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What is ReadySub?

ReadySub is a state of the art employee absence
management and substitute placement system.
Administrators can create employees and sub-
stitutes, assign, release, transfer, and cancel
jobs, and view reports. Employees can post jobs,
assign and request substitutes, and track their
absences. Substitutes can review and accept
jobs, be requested for jobs they are qualified
for, and track their work history. ReadySub is
built on cutting-edge technologies offering secu-
rity, adaptability, and optimal performance.

PRICING

Manage Substitutes Online.

ReadySub simplifies managing teacher absences and substitute assignments.
Let us save your school district time, money, and staff resources.

——

To log in to ReadySub, enter www.readysub.com into
your internet browser, navigate to the top right corner
of the screen, and select Log in. You will be redirected
to the ReadySub login page where you can enter your
email address and password.

When your account is initially activated, you will receive
a Welcome email with a temporary password. Upon first
login, you can update your password for future logins. If
you would like ReadySub to remember your username
and password and to keep you logged in, make sure to
check the Remember Me box towards the bottom left

corner of the screen.

Announcements

ReadySub

Forgot your password?

As an administrator you can post announcements to
your employees and substitutes and they will receive
an immediate email notification and be able to view it
from their Announcement tabs. To view an announce-
ment that you have previously posted, select Browse
Announcements. You will see the date and time of your
post . You also have the ability to delete announce-
ments and filter them by account type and date.

To post an announcement, hover over the Announce-
ments tab and select Post Announcement. Fill out the
Headline and Body of the post and select the account
type(s) that will receive the announcement. Once the
information has been added, click Post to post the an-
nouncement.

Rs Announcements~  Jobs~  Organization ~ Sites  Users~  Reports ~ Jason ~

Browse Announcements

Post Announcement

Account Type Date - Newest
Employee
Author Announcement
Substitute
Date Range Mandatory Teacher Training June 12th, 2019
8 June 4,20188:31am PDT | &
S| Startd JasonParks  The

District will inisteri training on June 12th for all faculty. Please submit your absence
request early to we can be sure to locate substitutes for all positions.

& | Enddat Delete
Early Release - Last Day of School June 8,2019
& 88:29am PDT | & [Substons

bool, June 8, 2019. Please assist in escorting students

Delete




Dashboard

The ReadySub Administrator Dashboard is a great
tool for managing your employee absences and
scheduled substitutes. At the top of the pageis a
weekly account of all open and filled jobs, those
pending administrator approval as well as No Substi-
tute Required absences.

Towards the bottom of the page is additional job
related information for the selected day above. This
section has five tabs: Personnel, Jobs Pending Ap-
proval, Open Jobs, Filled Jobs and No Substitute Re-
quired Jobs.

The Personnel tabs highlights all absent employees
and scheduled substitutes for the day in question.
You can also view the details of any job for that day
by clicking the corresponding Details link.

The Jobs Pending Approval tab shows absence re-
quests pending administrator approval. You can ap-
prove or deny absences by clicking the Actions
button followed by Approve or Deny.

The Open Jobs tab shows all open jobs for the select-
ed day. You can assign a substitute directly to a job
by clicking Assign which will produce a pop-up with
all of the substitutes in your organization. A column
of phone numbers allows you to call these substi-
tutes directly. You can fill the job by selecting their
name followed by Assign to confirm the assignment.

The Filled Jobs tab is a list of all filled jobs for the
selected day. You can see the absent employee,
scheduled substitute and location of each job. There
is an Actions button which allows you to release the
scheduled substitute from the job and send it back
out to the pool. You can also cancel or transfer the
job from one of your substitutes to another. In all
cases ReadySub will send immediate notifications to
the relevant parties of the change in accordance with
their notification preferences.

The No Substitute Required Jobs tab lists all absences
that do not require a substitute. You can cancel No
Substitute absences by clicking Actions followed by
the Cancel button. Should you want to change a No
Substitute Required absence to a sub-eligible job or
visa-versa, you can do so from the Details page of

any job.

Announcemer, - Jobs ~

RS

Dashboard

Dashboard

Calendar
Browse Jobs
Post Job

! Sign-In Sheet

Sunday 9/9

Organization

Sites  Users~  Reports~

€ Week of September 9,2018 ¥

Thursday 9/13 Friday 9/14 Saturday 9/15

Total Jobs: 7 Total Jobs: 4
Fill Rate: 83% Fill Rate: 100%

Tuesday 9/11 Wednesday 9/12

Total Jobs: 9
Fill Rate: 83%

Constance Bates Schaumburg Elementary

Dwight Arnold Elk Grove Elementary

Crater Lake Middle
School

Sue Davis

4Filled Jobs
Topendob
{ 5 Filled Jobs 5 Filled Jobs
\ 1No Sub Job
-
Personnel (12) Jobs Pending Approval Open Jobs (2) Filled Jobs (5) No Substitute Required Jobs
Scheduled Substitutes (5) Absent Employees (7)

Substitute Site Link Employee Site Link

Details Crater Lake Middle

School

Bonnie Hopkins Details

Details

Christian Mckinney Broken Arrow High Details

Details School

Christy Craig Schaumburg Elementary  Details

Satuday 115

L -

Approve Edgar Johnson's job on 9/127

supste ste Lk

sots Pencing Approval 2) | Open obs (1) | Fited sobs 5)

Wednesday /12

Thursday 9/13

gonenage g

Employee Classification

Christy Craig Teacher

Dashboard

Sunday /9

pooogapt

ste

Assign Job

Transfer Job

popat

Release Job

Cancel Job




Calendar

The ReadySub Administrative Calendar provides a
monthly view of all open and filled jobs, those
pending approval, and any no substitute absences.

To view jobs for a specific date, click the corre-
sponding Status (Open, Filled, Pending Approval,
No Substitute Required) to access a list of those
jobs. From there you can click the Details of a spe-
cific job for additional information.

In addition to the time, date, organization, and
site, you can see notes, attachments, substitute
preferences and the job’s history. You can also
assign, release, transfer, confirm, split, edit and

cancel the job from this page.

Job on Wednesday, September 12, 2018

Announcements~  Jobs~  Organization  Sites  Users~  Reports ~

Dashboard

< September 2018

Wed

Browse Jobs

Post Job

Sign-In Sheet Total Jobs: &
Fill Rate: 100%

Filled Jobs: 7 Filled Jobs: 5 Filled Jobs: 6.

Thu

Total Jobs: 6
Fill Rate: 100%

(No Sub Jobs: 2

Reason. Substiute

2 3 4 5

on  WorkersComp S

9 10 1 12
Total Jobs: 1 Total Jobs: Total Jobs: 9
Fill Rate: 100% Fill Rate: 71% Fill Rate: 83%
16 17 21 22
23 24 25 26 27 28 29
Fill Rate: 100% Fill Rate: 25% Fill Rate: 100%
Filled Jobs: 1 Open Jobs: 3 Filled Jobs: 1

Browse Jobs & Absences

The Browse Jobs page is a chronological list of all open
and filled jobs, those pending approval, and no substi-
tute absences. You can search for specific jobs using the
filters to the left of the page.

To change the status of a job, click the corresponding
Actions button towards the right of the screen and a
drop down menu will appear.

If the job is open, you can assign a substitute which will
automatically fill the opening. If the job is already filled
you can transfer the job to another substitute or release
the job and ReadySub will send the job out to all availa-
ble and qualified substitutes.

The transfer function prompts you to choose an alter-
nate substitute which will remove the original substitute
from the job and assign the new substitute to it. You can
also cancel and split absences from this page.

To view the details of any job, click the corresponding
Details button. In addition to the time, date, organiza-
tion, and site, you can see notes, attachments, substi-
tute preferences, and job history. You can also assign,
release, transfer, and cancel jobs from this page.

In all cases, substitutes and employees can be notified
via email and text of any changes to their jobs based on
their notification settings.

Announcements ~ Jobs ~ Users ~ Jason ~

Organization Sites

Reports ~

Dashboard

Calendar

Browse Jobs

Browse Jobs

Post Job Sort
Sign-In Sheet

Filters

Job Date - Asc v
& Tue,9/11  Filed [iORGRTSA) Ended 31 minutes ago
Job Status
© Open Employee Substitute SITE Crater Lake Middle School Details
- ) 7:00am - 11:30am PDT
[ Filled ] Acti
4 CLASSIFICATION Paraprofessional Hons ¥

[ NoSubstitute Required

Riley Palmer Tim Greenidge

1 Pending Approval DAYS 1day » 1remaining

) Denied

0 Cancelled

i Tue,9/11 | Filed (iEORGmeA) Started 5 hours 1 minute ago

Substitute Arrival

() Unconfirmed Employee Substitute CURRENTSITE  Schaumburg Elementary _Detai\s
O Confirmed 1 7:00am - 3:00pm PDT

@ NoShow POSITION 5th Grade Teacher
Date Range Christy Craig ConstanceBates o eaher

8 09112018 DAYS 1day » 1remaining

& | Enddate

i Tue, 9/11

Substitute

Started 5 hours 1 minute ago

Employee CURRENTSITE  Crater Lake Middle School Details

7:00am - 2:30ps

2 Employes

Substitute CLASSIFICATION Paraprofessional

Bonnie Hopkins Sue Davis

DAYS 1day » 1remafling

Announcements ~  Jobs +

Organization ~ Sites  Users ~

Reports ~ Jason ~

Job on Tuesday, September 11,2018

Detsils | Notes(t)  Attachments()  SubPreferences(1)  SubstituteFeedback  Notifications(6)  History (5)
Employee Job Summary
v J0B1D Job-lewta7xTecz2
staTus [
SUBSTITUTE ARRIVAL
Christy Craig REASON Professionsl Development
(934)834-3422
CLASSIFICATION Teacher
Cancel
ORGANIZATION Richmond Schools
TOTALHOURS 80
Substitute
Edit Summary
Itinerary

emaining
SEP2018.

s v T oW ot F & Schaumburg Elementary
rm Arriva

R ® 7:00am - 3:00pm PDT
Noshow FullDay * 80h

Relesse S # 5thGrade Teache
355 SE Evans Street
Richmond, Washington 98027

Transfer

Edit Segment




Post a Single-Day Absence

To post a Single_day absence' hover over the Jobs Rs ‘Announcement Jobs Organization Sites Users ~ Reports ~ Jason ~
Dashboard

drop down and select Post Job then follow these Dashba\ Catendar

steps:

For more complex job postings including separate B ey e e 73
substitute hours, multiple reasons and multiple e “” N o e

sites, see the corresponding section of this guide.

Step 1 - Summary: Select the absent employee and Persomel12) | JobsPendingApprovl  Openlobei2)  FiledJobs (5 NpSbstioteReired Jobs

classification. Scheduled Substtutes ) Absent Employees (7

Step 2 enerary: Slectsingleday sndemterthe | oo = f T

Sue Davis Crater Lake Middle Details

G School

Christy Craig Schaumburg Flementary  Details

schedule, start and end times, reason, position,

Details

Suzie French Broken Arrow High

Announcements +  Jobsv  Organization  Sic

room, and report to person. RS

New Absence

Step 3 - Substitute: Options include Posting to the

Itinerary Substitute Notes/Attachments Post

pool of available/qualified substitutes, requesting

Summary

up to 5 substitutes, or assigning a substitute direct-

|

ly to the job. You can also enter the No Substitute

i
§

option for non-sub-eligible absences.

To post to the pool, select Post to Pool followed by
the Next button.

To request one or more substitutes, click the Add
button next to Requested Substitutes and choose
your substitute(s). All requested substitutes and
employee favorites will have 72 hours from the
time the job is submitted or until 5:00PM local time
the night before (whichever is sooner). If the job is

still open after the requested period has expired,

ReadySub will automatically post the job to all

qualified and available substitutes. The 72 hour and
5:00PM settings can be adjusted for your organiza- .
tion as well.

To assign a substitute directly to a job, click the
Assign Substitute (handshake) option followed by
the Substitute field and choose any substitute that
meets the classification and scheduling require-

Request
tats

Assignto No Substitute
Substitutes Substitute Required

ments of the job. To Post a no substitute absence
click No Substitute Required and the Next button.

Step 4 - Notes and Attachments: Add notes to sub-
stitutes and/or administrators and attach up to 5
files.

Reasen personl

Step 5 - Post: Review then click Post Job and you e

will be taken directly to the details page of the now
posted job. S



Post a Multi-Day Absence

To post a multi-day absencel hover Over the Jobs Rs ‘Announcement Jobs Organization Sites Users ~ Reports ~ Jason ~
Dashboard

drop down and select Post Job then follow these Dashba\ Catendar
Browse Jobs

StepS: Post Job

Sign-In Sheet

Step 1 - Summary: Select the absent employee s D sy

I Figeeo0s | Fansrs X Figseos ket
and classification.
[ 5FilledJobs | [ 10peniob |
Step 2 - Itinerary: Select the Multi-Day option and
enter each date of the job in the multi-day calen- P12 Jobsendnghumrol  Openiobs 2 Fled b5 N Substivt eived obs
dar. If there are unique schedules for different checluled Substitutes (5 Absent Employees (7
. . . Substitute site Link Employee site Link
days of the job, click the “+” button to add multi- Corstoceiots | schamnegTomentry_Detas soioss  Cawlaeioe Duois
Dwight Armold ElkGrove Elementary  Details ool
ple itineraries. Once the dates and itineraries are S Cotertdtiade  oetls -~

Christy Craig Schaumburg Flementary  Details

Suzie French Broken Arrow High Details

set, enter the schedule, reason, start and end

Rs Announcements ~  Jobs v Organization

times, position, room, and report to person.

New Absence ¢ S

Step 3 - Substitute: Options include Posting to the

Itinerary Substitute Notes/Attachments Post

n$

pool of available/qualified substitutes, requesting

poogEEan

up to 5 substitutes, or assigning a substitute di-

rectly to the job. You can also enter the No Substi- N S

tute option for non-sub-eligible absences.

z
&
v
—

To post to the pool select Post to Pool followed by
the Next button.

To request one or more substitutes, click the Add
button next to Requested Substitutes and choose
your substitute(s). All requested substitutes and
employee favorites will have 72 hours from the
time the job is submitted or until 5:00PM local
time the night before (whichever is sooner). If the
job is still open after the requested period has
expired, ReadySub will automatically post the job
to all qualified and available substitutes. The 72
hour and 5:00PM settings can be adjusted for
your organization as well.

To assign a substitute directly to a job, click the
Assign Substitute (handshake) option followed by
the Substitute field and choose any substitute S || dnmi || Menmee
that meets the classification and scheduling re-
guirements of the job.

To Post a no substitute absence click No Substi-
tute Required and the Next button.

Step 4 - Notes and Attachments: Add notes to
substitutes and administrators and attach up to 5
files.

Step 5 - Post: Review then click Post Job and you
will be taken directly to the details page of the
now posted job.




Post An Absence with Multiple Leave Reasons

To post an absence with multiple leave rea-
sons, hover over the Jobs drop down and se-
lect Post Job then follow these steps:

Step 1 - Summary: Select the absent employ-
ee and classification.

Step 2 - Itinerary: Set the date(s) and click the
“Add Segment” button towards the bottom
right corner of the screen.

Set your schedule and hours for each leave
reason and make sure the start and end times
of each schedule do not overlap as ReadySub

will produce an error message in this case.

Should your absence require a 3rd or 4th
leave reason, just click the “Add Segment”
button again and follow the same steps then
click Next.

Step 3 - Substitute: Select one of the 4 main
substitute options: Post to Pool, Request Sub-
stitutes, Assign to Substitute, or No Substitute
Required. See the Post a Single Day Absence
section of this user guide for more infor-
mation.

Step 4 - Notes and Attachments: Add notes to
substitutes and/or administrators and attach
up to 5 files.

Step 5 - Post: Review then click Post Job and
you will be taken directly to the details page
of the now posted job.

Personnel

Employee Substitute

Gordon Alvarez

Classification Teacher

Total Days 1

Q High Noon Elementary ! # pror

# SthGra h
® 7:30am- 11:30am scher

Half Day AM

Q High Noon Elementary \ »
# 5thGrade Teacher
® 11:30am - 3:30pm
Half Day P
e

Rs Announcements Jobs ~ Organization Sites Users ~ Reports + Addison ~

Dashboard
Calend
Dashbm oo e
| Postiob ;
1EN-In Shee

Rs Announcements  Jobs~  Organization  Sites  Users~  Reports ~ Addison ~

Sun day 5/11
New Absence

EED - s oessamines post

Summary

Employee @ Job Classification
-

2 Absence~ | Sele Selecta dlassification

New Absence

Summary m Substitute Notes / Attachments Post

SingleDay | [] Multi Day

Select a site to add to the itinerary
Job Date

B 05/07/2019

Itinerary \

remave

Start End Unpaid
7:302m v | 1130am v o min
Job Position
v #  5thGradeTeacher v
Report To (optional)
n .

Add Segment

R mmary m Substitute Notes / Attachments Post

Itinerary

High Noon Eles remave

Schedule Start End Unpaid

© | Half DayAM (7:30am-11:30an v | 7:30am v | 11:30am o min
Separziccubetitutc cchedule

| Job Reason b Position

» Prof Dev v 7 5th Grade Teacher v
Room (optional) eport To optional)

f® m & | Selectauser
High Noon Elementary remove
Schedule Start End Unpaid

[c] Half Day PM (11:30am- 3:30pr v 11:30am v 3:30pm v [ min

Seﬁsrzte substitute schedule

| Job Reason b Position

# | Sikleave v|§# | 5thGrade Teacher v
Room (optional) eport To optional)

f o room 2 | Selectauser

ANew Absence

Add Segment
=

Notes and Attachments

a9

Post to Pool Request Assignto No Substitute
Substitutes Substitute Required

Substitute Confieuration

Attachments (optional)
You have not added any attachments. r

I Add Attachments I




Post an Absence with Multiple Sites

To post an absence with multiple sites, hover
over the Jobs drop down and select Post Job
then follow these steps:

Step 1 - Summary: Select the absent employ-
ee and classification. The employee you are
selecting must have the sites already associ-
ated with their account which you can up-
date from their profile page.

Step 2 - Itinerary: Select the date followed by
the schedule and hours for each site. Make
sure the start and end times of each schedule
do not overlap as ReadySub will produce an
error message in this case. Enter the leave
reason, position, room, and report to person
and click next.

Step 3 - Substitute: Select one of the 4 main
substitute options: Post to Pool, Request Sub-
stitutes, Assign to Substitute, or No Substitute
Required. See the Post a Single Day Absence
section of this user guide for more infor-
mation.

Step 4 - Notes and Attachments: Add notes to
substitutes and/or administrators and attach
up to 5 files.

Step 5 - Post: Review and confirm the submis-
sion. Click Post Job and you will be taken di-
rectly to the details page of the submitted job.

Ssummary Itinerary Substitute:

Employee Substitute
Requesting 2 substitutes
Rodney Nelsen _
Dylan Anderson
Classification Paraprofessional
Absence
Total Days 1

Wed 6/26
P——————

o
V'

 Family lliness

© Declo Elementary .
b # Elementary School Parapro

© 755

# Familylliness
# High School Pargpro

@ Declo Jr. High School
© 11:30am - 3:30pm
Half Day PM

RS

New Abse

Announcements Jobs ~ Organization Sites Users ~
Dashboard
Calendar

Browse Jobs

Post Job

|

Sign-In Sheet

ry Substitute

Summary

Employee @

& Absence~ | Dylan Anderson

Reports ~ Stacey v

Notes / Attachments Post

Job Classification

B Paraprofessional v

Single Day r] Multi Day

Job Date

= | 06/26/2019

Declo Elementary

Schedule
o]
Separate substitute schedule

Half Day AM (7:55am-11:25 ¥

Job Reason

A | Familylliness

Room (optional)

Declo Jr. High School

Schedule
©

Separate substitute schedule

Half Day PM{11:30am-330 ¥
Job Reason
A

Family liness

Room [optional)
A | Enterthejobroom

Summary m Substitute

Notes / Attachments Post

remove
Start End Unpaid
7:55am v 11:25am v Q min
Job Position
v # | Elementary School Parapro v
Report To {optional)
1
remove
Start End Unpaid
11:30am ¥ 3:30pm v Q min
Job Position
v rd High School Parapro v
Report To (optional)
2 2
Add Segment
4 Back

RS

Announcements

New Absence

Summary. Hinerary.

Substitute Notes/ Attachments Post
Notes and Attachments

Attachments optional)

Jobs-  Organizaion Sites Users-  Reports~

Summary

Substitute Configuration

Request
Substitutes

Post.

pe

Post to Pool NoSubstitute

quire

Assignto
Substitute

Requested Substitutes @ (20fa maximum of 5 selected)

Favorite Substitutes @
@ RodneyNelson




Post an Absence with Separate Absence & Substitute Times

To post an absence with separate absence RS  ‘ovouncements sobs~  Organzation  Stes  Users+  Reports- Adison -
and substitute times, hover over the Jobs drop perboss
down and select Post Job then follow these Dashboar e
steps:
< Week of May 5,2019 >
Step 1 - Summary: Select the absent employ- sfaysss TusdyS7  Woesdy5  ThusdayS Sourcay /11

Total Jobs: 18 Total Jobs: 24
Fill Rate: 67% Fill Rate: 27%

Total Jobs: 17
Fill Rate: 53%

Total Jobs: 18 Total Jobs: 21
Fill Rate: 443 Fill Rate: 53%

ee and classification.

Step 2 - Itinerary: Select the date and the prrEs e —

Organization ~ Sites  Users~  Reports

schedule followed by the box that says

New Absence
“Separate substitute schedule” and a new

Employee @ Job Classi

schedule option will appear with a start and
end time for the substitute.

& Absence~  Select anemployee

Select aclassification

Select the hours of the absence as well as the
hours the substitute will need to cover. Enter

the leave reason, position, room, and report

Job Date

to person and click next.
B 05312019

Step 3 - Substitute: Select one of the 4 main
substitute options: Post to Pool, Request Sub-
stitutes, Assign to Substitute, or No Substitute

Itinerary

. . G And High School rsmove
Required. See the Post a Single Day Absence Forge Andrews High sehoo
. ) . . Schedule Absence Start Absence End Unpaid
section of this user guide for more infor- .
® Full Day (7:30am - 3:30pm) v 7:30am v 3:30pm v 0 min
mation. i
2 Separatesubstitute schedule Substitute Start  Substitute End Unpaid
Step 4 - Notes and Attachments: Add notes to 1:30em v | 3:30pm 1 il
substitutes and/or administrators and attach Job Reason Job Position
Up to 5 ﬁ|es ol Sick Leave T £ 1st Grade Teacher v
Room (optional) Report To (optional)
Step 5 - Post: Review then click Post Job and & 2 Waymesyrd
you will be taken directly to the details page
Add Segment

of the now posted job.

Summary Itinerary m Notes / Attachments Post

ack
Substitute Configuration =
Summary Itinerary Substitute Notes/ Attachments m

i
Employee Substitute .

Post to Pool Request Substitutes Assign to Substitute
Terri Austin
k
Classification Teacher | 5
Notes and Attachments
Total Days 1
™ JobNotes(optionsl) F

Substitute | Administration

only administrators and the employee can see

Fri5/31
Q George Andrews High School : SickLeave ‘v
23

© 7:30am - 3:30pm # 15tGrade Teacher
o

Upona e substitute should report

Attachments (optional)
You have not added any attachments.

Add Attachments

< Back



Post a Vacancy

ReadySub’s Vacancy functionality allows ad-

ministrators to post jobs without the need to
specify an absent employee as in the case of
floater or proctor substitute requests.

To post a Vacancy, go to the Jobs drop down
and select Post Job then follow these steps:

Step 1 - Summary: Click the arrow next to
Absence and select Vacancy then choose the
classification of the job.

Step 2 - Itinerary: Click Add Segment and se-
lecting the job’s site(s). You can then enter
the schedule, start time, end time, position,
room, and report to person.

Step 3 - Substitute: Options include Posting to
the pool of available/qualified substitutes,
requesting up to 5 substitutes, or assigning a
substitute directly to the job.

To post to the pool select Post to Pool fol-
lowed by the Next button.

To request one or more substitutes, click the
Add button next to Requested Substitutes and
choose your substitute(s). All requested sub-
stitutes and employee favorites will have 72
hours from the time the job is submitted or
until 5:00PM local time the night before
(whichever is sooner). If the job is still open
after the requested period has expired,
ReadySub will automatically post the job to all
qualified and available substitutes. The 72
hour and 5PM settings can be adjusted for
your organization as well.

To assign a substitute directly to a job, click
the Assign Substitute (handshake) option fol-
lowed by the Substitute field and choose any
substitute that meets the classification and
scheduling requirements of the job.

Step 4 - Notes and Attachments: Add notes to
substitutes and/or administrators and attach
up to 5 files.

Step 5 - Post: Review then click Post Job and
you will be taken directly to the details page
of the now posted job.

Rs Announcements - Jobs~  Organization  Sites Users+  Reports « Jason

Dashboard
Dashboar Calendar

Browse Jobs

Post Job
Sign-In Sheet

Sunday 9/9

Monday 9/10 Thursday 9/13 Friday 9/14 Saturday 9/15

Total Jobs: 1 3 Total Jobs: 7 Total Jobs: 4
Fill Rate: 100% Fill Rate: 71% ill Rate W% Fill Rate: 83% Fill Rate: 100%

[ S Openioos | il soos
[ Sriedions | [ tovensd |

Personnel (12)  Jobs Pending Approval  OpenJobs(2)  Filled Jobs(5)  NoSubstitute Required Jobs

Scheduled Substitutes (5) Absent Employees (7)
Substitute Site Link Employee
B: Details

Schaumburg Elementary  Details Bonnie Hopkins.

Elkc

Details

Christian Mckinney

Details

Chisty Crai
Details =

Employee @ Job Classfication
@ Vacancy ~ No empi W Teacher

New Vacancy

New Vacancy




Approve an Absence

With ReadySub, administrators can approve em-
ployee absences for any absence reason. For ab-
sences that require approval, administrators can be
notified via email of the pending absence request
and/or view the absence from your account with
the ability to approve or deny it.

Approving a pending absence request can take
place from the administrator Dashboard, Calendar
or Browse Jobs page. To approve from the adminis-
trator Dashboard or Calendar, simply click on the
Pending Approval button follow-up by the Actions
drop down and you will be given the option to ap-
prove or deny the request. If you would like to view
the request’s details before approving, just click the
Details link. You also have the option of editing the
absence request’s start time, end time, job posi-
tion, classification, absence reason, report to per-
son and room number, and substitute prior to ap-
proval.

To approve an absence from the Browse Jobs page,
click on the Actions button then Approve or Deny.
To view the details of an absence prior to approv-
ing, click on the Details of that absence. You can
also access all jobs requiring approval from the
Browse Jobs page by checking the Pending Approv-
al filter to the left of the screen.

Once you approve or deny the absence request,
your employee will be notified via email and/or
text message with the ability to view your response
from their account. If the employee has assigned a
substitute prior to approval he/she will also be no-
tified as well.

Absence types that do not require approval will be
sent to your substitutes right away. There is an ad-
ditional option to configure your organization so
that ReadySub does not hold substitutes notifica-
tions for approval and instead notifies them right
away. To enable this setting, contact your
ReadySub support team.

In all scenarios, you can still receive notifications
when absences are created and accepted and
view/approve them from your account.

Filters
Site

All

Job Status
© Open,

Filled

0 Substitute Required
I inding Approval
enied

Cancelled
Substitute Arrival

Unconfirmed

Confirmed

No Show
Date Range

& 09/11/2018

@ Enddate
User
L Employee

\ Dashboard
Browse Jobs Calendar

Browse Jobs
Post Job
Sign-In Sheet

& Thu,9/13  (Fendinehpamoval) Ended 4 hours 39 minutes ago

E

Ariar

Sort.
Job Date - Asc

Approve Arianna Prescott's job on 9/13?

Rs Announ. - ents ~ Jobs - Organization Sites .
Approve Edgar Johnson's job on 9/12?
Dashboard
IR - _
Browse Jobs
Post Job
! Sign-In Sheet
€ Week of September 9,2018 »
Sunday 9/9 Monday 9/10 Tuesday 9/11 Wednesday 9/12 Thursday 9/13 Friday 9/14 Saturday 9/15
Total Jobs: 1 Total Jobs: 5 Total Jobs: 8 Total Jobs: 8 Total Jobs: 4
Fill Rate: 100% Fill Rate: 100% Fill Rate: 83% Fill Rate: 86% Fill Rate: 100%
4Filled Jobs
6Filled Jobs
Personnel (1) Jobs Pending Approval (2) | OpenJobs(1)  FilledJobs(5)  NoSubstitute Required Jobs
site Status Employee Substitute Classification ~~ Position Schedule Link
. 7:00am - "
Jefferson Park JuanFreeman  Jeremylinden  Paraprofessional 1130ampor Details Actions ~
- ve Job
Rudsill Edgar Johnson Teacher 7:00am-2:30pm 1y i
Elementary pOT p—
Assign Job
5
Transfer Job
Release Job
Cancel Job
Announcements ~ Jobs ~ Organization Sites Users ~ Reports ~ Approve Arianna Prescott’s job on 9/132
Jobs on Thursday, September 13,2018
Browse Jobs ) ) )
san Status site Employee Reason Substitute  Link
Post Job
. Rolling Hils High School  Arfanna Prescott  Professional Development  Dwight Amold Job Detalls
T?esuun Sign-In Sheet
Fill Rty Showing 10f 1 ot jobs. =
&
2
Total Jobs: 6 Total Jobs: 7 Total Jobs: 8 Total Jobs: 10 Total Jobs: 3
il Rate: 50% Fill Rate: 43% Fill Rate: 75% Fill Rate: 60% Fill Rate: 67%
lrincasobss ] Fild Jobs: & Filed Jobs: 2
9 10 11 12 13 14 15
Total Jobs: 1 Total Jobs: 7 Total Jobs: 9 Total Jobs: 7 Total Jobs: 4
il Rate: 100% Fill Rate: 719% FillRate: 83% g oo 2
3
lFiieasobss ]
16 17 18 19 20 21 22
Total Jobs: 2 Total Jobs: 2 Total Jobs: 2 Total Jobs: 4 Total Jobs: 1
Fill Rate: 100% Fill Rate: 100% Fill Rate: 100% Fill Rate: 100% Fill Rate: 100%
23 24 25 26 27 28 29
Total Jobs: 1 Total Jobs: 4 Total Jobs: 1
Fill Rate: 100% FillRate: 25% Fill Rate: 100%
Rs Announcements~  Jobs~  Organization  Sites  Users~  Reports + Jason +

mployee Substitute SITE Rolling Hills High School Details
{ 7:30am - 11:30am PDT
! CLASSIFICATION Front Office Actions ~
nnaPrescott  Dwight Amold —
DAYS 1day  1remaining EDEW_JD

6 Tue,9/18  (FERREAROAY

Transfer Job
Release Job

E

C:

&8 Thu,12/27 (eniigApeowRl Starts in about 3 months

E

mployee Substitute SITE

arla Silva Suzie French
DAYS 1day o

mployee Substitute SITE Bourbonnai
Not assigned 8:00am -3

POSITION 3rd Grade Teacher

Schaumburg Elementary Details
11:30am - 3:00pm PDT

CLASSICATION Frontotee

Assign Job

Cancel Job

is Elementary School Details
:30pm PST

12



Edit an Absence

Administrators can edit a job’s schedule type,

Rs Announcements ~  Jobs~  Organization  Sites  Users~  Reports

start and end times, room number, classification, Job on Wednesday, Septef Edit Job Summary
position, absence reason, and assigned substi- P -

tute (if any). To make these edits, navigate to the T e | e \
job’s Details page from your Dashboard, Calen- @

dar, or Browse Jobs page. :U g@ g _

From Job Details page, select Edit Segment or

Edit Summary to edit the relevant fields. You can

Itinerary
also update the substitute settings by clicking — ==
(503) 864-8632 R Rudsill Elementary
Transfer, Release, Assign, Switch to Required or © 7.00am-2:30pm POT

25025 SE 32nd Street
Richmond, Washington 98029

Switch to Not Required depending on the current

Edit Segment

status of the job and what you’d like to accom-

plish. You can add notes and attachments to any
job (Add Notes & Attachments section).

Add Notes & Attachments

Administrators and employees can upload RS  Amouncements~ sobs-  Organiation  Sites  Users~  Reports- Jason ~

notes and attachments to jobs through two

Job on Wednesday, September 12,2018

mechanisms.

Attachments Serent ltute Feedback  Notifications (4) History (4)

The first is during the actual posting process

Job Summary

Employee

JOBID job-8da3acafkpd9

(see Post Job sections) and the second is via

STATUS

the Job Details page which is accessible from

REASON

PNgessional Development

Edgar Johnson CLASSIFICATION

your Dashboard, Calendar, and Browse Jobs

ORGANIZATION

Cancel

TOTALHOURS

page. From the job Details page, you will see
two tabs called notes and attachments. You

Substitute

\ Edit Summary

Ruadyll Elementary
1 © 7:08m - 2:30pm PDT

can upload notes specifically for the substi- -
inerary
lday 1

tute and administrators and attach docu-

Constance Bates
(503) 864-8632

ments for all parties to view. \ Reesse

Transfer

SEP2018

e Uploadty UrlosdOate

13



Split an Absence

To split an absence that already has multiple

Split this job on 6/17 - 6/21 into two separate jobs?

segments, all you need to do is click the Split

Job Segments to Split Off Into New Job
Mon, 6/17 . 8:00am - 3:30pm PDT

button from the Details page and select which

Tue, 6/18,8:00am - 3:30pm PDT

segments you would like to split out. Once split, ® ety T

@ Frl,6/21,8:00am - 3:30pm PDT

ReadySub will automatically split the segments

out into their own absence. To quickly navigate

between absences that have been split you can
use the Child Job and Parent Job links on the

details page of the absence. . , Q5 Job on Mon, 6/17 - Tue, 6/18

2020Scappoose R
Washingtold o

- IoFfoloM

To split an absence with only 1 segment you will Brere e Y A—
need to first add a segment to the existing ab- |
sence. Make sure the new segment start/end 1

times don’t overlap with the original segment.

To switch a no substitute required absence to an absence Job on Wednesday, May 22, 2019
that is sub-eligible, navigate to the Details page of the Do | Nt Mxhmes  SePeemtl  Stmfesak  Nntess) Pl ol
absence and click the Switch to Required button.

J081D job-asob2tumt2oc

sTATUS

ReadySub will prompt you to add a reason for the switch rescon

CLASSIFICATION

©71) 'ORGANIZATION

which is optional, and ask if you would like to post the job r

Cancel

to the pool of available/qualified substitutes.

Switch the job to require a substitute

Winerary b job will be switched to require  substitute. The jobwill be availableto 2l
. ites, and substitutes will be able to be assigned to this job.

To post the job to the pool, simply keep the Post to this
job to the Substitute Pool box checked and click Switch. If
you would rather assign a specific substitute to the new P

Switchto Required

offfthis job to the Substitute Pool

Reason (optional) N

el m

# 15tGrade Teacher

job, just uncheck the box and ReadySub will not send any v

notifications to the general pool.

# SickLeave

To switch a substitute required absence to no substitute Job on Wednesday, May 22, 2019

required absence, navigate to the Details page of the s

. Switch the job to not require a substitute
Notes Attachments

absence and click the Switch to Required button.

N Employee Job Summary Thisjobuilbesitched tonotrequire asubstitute. The oo il b iddenfrom

tothisjob.

081D Reason (optional)

STATUS

ReadySub will prompt you to add a reason for the

switch which is optional. cxemzaTn \

If the absence is already filled, you will need to release

Itinerary

the substitute from the absence prior to using the -

switch to not required functionality. wavacty
- — =& ot U S St. Peters Elementary

1z 3 4
< © 11:30am- 3:30pm PDT
5 06 7 8 5 1 n Half Day PM « 4.0hrs (4.0 paid

©2o13ou 15 B 7B A ttinerant Schedule

o 2 b a2 Thisiob datehas multpe o sesments. Besure:o clck the et right
arrows aboveand read the times and locationsfor each job segment.
% 2 o 2 » % R
1080 Cooldown Drive
Ieeington, Oregon 97220
ADDRES

# SickLeave # 15t Grade Teacher
REASON POSTION

14



Release a Substitute

As an administrator you can release a substitute from a
job at any point via the Dashboard, Calendar, and
Browse Jobs page.

Using the Dashboard as an example, search for the job
via the Week at a Glance. Once you’ve located the job,
select the Actions drop down followed by Release Job.
You will be prompted to confirm the release, at which
point the previous substitute will be notified that he/she
has been released and all other available and qualified
substitutes will be notified of the new available job.

Transfer Substitutes

Rs Announcements ~  Jobs~  Organization  Sites  Users~  Reports ~
Dashboard
€ Week of September 9,2018 |
Sunday 9/9 U Release Stacy Baldwin from Dianne Crawford's job 9/112
Total Jobs: 1 Total Jobs: 9 Total Jobs: 9
Fill Rate: 100% Fil Rate: 89% Fill Rate: 88%
7) bs Pe PpI Ope bs (1) Filled Jobs (8) No Subst
Site Status. Arrival Substitute CIMSiﬁcak" Position Schedule Link
SthGrade  7:00am-
[Fied ) Stacy Baldwin Teacher i ooomppr | Detals Actions~
Constance 7:00sm
Teacher Assign Job |
= Bates eache soopmppr D "B
asferjob
Bonnie Paraprofession 7:00am - !
@ Hopkins al P B Rejcaseob |
1stGrade 7:00am - Cancel Job
[Fied ) Megan Bentley Teacher o ooompor Dot
rrow 7:003m-
Front Off etai —
Highschool D Mkinn, ront Offce 12:30amppr O Actions

RS

As an administrator you can transfer a job from one
substitute to another at any point via the Dash-
board, Calendar, and Browse Jobs page.

Using the Calendar as an example, search for the
date of the job and click the corresponding Filled
button. You will be prompted with a pop-up listing
all of the filled jobs for that day. Once you’ve locat-
ed the job, select the Actions drop followed by
Transfer Job. You will see a pop-up listing the availa-
ble substitutes for transfer. Select your substitute
followed by Confirm to finalize the transfer. Once
confirmed, the previous substitute will be notified
of their release and the new substitute will be noti-

fied of their assignment.

Announcements ~

Jobs~  Organization  Sites Users~  Reports~

< September 2018 >

Mon Tue
Total Jobs: 7 Total Jobs: 5
il Rate: 100% il Rate: 100%
Filed Jobs: 7 Filed Jobs: 5

2 3

T X

otal Jobs: 6 Total Jobs: 7 —

il Rate: 50% Fill Rate: 43% Fil Rate: 6/%
& ——e open s
Filled Jobs: 3 !

9 10 14
Total Jobs: 1 = = Total Jobs: 4
il Rate: 100% = Fill Rate: 100%
Filled Jobs: 1 = Filled Jobs: 4

=m
==
=
16 17 ==
Total Jobs: 2 o
il Rate: 100%
Filled Jobs: 2 E [
23 24 26 27 28 29
Total Jobs: 1 Total Jobs: 4 Total Jobs: 1
Fill Rate: 100% Fill Rate: 25% Fill Rate: 100%
Filled Jobs: 1 [Open Jobs: 3 Filled Jobs: 1

Cancel an Absence

Administrators can cancel jobs at any point from the Dash-
board, Calendar, and Browse Jobs page.

Using the Browse Jobs page as an example, search for the job
by employee and date. Once you’ve located the job, select
the Actions drop down followed by Cancel Job. You will be
prompted with a pop-up asking you to confirm the cancella-
tion. Upon confirming, the employee and assigned substitute
(if applicable) will receive notifications that the job has been
cancelled.

15

Sites  Users~  Reports~

Browse Jobs Cancel Christy Craig's job on 9/11?
Filters There is no way to undo a job cancellation.
Site Reason
m ¢
[Er—
Jobstatus
Open
Don't cance]
Filled
—
Pending Approval DAYS Tday < Tremaining
Deried
Canceled — -
Tue /11 e (G Starte :
Employee Substitute CURRENTSITE Details
Christy Craig Const B — 1

CLASSIFICATION. Teacher
Assign Job

DAYS

Transfer Job

H d
1 Employes Substitute CURRENTSITE  Crater Lake Middle School Detail

DAYS



Confirm Substitute Arrivals

. . . . Rs Announcements ~ Jobs ~ Organization Sites Users + Reports ~ Jason ~
Administrators can confirm that a substitute has ar-
rived at their scheduled job site within the ReadySub Dashboard
system. Simply print off the “Sign-In Sheet” (see “Sign-
| Sh t i b | f b titut t . <€ Week of September 9,2018 ¥
n ee sec On e OW) or your Su S u es o Slgn Sunday 9/9 Monday 9/10 Tuesday 9/11 Wednesday 9/12 Saturday 9/15

upon arrival. You can then confirm the arrival of a sub-
stitute from your Dashboard, Calendar, Browse Jobs,
and Job Details pages.

Once a substitute’s arrival is confirmed, ReadySub will

Total Jobs: 1
Fill Rate: 100%

1 Filled Job

Total Jobs: 9
Fill Rate: 89%

Total Jobs: 9
Fill Rate: 88%

Total Jobs: 7
Fill Rate: 83%

Did Stacy Baldwin complete this job?

show the job as Confirmed on the administrator Dash-
board, Browse Jobs page and in the Payroll Report. If

the substitute fails to show for the job, you can select
the No Show option.

Substitute arrivals can be confirmed up to 2 hours
ahead of the job’s start time. You can also edit the sta-

gﬂﬂﬂﬂﬂﬂﬂﬂf

tus after the job has started. With respect to reconcilia-

tions, the confirmation status of each job is located in

Total Jobs: 4
Fill Rate: 100%

Personnel(17)  Jobs Pending Approval  Open Jobs (1)
site Status Arival Employee  Substitute  Clasification Position Echedule
Edison Park Dianne 8thGrade [l 7:00am-
Elementary Crawford e U= English 230pmpDT  Del
Schaumburg Constance SthGrade | 700am -
d Christy Craig Teach Details
Blementary v Bates eacher Teacher 3:00pm PDT
Crater Lake . Paraprofession Y:00am -
VATV i Bonnie Hopkins SueDavis Noomppr  Detais

cements «  Jobs +

Organization  Sites  Users~  Reports +

September 2018 >

Jason +

FilRate: 100%

FilRste: 100% FiRate 100%

the Payroll report and any Custom Reports that have
Job Confirmation field added.

RS

Announcements ~  Jobs~  Organization  Sites  Users~  Reports ~ Jason ~
Payroll Report
Filters Employee Employee Substitute Substitute Substitute
rsonnel  First Employee Personnel First Last
site Date Jobld status Name  LastName Id Name  Name  Organization Site
Au v 2018 oo Filed  Confimed 4728424 Scott  Cameron 3948300 Ramona Bailey  Richmond  Crystall
09-03 1hpwylxnvt7u0 Schools Element
Date Range
& 09012018 2018- job- Filled Confirmed 9620041 Carla  Silva 2963489 Emma  Adams  Richmond  Schaumt
0903 1v2n00ycwc30y Schools Element
& 09/30/2018
2018- job- Filled No Show 3757195 Juan Freeman Rodney Nelson Richmond Jeffersol
st 0903 Sut5ceB9rols Schools
2 | Substitul 2018- job- Filled Confirmed 2814378 Tara Bell 8314460 leonard  Barnes Richmond Bourbor
09.03 ixbainwssnd Schodls  Element
Confinmationstatus e
Unconfimed 2018 job Filed  Unconfirmed Jamie  Hathaway Sadia  Bowling Richmond  Bourbor
Confirmed 09-03 1s4qrs08y5567 Schools Element
No Show School
2018- job- Filled Unconfirmed 7359496 Danielle  Nguyen Suzie French Richmond Bourbor
) 0903 métmertwepai Schools  Element
Actions School
& SavetoXLSX 2018- job- Filled Confirmed 7849216 Regina Steeves 3948300 Ramona  Bailey Richmond St. Charl
09.04 Istuh20ngira) Schools Middle
School

Sign-In Sheet

=
w0 1 2 5 1
Toaties o et o Tt
oo o1
e — T oren ot 1
CEr—
1 1 ) 2
T2 T2 S— S—
P 109% P ioos P i00% P 0%
2 2 2 7 »

RS

Announcements -  Jobs~  Organization  Sites  Users~  Reports~

Browse Jobs

Filters

site
Al v

JobStatus

Substitute

Employee SE

Open
Filed

NoSubstitute Required
Pending Approval

oaYs

Denied Transfer Job
Canceled Release Job
B Tue /11 Fed (U
Substtute Arrval Cancel Job

Unconfirmed Employee Substitute CuRRENTSITE

Confirmed P

Hoshow POSITION
Date Range ChristyCralg  Constance Bates

B osu018 DAY

L]
User
Iy i CURRENTSITE  Crat ddie Schoo
7:008m - 2:305m POT
2 | sustitute CLASSIFICATION Paraprofessionsl
Bonnie Hopkins Sue Davis B

DAY

ater Loke Middle Schoo
7:00am - 11:30sm POT
CLASSIFICATION Paraprofessionsl

CLASSIFICATION Teacher

k
Assign Job
Transfer Job
Release Job

o CancelJob

Confirm Arrival

Awaiting Arrival
No Show

Ended 31 minutes a5

Assign Job

Confirm Arrival

‘Aviaiting Arrival

No Show

Started 5 hours 1 minuteago

Detalls

RS

Sign-In Sheet.

ReadySub administrators can print daily Sign-
In sheets to confirm substitute arrivals from
the main Jobs drop down. Included in these
sign-in sheets is the employee name, substi-

Date

tute name, schedule, job duration, and col- 5

09/11/2018

umn for the substitute signature.

Jobld
job-26217jr2g2w8
job-3ts0r2dd93x31

The sign-in sheet is viewable and printable

. . . . job-19nce9ppttmb8
for the entire organization or for each site. To : ”

print the sign-in sheet, click Print.

Announcements ~

Jobs ~

Dashboard

Calendar

B Browse Jobs

Post Job

Tuesday, September 11, 20REEEIELES

Organization Sites Users ~ Reports ~

lis Elementary School

Site
Bourbonnais Elementary School ¥
Employee Substitute Schedule
Tara Bell George Bailey 8:00am - 3:30pm PDT

Jamie Hathaway

Riley Barnett

16

Emma Adams 8:00am - 3:30pm PDT

Ramona Bailey 8:00am - 3:30pm PDT

Duration
7hr 30min
7hr 30min

7hr 30min

Substitute Signature

N\




Job Notification Details

Readysu b oﬁ:ers a d min istrato rs a deta ||ed Rs Announcements +  Jobs v+  Organization  Sites  Users~  Reports +

view of the notifications sent for each job.

Job on Wednesday, September 26,2018

You can see which substitutes, employees,
ini ' © Reserved
an d a d min ISt rato rsweren Otlﬁ Ed, h ow t h ey This job is reserved for the requested substitutes until Friday, 09/14/2018 at 6:01pm PDT. You can override this and assign the job to any available substitute.

were notified, and when. You can even
watch ReadySub send out notifications in

jieta\’\s Notes Attachments Sub Preferences (1) Substitute Feedback Notifications (2) History (1)

real-time! Job Notification Plans
X . Job Available REQUESTED SUBSTITUTES \
The JOb on Wed nesday, September 26th is m“ ) \ Notified 1st o Notified on 9/12 @ 6:01pm PDT
currently being held for substitute Ramona o7 S — — S
y g b Created Ramona Bailey Tue, 9/11
. . SUBSTITUTE 6:01pm PDT
Bailey. Ramona is the only one requested for [ Compict
. o . . Started 9 m POT ALL SUBSTITUTES
thIS JOb and ReadySub nOtIf'Ied her via emal|, Notified 4 of 4 Notified 2nd » Will notify on 9/15 @ 6:01pm PDT

SMS, and phone on at 6:01PM on Tuesday \ — — SENTON SR
' ' (m] Flenn Cook
September 11th. The requested duration is SuBsTITUTE
. D CarlaSilva
set to expire at 6:01PM on September 14th. suBsTiTUTE
0 Jackson Smith

If Ramona does not accept the job by that
time, ReadySub will release the job to the

Rs Announcements ~ Jobs ~ Organization Sites Users ~ Reports ~

pool and notify Flenn Cook, Carla Silva and
any other available and qualified substitutes. Job on Wednesday, September 26,2018

The Job Created notification tab shows that
three administrators and one employee

could have been notified but only adminis- Detals  Notes  Attachments  SubPreferences(l)  Substitute Feedback History (1) \
trator Jason Parks received the notification.

© Reserved
This job is reserved for the requested substitutes until Friday, 09/14/2018 at 6:01pmM can override this and assign the job to any available substitute.

Job Notification Plans
In addition to showing you who was notified,

The user's SMS preference is turned

Job Available
ReadySub highlights why someone was not STATLS RECIFIENT Sl o rosfston ke
. . . , Started 9/11@ 6:01pm PDT © Christy Craig Tue, 9/
notified. In this case, the employee Christy’s oz S Gz |
Job Ci d v Jason Day Tue, 9/11
SMS preference was not turned on. = © ADMINISTRATOR 503meoT
1 © Jason Parks Tue, 9/11 DA
s ADMINISTRATOR 6:01pm PDT
For the job from September 17th to Septem- & Terry Porter Tue,9/11
ADMINISTRATOR 6:01pm PDT

ber 21st, three different notifications were

sent out. The first notification was when the

jOb was Created, the 2nd noﬁﬁcaﬁon was Rs Announcements v Organization Sites Users ~ Reports ~
when the job became available to substi- .
o Job onMon, 9/17 - Fri, 9/21 \
tutes, and the 3rd notification was when the
JOb was ﬁ”ed. Details Notes Attachments (1) Sub Preferences (1) Substitute Feedback History (2)
Under the Job Available notification is the Job Notification Plans /
term ”Abandoned" WhiCh means that mJObFiIIEG STATUS RECIPIENT SENTON NOTIFICATIONS
ReadySub was told (for a variety of reasons) © Il ey Tue 6/12
to stop its notifications before completing / o George Baey e 612 =
the list. In this case it was because the Re- © Jason Day Tue,6/12
ADMINISTRATOR 9:31am PDT
quested Substitute accepted the job before © Alicia Kenyon Tue,6/12
ADMINISTRATOR 9:31am PDT
ReadySub had finished notifying the pool of o oo P - =
. . . . . ADMINISTRATOR 9:31am PDT
substitutes. This can also happen if a job is o B ot
. . . ADMINISTRATOR 9:31am PDT
cancelled or an administrator assigns a sub- o R et =
ADMINISTRATOR 9:31am PDT -

stitute to the job prior to everyone in the

pool being notified.
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What is an Organization?

An Organization is the parent entity and has one or more Sites operating beneath it. The relationship between an organization

and its sites can be compared to that of a district and its schools. Organizations have employees, administrators, and in many
cases substitutes. Several ReadySub parameters are set at the organization level including job reasons, job positions, and job
classifications. Organizations can also set schedules for each of their sites.

Organization Profile

The Organization Profile includes your organization’s
name, ReadySub ID, physical address, phone number,
web URL and time zone. You can edit this info from
the Edit Profile and Edit Address buttons.

Job Classifications & Positions

Rs Announcements v Jobs ~ Organization Sites Users ~ Reports ~

Richmond Schools

Configuration  Sites(24)  Linked Agencies

Organization Profile

OORGANIZATION ID org-1a5t8owebexz

PHONE (509) 234-2343
WEBSITE www.readysub.com
TIME ZONE America/Los_Angeles
ADDRESS 2323 E. Farwell Rd.

Richmond, WA 99021

V'

Edit Profile Edit Address

An Organization’s Job Classifications are a core piece of
ReadySub and influence what your substitutes can work,
what your employees are (employee type), and the types
of jobs your administrators can view. Classifications can
also influence which job reasons your employees can select
(see “Job Reasons by Site & Classification” section). Em-
ployees can have a maximum of one classification where
substitutes can work as many classifications as are in the
organization setup.

Job Positions are a subset of their parent classification and
influence what your substitutes can work as well as your
employee type. Classifications must have at least one posi-
tion and often times many as in the case of the Teacher
classification. The ReadySub team will work with you to
setup a classification and positions framework that best
matches your process. Any updates to this setup will also
require the help of ReadySub as this is fundamental piece
of each network’s architecture.

When a substitute is tagged with a classification they can
work all job positions under that classification as a default.
However, these positions can be edited from the substi-
tute’s profile. If the substitute has a job’s classification and
underlying position, they can view/accept the job. To view
your Job Classifications & Positions, select Organization
followed by the corresponding tab.

Richmond Schools

Profle | Configuration  Sites(24)  Linked Agencies

Announcements ~  Jobs~ O ion  Sites  Users~  Reports ~

Configuration
£ Settings ‘

M Classifications i Paraprofessional 4 positions hide © Hours RoRS [
POSITIONS

/ Custom Fields
e # Elementary School Parapro

A Job Reasons # High School Parapro

# Middle School Parapro

# Credentials
Ocredentials # Special Ed Parapro

* subskills
s & Teacher 20positions hide  ® Hours No Rounding

© Hour Limits
Olimits POSITIONS

A Site Types # 1stGrade Teacher
1sitetype

# 2nd Grade Teacher

# 3rd Grade Teacher

# 4th Grade Teacher

# 5th Grade Teacher

Select Substitute Ramona Bailey's job classifications

Select Employee Dylan Anderson's job classifications

Front Office o Front Office (s}

©

Paraprofessional o

Highschool
Parapro

Select/

High School
Spanish
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Absence Reasons & Settings

Job Reasons are set at the Organization level
and selected during the absence submission
process.

A key determination for each reason is if it
requires administrator approval. Absences
submitted by employees with reasons that
require approval will not go out to substi-
tutes until approved. Absence submitted by
employees with reasons that do not require
approval will automatically go out to substi-
tutes (if sub-eligible). Absence submissions
made by an administrator are always auto-
approved.

Reasons can also require notes to the ad-
ministrator. If turned on, the employee will
be prompted to enter notes to administrator
pertaining to the selected reason.

To edit reason approvals and mandatory
notes, go to the “Reasons” tab and click the

three dots adjacent to the reason you’d like
edit followed by the “Edit” button.

Announcements ~ Jobs ~

RS

Organization

Sites Users ~

Edit the job reason Bereavement

Reports ~

Richmond Schools[

u

Configuration

-

Job Reason Group (optional)

Payroll Code (optional)

Bereavement

ingrouped

£t Settings
9 settings

@

Conditions

Approval Required

Notes To Administration Required

B Classifications

A Bggeavement
/ Custom Fields
o fields

2 Business

A Job Reasons

12 jobreasons

A Emergency

® Credentials

A Jury Duty
* Sub Skills
Osub skills
A Military Leave
O Hour Limits

Olimits

A Parental Leave

2 SickLeave

A Vacation

2 Professional Development

Restrictions @

Classifications

Jason ~

v
v v
v v
v v
v

1/ 3 classifications

Absence Reasons by Classification & Site

Job Reasons can be filtered by classifica-
tion and site so they are only visible to
certain employees.

This filtering also pertains to administra-
tor absence submissions when posting
on behalf of an employee.

To filter reasons down by classification
and/or site go to Organization then the
Reasons tab and click the three dots fol-
lowed by Edit.

Please note, duplicate reason naming is
not supported in ReadySub so different
Sick Leave reasons for example will re-

quire unique names.

Announcements ~ Jobs ~ Org:

RS

Richmond Schools;/

Profile Configuration Sites (24) Linked Agencies

S Users -

Reports ~

Configuration

£} Settings

9 settings

JOB REASON

A Boreavement

B Classifications

/ Custom Fields
0 custom fields

2 Business

# Job Reasons

12job

A Emergency

# Credentials
als

A JuryDuty

* sub Skills
0sub skills

2 Military Leave

© Hour Limits

Olimits

A Parental Leave
A Site Types
1site type 2 Professional D

A Sick Leave

A Vacation
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Edit the job reason Vacation

Jason ~

Name
# | vacation
Job Reason Group (optional)

Ungrouped

Payroll Code (opticnal)

Conditions
 Approval Required
Notes To Administration Required

Allowed Job Classifications @
Select/ Clear All

@ Custodian

Allowed Sites @
Select/ Clear All
@ AcresMigdleschool
# Bensan Slementary
@ Bourbonnais Elementary School
@ Carl middle school
@ Crystal Lake Elementary
 ElkGrovetlementary
# Homewood Elementary
¥ Lakeside Elementary
@ OswegoMiddle School
# Rolling Hills High School

@ Schaumburg Elementary
# 5t Charles Middle Schaol

Paraprofessional

v RESTRICTIONS

Teacher

@ Aurora Elementary

@ Bourbonn High School

@ Eroken Arrow High School
@ Crater Lake Middle school

@ Edison Park Elementary
@ Elmwood ParkMiddleSchool
@ JeffersonPark

@ Norwood Park Elementary
@ Palatine Primary School

@ Rudsi Elementary

@ Skiatook Elementary

# Wheaton Elementary

Delete




Employee Leave Balances

ReadySub can track employee leave balances in days
or hours and automatically deduct leave. ReadySub
also prohibits employees from submitting absences
when their balance has hit “0” for an enforced job

reason.

Administrators can view and edit leave balances for
individual employees by navigating to their Profile,
followed by the Settings tab then Leave Balances tab.
From the Leave Balances tab you can review your em-
ployee’s initial allotment, any past and future absenc-
es that are drawing on that allotment, and the actual
balance for the relevant reasons.

To edit your employee leave balances click the Set

Leave Balances button to produce the pop-up. You
can then set the allotment for each of the correspond-
ing reasons by selecting “Limit” then entering the al-
lotment (in hours or days depending on your setup)
followed by the beginning date of the balance.

Jobs ~

RS  Amourcemens -

Organization

Riley Barnett's Acsount

Frene

Jobs (212)

History (37)

Sites

Users ~  Reports ~

Richmond Schools (2

2 profile
1/1 feldset

W Classifications

e

I ¥ Leave Balance I # Business

# Emergency

Q Sites

1/24active # Familylllness

= Notifications # Jury Duty

of 12set

# Military Leave

& Linked Accts
Olinked accounts

® Favorite Subs
201550t

4 Parental Leave
# Personal

# Professional Development

¥ Blocked Subs # SickLeave
201556t

# Workers Comp

ALLOTMENT

No limit

No limit

No limit

No limit

No limit

No limit

No limit

40hrs

No limit

180hrs «

© Jul1,2018

Jul1,2018

Ohrs » Jul1,2018

UNGROUPED LE

SCHEDULED

NA N/A
NA N/A
NA N/A
NA N/A
NA N/A
NA N/A
NA N/A
Ohrs ® 40hrs
NA N/A
75hrs W 165hrs
Ohrs ®0hrs

Set Leave Balances

Leave Balance Groups

In addition to tracking leave balances for specific job reasons,
ReadySub allows reasons to be grouped together and draw
from the same bank of hours. We call these Job Reason
Groups.

To set up a job reason group, navigate to the Organization
page followed by the Configuration tab then the Job Reasons
tab. At the bottom of the screen you will see an Update Rea-
son Groups button which will allow you to create and name
your first group (Discretionary Leave for example).

Once the job reason group has been created you can add the
relevant job reasons by editing the reason and selecting the
job reason group from the corresponding drop down. Once
the reason group has been created and the appropriate rea-
sons have been added you can then add balances to your
employee accounts for the reason group and even add bal-
ances for individual Reasons within the group, applying their
own cap as well.

Configuration
£ Settings
-

# CustomFields

® Credentials

# Subskills
© Hour Limits

# site Types

Richmond Schooy
Pt - P —

OB REASON

A gpreavement

A Business

# Emergency

A Jury Duty

A Military Leave

A Parental Leave

A Professional Development.

A acation

A workers Comp

OB REASON

A Family lliness

A Personal

A Sickleave

PAYROLLCODE

APPROVAL NOTES  RESTRICTIONS

PAYROLL CODE

APPROVAL NOTES  RESTRICTIONS

' 4

@ Delete

Add Rezson n Groups
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Substitute Credentials

Substitute credentials are set at the job classifi-

cation level and allow expiration dates to be
attached to any substitute with the relevant clas-
sification.

When a substitute credential is mandatory,
ReadySub automatically removes jobs from the
view of any substitutes with an expired creden-
tials, and will not show jobs past the expiry date
even when the date of expiry is in the future.

To add a substitute credential to your network,
navigate to the Organization page then the Con-
figuration tab followed by the Credentials tab.
From the Credentials tab click the Add Credential
button, enter the name of the credential and add
the appropriate classifications. You can also set
the credential to be optional or mandatory.

Once the credential has been created, you can go
into any substitute account via the Browse Users
page and add their expiration date. Just go to the
substitute’s Settings tab followed by the Creden-
tials tab to make the addition. Upon arrival, you
will see the substitute is missing the newly creat-
ed credential which you can add by clicking Edit
and entering the date of expiry.

Substitute Skills

Substitute Skills is another tool ReadySub offers for

matching substitutes to jobs. Similar to ReadySub’s
classifications and positions, skills prohibit substi-
tutes from viewing and accepting jobs where they
do not have the associated skill. Common skills in-
clude Spanish speaking, long-term, and male or
female in the case of early childcare.

To add a Skill, navigate to Organization then the
Configuration tab followed by the Sub Skills tab.
From the Sub Skills tab click the Add Substitute Skill
button and enter the name of the Skill.

Once a skill has been created, you can access any
substitute account via the Browse Users page to
add the appropriate skill.

Skills are also automatically added to the first page
of the job posting process for your employees and
administrators to select.

Rs Announcements v Jobs~  Organization  Sites  Users~  Reports Jason ~

Richmond Schools[

Configuration

¥ Settings
9 settings CREDENTIAL

DESCRIPTION CLASSIFICATIONS ~ REQUIRED

No user credentials

ifications
ifications

Add Credential

Add a user credential to Richmond Schools ’

A Job Reasons
, e Name

Teaching Certificate

® Credentials

Description (optional)

Descr

Job Classifications @ uired for Substitutes @
) Teacher

Paraprofessional

Front Office

% Sub Skills
0Osubskills

© Hour Limits
0 limits.

A Site Types

Ramona Bailey's Account

7nfv| Settings I jobs (141)  History (25}

Richmond Schools ([

2 profile
1

CREDENTIAL

& Classif  Teaching Certificate [ b |

! \
Edit Teaching Cer Uﬁcatcixzna Bailey? \
Q Sites
* ‘ !
a

-2

Edit the substitute skill Flu

New Absence

T substitute .{
Employee @ r
2 Absence~  TaraBell
A Personal 1]




Substitute Hour Limits

ReadySub allows organizations to limit the number  {}§)
of hours substitutes can work per month. This fea-
ture can be used to comply with ACA or other re-
quirements around substitute hours worked.

To set substitute hour limits, navigate to the Or- Configuration

ganization page followed by the Configuration tab
and the Hour Limits tab. From the Hour Limits tab,
click the Edit Limits button and enable the limit.
You can then can enter the hourly max which will
apply to all substitutes.

Substitutes are unable to view/accept jobs that * Subsiils
put them above the hourly limit within a calendar
month. Administrators can also see that substi- -~

tutes have hit their monthly limit when attempting

to request or assign them to a specific job.

/ CustomFields

0 custom fields

A JobReasons
12jobreasons

# Credentials

edentials

A Site Types

@ Substitute Monthly Maximum

Edit Richmond Schools Substitute Hour Limits

Announcements ~  Jobs~  Organization Sites Usersv  Reports v Jason v
Richmond Schools
£ Settings
9 settings TYPE ENABLED uMIT

Additional Organization Setti

Additional Organization Settings exist to help maximize
the ReadySub experience and can be updated by the
ReadySub team at any point.

The Employee Assign Job setting can prohibit your em-
ployees from assigning substitutes directly to jobs.

The Organization Substitutes Enabled setting is for any
organization that has its own substitutes.

The Allow jobs for Inactive Employees and Substitutes
setting gives administrators full access to ReadySub prior
to activating their employees and substitutes.

The Required Job Position setting mandates the Job Posi-
tion field be populated during all job posts.

The Substitute Feedback Enabled setting populates the
customizable Substitute Feedback Survey.

The First Day of Week setting allows the Week at a Glance
and Calendar start dates to be adjusted.

The Job Reservation Duration and Day Before Expiration
Times settings determine how long ReadySub holds a job
for substitutes when requested.

Custom Fields allow additional fields to be created and
populated at multiple tiers of the ReadySub system.

ReadySub supports outbound Calling for substitutes as a
premium service. To learn more about the calling feature
and pricing, ask your ReadySub representative.

ngs

RS  Amouncements -

Richmond Schools[

Jobs~  Organization  Sites

Usersv  Reports

Configuration

B Classifications

£ Custom Fields
A Job Reasq\s
® Credentials
* Sub Skills

© Hour Limits

A Site Types

RS ovouncomens -

Profile | Configuration

I 4

SETTING
Employee Assign Jobs Enabled
Organization Substitutes Enabled
Allow Jobs for Inactive Employees
Allow Jobs for Inactive Substitutes
Require Job Position on Jobs Enabled
Substitute Feedback Enabled

First Day of the Week

Job Reservation Duration

Job Reservation Day Before Expiration Time

Jobs~  Organization  Sites

Richmond Schooly

Sites(24)  Linked Agencies

VALUE

v

v
Sunday
72hours

5:00pm

Users ~ Reports ~

Configuration
& Settings

i Classifications

/# Custom Fields

FIELD TYPE
/# Accounting Code Free Form
/# Building Code Free Form

/ substitute Notes Free Form

A JobReasons

JoB

REASON  SITE USERS

Employee

Substitute

REQUIRED

® Credentials
% Sub Skills
s

® Hour Limits

A Site Types
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Creating Blackout Calendars

K s Announcements

ReadySub Blackout Calendars allow tracking of
non-workdays and in service days so your em-
ployees are only entering absences and re-
questing substitutes when they should be.

Blackout Calendars can be assigned to multiple
employees and multiple calendars can be creat-
ed for the same organization. See the
“Employee Calendars” section for how to assign
a blackout calendar to an employee.

To create a Blackout Calendar, navigate to Or-
ganization tab followed by the Calendars tab
and click Add Calendar. Enter the name, de-
scription, and start/end dates of the calendar.
You can also Blackout all weekend dates.

Once a blackout calendar is created, you can
start adding no absence blackout dates and no
substitute blackout dates.

No Absence blackout dates are dates where
absences cannot be entered by or for the em-
ployees with the calendar such as on holidays.
To add no absence blackout dates, select the
“Disable Employee Absences” and Disable Sub-
stitute Jobs” options.

No substitute blackout dates are dates where
absences can be entered by and for employees
but they are no substitute absences. These ab-
sences can be overridden by an administrator
in order to assign a substitute. To add no substi-
tute blackout dates, select the “Disable Substi-
tute Jobs” option but not the “Disable Employ-
ee Absences” option.

To edit or delete an existing blackout date, click
the three dots next to the date followed by the
edit or delete option. To add a new blackout

New Calendar

Name

Name

Description (optional)

Start Date End Date

B mm/dd/yyyy B mm/dd/yyyy

Blackout all weekend dates @

C

Jobs~ | Organization | Sites  Users ~

rd

Reports ~ Stacey ~

Richmond Schools

Calendars

This organization does not have any blackout calendars.

Add Calendar

New Calendar

Name
Staff Calendar
Description (optional)
Description
Start Date End Date

-] 07/01/2018 ] 06/30/2019

[ Blackout all weekend dates @

Jobs ~ Organization Sites Users ~ Reports ~ Stacey ~

RS Announcements

Richmond Schools

Profile  Configuration Sites (24)

Calendars (1)

Calendars

& Staff Calendar

0Blackout Dates

NAME

Staff Calendar

DESCRIPTION

START DATE

END DATE BLACKOUT WEEKENDS DESCRIPTION

07/01/2018

+ Add Calendar 06/30/2019

EMPLOYEE ABSENCES DISABLED SUBSTITUTF INRS DISABLED

Add Blackout Date

Edit Blackout Date 2019-05-27

Date
B | 05/27/2019
Description (optional)

Memorial Day

Oisable Employee Absences @ Oisa ble Substitute Jobs @

anee!

Rs Announcements  Jobs ~

Organization ~ Sites  Users - Reports - Stacey ~

Richmond Schools

\ Profile

alendars

Configuration Sites (24) Calendars (1)

& Staff Calendar

NAME START DATE END DATE BLACKOUT WEEKENDS DESCRIPTION
Staff Calend: 07/01/2018 06/30/2019

+ Add Calendar et calendar
DATE DESCRIPTION EMPLOYEE ABSENCES DISABLED ‘SUBSTITUTE JOBS DISABLED
Mon, 5/27/19 Memorial Day v v

Add Blackout Date
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What is a Site?

A Site operates underneath its parent Organization as a school operates under its parent district. Sites can have employees, ad-

ministrators and substitutes as well as their own set of schedules. Sites also have profile information including name, address,

phone number, URL, and time zone.

Site Profile

The site proﬁ'e provides contact informaﬁon for the Rs Announcements + Jobs ~ Organization Sites Users ~ Reports + Jason ~
site and is unique from its parent organization and Bourboﬁ;ElementarySchool
sister sites. To view and/or update your site infor- e vostnton
mation, click the Sites tab followed by the name of —
the site. Within the site Profile tab, select Edit Profile . S
and update the site’s information accordingly. finetore feneltonfrecs

Phone (425) 837-5522

Website http://elementary/bourbonnais/default.aspx

Address 2020 Scappoose Rd.

Richmond, Washington 98075

Site Schedules

Each Site has |t5 own set of SChedUleS and Start/end Rs Announcements~  Jobs~  Organization | Sites | Users~  Reports~ Jason ~

times which can be edited via the corresponding )
. Bourbonnais Ekyntary School
Sites page.

Profile  lf Schedules(4) | Modification

To edit your site schedules click the Sites tab fol-

Site Schedules

lowed by the site name then the Schedules tab and Schedule Name Time Unpaid Break Time (i minutes)
. Full Day 8:00AM - 3:30 PM 0
Edlt SChedUIeS‘ Half Day AM 8:00AM- 11:15AM 0
Half Day PM 11:15AM-3:30 PM 0

Schedule names, start/end times, and breaks can Custom 1200PM-12:05PM ]

be edited from this page. New schedules can also
be created by clicking the Add button.

Edit Schedules

Rs Announcements ~  Jobs~  Organization S Users ~  Reports ~

Site schedules are accessible to employees when ) )
] . . ) Edit Bourbonnais Elementary School Schedules
posting absences. The schedule type is also listed in

the ReadySub payroll report.

Schedule Name Start Time End Time Unpaid Break Time (in minutes)

Employees can also update the start/end times dur- ‘ O HaDayam som  v|[1msam v [0
ing the job post if different from the default start/ © | HalfDaypM wisaw v [[ s v o
end times of the selected schedule. O | ot oo TlEeEm U8

er the schedule name Select. v Select Yo
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Edit your Employee Profiles

AS a Readysub administratorl yOU can VieW and RS Announcements  Jobs~  Organization  Sites  Users~  Reports ~

edit your employee profile information including \ Andy Beck's Account
their first name, last name, email address, phone
number and address.
. . . . Andy Beck
To edit their name, email or phone number click Employee at River Valley School District
the Edit Profile button. To edit their address, click oo
PHONE
the Edit Address button. o S — N
'ADDRESS 635 timber wolf trail
(aterbury, connecticut
Reset Password Deactivate Account

Edit Andy Beck's profile Edit Andy Beck's address

Line 1 (optional) Line 2 (optional)
First Name Last Name
2635 Timber Wolf Trail Line 2
Andy Beck H °
City (optional) State / Region (optional)
Email
Waterbury Connecticut
X andybeck534@example.com
Postal Code (optional, Count
Phone (optional) (optional v
76812 United States M

& | Phone

- I Cancel
Coneel BT

Edit your Employee Classifications & Positions

Rs e Ene Gootmen Sk Cmme  mmbe o As a ReadySub administratorl you can view and edit your

employee job classifications and positions.

dy Beck's Account

e -

e () Hisory(9) To view an employee’s job classifications and positions, navi-

Settings gate to their Profile and Settings tab followed by the Classifi-

A Profile

cations tab.

JOB CLASSIFICATION JOB POSITIONS.
, dit an employee’s job classification, click the Select Clas-
. sification button. To edit an employee’s job position, click
S o the 3 dats next to Select Position followed by Edit.
ayrol
Opayroll code |
0 Stes Select Andy Beck's job classification
 Notifcstions i@ct Job Positions for Andy Beck's job classification
Job Classification
& Linked Accts Cher
Olinkedaccounts | Teacher 'l
¥ Favorite Subs
orsiet Aide it
Paraprofessional JobPositions
* :B‘ffkf“ Subs Teacher 1st Grade Teacher 2nd Grade Teacher
3rd Grade Teacher 4th Grade Teacher
Cancel E 5th Grade Teacher 6th Grade English
6th Grade Math 6th Grade Science
7th Grade English 7th Grade Math
7th Grade Science 8th Grade English
&th Grade Math 8th Grade Science
High Schoal English @ High School Math
High School Music High School PE
@ High School Science Kindergarten Teacher
Middle School Music Middle School PE
Cancel m
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Edit your Employee Calendar

As a ReadySub administrator, you can RS  Amouncements oz

view and set blackout date calendars

for your employees to restrict the \q‘dy Beck's Account
days of the year they can post absenc- e et ey
es and request substitutes.

Settings
To view/edit your employee’s job

2 Profile

JOE CLASSIFICATION B’ ACKOUT CALENDARS

blackout date calendar, navigate to

B Teacher 2019-2020 Calendar 2

# Select Calendars H

W Classifications

their Profile and Settings tab followed
by the Calendars tab.

. ’ W Leave Balance
To edit an employee’s blackout date Select Andy Beck's Teacher blackout calendars

calendar, click the 3 dots next to Se- $ Payrol
lect Calendars followed by Select Cal- 0

%‘t_e;_::_ . Blackout Calendars @
endars 2019-2020 Calendar 1

‘=t Notifications

¥ 201%-2020Calendar 2
Once saved, the employee’s absence

& Linked Accts
posts will be limited to the days i
v Fa\{nriteSubs

where they can enter an absence and
. e . Cancel
request a substitute as specified in % Blocked Subs ane ﬂ

their blackout calendar. [

Set Andy Beck's leave balances ..
RS  mouncements : As a ReadySub administrator, you
== =T guey pmea can set and monitor your em-
Qdy Beck’s Account e ¢ it . . ployee leave balances
ot y [ P # JuryDuty —i“‘feé NA NiA
N Ml B B T To view/edit your employee
A Professional Developrment Limited ; /i . .
Settings PoonsDRSn ¢ ot NA . leave balances, navigate to their
# vacaton o ket s s | [&  omovaoss Profile and Settings tab followed

A Profile | o Limit

— = by the Leave Balance tab.
B Classifications

& Berezvement No limit . )
B Calendars # oDy e « [E4]| To edit an employee’s leave bal-

# Professions Development  Nolimit | ances, click the Set Leave Balanc-
o vaetien ol es button and add the balance
""" and allotment date (day the bal-
9= ance is given) to the reason(s).
T == SLLIT = o s Once saved, the employee will be
° . ’
GROUP BALANCE No limit NJA NA N/A . .
. 5 o - i i able to view their leave balance
& Perzonzl Sdays « Jull B Odays Qdays W 3days
@ Favorite subs # Sickleae 625days + 11,2018 odays 0days ®525dss from their profile and the reason
R oot oo e drop down when posting an ab-
o sence. If the organization’s bal-

ances are enforced the employee
will not be able to surpass a zero
balance.
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Edit your Employee Payroll Codes & Percentages

As a ReadySub administrator you
can view and edit your employee
payroll codes and percentages.

To view and edit payroll codes,

navigate to your employee’s pro-
file followed by the Settings tab
and Payroll tab.

Settings

L Prof
1 JOB CLASSIFICATION

W Teacher [ 24EAEKS 560000

B Classifications
You will see the employee’s job 1/3actve
Edit Teacher payroll codes for

L N dy Beck
classification, any payroll codes B Calendars

that have been set for the employ- \ ® LeaveBalance —— e
ee. Click the three dots followed —
by the Edit button to edit your
employee’s payroll codes.

Each of your employees have mul-

tiple payroll codes (up to 10 in & Linked Accts
total). To add multiple codes and w Fauoresus
%’s just click the plus button to o
add.

% Blocked Subs

Click the Save button to finalize

the updates.

Edit your Employee Sites

As a ReadySub administrator, you can view

and edit your employees’ site or sites.
WY Beck's Account Select Andy Beck's sites
To edit your employee sites, navigate their

profile followed by the Settings tab, then e | | =0

Algadona High Schasl

the Sites tab and click the Select Sites Settings S
button. 2 presie Fireh sf\"'d'dce-ichoo

B Classifications

A list of the sites in your organization will

populate. Check the relevant sites and click & Calendzs o 4“1
1 clenda top High Schoal

Hara

Journey High Schoal

Save to finalize the update. <n Middle Schoos

W Leave Balance
. Jumahara Middle Schog!
S Payroll Pebble Falls Middle Schoal
1 p=zyroll code Sandy Beach Elementary

| e
School

¥ Favorite Subs

o © © 0 © 0 © © 0 © © © © © O

X Blocked Subs
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Edit your Employee Notifications

As a Readysub administrator’ Rs Announcements  Jobs - Organization  Sites Users~  Reporis -

you can view and edit your em-
ployee notification preferences WV Beck's Account
which are text message and -
Prafile m Jobz (1) Hiz

email.
To edit your employee notifica- Settings
tions, navigate to Users then 2 profle ————y 0 svemenr
Browse Users followed by any = Classcations Job Agpraved v
employee profile. e Jos Danies v

£ Calendars Job Created v
Once on an employee profile, o pr— -

. . W |eave Bal | . . .
navigate to the Settings tab EREn A Edit Andy Beck's notification preferences /
followed by the Notifications % Payroll 4 /
tab e J? Email Alerts Text Message Alerts
Jg Select / Clear All Select / Clear All
Click the Edit Notification @ lobAppraved Jobhpzroved prr———
& Job Denied Job Denied Edit Motification Settings
Setﬁngs button and CheCk/ ® JobCrested Job Created
# Job nad Job

uncheck the relevant notifica- “ 1
. « Job Released
tions for your employee' v _FBI"{DI'itES.JbS # lo Job Cancelled

x _E%I_o_cked Subs

3 Cancel E
=

Edit your Employee Favorite & Blocked Substitutes

ReadySub Employees can have up to Tara Bell's Account
ﬁVe favorite SUbSﬁtUteS, and ﬁVe \ - Edit Andy Beck's favorite substitutes
le -Settmgs Jobs (413) History (81)
blocked substitutes. .
Settings v e v
Favorite substitutes receive a priority 2 Proie Nears ”
1/1field sef Substitute Settings
notification and automatically populate 8 Classications T o
into each of the employee’s absence 5 Comname SemesE hd
pOSts' ¥ Leave Balance
. . Favorite Substitutes
Blocked substitutes are unable to view/ $ paroll — — c-
. . ! P |
accept Jobs for the employee in ques_ *] S.It;ei.: ) @ Dwight Arnold dwightamold324@example.com
. @ Tim Greenidge timgreenidge342@gmail.com
t|0n. \\ = Noiﬂfmons @ Stacy Harlem stacyharlem42@example.com
. . , & Linked Accts
To view or edit one of your employee’s SEEEE

& Substitutes

favorite or blocked substitutes, locate

Blocked Substitutes

SUBSTITUTE EMAIL

their profile from the Browse Users —
lo blocked substitutes

page followed by the Settings tab then it Andy Beck = blocke dsum‘( ‘ Edt Bocked ubstiats |
. |

the Substitutes. F

Blocked Substitutes

To Edit, click the Edit Favorite Substi- —
tutes or Edit Blocked Substitutes x| oo
buttons which will produce pop-up

where you can search for and save the
substitutes. o | = ||
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Edit your Substitute Profile

As a ReadySub administrator, you can view and edit
your substitute profile information including their first
name, last name, email address, phone number and
address.

To edit their name, email or phone number click the
Edit Profile button. To edit their address, click the Edit
Address button.

Edit Elmer Andrews's profile

Jobs -

Announcements

RS

Organization

Sites  Users~  Reports -

‘\mer Andrews's Account

History (58)

Elmer Andrews

Substitute at River Valley School District

LASTLOGIN

PHONE

EMAIL

ADDRESS 1279 Spring St.
ami Gardens Wyoming 88248
Edit Profile il Edit Address

Edit ElImer Andrews's address

Deactivaty

Reset Password Account

First Name

Last Mame

Elmer Andrews

Email

T | elmerandrews287@example com

Phone (optional)

| [769)327-7356

Line 1 {optional) Line 2 (optional)
i 1279 Spring 5t e
City [optional) State / Region (optional)
Miami Gardens Wyoming
Postal Code {optional) Country
38243 United States ¥

cened!

Edit your Substitute Job Classifications & Positions

Announcements

RS

Elmer Andrews!

Select EImer Andrews's job classifications

Job Classifications
Select / Clear All

Aide

Paraprofessional

¥ Teacher

Settings

A Profile

# Select Positions

3 PayRates

2 Credentials
Q Sites
B Notifications

classification Teacher
& Linked Accts

Select Classifications

Select Job Positions for EImer Andrews's job

Job Pasitions

B Avallability
31 schedule -5' e Select / Clear All

w

1st Grade Teacher
3rd Grade Teacher
- Sth Grade Teacher
6th Grade Math

7th Grade English

7th Grade Science
8th Grade Math
High School English
High School Music
High Scheol Science
Middle School Music

# 2nd Grade Teacher
4th Grade Teacher
6th Grade English
6th Grade Science
7th Grade Math
8th Grade English
8th Grade Science
High School Math
High School PE

®

Kindergarten Teacher
Middle School PE

e E
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As a ReadySub administrator, you can view
and edit your substitute job classifications and
positions.

To view a substitute’s job classifications and
positions, navigate to their Profile and
Settings tab followed by the Classifications
tab.

To edit a substitute’s job classifications, click
the Select Classifications button. To edit a
substitute’s job positions, click the Select Posi-
tions button next to the corresponding Job
Classification and check/uncheck the neces-
sary boxes.

If a substitute is turned off for a Job Classifica-
tion or Job Position, they will not be able to
view or accept these jobs.



Edit your Substitute Pay Rates

Rs Announcements  Jobs~  Organization  Sites  Users-  Reports - . As a ReadySub administrator, you can

view/edit substitute pay rates on a per-

JOB CLASSIFICATION

iﬁer Andrews's Account substitute basis.
Erofle Jobs(a)  History (53) The pay rates can be set at the job classifi-
] cation level and the job position level.
Settings
2 Frofie To view/edit your substitute pay rates,

JOB POSITION

navigate to their profile and click the
Settings tab followed by the Pay Rates tab.

W Teacher

\ B Classifications

# 1stGrade Teacher Hourly $12.00/hr

# 2nd Grade Teacher Hourly $12.00/hr
PO # Kindergarten Teache Hourly $11.35/hr NeXt tO each JOb C|a$Siﬁcaﬁ0n and jOb pO'
T . sition you will find three dots. Click these
Q Sites Edit Elmer Andrews's Teacher pay rate ¥ ] ]
3/15 e dots followed by the Edit button to edit
= Nosfheations your substitute’s pay rates.
TYPE RATE
& Linked Accts .
Ol secouns Please note, the Pay Rates setting must be
— — Hourly 12.00 dollars L . X .
8|4 enabled within your organization to view/
edit substitute pay rates. If it is not ena-
= I bled, contact support@readysub.com to
Cancel E enable it.

Edit your Substitute Credentials

AS a Readysu b ad ministrator you can Rs Announcements  Jobs v  Organization  Sites Users~  Reports ~ Stacey ~
’

view/edit substitute credentials that have

Dwight Arnold's Account

been setup at the organization level. o
To learn more about the credentials fea- Profile Jobs(184)  History (89)
ture, see the “Substitute Credentials” )
Settings
section of this user guide.
2 profile —
1/3fields se CREDENTIAL
To view/edit your substitute credentials, S ———

Edit

B Classifications

navigate to their profile and click the B
Settings tab followed by the Credentials A § P Rates

tab. /® Credentials

= TB Sgreening

Edit Teaching Certificate for Dwight Arnold?

Click Edit next to any existing credentials 9 sites Teaching Certificate O
Dwight Arnold has credenti
to add/update the settings and expiration

Credential Expiration (optional)

date (if applicable). 12/31/2021

coneel
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Edit your Substitute Sites

As a ReadySub administrator, you
can view and edit the sites your sub-
stitutes can work at.

To edit a substitute’s sites, navigate
their profile followed by the Settings
tab, then the Sites tab.

Click the Select Sites button and a
list of the sites in your organization
will populate.

Check the relevant sites and click
Save to update the sites your substi-
tute can accept jobs at and receive
job notifications for.

RS

Announcements

Jobs ~

Qer Andrews's Account

Profile Jobs (2) Histary (63)

Organization

B Classifications
$ PayRates

N .
\12‘ Credentials

Q

B Notifications

& Linked Accts

& Augilabllity

© © © © © ©0 © O © O © O © O ©

Columbus Elementary

Firehouss Middle Schao

olden Elementary

Green River High Schaa

Siteg

Select Elmer Andrews's sites

Sites €

&

&

Select / Clear All
Algadona High School
Blue Heran Elementary
Columbus Elementary
house Middle Schoal

g= High Schoo
enklin Klein Middle School

amentary
Schogl

Gre=n Middle Schood
Journey High Schoaol
Jumahara Middle Schoo
Pebbie Falls Middle School
Sandy Beach Elementary

Cancel E

q@er Andrews's Account

Frene

N

h

Substitutes can receive notifications about
available jobs via SMS, Email, and calling
which they can update from their account.

As a ReadySub administrator you can also
update your substitutes notifications on their
behalf.

To edit a Substitute’s notifications, navigate
to Users then Browse Users to access their
profile followed by the settings tab and Noti-
fications tab.

Click the Edit Notification Settings button and
check/uncheck the relevant notifications for
your substitute.

| Edit Elmer AndreWs's notification preferences

lobs(2)  History(£3)
Settings
2 Profile
1/ 2 fiekds set EVENT 6 EMAILALERT 0 SMSALERT . CALLALERT
& Clasipcations New Job Available v
1/3sctive I'm Requested for 2 Job v
Job Assigned v
JobCancelled v
® Credentials JobReleased o
JobUpdated v
\ Q Sites
QUIET HOURS START END
Na Calling During Quiet Hours -
= Edit Quiet Hol
51schad
. , .
Edit EImer Andrews's quiet hours
Enable Quiet Hours ~
Email Alerts
Start End Select / Clear All
@ New Job Available
© | 12:00am v 12:002m v

ceres E

¥ I'm Requested for 2 Job
¥ Job Assigned
@ Job Cancelled
¥ Job Released
¥ JobUpdated

Text Message Alerts Call Alerts

Select / Clear All Select / Clear All
New Job Avzilable New Job Available
I'm Requested for 2 Job I'm Requested for 2 Job
Job Assigned
Job Cancelled
Job Released

Job Updated

corl ﬂ
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Edit your Substitute Availability

Substitutes can limit their Rs Announcements  Jobs+  Organization  Sites  Users~  Reports

availability in ReadySub to only New scheduled leave for Elmer Andrews
be notified on certain dates or Elmer Andrews's Account

days of week, and as a \ \ |DaLe

ReadySub administrator you = | mm/Ayy

can update these settings on , pescription (optional
Settings
behalf of your substitutes. |

2 Profile —
There are two types of unavail-

ability in ReadySub: Scheduled e | Caneel
. domEE MONDAY, 10/7 - E
Leave and Da|ly AVa|Iab|I|ty % PayRates TUESDAY, 10/8 ’ Vacztion / x
Daily availability is a recurring WEDNESDAY, 10/9 Vasation x
® Credentials i —_—

schedule where scheduled 0/1actve THURSDAYA00 Vasation *

. . . FRIDAY, 10v11 Wacatio: *®
leave is a one —time entry. Q sites
To edit a substitute’s availabil- = Notifications
. . . T DAY OF WEEK AVAILABILITY
ity , locate their profile from ~ )

\ & Linked Accts MONDAY [ |

the Browse Users page and S N =
access the Settings tab fol- = o WEDNESDAY [ |
lowed by the Availability tab. C THURSNAY L=l

Edit Elmer Andrews's daily availability
To edit a substitute’s Sched-

uled Leave click the Add
Scheduled Leave button and

Edit Dailly Awvailability
enter the dates they are una-

ble to work.

To edit a substitute’s daily Thursday Ful v
availability click the Edit Daily — ful v
Availability button. s o .
Substitutes can have full, par- Sunday Ful v

tial, or no availability on a re-
curring basis. When setting
partial availability, you'll need Cancl E
to specify the time range the

substitute can work.

Click Save to finalize the up-
dates.
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Multi-Organization Substitutes

ReadySub allows individual substitutes to work at Aubrey Alexander's Account

multiple organizations from the same account.

ReadySub can help link these substitutes to their e 23
& Profile

respective organizations at which point they can

B Classifications 1l Personnel Id 7432438

see JObs for a” Of the" aSSIgned Organlzatlons = ,Creééhf‘a‘s Add an organization to Aubrey Alexander's account Farprne || Pt

from the same login. 0 s

o

Ba District

Personnel I (optional)

ReadySub also tracks all jobs and availability

90210
across the organizations a substitute is associat-
. . . . . - Cance
ed with so if a substitute has a job at organiza-
tion A that overlaps with an open job at organiza- Aubrey Alexander's Account
tion B, the substitute will not be able to see the
. . . . Profile Global Settings Organization Settings Jobs(12) History (13) rebug
job at organization B and vice-versa.
|| Funland SD An.iv!
Organization and site admins can also see that 2 Profe
the substitute is unavailable when assigning sub- S T P— -
stitutes manually, due to a conflicting job at an- S (SO —
other organization, however they cannot see . o
Sites
which organization the substitute is working for. re
Assign a substitute to Danielle Nguyen's job on 6/11 Banks School District
2 Profile
Richmond Schools 1/1feldset FIELD TYPE VALUE
Search for a substitute i F|ESS-\ﬁE3UOn§ ‘l“ Fersannel 18 0210
Substitute Phone Status Reason Q sites Edit Profile ]
Jimmy Alred (534) 4367456 Missingjob classification e
Dwight Arnold (503)345-1233 [ Avaliabie |
George Bailey [ unavaitabie | Existing job
Ramona Bailey (760) 634-3451 [ Avaiabie |
Phillip Bailey (516) 697-7224 Missing job position
Stacy Baldwin (208) 634-6452 Missing job position
Leonard Barnes (345) 745-2345 [ Unavatabe | \ Blocked from site(s) Resalinda Public School District [EEES)
Camila Barrett (503) 876-5783 Avallable 1 Profile
Jerry Barrett (760) 245-2341 [ Avaliaie | 0/1feldset
Emma Basten (602) 634-7346 [ Unavataie | Conflicting jobin another & Classifications I personnel 1d
organization 3/3active
Showing 1to 10 of 102 total substitutes. & Credentials EditProfie || Desctivate Account
| iii Readysub Dashboard ~ Calendar  Announcements Aubrey ~ |\
Dashboard
<€ Week of May 12,2019 ¥ Week Hours

Sun5/12 Mon5/13 Tue 5/14 Wed 5/15 Thu5/16 Fri5/17 Sat5/18 O O

Available Jobs (21) My Jobs (1)

Filters & Mon,5/13 & Started 7hours4é;1un aso0
Preference -
I'm requested (0) Employee Organization Fuland SD
| declined CurrentSite  Drivers Education Center
Date Range ) 7:30am - 3:30pm PDT
Erica Holland .
& | 05132019 Position
g
i Tue 521
Employee Organization Rosalinda Public School District
Site Merced High School |
. 7:30am - 300pm POT Details
Glenda Hicks
Position  Hizh School Engiish Teacher Decline
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Activate, Deactivate, and Delete Accounts

As an administrator you can activate, deacti-
vate and delete users from the Browse Users
page under the main Users drop down.

You will see a list of all employees, substitutes
and administrators within your organization.
To view one of your users, click their name
and navigate to the Settings tab followed by
the Profile tab.

If a user is in an active state, you can deacti-
vate them. If the user is in an inactive state
you can activate or delete them. Deactivating
an employee, substitute, or administrator
from the system will remove them from the
view of all other ReadySub users and prevent
them from logging in entirely. Activating them
will allow them to log back in to ReadySub.

Deleting a user from ReadySub will remove
them from all views and is an irreversible ac-
tion. The user will also lose the ability to log in
or receive notifications. This will also free up
their email address to be used for creating
other account types.

Announcements ¥ Jobs ~ Users ~ Jason v

RS

Browse Users

Organization  Sites Reports +

Browse Users

Create User

. Results Sort Search
Filters
v - v Seal for ause
Job Classification 10 Last Name - Asc arc v Q
All M CONTACT INFO SETTINGS
Account Type
[ ini 2sites
Administrator dylan.andersonfo0@example.com Logged in: 9/7/18 @ 7:11am PDT o
@ Employee Dylan Anderson 2 upcoming absen
O substitute '
Account State ﬂ
. austin.barnettd76@example.com Bourbonn High School
0 Active e e @examp Logged in: 8/20/18 @ 9:47pm PDT oumonn
© Inactive e No upcoming absences e

Austin Barnett
EMPLOYEE

Bourbonnais Elementary School

riley.barnett137@example.com ach

Logged in: 9/7/18 @ 5:25pm PDT

upcoming abse

Riley Barnett

Announcements v Jobs v

Organization ~ Sites

Users~  Reports

Riley Barnett.ggCcount

Profile ys(zizl History (39)
Richmond Scho@

2 Profile
1/1field

set

Il Personnel Id 2591281

B Classifications

W Leave Balance
Hours

Q Sites

1/24active

= Notifications
4of12set

Deactivate Riley Barnett's account?

& Linked Accts

Olinked accounts

Riley Barnett will receive an account deactivation email
Once deactivated, Riley will not be able to login or receive further notifications.

¥ Favorite Subs

; N Reason (optional) (The reason is not shared
of 5 5ef

X Blocked Subs

20f5set

Riley Barnett's Account

Profile Settings Jobs (203) History (40)

Richmond Schools

2 Profile

1/1fieldset

= , . I
W Classifications L e

1/3active

Edit Profile

Activate Account Delete Account

W Leave Balance
Hours

Activate Riley Barnett's account? Delete Riley Barnett's account?

Riley Barnett will receive an account activation email.
Deleting a user account cannot be undone.

Once activated, Riley will be able to log in and use the system.

. Reason (optional) (The reason is not shared with the user)
Reason (optional) (The reason is not shared with the user)

"

Cancel

Activate
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Create a Substitute Account

To create an individual substitute account, select Create User un-

der the main Users drop down. E
New Inactive Substitute - -

From the Account Type tab, select the Substitute option followed
by Active if you’d like them to receive the welcome email, or Inac-
tive if you’d like to activate them at a later time.

From the Profile tab, enter the substitute's first name, last name,
phone number, country code, and email address (mailing address
and personnel ID are optional).

From the Classifications tab, select one or more job classifications
which will determine the jobs they are able to view and accept.

The Finish step summarizes the user and allows you to finalize crea-
tion of the account.

Create an Employee Account

To create an individual employee account, select Create User
under the main Users drop down.

From the Account Type tab, select the Employee option fol-
lowed by Active if you’d like them to receive the welcome
email, or Inactive if you’d like to activate them at a later time.

From the Profile tab, enter the employee’s first name, last
name, phone number, country code, and email address
(mailing address and personnel ID are optional).

From the Sites tab, select one or more sites which will deter-
mine the location of their absences.

The Finish step summarizes the user and allows you to finalize

creation of the account.

Create an Administrator Account

To create an individual administrator account, select Create

User under main Users drop down.

New Inactive Site Administrator

From the Account Type tab, select the Full or Site Adminis-
trator option followed by Active if you’d like them to re-
ceive the welcome email, or Inactive if you’d like to activate
them at a later time.

From the Profile tab, enter the administrator’s first name,
last name, phone number, country code, and email ad-
dress.

New Inactive Site Administrator

From the Sites tab (site Admins only), select one or more

sites which will determine the jobs they can view, edit and
approve. Full administrators are turned on for all sites.
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Linking Multiple Accounts

ReadySub allows multiple accounts to be attached to the
same email address and for administrators to do the linking.
The most common uses are employees that also substitute
and administrators that need to enter their own absences in
ReadySub.

To link multiple accounts you must follow several steps in
order. Using the employee and substitute accounts as an
example and assuming the employee is the primary ac-
count, here are the steps for creating and linking accounts.

Step 1 - Create the Primary (employee) account. When cre-
ating the primary, be sure to enter the user’s valid email
address.

Step 2 - Create the Secondary (substitute) account. When
creating the secondary account, enter the email suffix
“@example.com” which ReadySub knows is a placeholder
account. It helps to add numbers prior to the prefix (see
example) to ensure the address is unique. Once linked to
the primary account, the valid email address will supersede
the @example.com address and apply to both accounts.

Step 3 - Once the primary and secondary accounts have
been created and activated (make sure to activate both
accounts prior to linking) navigate to he Browse Users page
and locate the primary account.

Step 4 - Click the primary account’s name to access their
account profile.

Step 5 - Go to the Settings tab of the primary account fol-
lowed by the Linked Accts tab.

Step 6 - Click the Link Accounts button.

Step 7 - Search for the secondary account in the relevant
user field.

Step 8 - Click the search result followed by the Link button
to complete the process.

Once the linking is complete, you will see the accounts listed
as Linked from the primary account’s profile and Browse
Users page. The user will now be able to switch between
both accounts from the same login by hovering over their
name and clicking the “Switch To” option.

The user’s primary email address will also be attached both
accounts and be able to receive notifications. The user can
update each account’s notification preferences from its re-
spective Notification Preferences tab.

Primary Account

New Active Employee

Email

X | ramona.bailey@richmondschools.org

Email

b4 ramona.bailey672@example.com

oty
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Administrator Permissions

ReadySub supports permissions that limit adminis- RS e e ot s e sere- .
trator abilities to be create, edit, activate, deacti- Alicia Kenyon'syount

vate and delete users. o

To edit an administrator’s user permissions, access Richmond Schools [ZE3

their profile via the Browse Users page followed by Lrone & pevvisson evoree suBstuTE ADMINISTRATOR

the Settings tab then the User Permissions tab to- ® ompenirs || AR f f ’

wards the bottom of the screen. $ i koo Do foomns i i ’

Click the Edit Permissions button and uncheck the 6 LnkedAcs / et permisens
fields that you’d like to limit for the administrator. —

When user permissions are turned off, the adminis-

trator can still view these users but in a “read-only” 1
:
capacity. - _ _

Administrator Sites & Classifications

Administrators can be ﬁltered dOWn by Site and Classiﬁca' Announcements - Jobs~  Organization  Sites  Users~  Reports ~ Jason ~

tion in order to view (and be notified of) a specific subset - ,
Alicia Kenyon?count
of absences.

Profile I Settings I History (51)

Richmond Schools [0
only for their school can be filtered by site where the 2 brone

head custodian can be filtered by classification. \

School principals and secretaries that are to see absences

SITE ACTIVE
@ Classifications Q Acres Middle School
1/3ctive

9 Aurora Elementary

Select Ramona Bailey's sites

Q sites @ Benson Elementary
1/143ctve

To edit an administrators site and classification settings,

©Q Bourbonn High School
i Notifications

access their profile from the Browse Users page followed -, e ——]

0
i ifi 3 & Linked Accts Q Broken Arrow High School
by the Sites and/or Classification tabs. e
Eerrknjis:s;uns Q Homewood Elementary
To edit an administrator’s sites, click the Select Sites O R B

button and add a check mark next to their corresponding 0 resinerinen s

Q Rolling Hills High School
SIte(S). Q Rudsill Elementary

Q Skiatook Elementary

Q Wheaton Elementary

To edit an administrator’s classifications click the Select
Classifications button and add a check mark next to their
corresponding classifications. RS  Awouscements~ sobs-  Organicatin Sites Users - Reports -

When an administrator is created they default to see all Alicia Kenyon?tount SeeE e e s
classification so filtering must be done after the account is . m -

created. Site level filtering on the other hand can be com-

pleted during the setup process by selecting the role of \ RTP:ISH -

JOB CLASSIFICATION

Site Administrator and choose the site(s). Full administra-

i Classifications [J@=EEm

tors can see all sites and all classifications by default.

Q sites

X Notifications
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Daily Jobs Report

The Daily Jobs Report highlights the job
activity for any day of the week.

You can see the number of Filled, Open,
and Total Jobs in three different formats

including a pie chart. \

To change the date, select the Date filter
and adjust.

To Print and/or Export the Daily Jobs Re-
port to Excel, click Print or Save to XLSX.

Filters

Actions
24 Print

& SavetoXLSX

Rs Announcements~  Jobs~  Organization  Sites  Us Reports ~ Jason ~

Daily Jobs Report for 9/11/2018 s
Substitute Jobs
Payroll
Summary Fil Rate Fill Rate
Total Jobs 10
Open Jobs 1 ® Filled
X 90% ® open
Filled Jobs 9
P—

Status JobId Site Employee Reason Substitute
B2 iob-2s5hp Crater Lake Middle School Riley Palmer Personal Tim Greenidge
B iob-tidhox8qd495w  Edison Park Elementary Dianne Crawford Military Leave Stacy Baldwin
B iob-lewta’x7ccz2  Schaumburg Elementary Christy Craig Professional Development  Constance Bates
X3  iob-wdocBywriibr Crater Lake Middle School Bonnie Hopkins Jury Duty Sue Davis
X} iob-ur52t5ziodbt Homewood Elementary Megan Bentley Sick Leave Leonard Barnes
X} iob-3er94q257nobj  Broken Arrow High School Christian Mckinney ~ Parental Leave Suzie French
X iob3itku07n58y0z  ElkGrove Elementary Debra Robinson Military Leave Dwight Arnold
) iob-12winbyiowadd  Crystal Lake Elementary Scott Cameron Sick Leave
X iob-3vifieza2got2 Rolling Hills High School Dylan Anderson Emergency Sandra Bowling
G iob-19nce9ppttmb8  Bourbonnais Elementary School Riley Barnett, Military Leave Ramona Bailey

Monthly Jobs Report

The Monthly Jobs Report shows Open, Filled, and
Total jobs for the selected month.

Jobs are highlighted in pie and bar chart formats.
Within the bar chart, orange and green bars indicate

the number of open and filled jobs for each day of \

ctions

the month.

To change the month, select the Month filter and
adjust.

To Print and/or Export the Monthly Jobs Report to
Excel simply click Print or Save to XLSX.

Announcements Jobs ~ Organization Sites Users Reports ~ Jason ~

Daily Jobs

Monthly Jobs Report for September 2018 IGEEIELS

& Print

& SavetoXLSX

Sep2018

Employee Absences

Substitute Jobs
Monthly Summary Payroll Monthly Fill Rate
Total Jobs 91 Fill Rate
Open Jobs 13 o @ Filled
82% ® Open
Filled Jobs 75
Powered by ZingChart
Daily Summaries for September 2018

1

10

9

3

7

6
g

5

4

3

2

1

0

12 3 4 5 6 7 8 9 10 1 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 3
Date

38




Employee Absence Report

The Employee Absence Report provides a unique per-
spective on your employee absences. The Summary
section groups absences starting with perfect attend-
ance. Within each group you can see the total number
of employees and percentage of absences that falls
within it.

Below the Summary is a list of your employees from
most absent to least absent including employees with
perfect attendance. To adjust the view dates, simply
navigate to the date range calendar to the left portion
of the screen and adjust.

To access an employee’s individual absence page, click
the Details link next to their name. In addition to a list
of their absences you can see the number of hours
tied to each absence reason and the days of the week
they tend to be the most/least absent.

To access an employee’s profile information or the
details of any absence click the corresponding link.
Both the aggregate and individual employee absence
reports can be printed and/or exported into Excel.

Substitute Jobs Report

The Substitute Jobs Report provides insight on your
substitute activity. The Summary section groups
activity and within each group you can see the num-
ber of substitutes and percentage of jobs that falls
within it.

Below the summary is a list of all of your substitutes
in order of most active to least active. To adjust the
view dates, simply navigate to the date range calen-
dar to the left portion of the screen and adjust.

To access a substitute’s individual job page, click the
Details link next to their name. In addition to a list of
their jobs you can see the number of hours and the
days of the week they’ve worked within the speci-
fied date range.

To access a substitute’s profile or the details of any
job, click the corresponding link. Both the aggregate
and individual substitute reports can be printed
and/or exported into Excel.

Filters

ate B

Rs Announcements - Jobs =  Organization

Employee Absences Report for $/1/2018

y

B | 09/3012018

Qabsences (%
Between 1and 4 absences:

Between 4 and 7 absences

Actions
& Print

& Saeto XK

Bet 7 and 10 absences:
r more absences:

Daily Jobs

Monthly Jobs 018

Employee Absences

Substitute Jobs

Payroll
Fill Rate

29%employees (15
s0%employees (31
656 employees (4)

0 emplayess (0

4% employees (2 /

Employes
Jamie Hathaway
TaraBel

Harold Jensen

Employee Absences

AllEmployees | Perfect Attendance

RS  Amwouncements-

Substitute Jobs Report for 9/1/2018 through 9/30/2018

Filters ’

ate Range

Actions
& Print

& SavetoXlsX

Substitute Job:

Filters

Date

& pint
e | EESTES

39

0Ojobs:
Between 1 and 5 jobs:

Between 5 and 9 jobs:
feen 9 and 13 jobs:
or more jobs

Summary

53 substitutes (4)

3% substitutes (2

1% substitutes (1

Substitute

9/1/2018 through 9430/2018)

Most Active Substitutes

fyzr George Bailey (
Hours

84.1 Mondsy Tuesday Wednes:

Accepted Jobs 9 B

o




Payroll Report

The payroll report provides a detailed account of all
jobs and absences and can be used reconciliations. In-
cluded in this report is the Job ID, Confirmation Status,
Absent Employee’s name, Substitute’s name, Job Rea-
son, Classification, Schedule, Hours worked and when
the job was created and filled. You can also drill down
on a specific substitute or time period via the Substitute
and Date filters on the left side of the screen. Exporting
the payroll report into Excel can be accomplished via
the Save to XLSX button. To create a more customized
version of this report, see the Custom Reports section
of this user guide.

O Tell

View  Help  PowerPivot

Y = = -

BB a B [ & B 5 [Zusn by O
B2 Copy - ¥ e = -

Paste  mru- Merge & Center - § - % 9 %% Conditional Formatas Cell  Insert Delste Fo . SoM&Fnda&

° RemTEERATE Formatting - Table - Styles - - - Fiter - Select -
Clipboard Font Alignment Number Styes cals editing

AL N fe | Date

Rs Announcements - Jobs~  Organization ~ Sites  Users~  Reports~
Daily Jobs
Monthly Jobs
Payroll Repgrt Enplyee Abseces /
Substitute Jobs
Filters Empl Fill Rat Substitute Substitute
— Person. "€ e Personnel First
Site Date Jobld Status  Confirmation Id Name  LastName Id Name
Al v 2018- job- Filed ~ Unconfirmed 4728424 Scott  Cameron 3948300 Ramona
0903 Thpwybmvt7u0
Date Range
= 09/01/2018 2018- job- Filled Unconfirmed 9620041 Carla Silva 2963489 Emma
09-03 1v2n00ydwc30y
& 09/30/2018
2018~ job- Filed  Unconfirmed 3757195 Juan Freeman Rodney
Substitute 0903 3xt5ce89role
2 | substitute
2018- job- Filed  Unconfirmed 2814378 Tara Bell 8314460 Leonard
‘Confirmation Status 09-03 ix6g3jnwssx4
Confirmed 2018- job- Filled Unconfirmed Jamie Hathaway Sandra
No Show 09-03 154ars08y5567
X 2018- job- Filed  Unconfirmed 7359496 Danielle Nguyen Suzie
Actions 09-03 métmerlwepai
& Save toXLSX
Filled Unconfirmed 7849216 Regina Steeves 3948300 Ramona

Fill Rate Report

RS

The Fill Rate Report is similar to the
Daily and Monthly Jobs Report but
allows you to adjust the time period
beyond a specific month or date.

Filters

Date Range

Announceme!

Fill Rate Report

Jobs ~ Organi es Users - Reports ~
Daily Jobs
Monthly Jobs
Employee Absences

Substitute Jobs

/ Fill Ratefor09/01/2018t009/3ﬁ"3"’” /

To update the date range, click the —

09/01/2018

09/30/2018

start and end date filters. You can also =

print or export this report via the Print
and Save to XLSX buttons.

Actions

'

@ Filed @® Open
Date Status Job Id Site Employee Reason
9/3/2018  [EIED job- Crystal Lake Elementary Scott Cameron  Training
1hpwylsnvt7u0
9/3/2018 [0 Schaumburs Elementary Carla Silva Training
Powered by ZingChart

9/3/2018 [EIZ) job-3jxt5ceBro14 Jefferson Park Juan Freeman Bereavement
9/3/2018  [EED Job-ix6a3jnwssx4  Bourbonnais Elementary Tara Bel Professional

School Development
9/6/2018 [ job-ixéa3inwssx4  Bourbonnais Elementary Tara Bel Professional

School Development
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Substitute
LastName Organization

Bailey

Adams

Nelson

Barnes

Bowling

French

Bailey

Richmond
Schools

Richmond
Schools

Richmond
Schools

Richmond
Schools

Richmond
Schools

Richmond
Schools

Richmond
Schoals

Jason ~

Site

Crystal|
Element

Schauml
Element

Jefferso
Park

Bourbor
Element
School

Bourbor
Element
School

Bourbor
Element
School

St.Char:
Middle
School

Jason ~

Substitute

Ramona Bailey

Emma Adams

Rodney Nelson

Leonard
Barnes

Leonard
Barnes




Create a Custom Report

ReadySub Custom Reports can be used to support im-
portant payroll processes, export absence and job in-
formation for integrations, and review user related
information.

To create a custom report, navigate to the Reports
drop down followed by the Custom Reports option.
Select the Report Type and enter the name of the re-
port. In this case we’ve selected a Job Segments Report
which is the most useful for payroll.

Once the report is created, navigate to the Columns
tab of the report and click the Edit Columns button.
See the Custom Reports Glossary of Terms for infor-

mation about various field options.

For date and time fields, you can make adjustments to
the format by clicking the “Date formatting guide” link
next to the field in question and updating the format to
match the description.

Once the report is saved, you can verify the formatting
via the “show” link and make sure your information
will report the way you expect it to.

CT—— -

RS

Announcements  Jobs~  Organization

Sites  Users~  Reports ~ Addison ~

Daily Jobs.

Monthly Jobs
Dashboard Employee Absences
Substitute Jobs
Payroll
Fill Rate
< Week of
Custom Reports [y I
R . - Saturday 5/11
Custom Reports
AllReports (3)
Reports
[B Absencestart and end times - substitute Job Segments
B Leave Reasons Job Segments
@ Substtute Pay Report JobSegments
Create a new custom report -
Report Type
~Select N
—Select - Create a new custom report
Job Segments
Report Type
JobSegments v
Report Name
Report Description (optional)
gncel

AllReports (4)

Reports

B Substitute Pay Report

Tvee

JobSegments

coLuMNS

6 columns

1 Jobld Jobld

2 JobSegmentld

Job Segmentld NA NA

suBTEXT

I Edit ﬁ\umns

DATEFORMAT DURATION FORMAT

UTL UIIE COTUTITNS TUT TEST

Columns © Add Column

10

Substitute Last Name

41

Substitute Last Name

4/50 columns
Order  Field Header Format
N
1 ¢ Jobld v | Jobld [ Subtext
A
29 Job Segment Id v Job Segment Id O Subtext
e a
oot 3 & | JobStartTimestamp vy Timestamp O Subtext @ Date
. Date Format @
Custom date and time format strings
Date formatting guideline
~
43 egment Schedule Name | | JobSegment Schedule Name 0 subtext
I
Custom Reports / Tes
Detsils  Columns (10)  Formatting
Columns
COLUMN HEADER DATE FORMAT DURATION FORMAT SUBTEXT
1 Employee Personnel Id Employee Personnel Id N/A VA e
2 Employee First Name Employee FirstName N/A
3 Employee Last Name Employee Last Name N/A
4 JobSegment Date JobSegmentDate  f ——
N/A NA
5 JobSegment Start Timestamp Job Segment Start Timestamp NA
Preview for timestamp format: 'MM-
dd-yyyy'
6 JobSegment End Timestamp Job Sesment End Timestamp N/A
The sample timestamp '2019-05-
7 JobSesment Duration Job Segment Duration N/A N/A | 10T10:30:00.0000000-07-00' will be
formatted in the report as: '05-10-
8  Substitute Personnel Id Substitute Personnel Id N/A NAl | 200
9 SubstituteFirst Name Substitute First Name NA NA MMddyYy shay

Edit Columns



https://glassarc.freshdesk.com/solution/articles/35000119508-custom-reports-glossary-of-terms

Run a Custom Report

RS Announcements  Jobs ~  Organization ~ Sites  Users~  Reports ~ Addison ~

To run a custom report, navigate to Reports drop

Daily Jobs
Monthly Jobs

down followed by the Custom Reports option. Dashboard

Employee Absences
Click the name of the report to access the report e

Fill Rate

details then click the “Run Report” button.

Custom Reports

ThursBay 5/9

Tuesday 5/7

Saturday 5/11

Sunday 5/5 Friday 5/10

Monday 5/6 Wednesday 5/8

You can also run custom reports from the main St B seiort ot/ vt
. . 8 Open Jobs
custom reports page by clicking the three dots 6 Openobs SFiletions > Oven o SOvensois

AT 7 Filled Jobs 11 Filled Jobs

next to any report followed by the Run option. Custom Reports

r
When running a report, you are able to filter the AlReports )
results by date range, job status, absence type, Reports
job classification, and site. oL
[E Absence startand end timg Job Segments g
[ s

Job Segments

B LeaveReasons

Once your run settings have been established, Reports / Payroll report

Job Segments

click Run to run the report and a window will B Jao Segments

Details Columns (10) Formatting

pop up with the run status.

o Payroll report
Once the processing is complete you can export ayrefirepor

o TYPE Job Segments Report
to CSV (comma delimited) or Excel.
m} Payroll information on Substitute Jobs.
ITY Global
Run the report Payroll report o
RunReport dit Report Details Delete Report
Start Date (optional) End Date (optional)
r
= 05/01/2019 = 05/31/2019
| JobStatuses 1 I Absence Types I
Select / Clear All Select / Clear All
@ Open ¥ Employee Absence
@ Filled @ Vacancy \/
@l No Substitute Required
@l Pending Approval
W Cancelled

V¥ Job Classifications (2/2)

Select/ Clear All

@l Teacher @ Paraprofessional

Select/ Clear All

@ Happy Village Elm @ Fowler Middle School

@l Georse Andrews High School @ St.Peters Elementary

@l Drrivers Education Center @ Metzger Elementary Running the report Payroll report
@l Jefferson High ¥l Candy Land Learning

@l Thunder High I Dean Meyers High

@ Sunnyside High @ High Noon Elementary

@ St.Andrews @/ Tigard High School

|

Arctic Allegiance High Processing complete!

& Download CSV Download XLSX

coreel

Done

[I— ot ] C

Pagelsyot  Formulas  Data o 9 hare | & comments | @

s x = P =

matting

dess

c > . . s " \ ,
Employee LatName_job SegmentDate o Segment tartTimestar Job Segment nd Timestam ob Segment Duration __ Substitue personnel 4 ubstitute FrstName _ ubsttue Last S
5012019 Gs01.2019 o0 7esas9s Tyier ey
Guterrez 90501 oso1a0s o005
cuans Iois05.02 os022019 os022015 Soszo sk Golins
Kennedy 20190502 os022019 os.02.2015
wills 0150502 0022015 os02-2015 Tostanz oale simmons
im Tucker 0502 05022015 os0z2019 Tasarmo Felecis xim
lzavetn cuns 105,02 0502209 os022015
arystal oz 20190503 0032019 os.03.2015
Tara ward 2019.05.03 os03.2019 05032015 Besaoo Tommy, Gonzales
Hudson 0150503 05032015 os0a2015 asiary elly Newman
atnerine Simmons 20190506 05062015 os062019 Toetios Jscqueline fames
s Hudson 2019.05.08 05,08 2019 05,06 2019 Tasiay Avgai Hughes
clayten perkins 2019.05.08 os.0s.2019 os.06.2015 Bressas Jason oum
Tem Austin 2019.05.07 osor01s os.072015
Tomara ohilips 2015.05.07 os0r015 os0r-2015
aviene Gutierrer 130507 o505 os0r-2019 00 Toetio Jscqueline fames
Gene Avarez 2019.05.07 05072019 0072019 %00 Tem Austn
Auorey s Io19.05.07 o009 os.07.2018 o0 Taeouss sason Hughes
wiie payne 2o19.05.07 osora01s os.072015 %o ey christina Nguyen
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Edit your Profile

To access your account information, hover over
your name and select the Account tab towards \
the top right corner of the screen.

Towards the middle of the page you’ll see
three tabs labeled Profile, Notification Prefer-
ences and Permissions.

To edit your Profile information, click the Edit
Account button towards the bottom right por-
tion of the screen.

My Account

profile  [INotification Preferences  Permissions

Rs Announcements v Jobsv  Organization  Sites  Users~  Reports +

Account

Password

Log Out

Jason ~

Update your Notification Preferences

As an administrator you can update your notification
preferences by hovering over your name and selecting
Account followed by the Notification Preferences tab.

You can be notified via email when an absence is creat-
ed, edited, or cancelled by an employee as well as when
a substitute accepts or releases a job and if they’ve pro-
vided feedback on their work experience.

Depending on your network setup, certain job reasons
may require administrator approval. In these cases you
can be notified via email when an absence requiring
approval is submitted so you can log in and approve or

decline it.

Email Notifications

Rs Announcements ~  Jobs ~

\ My Account

profile ] Notification Preferences | Permissions

Jason Parks

Full Administrator at Richmond Schools

Personnel Id
Richmond Schools

Phone

Email jason.parks23@richmondschool.org

Time Zone Pacific Standard Time
Address 2235 Water Ave
Richmond, Washington 98029

Organization ~ Sites  Users~  Reports ~

Edit Account.

Jason ~

Account

Password

Log Out

Notification Settings
Event
Job Pending Approval
Job Approved
Job Denied
Job Created
Job Updated
Job Assigned
Job Released
Job Cancelled

Job Feedback Submitted

X Email Alert

[«««««xs

Edit Notification Preferences

ReadySub notifies administrators via

= MM Gmail Q  search mail v [a) -&:,
email when absences are created, edit- b o- c ——— s 8 @
ompose
ed, cancelled, accepted by a substitute, _— Q pmery = soc ® Promotions
assigned to a Substitute by an emp|oyee' *  Starred I ReadySub Job Notifi. Job on 9/7/18 filled - Job on 9/7/18 Filled Summary Job Id job-3484¢i51ejl60 Date 9/7. 7:38 PM I °
. . © snooz ‘ReadySub Job Notif. 2 oD on 9/6/18 filled - Job on 0/6/10 FII1ed Summary Job 16 |00 2102 muabtych Date 0/6 757 M
approved or denled by a fel |0W admlnls- > sent ReadySub Job Notifi. Job on 9/6/18 has been updated - Job on 9/6/18 has been Updated Summary Job Id jo. 7:37 PM
. . B E
trator and If a su bStItUte haS |eft any . ReadySub Job Notifi. Job on 9/6/18 cancelled - Job on 9/6/18 cancelled Job job-2527n4x27ydltl on 9/6/18 h... 7:37PM *
feed back on their Work experience & + ReadySub Job Notifi. Job on 9/5/18 filled - Job on 9/5/18 Filled Summary Job Id job-3vs53mpu3e4h2 Date 7:37 PM
' ST Notifi. Job on Tuesday, September 4, 2018 - ptember 5, 2018 filled - Job on T. 7:37 PM

To access an absence from an email noti-

eadySup

Jobs +

Announcements - Organization  Sites  Users~  Reports =

fication, open the email and click the Job Job on 9/7/18 Filled Notii

. . Notifi.
ID link. If you’re logged into ReadySub, | —
you will be taken directly to the Job De- =

H ’ B Organization Richmond Schools
tails page. If you’re not logged in, you T
will be sent to the ReadySub login page T
after which you will be redirected to the Cssteaton et
Job Details page to view or edit the ab-
Itinerary

sence.

Report To Jason Parks

Confirm Arrival

Employee Job Summary
J081D Job-34s4eis 160
saTUS [Fied |

SUBSTITUTE ARRIVAL

REASON

CUASSIFICATION

ORGANIZATION

TOTAL HOURS 80

Substitute

Ecit Summary

Itinerary

Sandra Ecwing

M T W T F s
NoShow

: Schaumburg Elementary

[ L o © 7:00am - 3:00pm PDT

Transfer

355 SE Evans Street

sep2018 COMPLETE



Change your Password

To Ch a nge yo ur pa SSWO rd’ h over over Announcements ~ Jobs ~ Organization Sites Users ~ Reports ~ Jason ~

your name and select Password. Enter

Password

your current password followed by your
new password. Select Change to finalize

P ds
the newly created password.

Current password

Change Password
Log Out

Enter your current password

New password Confirm new password

Enter a new password Enter your new password again /

Forgot your Password

In the event that you forget your

password and need to generate a [@ReadySub
new one, go to the log in page at

Email

www.readysub.com/account/login e
Forgot your password?
and select Forgot your password?

Email

You will be redirected to the Forgot i ~
Password page where you can en- h

ter your email address. Click Send
Reset Link and you will be emailed a

link to create a new password.
Your password was reset

The link is valid for 24 hours and

Forgot your password?
connects you directly to the page

where you can enter and confirm New passwiord

R Click the secure pas:
New password

your new password.

‘Secure password lifl: hilps /demo readysub com/account

Confirm new password

Confirm new password

© Giass A LLC 2015
[IE—

Log Out

To log out of ReadySub, hover over your

Rs Announcements~  Jobs~  Organization  Sites  Users~  Reports~ Jason ~

Account
name and select Log Out. You will be Dashboard Password
taken directly out of the system and Logout

<€ Week of September 9,2018 ¥

back to the log in screen.

Sunday 9/9 Monday 9/10 Tuesday9/11 Wednesday 9/12 Thursday 9/13 Friday 9/14. Saturday 9/15
Total Jobs: 1 Total Jobs: 7 Total Jobs: 9 Total Jobs: 7 Total Jobs: 4
Fill Rate: 100% Fill Rate: 71% Fill Rate: 83% Fill Rate: 83% Fill Rate: 100%

[ toens |
s

Personnel (12) Jobs Pending Approval Open Jobs (2) Filled Jobs (5) No Substitute Required Jobs

Scheduled Substitutes (5 Absent Employees (7)
Substitute Site Link Employee Site Link
Constance Bates Schaumburg Elementary  Details Bonrie Hopkins Crater Lake Middie Details
Dwight Arnold Elk Grove Elementary Details. S
D T s Christian Mckinney g(su;ra High Details

School .

R Sroken Arroe i Dot Christy Craig Schaumburg Elementary  Details
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