
Assigning a Substitute While Creating
an Absence

Once an absence is created, you can assign a substitute prior to completing the creation process,

or you can access the absence details (via the confirmation number) and assign the sub at a later

time.

In this example, let's examine the final assignment steps you would take in the "Review & Confirm"

step during the initial absence creation process. 

You will see a button that says Create Absence and Assign Sub once you complete the initial

absence details. Click this button to save the absence and manually assign a substitute.

A new window will open where you can search for and select the substitute you want to assign.

(Type the last name of the substitute you are looking for or browse the list.)

VIDEO

Check out our related video -  - as you review this

topic.


Assign & Remove Subs (2:54)
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Once the sub is located, click the green Assign button next to the substitute's name.

A pop-up window will appear that asks you to confirm the assignment.

To assign the sub to the absence, click the green Assign button.

 Additional Resources: Viewing Substitute Availability

It is important that you communicate with the substitute and confirm with them

that they are willing to fill the job before you assign it to them.

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