
Managing a Preferred Substitute List

Your district may allow its employees to create a list of preferred substitutes. This list consists of

subs who you consider reliable, experienced, and preferred, and the substitute placement feature

will attempt to contact these substitutes first when you create an absence.

To access the "Preferred Substitutes" page, click the Account option in the side navigation.

Now, click on the Preferred Substitutes tab.

VIDEO

Check out our related video -   - as you

review this topic.


Managing Your Preferred Sub List (2:35)
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Adding Substitutes

From here, you can click the Add Substitute(s) button to update your list.
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This opens the substitute selection page. Here, you can find the substitute(s) you want by using

one of the search options provided. (You can search by last name via the search bar, filter by the

first letter of the substitute's last name, or browse the complete list.)

Check the box beside the substitute(s) you want to add to your list and click Add to Preferred

Substitutes to complete the process. 

Removing Substitutes

To remove a substitute from your Preferred Substitutes list, click the check box beside the

individual 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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 Additional Resources: Managing Your Favorite 5 Substitutes
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