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Search for Jobs Tab

Click the Search for Jobs link on the My Information navigation bar in the Substitute Self

Service Center to view the Substitute Search for Jobs tab and view available jobs that

meet your profile.

You can click the Location name to view the address in Google Maps in a separate

browser window.

To narrow down the list of available jobs, you can filter by Date, Organization, Job Title,

Location, or Role.

Buttons on the Substitute Search Jobs Tab

Accept. To accept a job listed on the tab, click it and click the Accept button. The Sub

Job Number box shows your substitute job number for the assignment. When you

have noted the number, click the OK button to close the Sub Job Number box. The job

will be moved from the Substitute Search Jobs tab to the Accepted Jobs tab.

Refresh. To see if other jobs matching your profile have been added to the system

since you logged in to the Substitute Service Center, click the Refresh button to

refresh the tab.

Expand Results. If you have set up location restrictions that are active on the current

date, the Expand Results button appears with a message informing you that more jobs
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may be available. Click the button to temporarily broaden your search to include

results that may have been excluded due to your location restrictions.


