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Managing Your Favorite Five
Substitutes

Once you have added a number of substitutes to your Preferred Substitutes list, you can select up

to five to be your "Favorite Five."

'ﬂ‘ The Favorite Five have more of an advantage when attempting to fill your

absences.

Substitutes that are marked as favorites (and who are considered "qualified and available" at the
time the absence is created) will be notified instantly by email when you create an absence that
needs a substitute. The system will also call the Favorite Five subs during the next evening's call

period, up to 120 nights before the absence.

Choosing Favorite Substitutes

To mark someone as a favorite, you will need to reference the "Preferred Substitutes" tab. This

can be accessed via the "Account" option in your application's side navigation.
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Once opened, simply click the heart icon beside the substitute in question. The heart will turn red,

indicating that this substitute has been added to your Favorite Five list.

Order Name Select
' ] Barker, Bob
Baker, Tom
Chan, Alice
Kenobi, Ben

Pond, Melody

:ﬂ: The order of your Favorite Five subs determines the order in which the system

will attempt to contact them when making calls.

With this in mind, you can drag a name up or down in the list (as shown below).
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v | %
Order Name Select
Kenobi, Ben
@1 .
- ' 4 Pond, Melody

.o Baker, Tom
: @2
Barker, Bob

Chan, Alice

<

Once you are finished, click the Check Mark button to save your changes.
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Order Name Select
' ] Pond, Melody
Kenobi, Ben
s

Removing Substitutes from Favorites

To remove a substitute from your Favorite Five list, click the check box beside the substitute you
want to remove. The Remove Selected Substitute(s) button will appear, and you can select it to

remove the sub in question.
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Remove Selected Substitute(s)

Order Name Select
; Kenobi, Ben 0
5 Pond, Melody 0
L4 3 Baker, Tom
4 Barker, Bob 0

That's it! Now you have your Favorite Five list set up and ready to go.
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