the status through completion for record keeping and

management reports.

SmartFindExpress offers over one hundred parameter settings to meet your organization’s specific needs and can
be accessed 24 hours a day, 7 days a week via the telephone and Internet.

In SmartFindExpress, employees and administrators create absences. Administrators can create vacancies.

Vacancies and absences are referred to as jobs. Absences are jobs for which an employee is absent. A vacancy does
not have an absent employee, but a substitute is required at that location.

About this Guide

The order of this guide matches the organization of the main menu bar so you can quickly access the support and
reference information you need to perform administrative tasks.

This guide contains the following chapters:

Introduction provides an overview of the SmartFindExpress system and describes the organization of this guide
and the conventions used.

Getting Started provides information on system requirements, system access and password assistance, and
provides information on the features and functions on the Administrator home page.

Support for Additional Languages provides information for districts configured for more than one language on
setting up and voicing selection lists and completing information on system configuration screen.

Administrator Menu provides detailed information on configuring and using system administrator tools to
manage, monitor and maintain job, administrator, employee, and substitute information.
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System Operations Menu provides detailed information on importing/exporting profile information, obtaining
substitute availability information, using the System Activity log, performing global updates to substitute
information and on obtaining information of the days worked by an employee or substitute.

System Configuration Menu contains detailed information on adding, modifying and reporting on budget codes,
calendars, certifications, classifications, dates, locations, reasons and search rules.

Parameters Menu contains all of the procedures for setting district-wide configuration parameters, including
parameters for jobs, telephone, administrator, employee, substitute and system emails.

Telephone Menu provides information on configuring and monitoring telephone lines and on configuring
telephone voicing for system menus, locations, classifications, reasons and other system features.

Reports Menu provides access to the list of reports in the system that administrators can access, run and save
from one central location. It also provides access to saved reports and enables administrators to generate on-
demand reports on jobs, available substitutes and active substitutes for the current day for their location.

Configuring System Features to Limit Substitute Assignments describes how to use the In-House Filling, Substitute
Allocation Units, and Minimum Job Days features to limit substitute assignments at a location.

Configuring System Features to Limit Employee Absences describes how to use the Reason Balance and Maximum
Daily Absences features to limit employee absences.

How Substitutes Search for Available Jobs, describes the methods used on the IVR and Web to make jobs available
to substitutes. These processes utilize various parameter settings and lists, sub lists and levels to make jobs
available.

Appendix A contains descriptions for PRI error messages that can display in the System Activity Log.

In addition to the chapters in this guide, the following documents are also provided to system users as part of the
product documentation package:

e Import Layouts
e Export Layouts
e Data Dictionary (request only)
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Conventions Used in this Guide

To help you effectively use your documentation, this guide follows the conventions described in the following
topics.

Guide Identification

The top of every page displays a header that contains the title of the guide and the current chapter name and
section name.

The bottom of every page displays the publication month and year of the document.
Information Alerts
This guide uses “Notes” with the following format:
Note: This is a sample of a note. Notes provide information that will help you with the current task.
Typographical formats

The following text format identifies special information:

Italics Words in italics indicate action buttons such as Save, Continue, Return to List,
NEXT, and PREV.

Bold The name of commands and options are shown in bold. References to links
also appear in bold, for example, “and click the Start Date link.”
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Getting Started

This section provides information on system requirements, login methods, and password assistance and describes

the features and functions on the Administrator home page.
System Requirements
The minimum Internet Web Browser versions supported are:

=  Microsoft Internet Explorer version 7.0 or above

= Mozilla/Firefox version 3.5 or above

= Safari 3.0 or above

= Adobe Acrobat version 5.0

=  Adobe Flash Player version 8.0

Note: All must have the latest service packs installed.
Signing In

Open your Internet browser and access the SmartFindExpress site.

e €5Cchool

S SO LU I O

‘Welcome to SmartFindExpress <
=" SmartFindExpress*

enfrangais | en espanol

User ID

Password

i

Log-In Methods

SmartFindExpress offers several login methods for the Web and is also compatible with districts’ LDAP (Lightweight

Directory Access Protocol) implementations.

The following table provides information on the User ID and Password combinations that can be used to log into
SmartFindExpress. These log-in methods are available per district:

User ID Type Size Password Type Size Description
Access ID Numeric | 9 PIN Numeric | 9 Current numeric login method
Web User | Alpha/ 255 Web Alpha/ 255 Web User ID and password are stored in SFE
ID Numeric password Numeric
Web User | Alpha/ 255 PIN Numeric | 9 Web User ID and PIN are stored in SFE
ID Numeric
Web User | Alpha/ 255 LDAP SFEWeb | Web | Web User ID is stored in SFE. The password is
ID Numeric password login User | not stored. The password is validated against
ID the district’s LDAP server.
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NOTE: IVR login is always Access ID and PIN for all methods listed above. Importing and exporting will use Access
ID.

Access ID and PIN

e  Utilizes Access ID and PIN. The current system access method for users. There are no changes to this
method. This method is still required for IVR log-in and Web log-in.

Web User ID and Web Password

e  Utilizes a Web User ID and Web password. The alphanumeric Web User ID can be up to 255 characters.
The Web password can also be alphanumeric and up to 255 characters.

The Web User ID and Web password are stored on the user’s profile. The Web User ID
field must be unique. These fields are optional fields.

Web User ID and PIN

e Utilizes a Web User ID, up to 255 characters and the person’s PIN. The Web User ID is stored on the user’s
profile. The Web User ID field must be unique in SmartFindExpress for the district.

Administrators with access to profile information will have the ability to view users’ optional Web User IDs on web
pages and reports.

NOTE: There is a delimited import format for Web User IDs and password (LDAP would not use the
password field on the import). For more information on this import format, refer to the Imports document.

LDAP

SmartFindExpress Web login can work with districts’ LDAP implementations. LDAP is a standard protocol used to
control and grant user access to applications. The common elements in LDAP are a unique (distinguished)
alphanumeric username and password for each user. In an LDAP environment, users can use the same User ID and
password for multiple applications.

SmartFindExpress stores the user’s LDAP Web User ID. The password is not stored. When the user enters their
User ID and Password on the sign-in page, the User ID and Password are validated against the district’s LDAP
server.

LDAP Login
User ID Type Size Password Type
Web User ID Alpha/ 255 LDAP SFE Web log in
Numeric password
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Password/PIN Reminders

A “Trouble signing in?” link is located on the Sign In page to support users who have forgotten their password or
PIN. When this link is selected, the system displays the “Trouble signing in?” page. SmartFindExpress can send PIN
and Web Password reminders, but not LDAP password reminders because that information resides only on the
district’s LDAP server. If a user enters a Web User ID and the district has LDAP implemented, the system will return
an error message that the password cannot be provided and that the user should contact their system
administrator for assistance.

NOTE: You must be registered with the system to use this option.

ey €5Cho0l

SOLUTIONS

S SmartFindExpress

Please enter your User ID and the security code shown helow.
Your password will be sent to the email address on your profile.

*User D:

RN 242368

| Submit | Back |

*Far security, please enter
the code shown above:

The User ID and the security code being displayed must be entered on this page.
To exit from this page, select the Back button.

If the submitted information is valid, the system sends the user an email containing their password. This
information will enable the user to successfully log into SmartFindExpress. The email is sent to the email address in
the user’s profile.

If the submitted information is invalid, the system returns an error message.
Language Selection

SmartFindExpress Web and IVR functions are offered in three languages: English, Spanish and French (Canadian).
The system supports the ability to have one, two, or all three languages enabled at the same time. Languages are

configured as part of system set up to establish a default language for your district and to load the correct voice
files.

If your district is configured for more than one language, the Sign In page is initially displayed in your district’s
default language. All users will be able to select another (configured) language on the Sign In page. When you
select the desired language link, en francais, en espanol, or en englais, the Sign In screen is immediately refreshed
in that language. All screens are displayed in that selected language after the user successfully logs in. The
language choice must be made before clicking the Submit button.
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Behavior of drop-down lists once the language choice is made:

e Those that come with the system, such as search criteria and list types will display in the
language selected at log in.

e Those that are defined by the district, such as classifications and locations, will display in the
language in which they were entered and saved in (these will not be translated by the system
to display in a different language).

e  System Activity Log:

System activity log entries will display in English, regardless of the selected language.

Privacy and Terms of Use Statements (ASP Service Customers only)

If your district uses SmartFindExpress as a service from eSchool Solutions, the system will require all existing and
new users to view and acknowledge acceptance of the legal “Terms of Use” policy. This action is only required the
first time a user accesses the system, or if any revisions are made to the policy. The “Terms of Use” policy may be

viewed from any page in the system.

The Privacy policy explains the data collection and use practices of eSchool Solutions. It can be viewed from any

page in the system. Users will be alerted if any revisions are made to this policy.

System Administrator Home Page

The System Administrator home page provides access to administrator features and commands, announcements,
and the administrator dashboard (if this feature is enabled).

5% School

SmartFindExpress

System Cparations ~  Syster Canfiguration +

—

Todayis May 31,

[ Thore are 4 pending requests for ibsence Aporoals

Today's Jobs: 15312013

Total Jobz a
Ho Sub Required a
Filled (]
NotFilled 0

os

Fill Rate 0

Total vs Filled Jobs
057257013+ 08712013

s, Gz,
2 2

= Total Jabs = Filed

System Administrator Menu Bar

The main menu bar on the home page displays the system options available to system administrators. Most of the
options are associated with a pull-down menu. The menu bar with the Profile, Help and Sign Out options is
standard in SmartFindExpress and appears in each SmartFindExpress module. The following table lists the items
that can be accessed from each option on the menu bar:
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Menu Option

Description

Administrator

Contains the following options: Announcements, Create Absence,
Create Vacancy, Daily Job Count, Job Inquiry/Reports, Location Balances,
Priority Lists, Profile Inquiry/Reports, Profile New and Absence Approval

System Operations

Contains the following options: Import/Export, Substitute Availability,
System Activity Log, Tools and # Days Worked

System Configuration

Contains the following options: Budget Codes, Calendar, Certifications,
Classification Profiles, Classification Groups, Dates, Location Profiles,
Location Groups, Reasons, Reason Menu and Search Rules

Parameters Contains the following options: Configuration, General, Jobs,
Telephone, Administrator, Employee, Substitute and Email

Telephone Contains the following options: Telephone Lines, Telephone Monitor,
and Telephone Voicing

Reports Contains the following options: Report List, My Saved Reports and quick
links for the Today’s Jobs, Today’s Available Substitutes and Active
Substitutes: Schedule/Unavailability reports.

Profile Contains the following options: Profile Information, Update Email and
Change Password

Help Contains the following options: system How-to videos and the

Administrator Quickstart User Guide.

Sign Out Command

Select to end the session and disconnect. Selecting the browser's Back
button or going to another site on the Internet does not disconnect the
session. To ensure security and privacy of information, sign out and
disconnect, or close the browser when finished with your session.

The Select Role Feature

Administrators can have dual roles in the system. An administrator can be an employee and/or a substitute as well.

A Select Role option will appear on the home page of administrators that have multiple roles in the system. The

Select Role feature enables administrators to easily toggle between their roles to complete tasks. No need to log in
and out of the system. When a role is selected, the system displays the home page for that role.

Profile = Help = Sign Out

Select Role: J}JAdministrﬂtur ! Employee ‘&:‘l Substitute
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Graphical Dashboard View

If the administrator profile has “View Job Information” permission enabled, the home page will automatically

display with a graphical dashboard view. The dashboard view provides system operators with a quick-read on key

job data for their authorized location(s).

[N Jobs: Day of Week, Reason

Today's Jobs: 11/01/2010

Total Jobs
Mo Sub Required
Filled
Mot Filled
Fill Rate 0.

o ocooao

Refresh Chart

Total vs Filled Jobs
10/26/2010 - 11/08/2010
1.00 L]

Mumber of Jobs
=
o
=

in %2

& Total Jobs & Filled

The dashboard presents job data in easy-to-read charts and graphs. The Change View link on the homepage
dashboard can be selected to display a different graphic: Most Frequent Reasons by Day of Week.

Dashboard View: Today’s Jobs

The default home page view displays two sets of job data:

e  Today’s job statistics
e Last week’s and future week’s view of total jobs vs. filled jobs.
Today’s Jobs:

This is a table view on the dashboard that shows the following statistics for the current date:
Note: Jobs = Absences + Vacancies.

e  Total jobs (includes NSR, Filled & Unfilled jobs)
e  No Sub required jobs

e  Filled jobs

e Unfilled jobs

e  Current fill rate (100% - Unfilled rate=fill rate)

Total vs. Filled Jobs

This is a 2-week graphic of total and filled jobs (absences + vacancies). The 2-week period includes 1 week prior
and 1 week forward from the current date:

e  Total number of jobs for the current date, plus 6 days prior and 7 days after
e  Filled jobs for the same time period

Note: Dates that have no jobs are not displayed on the graph (i.e., weekends and holidays).
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Dashboard View: Most Frequent Reasons by Day of Week

The “Most Frequent Reasons by Day of Week” graph is accessed by clicking the Change View link on the default
homepage dashboard. This view provides a graphic plus a table of data showing the most frequent reasons for jobs
by day of week. Only the most frequent reasons are graphed to keep the visual display meaningful.

A unique color is used for each reason name graphed. The numbers that display across the top of the graph
represent the total jobs graphed in the group of most frequent reasons.

The default view is for the current week and for “All Classification Groups.” A week is defined as Sunday through
Saturday with the dates populated in the From/To Date fields. The default Classification Group is “All.”

[SIEVLEWEN Today's Jobs

From To Classification Group
10/11/2010 | [10r1572010 |= Al Classification Groups =l
(Do (oo

Refresh Chart

Most Frequent Reasons by Day of Week
10/11/2010 - 10/15/2010 / All Classification Groups
0.00 0.25 0.50 0.75 1.00 1.25 1.50 1.75 2.00 2.25 2.50 2.75 3.00

Menday

Tuesday

Wednesday

Thursday

1

= FNLA ® Sick Leave = Training__ Non-Contract

Table of All Reasons by Day of Week
Monday Tuesday Wednesday Thursday Friday
FRILA 1 1 1 1 1

Nen-Contract 0 0 0 0 1

Sick Leave 1 0 1 2 0

To update the graph, change the date range and/or Classification Group and then click the Refresh Chart button. If
there are no jobs for a specific day of the week (i.e., Sunday, Saturday) there is no display on the chart. To switch
from this view back to the original dashboard view, the Change View link can be selected.

How Reasons are displayed in the Legend

In the legend box, reason names are displayed in ascending alphabetical order by day of week. If reasons other
than those in Monday’s list are added after Monday, these reasons are added after the list of Monday items in
ascending alphabetical order by day of the week.
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Administrator Home Page

The administrator home page provides access to site administrator features and system commands,
announcements, and the administrator dashboard (if this feature is enabled).

Profie > Malp = Sign out

o) €5chool

manfindExpress'

Mome  pmeismeio v SysiemCpersins > | SysenConsgursion v | Psneirs v Teephans v fepons v Stamp

Todyis May 31, 20 ™~ tarkayis 0

re are 4 pending requests for Abzence Aparevals

Administrator Menu Bar

The main menu bar on the home page displays the system options available to administrators. The options are
associated with a pull-down menu. The menu bar with the Profile, Help and Sign Out options is standard in
SmartFindExpress and appears in each SmartFindExpress module. The following table lists the items that can be
accessed from each option on the menu bar:

Menu Option

Description

Administrator

Contains the following options: Announcements, Create Absence, Create Vacancy, Daily
Job Count, Job Inquiry/Reports, Location Balances, Priority Lists, Profile Inquiry/Reports,
Profile New and Absence Approval

Reports Contains the following options: Report List, My Saved Reports and quick links for the
Today’s Jobs, Today’s Available Substitutes and Active Substitutes:
Schedule/Unavailability reports.

Profile Contains the following options: Profile Information, Update Email and Change Password

Help Contains the following options: system How-to videos and the Administrator Quickstart

User Guide.

Sign Out Command

Select to end the session and disconnect. Selecting the browser's Back button or going to
another site on the Internet does not disconnect the session. To ensure security and
privacy of information, sign out and disconnect, or close the browser when finished with
your session.

Refer to the System Administrator Home Page section for information on using the Select Role feature and
administrator Dashboard.
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Announcements

Upon login, the home page displays a welcome message and any general announcements. You can set up
announcements to display on the administrator, substitute, and employee home page.

Performing Search Queries

The system performs the following search queries:

e  Employee name search
e  Priority List search
e  Substitute searches for the classification, general classification, general, and other substitute lists.

Name Lookup search queries utilize “starts with” processing. This query can be submitted from the Profile Inquiry,
Create Absence/Vacancy, Job Inquiry, Job Modify, and Priority List search pages.

Example: Search by last name:

The last name of ‘Rose’ is entered in the Last Name field. The Results list will contain names that begin with ‘Rose,’
in ascending alphabetical order by last name and first name.

Search results:
Rose, Abby
Rose, Brian
Rose, Todd

Rose Arnette, Sophia
Roseblue, Larry

Rosecrantz, Taylor
Rosen, Samuel

Displaying Locations

The display of the Location field throughout the system is based on the parameter, “Search Locations by Name
Lookup.” Either a location pull-down menu or the Location Search button will be visible on screens.

Location pull-down menu

The location pull-down menu lists all of your authorized locations/location groups.

Mew Location

Code MName

Locations -~

ADMIN LOCATION 939990 959930

CEMTRAL HIGH SCHOOL 103033
COLUMBUS MIDDLE SCHOOL 202022
EASTERIDGE MIDDLE SCHOOL 302022
HILLEIDE MIDDLE SCHOOL 102022

LAKE DRIVE ELEMENTARY 301011
LIMCOLN HIGH SCHOOL 203033
MORTHSIDE HIGH SCHOOL 303033 b
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Location Search button

Some screens may contain a location search button. On these screens, you can enter the location code, if known,
or click the Location Search button to search for a location by name.

Location: |:| Location Search

When you click the Location Search button, the Location Search screen is displayed. Enter the name or partial
name of the location and then click Search. The results of your location search are displayed. Click on the Code link
to review information on the location.

Enter Location Mame [or partial name), then press Search

Location: ||:-riar |

Locstion Search Results

Ore tem found.
1

Code = Mame

043 BRIARMEADOWS CHARTER
One tem found.

1

Drop-down List Search

Multiple-character navigation has been added to all district-defined drop-down lists. System drop-down lists for
Reasons, Locations and Classifications for example, can be very lengthy. Multiple-character navigation provides
users with the ability to type multiple characters in a drop-down list field to quickly search and locate items.

Note: Fields that allow for multiple selections from the list do not include this dropdown
(i.e., adding classifications to a Substitute profile).

Using Multiple-Character Navigation

behavior

The following example illustrates how multiple-character navigation works. In this example, the user is searching
for item M169 to enter into the Location Group field.

Sample drop-down list:

035 and all sub-locations
M079 and all sub-locations
M0%4 and all sub-locations
M138 and all sub-locations
M162 and all sub-locations
M169 and all sub-locations
1M226 and all sub-locations
M401 and all sub-locations
M501 and all sub-locations
M721 and all sub-locations
M751 and all sub-locations
M811 and all sub-locations
IM844 and all sub-locations .
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User Input and result:

Field input

Result

User types M

Drop-down list displays the first item in the list that begins
with M,--M035 and displays the remaining items that begin
with M under it

User types 1

Drop-down list displays M138 in cursor focus, with remaining
M1 items listed after it

User types 6 Drop-down list displays M162 in cursor focus, with remaining
M1 items listed after it
User types 9 Drop-down list displays M169 in cursor focus. M169 is

displayed in the field for the final selection

The highlighted item in the list can be selected for input using the Tab or Enter key.

To navigate to another point in the list, backspace to clear entries from the search field.

Creating Reports

You can create formatted reports if you have the Adobe Acrobat Reader installed on your computer. Reports are
previewed in Adobe Acrobat Reader. SmartFindExpress screens that allow the creation of a report have a

LN T Ta e button the screen.

The Adobe reader toolbar includes the following options. Position the mouse over an icon without
movement to display the tool tips or help information.

Exiting the Adobe Acrobat Reader

The Adobe Acrobat reader may open a second window to display the report. This is dependent on which browser

you are using. If you have a separate window that is displaying the report, close the window. If the report is

displaying within the browser window, press the browser’s Back button.
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Support for Additional Languages

SmartFindExpress Web and IVR functions are offered in three languages: English, Spanish and French. If your
district is configured for more than one language, a separate selection list for each language can be created.
Selection lists are the choices contained in dropdown lists on the web and voiced lists on the IVR, such as the list of
absence/vacancy reasons. The web drop-down lists are entered through the System Configuration menu in
SmartFindExpress and the voiced lists are recorded through the SmartFindExpress IVR.

Selection Lists

Each language enabled in the system can have a separate selection list:

e  SmartFindExpress Web: Drop-down lists are presented in the language selected by the user when the
user logged into the system (referred to as the 'session’ language).
e SmartFindExpress IVR: Voiced lists are played to the user in the language selected in their system profile.

NOTE: If separate lists are not defined, the lists for the district’s default language will be used.

Web:
Drop-down lists for the SmartFindExpress Web can be defined for each language for the following system data:

e  Budget code (field label)
e  Calendar names

e  Certifications

e  (lassifications

e  (lassification Groups

. Dates

° Locations

e  Location Groups

° Reasons

System reports for the entities listed above will also display multiple languages, if defined.

IVR:

Voiced selection lists for the IVR can be defined for each language for the following system data:

e (Calendar names

e  (lassifications

° Locations

e Absence/Vacancy Reasons
e  Decline Reasons
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Labels for Multiple Languages

If a district is configured for multiple languages, System Configuration pages associated with adding, modifying or

deleting reference data will include labels for additional languages.

The Name field on new/modify pages will contain labels for multiple languages if a district uses more than one
language. The district default language will top the list of languages displayed and is further identified by an

asterisk next to the language abbreviation.

New Classification
* Code:

Classifications

T MName:

| = Eny

| &n

| €9

*Search Type
Pay Rate.

= Work Unit:

*Long term jok: I:l units

L ]
I
I
I
Search Rule: l:
1
I

* Start Callout: I:l minutes hefore job starttime
I:l minutes
Hote: For Sub Allocation Units (SAU} and reporting.

Hote: Excludes long term jobs from In-House Filling Capacity (IFC},
Sub Allocation Units (SAU) and Minimum Job Duration (MJD) rules.

Minimum Job Duration (MJD)

*Assign a sub after: l:l
L]

*wWork day length

days

minutes

Daily work schedule

Maxirnurm walue to repaort:

Applies after working.

L]
Unpaid break: El minutes
b ]

minutes

minutes

Return To List

Note: New classifications must be voiced

The optional display of ‘Name’ field labels is shown on the following screens:

e  Classifications

e  (lassification Groups

e Calendar

° Date

e  Certification

e  Llocation Group

e  Location Profile

e  Absence/Vacancy Reasons
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Administrator Menu

The Administrator menu provides quick access to the tools you need to manage job, administrator, employee, and
substitute information for your location(s). As an administrator, you can enter absences for employees, create
vacancies, and review job information for your authorized location(s). You can also manage priority lists, create
announcements, and view and update profile information. The following table provides a brief description of the
features available from the Administrator menu.

Feature

Description

Announcements

Create and access announcements for your authorized location.

Create Absence

Enter an absence for an employee. Employees should be encouraged
to enter their own absences, but there may be times when an
employee is unable to perform this task.

Create Vacancy

Report vacancies by entering vacancy information, confirming the
vacancy, and obtaining the job number.

Daily Job Count

Obtain the number of jobs per day for a selected reason and location.

Job Inquiry/Reports

Search for job detail information, print various job reports, and export
job information.

Location Balances

View the allocation and remaining balances for location restrictions.
Substitute allocation units and in-house filling restrictions limit
substitutes that can be used for a given period at your location.

Priority Lists

Create and use Priority Lists in order to control the order in which
substitutes are called.

Profile
Inquiry/Reports

Search, review, modify, print, and export information on groups of
employees, substitutes, and administrators. Create reports based on
search results. Note: Only system operators can access administrator
profiles.

Profile New

Create profiles with one or multiple roles: administrator, employee,
and substitute. It is recommended that a profile be created for each
person that will access the system. Note: Only system operators can
create administrator profiles.

Absence Approval

Some absence reasons can be configured to require administrator
approval before the absence can occur. The Absence Approval option
provides access to absence approval requests, historical information on
approval requests and enables administrators to approve/deny
requests, search for requests and create Absence Approval reports.
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Announcements
Overview

Operators and Administrators can access announcements for their authorized locations if their profile allows
access to this menu item. Only operators can view and modify announcements for administrators, employees,
substitutes, the welcome screen, and “all users” messages.

If there is a language choice, announcements are applicable only to the language you have selected.
Administrators can view and modify announcements for their authorized locations.

The Sign-In screen displays a welcome message and “All Users” announcements. Separate announcements are
available for administrators, employees, and substitutes and display by clicking the Home tab for each type of
personnel accessing the system. The home tab is the default screen that personnel view when successfully logging
into the system.

When announcements are modified, the operator should review those changes by exiting the system and then
signing in again. Clicking the Home link displays all announcements for administrators, employees, and substitutes.

The administrator or operator, in addition to creating the announcement on the Web, must voice telephone
announcements. Announcements are played on the telephone when the system calls substitutes and when
personnel call the system. The telephone plays announcements as follows:

On substitute call-out:

= After the PIN is entered, the “all users” message and the substitute message are played.
= Location and location group announcements are played for the job’s location.

When personnel call in:

= After the PIN is entered, the “all users” message is played.

= |f an active administrator, the administrator message will play. Any location or location group
announcements are played.

= |fan active employee, the employee message will play. Any location or location group announcements are
played.

= |f an active substitute, the substitute message will play. When reviewing or searching for available jobs,
announcements for the job’s location are played.

Using the Announcements Screen

This screen allows you to view, add, modify, or delete announcements. The list of announcements is displayed
when you access the screen. Another way to display all announcements is to leave the fields on the screen blank
and click Search. To display a specific type of announcement, choose the search criteria and click Search.

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 24



SmartFindExpress System Administrator User Guide

Release 2.5

Announcements

Administrator Menu

Search Criteria

Type: |Location _= |

Loeation:
Language: ;I
Records Per Page: | RO ;I
| search | New |
Announcement List
2 item= found, dizplaying all tems.
1
Delete | Type Location Language ~  Announcernent
[T Location Al Locations English Flease update ...
I Location ADELPHIELEW  Englizh IF ¥OU CANCEL ¥OUR ASSIGNMENT THE RORNI.....
2 item= found, dizplaying all tems.
1

Adding Announcements

On the Announcements screen, click New. The New Announcement screen is displayed.
Complete the announcement settings and click Save to add the announcement.

Field Name

Type

Location

Language

Announcement

MNews Announcemert

Twpe: | Location _x |
Location Location Search
Languaga: -

Announcement:

| save | Return TaList

Description

The pull-down menu lists the types of announcements that you can create. The
types are: Welcome, All Users, Substitute, Employee, Administrator, and Location.

Note: Administrators will only be able to select Location announcements. Operators
can select any announcement.

When "Location" is selected as the “Type,” the location field displays on the screen.
The location pull-down menu lists all the locations and location groups for which the
announcement message is authorized.

The pull-down menu lists the languages that are enabled for your system. The
default language is the language set up at login. The options are English, French, and
Spanish.

Type in the message you want to display. Carriage returns can be used when
entering the text to start a new line. HTML tags can be used to create bold,
underline, and italics text. Some examples are:

<i> start italics </i> end italics
<b> start bold </b> end bold
<u> start underline </u> end underline

<a href="http://www.eschoolsolutions.com" target="_new">eSchool Solutions</a>
(To enter a hyperlink that will launch in a new window)
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Modifying or Deleting Announcements
You can modify and delete announcements.
To modify announcements:

On the Announcements screen, click the Type link in the list for the announcement you want to modify. The
Modify Announcement screen is displayed. Update the desired fields and click Save.

todify Announce ment
Twpe: | Location vI

Location: | All Locations  [ETETTIETHTTE ]

Language: |English = I
Pleasze update your email address within your profile to receive important messages
regarding wour assigmments and to recover your PIN wia the web.

Announcement:

m Return To List

To delete announcements:

On the Announcements screen, click the deletion box next to the announcement(s) you want to remove and then

click Delete.
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Create Absence
Overview

There are two options to creating a job: creating an absence and creating a vacancy. An absence is a job where an
employee is away from their work location. A vacancy is a job for which no employee is absent, but a substitute is
needed.

Parameter settings determine if an absence can be entered when a substitute is not required. This allows the
system to be used for both tracking of employee benefits (sick days, vacation days, salary, etc.) and finding and
paying substitutes. Parameter settings also determine if administrators can report vacancies.

Job information includes the absence information associated with the employee, or vacancy information and the
assignment information associated with the substitute. Employees are the only system users who can be absent.
Substitutes are the only system users who can be assigned to an absence or vacancy. A substitute is assigned for
the duration of the job.

Job Numbers

A job number is generated upon entry of the absence or vacancy. This same job number is provided to the
substitute upon acceptance of the job. The job number serves as confirmation for successful entry and acceptance
of a job. The job number is not heard on the telephone or displayed on the Web until all required information is
entered.

When creating a job, the job number notifies the creator of the successful entry of the job.
This same job number plays to callers reviewing job information for that absence or vacancy.

During substitute and employee training, the importance of obtaining a job number should be emphasized. If the
job number is not obtained, the absence has not been recorded, or the substitute has not been assigned to the
job.
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Job Statuses

As jobs are processed, a status is displayed that indicates the current condition of that job. A job's status

determines what job information can be modified and what actions can be performed on that job. The following

table provides a description of status and subsidiary status conditions that can apply to a job.

Status

Description

Open

Open jobs are jobs that occur today, or in the future, and are not filled, meaning that a
substitute is required and no substitute is assigned yet. The primary function of the
system in the morning is to make calls on open jobs for that day.

Active

Active jobs are jobs that occur today, or in the future and have a substitute assigned. No
substitute required jobs are considered active because no further action must be taken by
the system.

A job can change from active to open status if a substitute’s assignment to the job is
cancelled and another substitute is not immediately assigned to that job.

Finished

Finished jobs are jobs that occurred in the past. A job becomes finished when the end
time of the job is reached or if the parameter, “Delayed time to Finished Jobs” has a time
and that time has been reached.

Finished jobs display as one segment or record for each workday included in the absence,
while Open and Active jobs display one record for the absence period. Each segment will
have the same start and end date. For example, an absence three days in length will
display in three finished records once completed.

Note: Different segments of the same job may have different assigned substitutes,
different reasons, and/or different budget codes. Some segments of a given job may be
assigned to substitutes, while others are not. This situation will only occur if changes have
been made to finished jobs.

Finished jobs are saved in the database until the number of days indicated on the
Parameters - Configuration tab. (Generally, a year or more.)

Cancelled

Cancelled jobs are jobs that no longer need to be on the system. Cancelled jobs can be
past, present, or future jobs.

One reason to cancel the job is if an absence does not need to be reported, such as a
cancelled or postponed workshop or conference the employee was scheduled to be
absent from work to attend. Employees, administrators, and operators can cancel jobs.

Note: Cancelled jobs are different from cancelled assignments. A cancelled assignment is a
record of a substitute who accepted or was assigned to a job, but cancelled and is no
longer working the job. Substitutes cannot cancel jobs.

Cancelled jobs are saved in the database until the number of days indicated on the
Parameters - Configuration tab.

Verified

Only finished jobs can be verified. Once a job is verified, an administrator can no longer
modify it and any changes to the verified job will have to be made by the system operator.

Stopped

Operators or administrators can stop open jobs for callout. Once they are stopped, there
will be no further calls to substitutes and substitutes cannot call or log in and accept the
job.
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Subsidiary Description

Status

Open A substitute is not assigned to the job. It is awaiting callout.

Not Filled The system has reached the end of the search rule for the classification of
the job and no substitute is assigned; no further calls will be made for this
job until callout begins or the administrator reopens the job.

Web Substitute A substitute on the Web searched for available jobs and accepted this job.

Search

IVR Substitute A substitute on the IVR searched for available jobs and accepted this job.

Search

NSR - Filled In- The system could not assign a substitute to this job because of the “In-

House House Filling Capacity” for the absent employee’s location. The job will be

filled using in-house personnel instead of a substitute.

NSR — Exceeded
Sub Allocation

The system could not assign a substitute to this job because the Substitute
Allocation Units for the absent employee’s location have been exhausted
during the period of the absence.

NSR —Minimum The system could not assign a substitute to this absence due to the

Job Days “Minimum Job Days” setting for the absent employee’s classification; the
length of the job was not long enough to justify having a substitute for this
position.

NSR —-User The system could not assign a substitute to this job because the employee

Request has indicated that a substitute is not required for the job.

NSR —No Sub The system could not assign a substitute to this job because of the “No

Allowed Sub Allowed” setting for the absent employee’s classification.

NSR — No Sub The system could not assign a substitute to this job because the days were

Required Day

setup in the calendar as “no substitute required days.”

Admin Assigned

The administrator has assigned the job to a substitute from the job
modification screen.

IVR - Assigned

A substitute has been assigned the job when the IVR called to offer them
the job.

IVR — Answering

The system has left the job assignment on a substitute’s answering

Machine machine.

Prearranged The system will not contact any substitutes for this job; a substitute was
assigned when the job was created.

Auto Assign The job was filled from the automatic assignment list for the location and

classification of the job.
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Specifying a Substitute

When a substitute is required, options on the Parameters — Jobs tab and Parameters — Administrator tab
determine how and when a substitute can be specified. The following table lists the parameters that impact this
process.

Option Description

Check Daily Availability If this parameter is enabled on the Parameters — Jobs tab and a
substitute is required, the profile of the requested substitute is checked
by the system to see if that substitute is available for the job. The system
checks the substitute’s profile and prevents the substitute from being
requested if unavailable. If the substitute is unavailable, the system
indicates that the substitute cannot be requested because the substitute
is unavailable during the time of the job.

Check the Do Not Use List | If this parameter is enabled on the Parameters — Jobs tab and a
substitute is required, the Do Not Use list is checked when a substitute is
specified. This applies to job creation by an employee, administrator, or
operator. The system checks the Do Not Use list and prevents the caller
from requesting a substitute that is on a location’s Do Not Use list.

Check if Registered If this parameter is enabled on the Parameters — Jobs tab and a
substitute is required, a substitute can be specified only if registered in
the system. If the substitute is not registered, they cannot be specified.

Allow only if job It you are an administrator and this option is enabled on the Parameters
classification is in profile —Jobs tab, only substitutes who have this classification in their profile
are displayed on the list.

Allow only if job location It you are an administrator and this option is enabled on the Parameters
is in profile — Jobs tab, only substitutes who have this location in their profile are
displayed on the list.

Allow specifying a If you are an administrator, and this option is enabled on the Parameters
substitute by name — Administrator tab, the Name Lookup button will be visible for you to
search for substitutes by name. Search results display substitute name,
access ID, call back number, registration and certification status, and
indicates if the substitute is willing to work at this location for this
classification.
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When a substitute is specified, the system always performs the following checks:

e |s substitute?
e |s active?
e Is not expired?

e |s not already assigned?
e |s available for new jobs?

e Substitute work units are not exceeded?

The Job Override Function

There are conditions when an absence cannot be created as entered. When this occurs, the administrator or
operator can use the job override function to create the absence as entered.

The job override function is always available for operators. It is only available for an administrator if the Allow Job
Overrides option is checked on their profile. If, in creating the absence, the system determines that a job override
is required to create the absence, a message displays under the screen title informing you that the absence could
not be created and the reason why it could not be created. You have the option of clicking the Override or “Yes”
button to create the absence, or making corrections to the absence information. The following table describes the
reasons why an override may be required to create an absence.

Reason for Override

Description

The job will be created as
No Substitute Required

= In-house filling capacity (IFC) is not met.
= Minimum job days (MJD) are not met.
= Substitute allocation units (SAU) are exceeded.

The job will be created as
Auto Assigned

= An automatic substitute is available.

The Specified Substitute
cannot be assigned

= The substitute does not have the location in their profile.

=  The substitute does not have the classification in their profile.
= The substitute is not registered.

= The substitute is temporarily unavailable.

= The substitute is not available for new jobs.

= The substitute does not have daily availability for the job.

Note: Validations are performed for the specified substitute based on
setting on the Parameters — Job tab.

The job will not be created
due to Max Absences

The reason has exceeded the location’s limit on the number of absences
that can be reported on any day.

The job will not be created
due to Reason Balances

The reason balance for this employee and absence reason is at zero.
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Using the Create Absence Screens

Employees should be encouraged to enter their own absences. However, there may be times when an employee is
unable to do so. The administrator for the employee’s location may enter the absence on their behalf. The system
operator may also enter the absence.

There are three major steps to creating a job:

e Selecting the employee
e Entering absence information
e Confirming the absence and obtaining the job number.

Selecting the Employee

Select the employee to be absent by clicking the Create Absence link. The Employee Search screen is displayed.
Enter the employee’s Access ID or click Name Lookup to search for the employee by name.

Creste an Ab=ence for an Employee by pressing 'Name Lookup' OR entering 10

If you enter the employee’s Access ID and click Continue, the Create Absence screen is displayed.

If you click Name Lookup to search for an employee by name, the Employee Name Lookup screen displays. The
easiest search method is to enter the first few letters of the employee’s last name. Names in the database must
contain the characters entered and do not have to start with the characters entered.

Employee Name Lookup

Enter Name [or partial name), then press Search

Last Hame: | | ® Begins with ' Contains
First Hame: | | « Begins with ' Contains
Records Per Page: (B0 =

After entering the name, click Search. The name lookup results are displayed. Click on the Name link of the absent
employee.

Ertter Name [or partizl name], then press Search

Lastame: [s | @ Begins with  Contains

First Hame: | | ® Beginswith ' contains
Records PerPage: |10 =
Mame Lookup Results
Marme Ancess 1O Location Classification Status
SAMVEDRA, Tik 31441 HARTSFIELD EL ELEM-BILING KINDER Puetive
SABOTIMN, DAMIEL 11536 FRAMCIS SCOTT KEY ELEMENT SEC ENGLIEH Betive
SACHE, GREGORY 14842 KETELSEM EL SEC PE-GIRLS Betive
SACK, CAVON 10153 FONDREMN MIDDLE SEC SCI1BIO,CHM,GED Auctive

The Create Absence screen displays with employee information populated. Proceed with this process until a job
number is created.
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Completing the Create Job Form

The Create Absence screen automatically displays the weekly schedule and job start and end times for the
employee. When a different selection is made for the location and/or classification, the schedule information
automatically updates to show the work schedule for that location/classification.

Work schedule information for the absence can be modified by checking or un-checking the work days and by
entering different job start and end times. Each workday can have a different schedule. The system supports
flexible work schedules.

If separate Absence and Substitute times are used, Start/End Time fields will display for both sets of times. When
there are separate times for Absence and Substitute, a time modification to Absence Start Time will automatically
reflect on Substitute Start Time. Similarly, a time modification on Absence End Time will automatically reflect on
Substitute End Time. Substitute times can be modified to different times.

Note: If Unpaid Break periods are set up for any classifications, Unpaid Break fields will appear after
the start/end times fields for those classifications with defined unpaid break periods.

Complete the absence information and then click Continue. If all information is entered correctly, the Create
Absence Confirmation screen is displayed. If any errors are encountered, a system message displays and you are
prompted to make corrections.

Create Absence.
Absence Information
To compiete this absence, press Continue and proceed until a job number is assigned.
410 Jack, Mike
22 TestLocation 939399 -

Classificaion
Reason
Budget Code

15 3 Substiute required?

Ats

777 sick

@ves C o

Manday
Tuesday
Wednesday
Thursday

Friday

Start

Dates l08/01/2012

nd &nd at the same time, rem

Absence

Start Time

Weekly Schedule  (hemm am)

P [0730AM
P [0730AM
P o730AM
P o730AM
F 0730 AM

End Time
{hhzmm am)
04:00 PM
04:00 PM
04:00 PM
04:00 PM
t00PM

End

T o002

k™ the day(s) fron

Substte

Start Time
fhbmm am)
0730 AM
0730 AM
D730 AM
0730 AM
07:30 AM

End Time
{hhzmm am)
04:00 PM
04:00 PM
04:00 PM
04:00 PM
t00PM

Substitute
Specify a Substiute? 10

titute has accepted this

cepted mis job?. O Yes

Continue | Reset

n the weekly schedule,

nd does not need to be contacted, press YES,

Substvte insiuctions
= wasimum Choracters~100)
Fila Aftachments: Browse__ | (maximum tie size-5121)
Admiistrator
Camments J
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Field Name Description
Employee The absent employee’s name and Access ID.
Location Location is a pull-down menu. The employee’s primary location is displayed.

Classification

Reason

Budget Code

Note: If the employee has multiple locations or classifications on their profile, and
the absence is being reported for a different location or classification other than the
primary location or classification, use the appropriate pull-down menu to change the
location and/or classification of the job. Only the locations on the selected
employee’s profile will appear in the Location pull-down menu. Only the
classifications on the selected employee’s profile for the selected location will appear
in the “Classification” drop down menu.

Note: If ‘Use Itinerant Schedule’ is enabled on the employee profile, all locations and
classifications will be visible on the pull-down menu. The work schedule and times
are obtained from the primary location/classification of the employee profile.

Classification is a pull-down menu. The employee’s primary classification is
displayed.

Note: I/f the employee has multiple locations or classifications on their profile, and
the absence is being reported for a different location or classification other than the
primary location or classification, use the appropriate pull-down menu to change the
location and/or classification of the job. Only the locations on the selected
employee’s profile will appear in the Location pull-down menu. Only the
classifications on the selected employee’s profile for the selected location will appear
in the “Classification” drop down menu.

The pull-down menu displays absence/vacancy reasons sorted by name or code. A
parameter controls the display of the reason order. Select a reason to assign to this
absence.

Note: If “Use Reason Menus” is checked on the Parameters - General tab, the pull-
down menu displays the list of reasons from the Reason menu. Operators can choose
from all reasons listed; Administrators can choose from administrator and employee
reasons, and Employees can choose from employee reasons only.

This field displays if the reason for the absence requires a budget code, or if the
parameter, ‘Administrators can always enter a budget code’ is enabled on the
Parameters - General tab. If the reason has been set up to “collect” a budget code,
you must enter a budget code to create the job.

If the parameter, ‘Administrators can always enter a budget code’ is enabled on the
Parameters - General tab, and a budget code is entered, it will override the default
budget code that would have been assigned.
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Field Name Description
Budget Code This field displays if the reason for the absence requires a budget code, or if the

Is a Substitute required?
Yes/No

Dates

Absence Times

Substitute Times

parameter, ‘Administrators can always enter a budget code’ is enabled on the
Parameters - General tab. If the reason has been set up to “collect” a budget code,
you must enter a budget code to create the job.

If the parameter, ‘Administrators can always enter a budget code’ is enabled on the
Parameters - General tab, and a budget code is entered, it will override the default
budget code that would have been assigned.

The default is Yes.

To create the job without entering any substitute information so that the system
finds a substitute for the job, click Yes, and then click the Continue button at the
bottom of the screen. Otherwise, click Yes, and proceed with the process of creating
the absence.

If a substitute is not required to fill the absence, click No. The system creates the job
and assigns the job number. No calls will be made by the system for this job. For
example, a substitute may not be needed, on teacher professional development
days, or when arrangements have been made to fill the job in-house.

The choice of indicating if a substitute is required is only offered to classifications
that have been set up to use a search rule that indicates a substitute could be
needed.

The default for entry of an absence is today’s date. To edit the dates, click the
Calendar icon to display the calendar, or enter dates in the specified format.

Note: You cannot create an absence for workdays that are not in the employee
schedule.

The default is the start and end time of the selected employee. These times are
taken from the Schedule tab of the selected employee’s profile. Either the employee
schedule used the location’s default times, or specific times were entered for the
employee. Absence times can be modified on the Create Job form. Days that do not
apply to the absence can be unchecked.

To modify the times and/or AM/PM indictor, click on the value and then use the
up/down arrows on the keyboard. When there are separate times for Absence and
Substitute, a time modification to Absence Start Time will automatically reflect on
Substitute Start Time. Similarly, a time modification on Absence End Time will
automatically reflect on Substitute End Time.

Note: If the “Allow separate Absence and Substitute times” parameter is disabled on
the Parameters - Jobs page, only the Absence times will display on the Create form.

The default is the same times of the absence. To modify the times and/or AM/PM
indictor, click on the value and then use the up/down arrows on the keyboard. A
time modification to Absence Start Time will automatically reflect on Substitute
Start Time. Similarly, a time modification on Absence End Time will automatically
reflect on Substitute End Time.

Substitute times cannot be set to zeros. If a substitute is not required for one day of
the multiple day absence, the day must be unchecked for both the employee and
substitute. A separate absence may need to be created for the day that does not
require a substitute.
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Field Name

Unpaid Break

Reporting Multiple Days?

Specify a Substitute?

Has the substitute
accepted this job?

Substitute Instructions

Description

The amount of unpaid break time in minutes (i.e., lunch) for this Classification.
Unpaid Break minutes (such as unpaid lunch breaks) can be optionally configured
for Classifications. When configured, the system automatically deducts the unpaid
break from the job duration time and time worked.

If the “Allow separate absences and substitute times” system-level parameter is
enabled on the Parameters, Jobs page, editable Unpaid Break fields, one for the
employee classification and one for the substitute times are displayed.

Note: This feature applies to specific Classifications, not Classification Groups.

Note: When modifying a job, administrators with “Job Modify” access on their
profile will have the ability to modify the Unpaid Break value.

If absence days are non-consecutive or if each day of the multiple-day job has
different start and end times, click Modify Schedule to set the times for the absence.
The Create Absence - Modify Times screen displays.

If allowed by parameter settings, you can specify a substitute for the job. After
specifying, indicate if the substitute should be called.

To specify a substitute, enter the substitute ID. If the ID is unknown, click Name
Lookup to display the Substitute Name Lookup screen. Enter the search criteria and
click Search. The substitute search results are displayed.

If the substitute is unavailable for any reason, a system message displays the reason
why the selection of that substitute is being prevented.

If ‘Allow Specifying a Substitute only if location is in their profile’ is enabled on the
Parameters — Jobs tab, only substitutes who have this location in their profile are
displayed.

If ‘Allow Specifying a Substitute only if classification is in their profile’ is enabled on
the Parameters — Jobs tab, only substitutes who have this classification in their
profile are displayed.

Click “Yes” to indicate that the substitute is known and has verbally accepted the job
from the person reporting the absence. The substitute is then responsible for
accessing the system and verifying that the employee did prearrange them to their
absence, and obtain the job number.

Click “No” if the substitute has not accepted this assignment. Calls will be placed to
the substitute to offer the job.

Instructions can be entered during job creation. The message is not limited by
length and the field will scroll as information is entered. These instructions will be
voiced to a substitute over the telephone.
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Field Name Description
File Attachments Files can be attached to jobs. The attachment can be any file needed by the

substitute or administrator, such as lesson plans, slides, or spreadsheets. Enter the
name of the file or click the Browse button to select a file.

Files cannot exceed the maximum per file size limit. Files are uploaded in real-time
and attached to the job. Files can be deleted by clicking the “trash” icon next to the
file name.

Note: On Job Creation, up to three attachments can be added to the job record; on
Job Modify there is no limit to the number of file attachments that can be added,
however, they must be added one at a time.

Administrator Comments Comments can be entered during job creation. The message is not limited by length
and will scroll as information is entered. Comments are available for viewing
whenever the job detail information is displayed. Employees and substitutes cannot
view administrator comments.

Confirming the Absence

The Create Absence Confirmation screen allows you to verify that the information is correct before the job is
created. Click the Create Absence button to create the job and receive a job number or click the Cancel button to
return to the Create Absence screen without creating the absence. If you selected the Create Absence button, it
will immediately become grayed out and disabled to prevent another ‘create’ request from being generated. The
button stays disabled until the system processes the request.

Create Job

Create Absence Confirmation
This absence will not be created until the Create Absence button is pressed
Job Status:  Open/Open
Employee:  Phillips, Ned
Location:  ZZ Test Location
Classification:  ZZ Test Classification
Reason: 999 ZZ TestReason
Budget Code Maone
Woice Instructions:  Mone
TestInstructions:  Mone
File Aftachments:  Mone
Dates:  08/21:2012- 08/21/2012
Weekly Schedule: Employee Substitute
Friday 07:20 AM-04:00 PM  07:20 AM - 04:00 PM

Specified Substitute:
Assigned Substitute:

Create Absence

The system could automatically change your absence request due to restrictions that have been set up. You may
notice a job being created as No Substitute Required (NSR). If so, the reason is displayed on the screen. A job could
also be created as Automatically Assigned. A substitute can be automatically assigned if substitutes are available
for automatic assignment.

Typically, the absence is created when this situation occurs.
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After clicking Create Absence, the Create Absence Verification screen displays. A job number has been created for
this absence. The receipt of a job number is critical to successfully entering an absence in the database.

Create Job

Job Creation - Successful.
Create Absence Verification

Job Number:
Job Status:
Employee:
Location:

c

22
Open/Open
Phillips, Ned

ZZ TestLocation

Reason:

Budget Code
Voice Instructions:
Text Instructions
File Attachments:
Dates

ZZ Test Cl

999 ZZ Test Reason
None

None

None

None

08/31/2012 - 08/31/2012

Weekly Schedule: Employee Substitute
Friday  07:30 AM -04:00 PM  07:30 AWM - 04:00 PM
Specified Substitute:

Assigned Substitute

Same Employee | Same Date/Reason

To create a different absence, create another absence for the same employee, or to create an absence
for the same date and reason, click the corresponding button at the bottom of the screen.

Field Name Displays

Employee Search screen.

Create Absence screen pre-filled with the employee’s information.

Employee Search screen. When the Create Absence screen displays, it will
be pre-filled with the previous absence date and reason.

New Absence
Same Employee
Same Date/Reason

Accessing the Job Inquiry Page from the Create Absence Verification Page

The Job Number link on the Create Absence Verification page provides direct access to the Job Inquiry page for the
job. From the Job Inquiry page, other job details can be viewed or modified.

Search Criteria

Enter Job#:
OR

Job Type:
Job Status:
Sub Status:

Search from:

Sort Order.

Records Per Page:

22

@ Al C Apsences O Vacancies
Open& Aciive B
Al B

08/28/2012 T Searchto: [oggj012

MWDV YY) MDY

=] Thenby| |

[Job#

Create Report | Export [l More Search Options

Job List

Set All to Verify | Save verified

Job#
Status

Text
Voice

Employee Name
Job start

Job End

Job Duration

Substitute Name
Sub Start
SubEnd

Sub Time Worked

Location Reported Date
Class Pay Rate
Reason Sub Pay Rate

Budget Code File

Classification
Comments
Verify

22 Phillips, Ned 22 Test Location 0812812012 4:42Pl No
Open/  08/31/201207:30 A 08/31/201207:30 Al ZZTest Classification 25 No
Open 083120120400 PH  03/31/201204:00 PN ZZ TestReason No

08:30 No

Open

Create Job -Absence Approval Feature

The Create Job form contains an additional field, Approval Comment, if the Absence Approval feature is enabled
and the reason for the absence is a reason configured for absence approval. Also, if an administrator without
Absence Approval permission creates an absence for a reason configured for approval, a system message is
displayed at the top of the Create Job form to alert the administrator that the absence reason requires approval.
Refer to the Absence Approval section for more detailed information on the Absence Approval feature.
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Create Absence

Home Administrator * Reporis

Create Job

Mote - The selected reason requires approval. The system will submit the request for approval when you confirm this absence.
Create Absence
Absence Information
To complete this absence, press Continue and proceed until a job number is assigned.
Employee: 1090 Garcia, Diana

Location: |French Prairie Middle School - other 2341 v|
Classification: |Secretary vl
Reason |17Trammg Vl

a

Approval Comment

{Maximum Characters=256)

Is a Substitute required®.  # ves " No

Start End
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Create Vacancy
Overview
A vacancy is created when no employee exists to be absent and a substitute is needed. Settings on the

Parameters - Administrator tab determine if administrators can report vacancies. There are two major
steps to creating a job by entering a vacancy:

e  Entering vacancy information
e  Confirming the vacancy and obtaining the job number.

Entering Vacancy Information

Complete the vacancy information requested on this screen, and then click Continue. If all information is entered
correctly, the Create Vacancy Confirmation screen will display. If any errors are encountered, the system will
display an error message. Make any corrections and click Continue again.

Create Job

Create Yacancy
“acancy Information

To complete this vasancy, press Continue and proseed Until @ job number is assigned.

Calendar | All Locations =1
Location: [ | [[EEORECYTEY

Classification

-
Reason: | v
Budget Code: |

Start End

Dates:  [06/02/2010 | = |oeroarzot0 | Bl
MDD IND DA
Start End

Substitute Times:
(HHZW Rl HHMN A

REPORTING MULTIPLE DAYS?
1 the days sre non-consecutive or if every day of the vacancy does not start and end =t the sametime, prass Modify Times.

Modify Times

Substitute

Specify a Substitutez1n: [ | TR

PRE-ARRANGED?
K the spesified substitute has sccepted this assignment and does not need to be sontacted, prass YES
Has the substitute aceepted this job®:  © ves

Substitute Instructions:

[Masi mum Characters=1000)

File Attachments: Browse.. | [Masimurn file size=2045K)

d ministrator

Comments:
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Field Name Description
Calendar Calendar is a pull-down menu of all the calendars that can apply to this vacancy. The

“All Locations” calendar is the default. The calendar dictates the workdays, holidays,
and “No Substitute Required” days that will apply to this vacancy.

Location Location is a pull-down menu of all the locations for which this vacancy can apply.
The locations that you are authorized to view will appear in the list.

The start time and end time of the vacancy update immediately to correspond to
the default start and end times of the location selected.

Classification Classification is a pull-down menu of all the classifications for which this vacancy can
apply.

Note: For positions where the substitute may be used for a variety of types of
coverage, a classification such as “Roving” may have been created. This classification
would be selected when entering vacancies as an indication that the substitute will
not be assigned to a particular role. Special instructions are useful to the substitute
when the classification is unclear as to the day’s responsibilities.

Reason The pull-down menu displays absence/vacancy reasons sorted by name or code. A
parameter controls the display of the reason order. Select a reason to assign to this
vacancy.

Note: If “Use Reason Menus” is checked on the Parameters - General tab, the pull-
down menu displays the list of reasons from the Reason menu. Operators can choose
from all reasons listed; administrators can choose from administrator and employee
reasons.

Budget Code This field only displays if the reason for the vacancy requires a budget code, or if the
parameter, ‘Administrators can always enter a budget code’ is enabled on the
Parameters - General tab. If the reason has been set up to “collect” a budget code,
you must enter a budget code to create the job.

If the parameter, ‘Administrators can always enter a budget code’ is enabled on the
Parameters - General tab, and a budget code is entered, it will override the default
budget code that would have been assigned.

Dates The default for entry of a vacancy is today’s date. To edit the dates, click the
Start/End Calendar icon to display the calendar, or type in the new dates in the specified
format.

You cannot create a vacancy for workdays that are not in the selected calendar.

Substitute Times The default times are the same times as the location. To edit the times, all four
Start/End digits of the time must be entered in hh:mm am or pm format.

To modify times for the vacancy, enter the times the substitute is to report for the
assignment. If the times vary for a multiple-day assignment, click Modify Schedule.
The Create Vacancy - Modify Times screen displays. Using this screen is covered on
the following page.
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Administrator Menu

Field Name

Unpaid Break

Description

The amount of unpaid break time in minutes (i.e., lunch) for this Classification.
Unpaid Break minutes (such as unpaid lunch breaks) can be optionally configured
for Classifications. When configured, the system automatically deducts the unpaid
break from the job duration time and time worked.

Note: This feature applies to specific Classifications, not Classification Groups.

Note: When modifying a job, administrators with “Job Modify” access on their
profile will have the ability to modify the Unpaid Break value.

Reporting Multiple Days? If the days are non-consecutive, or if each day of the vacancy has a different

Specify a Substitute?

Has the substitute
accepted this job?

start/end time, click Modify Schedule to set the times for the vacancy. The Create
Vacancy - Modify Times screen displays. Using this screen is covered on the
following page.

If allowed by parameter settings, you can specify a substitute for the job. After
specifying, indicate if the substitute should be called.

To specify a substitute, enter the substitute’s ID. If the ID is unknown, click Name
Lookup to display the Substitute Name Lookup screen. Enter the search criteria and
click Search. The substitute search results are displayed.

If the substitute is unavailable for any reason, a system message displays the reason
why the selection of that substitute is being prevented.

Refer to the topic, “Specifying a Substitute” in the previous chapter for more
information on the parameters that impact this step.

If ‘Allow Specifying a Substitute only if location is in their profile’ is enabled on the
Parameters — Jobs tab, only substitutes who have this location in their profile are
displayed.

If ‘Allow Specifying a Substitute only if classification is in their profile’ is enabled on
the Parameters — Jobs tab, only substitutes who have this classification in their
profile are displayed.

Click “Yes” to indicate that the substitute is known and has verbally accepted the job
from the person reporting the vacancy. The substitute is then responsible for
accessing the system, verifying that the vacancy was assigned to them, and
obtaining the job number.

Click “No” if the substitute has not accepted this assignment.
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Field Name Description
Substitute Instructions Instructions can be entered during job creation. The message is not limited by

length and the field will scroll as information is entered. These instructions will also
be voiced to a substitute over the telephone.

File Attachments Files can be attached to jobs. The attachment can be any file needed by the
substitute or administrator, such as lesson plans, slides, or spreadsheets. Enter the
name of the file or click the Browse button to select a file.

Files cannot exceed the maximum per file size limit. Files are uploaded in real-time
and attached to the job. Files can be deleted by clicking the “trash” icon next to the
file name.

Note: On Job Creation, up to three attachments can be added to the job record; on
Job Modify there is no limit to the number of file attachments that can be added,
however, they must be added one at a time.

Administrator Comments Comments can be entered during job creation. The message is not limited by length
and will scroll as information is entered. Comments are available for viewing
whenever the job detail information is displayed. Employees and substitutes cannot
view administrator comments.

Modifying Schedules

Use this screen to modify days of the week and times. Check the box next to the day you want to modify. The
Unpaid Break field is editable. Make any updates and then click Continue to return to the Vacancy Information
screen.

Create Yacancy - Modify Times

From: 06011/2010 - Q601102010

Substitute
Start Tirne End Tirne

Wieekly Schedule  [hbimmam)  [hbimm am)
Monday [ 0745 AM 02:55 P
Tuesday [ [07:45 A 02:55 P
Wednesday B [07.454M | [02:55 PM
Thursday W [07:45 &M 02:55 P
Friday [ 0745 4M 02:55 P

You can uncheck days that do not apply to the vacancy. For example, if the vacancy days are on Mondays and
Wednesdays only, you would set the date range on the Create Vacancy screen, but to indicate it is only for 2 days a
week, you would uncheck Tuesday, Thursday, and Friday on this screen. This would create the vacancy for the date
range indicated on Monday and Wednesday.

This screen cannot be used to change the start or end date of the vacancy.
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Confirming the Vacancy

If all information was entered correctly, the Create Vacancy Confirmation screen displays. Click Create Vacancy to

create this vacancy.

Create Yacancy Corfirmation

Thi= wacancy will not be crested until the Create YWacancy button is pressed

Job Status:
Calendar:
Location:

Classification:
Reason:

Budget Code
Woice Instructions:
Text Instructions:
File Attachments:
Dates:

e ekly Schedule:

Specified Substitute:
Aesigned Substitute:

Open/Open
All Locations
ROSE WALLEY ELEMEMTARY SC
ELEM- ART 17
STAFF DEWTRAIN T
MHone
Mone
MHone
MHone
0GM1/2010 - 0G5/11/2010
Timesz
Friday 07:35 AM - 02:55 P

Create Yacancy m

The Create Vacancy Verification screen is displayed. A job number is created for this vacancy. The receipt of a job
number is critical to successfully entering a vacancy in the database.

Job Creation - Successful.

Create Wacancy Verification

Job MHurnber:

Job Status:
Calendar:
Location:
Classification:
Reason:

Budget Code
Woice Instructions:
Text Instructions:
File Attachments:
Dates:

e ekhy Schedule:

Specified Substitute:
Assigned Substitute:

1315338
Qpen/dpen
All Locations
ROSE WALLEY ELEMENTARY SC
ELEM- ART 17
STAFF DEWITRAIN T
Mone
MNone
MNone
None
05172010 - 08172010
Times
Friday 0745 AM - 0Z:55 PM

m Retain Job Data

To create a new vacancy, or another vacancy with the same job information, click the applicable button at the

bottom of the screen.

Field Name

Displays:

New Vacancy

Vacancy Information screen

Retain Job Data

Vacancy Information screen pre-filled with the existing vacancy information
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Daily Job Counts

Overview

This feature displays the number of jobs per day for a selected reason and location in calendar format. The date

can be a date in the past or up to one year in the future. Daily job counts can be used to view the absence reason
totals for a location. This may be helpful if using the daily job limit feature.

The Location pull-down menu displays the list of authorized locations and location groups. The Reason menu
displays the list of reasons that are available. If a reason is not selected, the system displays a job count for all

reasons. Click Search to display the calendar.

The calendar defaults to the current month and year.

months.

Search Criteriz

o+ |vean[2010 - |

Reason: w

All Locations JETETT R

Month: | June

Location: |0

Sun Mon Tue Wied Thu Fri Sat
1 2 3 4 5

21 19 19 16 u}

E 7 2 3 10 11 1z

o 5 186 5 5 o

13 14 15 18 17 18 13

o 1 1 1 1 1 o

20 21 22 23 24 25 2B

u} 2 2 2 2 u}
27 28 29 20
u} 1 1 1

The next and previous buttons allow you to scroll to other
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Job Inquiry and Reports
Overview

This feature allows you to search for job detail information, split jobs, print various job reports, and export job
information. The search option available on the Job Inquiry screen allows you to search on a specific job or enter
search criteria to perform job searches on multiple jobs.

Numerous inquiry reports can be created and printed using different combinations of search criteria and report
setup options. Information on multiple jobs can be accessed and modified without repeating the search.

During daily activities, you might use the job inquiry feature to search for unfilled jobs, view open jobs for the day,
or print reports.

The availability of job detail information is impacted by parameter settings. System parameters determine how
long job information is saved and available for reporting. Once the number of days indicated in the Number of
Days to Keep Finished Jobs, Number of Days to Keep Cancelled Jobs, and Number of Days to Keep Calling
Information fields have passed, that information is no longer accessible.

Job Statuses

As jobs are processed, a status is displayed that indicates the current condition of that job. A job's status
determines what information about that job can be modified and what actions may be performed on the job. The
following table provides a description of status and subsidiary status conditions that can apply to a job.
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Status Description
Open Open jobs are jobs that occur today, or in the future, and are not filled,

meaning that a substitute is required and no substitute is assigned yet. The
primary function of the system in the morning is to make calls on open jobs
for that day.

Active Active jobs are jobs that occur today, or in the future and have a substitute
assigned. No substitute required jobs are considered active because no further
action must be taken by the system.

A job can change from active to open status if a substitute’s assignment to the
job is cancelled and another substitute is not immediately assigned to that job.

Finished Finished jobs are jobs that occurred in the past. A job becomes finished when
the end time of the job is reached. If the Delayed Time to Finish Jobs
parameter on the Parameters, Configuration tab is enabled, all jobs become
“Finished” when the hour specified in the parameter is reached. This
parameter gives administrators the ability to modify the dates of jobs at the
end of their workday. Jobs remain at open or active status until the hour
entered for this parameter is reached.

Finished jobs display as one segment or record for each workday included in
the absence, while Open and Active jobs display one record for the absence
period. Each segment will have the same start and end date. For example, an
absence three days in length will display in three finished records once
completed.

Note: Different segments of the same job may have different assigned
substitutes, different reasons, and/or different budget codes. Some segments of
a given job may be assigned to substitutes, while others are not. This situation
will only occur if changes have been made to finished jobs.

Finished jobs are saved in the database until the number of days indicated on
the Parameters - Configuration tab.

Cancelled Cancelled jobs are jobs that no longer need to be on the system. Cancelled
jobs can be past, present, or future jobs.

One reason to cancel the job is if an absence does not need to be reported,
such as a cancelled or postponed workshop or conference the employee was
scheduled to be absent from work to attend. Employees, administrators, and
operators can cancel jobs.

Note: Cancelled jobs are different from cancelled assignments. A cancelled
assignment is a record of a substitute who accepted or was assigned to a job,
but cancelled and is no longer working the job. Substitutes cannot cancel jobs.

Cancelled jobs are saved in the database until the number of days indicated on
the Parameters - Configuration tab.

Verified This status indicates that an Administrator has confirmed that the job detail
information is accurate. Only finished jobs can be verified. Once a job is
verified, it can no longer be modified. Any changes to the verified job will
have to be made by the system operator.

Stopped Operators and administrators can stop open jobs for callout. Once they are
stopped, there will be no further calls to substitutes and substitutes cannot call
or log in and accept the job.
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Subsidiary Status

Description

Open The system is not currently offering this job to a substitute;
awaiting callout; no substitute is assigned.

Not Filled The system has reached the end of the search rule for the
classification of the job and no substitute is assigned; no
further calls will be made for this job until morning callout
resumes, or the operator reopens the job.

Web Substitute A substitute on the Web searched for available jobs and

Search accepted this job.

IVR Substitute Search

A substitute on the I\VVR searched for available jobs and
accepted this job.

NSR — Filled In-House

The system could not assign a substitute to this job because of
the “In-House Filling Capacity” for the absent employee’s
location. The job will be filled using in-house personnel
instead of a substitute.

NSR — Exceeded Sub
Allocation

The system could not assign a substitute to this job because the
Substitute Allocation Units for the absent employee’s location
have been exhausted during the period of the absence.

NSR —Minimum Job
Days

The system could not assign a substitute to this absence due to
the “Minimum Job Days” setting for the absent employee’s
classification; the length of the job was not long enough to
justify having a substitute for this position.

NSR —User Request

The system could not assign a substitute to this job because the
employee has indicated that a substitute is not required for the
job.

NSR —No Sub The system could not assign a substitute to this job because of

Allowed the “No Sub Allowed” setting for the absent employee’s
classification.

NSR — No Sub The system could not assign a substitute to this job because the

Required Day

days were setup in the calendar as no substitute-required days.

Admin Assigned

The administrator has assigned the job to a substitute from the
job modification screen.

IVR - Assigned

A substitute has been assigned the job when the I\VVR called
them to offer the job.

IVR — Answering
Machine

During callout, the system reached a substitute’s answering
machine. You will only see this status if the parameter setting
in Jobs is set to “Assign Jobs to Answering machine.” If this
parameter is activated, when an answering machine is
detected, the job will be assigned to that substitute.

Prearranged

The system did not contact any substitutes for this job; a
substitute was assigned when the job was created.

Auto Assign

The job was filled from the automatic assignment list for the
location of the job.
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Using the Job Inquiry Screen

This screen allows you to search for a single job or group of jobs, print job reports, and export job information. To
display a list of all jobs in the database for today, click Search. To search for specific job detail information, enter
any combination of the search criteria and then click Search. The Job list displays jobs that match the specified

search criteria.

Search Criteria

Enterdoo# | | OR

Splitfrom Job #:
OR

Job Type

Job Status.
Sub Status:

Search frem:

Sort Order.

Records Per Page:

[

@ Al O Absences () Vacancies

Open & Active v

All v

04/27/2014 === Searchio

{MM/DDIYYYY)

7 T

I.Jub# ﬂ Then byl

B

(MM/DDIYYYY)
v

 search | create Report [ Export

The More Search Options function provides additional search fields, such as location, location group, classification,
classification group, reason, employee or substitute name and budget code.

Search Criteria
Enter Job #
Spitirom Job #

OR

Job Type:

Job Status:

Sub Status:

L Jor
[

@ Al O Absences O Vacancies

Open & Active ™
Al v

Searcnfrom’ (547713014 |7 sesrento [qaznia
(MDD MDD

[ Jobs which are spiit from otner jobs

B

c croup 4

Location Group: vl

[
[
Location: | |
[
[

Reason ¥

Emplojee Access D | |
Suvstitte Access D || (Ll
BudgetCode |
[ Jobs with Canceled Assignments
Reported Date: |:| e [ Jobs with same day Canceled Assignments
MDDAYYY)
Assigned On. = Job with minimum # days duration:| |
(MMWDDYYY
SortOrder: [Job # [V Thenby v
Records Per Page:  [50 ||
sercn | ceats neport

The following table provides a description of each of the search fields.

Field Name

Enter Job #

Split from Job #

Description
The number assigned to the job when the job was created. All segments with the
job number entered will appear in the search results. The search is restricted to

authorized locations and location groups.

The job number of the split job.

Job Type Click in the appropriate box to indicate if you are searching on all jobs, absences, or
vacancies.
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Field Name Description
Job Status Select a job status to search on from the pull-down menu. The job status indicates
the current condition of that job. Status conditions include: All, exclude canceled,
All, include canceled, Open & Active, Open, Active, Finished and Verified, Finished,
Verified and Cancelled.
= All jobs with the exception of canceled jobs are displayed in the Job List.
= Alljobs including canceled jobs are displayed in the Job List.
= Open jobs are for today, but not ended, or for days in the future and a
substitute has not yet been assigned.
= Active jobs are for today, but not ended, or for days in the future and a
substitute is assigned.
= Finished jobs have completed.
=  Verified jobs have completed and are marked as verified.
= Cancelled jobs are jobs that have been cancelled.
Sub Status Select a sub status to search on from the pull-down menu. Jobs can have various

Search From

Sort Order/Then By

Classification Group

Classification

Location Group

Location

Reason

Employee Access ID

subsidiary statuses, but have been categorized into the following three categories:
All, No Sub Required, Filled and Not Filled.

Select a date range to search for jobs that started on a particular date, ended on a
particular date, or occurred within the date range.

Select the primary sort order from the pull-down menu. To further define your sort,
select a secondary sort order from the Then by pull-down menu. Sort options on
both menus are Budget Code, Classification Name, Employee Name, End Date, Job
#, Location Name, Reason Name, Start Date, Job Status, Job Sub-Status, and
Substitute name. The default sort is by job number.

Select a classification group from the drop-down menu or leave this field blank.
If you select a classification group, only jobs within that classification group will appear
in the search results.

Select a classification from the drop-down menu or leave this field blank. If you select
a classification, only jobs with that classification will appear in the search results.

Select a location group from the drop-down menu or leave this field blank. If you select
a location group, only jobs for that location group will appear in the search results.

Select a location from the drop-down menu or leave this field blank. If you select a
location, only jobs for that location will appear in the search results.

Select an absence reason from the drop-down menu or leave this field blank. If you
select a reason, only jobs with that absence/vacancy reason will appear in the search
results.

For administrators and employees, only administrator reasons will display; for
operators all reasons are displayed.

To search for jobs assigned to this employee only, enter the employee’s access ID
number. If not known, click Name Lookup to search for the employee by name.
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Field Name Description
Substitute Access ID To search for jobs assigned to a specific substitute only, enter the substitute’s Access

ID number. If not known, click Name Lookup to search for the substitute by name.

Budget Code Enter the budget code assigned to the job. The budget code can be from the employee
profile, a default location budget code, or a budget code entered with a reason when
the job was created.

Reported On Searching with this date field results in displaying jobs that were reported on the date
indicated.
Assigned On Searching with this date field results in displaying jobs that were assigned to the

substitute on the date indicated.

Jobs with Canceled Check this box to search for jobs that contain cancelled assignments.
Assignments

Jobs with Same Day Check this box to search for jobs that contain same-day cancelled assignments.
Cancelled Assignments

Job with Minimum # Days To search for jobs that are a minimum number of days in length, enter that number in
Duration this field. At least one day of the job must fall in the date range specified. This option
applies to all statuses.

Job List

The Job List displays all jobs that match the search criteria entered on the inquiry screen. Job detail information
can be reviewed and modified. Clicking on a job number displays the job detail information. Refer to the “Viewing
and Modifying Job Detail Information” section for information on the actions you can take on a job. Numerous job
reports can be created based on the job list.

Jobr List
et All to Verify | Save verified |
Job # Employes Name Substitute Name Location Reported On Test
Status Job Start Sub Start Clzssification Class Pay Rate Woice
Job End Sub End Reason Sub Pay Rate Comments
Werify Job Durstion Sub Time Wor ked Budget Code File
1285680 \Vacaney HEMPHILLBETSY FERFOR & VIS ARTS H & 09/02/2009 0:34 Ah No
Actived 080972010 02:00 AM 06/09,2010 02:00 AM  AD-SUB SPECIALIST No
Fre Ananged 08/31/2010 05:00 P 08/3142010 05:00 Ph EXTRA HELFP a Tes
0900 No
12863768  Vacanoy ORTIZALFONSO BRIARMEADOW MIDDLE SCHOOL 09/03/2009 10:53 AM Ho
Actived  0808/2010 09:00 A 06/02/2010 09:00 AR ELW/SEC EXTRA HELF TEACHER No
Fre Ananged 064112010 0435 P 06/1142010 04:35 PM EXTRA HELF a No
07:35 No

Jobs on the list can be verified for accuracy. A parameter controls whether the Verify buttons display for
administrators. The Set All to Verify option places a checkmark in the “Verify” checkboxes of each job. The Save
Verified button must be pressed to update each record on the page that has a checkmark. If an error is
encountered during the update process, a message displays and the page is refreshed, re-displaying checkboxes
for jobs with a status of Finished. Checkboxes can be unchecked if the job is not to be verified. Only system
operators can modify jobs with the status of “Verified.”
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Creating Job Reports

To create job reports, click Create Report on the Job Inquiry screen after your search has been performed. The Job
Report setup screen displays. The setup screen lets you select the details to include on the report. With this level
of control, you can create many different types of job reports based on your information needs. Click the
appropriate box(s) to indicate the information you want to include on the report and then click View Report to
preview the report.

Report Title: |

™ Primary Sortis on a Hew Page
Hote: Report Sections must be selected for the fields to print

M Brint Details

' Lacation I Filling Methad [T Last Modity datedy
' Classiicati ¥ substitute Allacation Units M Reported datety
M Reasan M Job Time W verified datedy
¥ batesiTimes 7 BudgetCods 7 comment:
Substitute: Employee:

|7 Mame |7 Mame

M aocess b W aocess 1

M Edemal ip W Estemal Ip

¥ Time wiaked

¥ PayRate

¥ Lever

¥ Class Pay Rate

Frint Totals for Primary Sort
™ Frint a signature line
I_ Totals by Reason
I Totals by Fitling Method
™ Totals by Budget Codes
I Totais by Job Status

Print Totals =t the end of the report
I_ Totals by Reason
I Totale by Filling Method
7 Totals by Budget Cades
7 Totals by Job Status

¥iew Report | Return To List

Field Description
Report Title Name that identifies the report. The title will print at the top of each page.
Print Details Select the job, substitute, and employee details to include in the report. Only

information that is checked will display on the report.
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Field Name Description

Print Totals for Primary Indicate if totals for the primary sort are to be included. Select the print options and

Sort the summary information to include on the primary sort.

=  Print Signature Line —includes information defined as the signature on the
report.

= Totals by Reason — the number of jobs reported for an absence/vacancy
reason.

=  Totals by Filling Method — the percentage of jobs filled using a particular
method. Methods include the list the substitute was on when being called
and accepting a job, “Callin” (the substitute called the system and accepted
the job), prearranging, and jobs entered that did not need a substitute.

=  Totals by Budget Code — the number and duration of jobs reported per
budget code. Totals are displayed for the substitute Pay Rate field (Optional
Information tab, Substitute profile) per job, per budget code regardless of
job status. All jobs without budget codes are totaled together.

= Totals by Job Status — the number of jobs reported for each job status, such
as Active, Open, Finished, Verified and Cancelled.

Print Totals at the End of  Indicate if totals are to print at the end of the report and the type of summary

the Report information to include on the report.
= Totals by Reason — the number of jobs reported for an absence/vacancy
reason.

=  Totals by Filling Method —the percentage of jobs filled using a particular
method. Methods include the list the substitute was on when being called
and accepting a job, “Callin” (the substitute called the system and accepted
the job), prearranging, and jobs entered that did not need a substitute.

=  Totals by Budget Code — the number and duration of jobs reported per
budget code. Substitute pay rates for all jobs in the report, per budget code
are displayed. All jobs without budget codes are totaled together.

=  Totals by Job Status — the number of jobs reported for each job status, such
as Active, Open, Finished, Verified and Cancelled.

The report automatically displays in the Adobe Acrobat reader. The following report sample shows the results of a

report with the following job details selected: location, classification, job time, dates/time, reported date/by,
verified date/by, filling method, budget code, substitute name and access ID, employee name and access ID.
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Jab Report
Jonz s Claszmostion oo start 00 BN Job HH:MM
Employss Avoscs 1D Losation 2us start 2ub End
2ubcttuts Asossz 1D Reazon Raporisd By Reporisd on Job:unlte
Fied by Step Budget Codo Verlfied Sy Werined on

4278132 VeribedWen Bub Searsh

Reason
ITAFF DEVITRAIN

Totas

Budgst Cods

Tota

4378370 VeriNadiWes Sub Searsh

30834
12088

Reason
STAFF DEVITRAIN

Tota

Budget Codo

Tota

Tatale by Rsacon - 1278132
Gase  JobGount WorkUrMe  Perssnings
¥ 1 20 100%

[ z0
Totals by Budget Cadss - 1278132
2ub Pay Rate Jab Count wors unite
.00 0 ae
SECMATH 30
WOLTEREL

ZTAFF DEVITRAIN

Totale by Rsacon . 1278370
Gase  JobGount WorkUrMe  Perssnings

20 oo
1 20
Totale by Budget Cades - 1278370
Sub Pay Rate Jab Count Work Unife
.00 8 an

The following report sample shows the results of a report with the following job details selected: location,

classification, reason, dates/time, reported date/by, verified date/by, filling method, budget code, and substitute

name.

Fremag-Lazaten

Roasan
STAFF DEWTRAN

Tety

Eudget Cods

Tety

12780 VerlledWen Bub Seareh

Reacan
STAFF DEWTRAN

Tety

Jab Repart
Joba  sfaius Classinoation Jou start 00 End Jab HH:MM
Losation 2ub start 2us End
2unstuts Reasar Repariod By Raporied on
Fied by Itep Eudget Cads Verited Sy warited On
12781327 VariedWes Bub Searsh SEC LITERACY COATH o730
CARME GUARD K2
WILLIAMS, ALta STAFF DEWITRAIN E:BLAKE, DONNA

A1 ZZ TEST 3UPERVISOR

Totals by Azacon - 1278132
Gode  JobGCount WerkUnlls  Feroeniage
7 1 20 %

1 20

Totale by Bucgst Conss - 1279133

b Pay Rate Jab Count Work Unite
.00 s o0
2EC MATH DECEEIIC CEAS AN o731

KOLTER EL DEMEZNIT 0E1S AM
STAFF DEVITRAIN E: CURAY. RENEE
A:ZZ TEST 2UPERVIZOR

Totals by Azason - 1278370
Coss  JobCount WarkUrlte  Peroentage
7 1 20 oo

1 20

Exporting Job Information

The Export feature exports information on all jobs listed on the Job list. Exported information can be used in other

databases or applications. Click the Export button after the search has been performed. The Export Jobs screen
displays. Choose the format for the export and click Run Now. The File Download dialog is displayed.

Note: Refer to the Export Layouts document for details on exported fields.
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Job Inguiry Export

" Farmat Fixad Length

Type: g MNormal o Extended

« [Delimited
Delimiter: ||
[Run Now | Return To List |
Field Description
Format Fixed length (Refers to the SEMS 3.0 formats) - select either normal or extended
format.

=  Normal - produces a text file with a record for each job in the search results.
=  Extended - produces a text file with a longer record for each job in the search
results.

Delimited (Refers to the SmartFindExpress formats) - the default format with a |
delimiter.

After selecting Run Now, follow the instructions to download the file.

Viewing and Modifying Job Detail Information

The Job Detail screen allows you to view and modify job details, create job detail reports, obtain job-filling details,
split the job, stop callout on a job, and reset the job record to its default information. The job’s status determines
other possible job actions and which items of the job detail can be modified.
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Note: A job status of “Stopped” indicates that someone has selected to
have the call processor no longer offer the job to substitutes. If you are
not the person that selected to stop callout on the job, check with the
system operator before re-opening the job.

Release 2.5 Job Inquiry/Reports
Job Detail
Job Number: 2 Location:  ZZ Test Location
Status:  Open/Open Classification:  ZZ Test Classification
Employee:  Jones, Kate Calendar. Al Locations
Access|D: 456456457 SearchRule:  Typical |
Step:  Classification List-Location
(5o 00 [ Reset [ return o 154
Clicking the “"Cancel Job" button will not save other changes
Changes are not updated until Save is pressed
Reason: | ZZ TestReason 939 v
Budget Code
Date From:  |05/05/2014 B ™ 05/07/2014
Weekly Sz:lle‘ll‘ll\e o AbsenceTlmes” o Substitute Times
Start Time End Time Start Time End Time
(hh:mm am) (hh:mm am)  (hh:mm am)  (hh:mm am)
Wonday W]  |07:30 AM 04:00 PM 07:30 AM 04:00 PM
Tuesday [v] |07:30 AM 04:00 PM 07:30 AM 04:00 PM
Wednesday ¥ |07:30 AM 04:00 PM 07:30 AM 04:00 PM
Thursday [ [07:30 AM 04:00 PM 07:30 AM 04:00 PM
Frigay (] [07:30 AM 04:00 PM 07:30 AM 04:00 PM
Assigned Substitute Modify the assigned substitute
Name: Substitute ID: Name Lookup
Access ID:
Telephone #:
Accepted On:
Level:
Pay Rate:
Substitute Pay Rate:
Specified Substitute Modify the specified substitute
Name: Substitute ID: Name Lookup
Access ID:
Telephone #
Lasttime called:
TextInstructions:
(Maximum Characters=1000)
Administrator Comments:
File Atachments: None
Add a File: Browse. (Maximum file size=512K)
Reported Date:  04/27/2014 06:04 PM  Last Modified On:
Reported By:  Jones, Kate Last Modified By:
[ ot 70 | Reset |
Action Description Job Status

Job Details The Access ID and External ID are visible to administrators if the Any
setting View Employee ID or View Substitute ID is enabled on the
Parameters — Administrator tab. Clicking the link on the employee
name, assigned substitute name, or specified name will display the
profile. If the job is for a Vacancy, no employee name or Access ID
displays.

Create Report Displays a report of the job details. Any

Filing Details Displays the job filling details. Any

Split Job Displays the Split Job page for splitting the job into additional job Any
segments.

Start Callout The Start Callout button displays if the job status is Stopped, Unfilled, Stopped,
or NSR (no substitute required) during a callout period. Selecting this Unfilled, or
button re-opens the job for callout. NSR (no

substitute

required
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Action

Description

Job Status

Stop Callout

The Stop Callout button displays for jobs that have a status of Open
and are currently in callout. If the button is selected, the job status will
be changed to “Stopped.”

Note: Substitutes that are being offered the job, or are about to accept
the job on the Web, when the Stop Callout function is selected will be
informed that the job is no longer available.

Open,

Cancel Job

This option is available on all jobs. Click Yes to cancel the job. If the job
status is Active, this action releases the substitute if one is assigned to
allow the substitute to accept other jobs for that date and time period.
The system displays a confirm cancellation message. The job status is
changed to cancelled.

Any

Call the
Cancelled
Substitute

If the job status on a cancelled job was Active, click Yes to have the
system attempt to notify the assigned substitute of the job
cancellation.

Click No, if the substitute has already been informed of the
cancellation or if the substitute will be notified manually of any
changes made to the job by assigning, re-assigning, or canceling the
substitute. The system will not place a call to inform the substitute of
any changes made to the job.

Any

Verify Job

Only finished jobs can be verified. Once a job is verified, it can no
longer be modified. Any changes to the verified job have to be made
by the system operator.

Finished

Reason

The pull-down menu displays absence/vacancy reasons sorted by
name or code. A parameter controls the display of the reason order.

Dates

The start and end dates of the job. Dates can be modified on Active or
Open jobs. If dates are modified, the appropriate days must also be
checked.
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Action Description Job Status

Weekly Schedule | The job’s times for the workdays of the employee are displayed. Days
that apply to the start and end time are checked.
If dates are modified, the system displays a job confirmation message
that asks you to review that all of the appropriate days are checked.
Unpaid Break This field displays and is editable for all job statuses if the job’s Any
classification has an unpaid break configured for the classification.
Unpaid break time is in minutes and is deducted by the system to
calculate the job duration and substitute time worked.
Substitute Time This information only displays for finished jobs. This field is calculated Finished
Worked as the hours and minutes between the start and end time of the Verified
substitute. The system automatically deducts any unpaid break time
from Absence times and Substitute Time worked fields. This field can
be modified before the record is verified and exported for payroll
purposes.
Maximum Value | This field displays for Finished and Verified job statuses when a Finished
maximum value to report has been configured for the job’s Verified

to Report

classification. This field is not editable.

This value indicates the maximum hours and minutes allowed for the
substitute time worked field. When a job is being verified, the system
compares the substitute time worked field to the maximum value to
report. If the substitute time worked field exceeds this value:

1. If the verifier/user has Job override permission, the system
will present a message for the user to choose to set the
substitute time worked to the max value to report OR
continue as entered and verify the job with the exceeded
value.

2. If the verifier/user does not have Job override permission,
the system will present a message that Substitute time
worked cannot exceed maximum value to report. In this
case the user must modify the sub time worked field to be
equal to or less than the maximum value to report, before
they can verify the job.
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Action

Description

Job Status

Assigned
Substitute

Displays information on the assigned substitute. To modify the
assigned substitute, enter the substitute ID. If the ID is unknown, click
Name Lookup (if this option is available) to display the Substitute
Name Lookup screen.

If the job status is “NSR” (no substitute required), entering an assigned
substitute will change the job subsidiary status to “Admin Assigned.

Clicking Save will validate that the substitute is available for the job. If
the administrator has the “Allow Job Overrides” function enabled on
the Administrator profile the normal checks are not performed.

If the Administrator does not have “Allow Job Overrides” (View and
Modify options are OFF/unchecked), the system must perform the
following checks:

e NSR{IFC (In-House Filling), MJD (Minimum Job Duration), SAU
(Substitute Allocation Units)}

e Auto Assignment is available

e Has Unavailable Period

Substitute Is Registered

Substitute Daily Availability

Substitute is not on Do Not Use list
Substitute has job location is in profile
Substitute has job classification is in profile

O O 0O O O

If the Administrator has “Allow Job Overrides” (View or Modify option
is ON/checked), the system does not perform these checks.

Any

Specified
Substitute

Displays information on the specified substitute. To modify the
specified substitute, enter the substitute ID. If the ID is unknown, click
Name Lookup (if this option is available) to display the Substitute
Name Lookup screen.

If the job status is “NSR” (no substitute required), entering a specified
substitute will change the job status on an “Active” job to “Open.”

Clicking Save will validate that the substitute is available for the job. If
the administrator has the “Allow Job Overrides” function enabled on
the Administrator profile the normal checks are not performed.

If the Administrator does not have “Allow Job Overrides” (View and
Modify options are OFF/unchecked), the system must perform the
following checks:

Any
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Action

Description

Job Status

Specified
Substitute —

e NSR {IFC (In-House Filling), MJD (Minimum Job Duration), SAU
(Substitute Allocation Units)}
e Auto Assignment is available
e Has Unavailable Period
o  Substitute Is Registered
Substitute Daily Availability
Substitute is not on Do Not Use list
Substitute has job location is in profile
Substitute has job classification is in profile

O O O O

If the Administrator has “Allow Job Overrides” (View or Modify option
is ON/checked), the system does not perform these checks.

Any

Voice
Instructions

Instructions entered on the telephone. Press the sound icon to hear
the voice instructions. Voice instructions can be deleted.

Any

Text Instructions

Instructions are not limited by length and the field will scroll as
information is entered. These instructions will also be voiced to a
substitute over the telephone.

Any

Administrator
Comments

Comments are not limited by length and will scroll as information is
entered. Comments are available for viewing whenever the job detail

Any

information is displayed. Employees and substitutes cannot view
administrator comments.

Files can be attached to jobs. The attachment can be any file needed
by the substitute or administrator, such as lesson plans, slides, or
spreadsheets. Enter the name of the file or click the Browse button to
select a file.

File Attachments Any

Files cannot exceed the maximum per file size limit. Files are uploaded
in real-time and attached to the job. Files can be deleted by clicking
the “trash” icon next to the file name.

Note: On Job Creation, up to three attachments can be added to the
job record; on Job Modify there is no limit to the number of file
attachments that can be added, however, they must be added one at a
time.

After modifying the job information, click Save to update the job record.

Creating Job Detail Reports

To create a Job Detail report, click Create Report on the Job Detail screen. The Job Detail report for the specified
job automatically displays in the Adobe Acrobat reader. Fields on the report will display in the same order as fields
on the screen.

If you are an Administrator, Access IDs and telephone numbers may not display if this option is disabled on the
Parameters — Administrator tab.

If an Unpaid Break applies, it is displayed next to the start/end times for the work schedule and substitute
schedule.
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Modifying ‘No Substitute Required’ Jobs
Active and Finished “No substitute required” jobs can be modified by administrators and operators with job,
modify permission on their profile. When a substitute is assigned or specified for a job with a status of ‘No

Substitute Required,” the jobs status will change as shown in the following table.

Note: Operators can modify a Verified/NSR job; refer to the section below for details.

Beginning Status User Action Status Changes to:
Active/NSR-user req, Press “Start callout” Open/Open
-IFC, -SAU, -MJD, or -NSR day
Active/NSR-user req, Enter assigned sub/Save Active/Admin assigned
-IFC, -SAU, -MJD, or -NSR day
Active/NSR — No sub allowed (no Enter assigned sub/Save Active/Admin assigned
search rules) See note below
Active/NSR-user req, Enter specified sub /Save Open/Open
-IFC, -SAU, -MJD, or -NSR day
Active/NSR-user req, Enter assigned sub AND Active/Admin assigned
-IFC, -SAU, -MJD, or -NSR day specified sub & save
Finished/NSR-user req, Enter assigned sub/Save Finished/Admin
-IFC, -SAU, MJD, or NSR day assigned
Finished/NSR — No sub allowed (no Enter assigned sub/Save Finished/Admin
search rules) assigned
Finished/NSR-user req, Enter specified sub /Save Same status, no
-IFC, -SAU, -MJD, or -NSR day change.
Finished/NSR-user req, Enter assigned sub AND Finished/Admin
-IFC, -SAU, -MJD, or -NSR day specified sub & save assigned

Note: A job with no applicable search rule is set as “NSR -no sub allowed.” A job with this status cannot be changed
to Open. A substitute can be assigned to this job and the job status will change to Active.

Modifying ‘No Substitute Required’ Jobs (Operators Only)

Verified “No substitute required” jobs can be modified by operators with job, modify permission on their profile.
When a substitute is assigned or specified for a job with a status of ‘No Substitute Required’, the jobs status will
change as shown in the following table.

Beginning Status User Action Status Changes to:
Verified/NSR-user req, Enter assigned sub/Save | Verified/Admin
-IFC, -SAU, -MJD, -NSR day, or —No assigned
sub allowed (no search rules)
Verified/NSR-user req, Enter specified sub /Save | Same status, no change
-IFC, -SAU, -MJD, or -NSR day
Verified/NSR-user req, Enter assigned sub AND Verified/admin
-IFC, -SAU, -MID, or -NSR day specified sub & save assigned
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Job Filling Details

Click the Filling Details button to display the Job Filling Details screen. This screen allows you to access the calling
information on the selected job and create a Job Filling Details report. Click Search to display all calling information
on the job, or to perform a search based on the search criteria. Search results are displayed on the Job Filling
Details list.

Job Filling Details
Search Criteria
Job Number 1230871
Display Calls [V
Display Disqualified Substitutes: I_
Records Per Page:  [G0  + |

| search | create Raport | Return To Job

Job Filling Details List

DatesTime Substitute Telephone # Step Order# Disposition/Description
08/17/2009 04:00:33:0 PM SALDANABRIDGETT 21774004495 11 19230 Busy
08/17/2009 04:10:28:0 Ph SALDANABRIDGETT 21774004495 11 19230 Accept
Field Name Description
Display Calls Calling Information is a record of all call attempts made on each job, and all job transactions

made between substitutes and the system for this particular job.

Note: Calling information is stored for the number of days specified on the Parameters —
Configuration tab.
Display Disqualified This option displays each substitute that was not offered this job and the reason the
Substitutes substitute was not contacted. Some reasons that display include Not Registered, on a Do
Not Use list that applies to this job, and disqualified from receiving additional calls during
morning callout due to the Disqualify parameter settings on the Parameters — Configuration
tab.

Creating Job Filling Reports

To create a Job Filling Details report, click Create Report on the Job Filling Details screen after the search results
have displayed. The Job Filling Details report automatically displays in the Adobe Acrobat reader. Fields on the
report will display in the same order as fields on the screen. If you are an administrator, Access IDs and telephone
numbers may not display if not enabled on the Parameters — Administrator tab.

The total number of calls made and the total number of disqualifications are displayed at the end of the report.
SCAN (Substitute Cancelled Assignment Notification) calls are not included in the total count for calls.

A sample report is provided below.

Job Filling Detalls

Jobe 1380671 Location: FASHMERE H 8 Classificatiot 687 LITERACT COACH
Data/Time Substituts Hame Aoocss ID Talspbone Woo o Btep ordsrd  Diopoeition /Description

310 FM SALOANA, EAIDGETT 33161 F177A00845 11-5Spacified SUDSEituta 1a230 Eugy
5.0 M SALDAMA, ERTDSETT 35161 §17T40044E 11-5pacificd Subntituta 1230 Rosapt

Total Wumbsr of Callos 2
Total Wumber of Dioqualifications. 0
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Split Job

Click the Split Job button to split the single or multi-day job into new job segments and to add or modify substitute
assignments for each job segment.

For Multi-day jobs, there are two Split Job options: Separate Job and Split At. These options can be applied
separately or used together to split a job.

e Separate Job — This option separates a specific day(s) of the job from the original absence
e Split At — This option separates days of the job beginning from a specific day forward

When a multi-day job is split, the system displays a Split Job Preview that shows how the job will be split.
Substitute assignments can be added or modified for each job segment from the preview pane.

For Single Day jobs, a time slider is used to adjust the minutes/hours of the original job to create new job
segments. Moving the slider to the left reduces the job length in hours/minutes; moving it to the right increase the
length of the job for the job segment. As the slider is moved, new job segments are created below the existing job
segment. The slider acts as a visual cue as well as it graphically shows the beginning and end times for each job
segment. Substitute assignments can be added or modified for each job segment.

Employees and substitutes receive email notification when an absence is split. Substitutes are notified when they
are removed or added to a job.

The system displays various alerts before and during the Split Job process to ensure that system users are aware of
the Split Job action being performed on a job. The alerts include:

e Job Detail Page — A Split Job Confirmation message is displayed when the Split Job button is clicked on the
Job Detail page. The person initiating the split must confirm the Split Job action before the system will
proceed.

e Job Inquiry Page — After the split is in progress, the status of the job being split is shown as Stopped/Open
in the Job List.

e Job Detail Page — After the split is in progress, the job status is shown as Stopped/Open in the Job Detail
section.

e Job Detail Page — During the split job process, a system message is displayed at the top of the Job Detail
page to alert users of the split job action being applied to the job. The name of the person performing the
job split is provided.
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Split Job for Multi-Day Jobs
A multi-day job can be split into separate jobs using the Separate Job and/or Split At options. Substitute
assignments can be added or modified for each job segment. The original job retains the job number and the new

job segments created from the ‘split’ receive new job numbers.

After a job is successfully split, other job specific modifications can be made to the jobs.

Job Detail - Split Job Button

On the Job Detail page, click the Split Job button.

Job Detail

Job Detail
Job Number: 92 Location:  ZZTestLacation
Status:  OpeniOpen Classification:  ZZ Test Classification
Ernployee:  ZZ Test Emplovee, Calendar. All Locations
Aocess|D: 898899888 Search Rule:  Typical |

Step:  Prefenec-Employee-Class

Create Report [ Filling Details_J Spiit Job Return To List | Stop Callout

Clicking the "Cancel Job” button will not save other changes

Cancel Job

Changes are not updated unitil Save is pressed

Reason: |77 TestReason 939 ¥
Budget Code
Date From: (0472172014 T Tolndreaj014
nwoorr) (o)
Weekly Schedule: Absence Times Substitute Times
Start Time End Time Start Time End Time
(hhimmam)  (hhimmam) - (hhimm am) - (hhimm am)
Monday 07:30 Ak 03:00 P 07:30 A 03:00 Phd
Tuesday 07:30 A 03:00 P 07:30 A 03:00 Phd
Wednesday 07:30 A 03:00 P 07:30 A 03:00 Phd
Thursday 07:30 A 03:00 P 07:30 A 03:00 Phd
Friday ] [07:30 PM 10:00 P 07:30 Pt 10:00 P

Assigned Substitute Modify the assigned substitute
Mame: Subsiitute ID:

Arcess D
Telephone #
#ctepted On
Level
Pay Rate:
Substitute Pay Rate:

Specified Substitute Modify the specified substitute
Mame: Substitute ID:
Access D
Telephone #

Lasttime called,

The Split Job Confirmation message is displayed. When a job is being split, it is automatically stopped from callout
and restarted after the job is successfully split. To continue with the Split Job request, click ‘Yes.”

Thanges are not upaated Uil Save is pressed

Reason: |ZZ TestReason 999 ud
Budget Cade I:l
Date From: [4p21 /501 4 1 = Tollnamamnia B
(MWD
Weekly Schedule

This job will automatically be stopped from callout and
the callout wiil be re-started after splitting the job successfaily.
Are you Sure you want to continue?

wonday [
Tuesday =]
Wednesday & Yes No
Thursday
Friday O] 0730PM | [10:00PWM | [0730PM | [10:00PM
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Split Job Page

The Split Job page is displayed after the Split Job request is confirmed. The Split Job page contains the job details
and the split job options: Separate Job and Split At. The Split Job options can be applied to the entire job or to
individual days of the job. The date, day and job times for each day of the job are listed in the Job Days table.

Each split job request is shown with a Split Job Preview that shows how the job will be split based on the selections
made.

Joh Number: 92
Location: 77 Test Location
Clagsification:  ZZ Test Classification
Employee:  ZZ TestEmployee,
Access D0 4001

Job Days

o e found, displaving all tems
1

Date Day Times ‘ [l separate Job | [ spiit at
0472102014 Monday 07:30 AM-03:00 PM

041222014 Tuesday 0730 AbA-005:00 P "] "]
0462312014 Waednesday  07:30 AM-0300 P O O
0472472014 Thursday 07:30 AM-03.00 PM [~ 1 [~ 1

4 tems found, displaving =il tems:
1

Separate Job Option - All Days or Individual Days

Use this option to create separate jobs for each day of the job, or for selected days of the job.
Separate Job — All Days

Click the ‘Separate Job’ checkbox in the header to automatically mark each day of the job for separation. Separate
jobs are created for each day of the multi-day job.

The following Split Job Preview shows:

e 4/21is a separate job. This job will retain the original job number.
e 4/22is a separate job. This job receives a new job number.
e 4/23is a separate job. This job receives a new job number.
e 4/24is a separate job. This job receives a new job number.

Job Humber: 92

As you select the checkboxes, you will see a preview of how the

Location:  ZZTest Location Jobwill be spiit below this area. Click Expand Allto view all the splits
Classification: 77 Test Classification together based on your selection. Ifvon are satisfied with vour spii,
Employes: 77 Test Emplayes, click Condinue to modily Substitute information for each spiit

Access |Dr 4001

Job Days Split Job Preview Expand All

4 items found, displaying all items.

1

Date Day Times | [l separate Job | Split At 04/21/2014  Manday 07130 AM-OZ:00 P
0421214 Monday 0730 AM-03:00 Pt

GHERES sz 7S AE 04/22/2014 07:30 AM - 0442242014 03:00 P
04232014 Wednesday 0730 AM-03.00 P

D016 Thursday 0730 AMIE00PM 04/23/2014 07:30 AM - 04/23/2014 03:00 PM
4 ttemns found, displaying all terms.
. 04/24/2014 07:30 AM - 04/24/2014 03:00 PM
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Separate Job - Individual Day(s)

Click on a checkbox in the ‘Separate Job’ column for the job day(s) to be separated. A separate job is created for
the selected day(s).

The following Split Job Preview shows:

e 4/21,4/22 and 4/24 is a separate job. This job will retain the original job number.
e 4/23is a separate job. This job receives a new job number.

Job Humber: 92 As you selact the checkboxes, you will see a praview of how the

Location:  ZZ Test Location Jobwill pe spit below this area. Cick Expand Al 1o view 17 the spiis

Classification:  ZZ Test Classification together based on your selection. ifyou are sabisfied with your spit,
Emplovee:  ZZ Test Employee, click Continue to modify Substitte information for each spiit

Access 1D 4001

Job Days Split Job Preview Expand Al
4 ttems found, displaying al tems 04/21/2014 07:30 AM - 04/24/2014 03:00 PM
1
Date Day Times | [Cseparate Job | Clsplit at 047212014 Monday 07130 AM-O3:00 P4
0412102014 honcay 07:30 AM-03:00 P4

04/22/2014  Tuesday 07130 AM-03:00 PM

CHERREL ey EEANEIDRY g ] 04/24/2014  Thursday 07130 AMOZ:00 PR
04232014 WWednesday  07:30 AM-03:00 PR
045242014 Thursdsy  O7:30 AM-03:00 PM a a

04/23/2014 07:30 AM - 04/23/2014 03:00 PM

4 feme found displving al fem:

Split At Option - All Days or Individual Days

Use this option to split the multi-day job starting from the marked job segment, or to create a separate job starting
from the marked job segment.

Split At — All Days

Click the ‘Split At’ checkbox in the header to automatically split each day of the job to create separate jobs.
Separate jobs are created for each day of the multi-day job.

The following Split Job Preview shows:

e 4/21is a separate job. This job will retain the original job number.
e 4/22is a separate job. This job receives a new job number.
e 4/23is a separate job. This job receives a new job number.
e 4/24is a separate job. This job receives a new job number.

Jdob N“ml_m" 92 As you selectihe checkhoxes, you will see @ preview of how the
Location:  ZZ Test Location Jobwill be split below this area. Click Expand Al to view ail the splits
Classification:  ZZ Test Classification logether based on your selection. Ifyou are satislied with your spiit,
Employee:  ZZ Test Employee, click Continue o modify Substiiute Infarmation for each spiit
Access 1D 4001

Job Days Split Job Preview  Expand Al
#items found, displaying al tems 04/21/2014 07:30 AM - 04/21/2014 03:00 PM
1
e | oay Times | separste sob | Elspitar 04/21/2014  Monday  07:30 AM-03:00 PM
042172014 Monday 07:30 AM-03:00 PM
GUEEEI ety CEDANER 04/22/2014 07:30 AM - 04/22/2014 03:00 PM
04/23/2014  Wednesday — 07:30 AM-03:00 PW
042472014 Thursdsy  07:30 AM-03.00 FM 04/23/2014 07:30 AM - 04/23/2014 03:00 PM
4 itens found, displaying all items:
y 04/24/2014 07:30 AM - 04/24/2014 03:00 PM
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Split At - Individual Day(s)

Check a box in the ‘Split At’ column to mark the date that a separate job will start from. A separate job starting
from that date is created.

The Split Job Preview shows:

e 4/21is a separate job. This job will retain the original job number.
e 4/22-4/23is a separate job. This job receives a new job number
e 4/24is a separate job. This job receives a new job number.

Job Number: 92
Location:  ZZTest Location
Classification: 77 Test Classification
Employee: 77 Test Employes,

As you select the checkboxes, you will see a preview of how the
Job witl be split befow this area. Click Expand Aif to view a1l the spiits
together based on your selection. If yvou are saiislisd with your spiil,
click Continue o modily Substitute information for each apiit

Access D0 4001

o Days

4 ftems found, displaying all tems
1

Split Job Preview Expand All

Date Day Times ‘ [ separate Job ‘ [ split &t 042142014 Monday 0730 SM-03:00 Pii
0472172014 Monday 07:30 AM-03:00 PM

G 2001 T e o 07, 50/ 0G 0 UM 04/22/2014 07:30 AM - 04/23/2014 03:00 PM
041232014 Wednesday  07:30 AM-03:00 PM ] ]

0472412014 Thurseay 07:30 AM-03:00 PM 0472472014 07:30 AM - 04/24/2014 03:00 PM

4 ftems found, displaying all tems
1

Using Both Split Job Options

The Split Job options can be used together. The multi-day job can be separated into separate jobs and split into
separate jobs.

The Split Job Preview shows:

e 4/21is a separate job. This job will retain the original job number.
e 4/22is a separate job. The ‘Separate Job’ checkbox is enabled for 4/22.This job receives a new job
number

e 4/23-4/24is a separate job. The ‘Split At’ checkbox is enabled for 4/23. A separate job starting from
4/23 is created. This job receives a new job number.

Job Number: 92
Location:  ZZ Test Location
Classification:  ZZ Test Classification
Employes:  ZZ Test Employee,
Access Do 4001

As yon select the chackboxes, you will see a praview of how the
Jobowill be spiit below this area. Click Expand Al to view ali the spits
together based onvour selection. Ifyou are satisfied with your spid,
click Continue to modily Substile information for each split

Job Days

4 items found, displaying il tems.
1

Split Job Preview Expand All

04/21/2014 07:30 AM - 04/21/2014 03:00 PM

— e —— el 04/22/2014 07:30 AM - 04/22/2014 03:00 PM
042172014 Mond: 07:30 AM-0300 P

ey 0442312014 07:30 A - 0472472014 03:00 PM
042202014 Tuesday 0730 AM-0300 P
04232014 Wednesday  07:30 AM-0300 PM
0412412014 Thursday 0730 £M-0%00 Phi [F1 [F1

4 item found, dispiaying il tems.
1

After the split job selections are confirmed on the Split Job page, click the Continue button to display the Split Job
Review screen.
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Split Job Review

The Split Job review page shows the segments for each split job. To make modifications to the Substitute
assignments, click the Edit Substitute link for the job segment. The Substitute Detail page is displayed.

Split Job Review

Based on vour selection, below are the list of jobs and their carresponding fob segments. The first
Job retalns the fob number. Newly created fobs recelve & hew job number. Please review and click
Confirm to procesd, [ you want to revislt your selection, ciick Back.

Expand All | Confirm ] Back |

Edit Substitute »

04721/2014  Monday 07 :30 AM-03:00 PA

Segments for job [ 04/22/2014 07:30 AM - 04/22/2014 03:00 PM ]

Segments for job [ 04/23/2014 07:30 AM - 04/24/2014 03:00 PM ]

Substitute Detail

To add or modify substitute assignments, enter the substitute ID or if the ID is unknown, click Name
Lookup to search for the substitute. Click ‘Done’ to assign the substitute to the job.

Assigned Substitute Mame Lookup

Specified Substitute Mame Lookup

Done

Name Lookup

At least 2 characters must be entered in the Name Lookup field to start the substitute search.

Assigned Substitute. t

Specified Substitute Name Lookup
Name Lookup Results

You must input at least 2 characters to start searching...

Done
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To add a substitute to the job, click on the substitute name. The substitute ID and name are added to the
Substitute field

Assigned Substitute TITTTITT7|

Name Lookup Results

71 Test Substitute, Sub

Will work at
Loc? Class?

Yes Yes  Yes Yes
ZZ Test Substitute, Sub 4071234567 Yes

Name Call Back # Reg? Cert?
Test Sub 2,

Yes  Yes Yes

Done

Click ‘Done’ to return to the Split Job Review screen.

Split Job Review -Confirm

On the Split Job Review page, the Substitute information for the job segments is displayed. If not shown, click the
arrow next to the Edit Substitute link.

Split Job Review

Based on your selection, below are the fist of fobs and thelr coresponding fol segments. The first
Job retains the foi number. fewly created fobs receive a new job number. Piease review and cfick
Confirm to proceed. Jiyou want to revisit your selection, cfick Back.

Expand Al

+ Segments for job [ 04/21/2014 07:30 AM - 04/21/2014 03:00 PM |

Edit Substitute w

specified 1d: Haine:
Assigned Id:777777777  Mame:ZZ Test Substitute, Sub

04/21/2014  Monday  07:30 AM-03:00 PM

» Segments for job [ 04/22/2014 07:30 AM - 04/22/2014 03:00 PM ]
Edit Substitute »

04/22/2014  Tuesday 07:30 AM-03:00 PM

~ Segments for job [ 04/23/2014 07:30 AM - 04/24/2014 03:00 PM ]
Edit substitute »

04/23/2014  \Wednesday  07:30 AM-03:00 PM

04/24/2014  Thursday — 07:30 AM-03:00 PM

After the substitute assignments have been completed for the job segments and the job splits have been reviewed,

click Confirm to have the job splits processed. The following message is displayed, “Please wait while the job is
being split.”

¢ Please wait while the job is being split...
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Job Inquiry Page - Split Job Success

After the job is successfully split, the Job Inquiry page for the job is displayed. All of the jobs created from the split
are listed with the new job numbers. Click the arrow next to the job number to see additional job details. If no
additional changes are required, click ‘Done’ to complete the process.

Success
Job List

The fobs created as a reswit of this sniit s listed below. Please click on the job links to adfust substitutes or other job specific changes o the job. Click
Done afier you are finished.

92 IL TestEmployee, ZT Test Substitute,5ub II Test Location 0373172014 12:51 P, Na

Actives 0472172014 0730 A, 0472172014 07,30 Aih IZ Test Classification Nao

Admin ssigned 04/21/2014 03:00 P 04/21/2014 03:00 Pig II Test Reasan Na
07:30

No

Job Number - 93

Job Number - 94
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Split Job for Single Day Jobs

The hours of a single-day job can be split to create new single-day jobs. Substitute assignments can be added or
modified for each job segment. The original job retains the job number and the new job segments created from

the ‘split’ receive new job numbers.

Job Detail - Split Job Button

On the Job Detail page, click the Split Job button located in the Job Detail section of the page.

Joh Detail

Joh Detail
Job Number: 100 Location;  ZZ Test Location
Status:  OpeniOpen Classification:  7Z Test Classification
Employee:  ZZ Test Employee, Calendar. Al Locations
Access ID: 888888888 Search Rule:  Typical |

Sten:  Preferred-Employee-Class

Create Report _J Filling Details | Split Job Return To List_J| Stop Callout

Clicking the “Cancel Job” button will not save other changes

Cancel Job

Changes are not updated until Save is pressed

Reason |22 Test Reason 399 v
Butdget Code
Date From:  [04/25/2014 T Tefpgpesiema
oo Ao
‘Weekly Schedule: Absence Times Substitute Times
Start Time End Time Start Time End Time
(hhmmam)  (hhminatn)  himmamy - (hhmm am)
Monday ] [02:30 PM 1000 PM 0730PM | [10:00 PM
Tuesday (] [07:30 PM 10:00 PM 0730PM | [10:00 PM
wednesday (1 [07:30 Ph 10:00 PM 0730PM | [10:00 PM
Thursday ] [07:30 PM 1000 P 0730PM | [10:00 PM
Friday 0730 AM 0400 PM 0730AM | (0400 PM

Assigned Substitle IModify the assianed substitute

The Split Job Confirmation message is displayed. When a job is being split, it is automatically stopped from callout
and restarted after the job is successfully split. To continue with the Split Job request, click ‘Yes.” The Split Job page

is displayed.

Clicking the "Cancel Job™ button will not save other changes

Cancel Job

Changes are nof upt
This job wiil automaticily be stopped from colloat and
Reastt |2 tie catiut wil b restorted after spiitting the job sccessfully.
Budget Cade [ ATe you Stire you want to contipue?

Date From: 4
o

Weekdy Sched
Yes | Ho

wonday 1 [0730PM | [1000PM | [0730PM | fI000FM |
Tuestay [ 0730PM_| (1000PM | [0730PM | NI000PM |
wedneetsy [1 0730PM | [1oo0PM | [0730Pm | f1000PM

May 2014

eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute

71



Administrator Menu
Job Inquiry/Reports

SmartFindExpress System Administrator User Guide
Release 2.5

The Split Job Page

The original job can be split into one or more new jobs. The newly created jobs receive new job numbers and
substitute information can be added or modified for each job. The Split Job page displays the job details and
displays the job times. The time slider is used to select the hourly increments for each job.

Job Number: 100

Using the Time Slider

Location:
o

ZZ Test Location
ZZ Test CI 1

Ermployee:

Access 1D

ZZ Test Employee,

4001

Job Times

Continue m

Date

Day Times

0412512014

Friday 730 AR - 4:00 PM

To split the original job into multiple jobs, place the cursor on the gray square at the end of the time slider to move

the slider. As the slider is moved, the start/end times for the new job being created are displayed below the

existing job segment. Move the slider to the right to increase the job hours/minutes; move the slider to the left to
decrease the job hours/minutes. The slider movements create the new job segments.

Time slider used to create an additional job:

Jobh Number:

Location:
Classification:

Employee:

Access D

100

77 Test Location

77 Test Classification
ZZ Test Employee,
4001

Job Times

Date Day Times
04/252014 | Friday | 7:30AM - 12:00 PM |
04/26/2014 | Friday | 12:01 PM- 400 PM L]

Time slider used to create three additional jobs:

Job Number: 100
Location:  ZZ Test Location
Classification:  Z7 Test Classifieation
Employee: 72 Test Employee,

Aceess D 4001

Joh Times

| Continue J Cancel |
Date Day Times
042512014 | Friday | 7:30AM - 1200 PM [ |
04/2512014 | Friday | 12.01 PM- Z15 P | ]
04/2512014 | Friday | Z16PM - 315PM [ ]
04/25/2014 | Friday | 316PM - 400PM ]

To remove an entry, move the slider to the right to extend the job time to the end time of the previous job
segment.
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Manually Entering Job Times

The job start/end times can also be typed into the Times fields. The slider automatically adjusts to the start/end
times that are entered manually.

«Job Number: 100
Location:  ZZ Test Location
Clagsification:  ZZ Test Classification
Employee: 77 TestEmployee,
Access Do 4001

You can manually type in the time here and the sliders will automatically adjust

Joh Times
Date Day Times
04i25/2014 | Friday | 730 AM - 12:00 Ph B
0412572014 | Friday | 12:01 PM- 21320 B
0412672014 | Friday | 2714PM - 400 PM |

After the job splits are made, click the Continue button to review the changes made to the job. The Split Job
Review page is displayed.

Split Job Review

The Split Job Review page lists the start/end times for each job segment. The original job retains the original job
number. The newly created jobs receive new job numbers. Click the Expand All link to display all of the information
for each job segment. Click the Edit Substitute link to add or modify substitute assignments.

Split Job Review

Based onyour selection, bejow are the list of jobs and their corresponding job segments. The {irst
Job retains the fob number. Newly created jobs recelve a new fob humber. Pisase review and click
Confirm to proceed. [f you want to revisit vour selection, click Back.

Sand Al [ Confim | Back |

Edit Substitute »
04/25/2014  Friday
Segments for job [ 04/25/2014 12:01 PM - 04/25/2014 02:15PM |
Segments for job [ 04/25/2014 02:16 PM - 04/25/2014 03:15PM |

Segments for job [ 04/25/2014 03:16 PM - 04/25/2014 04:00 PM ]

Expand All View

Click the ‘Expand All’ link to see all of the information for each job segment.
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Split Job Review

Based on your selection, below are the list of jobs anciiheir coresponding job segments. The first
iob retains the job numbber. Newly crealed jobs 1eceive 2 new job number. Flease review and click
Gonfirmto proceed. (Fyou want to revisit your sefection, cfick Back.

Expand Al

[ conim | Back |

Edit Substitute »

04/25/2014  Friday

Segments for job [ 04/25/2014 12:01 PM - 04/25/2014 02:15PM |

Edit Substitute b

04/25/2014  Friday

Segments for job [ 04/25/2014 02:16 PM - 04/25/2014 03:15PM ]
Edit Substitute b

04/25/2014  Friday

Segments for job [ 04/25/2014 03:16 PM - 04/25/2014 04:00 PM |

Edit Substitute »

04/25/2014  Friday

Substitute Detail Page

Click the Edit Substitute link for the job segment to add or modify substitute assignments. The Substitute Detail

page is displayed. To add a substitute, enter the substitute ID, or if the ID is unknown, click Name Lookup to search
for the substitute name and ID.

Assigned Substitute [Name Lookup

Specified Substitute Name Lookup

Done

Name Lookup

At least 2 characters must be entered in the Name Lookup field to start the substitute search.
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Assigned Substitute t

Specified Substitute Name Lookup
Name Lookup Results

You must input at least 2 characters to start searching...

Done

To add a substitute to the job, click on the substitute name. The substitute ID and name are added to the
Substitute field

Assigned Substitute 777777777, |te ZZ Test Substituts, Sub

Specified Substitute Name Lookup

Name Lookup Results

Will work at
Name Call Back # Reg? Cert? Loc? Class?
TestSub2 Yes Yes Yes  Yes

17 Test Substitute, Sub 4071234567 Yes Yes Yes  Yes

Done

Click ‘Done’ to return to the Split Job Review screen.

Split Job Review - Confirm

On the Split Job Review page, the Substitute information for the job segments is displayed. If not shown, click the
arrow next to the Edit Substitute link to display the information.

Split Job Review

Based on your sefection, below are the fist of jobs and their corresponding job segments. The first
Joib retains the jois nuMber. Newly created jobs receive & new job number. Piease review and click
Confirm {0 proceed. Ifyou wantio revisit your selection, click Back.

Expand All

[ Confirm | Back |

Edit Substitute »

Specified Id: me:
Assigned Id:777777778  Name:Test Sub 2,

04/25/2014  Friday

Segments for job [ 04/25/2014 12:01 PM - 04/25/2014 02:15 PM ]
Edit Substitute »
04/25/2014  Friday
Segments for job [ 04/25/2014 02:16 PM - 04/25/2014 03:15 PM ]
Edit Substitute »
04/25/2014  Friday
Segments for job [ 04/25/2014 03:16 PM - 04/25/2014 04:00 PM ]

Edit Substitute »
04/25/2014  Friday
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After the substitute assignments have been completed for the job segments and the job splits have been reviewed,

click Confirm to have the splits processed. The system displays the following message, “Please wait while the job is
being split.”

" Please wait while the job is being split...

Job Inquiry Page - Split Job Success

After the job is successfully split, the Job Inquiry page for the job is displayed. All of the jobs created from the split
are listed with the new job numbers. Click the arrow next to the job number to see additional job details. If no
additional changes are required, click ‘Done’ to complete the process.

Success
Job List

The jobs created a5 @ result Of ls soit s Nsted below, Ploase Click on the job [Inks 10 aciust substitites or ather jor speciic changes to the jon. GIitk
Done afier you are finished.

~ Job Number - 100

100 ZZ Test Employee, Test Sub 2, ZZ Test Location 0470272014 10:57 Al Mo
Aotive/ 04425720014 07:30 Adf, 04/25/2014 07:30 Al ZZ Test Classification No
Admin Assigned 04425720014 12:00 P, 04/25/2014 12:00 PAR Z7 Test Reason Mo

04:30 Mo

» Job Number - 101

» Job Number - 102

+ Job Mumber - 103
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Location Balances
Overview

This feature allows you to display the balances for the substitute allocation units or in-house filling. The in-house
filling capacity is the daily limit a location is assigned for the number of absences to be filled by in-house personnel
before a substitute can be assigned. The SAU balance refers to the number of absences at a location that may be
filled by substitutes during a given period. When a location reaches the limit on the units requiring substitutes for a
given time period, all additional absences are reported as No Substitute Required — SAU.

Using the Location Balances Screen

This screen displays a location’s remaining SAU or IFC balance for the specified date range. After entering the
search criteria, click Search to display either the SAU or IFC list for the location.

Location Balances

Location: Location Search

Type: (¥ Substitute Allacation Units o In-Hause Filling

From Tor
Date Range:  [06/03/2010 = [oes9sz010 B
MINTDAT MINTDAT
| Search |
Field Name Description
Location The pull-down menu displays the authorized locations.
Type Select either SAU or IFC. The SAU list displays either the daily, weekly,

monthly, or yearly remaining SAU balance.

Date Range The start and end date defaults to the current date. Click the Date icon or
enter a different date in the specified format.

A sample Substitute Allocation Units list is shown below.

Substitute Allocation Units List

Period = Week

Date Units Allocated Units Remaining
09052005 24 24
0941272005 24 24
09/19,/2005 24 24
09/26,/2005 24 24
10/03/2005 24 24
10/10/2005 24 24
1041772005 24 24
10/24/2005 24 24
10/31/2005 24 24
110772005 24 24
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This report lists on a daily basis how many units were allocated and how many remain. It also indicates in
the middle of the screen what type of time frame has been indicated for the allocated units (daily, weekly,

monthly, or yearly).

A sample In-House Filling list is shown below.

Date

090172005
090272005
09/03/2005
09042005
090572005
03/06/2005
090772005
09/08/2005
09,/09/2005
09/10/2005
03/11/2005
09/12/2005
09/13/2005
09/14/2005
09/15/2005

In-House Filling List
Daily Jobs =1

Remaining

1

1
1
1
1
1
1
1
1
1
1
1
1
1
1

The In-House Filling list shows how many remaining IFC jobs have to be filled in-house before a
substitute can be assigned to a job.
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Priority Lists

Overview

Priority Lists are lists of substitutes that have been specifically created in order to control the order in which
substitutes are called. Priority lists give substitutes preference over other substitutes and determine the order in
which jobs will be offered either via the Internet browser, call-in, or call-out. Controlling the order that substitutes
are called ensures the best-qualified substitute, according to policies, is found for each job.

Typically, substitutes on priority lists are called before their profile setup is considered. A substitute can be placed
on a location, location group or an employee’s Preferred list. Because employees cannot maintain priority lists,
administrators and operators must maintain these lists.

Administrators can maintain preferred lists and can view Do Not Use and Automatic Assignment lists. Not all
substitutes should appear on preferred lists. Only the substitutes that will be offered the job first should appear.
Having many substitutes on a location’s preferred lists will not improve the fill rate for the jobs. Substitutes must
be assigned to either a location or an employee, but not both.

Priority lists can be created for a specific classification code or for a location or employee in general. The system
typically calls lists with classifications first before lists without classifications. It is not recommend that a substitute
be placed on the both a list with a classification and a list without the classification.

Priority Lists Types
Each priority list type performs specialized functions.

Do Not Use -Active The Do Not Use list identifies substitutes who should not be offered or assigned jobs at a

and Inactive Lists given location, or for a particular employee. The list applies to all standard and custom
search rules and to all jobs requiring a substitute, and therefore is not a part of the search
rule setup.

A Do Not Use list is either Active or Inactive. Active lists are used by the system for job
processing; Inactive lists are not used by the system for processing jobs and are strictly for
historical tracking of Do Not Use entries for a substitute , employee, or location,

A substitute cannot be on a location’s Active Do Not Use list and other priority lists for the
same location and classification at the same time. The only exception is when specifying a
substitute. The ability to specify and/or prearrange a substitute is determined in the system
parameters. If a caller is allowed to specify a substitute, the option “Check the Active Do
Not Use List” can be enabled on the Parameters - Jobs tab.

If this parameter is enabled (the box is checked), the system checks the appropriate Do Not
Use lists at the time the request is made. If the specified substitute’s name appears, the
system will not allow that substitute to be requested or prearranged.

If this parameter is enabled (the box is checked), the system checks the appropriate Active
Do Not Use lists at the time the request is made. If the specified substitute’s name appears,
the system will not allow that substitute to be requested or pre-arranged.

If this parameter is disabled (the box is not checked), the system does not check the Active
Do Not Use lists at the time the request for a substitute is made. The specified substitute
will be called for the position even if on the Active Do Not Use list for that location or

Active Do Not Use employee.

List
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A system-generated notification letter can be printed for mailing to a substitute each time
Continued they are placed on an Active Do Not Use List. The letter is accessed from the Priority Lists

Inactive Do Not Use
List

Automatic
Assignment List

Automatic
Assignment List:
continued

t

page and can be modified before printing (the letter is generated in .rtf format which can
be opened in a word processor).

A reason can be assigned for a substitute being put on an Active Do Not Use list. Use of
these reasons is optional. The list of reasons for Active Do Not Use lists is created on the
System Configuration, Reasons, Do Not Use Reasons.

If Do Not Use entries have an associated reason, the system tracks the number of times a
substitute has been placed on a Do Not Use list for a specific reason (the total is made up of
Active plus Inactive Do Not Use entries for the Substitute). Deleted entries (active or
inactive) are removed form the reason count for a substitute.

The system will automatically send an alert email to designated Operators when a
substitute reaches a threshold for number of times for a single Do Not Use reason (if
configured).

Note: Administrators who have the ability to Modify Do Not Use lists set ON in their
Administrator profile can change the status of Active entries to Inactive.

Entries on the Inactive Do Not Use list are not used by the system to determine whether
substitutes qualify for jobs, but instead serve as an historical log of Do Not Use entries.

This list is typically used when a location has permanent substitutes who should be assigned
before any other substitutes are called. This list can be added or removed from the search
rule setup.

The Automatic Assignment list is used to assign substitutes to the first jobs created for a
location per day. The number of jobs assigned to substitutes from the Automatic
Assignment list depends on the number of substitutes on that list. The system does not call
these substitutes regarding these jobs. Instead, the substitutes must call or sign in to the
system each day to learn which job(s) have been assigned to them. When a job requiring a
substitute is reported, the system checks the location's Automatic Assignment list for an
available substitute.

- If a substitute on the list for that location is available, the system assigns that
substitute to the job and notifies the absence creator that the job has been assigned
from the Automatic Assignment list.

=  If no substitute is available from this list, the system creates the job as an open job and
follows its normal procedures to locate a substitute for the job or allow a substitute to
be specified or prearranged.

The Automatic Assignment list can override parameters that allow substitutes to be
requested or prearranged. This is accomplished by changing the order of the search rule
lists. The Auto Assignment list would be listed before the Specified Substitute list.

If a substitute is available on the Automatic Assignment list at the location of the job, the
system will not consider a specified substitute if one is entered. However, the system
operator can override the assignment of an automatic assignment substitute, if necessary.

If a substitute assigned from the automatic assignment list cancels the assignment to a job,
the system automatically assigns the job to another available Automatic Assignment list
substitute, unless that substitute has previously been assigned to that job. If no other
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Preferred List

Custom List

substitutes are available from the Automatic Assignment list for that location, the system
leaves the job open and follows its normal procedures to locate a substitute for the job.

Note: The automatic assignment list is used before considering the in-house filling capacity
of the location.

This list identifies substitutes who are preferred for an employee, location, or location
group. Preferred lists can have a specific classification or have no classification.

Search rules determine the order in which the Preferred lists are used. Typically, priority
lists that are classification-specific are checked first to attempt to match classification
specific lists with the classification of the job.

Note: Maintaining preferred lists for employees can result in considerable data entry. If you
decide to do so, it is recommended that you limit the number of substitutes allowed on the
list.

Custom lists can be used to identify substitutes for specific circumstances. Custom lists are
created by the operator and inserted into the search rules. Each custom list has a name that
is shown in the pull-down list of list types.

Note: A custom list could be used to place unqualified substitutes on a list that will be called
last in the search rules and after the general list.

Using the Priority Lists Screen

This screen allows you to search, review, modify, delete, add a substitute to a priority list, and create Priority List

reports.

Priority List Inquiry

The inquiry screen allows you to perform a search for all substitutes assigned to a priority list or to perform a
search based on specified criteria. To search for all substitutes, leave the fields on the screen blank, select the sort
order, and click Search. To search for specific priority lists, enter any combination of the search criteria, select the
sort order, and then click Search. When searching on the Active Do Not Use or Inactive Do Not Use list type, the
screen re-displays with a Reason drop-down field for selecting the reason.
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Search Criteriza

List Type: ;I
I_ Subs at’above alert threshold for Do Not Use reason
Classification: v
Location: v

I_ When selecting a group, include locations assigned to the group

Employes: Name Lookup
Substitute: Name Lookup
Fram To
Entry Date: = =
MDD MDD
Sort List by: | Substitute Mame - | Then by ;I

Records PerPage: | B0 = I

[Search | Create Report ] New |

Field Name Description

List Type Select a type from the pull-down list. The options are: Preferred, Automatic
Assignment, Active Do Not Use, Inactive Do Not Use and named Custom Lists.

The Active Do Not Use, Inactive Do Not Use and Automatic Assignment lists are
offered to administrators based on their administrative profile setup.

Reason The Reason field displays only when the List type selected is Active Do Not Use or
Inactive Do Not Use, or when the “Subs at/above alert threshold for Do Not Use
reason” option is enabled.

Operators and Administrators who have Modify, Do Not Use permission on their
profile can associate a reason from the configured list of Do Not Use reasons when
adding a substitute to an Active or Inactive Do Not Use list.

Subs at/above alert Searches the system for all substitutes currently at the alert threshold limit for the
threshold for Do Not Use reason selected from the Reason drop-down. Other search fields are automatically
reason disabled when this option is selected.

Classification The classification determines the list to which the substitute is assigned.

Substitutes can be placed on a priority list for a selected classification. The priority
list can be for employees, locations, or location groups. When a priority list is set up
for an employee, only the employee’s classifications can be selected. A substitute
can be on a priority list even if the subject and/or affected location(s) is not listed in
the substitute’s profile. If no classification is selected, then the substitute will be
offered all jobs for the employee, location, or location group regardless of the job’s
classification.

Location The locations in the pull-down list are the locations found in the administrator’s
profile.

Do not check the “When selecting a group, include locations assigned to the group”
option if you are searching for substitutes that were assigned to a location group
only. This should be checked if you are looking for substitutes that have been
assigned to specific locations that belong to a location group.
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Field Name Description

Employee Enter the Employee ID or click Name Lookup (if visible) to search for the employee
by name.
For administrators, the Employee ID field will not display if View Employee ID is not
enabled on the Parameters — Administrator tab.

Substitute Enter the Substitute ID or click Name Lookup (if visible) to search for the substitute
by name.
For administrators, the Substitute ID field will not display if View Substitute ID is not
enabled on the Parameters — Administrator tab.

Entry Date The date the entry was added to a priority list. Note: Entries in the system prior to
Release 1.5 will display their “Last Modify” date in this field.

Sort list by Choose the primary sort sequence for the search.

Then by Choose the secondary sort sequence for the search.

Priority List Search

Priority List search results display the substitutes that match the search criteria entered on the inquiry screen.
From the Priority List, administrators can delete priority lists, change Active Do Not Use lists to Inactive and

generate notification letters to substitutes that can be mailed to inform them of their entry on an Active Do Not

Use list.

Entries on the Priority List will always display the substitute’s access ID for Operators. For administrators, the View
Substitute ID parameter in Parameters — Administrator, Browser Access, must be enabled for the substitute’s

access ID to display in the results list.

Location/
Employes

Order#

FELIX COOK JR ELBWENTARY &77a

ALL ELBMENTARY SCHOOLS 774

Priority List
1621 items found. displaying 1 to 50.
[FIRST/ PREAOUS |4, 2,3, 4, 5,6, 7,8 [ NEXT / LAST]
Delete I’:‘Zﬁi“ E;'“":r Substitute & Sovess D S;g‘ List Reason [Da Not Use) Classification
] r [T ABERNATHY.BRANDY 15758 0QDSM00F  Aotive Do Mot Use  FELL ASLEER N CLASS Location
- r [T ABERNATHY,BRANDY 15758 00/1943008 Active Do Mot Use  FELL ASLEER N CLASS Location
r r [T ACKERSCAROLYN 30777 O4OEH008  Active Do Mot Use Location

18864

Make Inactive

The “Make Inactive” feature enables administrators to change any Active DNU entries to Inactive by checking the
box next to the item. Active Do Not Use entries can be modified to Inactive Do Not Use; however, Inactive Do Not

Use entries cannot be modified to Active Do Not Use. Inactive/Active Do Not Use entries can be deleted.

A substitute’s Do Not Use reason count is determined by the total of Active plus Inactive DNU entries per Reason.

Deleted DNU entries, active or inactive are not considered in this count.
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Print Letter

The Print Letter feature generates a notification letter to the substitute that can be mailed to inform them of their
entry on an Active Do Not Use list. A letter can be generated for every Active DNU entry listed in the search results.
The letter is created in RTF format. End-users can open the letter in a word processing program and modify the
text and format it as they like. The body of the letter will include the entry date of the Active DNU entry, the
substitute’s name and address information, the reason for the DNU entry (if there is one) and detailed information
on the active DNU entry (i.e., classification, Employee Name, Location).

Entry Date

The date shown in this field is the date the entry was added to a priority list or for entries in the system prior to
Release 1.5 this field will contain the system’s “Last Modify Date.”

Reason (Do Not Use)

If a record does not have a reason populated, no reason will display in the Reason (Do Not Use) column for that
record. The field will be blank.

Delete

The Delete action allows for any priority list to be deleted from the search results. To delete a substitute priority
list, click the box next to the priority list you want to delete and click Delete.

Adding Substitutes to Priority Lists

On the Priority Lists screen, click New. The New Priority List screen is displayed. Enter the required information on
the substitute and click Save.

News Priority List
® Substitute: Name Lookup
" List: =
Code Name
Classification:
or |
Enter sither = location or employes, but nat both:
Cods Hams
* Location: o v
= Employee: Name Lookup
Enter 2n Order. Substitutes on the lowest Sub List and Lavel are called first:
Does not anply to Do Mot Use lists during callout
= gub List: |1
*Level: [1
Camments:
| save | Return To List
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Field Name Description

Substitute Enter the Substitute ID or click Name Lookup (if visible) to search for the substitute
by name.
If an administrator, the Substitute ID field will not display if View Substitute ID is not
enabled on the Parameters — Administrator tab.

List Select a type from the pull-down list. The options are: Preferred, Automatic
Assignment, Active Do Not Use, Inactive Do Not Use and named Custom Lists.
The Active Do Not Use, Inactive Do Not Use and Automatic Assignment lists are
offered to administrators based on their administrative profile setup.

Reason This field only displays when the list types of Active Do Not Use or Inactive Do Not

Classification Code or
Name

Location Code or Name

Employee

Sublist

Level

Comments

Use are selected. The screen re-displays with the Reason drop-down field for
selecting a reason.

The classification determines the list to which the substitute will be assigned. The
code can be entered if known, instead of selecting a classification from the pull-
down list. If a list is not entered, the substitute is considered for any classifications
for the employee, location, or location group.

The locations in the pull-down list are the locations found in the administrator’s
profile. The code can be entered if known, instead of selecting a location from the
pull-down list.

Note: Either a location or an employee must be entered, but not both.

Enter the Employee ID or click Name Lookup (if visible) to search for the employee
by name.

If an administrator, the Employee ID field will not display if View Employee ID is not
enabled on the Parameters — Administrator tab.

Note: Either a location or an employee must be entered, but not both.

A numeric value that indicates the order substitutes will be called. The substitute
with the lowest number will be called first for an assignment. If multiple substitutes
are on a sublist, the assigned search type will determine in what order they are
called.

A numeric value that indicates the order substitutes will be called within a sublist.
The substitute with the lowest number will be called first for an assignment. Level
can be used to indicate seniority. An 8-digit seniority date can be entered for the
level, such as 20040101.

Optional informational can be added on priority lists. This field is alphanumeric and
up to 256 characters.
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Modifying Priority Lists

To modify the priority list information for a substitute, click on the substitute name to display the Modify screen. Update the
desired fields and click Save to update the priority list.

Friority Lists

Substitute Priority List Modify
Substitute:  ABERNATHY BRANDY

List:  Active Do Not Use Reason: |FELLASLEEP IN CLASS -
Claszification:
Location/Employee:  ALL ELEMENTARY SCHOOLS
Does mot apply fo Do Mot Use lsts dudeg sallost

" Sub List:
" Level:

Camments:

| save | Return To List

If the list type of the substitute is Active Do Not Use or Inactive Do Not Use, the Modify screen will display with a
Reason pull-down field for modifying the reason.

Creating Priority List Reports

To create priority list reports, click Create Report on the Priority Lists screen after the search results have
displayed. The Priority List Report setup screen displays.

Report Title: |

7 New Page on Primary Sort
Print [ agcess 1D

I Callbadk Mumber
I Profile status

Yiew Report | Return To List

To print all search results, enter a report title, click New Page on Primary Sort to have the report start on a new
page when the primary sort field changes, and then click View Report.

To print specific information from the priority lists, enter a report title, click New Page on Primary Sort to have the
report start on a new page when the primary sort field changes, click the box(s) next to the priority list information

you want included on the report, and then click View Report.

The report automatically displays in the Adobe Acrobat reader.
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Priority List Report

Substitute List Reason (Do Not Use) Type Sub List order
RAccess ID Entry Date laseification profile atatue Level Last Modify
Commente
Activa Do Mot Uze Location - K179 PS 175 KENSINGTON 1 £66829330
as7544 01/17/2008 Active 1 0B/24/2009 03:57

FEDALLA, HANTY preferred Location - MOB4 PS 024 LILLIAN WEBER 1
2616074 o0s/1a/2008 Active 1 0B/24/2008 03:57

AECALLA,MARKC Active Do Not Usze Location - Q9920415 P5930 @ BEMJAMIN N. CARDOZO HIGH 5C 1 666833296
2614304 0l1/05/2009 Active 1 0B/24/2008 03:57
Activa Do Mot Uze Location - Q9830041 PS330 & PS5 041 CROCHERCH 1 £662332396
2614304 )5/2009 Active 1 /2442008 03:57
Active Do Hot Uze Location - Q993Q208 P$93Q & P.5./I.8. 208 1 666833296
2614304 01/05/2000 Active 1 08/24/2000 03:57
Actlve Do Mot Uze Locatlion - Q993Q072 P533Q & JHS 072 CATH. & COUNT BASIE 1 6668332396
2614304 /2009 Active 1 0B/24/2009 03:57
ACC1va Do Not Uzse Location - Q9930455 PS930 @ QUEENE COLL SCH FOR MATH, 5 1 666833296
2614304 01/05/2009 Active 1 0B/24/2008 03:57
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Profile Inquiry and Reports
Overview

The Profile Inquiry and Reports feature provides access to the General Inquiry screen, Employee Inquiry screen,
and if configured, the Substitute and Administrator Inquiry screens. This feature is used to search, review, modify,
print, and export information on groups of employees, substitutes, and administrators. Many inquiry reports can
be created using different combinations of search criteria and printed based on various report setup options.
Information on multiple employees, substitutes and administrators can be accessed and modified without
repeating the search.

Single profile searches can be performed using access ID or name, external ID, or callback number. Reports can be
obtained using different combinations of search criteria and printed based on numerous report options.

The Administrator inquiry allows you to search for an administrator by location. You can modify or delete an
administrator profile and create a report of administrator profiles.

The Employee inquiry allows you to search for a group of employees at one time. The search may be to print a
report containing information on more than one employee, to edit several profiles at one time, or to export
employee information.

You can search for employees by location, classification, registration status, expiration dates, and date types on
the employee profile.

During searches, the results remain visible regardless of the number of profiles you view or modify. This allows you
to perform tasks on several employee profiles with less searching.

The Substitute inquiry searches for a group of substitutes at one time. Some possible reasons for the search may
be to print a report containing information on more than one substitute, to edit profiles, or to export several
profiles at one time.

You can search for substitutes by location, classification, registration status, expiration dates, and by date types on
the substitute profile. You can also search for substitute availability by entering specific search criteria and dates
for the search.

During searches, the results remain visible regardless of the number of profiles you view or modify. This allows you
to perform tasks on several substitute profiles with less searching.

Profile Inquiry

The General Profile Inquiry screen allows you to search for a profile by access ID or name, external ID, or callback
number.

To search for a specified employee, an ID or name search should be entered. The access ID and external ID are
visible to administrators if the district settings View Employee ID or View Substitute ID are enabled on the
Parameters — Administrator tab.

To reset a PIN number so that the employee should re-register, check the reset indicator. The PIN can be changed
if the parameter Allow PIN Modification on Employee & Substitute Profiles is enabled on the Parameters — General
Tab. A “Registered” message will appear on the profile if the employee has registered and recorded their name
with the system.
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To delete a profile, click the Delete button. Profiles cannot be removed if there is job data in the system. You will

be asked to confirm the deletion.

When searching for a substitute, the callback telephone number is visible if the district setting View Substitute

Phone Number is enabled on the Parameters — Administrator tab.

After entering the desired search criteria, click Search.

Search Criteria

Records PerPage: |60 =

Last Name: [saa | ® Beginzwith ' Contains
First Name: | | ® Beginswith ' Contains
External ID: l:l

382 itemns found, displaying 1 to 50,
[FIRST/PREWAOUS 1,2, 3,4, 5,6, 7, 8 [NEXT / LAST ]

Select  Mame - Access D |z Administrator | |z Employes | |5 Substitute
Select SASAVEDRA, LEE 19258 Mo Tes Tes
Select SAMEDRA TIM 3144 Mo ez Mo
Select SABOTIN, DANIEL 11536 Mo Tes Mo
Select SABSOO0K, DEBORAH 12047 Mo Yes Yes
Select SACHS, GREGORY 14548 Mo Tes Mo
Select SACK, CAWON 10153 Mo Yes Mo

If multiple profiles exist that match the search results, a list of profiles is displayed. Search results can be sorted
(ascending/descending order) by clicking on the up/down arrows in the Name, Access ID and Web User ID

columns.

NOTE: The Web User ID field will not display if the district is not configured to use this field for SmartFindExpress

web login.

When a profile is selected, the Modify Profile screen is displayed for that user.

=
Frofile last updated on D406/2010 by ZZ, TEST SUPERVISOR
= Aocess ID: PIN
First Name:
Bdenaliv: [ |
Telephone Number [ | I Reset? Registerad on
E-mail: | ]
AddressLine 1: | ]
AddressLine 2 | ]
ity | |
StatesProws || Zipostali ||
Bender
Ethnicity:
* Language:

“Twee T aaministiater [ aative

[ 15 Emergency Contact

™ swvailable for Hew Jobs
™ swailable far Lang Term
7 ks cortitied

I Available for General Calling

Callback Number  |4075551234
[ Sove | Delete | Retorn To tit |

M 1 Employes W active
" Calendar | All Locations x I
[ substitote: T sctine
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Profile information can be viewed or updated depending on the administrative setup of the administrator or
operator. With modify access, a profile can be modified or deleted. For detailed information on modifying profiles,
refer to the “Profile New” chapter for procedures and field descriptions.

Administrator Inquiry and Reports

Note: Although information on administrator inquiry and reporting is included in this chapter, only system
operators have access to administrator profile setup and maintenance.

Operators are the only type of users that can access administrator profiles. This screen allows you to search for
administrator profiles and create administrator profile reports. The default sort order is by administrator ID.

To display a list of all administrators in the database, click Search. To search for specific profiles, select a location
from the pull-down menu. The Administrative Profile list displays the profiles that match the search criteria in the
specified sort sequence.

Search Criteria
Location: | ADAMS ELEMENTARY -

sotorder @ pccecon O Name

Recards Per Page: |50 %
| search | create Report

Adrninistrative Profile List

46 items found, displaying all items
1

Access 1D = | FIN [ Hame Type
013z 111111 TEST, OPERATOR Operator
10215 36036 SEIBOLD, CHRISTINA  Operater
AD52Z6 28719 PIECHA, CLAYTON Administrator
11854 60881 CERVANTES, RBBET Operator

11941 0783 MCEINNON, DAMD Administrator
12127 666G CONTRERAS, DEBORAH  Operatar

Administrative Profile List

The Administrative Profile list displays profiles that match the search criteria. Clicking on the ID link of a profile
displays the Modify Profile screen for the administrator. Profile information can be viewed and updated. To delete
a profile, click the Delete button. For detailed information on modifying profiles, refer to the “Profile New” chapter
for procedures and field descriptions.

The Menu Access option for the administrator can be viewed and modified from the Menu Access screen. The list
of authorized locations for the administrator can also be viewed and modified. To add or delete locations and
location groups from the profile, click Modify Locations on the Location Access screen.

Administrator Access to Administrator Profiles with Multiple Roles

Administrators can access the profiles of other administrators that also have Employee and/or Substitute roles if
they have location access to that profile. The system will only display the Employee and/or Substitute portions of
the profile to preserve the security of the Administrator role. The other profile options are accessible from the
dropdown menus on the profile.

Home Administrator ¥ Reports ¥

[Frome | cmpiores -

General profile data (Access D, PIN, address, etc.) is not displayed because the profile has an Administrator role.

Return To List
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Creating the Administrative Profile report

From the Administrator Inquiry and Reports screen, click Create Report to create the Administrative Profile report.
The report automatically displays in the Adobe Acrobat Reader. Use the Adobe toolbar to print or save the report.
A sample report appears below.

Adminigtrator Profiles

Hame

i PIN Status Language Emsrg Telephone Email

Hillside M1adla Echocl,

JASMAN, ROLANDA

Ford, Brianns

102022 1020220 Active Englisn na 2e86620 cperatorenillside.K12.T1.us
Henu Acceas:

Admin View Anncuncements; Jobe; Allow Specifying a Substitute; Allow Erearranging a Subetitute; Allcw Job
Overrides; AUto Assigmment; Profiles - Emplayes; Frofiles - Substitute; Location Balances; Frio
rity Lists; Do Not Use;

Admin Modify Announcements; Jobe; Rllow Specifying a Substitute; Allow Erearranging a Sutetitute; R1lcw Job
overrides; Auto Assignment; Profiles - Employes; Frofiles - Substitute; Locaticn Balances; Pric
rity Lists; Do Mot Use;

Oper View  System Configuration; System Cperations;

Cper Hodify

locatlion Access: ALL MIDDLE SCHOOLS
HILLSIDE MIDDLE SCHCOL
WOCD MEMORIAL ELEMENTARY

312333 31223322 Actdve English o 26312442
Henu Acceas:

Aamin View  ANNCUNCEmsnts; Jobe; AlLloW Speciying a Subetitute; Allow Ersarranging a Suretitute; Allow Job
overrides; Auto Assignment; Profiles - Employes; Frofiles - Substitute; Locaticn Balances; Pric
rity Lists:; Do Not Use;

Admin Modify Anncuncements; Jobe; Allow Specifying a Subetitute; Allew Erearranging = Subetitute, Allow Job
overrides; Auto Assignment; Profiles - Emploves; Frofilea - Substifute; Location Balances; Fric
Tity Lists; Do Mot O8a;

Cper View  System Configuration, System Operations;

Cper Hodify

Location Accessgs
555111 5551110 Active English o
Henu Access:

Aamin View — AnNCUNCemsnts; Jobe; ALloW Speciying a Subetitute; Allow Ersarranging a Suretitute; Allow Job
overrides; Auto Assignment; Profiles - Emploves; Frofilea - Substifute; Location Balances; Fric
rity Lists; Do Mot O8e;

Admin Modify Anncuncements; Jobe; Allow Specifying a Subetitute; Allew Erearranging a Subetitute; Allow Job
overrides; Auto Assignment; Profiles - Employes; Frofiles - Substitute; Location Balances: Frio
rity Lists; Do Not O8a;

Cper View  System Configuration; System Cperaticns;

oper Modify System Configuration; System Cperations;

location Access: ALl Locaticns

Employee Inquiry and Reports

This screen allows you to access information on multiple employees at one time. The reason for this search may be

to print a report containing information on multiple employees, to edit several profiles at a time, or to export

employee information. All employee reports are created based on the search selection.

You can search using the default search options or enter specific search criteria. Select any combination of search

criteria to limit the employee search to employees that match the specified criteria. After entering the search

criteria and choosing a sort sequence, click Search to display the Employee list.

The Classification and Location searches allow for up to two choices. If “and” is selected, both choices must be

Praofile Inquiry

Search Criteria
statuss @ A O agtive O nactive
Registerad: ol All & “fes & Mo
Minerant: ¥ All o es o Na

Calendar: ;I

Classification: v
v
Location: v
v
Sort List by: Mame v
Then by: | Access D v

Records Per Page: |B0  w

| search | Create Report | Export [l More Search Options

present in the employee’s profile. If “or” is selected, either of the two choices must be present in the employee’s

profile.

To restrict a search to specified date ranges and Date types, click the More Search Options button to display

additional search criteria.
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rofile Inguiry

Search Criteria
status @ 4 O opete O nactive
Registered: 0 a1 0 vaz € jo
tinerant: & ) O ves O g
Calendar =1
Classification il
Location il
Type From: To:
Dates v & il
- — -
Expited Dates: =i R
SortListby: |Name v
Then by |Access D >
Records Per Page a0 v
| search | Create Report | Export |

Multiple date types can be selected. The Date types are selected from the pull-down list. Any Date type that is
flagged as “Used to Expire” is used in the expired date range search.

The following section provides a description of each field.

Field

Status

Registered

Itinerant

Calendar

Classification

Location

Description
Indicate if the search is on all employees, active employees, or inactive employees.
Select the registration status for the search. The options are:

All - display all employees whether they have registered with the system to receive a
PIN or not.

Yes - display only employees who have recorded their name by registering with the
system.

No - display only employees who have not yet registered with the system.

Note: This feature is useful during implementation of your system to monitor employee
registration. Employees cannot report absences until they register.

Indicate the type of itinerant schedule to be included in the search: The options are:

All - display all employees who have an itinerant schedule.

Yes - display only employees who have “use itinerant schedule” enabled on their
profile.

No — do not display employees who have itinerant schedules.

The pull-down menu displays all calendars that are active in your database. Searching
by a calendar displays all employees who have the calendar in their profile.

The pull-down menu displays classifications or classification groups in alphabetical
order. Searching by classification displays all employees with that classification in their
profile. Searching by classification group will display all employees who have a
classification that belongs to the classification group.

The pull-down menu displays all authorized work locations or location groups.
Searching by location displays all employees who have the location in their profile.
Searching by location group will display all employees who have a location that
belongs to the location group.
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Dates Specify the date range for the employee search. Up to two date ranges can be

From/To specified to restrict the search.

Expired Search results will display only those employees who have expiration dates in their

From/To profile that match the specified date range. Any date type that is flagged, as “Used to

Expire” will be used in the expired date range search.

Type Select up to two Date types. Authorized dates can include, birth date, hire date,
certification date, and other important dates. Any Date type that is flagged as “Used to
Expire” will be used in the expired date range search.

Sort List By Select a sort order for the search results.
Then By Select a secondary sort order to further organize the search results.
Employee List

The Employee list displays profiles that matched the search criteria. Profile information can be viewed, updated,
and exported. Various employee reports can be created based on the employee list.

Employee List
19 932 tems found, displaying 1 to 50.
[FIRST/PREAOUS 1,2, 3, 4,5 6,7, 8 [ NEXT £ LAST ]
Narne = | Access D | Status Frim. Location Frim. Classification
ABABIOH, YOLAHDA 8842 Inactive
ABBOTT, DAVID 315868 Inactive  BROOKLIME EL A SEC TEA AST SPED
ABBOTT, KATHLEEN 17942 Inactive
ABBOTT, PATRICLA 31448 Ative BERRY EL ELBW#SP ED PRES DFL
ABBOTT, RAWDY 24064 Active FONMVILLEMIDDLE SEC ENGLISH

Clicking on the Name link of a profile displays the Modify Profile screen for the employee. Information on
employee profiles can be viewed and modified depending on the administrative setup of the administrator or

operator. For detailed information on modifying profiles, refer to the “Profile New” chapter for procedures and
field descriptions.

Creating Employee Inquiry Reports

To create employee reports, click Create Report on the Employee Inquiry and Reports screen after your search has
been performed. The Employee Reports screen displays. Select the reporting options for the detail report,
employee labels, and employee list report and then click View Report to preview the report.
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Creating Employee De

eport Detail
Return To Inquiry

Detsil Repart

Report Title:

I Primary Sort is on a new page
T sesondarysott prints on a new page

Abzences:  From To

MDA DD
M name ™ address ™ Friority Lists
[T fecessio [ Basicinformation [ Reasan Balances
[ ™ comments ™ schedule
™ pates
[ cdemal i

Employes List
Report Title:

7 Primary Sort is on a New P age

Employes Labels
Label Type: | Avery 5162 [1.33" X 4" 2up _~ |

View Report

tail Reports

The Employee Detail report can print for one employee if this option is selected from the employee profile screens,

or can print for all emp

loyees listed on the Employee list. Report setup options allow you to select the print

options for the report and choose the sections from the profile to include on the report. Many customized reports

can be created.

The Access ID, External

ID, and PIN are visible to administrators only if the district setting View Employee ID is

enabled on the Parameters — Administrator tab.

The following section p
Field

Report Title

Primary sort is on a
new page

Secondary sort prints
on a new page

Absences

rovides a description of each field.
Description

Name that identifies the report. The title will print at the top of each page. The
default is blank.

Check this box if a new page is required on the primary sort. The primary sort
option is the sort sequence in the Sort List by field.

Check this box if a new page is required on the secondary sort. The secondary
sort option is the sort sequence in the Then by field.

If searching for absence information, enter the absence date ranges.

After selecting the print options and the detail information you want included on the report, click View Report to
preview the report. The report is automatically displayed in the Adobe Acrobat reader. Each section selected can
display multiple lines of information on the report depending on the volume of data stored in the employee’s

profile.
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Detall Report

Hama

Erown, Teacher

Scheduls Loc  class Location clagsification Dsfault  start/ Work Days
order ordsr cods code Times End Time
1234 &574 Commack High School caleulus Ho 05:00 AM - 03:00 P M T W Th P
831342245 9555-C

Hama

DOE, B

Schedule Loc Claes Location Classification Default Start/ Work Days
order order Code Cods Times End Tims
L 1 ARER 52 cLass 2 o 05:13 AM - 03:16 BM M T W Th F
222 z 00125 Unpaid

Hame

DoE, ©

Scheduls Toc  Class Locatlon Classification Default  Start/ Work Days
order order cods code Times End Time
1 1 ARER 51 crass 1 ves 05:00 M - 04:00 PM M T W Th P
111 1 00:25 Unpaid
1 EE3 &1 o7 I 0R13 3M - 131G BM M T W TR P

Printing Employee Labels

This option allows you to print labels for all employees listed on the employee list.
Labels include name, address, city, state, and zip code if this information is provided on the employee profile.

Three different label types are available:

= Avery 5162 (1.33" X 4") 2-up
= Avery 5163 (2" X 4") 2-up
»  Avery 5164 (3.33" X 4") 2-up

The labels use a font of Courier 10-point and display the name and address of the employee. Clicking View Report
starts the Adobe Acrobat reader and provides a preview of the report. The following example shows the layout of
the labels. The layout is determined by the type and size of the label selected.

TROY ACHER

7661 ELM ST. TROY ACHER
7661 ELM 5T
ZION, IL 31124
ZION, IL 31124
BRENDA LEE CHOW JULIE ATWOOD
134 WEST BRANFORD RD 16 WEST VILLAGE DR
SUITE 440
CLEVELAND, OH 49001 ADAK, AL 99724

Printing the Employee List

This option allows you to print predetermined information about all employees appearing in the search results.
Indicate if a new page is required on the primary sort and then click View Report to preview the report. The report
automatically displays in the Adobe Acrobat reader. A sample report is provided.
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Employese List Report

Name Access ID Status calendar Locaticn clageification Start/End Time Work Daye

~o1:00 BM
- 03:00 EBM
- 12:00 BM
- 05:00 BM
- 01:00 EM
- 0200 BM
- 12:00 BM
- 10:00 BM

Prances, man 102410 Retive A1l Locations St. Joeeph's Migh School  Reading

st. Joseph's Wigh Scheol  caleulus

FEEREEE]

HARRIS, EMP 222100 222100 Active A1l Locations FEN LOCATION EEN CLASSIFICATICON
HARRIS, EMP 555107 555107  Active 211 Locations KEN OFERATOR INTERCEPTZ LOC KEN OPERATOR INTERCEE 06:00 AM - 10:00 EM
HARRIS, EMP 555108 555108 Active 211 Lecations FEN OFERATOR INTERCEPT LOC EEN OPERATCOR INTERCEF 08:00 AM - 10:00 EM
harris. emp 888101 828100  active 211 rocations

say
=

nwm=
zzd
EE]
nn

HA =

If the work schedule has multiple classifications, only the primary classification will display.
Exporting Employee Information

The Export feature exports information on all employees listed on the Employee list. Click the Export button after
the search has been performed. The Employee Export screen is displayed.

Employes E:
Return To Inquiry

Fized Length Format

Employee Informatian:

Delirnited Formst
Crelimiter:

Frofile Basic Infarmatian:

Employes Wak Schedule:

Profile [ates:

Employee data can be exported to a text format for use with other software, or for re-importing the text file back
into the system after updating certain fields. Other uses of exported information include:

e Use with mail merge software to produce letters

e Compare data with Human Resources software

e  Prepare an annual deletion file of employees that are inactive
e Mass update employees to a new calendar.

When you click one of the Export buttons, the File Download dialog is displayed. The exported file is automatically
created as a text file. Follow screen instructions to download the file.

Substitute Inquiry and Reports

This screen allows you to access information on multiple substitutes at one time. The reason for this search may be
to print a report containing information on multiple substitutes, to edit several profiles at a time, or to export
substitute information.

All substitute reports are created based on the search selection.
You can perform searches using the default search options or enter specific search criteria. Select any combination

of search criteria to limit the substitute search to substitutes that match the specified criteria. After entering the
search criteria and choosing a sort sequence, click Search to display the Substitute list.
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Search Criteria

Status

Registered

£orail Hew Jobs:

Awail Long Tem:
Cerified

Anail deneral Calling
Expired Subs

Pwailable On;

Nete:

Sort List by

Records Per Page

| search | create Report | Export [l More Search Options

o Coadive © nactive

& All s Tes [ MNo
T COves Ong
& All o Wes [ Mo
IS All o Yes [ No
T Cves i
@ All o Yes c No
=1 From To:
MDD LR RN A

Fovzilable On will check Do Not Call, Daily fvailability, Expiration dates, Unawailzbility detes, and Assignmerts

Name hd I Then by | Access D hd I

50 -

To further restrict the search, click More Search Options to display additional search fields.

Search Criteria

ststus & a0 oagive O lnactive

Regitered: a1 ' vee (O wo

sail Hew dobs: & a0 C yves Oy
Fwail Long Term
cetified: & 4 Coyes O ne
swail General Galling: @ a1 O oves O ga
Expired Subs. a1 e O g

#wailable On: = From: To:

Note:  Avsilable On will check Do Net Call, Daily Awailability, Expirstion dates, Unavsilsbility detes, and Assignments

R A1 RN Ay
Classification Group: | ¥
Level: [0 |
Classification: | ~|
[ vl
Location: | ~|
[ |
¥ include lacstions that belang ta losation groups
Certification: | ~|
[ |
Holiday Rule List: | ~|
Dates: Type From: To:
[ Pl =0 | &
awmorer ammoaTny
[ Pl =0 | &
awmorer ammoaTny
Unavailability Period: ‘ ‘ = ‘ | —
awmoser ooy
Expired Dates: ‘ ‘ = ‘ | —
awmoser ooy
Disqualified ‘ ‘ = ‘ | =
awmorer ammoaTry
Mimmum#DaysWomed:l:l [ ] =l [ ] b=l
awmorer ammoaTry

SortListby: | Mame - | Thenby [AccessD -1

Records PerPage: |50 =

Scarch | Croat report | Export |

Ean Cves O

] R A HART AT

The Classification, Location, and Certification searches allow for up to two choices. The choices must be present in
the substitute’s profile. The following section provides a description of each field.
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Field Description

Status Indicate if the search is on all substitutes, active substitutes, or inactive substitutes.
Registered Select the registration status for the search. The options are:

Avail New Jobs

Avail Long Term

Certified

Avail General Calling

All - display all substitutes whether they have registered with the system to receive a
PIN or not.

Yes - display only substitutes who have recorded their name by registering with the
system.

No - display only substitutes who have not yet registered with the system.

Note: This feature is useful during implementation of your system at the start of the
new school year to monitor substitute registration. Substitutes will not be offered any
jobs, will not receive any calls, and cannot be specified or prearranged until they
register.

Select the level of substitute availability for the search. The options are:

All - select all substitutes whether or not they are eligible for current and future jobs.
Yes - display only substitutes whose profiles have “Avail for New Jobs” selected in their
profile.

No - display only substitutes whose profiles do not have this option checked on their
profile.

Select the long-term availability status for the search. The options are:

All - select all substitutes whether or not they are eligible for long-term jobs.

Yes - display only substitutes whose profiles have “Available for Long Term” selected in
their profile.

No - display only substitutes whose profiles do not have this option checked.

Select the certification status for the search. The options are:

All - select all substitutes whether or not they are certified.
Yes - display only substitutes whose profiles have “Is Certified” selected in their profile.
No - display only substitute profiles that do not have this option checked.

Select the available for general calling status for the search. The options are:

All - select all substitutes whether or not they are available for general calling.
Yes - display only substitutes whose profiles have “Available for General Calling”
selected in their profile.

No - display only substitute profiles that do not have this option checked.
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Field

Expired Subs

Available On

Daily Availability

Classification Group

Level

Classification

Location

Description
Select the expired subs status for the search. The options are:

All - select all substitutes with expiration dates in their profile whether those dates are
used to expire the substitute or not.

Yes - display only substitutes that have any Date types flagged as “Used to Expire.”
(With an expiration date in the past)

No — display only substitutes that do not have any Date types flagged as “Used to
Expire.” (With an expiration date in the past)

If searching for available substitutes for a specific date, enter the desired date and

times. When using the Available On date and searching for an available substitute, the

recommended settings are Active for the Status field, Yes, for the Registered field and

Yes for Avail New Jobs field. This ensures that the list will include active and available

substitutes. You can further define the available substitutes by specifying more

selection criteria, such as location or classifications, by clicking More Search Options.

An available substitute is typically defined as:

= Status = Active

=  Available for new jobs = Yes

=  Registered = Yes

= Has permanent daily availability for the date and time specified

=  Does not have a temporary period of unavailability for the date and time specified

=  Does not have any date flagged as “used to expire” with an expiration date earlier
than the date specified

= Not currently assigned on the date and time specified

= A “Do Not Call” has not been set for the date and time specified.

Indicate the day and enter the times for availability.

When entering a specific daily availability in their profile, typically you are not
searching by the “Available On” date. Selecting this search does not indicate that the
substitute is or is not already working on a specific date or any other criteria that
defines them as “Available.” Instead, this search is limited to the substitute’s
availability setup in their profile.

Selecting a classification group searches for substitutes that have any of the
classifications in their profile that apply to the classification group. If using the
classification group setup, you are not typically selecting any specific classifications.

Indicate the level to be used for this search. Only substitutes that have this level set up
on the Classification screen will be displayed.

Up to two classifications can be entered. The choices must be present in the
substitute’s profile.

Up to two locations can be entered. The choices must be present in the
substitute’s profile.
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Field

Include Locations that

belong to Location
Groups

Certification

Holiday Rule List

Dates:
Type

Unavailability Period

Expired Dates

Disqualified

Minimum # of Days
Worked

Sort List By

Then By

Substitute List

Description

Check this box if you are looking for substitutes that have been assigned to specific

locations that belong to the location group selected. Do not check this option if you
are searching for substitutes that were assigned to a location group only.

This option uses the Certification setup screen in the substitute profile. Up to two

certifications can be entered. The choices must be present in the substitute’s profile.

Selecting a holiday rule list searches for substitutes who were included on specific

holiday preferred lists. The pull-down menu contains the names of holidays from the

“All Locations” calendar that have the Use Holiday Rule List flag enabled.

This option uses the Date screen in the substitute profile. Up to two Date types and

date ranges can be selected from the pull-down menu.

The date range that represents the unavailability period to be used for the search.

Date types flagged as “Used to Expire” are used in the expired date range search. A

specific date that is flagged as “Used to Expire” can be selected using the Date Types
pull-down menu instead of using this search.

Searching with this date range results in displaying all substitutes who were
disqualified because they reached a limit for the day as currently set in the system
parameters for exceeding the number of hang-ups, declines, and no answers.

Searching with a quantity for the minimum number of days worked within a specific

date range results in displaying substitutes who worked the minimum number of days

during the date range specified.

Select a sort order for the search results.

Select a secondary sort order to further organize the search results.

The Substitute list displays profiles that match the search criteria. Profile information can be viewed, updated, and
exported. Various substitute reports can be created based on the substitute list.

Substitute List

9,755 itemns found, displaying 1 to 50.
[FIRST/PREWOUS 11,2, 3,4, 5,6, 7, & [ HET J LAET ]
Mame - | Access 10 | Call Back # Status MNevwr Jobs |5 Reg Is Exp Is Cert Last day weor ked
AAAPERSON, BERNADETTE JI5TT 40THE51234 Ptive Yes Mo fag es
ABABIOH, YOLAHDA 28842 407551234 Inactive No fes Mo No
ABBOTT, KATHLEEM 17942 4075851234 Inactive Miv Yes Mi Mo
ABBOTT-WOOD, GRACIELA 14816 4075551234 Inactive e fes He Nao
ABBS JACQUELINE 15552 4075551234 Inactive No ez Mo No
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Clicking on the Name link of a profile displays the Modify Profile screen for the substitute profile. Information on
substitute profiles can be viewed and modified depending on the administrative setup of the administrator or
operator. For detailed information on modifying profiles, refer to the “Profile New” chapter for procedures and
field descriptions.

The search results will not display your changes until you run the search again by clicking Search. This is because
the search results display a copy of the data that exists when the search happens. Changes do not cause this
screen to update automatically. The search has to be performed again to go back to the database and view the
changes.

Creating Substitute Inquiry Reports

To create substitute reports, click Create Report on the Substitute Inquiry and Reports screen after your search has
been performed. The Substitute Detail Reports screen displays. Select the options for the Detail report, Substitute
list, Substitute labels and the Statistics report and then click View Report to preview the report.

Substitute Report Detail

Return To Inquiry

Detail Report

Report Title: |

I~ Each Substitute is on a new page
Profile:

M Hame ™ address ™ BalancesiLast Call
™ ordent [ Basicinformation [ paily swaitability
[T poeessin [ cedifications 7 Unswsilable Dates
I rm I Giasifications ™ Prigrity Lists
™ bates ™ o Mot Use Reason Totals
™ Locations I comments
™ emar o
History:
From Ta
‘(uumnmmq | |(||urnanv; |
I™ Phone & web Job Actions ™ bo Mot call Settings
7 Fhone & thieh Statistios ™ Unavailable Dates Changes
™ Cancellation Callsto Substitute [
I™ baity Availab ity Ghanges ™ bo ot use Lists

Substitute List

Report Title: |

™ Daity avaitability
™ Unavailable Dates

Substitte Labels
Label Type: |Awery 5162[1.33" X 4" 2.up _~

Substitute Statistics

Report Title: |

Date: From To
[oeA3/2010 | = [eA3s20i =
MMDDAYY) (UL )
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Creating Substitute Detail Reports

The Substitute Detail report can
or can print for all substitutes lis

print for one substitute if this option is selected from the substitute profile screen,
ted on the Substitute list. Report setup options let you select the print options,

choose the profile infor