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Introduction

Welcome to SmartFindExpress!

¢KS {@adSY hLISNI (2 NDExpres@yieinafowydu taighickly gnd¢adilfiaCcess R
configuration, operations, and administrator features. You can interéttt SmartFiné&Expres®ver the Internetor
over the telephone.

System Overview

SmartFinéExpresss a technology solution that integrates database records with telephone Interactive Voice
Response (IVR) and Internet browdbarsed technology. It automateke absence entry process and the substitute
search and job assignment process. Telephone IVR and computer browser software (such as Internet Explorer or
Netscape), both communicate with SmartHigbresso update database information. SmartFiExbress

automates the process of:

Reporting employee absences

Selecting the most qualified substitute available

Notifying and assigning substitutes to assignments

Reporting on detail and statistical trends and unemployment information

Providing reports to administtars on absence status and absence assignments

Recording assignment information and tracking the status through completion for record keeping and
management reports.

= =4 =8 -4 -4 -4

SmartFingExpres T FSNB 2 @OSNJ 2y S Kdzy RNBR LI N} YSGSN) aSdGiday3a G2
be accessed 24 hours a day, 7 days a week via the telephone and Internet.

In SmartFinExpressemployees and administrators create absences. Administratorsreate vacancies.

Vacancies and absences are referred to as jobs. Absences are jobs for which an employee is absent. A vacancy does
not have an absent employee, but a substitute is required at that location.

About this Guide

The order of this guidenatches the organization of the main menu bsryou can quickly access tkapport and
referenceinformation you need to perfornadministrative tasks.

This guide contains the following chapters:

Introduction provides an overview of the SmartFExpressystem and describes the organization of this guide
and the conventions used.

Getting Startedprovides information orsystem requirements, system accessl password assistance, and
provides informatioron thefeatures and functions on the Administratbome page.

Supportfor Additional Languageprovides informatiorfor districts configured for more than one language
setting up and voicing selection lists and completing information on system configuration screen.

Administrator Menuprovides detailednformation on configuring and using system administrator tools to
manage, monitor and maintain job, administrator, employee, and substitute information.
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System Operations Menprovides detailed informatiomn importing/exporting profile information, olaining
substitute availability information, sing theSystem Activity log, performing global updates to substitute
information andon obtaininginformation ofthe days worked by aemployeeor substitute.

System Configuration Menaoontains ettailed information onadding,modifyingand reporting on budget codes,
calendars, certifications, classifications, dates, locations, reasons and search rules.

Parameters Mentcontains all of the procedures feetting districtwide configuratiorparametersincluding
parameters for jobs, telephone, administrator, employee, substitute and system emails.

Telephone Menuprovides information on configuring and monitoring telephone lines and on configuring
telephone voicing for system menus, locations, classificatiomsomes and other system features.

Reports Menuprovides access tthe list of reports in the system thatdministraors can access, run and save
from one central location. It also provides access to saved reports and enables administrators to generate
demand reports on jobs, available substitutes and active substiforethe current day for their location.

Configuring System Features to Limit Substitéesignmentslescribes how to use theJHouse Filling, Substitute
Allocation Units, and Minimurdob Days features to limit substitute assignments at a location.

Configuring System Features to Limit Employsesenceslescribes how to usthe Reason Balance and Maximum
Daily Absences features to limit employee absences.

How Substitutes Search for AWable Jobsdescribes the methods used on the IVR and Web to make jobs available
to substitutes. These processes utilize various parameter settings and lists, sub lists and levels to make jobs
available.

AppendixA containsdescriptions for PRI error reeages that cadisplayin the System Activity Log.

In addition to the chapters in this guide, the following documents are also provided to system users as part of the
product documentation package:

9 Import Layouts
9 Export Layouts
9 Data Dictionaryrequestonly)
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Conventions Used in this Guide

To help you effectively use your documentation, this guide follows the conventions described in the following
topics.

Guide Identification

The top of every page displays a header that contains the title ofjtiide and the current chapter name and
section name.

The bottom of every page displays the publication month and year of the document.

Information Alerts

¢CKAAd 3JdzARS dzaSa ab20Sa¢ gAGK (GKS F22tf2Ay3a F2NXIGY
Note: This is a sample of a note. Notes provitfermation that will help you with the current task.

Typographical formats

The following text format identifies special information:

Italics Words initalicsindicate action buttons such &ave ContinueReturn to List,
NEXT, and PREV.

Bold The name of commands and options are showhatd. References to links
also appear ioldE  F2 NJ SEI Y L)X S3ai Datef f €1 ®€ A O
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Getting Started

Getting Started

Thissectionprovides information on system requirements, login methaatsd passwordissistance andascribes
the features and functions on the Administrator home page.

System Requirements

The minimum Internet Web Browser versions supported are:

I > 3> >

Microsoft Internet Explorer version.0 or above
Mozilla/Firefoxversion3.5 or above
Safari3.0 orabove
Adobe Acrobaversion 5.0

Adobe Flash Player version 8.0

Note: All must have the latest service packs installed.

Signing In

Open your Internebrowser and access the SmartHmgressite.

‘Welcome to SmartFindExpress

o) €School
— LT LOYNGS
=" SmartFindExpress*

enfrangais | en espanol

User ID

Password

Log-In Methods

SmartFindExpres@ T ¥ S N&

aSPSNI €
Directory Access Protocol) implementations.

tf23Ay YSUiK2RA&

T2N) GKS

w
(@]]

The following table provideisformation on the User ID and Password combinations that can be used to log into
SmartFinéExpressThese logn methods are available per district:

UserID Type Size | Password | Type | Size Description
Access ID | Numeric | 9 PIN Numeric | 9 Current numeric logimethod
Web User | Alpha/ 255 | Web Alpha/ 255 Web User ID and password are stored in SFE
ID Numeric password Numeric
Web User | Alpha/ 255 PIN Numeric | 9 Web User ID and PIN are stored in SFE
ID Numeric
Web User | Alpha/ 255 LDAP SFE Web| Web | Web User ID is stored in SFE. The password i
ID Numeric password login User | not stored. The password is validated against
ID GKS RAAGGNROGQA [5!t 3

May 2014
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NOTEIVR login is always Access ID and PIN for all methods listed above. Importing and exporting will use Access
ID.

Access ID and PIN

9  Utilizes Access ID and PIN. The current system access method for users. There are no changes to this
method. This method is still required for IVR-lagand Web logn.

Web User ID and Web Password

1 Utilizes a Web User ID and Web password. The alphanumeric Web User ID can be up to 255 characters.
The Web password can also be alphanumeric and up to 255 characters.

¢tKS 2S6 !'aSNIL5 FyR 2SS0 LI aag2NR NB a02NBR 2y

field must be unique. These fields are optional fields.

Web User ID and PIN

9 'GAEATS&a | 286 ! aSNIL5X dzLJ G2 wpp OKFNFOGSNE |yR

profile. The Web User ID field must be unique in SmartFindExpregeefdrstrict.

' RYAYAAGNI G2NBR gAGK | O0Saa G2 LINBFAES AYTF2NNIGAZ2Y GAf €

pages and reports.

NOTEThere is a delimited import format for Web User IDs and password (LDAP would not use the
passwordfield on the import). For more information on this import format, refer to the Imports document.

LDAP

SmartFingExpres§ S6 f 23Ay OF y BDARdplerehtitigns. RAAR is b Ataddasd Qrotocol used to
control and grant user access to applicasoThe common elements in LDAP are a unique (distinguished)
alphanumeriausername and password for each uskran LDAP environment, users can use the same User ID and
password for multiple applications.

SmartFindExpresst (i 2 NS & G KS dza SIDIDhe pdssvord is rotStred. \&herNthe user enters their
User ID and Password onthe sy LJ- 3S> (G(KS ! aSNJ L5 FyR tlaagz2NR I NB
server.

LDAP Login
User ID Type Size Password Type
Web User ID Alpha/ 255 LDAP SFE Web log in
Numeric password

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 11
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Password/PIN Reminders

I G¢NRdzof S arAdayiay3ad AyKE fAyl Aa t20FGSR 2y GKS {A3y

Ly

tLbd® 2KSy GKA&a fAYy]l Aa aStSOGSR:I (HErtFAdERES ¥an BehBPLX | 8 &4 (|
and Web Password reminders, but not LDAP password reminders because that information resides only on the
RAAGNAROGQaA [5!t ASNBSNY LT | dza SNJ Sy i StNésystem wilSrétur]f a SNJ L 5

an eror messagéehat the password cannot be provided and that the user should contact their system
administrator for assistance.

NOTEXYou must be registered with the system to use this option.

ey €5Cho0l

SOLUTIONS

S SmartFindExpress

Please enter your User ID and the security code shown helow.
Your password will be sent to the email address on your profile.

*User D:

*Far security, please enter

RN 24368
the code shown above:

| Submit | Back |

The User ID and the security code being displayed must be entered on this page.
To exit from this page, select the Back button.

If the submitted information is validhe system sends the user an email containing their password. This
information willenable the user to successfully log into SmartExtessThe email is sent to the email address in
iKS dzaSNRa LINBPFAL SO

If the submitted information is invalidhe system returns an error message.

Language Selection

SmartFinéExpres®Veb and IVR functits are offered in three languages: English, Spanish and French (Canadian).

The system supports the ability to have one, two, or all three languages enabled at tedissrianguages are
configured as part of system set up to establish a default langtageur district and to load the correct voice
files.

If your district is configured for more than one languailpe Sign In page is initially displayed in your digiét
default languageAll users will be able to select another (configured) language on the Sign In page. When you
select the desired language lirdg francaisen espanglor en englaisthe Sign In screen is immediately refreshed
in that language. All screens are displayethiat selected language afténe user successfully logs ifhe

language choice must be made before clicking the Submit button.

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 12



SmartFindExpress System Administrator User Guide Getting Started
Release 2.5

Behavior of dropdown lists once the language choice is made:

1 Those that come with the system, such as search criteria antyfies will display in the
language selected at log in.

1 Those that are defined by the district, such as classifications and locations, will display in the
language in which they were entered and saved in (these will not be translated by the system
to digplay in a different language).

1 System Activity Log:

System activity log entries will display in English, regardless of the selected language.

Privacy and Terms of Use Statements (ASP Service Customers only)

If your district uses SmartFiBspresss a sevice from eSchool Solutions, the system will require all existing and

ySé6 dzaSNB (G2 @OAS6 FyR [ Oly2sftSR3IS | O0OSLIiIyOS 2F (GKS S
first time a user accesses the system, or if any revisions are maéeSotLJ2 f A 0@ ® ¢ KS a¢SNyxa 27F |
viewed from any page in the system.

The Privacy poliogxplains the data collection and use practices of eSchool Solutiaas lie viewed from any
page in the system. Users will be alerted if any revisioasrade to this policy.

System Administrator Home Page

The SystemAdministratorhome pageprovides access to administrator features and commands, announcegments
and the administrator dashboar(f this feature is enabled)

o €School
— SmartFindExpress

Home  Aorinitelor System Cpeealons ¥ Syster Configurstin ¥ Paramelers ™ Telephons ™ Feperts ¥ Siwtup.

ions. Taday is May 31, o o o

[ Thore are 4 pending requesis for absance Asorveals |

Today's Jobs: 15312013

System Administrator Menu Bar

Themain menu bar on thehome pagedisplayshe systemoptionsavailable to gstemadministratos. Most of the
optionsare associated with a pellown menu.The menu bar with the Profile, Help and Sign @ptionsis
standard inSmartFindExpresand appeas in each SmartFindExpress moduike following tabldists the items
that can be accessed from each option on the menu bar:

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 13
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Menu Option

Description

Administrator

Contains the following options: Announcements, Create Absence,
Create Vacancy, Dailpb Count, Job Inquiry/Reports, Location Balan
Priority Lists, Profile Inquiry/Reports, Profile Namd Absence Approval

System Operations

Contains the following options: Import/Export, Substitute Availability
System Activity Log, Tools and # Daysk&d

System Configuration

Contains the following options: Budget Codes, Calendar, Certificatic
Classification Profiles, Classification Groups, Dates, Location Profile
Location Groups, Reasons, Reason Menu and Search Rules

Parameters Contains theollowing options: Configuration, General, Jobs,
Telephone, Administrator, Employee, Substitute and Email

Telephone Contains the following options: Telephone Lines, Telephone Monito
and Telephone Voicing

Reports Contains the following options: Repdist, My Saved Reports and qui
fAyla FT2N GKS ¢2RIFI&Qa W2o0azx ¢2
Substitutes: Schedule/Unavailability reports.

Profile Contains the following options: Profile Information, Update Email an
Change Password

Help Contains the following optionsystemHowto videos andhe

Administrator Quickstart User Guide.

Sign OuCommand

Slectto end the session and disconnect. Selecting the brow&sartk
button or going to another site on the Interndbes not disconnectie
session. To ensure security and privacy of information, sign out and

disconnect, or close the browser when finished with your session.

The Select Role Feature

Administrators carave dual roles in the system. An administrator can beraployeeand/or asubstitute a& well.

A Select Roleption will appear on thdhome pageof administratorsthat have multiple roles in the systerhe

Select Roléeature enables administrators teasilytogglebetween their rolesto complete tasksNo need to logn
and out of the systemWhen a role is selected, the system displays the home page for that role.

Profile = Help = Sign Out

Select Role: J})Administrﬂtur ! Employee ‘&:‘l Substitute

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute
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Graphical Dashboard View

If theadministratorLINE FAE S Kl & d+xASg6 W20 LYF2NNIGA2YE LISNXYAaAaAzy
display with agraphical dashboargiew. The dashboardiew providessystem operatorsvith aquickread on key
job data for their authorized location(s).

[N Jobs: Day of Week, Reason

Today's Jobs: 11/01/2010

Total Jobs
Mo Sub Required
Filled
Mot Filled
Fill Rate 0.

o ocooao

Refresh Chart

Total vs Filled Jobs
10/26/2010 - 11/08/2010
L]

Mumber of Jobs

o o e =
[ o ) =
t = = =

=2
1=}
=

in %2

& Total Jobs & Filled

The dashboard presents job data in eésyread charts and graphs. Tidhange Vievdink on the homepage
dashboard can be selected to display a different graphic: Most Frequent Reasons by Day of Week.

$AOEAT AOA 6EAxd 41T AAUBGO *T AO
The default home page view displays two sets of job data:
T ¢2RlIéQa 220 adldraadaoda

9 [Fad 6S8SS1QaS{I YR AMBIaNST 662Gt 2204 Gad FTAff SR
t2RIF8Q& W204YyY

This is a table view on the dashboard that shows the following statistics for the current date:
Note: Jobs = Absences + Vacancies

Total jobs (includes NSR, Filled & Unfilled jobs)
No Sub requiregobs

Filled jobs

Unfilled jobs

Current fill rate 100%- Unfilled rate=fill rate)

=A =4 =4 -4 A

Total vs. Filled Jobs

Thisis a 2week graphic of total and filled jobs (absences + vacandibs)2week period includes 1 week prior
and 1 week forward from theurrent date:

1 Totalnumber ofjobsfor the current date, plus 6 days prior and 7 days after
1 Hlled jobsfor the same time period

Note: Dates that have no jobs are not displayed on the gragh (veekends ankolidays)

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 15
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Dashboard View: Most Frequent Reasons by Day of Week

¢tKS aaz2ad CNXBIljdzsSyd wSl azya o6& 51 &hahde ViuhiSon the dgftiilt LIK A a | O
homepage dashboardhis view provides a graphic plus a table of data shottiegnost frequent reasons for jobs
by day of wek. Only the most frequent reasons are graphed to keep the visual display meaningful.

A unique color is used for each reason name grapfibé.numbers that display across the top of the graph
represent thetotal jobs graphed in the group of most frequegasons.

¢CKS RSTrdzZ &G GASe Aa F2N KS augsBN&gkisiein&dRiunday tRough2 NJ a ! €
Saturday with the datepopulated in the From/To Date fieldEhedefault Classification Group ¢&lld €

[SIEVLEWEN Today's Jobs

From To Classification Group
10/11/2010 |5 [10r1572010 All Classification Groups =l
(oA (umporr

Refresh Chart

Most Frequent Reasons by Day of Week
10/11/2010 - 10/15/2010 / All Classification Groups
0.00 0.25 0.50 0.75 1.00 1.25 1.50 1.75 2.00 2.25 2.50 2.75 3.00

= FNLA ® Sick Leave = Training__ Non-Contract

Table of All Reasons by Day of Week
Monday Tuesday Wednesday Thursday Friday
FRILA 1 1 1 1 1

Nen-Contract 0 0 0 0 1

Sick Leave 1 0 1 2 0

To update the graph, change tldate rangeand/or Classification Group and then clibke Refresh Chautton. If
there are no jobs for a specific day of the week (i.e., Sunday, Saturday) there is no display on tHedvaitch
from this view back teéhe original dashboard view, theéhange Viedink can be selected.

How Reasons ardisplayedin the Legend

In the legend box, reason names are displayed in ascending alphabetical order by day of week. If reasons other
GKIYy (GK2&S Ay a@aftét Mén@ay, thesk @asons aidaddedaRer the list of Monday items in
ascending alphabetical order by day of the week.
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Administrator Home Page

Theadministrator homepageprovides access tsite administrator features andystemcommands,
announcements, and the administrator dashboard (if this feature is enabled).

o) €5chool Profie =t - Sian owt

Todyis May 31, 20 ™~ tarkayis 0

[Tharsare + et for dbsunce foarval

Administrator Menu Bar

The main menu bar on the home page displays the system options available to adminisifia¢ooptions are
associated with a putlown menu. The menu bar with the Profile, Help and Sign Out options is standard in
SmartFindExpress and appears in each SmartFindExpress module. The following table lists the items that can be
accessed from each optiam the menu bar:

Menu Option Description

Administrator Contains the following options: Announcements, Create Absence, Create Vacancy,
Job Count, Job Inquiry/Reports, Location Balances, Priority Lists, Profile Inquiry/Rep
Profile New and Alehce Approval

Reports Contains the following options: Report List, My Saved Reports and quick links for th
¢t2RI@8Q4 W204a> ¢2RlIeé&Qa ! @FAflFotS { dzoadih
Schedule/Unavailability reports.

Profile Contains the following option®rofile Information, Update Email and Change Passwo
Help Containghe following options: gstem Howto videos and the Administrator Quickstart
User Guide.

Sign OuCommand | Select to end the session and disconnect. Selecting the browBackbutton or going to
another site on the Internetloes not disconnect the session. To ensure security and
privacy of information, sign out and disconnect, or close the browser when finished W
your session.

Refer tothe System Administratddiome Pageectionfor information on using th&elect Role feature and
administrator Dashboard.
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Announcements

Upon login, the home pagdisplays a welcome message aty general announcements. You can set up
announcements to display on the administrator, substitute, @maployee home page.

Performing Search Queries

Thesystem performs théollowing search queries

1 Employee name search
1  Priority List search
1  Substitute searches for the classification, general classification, generabthrdsubstitute lists

Name Lookup search querigtilizea & G | NIl & ¢ A .Tséquehdd®b@sSbindtéd fram the Profile Inquiry,
Create Absend¥acancyJob Inquiry, Job Modify, and Priority List search pages.

Example: Search by last name

¢CKS 1 aid vy levi&edanthe BseNameSi€ld TheiRsults list will contain names that begin wiRoseQ
in ascending alphabetical order by last name and first name.

Search results
Rose, Abby
Rose, Brian
Rose, Todd

Rose Arnette, Sophia
Roseblue, Larry

RosecrantzTaylor
Rosen, Samuel

Displaying Locations

The display of theéocationF A St R G KNRdzZZ3K2dzi GKS && BéalhlodationsbyNaeR 2y (G KS
[ 2 2 1 Hithddalocation pulown menu or theLocation Searchutton will be visible on screens.

Location pull-down menu

The location puldown menu lists all of your authorized locations/location groups.

Mew Location

Code MName

Locations -~

ADMIN LOCATION 939990 959930

CEMTRAL HIGH SCHOOL 103033
COLUMBUS MIDDLE SCHOOL 202022
EASTERIDGE MIDDLE SCHOOL 302022
HILLEIDE MIDDLE SCHOOL 102022

LAKE DRIVE ELEMENTARY 301011
LIMCOLN HIGH SCHOOL 203033
MORTHSIDE HIGH SCHOOL 303033 b
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Location Search button

Some screens may contaidagation searchbutton. On these screens, you can enter the location code, if known,
or click theLocation Sarch button to search for a location by name.

Location: |:| Location Search

When you click th&ocation Searchutton, the Location Search screen is displayed. Enter the name or partial
name of the location and then clickearch The results of your location search are displayed. Click o@dldelink
to review information on the location.

Location Search

Enter Location Mame [or partial name), then press Search

Location: ||:-riar |

Locstion Search Results

Ore tem found.
1

Code = Mame

043 BRIARMEADOWS CHARTER
One tem found.

1

Drop -down List Search

Multiple-character navigation has been added to all distdefined dropdown lists. System dregown lists for
Reasons, Locations and Classifications for example, can be very lengthy. Mibltiigeter navigation provides
users with the ability to type multiple characters in a didbpwn list field to quickly search and locatems.

Note: Fields that allow for multiple selections from the list do not include this dropdown  behavior
(i.e., adding classifications to a Substitute profile).

Using Multiple -Character Navigation

The following example illustrates hawultiple-character navigation works. In this example, the user is searching
for item M169 to enter into the Location Group field.

Sample drop-down list:

035 and all sub-locations
M079 and all sub-locations
M0%4 and all sub-locations
M138 and all sub-locations
M162 and all sub-locations
M169 and all sub-locations
1M226 and all sub-locations
M401 and all sub-locations
M501 and all sub-locations
M721 and all sub-locations

M751 and all sub-locations |
M811 and all sub-locations
M844 and all sub-locations . =~
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User Input and result:

Field input Result

User types M Drop-down list displays the first itenm the list that begins
with M,--M035 and displays the remaining items that begin
with M under it

User types 1 Drop-down list display$1138in cursor focus, with remaining
M1 items listed after it

User types 6 Drop-down list display$1162in cursor foas, with remaining
M1 items listed after it

User types 9 Drop-down list display$1169in cursor focus. M169 is

displayed in the field for the final selection

The highlighted item in the list can be selected for input using the Tab or Enter key.

To nawyate to anotler point in the list, backspace to cleantries from the search field.
Creating Reports

You can create formatted reports if you have the Adobe Acrobat Reader installed on your computer. Reports are
previewed in Adobe Acrobat Read&martFin@&Expresscreens that alle the creation of a reporhave a
button the screen.

The Adobe reader toolbar includes the following options. Position the mouse over an icon without
movement to display the tool tips or help information.

Exiting the Adobe Acrobat Reader
The Adobe Acrobat reader may open a second window to display the report. This is dependent on which browser

you are using. If you have a separate window that is displaying the report, close the window. If the report is
displayingwithf G KS o0 NR ga SNJ gAYy RBagkbuttdnNE &34 GKS o0NRgaSNRa
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Support for Additional Languages

SmartFinéExpressVeb and IVR functions are offered in three languages: English, Spanish and Franah.

district is configured for more than one languageseparate selection list for each language can be created.
Selection lists are the choices contained in dropddisis on the web and voiced lists on the IVR, such as the list of
absence/vacancy reasons. The web ddmpvn lists are entered through the System Configuration menu in
SmartFinéExpressind the voiced lists are recorded through t8enartFindExpressVR.

Sdection Lists

Each language enabled in the system can have a separate selection list:

1 SmartFinExpres®Veb: Dropdown lists are presented in the language selected by the user when the
dzaSNJ f 233SR AyiG2 GKS aeaiasSYy ONBTFSNNBR (2 & GKS Q&°¢
1 SmartFinExpressVR: Voiced lists are played to the user in the language selected in their system profile.

NOTELLFT aSLI NI} GS tAada INB y20 RSTAYSRI GKS tAada
Web:
Drop-down lists forthe SmartFin@&Expressveb can be defined for each language for the followsygtem data

Budget code (field label)
Calendar names
Certifications
Classifications
Classification Groups
Dates

Locations

Location Groups
Reasons

= =4 =8 -8 -4 -8 -8 -89

System reports for thentities Isted abovewill also display multiple languagesdefined.

IVR:

Voiced selection lists for the IVR can be defined for each language for the follgtegn data

Calendar names
Classifications

Locations
Absence/Vacancy Reasons
Decline Reasons

=A =4 =4 -4 =
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Support for Additional Languages

Labels for Multiple Languages

If a district is configured for multiple languages, System Configurptiges associated with adding, modifyimg

deleting reference datavill include labels for additiondhnguages.

The Name field on new/modify pages will cont&ibels for multiple languagéba district uses more than one

languageThe district default language will top the lstlanguages displayed and is further identified by an

asterisk next to the language abbreviation.

New Classification
* Code:

Classifications

T MName:

*(En)
Fry

(Es)

Search Rule: ;I
*Search Type
Pay Rate.
* Start Callout: minutes hefore job starttime
= Work Unit: minutes
Hote: For Sub Allocation Units (SAU} and reporting.
*Long term jok: units
Hote: Excludes long term jobs from In-House Filling Capacity (IFC),
Sub Allocation Units (SAU) and Minimum Job Duration (MJD) rules.
Minimum Job Duration (MJD)

*Assign a sub after:

*wWork day length

days

minutes

Daily work schedule

Maxirnurm walue to repaort:
Unpaid break:

Applies after working.

]
]
i

minutes
minutes

minutes

Return To List

Note: New classifications must be voiced

ThS 2 LJi A 2 y | NamdRiikld|abeld igshavidn tHe following screens:

Classifications
Classification Groups
Calendar

Date

Certification

Location Group

Location Profile
Absence/Vacancy Reasons

= =4 =8 -4 -4 -4 -4 A
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Administrator Menu

The Administrator menprovidesquick accesto the tools you need to manage job, administrator, employee an
substitute informationfor your location(s)As an administrator, you can enter absences for employees, create
vacancies, and review job information for your authorized location(s). You can also manage priority lists, create
announcements, and view and update profile information. The following tatdeides a brief description of the
featuresavailable fran the Administrator menu.

Feature Description
Announcements Create and access announcements for your authorized location.
Create Absence Enter an absence for an employee. Employees shoukhbeuraged

to enter their own absences, but there may be times when an
employee is unable to perform this task.

Create Vacancy Report vacancies byngering vacancy information, confirming the
vacancy, and obtaining the job number.

Daily Job Count Obtain the number of jobs per day for a selected reason and locatig

Job Inquiry/Reports | Search for job detail information, print various job reports, and expg
job information.

Location Balances | View the allocation and remaining balanceslfuration restrictions.
Substitute allocation units and4mouse filling restrictions limit
substitutes that can be used for a given period at your location.

Priority Lists Create and use Priority Lists in order to control the order in which
substitutesare called.

Profile Search, review, modify, print, and export information on groups of

Inquiry/Reports employees, substitutes, and administrators. Create reports based g
search resultsNote: Only system operators can access administrato
profiles.

Profile New Create profiles with one or multiple roles: administrator, employee,

and substitute. It is recommended that a profile be created for each
person that will access the systeMote: Only system operators can
create administrator profiles.

Absence Approval Some absence reasons can be configured to require administrator
approval before the absence can occur. The Absence Approval opt
provides access tabsenceapproval requests, historical information g
approval requests and enables administna to approve/deny

requests,search for requests and create Absence Approval reports.
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Announcements
Overview

Operators and Administrators can access announcements for their authorized locations if their profile allows
access to this menu item. Only operators can view and modify announcements for administrators, employees,
ddzo aGAGdziSas (KS dA86RBRY¥SYSONESFEAPLYR al ff

If there is a language choice, announcements are applicable only to the language you have selected.
Administrators can view and modify announcements for their authorized locations.

TheSiglhy AONBSY RAALI &a I abiNEO2 ¥YYYyRPIHDISYSyIiER ¢ !SI NI GS |
available for administrators, employees, and substitutes and display by clicking the Home tab for each type of

personnel accessing the systeie home tab is the default screen that personnel view whegessfully logging

into the system.

When announcements are modified, the operator should review those changes by exiting the system and then
signing in again. Clicking thiomelink displays all announcements for administrators, employees, and substitutes.

The administrator or operator, in addition to creating the announcement on the Web, must voice telephone
announcements. Announcements are played on the telephone when the system calls substitutes and when
personnel call the system. The telephone plays@amcements as follows:

On substitute calbut:

T4S IS G§SNBRX (KS alff dzaSNmBE YSaal3as |
20! 2y ANRdzZL) Fyy2dzy OSYSydGa I+ NBE LI I &8

[N d
P

! JUKS t
[ urzy ty

> >

When personnel call in:

A AfterthePINMa SYGiSNBR:Z (KS a4l ftf dzaSNmé YvYSaalr3asS Aa LXIFesSR
A If an active administrator, the administrator message will play. Any location or location group

announcements are played.
A If an active employee, the employee message will play. Any location or location gioapr&ements are

played.
A If an active substitute, the substitute message will play. When reviewing or searching for available jobs,
Fyy2dzy OSYSyidia FT2N) G6KS 220Qa f20FGA2y INB LXI&@SRo®

Using the Announcements Screen

This screen allows you to view, add, modify, or delete announcements. The list of announcements is displayed
when you access the screen. Another way to display all announcements is to leave the fields on the screen blank
and clickSearch To display a spéic type of announcement, choose the search criteria and Sedrch
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Administrator Menu

Announcements

Search Criteria
Type: |Location _= |
Loeation:
Language: ;I
50 -

Location Search

Records Per Page:

Announcement List

2 item= found, dizplaying all tems.
1

Delete |Type Language ~  Announcernent
[T Location Al Locations English

[T Location ADELPHIELBW  English

Location
Fleaze update ...

IF ¥0OU CANCEL ¥ OUR ASSIGNMENT THE MORMI. ...

2 item= found, dizplaying all tems.
1

Adding Announcements

On the Announcements screen, clikw. The New Announcement screen is displayed.
Complete the announcement settings and cl8a&veto add the announcement.

Field Name

Type

Location

Language

Announcement

News Announcemert
Twpe: | Location 'I

Locatien Location Search
Languags: -

Announcement:

| save | Return TaList

Description

The pulldown menu lists the types of announcements that you can create. The
types are: Welcome, All Users, Substitute, Employee, Administrator, and Locati

Note: Administrators will only be able to select Locattmouncements. Operators
can select any announcement.

The location puldown menu lists all the locations and location groups for which t
announcement messagis authorized.

The puldown menu lists the languages that are enabled for your system. The
default language is the language set up at login. The options are English, Frenc
Spanish.

Type in the message you want to displ@garriage returns can be used when
entering the text to start a new line. HTML tags can be used to create bold,
underline, and italics text. Some examples are:

<i> start italics </i> end italics

<b> start bold </b> end bold

<u> start underline </u> endunderline

<a href="http://www.eschoolsolutions.com" target="_new">eSchool Solutions</:
(To enter a hyperlink that will launch in a new window)
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Modifying or Deleting Announcements
You can modify and delete announcements.
Tomodifyannouncements:

Onthe Announcements screen, click tiigpelink in the list for the announcement you want to modify. The
Modify Announcement screen is displayed. Update the desired fields andahak

todify Announce ment
Type: | Location _~ |
Location: |0 All Locations
Language: | English ;I

Pleasze update your email address within your profile to receive important messages
regarding wour assigmments and to recover your PIN wia the web.

Announcement:

m Return To List

Todeleteannouncements:

On the Announcements screen, click the deletion box next to the announcement(s) you want to remove and then
clickDelete.
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Create Absence
Overview

There are two options to creating a job: creating an absence and creating a vacamabgefinds a job where an
employee is away from their work locationvAcancyis a job for which no employee is absent, but a substitute is
needed.

Parameer settings determine if an absence can be entered when a substitatat iequired. This allows the
system to be used for both tracking of employee benefits (sick days, vacation days, salary, etc.) and finding and
paying substitutes. Parameter settings@determine if administrators can report vacancies.

Job information includes the absence information associated with the employee, or vacancy information and the
assignment information associated with the substitute. Employees are the only systenwingecain be absent.
Substitutes are the only system users who can be assigned to an absence or vacancy. A substitute is assigned for
the duration of the job.

Job Numbers

Ajob numberis generated upon entry of the absence or vacancy. This same job nisntr@vided to the

substitute upon acceptance of the job. The job number serves as confirmation for successful entry and acceptance
of a job. The job number is not heard on the telephone or displayed on the Web until all required information is
entered.

When creating a job, the job number notifies the creator of the successful entry of the job.
This same job number plays to callers reviewing job information for that absence or vacancy.

During substitute and employee training, the importance of obtair@rgb number should be emphasized. If the
job number is not obtained, the absence has not been recorded, or the substitute has not been assigned to the
job.
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Job Statuses

As jobs are processed, a status is displayed that indicates the current conditioat ob. A job's status
determines what job information can be modified and what actions can be performed on that job. The following
table provides a description of status and subsidiary status conditions that can apply to a job.

Status Description

Open Open jobs are jobs that occur today, or in the future, and are not filled, meaning that
substitute is required and no substitute is assigned yet. The primary function of the
system in the morning is to make calls on open jobs for that day.

Active Active jobs are jobs that occur today, or in the future and have a substitute assigned.
substitute required jobs are considered active because no further action must be takg
the system.

A job can change from active to open status if a substiuie | 8 & A Ay YSy i
cancelled and another substitute is not immediately assigned to that job.

Finished Finished jobs are jobs that occurred in the past. A job becomes finished when the en
GAYS 2F (KS 2206 A& MNBayéind 0 Figisaddcobs KK & |
and that time has been reached.

Finished jobs display as one segment or record for each workday included in the abg
while Open and Active jobs display one record for the absence period. Each segmen
have the sme start and end date. For example, an absence three days in length will
display in three finished records once completed.

Note: Different segments of the same job may have different assigned substitutes,
different reasons, and/or different budget cod&me segments of a given job may be
assigned to substitutes, while others are not. This situation will only occur if changes
been made to finished jobs.

Finished jobs are saved in the database until the number of days indicated on the
Parameters Configuration tab. (Generally, a year or more.)

Cancelled Cancelled jobs are jobs that no longer need to be on the system. Cancelled jobs can
past, present, or future jobs.

One reason to cancel the job is if an absence does not need to be repsuietas a
cancelled or postponed workshop or conference the employee was scheduled to be
absent from work to attend. Employees, administrators, and operators can cancel jol

Note: Cancelled jobs are different from cancelled assignments. A canasdigghment is a
record of a substitute who accepted or was assigned to a job, but cancelled and is nc
longer working the job. Substitutes cannot cancel jobs.

Cancelled jobs are saved in the database until the number of days indicated on the
Parameters Configuration tab.

Verified Only finished jobs can be verified. Once a job is verified, an administrator can no long
modify it and any changes to the verified job will have to be made by the system ope

Stopped Operators or administrators can gi@pen jobs for callout. Once they are stopped, ther|
will be no further calls to substitutes and substitutes cannot call or log in and accept 1
job.
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Subsidiary Description
Status
Open A substitute is not assigned to the job. It is awaitagout.
Not Filled The system has reached the end of the search rule for the classificatio

the job and no substitute is assigned; no further calls will be made for
job until callout begins or the administrator reopens the job.

Web Substitute
Search

A substitute on the Web searched for available jobs and accepted this

IVR Substitute

A substitute on the IVR searched for available jobs and accepted this j

Search

NSR; Filled In ¢tKS a2adSy O2dzZ R y2i4d aaiady |- &

House | 2dzaS CAftfAy3a /LI OAGEE F2NJ GKS
filled using irRhouse personnel instead of a substitute.

NSR; Exceeded The system couldat assign a substitute to this job because the Substit

Sub Allocation

lfEt20FGA2y | yAGa FT2N GKS

during the period of the absence.

b oaSyi

NSR;Minimum The system could not assign a substitute to this absence due to the

Job Days GaAyAYdzYy W20 5leaé¢ aSadaaya F2N
length of the job was not long enough to justify having a substitute for
position.

NSR;User The sgtem could not assign a substitute to this job because the emplo

Request has indicated that a substitute is not required for the job.

NSR;No Sub ¢KS aeaidsSy O2dA R y2d4 lFaardy I+ a

Allowed {dzo ! ff25SRéF AMBIM yIY 1B2Ng §KBa Of

NSR; No Sub The system could not assign a substitute to this job because the days

Required Day

480dzZl) Ay GKS OIFftSYRIFINI & ay2 4&dz

Admin Assigned

The administrator has assigned the job teudostitute from the job
modification screen.

IVR- Assigned A substitute has been assigned the job when the IVR called to offer th
the job.

IVRCAnswering | ¢ KS aeadsSy KlFa tSTid (GKS 2206 | aa

Machine machine.

Prearrangd The system will not contact any substitutes for this job; a substitute wa
assigned when the job was created.

Auto Assign The job was filled from the automatic assignment list for the location a

classification of the job.
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Specifying a Substitute

When a substitute is required, options on the Parameteidsbs tab and Paramete¢sAdministrator tab
determine how and when a substitute can be specified. The following table lists the parameters that impact this
process.

Option Description

CheclkDaily Availability If this parameter is enabled on the Parameterdobs tab and a
substitute is required, the profile of the requested substitute is checké
by the system to see if that substitute is available for the job. The sys
checks the substitu@d LINBFAE S FyR LINB@Sy
requested if unavailable. If the substitute is unavailable, the system

indicates that the substitute cannot be requested because the substif]
is unavailable during the time of the job.

Check the Do Ndbse List | If this parameter is enabled on the Parameterdobs tab and a

substitute is required, the Do Not Use list is checked when a substitu
specified. This applies to job creation by an employee, administrator,
operator. The system checks the Not Use list and prevents the caller
FNRY NBljdzSaidAay3a | adzoaidrddzisS 4~

Check if Registered If this parameter is enabled on the Parameterdobs tab and a
substitute is required, a substitute can be specified ohtggistered in
the system. If the substitute is not registered, they cannot be specifie

Allow only if job It you are an administrator and this option is enabled on the Paramet
classification is in profile | ¢ Jobs tab, only substitutes who have thiassification in their profile
are displayed on the list.

Allow only if job location | It you are an administrator and this option is enabled on the Paramet
is in profile ¢ Jobs tab, only substitutes who have this location in their profile are
displayed on the list.

Allow specifying a If you are an administrator, and this option is enabled on the Parame
substitute by name ¢ Administrator tab, theName Lookupbutton will be visible for you to
search for substitutes by name. Search resdi¢play substitute name,
access ID, call back number, registration and certification status, and
indicates if the substitute is willing to work at this location for this
classification.
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When a substitute is specified, the system always performddt@wing checks:

1 Is substitute?

1 Is active?

1 Is not expired?

1 Is not already assigned?

1 Is available for new jobs?

1 Substitute work units are not exceeded?

The Job Override Function

There are conditions when an absence cannot be created as entered. Wheccthis, the administrator or
operator can use the job override function to create the absence as entered.

The job override function is always available for operators. It is only available for an administratohlibtheJob
Overrideoption is checkean their profile. If, in creating the absence, the system determines that a job override

is required to create the absence, a message displays under the screen title informing you that the absence could
not be created and the reason why it could not beatesl. You have the option of clicking tBwerride2 NJ S5a £
button to create the absence, or making corrections to the absence information. The following table describes the
reasons why an override may be required to create an absence.

Reason for Override Description

The job will be created as | A In-house filling capacity (IFC) is not met.
No Substitute Required A Minimum job days (MJD) are not met.
A Substitute allocation units (SAU) are exceeded.

The job will be created as | A An automaticsubstitute is available.
Auto Assigned

The Specified Substitute
cannot be assigned

The substitute does not have the location in their profile.

The substitute does not have the classification in their profile.
The substitute is not registered.

The substitute isemporarily unavailable.

The substitute is not available for new jobs.

The substitute does not have daily availability for the job.

D> D >

Note: Validations are performed for the specified substitute based on
setting on the ParametersJob tab.

The job will ot be created | ¢ KS NBFaz2zy Kra SEOSSRSR GKS f2(
due to Max Absences that can be reported on any day.

The job will not be created| The reason balance for this employee and absence reasomzésat
due to Reason Balances
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Using the Create Absence Screens

Employees should be encouraged to enter their own absences. However, there may be times when an employee is

dzyl 6¢ S 2

R2 a42® ¢KS FTRYAYAAGNI 2N F2N) §KS &sydidmz2 e SSQa

operator may also enter the absence.

There are three major steps to creating a job:

1 Selecting the employee
1 Entering absence information
1 Confirming the absence and obtaining the job number.

Selecting the Employee

Select the employee to be absent by clicking @reate Absencéink. The Employee Search screen is displayed.

9YGISNI 6KS SYLX 2 & S8 Bookupd §edréhdor theSemgolide Bytnant@ ]

Creste an Ab=ence for an Employee by pressing 'Name Lookup' OR entering 10

Name Lookup

LF @2dz SYydSN) (KS S YICbniniedHe Createl ADsOri8aisareeh is displgyed. Of A O

If you clickName Lookupo search for an employee by name, the Employee Name Lookup screen displays. The

SIrarsaid aSINOK YSGK2R Aa G2
contain the characters entered and do not have to start with the characters entered.

After entering the name, clicRearch The name lookup results are displayed

employee.

The Create Absence scredisplays with employee information populated. Proceed with this process until a job

number is created.

Employee Name Lookup

Enter Name [or partial name), then press Search

Last Hame: |

First Hame: |

Records Per Page: (B0 =

| © Begins with

| © Begins with

Sy SN GdKS 7T A Adbase musSts

o Contains

c Contains

Enter Name [or partial name), then press Search
Last Name: |3 | Beginswith
First Hame: | | & Beginswitn
Records Per Page:
Mame Lookup Results
Name focess 1D Location
SAAVEDRA, TIM 31441 HARTSFIELD EL
SABOTIN, DANIEL 14536 FRANCIS SCOTT KEY ELEMENT
SACHS, GREGORY 1434 KETELSEM EL
SACK, CAVON 10153 FONDREN MIDDLE

o Cantains

o Caontains

Classification
ELEM-BILING KINDER
SEC ENGLIEH

SEC PE-GIRLS

SEC SCI1BIO,CHM,GED

Status
Puetive
Betive
Betive
Auctive

. Click oriNdimelink of the absent
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Completing the Create Job Form

The Create Absence screen automatically disptagsveekly schedule and job start and end tinfiesthe
employee. When a different selection is mae the location and/or classificatiarthe schedule information
automatically updates to show the work schedule for that location/classification.

Work schedule information for the absence daamodfied by checking or uoheckinghe work daysand by
entering differentjob start and endtimes. Each workday can have a differesthedule The system supports
flexible work schedules.

If separateAbsence andubstitute times are usedStart/End Timdields will display for both sets of timea/hen
there are separate times for Absence and Substitaténe modificationto Absence Start Time will automatically
reflect on Substitute Start Time. Similadytime modification on Absence End Time iltomatically reflect on
Substitute End Timé&ubstitute timescan be modifiedo different times.

Note: If UnpaidBreak periodsare set udor any classifications, ipaid Break fields will appear after
the start/end timedieldsfor those classificatims with defined unpaid break periods

Complete the absence information and then cl@éntinue If all information is entered correctly, the Create
Absence Confirmation screen is displayed. If any errors are encountered, a system message displayarand you
prompted to make corrections.

Create Absence.

ress Continue and proceed until a job number is assigned.
410 Jack, Mike
on |ZZ TestLocation 939999 -
Classificaion:  [Ans >
Reason |77 sick ~
Budget Code
Is a Substiute required? @ ves C No

Start End

Dates:  [05/01/2012 T los0/2012

k" the day(s) from the.

il 8nd at the same time, ren & Bmes on the weekly schedule,

Absence Substte
StartTme  EndTime  StartTime  EndTime
Weekly Schedule  (hemmam)  (hhmmam)  (emm am)  (hhemm am)
Wondsy F [0730AM | [0400PM | [0730AM | [400PM
0730AM | [0400PM | [07:30AM
0730AM | [400PM | [D730AM
0730AM | [0400PM | [0730AM
0730AM | [0400PM | [0730AM

Substitute

Specify a Substitute? ID: Name Lookup
PREARRANGED?
o s susBtus s socoptec i assigrasant s o6 ol e 9 b contactic, woss TES.
Has e substtute accepted his job?  C Yes @ Mo
Substvte insiuctions
= wasimum Choracters=1000
Fila Aftachments: Browsa_ | (Maximum file size-512K)
Admiistrator
Camments J

Continue | Reset
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Field Name Description
Employee ¢KS +roaSyid SyLXz2es$sSqQa ylryYS FyR ! 00S
Location LocationisapuR2 6y YSydzdp ¢KS SYLX 28S58Qa LN

Classification

Reason

Budget Code

Note: If the employee has multiple locationsaassifications on their profile, and
the absence is being reported for a different location or classification other than
primary location or classification, use the appropriateqdollvn menu to change the
location and/or classification of the job. ®rihe locations on the selected

SYLX 2888Qa LINBTAL S ¢ Adowin ménuJQiytied Ay
Ot LaaATAOLIGAZya 2y GKS aStSOGSR Syuw
Ay GKS a/t+FaaAFAOLGARZYE RNBLI R24Yy Y

Note: LT W' BPGLLEOKSRIEA SQ Aa SylLofSR 2y
classifications will be visible on the pddiwn menu. The work schedule and times
are obtained from the primary location/classification of the employee profile.

ClassifiationisapulR2 6y YSydzd ¢KS SYLX 28S5SQa |
displayed.

Note: If the employee has multiple locations or classifications on their profile, an
the absence is being reported for a different location or classification other than
primary location or classification, use the appropriate {plaivn menu to change the
location and/or classification of the job. Only the locations on the selected
SYLX 28S5SQa LINRPTALS ¢ Adown menuQiEytied Ay

classificationsonthd St SOG SR SYLX 2885Q48 LINRFACT S
Ay GKS a/tlaarafTAOrdAaz2yé RNBLI R2gy Y

The pulldown menu displays absence/vacancy reasons sorted by name or code
parameter controls the display of the reason order. Selaeason to assign to this
absence.

Note:LF &' &S wSl &2y aSydzaé -Génerd &S tbd pdIR
down menu displays the list of reasons from the Reason menu. Operators can ¢
from all reasons listed; Administrators can choose fromiadstrator and employee
reasons, and Employees can choose from employee reasons only.

This field displays if the reason for the absence requires a budget code, or if the
LI NI YERENFAWGNI G2NB Ol y lidepdblednth8y (S
ParametersDSY SNI} f Gl od LF GKS NBFazy KI &
you must enter a budget code to create the job.

LT KS LWIRNIAWSEIING ¥ NBE Ol y  Iif eadblédion tBey/
Parameters General tab, and adalget code is entered, it will override the default
budget code that would have been assigned.
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Field Name Description
Budget Code This field displays if the reason for the absence requires a budget code, or if the

Is a Substitute required?
Yes/No

Dates

Absence Times

Substitute Times

LI NJ Y dmfisitBatorscan £ ¢ @ & Sy ( S Nis dnablediaR feS

ParametersDSY SNl f Glod LT GKS NBlIazy KI a
you must enter a budget code to create the job.

LT (GKS LIRNIAWSIEIINE (8 NBE Ol y  |id eddblédin the y
Parameters General tab, and a budget code is entered, it will override the defat
budget code that would have been assigned.

The default is Yes.

To create the job without entering any substitute informatiantiat the system
finds a substitute for the job, click Yes, and then clickGbatinuebutton at the
bottom of the screen. Otherwise, click Yes, and proceed with the process of cre
the absence.

If a substitute is not required to fill the absencéckNo. The system creates the jol
and assigns the job number. No calls will be made by the system for thisgob.
example, a substitute may not be needed, on teacher professional developmen
days, or when arrangements have been made to fill the jefonse.

The choice of indicating if a substitute is required is only offered to classificatior
that have been set up to use a search rule that indicates a substitute could be
needed.

¢ KS RSTldzZ & F2NJ SyiNE 27 the dytes| ciick tBey O S
Calendar icon to display the calendar, or enter dates in the specified format.

Note: You cannot create an absence for workdays that are not in the employee
schedule.

The default is the start and end time of the selected employee. These times are
taken from theScheduléi 6 2F (KS aSt SOGSR SYLX 2
A0KSRdzA S dzaSR (KS t20FGA2yQa RSTI dz
employee Absence times can be modified on the Create Job f@rays that do not
apply to the absence can be unchecked.

To modify the times and/or AM/PM indictor, click on the value and then use the
up/down arrows on the keyboardVhen there are separate times fédbsence and
Substitute, a time modification to Absence Start Time will automatically reflect o
Substitute Start Time. Similarly, a time modification on Absence End Time will
automatically reflect on Substitute End Time.

Note: LT GKS a! tfgODSaBbYIRNF dz6a088820S GAY
the Parameters Jobs page, only the Absence times will display on the Create fo

The default is the same times of the absencenialify the timesand/or AM/PM
indictor, click on the value and themse the up/down arrows on the keybahrA
time modification to Absence Start Time will automatically reflect on Substitute
Start Time. Similarly, a time modification on Absence End Time will automatical
reflect on Substitute Bd Time.

Substitute times cannot be set to zeros. If a substitute is not required for one da
the multiple day absence, the day must be unchecked for both the employee ar
substitute. A separate absence may need to be created for the day that does nc
require a substitute.

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute

35



SmartFindExpress System Administrator @sede Administrator Menu

Release 2.5 Create Absence
Field Name Description
Unpaid Break The amount of unpaid break time in minutes (i.e., lunch) for this Classification.

Unpaid Break minutes (such as unpaid lunch breaks) can be optionally configur
for Classifications. When cagfired, the system automatically deducts the unpaid
break from the job duration time and time worked.

LT WiKS2d& &SLI NF GS | 0aS gySiérievel parBmeteidzo a
enabled on the Parameters, Jobs page, editable Unpaid Break fieldfgrahe
employee classification and one for the substitute times are displayed.

Note: This feature applies to specific Classifications, not Classification Groups

Note:2 KSy Y2RAFE@AY3I | 2203 FRYAYAAGNT G
profile willhave the ability to modify the Unpaid Break value.

Reporting Multiple Days? [f absence days are naronsecutive or if each day of the multigliay job has
different start and end times, clidlodify Scheduléo set the times for the absence
The Create Bsence- Modify Times screen displays.

Specify a Substitute? If allowed by parameter settings, you can specify a substitute for the job. After
specifying, indicate if the substitute should be called.

To specify a substitute, enter the substitute IthE ID is unknown, clidkame
Lookupto display the Substitute Name Lookup screen. Enter the search criteria
clickSearchThe substitute search results are displayed.

If the substitute is unavailable for any reason, a system message displays sbe re
why the selection of that substitute is being prevented.

L¥f®wW2g {LISOATEAY3I | { dzo &l A isenafed anyhie &
Parameters; Jobs tab, only substitutes who have this location in their profile are
displayed.

L¥f®wW2g {LISOATEAY3I | { dzo &l A i dzis Snalited 6ne

the Parameterg Jobs tab, only substitutes who have this classification in their
profile are displayed.

Has the substitute I £ A01 &, Sihatthd fubsttuyfeRsAkdbivriiand has verbally accepted the

accepted this job? from the person reporting the absence. The substitute is then responsible for
accessing the system and verifying that the employee did prearrange them to tr
absence, and obtain the job nuar.

/ tA01 ab2é¢é AT GKS adzoadAaddziS KFa y2
the substitute to offer the job.
Substitute Instructions Instructions can be entered during job creation. The message is not limited by

length and the field wilscroll as information is entered. These instructions will be
voiced to a substitute over the telephone.
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Field Name

File Attachments

Description

Files can be attached to jobs. The attachment can be any file needed by the
substitute oradministrator, such as lesson plans, slides, or spreadsheets. Enter
name of the file or click the Browse button to select a file.

Files cannot exceed the maximum per file size limit. Files are uploaded-timteal
and attached to the job. Filescab RSt SG SR o6& Ot A0l Ay 3
file name.

Note: On Job Creation, up to three attachments can be added to the job record;
Job Moadify there is no limit to the number of file attachments that can be added
however, they must be addedhe at a time.

Administrator Comments Comments can be entered during job creation. The message is not limited by le

and will scroll as information is entered. Comments are available for viewing
whenever the job detail information is displaydeimployees and substitutes canno
view administrator comments.

Confirming the Absence

The Create Absence Confirmation screen allows you to verify that the information is correct before the job is

created. Click th€reate Absencbutton to create the job and receive a job number or click @acebutton to

return to the Create Absence screen without creating the absedfigeu selected the Create Absence button, it

will immediately become grayed out and disabled to prevent &16tNJ WONXB I 1 SQ NBIj dzSa i
button stays disabled until #hsystem processes the request.

Create Job

Create Absence Confirmation
This absence will not be created until the Create Absence button is pressed
Job Status:  Open/Open
Employee:  Phillips, Ned
Location:  ZZ Test Location
Classification:  ZZ Test Classification
Reason: 999 ZZ TestReason
Budget Code Maone
Woice Instructions:  Mone
TestInstructions:  Mone
File Aftachments:  Mone
Dates:  08/21:2012- 08/21/2012
Weekly Schedule: Employee Substitute
Friday 07:20 AM-04:00 PM  07:20 AM - 04:00 PM
Specified Substitute:
Assigned Substitute:

Create Absence

TNRY

The system could automatically change your absence request due to restrictions that have been set up. You may
notice a job being created &o Substitute Required (NSK)so, the reason is displayed on the screen. A job could
also be created asutomatically AssignedA substitute can be automatically assigned if substitutes are available

for automatic assignment.

Typically, the absence is ated when this situation occurs.
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After clickingCreate Absengéhe Create Absence Verification screen displays. A job number has been created for
this absence. The receipt of a job number is critical to successfully entering an absence in the database.

Create Job

Job Creation - Successful.
Create Absence Verification

Job Number:
Job Status:
Employee:
Location:

c

22
Open/Open
Phillips, Ned

ZZ TestLocation
ZZ Test Cl

Reason:

Budget Code
Voice Instructions:
Text Instructions
File Attachments:
Dates

999 ZZ Test Reason
None

None

None

None

08/31/2012 - 08/31/2012

Weekly Schedule: Employee Substitute
Friday  07:30 AM -04:00 PM  07:30 AWM - 04:00 PM
Specified Substitute:

Assigned Substitute

Same Employee | Same Date/Reason

To create a different absence, create another absence for the same employee, or to create an absence
for the same date and reason, click the corresponding button at the bottom of the screen.

Field Name Displays

Employee Search screen.

Create Absence screenpre-f i |  ed with the employe

Employee Search screen. When the Create Absence screen displays, it will
be pre-filled with the previous absence date and reason.

New Absence
Same Employee
Same Date/Reason

Accessing the Job InquiryPage from the Create Absence Verification Page

The Job Number link on the Create Absence Verification page pralirdesaccess to the Job Inquiry page for the
job. From the Job Inquiry page, other job details can be viewed or modified.

Search Criteria

Enter Job#:
OR

Job Type:
Job Status:
Sub Status:

Search from:

Sort Order.

Records Per Page:

22

@ Al C Apsences O Vacancies
Open& Aciive B
Al B

08/28/2012 T Searchto: [oggj012

MWDV YY) MDY

[Job#

=] Thenby| |

Create Report | Export [l More Search Options

Job List

Set All to Verify | Save verified

Job#
Status

Employee Name Substitute Name
Sub Start
SubEnd

Sub Time Worked

Location Reported Date
Class Pay Rate

Sub Pay Rate

Text
Voice
Comments
File

Job start
Job End
Job Duration

Classification
Reason

Verify Budget Code

22 Phillips, Ned 22 Test Location 0812812012 4:42Pl No
Open/  08/31/201207:30 A 08/31/201207:30 Al ZZTest Classification 25 No
Open 083120120400 PH  03/31/201204:00 PN ZZ TestReason No

08:30 No

Open

Create JobzAbsence Approval Feature

The Create Job forwontains an additional field, Approval Commeiiitthe Absence Agroval feature is enabled
andthe reason for the absence is a reasmmfigured forabsenceapproval Also, if an administrator without
Absence Aprovalpermissioncreates an absence for a reasoonfigured for approval, aystem messagis
displayed at the top of the Create Job form to alert the administrétiat the absence reason requires approval.
Refer to theAbsence Approval section for modetailed information orthe Absence Approval feature
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Home Administrator * Reporis

Create Job

Mote - The selected reason requires approval. The system will submit the request for approval when you confirm this absence.
Create Absence
Absence Information
To complete this absence, press Continue and proceed until a job number is assigned.
Employee: 1090 Garcia, Diana

Location: |French Prairie Middle School - other 2341 v|
Classification: |Secretary vl
Reason |17Trammg Vl

a

Approval Comment

{Maximum Characters=256)

Is a Substitute required®.  # ves " No

Start End
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Create Vacancy
Overview
A vacancy is created when no employee exists to be absent and a substitute is needed. Settings on the

Parameters - Administrator tab determine if administrators can report vacancies. There are two major
steps to creating a job by entering a vacancy:

1 Entering vacancy information
1 Confirming the vacancy arabtaining the job number.

Entering Vacancy Information

Complete the vacancy information requested on this screen, and then@tinknue If all information is entered
correctly, the Create Vacancy Confirmation screen will disflayy errors are erauntered, the system will
display an error message. Make any corrections and Clickinueagain

Create Job

Create Yacancy
“acancy Information
To complete this vasancy, press Continue and proseed Until @ job number is assigned.

Calendar | All Locations =1
Location: [ | [[EEORECYTEY

Classification

Reason: | v

Budget Code

Start End

Dates:  [06/02/2010 | = |oeroarzot0 | Bl
MDD IND DA
Start End

Substitute Times:
(HHZW Rl HHMN A

REPORTING MULTIPLE DAYS?
1 the days sre non-consecutive or if every day of the vacancy does not start and end =t the sametime, prass Modify Times.

Modify Times

Substitute

Specify a Substitutez1n: [ | TR

PRE-ARRANGED?

K the spesified substitute has sccepted this assignment and does not need to be sontacted, prass YES
Has the substitute aceepted this job®:  © ves

Substitute Instructions:

[Masi mum Characters=1000)

File Attachments: Browse.. | [Masimurn file size=2045K)

d ministrator

Comments:
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Field Name

Calendar

Location

Classification

Reason

Budget Code

Dates
Start/End

Substitute Times
Start/End

Description

Calendar is a putlown menu of all the calendars that can apply to this vacancy.
a! £t [ 20 GA 2 yaafault. The Caendat Hidtdtes the wibrkddys, holida)
YR ab2 {dzoadAddziS wSljdzA NSRe RI&a

Location is a puiown menu of all the locations for which this vacancy can apply
The locations that you are authorizéa view will appear in the list.

The start time and end time of the vacancy update immediately to correspond tc
the default start and end times of the location selected.

Classification is a pufiown menu of all the classifications fahich this vacancy car
apply.

Note: For positions where the substitute may be used for a variety of types of
O2@SNI 38z | OfaaAFTAOLGARZY &dzOK I &
would be selected when entering vacancies as an indicttatrthe substitute will
not be assigned to a particular role. Special instructions are useful to the substit
gKSYy GKS OfFaaArATAOrGAz2y A& dzy Of SI NJ

The pulldown menu displays absence/vacancy reasons sorted era code. A
parameter controls the display of the reason order. Select a reason to assign to
vacancy.

Note:LFT &! &8 wSl a2y aSydzaé -Génerd &S bd pdIR
down menu displays the list of reasons from the Reason n@perators can choost
from all reasons listed; administrators can choose from administrator and emplc
reasons.

This field only displays if the reason for the vacancy requires a budget code, or
LI NI Y &dimBistEtors’can always énS NJ | 0 deReRdbléd oOReR S Q
ParametersDSY SNI f Gl od LF GKS NBFazy KI &
you must enter a budget code to create the job.

LT (GKS LIRNIAWSIESING (2 NE Ol y  |id esdblédzon tey
Paameters- General tab, and a budget code is entered, it will override the defat
budget code that would have been assigned.

¢KS RSTFlLdzA G F¥2NJ SyiaNeE 2F | @ OFyoe
Calendar icon to display thalendar, or type in the new dates in the specified
format.

You cannot create a vacancy for workdays that are not in the selected calendar

The default times are the same times as the location. To edit the times, all four
digits of the time must be entered in hh:mm am or pm format.

To modify times for the vacancy, enter the times the substitute is to report for th
assignment. If the times wafor a multipleday assignment, clidildodify Schedule
The Create VacaneWModify Times screen displays. Using this screen is covered
the following page.
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Administrator Menu

Field Name

Unpaid Break

Reporting Multiple Days?

Specify a Substitute?

Has the substitute
accepted this job?

Description

The amount of unpaid break time in minutes (i.e.,dajpfor this Classification.
Unpaid Break minutes (such as unpaid lunch breaks) can be optionally configur
for Classifications. When configured, the system automatically deducts the unp:
break from the job duration time and time worked.

Note: This feaure applies to specific Classifications, not Classification Groups

Note:2 KSy Y2RAFE@AY3I | 2203 FRYAYAAGNT G
profile will have the ability to modify the Unpaid Break value.

If the days are nottonsecutive, or if each day of the vacancy has a different
start/end time, clickModify Scheduléo set the times for the vacancy. The Create
Vacancy Modify Times screen displays. Using this screen is covered on the
following page.

If allowed by parameter settings, you can specify a substitute for the job. After
specifying, indicate if the substitute should be called.

¢2 aLSOATE || &dzoadAhGdzi Sz Sy i SNJINakeS
Lookupto display the Substitute Name Lookup screen. Enter the search criteria
clickSearch The substitute search results are displayed.

If the substitute is unavailable for any reason, a system message displays the re
why the selection of that substitetis being prevented.

wSTFSNI 12 GKS G2LIAOT a{LISOAFeAy3d | |
information on the parameters that impact this step.

L¥t W25 {LISOATFeAy3I | { dzo & A isenalded anyhie &
Parameters; Jobs tab, only substitutes who have this location in their profile are
displayed.

L¥t®W2g {LISOATFeAy3I | { dzo &G A ( dzis nalftef 6né
the Parameterg Jobs tab, only substitutes whwave this classification in their
profile are displayed.

/ tA01 a,Sa¢ G2 AYRAOFGS GKFiG GKS &dz
from the person reporting the vacancy. The substitute is then resptnfib

accessing the system, verifying that the vacancy was assigned to them, and
obtaining the job number.

/I tA0O1l ab2é AT (KS adzoadAaddaiS KIFa yz2
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Field Name Description
Substitute Instructions Instructions can be entered during job creation. The message is not limited by

length and the field will scroll as information is entered. These instructions will a
be voiced to a substitute over the telephone.

File Attachments Files can be attachdd jobs. The attachment can be any file needed by the
substitute or administrator, such as lesson plans, slides, or spreadsheets. Enter
name of the file or click the Browse button to select a file.

Files cannot exceed the maximum per file size liFiles are uploaded in retime
FYR GG OKSR G2 GKS 220 CAfSa Oly
file name.

Note: On Job Creation, up to three attachments can be added to the job record;
Job Modify there is no limit to the numbafrfile attachments that can be added,
however, they must be added one at a time.

Administrator Comments Comments can be entered during job creation. The message is not limited by le
and will scroll as information is entered. Comments are avaifableiewing
whenever the job detail information is displayed. Employees and substitutes cal
view administrator comments.

Modifying Schedules

Use this screen to modify days of the week and times. Check the box next to the day you want to modify. The
Unpaid Break field is editable. Make any updates and then Clickinueto return to the Vacancy Information
screen.

Create Yacancy - Modify Times

From: 06011/2010 - Q601102010

Substitute
Start Tirne End Tirne

Wieekly Schedule  [hbimmam)  [hbimm am)
Monday [ 0745 AM 02:55 P
Tuesday [ [07:45 A 02:55 P
Wednesday B [07.454M | [02:55 PM
Thursday W [07:45 &M 02:55 P
Friday [ 0745 4M 02:55 P

You can uncheck days that do not apply to the vacancy. For example, if the vacancy days are on Mondays and
Wednesdays only, you wousit the date range on the Create Vacancy screen, but to indicate it is only for 2 days a
week, you would uncheck Tuesday, Thursday, and Friday on this screen. This would create the vacancy for the date
range indicated on Monday and Wednesday.

This screerannot be used to change the start or end date of the vacancy.
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Confirming the Vacancy

If all information was entered correctly, the Create Vacancy Confirmation screen display€ré&ditkVacanctp
create this vacancy.

Create Job

Create Yacancy Corfirmation
This wacanoy will not be created urtil the Create “acancy button is pressed
Job Status:  Open/Open
Calendar:  All Locations
Location: ROSE WALLEY ELEMENTARY SC
Classification: ELERM- ART 17
Reason:  STAFF DEWTRAINT
Budget Code  Hone
Woice Instructions:  Mone
Text Instructions:  Hone
File Attachments:  Mone
Dates:  0GM1/2010 - 051172010
e ekly Schedule: Times
Friday 07:35 AM - 02:55 P
Specified Substitute:
Aesigned Substitute:

Create Yacancy m

The Create Vacan®erification screen is displayed. A job number is created for this vacancy. The receipt of a job
number is critical to successfully entering a vacancy in the database.

Create Job

Job Creation - Successful.

Create Vacancy Verification
Job Murmber: 1315338
Job Status:  Open/Open
Calendar:  All Locations
Location: ROSE WALLEY ELEMEMTARY SC
Classification:  ELEM- ART 17
Reason: STAFF DEWTRAINT
Budget Code Mone
Woice Instructions:  MNone
Text Instructions: None
File Attachments:  Mone
Dates:  05/11/2010 - 05/11/2010
e ekhy Schedule: Times
Friday 0745 AM - 0Z:55 PM
Specified Substitute:
Assigned Substitute:

m Retain Job Data

To create a new vacancy, or another vacancy with the same job information, cliagpgheable button at the
bottom of the screen.

Field Name Displays:
New Vacancy Vacancy Information screen
Retain Job Data Vacancy Information screen pfiled with the existing vacancy information
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Daily Job Counts

Overview

This featuredisplays the number of jobs per day for a selected reason and location in calendar format. The date
can be a date in the past or up to one year in the future. Daily job counts can be used to view the absence reason
totals for a location. This may be halpff using the daily job limit feature.

The Location puilown menu displays the list of authorized locations and location groups. The Reason menu
displays the list of reasons that are available. If a reason is not selected, the system displays atjédr edtlu
reasons. ClicBearcho display the calendar.

Search Criteriz

Wonth: | June = |vean[2010 . |

Reazon: v
Location: |0 All Locations JETETT R

The calendar defaults to the current month and year. The next and previous buttons allow you to scroll to other
months.

Sun Mon Tue Wied Thu Fri Sat
1 2 3 4 5

21 19 19 16 u}

E 7 2 3 10 11 1z

o 5 186 5 5 o

13 14 15 18 17 18 13

o 1 1 1 1 1 o

20 21 22 23 24 25 2B

u} 2 2 2 2 u}
27 28 29 20
u} 1 1 1
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Job Inquiry and Reports
Overview

This feature allows you to search for job detail informatispljt jobs,print various job reports, and export job
information. The search option available on thé Joquiry screen allows you to search on a specific job or enter
search criteria to perform job searches on multiple jobs.

Numerous inquiry reports can be created and printed using different combinations of search criteria and report
setup options. Inforration on multiple jobs can be accessed and modified without repeating the search.

During daily activities, you might use the job inquiry feature to search for unfilled jobs, view open jobs for the day,
or print reports.

The availability of job detail infmation is impacted by parameter settings. System parameters determine how
long job information is saved and available for reporting. Once the number of days indicatedNnrtieer of

Days to Keep Finished Jodsmber of Days to Keep Cancelled JahdNumber of Days to Keep Calling
Informationfields have passed, that information is no longer accessible.

Job Statuses

As jobs are processed, a status is displayed that indicates the current condition of that job. A job's status
determines whainformation about that job can be modified and what actions may be performed on the job. The
following table provides a description of status and subsidiary status conditions that can apply to a job.
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Status

Description

Open

Open jobs are jobs that@a today, or in the future, and are not filled,
meaning that a substitute is required and no substitute is assigned yet. T
primary function of the system in the morning is to make calls on open jo
for that day.

Active

Active jobs are jobs that occur today, or in the future and have a substitut
assigned. No substitute required jobs are considered active because no f
action must be taken by the system.

A job can change fr om a c tassignenenttothef
job is cancelled and another substitute is not immediately assigned to thg

Finished

Finished jobs are jobs that occurred in the past. A job becomes finished
the end time of the job is reachdidthe Delayed Time to Finisobs
parameter on the Parameters, Configuratiddiris enabled, all jobs become
AFini shedd when the hour specifi g
parameter gives administrators the ability to modify the dates of jobs at th
end of their workday. Jobsm&in atopenor activestatus until the hour
entered for this parameter is reached.

Finished jobs display as one segment or record for each workday include
the absence, while Open and Active jobs display one record for the abse
period. Each segméwmill have the same start and end date. For example,
absence three days in length will display in three finished records once
completed.

Note: Different segments of the same job may have different assigned
substitutes, different reasons, and/or diéfg budget codes. Some segments
a given job may be assigned to substitutes, while others are not. This sity
will only occur if changes have been made to finished jobs.

Finished jobs are saved in the database until the number of days indicate
the ParametersConfiguration tab.

Cancelled

Cancelled jobs are jobs that no longer need to be on the system. Cancell
jobs can be past, present, or future jobs.

One reason to cancel the job is if an absence does not need to be report
such as aancelled or postponed workshop or conference the employee W
scheduled to be absent from work to attend. Employees, administrators,
operators can cancel jobs.

Note: Cancelled jobs are different from cancelled assignments. A cancellg
assignment is gecord of a substitute who accepted or was assigned to a |
but cancelled and is no longer working the job. Substitutes cannot cancel

Cancelled jobs are saved in the database until the number of days indica
the ParametersConfiguration tab

Verified

This status indicates that an Administrator has confirmed that the job det
information is accurate. Only finished jobs can be verified. Once a job is
verified, it can no longer be modified. Any changes to the verified job will
have to be nde by the system operator.

Stopped

Operators and administrators can stop open jobs for callout. Once they |
stopped, there will be no further calls to substitutes and substitutes canng
or log in and accept the job.
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Subsidiary Status

Description

Open The system is not currently offering this job to a substitute;
awaiting callout; no substitute is assigned.
Not Filled The system has reached the end of the search rule for the

classification of the job and no substitute is assigned,;
further calls will be made for this job until morning callout
resumes, or the operator reopens the job.

Web Substitute
Search

A substitute on the Web searched for available jobs and
accepted this job.

IVR Substitute Searc|

A substitute on the IVRearched for available jobs and
accepted this job.

NSR; Filled IrHouse

The system could not assign a substitute to this job becaug
the-Hbuse Filling Capacitybo
location. The job will be filled using thouse personnel
instead of a substitute.

NSR; Exceeded Sub
Allocation

The system could not assign a substitute to this job becaug
Substitute Allocation Unit
have been exhausted during the period of the absence.

NSR;Minimum Jd
Days

The system could not assign a substitute to this absence d
the AMini mum Job Dayso set
classification; the length of the job was not long enough to
justify having a substitute for this position.

NSR;User Request

The system could not assign a substitute to this job becaug
employee has indicated that a substitute is not required for,
job.

NSR:No Sub The system could not assign a substitute to this job becaug

Allowed the fANo Sub Altl lbpeweads esrett ta |
classification.

NSR; No Sub The system could not assign a substitute to this job becaug

Required Day

days were setup in the calendar as no substiaafgired days.

Admin Assigned

The administrator has assigned the job solastitute from the
job modification screen.

IVR- Assigned A substitute has been assigned the job when the IVR calle
them to offer the job.

IVR¢ Answering During callout, the system

Machine machine. You will only sethis status if the parameter settin
in JobsAssigrtJalos it o Kthisw
parameter is activated, when an answering machine is
detected, the job will be assigned to that substitute.

Prearranged The system did not contact any stitutes for this job; a
substitute was assigned when the job was created.

Auto Assign The job was filled from the automatic assignment list for th

location of the job.
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Using the Job Inquiry Screen

This screen allows you to search for a single job or group of jobs, print job reports, and export job information. To
display a list of all jobs in the database for today, dielrch To search for specific job detail information, enter

any combination of the search criteria and then clgarch The Job list displays jobs that match the specified
search criteria.

Search Criteria
Enterdoo# | | OR
splitfromJoo [ |

OR
JobType: @ Al O Absences (O Vacancies
Job Status:  |Open & Active v

Sub Status: Al v

Searchlom: 415715014 T Searchtor [pginoi5014 =

(MM/DDIYYYY) {MM/DDIYYYY)

Sort Order: I.Juh# ﬂ Tnenbyl ﬂ

Records PerPage: |50 |v
m Create Report m More Search Options

TheMore Search Optiorfsinction provides additional search fieldsuch as location, location group, classification,
classification group, reason, employee or substitute name and budget code.

Search Criteria
Enterdob# [ | OR
spitrom oo ||

OR

JobType: @ Al O Absences () Vacancies

Job Status:  [Open & Active v/
sup status: | All v

Searcnfrom’ (547713014 |7 sesrento [qaznia
(MDD MDD

[ Jobs which are spiit from otner jobs

B

c croup 4

Location Group: vl

[
[
Location: | |
[
[

Reason ¥

I
:

Emplojee Access D | |
suvstite Access i || (L

Budget Code

-

ookup

[ Jobs with Canceled Assignments

Reported Date: |:| e [ Jobs with same day Canceled Assignments
MDDAYYY)
Assigned On. =l Job with minimum # days duration:| |
(MMWDDYYY
SotOrder: [Job# [V Thenby: I
Records PerPage:  [50 [V
2

The following table provides a description of each of the search fields.
Field Name Description

Enter Job # The numbeiassigned to the job when the job was created. All segments with the
job number entered will appear in the search results. The search is restricted to
authorized locations and location groups.

Split from Job # Thejob number of thesplit job.
Job Type dick in the appropriate box to indicate if you are searching on all jobs, absence:
vacancies.
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Field Name Description
Job Status Select a job status to search on from the gldlvn menu. The job status indicates
the current condition of that job. Status conditions include: All, exclude cancelec
All, include canceled, Open & Active, Open, Active, Finished and Verified, Finis|
Veiified and Cancelled.
A All jobs with the exception of canceled jobs are displayed in the Job List.
A Alljobs including canceled jobs are displayed in the Job List.
A Open jobs are for today, but not ended, or for days in the future and a
substitute has not yebeen assigned.
A Active jobs are for today, but nended, orfor days in the future and a
substitute is assigned.
A Finished jobs have completed.
A Verified jobs have completed and are marked as verified.
A Cancelled jobs are jobs that have been cancelled.
SubStatus Select a sub status to search on from the jolalvn menu. Jobs can have various

Search From

Sort Order/Then By

Classitation Group

Classification

Location Group

Location

Reason

Employee Access ID

subsidiary statuses, but have been categorized into the following three categori
All, No Sub Required, Filled and Not Filled.

Select a date range tearch for jobs that started on a particular date, ended on ¢
particular date, or occurred within the date range.

Select the primargort orderfrom the pulkdown menu. To further define your sort,
select a secondary sort order frometffhen bypull-down menu. Sort options on
both menus are Budget Code, Classification Name, Employee Name, End Date
#, Location Name, Reason Name, Start Date, Job Status, J&teBug) and
Substitute name. The default sort is by job number.

Select a classification group from the drdpwn menu or leave this field blank.

If you select a classification group, only jobs within that classification group will ap

in the search results.

Select a classification frothe drop-down menu or leave this field blank. If you selec

a classification, only jobs with that classification will appear in the search results.

Select a location group from the drajpwn menu or leave this field blank. If you sele
alocation group, only jobs for that location group will appear in the search results.

Select a location from the dregown menu or leave this field blank. If you select a
location, only jobs for that location will appear in the search results.

Select an absence reason from the dimyn menu or leave this field blank. If you

select a reason, only jobs with that absence/vacancy reason will appear in the se¢

results.

For administrators and employees, only administrator reasons wilaiisfor
operators all reasons are displayed.

¢2 aSIFNDK FT2NJ e2206a lFaaAadySR (2 GKAa
number. If not known, clicklame Lookupo search for the employee by name.
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Field Name Description
Substitute Access ID ¢2 aSINOK FT2N) 220a FaaadaySR G2 | aLls

ID number. If not known, clidkame Lookupo search for the substitute by name.

Budget Code Enter the budget code assigned to the job. The lmidgde can be from the employet
profile, a default location budget code, or a budget code entered with a reason wh
the job was created.

Reported On Searching with this date field results in displaying jobs that were reported on the d
indicated.
Assigned On Searching with this date field results in displaying jobs that were assigned to the

substitute on the date indicated.

Jobs with Canceled Check this box to search for jobs that contain cancelled assignments.
Assignments

Jobs with Same Day Check this box to search for jobs that contain satag cancelled assignments.
Cancelled Assignments

Job with Minimum # Days To search for jobs that are a minimum number of days in length, enter that numbe
Duration this field. At least one day of ¢hjob must fall in the date range specified. This optior
applies to all statuses.

Job List

The Job List displays all jobs that match the search criteria entered on the inquiry screen. Job detail information

can be reviewed and modified. Clickingon@joy dzYo SNJ RA & LI | 84 G(KS 22 dien§il At Ay:-
and Modifying Job Detail Informatién a SOG A2y F2NJ AYyF2NX I GA2y 2y GKS | OlGAz2y
reports can be created based on the job list.

Job List

et All to Verify | Save verified |
Job # Employes Name Substitute Name Location Reported On Test
Status Job Start Sub Start i Class Pay Rate Woice
Job End Sub End Sub Pay Rate Comments
Werify Job Durstion Sub Time Wor ked Budget Code File

12266280 Vacaney HEMPHILL.BETSY FERFOR & VIS ARTSEH & 09/02/2000 0:34 Akt Mo
Aotive!  0B00/2010 02:00 Ahd 06/00/2010 02:00 AN AD-SUB SPECIALIET Mo

Fre Ananged 08421/2010 05:00 Ph 08/2142010 05:00 Phi EXTRAHELF o Yes
02:00 Mo

1286376  Vacaney ORTIZ,ALFONSO BRIARMEADOW MIDDLE SCHOOL ~ 09/03/2009 10:53 AWM No
Actived 0809/2010 09:00 Ahd 06/09:2010 09:00 Ahd ELM/SEC EXTRA HELF TEACHER No

Fre Ananged 06/11/2010 04:25 Phi 061142010 04:35 Ph EXTRAHELF o Mo
07:35 Mo

Jobs on the list can be verified for accuracy. A parameter controls whether the Verify buttons display for

administrators. Th&et All to Verifpption placesOK SOl YI N Ay G(KS da+SNma&sSae OKSO1 o2
Verifiedbutton must be pressed tapdate each record on the page that has a checkmark. If an error is

encountered during the update process, a message displays and the page is refredttieglagng checkboxes

for jobs with a status dFinished Checkboxes can be unchecked if the joloista be verified. Only system

2LISNI G2NB Oly Y2RATWrified@da sAGK GKS aidlddza 27F a
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Creating Job Reports

To create job reports, clidRreate Reporn the Job Inquiry screen after your search has been performed. The Job
Report setup screen displayEhe setup screen lets you select the details to include on the report. With this level
of control, you can create many different types of job reports based on your information needs. Click the
appropriate box(s) to indicate the information you want to ur# on the report and then clickiew Reporto

preview the report.

Report Title:

™ Primary Sortis on a Hew Page
Hote: Report Sections must be selected for the fields to print

M Brint Details

' Lacation I Filling Methad [T Last Modity datedy
' Classiicati ¥ substitute Allacation Units M Reported datety
M Reasan M Job Time W verified datedy
¥ batesiTimes 7 BudgetCods 7 comment:
Substitute: Employee:

|7 Mame |7 Mame

M aocess b W aocess 1

M Edemal ip W Estemal Ip

¥ Time wiaked

¥ PayRate

¥ Lever

¥ Class Pay Rate

Frint Totals for Primary Sort
I™ Frint a signature line
I_ Totals by Reason
I Totals by Fitling Method
™ Totals by Budget Codes

™ Totals by Job Status

Print Totals =t the end of the report
I_ Totals by Reason
™ Totals by Filling Method
7 Totals by Budget Cades

7 Totals by Job Status

¥iew Report | Return To List

Field Description
Report Title Name that identifies the report. The title will print at the top of each page.
Print Details Select the job, substitute, and employee details to include in the report. Only

information that ischeckedwill display on the report.
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Field Name Description

Print Totals for Primary Indicate if totals for the primary sort are to be includ&klect the print options and
Sort the summary information to include on the primary sort.

A Print Signature Lineincludes information defined as the signature on the
report.

A Totals by Reasonthe number of jobs reported for an absence/vacancy
reason.

A Totals ly Filling Method;, the percentage of jobs filled using a particular
method. Methods include the list the substitute was on when being callec
FyR FOOSWIiAy3a | 2202 a/lFttAyé oi
the job), prearranging, and jobs engat that did not need a substitute.

A Totals by Budget Codgthe number and duration of jobs reported per
budget code. Totals are displayed for the substitute Pay Rate field (Optic
Information tab, Substitute profile) per job, per budget code regardidéss o
job status. All jobs without budget codes are totaled together.

A Totals by Job Statusthe number of jobs reported for each job status, suct
as Active, Open, Finished, Verified and Cancelled.

Print Totals at the End o Indicate if totals areo print at the end of the report and the type of summary

the Report information to include on the report.
A Totals by Reasonthe number of jobs reported for an absence/vacancy
reason.

A Totals by Filling Methodthe percentage of jobs filled using a particular
method. Methods include the list the substitute was on when being called
FyR FOOSWIiAy3a | 2202 a/FttAyé oi
the job), prearranging, and jobs entered that did not need a substitute.

A Totals by Budget Codgthe number andduration of jobs reported per
budget code. Substitute pay rates for all jobs in the report, per budget co
are displayed. All jobs without budget codes are totaled together.

A Totals by Job Statusthe number of jobs reported for each job status, suct
as Ative, Open, Finished, Verified and Cancelled.

The report automatically displays in the Adobe Acrobat reader. The following report sample shows the results of a
report with the following job details selected: location, classification, job tidates/time, reported date/by,
verified date/by, filling method, budget code, substitute name and access ID, employee hame and access ID.
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Jab Report
Jonz s Claszmostion oo start 00 BN Job HH:MM
Employss Avoscs 1D Losation 2us start 2ub End
2ubcttuts Asossz 1D Reazon Raporisd By Reporisd on Job:unlte
Fied by Step Budget Codo Verlfied Sy Werined on
4278132 VeribedWen Bub Searsh =z DECEEINIT OIS AN osma; o730
BLAKE, DONNA 12303 SARNE BUARD B2 DEICEEIOITCES AM o
WILLIAME, ALMA 11210 ZTAFF DEVITRAIN E: BLAKE, DONNA o 20
Pretees-Lozaten A: ZZ TEST 2UPERVIZOR o
Tatale by Rsacon - 1278132
Reason Gase  JobGount WorkUrMe  Perssnings
ITAFF DEVITRAIN ¥ 1 20 100%
Totas [ z0
Totals by Budget Cadss - 1278132
Budgst Cods 2ub Pay Rate Jab Count work Unife
Tota .00 0 ae
4378370 VeriNadiWes Sub Searsh SECMATH DEIDS20NE 021E AN 30
CURRY, RE 30834 WOLTEREL DECEEINIT OIS AN
HOLMEZ, ANGELA 12088 ZTAFF DEVITRAIN E: CURRY. RENEE
Pratared-Losaten A: 72 TEST 2UPERVIZOR
Totale by Rsacon . 1278370
Reason Gase  JobGount WorkUrMe  Perssnings
STAFF DEVITRAIN 7 [ 21 oo%
Tota 1 20
Totale by Budget Cades - 1278370
Budget Codo Sub Pay Rate Jab Count Work Unife
Tota .00 8 an

The following report sample shows the results of a report with the following job details selected: location,
clas#fication, reason, dates/time, reported date/by, verified date/by, filling method, budget code, and substitute
name.

Jab Repart
Joba  sfaius Classinoation Jou start 00 End Jab HH:MM
Losation 2ub start 2us End
2unstuts Reasar Repariod By Raporied on
Fied by Itep Eudget Cads Verited Sy warited On
12781327 VariedWes Bub Searsh DE/TEINC CEAL AM

WILLIAME, ALMA
Fremag-Lazaten

DE/TEINC CEAL AM
E:BLAKE, DONNA
A1 ZZ TEST 3UPERVISOR

Totals by Azacon - 1278132
Roasan GCose

JobGount WerkUnlls  Feroentage
STAFF DEWTRAN 1 2a

%
Tety 1 20

Totale by Bucgst Conss - 1279133

Eudget Cods b Pay Rate Jabs Court

Work Unite

Tety .00 s o0
12780 VerlledWen Bub Seareh DECEEIIC CEAS AN
DEMEZNIT 0E1S AM
E: CURAY. RENEE

A:ZZ TEST2UPERVIZOR  DSEHZI10 0437 PM

HOLMEZ. ANGELA
Presered-Lazaton

STAFF DEVITRAIN

Totals by Azason - 1278370
Reacan Coss  JobCount WarkUrlte  Peroentage
STAFF DEWTRAN 7 1 2a ==

Tety 1 20

Exporting Job Information

The Export feature exports information on all jobs listed on the Job list. Exported information can be used in other
databases or applications. Click tBgportbutton after the search has been performed. The Export Jobs screen
displays. Choose the formfdr the export and clicRun NowThe File Download dialog is displayed.

Note: Refer to the Export Layouts document for details on exported fields.
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Job Inguiry Export

" Farmat Fixad Length

Type: g MNormal o Extended

g Cralimited
Delimiter: ||
[Run Now | Return To List|
Field Description
Format Fixed lengthi{Refers to the SEMS 3.0 formatsglect either normal or extended
format.

A Normal- produces a text file with a record for each job in the search resul
A Extended produces a text file with a longer record for each job in the sea
results.

Delimited (Refers to the SmartFindExpress formdls) default format with a |
delimiter.
After selecting Run Now, follow the instructions to download the file.
Viewing and Modifying Job Detail Information
The Job Detail screen allows you to view aratlify job details, create job detail reports, obtain jéiting details,

splitthejobd G2 L) Ol t f 2dzi 2y | 220X |yR NBasSi GKS 2206 NBO2NR
other possible job actions and which items of the job detail be modified.
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Job Detail

Job Detail
Job Number: 2 Location: 22 Test Location
Status:  OpenOpen Classification:  ZZ Test Classification
Employee:  Jones, Kate Calendar.  All Locations
AccessID: 456456457 SearchRule:  Typical|

Step:  Classification List-Location

crests Report J g Dot [ spt 3o [ et L Return To it S Catont ] v

Clicking the "Cancel Job" button will not save other changes

Changes are not updated until Save is pressed
Reason: |ZZ TestReason 999 v
Budget Code
Date From:  [05/05/2014 T T [osi07/2014
MMDDTYY) MWDDRYYY)
Absence Times Substitute Times
Start Time End Time StartTime  End Time
(hhimm am)  (hmmam)  (hhimmam)  (hhmm am)
Monday 07:30 AM 04.00PM 0730 AM 04:00 PM
Tuesday 07:30 AM 04:00PM 07:30AM 04:00 PM
Wednesday 0730 AM 04.00PM 0730 AM 04:00 PM
Thursday (] [07:30 AM 04:00PM 07:30AM 04:00 PM
Friday (] [07:30 AM 04.00PM 0730 AM 04:00 PM

Weekly Schedule:

Assigned Substitute Modify the assigned substitute

Name: Substitute ID: Name Lookup
Access ID:
Telephone #:
Accepted On:
Level:
Pay Rate:
Substitute Pay Rate:
Specified Substitute Wodify the specified substitute
Name: Substitute ID: Name Lookup
Access ID:
Telephone #
Lasttime called:

TextInstructions:

(Maximum Characters=1000)

Administrator Commente:

File Atachments:  None
Add aFile: Browse... |(Maximum file size=512K)
Reported Date:  04/27/2014 0604 PN Last Hodified On

ReportedBy:  Jones, Kate Last Modified By:

[ Greae Report | Fang Detats | spi Job ] Reset | Return o L ] stop catout ] save

have the call processor no longer offer the jolsubstitutes. If you are
not the person that selected to stop callout on the job, check with t
system operator before repening the job.

Action Description Job Status

Job Details The Access ID and External ID are visible to administrators if the Any
settingView Employee I1Br View Substitute I3 enabled on the
Parameters; Administrator tab. Clicking the link on the employee
name, assigned substitute name, or specified name will display the
profile. If the job is for a Vacancy, no employee name or Access ID
displays.

Create Report Displays a report of the job details Any

Filing Details Displays the job filling details. Any

Split Job Displays the Split Job page for splitting the job into additional job Any
segments.

Start Callout The Start Callout button displays if the job statuStispped Unfilled Stopped,
or NSRno substitute requiredyluring a callout periodSelecting this Unfilled, or
button re-opens the job for callout. NSR (no

substitute
Note:! 2206 aiilddza 2F a{ {i2LIISRE A| required
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Action

Description

Job Status

Stop Callout

The Stop Callout button displays for jobs that have a stat@pef
and arecurrently in calloutlf the button is selected, the job status w
0S8 OKI yShfpRdb di 2 d

Note: Substitutes that are being offered the job, or are about to acg
the job onthe Web, when the Stop Callout function is selected will k
informed that the job is no longer available.

Open,

Cancel Job

This option is available on all jobs. Cago cancel the job. If the job)
status isActive this action releases the substituif one is assigned to
allow the substitute to accept other jobs for that date and time peri
The system displays a confirm cancellation message. The job staty
changed tccancelled

Any

Call the
Cancelled
Substitute

If the job status on a cancetl job wasActive clickYesto have the
system attempt to notify the assigned substitute of the job
cancellation.

ClickNo, if the substitute has already been informed of the
cancellation or if the substitute will be notified manually of any
changesnade to the job by assigning,-esssigning, or canceling the
substitute. The system will not place a call to inform the substitute
any changes made to the job.

Any

Verify Job

Only finished jobs can be verified. Once a job is verified, it can no
longerbe modified. Any changes to the verified job have to be mad
by the system operator.

Finished

Reason

The pulldown menu displays absence/vacancy reasons sorted by
name or code. A parameter controls the display of the reason orde

Dates

The start and end dates of the job. Dates can be modifieAaiveor
Openjobs. If dates are modified, the appropriate days must also be
checked.
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Action

Description

Job Status

Weekly Schedulg

¢tKS 2206Qa GAYSa T2N K GsplayadNDais!
that apply to the start and end time are checked.

If dates are modified, the system displays a job confirmation mess
that asks you to review that all of the appropriate days are checkeq

Unpaid Break

This field displays and is editable for all job statisdsk S 2 2 0
classification has an unpaid break configured for the classification.
Unpaid break time is in minutes and is deducted by the system to
calculate the job duration and substitute time wexk

Any

Substitute Time
Worked

This information only displays for finished jobs. This field is calcula]
as the hours and minutes between the start and end time of the
substitute. The system automatically deducts any unpaid break tim
from Absence timeand Substitute Time worked fields. This field ca
be modified before the record is verified and exported for payroll
purposes.

Finished
Verified

Maximum Value
to Report

This field displays for Finished and Verified job statuses when a
YFEEAYdZY @ fdzS (G2 NBLR2NI KIF& 0694
classification. This field is not editable.

This value indicates the maximum hours and minutes allowed for t
substitute time woked field. When a job is being verified, the syster,
compares the substitute time worked field to the maximum value tg
report. If the substitute time worked field exceeds this value:

1. If the verifier/user has Job override permission, the syster
will presenta message for the user to choose to set the
substitute time worked to the max value to report OR
continue as entered and verify the job with the exceeded
value.

2. If the verifier/user does not have Job override permission,
the system will present a messatiat Substitute time
worked cannot exceed maximum value to report. In this
case the user must modify the sub time worked field to be
equal to or less than the maximum value to report, before
they can verify the job.

Finished
Verified
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Action

Description

Job Status

Assigned
Substitute

Displays information on the assigned substitute. To modify the
assigned substitute, enter the substitute ID. If the ID is unknown, ¢
Name Lookuif this option is available) to display the Substitute
Name bokup screen.

NY

iKS 220 &
[}

T Gdza A& ab{wé
dzoadAddzi S i O

at oy
At KIyas (GKS 22

¢
O

ClickingSavewill validate that the substitute is available for the job.
G§KS | RYAYAa AN beNerridésa F dzK QG &2 y
the Administrator profile the normal checks are not performed.

LT GKS | RYAYAa(iMawiaehQeRiges wsha (
Modify options are OFF/unchecked), the system must perform the
following checks:

1 NSR {IFC @ddouse Filling), MJD (Minimum Job Duration), SAU
(Substitute Allocation Units)}

1 Auto Assignment is available

1 Has Unavailable Period

Substitute Is Registed

Substitute Daily Availability

Substitute is not on Do Not Use list
Substitute has job location is in profile
Substitute has job classification is in profile

O O o0 oo

LT GKS | RY Myow dob OMerfid@NIOKIAS 64 2 NJ
is ON/checked), theystem does not perform these checks.

Any

Specified
Substitute

Displays information on the specified substitute. To modify the
specified substitute, enter the substitute ID. If the ID is unknown, c
Name Lookugif this option is available) to displélye Substitute
Name Lookup screen.

LT GKS 2206 all ddz
ddzoalGAldzi S oAt f
ClickingSavewill validate that the substitute is available for the job.
G§KS | RYA VYA a AN JDeNrridésa F dzK Qi &2 y
the Administrator profile the normal checks are not performed.

LT GKS ! RYAYA&GAdwIE DieRiges a0 v/a29is
Modify options are OFF/unchecked), the system must perfthe
following checks:

Any
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Action

Description

Job Status

Specified
Substituteg

1 NSR {IFC @douse Filling), MJD (Minimum Job Duration), SAU
(Substitute Allocation Units)}
1 Auto Assignment is available
1 Has Unavailable Period
0 Substitute IRRegistered
Substitute Daily Availability
Substitute is not on Do Not Use list
Substitute has job location is in profile
Substitute has job classification is in profile

O o0 oo

LT GKS | RY Mow ob QerfidBNIOKIAS 5a 2 NJ
is ON/checked}he system does not perform these checks.

Any

Voice
Instructions

Instructions entered on the telephone. Press the sound icon to hea
the voice instructions. Voice instructions can be deleted.

Any

Text Instructions

Instructions are not limited by length and the field will scroll as
information is entered. These instructions will also be voiced to a
substitute over the telephone.

Any

Administrator
Comments

Comments are not limited by length and will scroll as imfation is
entered. Comments are available for viewing whenever the job det
information is displayed. Employees and substitutes cannot view
administrator comments.

Any

File Attachments

Files can be attached to jobs. The attachment can be anyedded
by the substitute or administrator, such as lesson plans, slides, or
spreadsheets. Enter the name of the file or click the Browse button
select a file.

Files cannot exceed the maximum per file size limit. Files are uploa
in realtime and attahed to the job. Files can be deleted by clicking
GKS aiN}akKeé A02y ySEG G2 GKS 7

Note: On Job Creation, up to three attachments can be added to th
job record; on Job Modify there is no limit to the number of file
attachments that can be addedoptvever, they must be added one at
time.

Any

After modifying the job information, clicRaveto update the job record.

Creating Job Detail Reports

To create a Job Detail report, cliCkeate Repordn the Job Detail screen. The Job Detail reporttiergpecified

job automatically displays in the Adobe Acrobat reader. Fields on the report will display in the same order as fields

on the screen.

If you are an Administrator, Access IDs and telephone numbers may not display if this option is disaléed on

Parameters; Administrator tab.

If anUnpaidBreak applies, it is displayed next to the start/end times for the work schedule and substitute

schedule.
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-TAE&AVUETI C O0.1 3O0AOOEOOOA 2ANOEOAAS *1 AO

' O0ADS YR CAYAAKSR 6b2 adifedbyadiinistaiors il pmaatbi®SviRt job2 2 6 & O Y
Y2RATE LISNXYA&ZaAzy 2y GKSANI LINPFAES® 2KSy | adzowaidAiddzis
{dzoaGAGdziS wSIljdZANBRZQ (KS 220a aidliddza oAttt OKIFy3aS | a a

Note: Opemtors can modify a Verified/NSR job; refer to the section below for details

Beginning Status User Action Status Changes to:
Active/NSRuser req, t NBaa a{ ( NJi| Open/Open
-IFC,-SAU;MJD, or-NSR day
Active/NSRuser req, Enter assigned sub/Save | Active/Admin assigned

-IFC,-SAU;MJD, or-NSR day
Active/NSR; No sub allowed (no Enter assigned sub/Save | Active/Admin assignhed
search rulespee note below

Active/NSRuser req, Enter specified sub /Save | Open/Open
-IFC, -SAU, -MJD, or -NSR day

Active/NSRuser req, Enter assigned sub AND | Active/Admin assigned
-IFC,-SAU;MJD, or-NSR day specified sub & save

Finished/NSRiser req, Enter assigned sub/Save | Finished/Admin
-IFC;SAU, MJD, or NSR day assigned
Finished/NSR No sub #owed (no Enter assigned sub/Save | Finished/Admin
search rules) assigned
Finished/NSRiser req, Enter specified sub /Save | Same status, no
-IFC,-SAU;MJD, or-NSR day change.
Finished/NSRiser req, Enter assigned sublND Finished/Admin
-IFC,-SAU;MJD, or-NSR day specified sub & save assigned

Note:! 220 GAGK y2 | LILIX AOOE Sa dzds | INDDIK2 NIR B¢ Ala aBal & Al K bi{ KA
to Open. A substitute can be assigned to this job and the job status will changévim Act

-TAEZUET C 0.1 3O0AOOEOOOA 2ANOEOCAAS *1T AO j/ PAOAOGI OO0 /11
+SNAFTASR dab2 &adzmadAddzis B]d?\ NER:¢ 2206a OFry 6S Y2RATASR
2 KSYy | adzoadAiddziS Aa FaaiadaySR 2 NSO wsAj IR NBRNIZI (XS0 2@
change as shown in the following table.
Beginning Status User Action Status Changes to:

Verified/NSRuser req, Enter assigned sub/Save | Verified/Admin

-IFC,-SAU;MJD,-NSR day, orNo assigned

sub allowed (no search rules)

Verified/NSRuser req, Enter specified sub /Save | Same status, no chang

-IFC,-SAU;MJD, or-NSR day

Verified/NSRuser req, Enter assigned sub AND | Verified/admin

-IFC,-SAU;MJD, or-NSR day specified sub & save assigned
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Job Filling Details

Click theFilling Detaildutton to display the Job Filling Details screen. This screen allows you to access the calling
information on the selected job and create a Job Filling Details report.Sdakcho display all calling information

on the job, or to perform a search based on the search criteria. Search results are displayed on the Job Filling
Details list.

Job Filling Details
Search Criteria
Job Number 1230871
Display Calls [V
Display Disqualified Substitutes: I_
Records Per Page:  [G0  + |

| search | create Raport | Return To Job

Job Filling Details List

DatesTime Substitute Telephone # Step Order# Disposition/Description
08/17/2009 04:00:33:0 PM SALDANABRIDGETT 21774004495 11 19230 Busy
08/17/2009 04:10:28:0 Ph SALDANABRIDGETT 21774004495 11 19230 Accept
Field Name Description
Display Calls Calling Information is a record of all call attempts made on each job, and all job transa

made between substitutes and the system for this particular job.

Note: Calling information is stored for the number of days specified on the Parameters
Confguration tab.
Display Disqualified This option displays each substitute that was not offered this job and the reason the
Substitutes substitute was not contacted. Some reasons that display include Not Registered, on a
Not Use list that applies to thjsb, and disqualified from receiving additional calls during
morning callout due to the Disqualify parameter settings on the Paramet€anfiguration
tab.

Creating Job Filling Reports

To create a Job Filling Details report, clickate Reporon the Job Filling Details screen after the search results
have displayed. The Job Filling Details report automatically displays in the Adobe Acrobat reader. Fields on the
report will display in the same order as fields on the screen. If you are an athaior, Access IDs and telephone
numbers may not display if not enabled on the Parametefsiministrator tab.

The total number of calls made and the total number of disqualifications are displayed at the end of the report.
SCAN (Substitute Cancelledigsment Notification) calls are not included in the total count for calls.

A sample report is provided below.

Job Filling Detalls

Jobs 1380671 Locations FASHMERE B 8 Classifications 8B LITERACT COACH

Data/Tine Subatituts Hame Acocss ID Telepbone No  Step Ordert  Disposition/Description
TB/1772008 B4:00:33:0 M SALOANA, ERIDGETT 29161 F177A00845 11-5Spacified SUDSEituta 1a230 Eugy
08/17/2009 08:10:28:0 M SALOAMA, ERTDSETT 25181 §17T40044E 11-5pacificd Subntituta 1230 Rosapt

Total Wumbsr of Callos 2
Total Wumber of Dioqualifications. 0
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Split Job

Click theSplit Jolbutton to splitthe singleor multi-day job into new job segments and to add or modify substitute
assignmets for each job segment.

ForMulti-day jobs, there aréwo Split Job optionsSeparate Job and Split At. These options can be applied
separately or usetbgether to split a job.

1 Separate Jok This optionseparates a specific day()the jobfrom the aiginal absence
1 Split At¢ This optionseparates daysf the jobbeginning from a specific day forward

When a multiday job is split, the system displays a Split Job Preview that shows how the job will be split.
Substitute assignments can be addechadified for each job segment from the preview pane.

For Single Day joba,time slider is used to adjust the minutes/hours of the original job to create new job

segments. Moving the slider to the left reduces the job length in hours/minutes; movinghetaght increase the
length of the job for the job segment. As the slider is moved, new job segments are created below the existing job
segment. The slider acts as a visual cue as welbgaaghically shows the beginning and end times for each job
segnent. Substitute assignments can be added or modified for each job segment.

Employees and substitutes receive email notification when an absence is split. Substitutes are notified when they
are removed or added to a job.

The system displays varioakerts before and during the Splibb process to ensure that systersers are aware of
the Split Job action being performed on a job. The alerts include:

1 Job Detail Page A Split Job Confirmation message is displayed when the Split Job button is chidked
Job Detail page. The person initiating the split must confirm the Split Job action before the system will
proceed.

1 Job InquiryPageg After the split is in progress, the status of the job being split is shown as Stopped/Open
in the Job List.

1 Job D¢ail Pagecg After the split is in progress, the job status is shown as Stopped/Open in the Job Detalil
section.

1 Job DetailPagec During the split job process, a system message is displayed at the top of the Job Detalil
page to alert users of the split joletion being applied to the job. The name of the person performing the
job split is provided.
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Split Job for MultiDay Jobs

A multiday job can be split into separate jobs using the Separate Job and/or Split At options. Substitute
assignments can be adder modified for each job segment. The origijedd retainsthe job number and the new

220 aS3IYSylia ONBIGSR FNRBY UKS WaLX AdGQ NBOSAYS ySs 220

After a job is successfully split, other job specific modifications can be made to the jobs.

Job Detail Split Job Button

On the Job Detail mee, click the Split Job button

Job Detail

Job Detail
Job Number: 92 Location:  ZZTestLacation
Status:  OpeniOpen Classification:  ZZ Test Classification
Ernployee:  ZZ Test Emplovee, Calendar. All Locations
Aocess|D: 898899888 Search Rule:  Typical |

Step:  Prefenec-Employee-Class

Create Report [ Filling Details_J Spiit Job Return To List | Stop Callout

Clicking the "Cancel Job” button will not save other changes

Cancel Job

Changes are not updated unitil Save is pressed

Reason: |77 TestReason 939 ¥
Budget Code
Date From: (0472172014 T Tolndreaj014
nwoorr) (o)
Weekly Schedule: Absence Times Substitute Times
Start Time End Time Start Time End Time
(hhimmam)  (hhimmam) - (hhimm am) - (hhimm am)
Monday 07:30 Ak 03:00 P 07:30 A 03:00 Phd
Tuesday 07:30 A 03:00 P 07:30 A 03:00 Phd
Wednesday 07:30 A 03:00 P 07:30 A 03:00 Phd
Thursday 07:30 A 03:00 P 07:30 A 03:00 Phd
Friday ] [07:30 PM 10:00 P 07:30 Pt 10:00 P

Assigned Substitute Modify the assigned substitute
Mame: Subsiitute ID:

Arcess D
Telephone #
#ctepted On
Level
Pay Rate:
Substitute Pay Rate:

Specified Substitute Modify the specified substitute
Mame: Substitute ID:
Access D
Telephone #

Lasttime called,

The Split Job Confirmation message is displayéien a job is being split, it is automatically stopped from callout

and restarted after the job is successfully splitda y G Ay dzS 6AGK GKS {LXAG W20

Thanges are not upaated Uil Save is pressed

Reason: |ZZ TestReason 999 ud
Budget Cade I:l
Date From: [4p21 /501 4 1 = Tollnamamnia B
(MWD
Weekly Schedule

This job will automatically be stopped from callout and
the callout wiil be re-started after splitting the job successfaily.
Are you Sure you want to continue?

wonday [
Tuesday =]
Wednesday & Yes No
Thursday
Friday O] 0730PM | [10:00PWM | [0730PM | [10:00PM
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Split Job Page

The Split Job page is displayed after the Split Job request is confifime&plit Job page contains the job details
and the split job options: Separate Job and Split At. The Spldpiains can be applied to the entire job or to
individual days of the job. The date, day and job times for each day of the job are listed in the Job Days table.

Each split job request is shown with a Split Job Preview that shows how the job will l@setiton the selections
made.

Joh Number: 92
Location: 77 Test Location
Clagsification:  ZZ Test Classification
Employee:  ZZ TestEmployee,
Access D0 4001

Job Days

o e found, displaving all tems
1

Date Day Times ‘ [l separate Job | [ spiit at
0472102014 Monday 07:30 AM-03:00 PM

041222014 Tuesday 0730 AbA-005:00 P "] "]
0462312014 Waednesday  07:30 AM-0300 P O O
0472472014 Thursday 07:30 AM-03.00 PM [~ 1 [~ 1

4 tems found, displaving =il tems:
1

Separate Job OptiopAll Days or Individual Days

Use this option to create separate jobs for each day of the job, or for selected days of the job.
Separate Jolg All Days

I £ A01 GKS W{SLI}I NI} (S$ tomdton@ticdKniatk pazi2day ohtlye job Keparakiod.|ISépsrate
jobs are ceated for each day of the muitiay job.

The following Split Job Preview shows:

1 4/21is a separate job. This job will retain the original job number.
1 4/22 is a separate job his job receives a hew job number.

1 4/23is a separate job. This job receives a new job number.

1 4/24 is a separate job. This job receives a new job number.

Job Humber: 92

As you select the checkboxes, you will see a preview of how the

Location:  ZZTest Location Jobwill be spiit below this area. Click Expand Allto view all the splits
Classification: 77 Test Classification together based on your selection. Ifvon are satisfied with vour spii,
Employes: 77 Test Emplayes, click Condinue to modily Substitute information for each spiit

Access |Dr 4001

Job Days Split Job Preview Expand All

4 items found, displaying all items.

1

Date Day Times | [l separate Job | Split At 04/21/2014  Manday 07130 AM-OZ:00 P
0421214 Monday 0730 AM-03:00 Pt

GHERES sz 7S AE 04/22/2014 07:30 AM - 0442242014 03:00 P
04232014 Wednesday 0730 AM-03.00 P

D016 Thursday 0730 AMIE00PM 04/23/2014 07:30 AM - 04/23/2014 03:00 PM
4 ttemns found, displaying all terms.
. 04/24/2014 07:30 AM - 04/24/2014 03:00 PM
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Separate Jolz Individual Day(s)

/I tA01 2y I OKSO102E Ay GKS W{SLINIGS W206Q O2fdzvyy F2NJ il
the selected day(s).

The following Split Job Preview shows:

1 4/21, 4/22 and 4/24 is a separate job. This job will retain the original joblrer.
1 4/23is a separate job. This job receives a new job number.

Job Mumber: 92

As you select the checkbaoxes, you will see a preview of how the

Location:  ZZ Test Location Jobwill pe spit below this area. Cick Expand Al 1o view 17 the spiis
Classification;  ZZ Test Classification fogether based on your selection. If you are satisfied with your spii,
Employee:  ZZ Test Employee, click Continue to modify Substitte information for each spiit

Access 1D 4001

Joh Days Split Joh Preview  Expand All

4 tems found, dispiaying al kems
1

Date Day Times | Cseparate Job | [ spiit At 047212014 Monday 07130 AM-O3:00 P4
047212014 honday 0730 AM-D3:00 Pl 04/22/2014  Tuesday  07:30 AM-03:00 Pi
042202014 Tuesdsy  07:30 AW-03:00 PM O O 04/24/2014  Thursday 07130 AM-03:00 PM
045232014 Wednesday  07:30 AM-03:00 PM

CIRMEDY ity  (HEED NS O O 04/23/2014 07:30 AM - 04/23/2014 03:00 PM

4 feme found displving al fem:

Split At Option- All Days or Individual Days

Use this option to split the muklilay job startingrom the marked job segment, or to create a separate job starting
from the marked job egment.

Split Atz All Days

I £A01 GKS W{LItAG '3Q OKSO102E Ay (KS KSFRSNJ G2 Fdziz2Yl .
Separate jobare aeated for each day of the multay job.

The following Split Job Preview shows:

1 4/21 is aseparate job. This job will retain the original job number.
1 4/22is a separate job. This job receives a new job number.
1 4/23is a separate job. This job receives a new job number.
1 4/24 is a separate job. This job receives a new job number.

Job Number: 92

As you sefect the checkiboxes, vou will see & preview of how the

Location:  ZZ Test Location Job will be snlit Delow this area. Click Expand Alf to view ail the snlits
Classification:  ZZ Test Classification together based on your selection. Ifyou are salisfied with your spiit,
Employee:  ZZ Test Employee, click Continue to modily Substie information for each spit

Access 1D 4001

Job Days Split Job Preview  Expand Al

4 items tound, displaying al tems
1

Date | Day Times | Separate Job ‘ [ spiit at Q472112014 Monday  O7:30 AM-03:00 PRt
042172014 Monday 07:30 AM-03:00 PM

GUEEEI ety CEDANER 04/22/2014 07:30 AM - 04/22/2014 03:00 PM
04/23/2014  Wednesday — 07:30 AM-03:00 PW

Q4242014 Thursdsy 0730 AM-0G.00 FM 04/23/2014 07:30 AM - 04/23/2014 03:00 PM
4 itens found, displaying all items:

. 04/24/2014 07:30 AM - 04/24/2014 03:00 PM
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Split At z Individual Day(s)

Check@oxAy G(GKS W{LXAG !'GQ O2fdzyy (G2 YIN] GKS RIGS
from that date is created.

The Split Job Preview shows:

1 4/21is a separate job. This job will retain the original jomber.
1 4/22-4/23 is a separate job. This job receives a new job number
1 4/24is a separate job. This job receives a new job number.

Job Number: 92

A5 you select the check boxes, you will see a preview of how the

Location:  ZZTest Location Job wili be spiit below this area. Click Expand Al to view i the splits
Classification: 77 Test Classification together based on your selection. If yvou are saiislisd with your spiil,
Employee: 27 Test Employee, click Continue o modily Substitute information for each apiit

Access D0 4001

Joh Days Split Job Preview Expand All

4 ftems found, displaying all tems
1

Date Day Times ‘ [ separate Job ‘ [ split &t 042142014 Monday 0730 SM-03:00 Pii
0472172014 Monday 07:30 AM-03:00 PM

G 2001 T e o 07, 50/ 0G 0 UM 04/22/2014 07:30 AM - 04/23/2014 03:00 PM
041232014 Wednesday  07:30 AM-03:00 PM ] ]

0472412014 Thurseay 07:30 AM-03:00 PM 0472472014 07:30 AM - 04/24/2014 03:00 PM

4 ftems found, displaying all tems
1

Using Both Split Job Options

The Split Job options can be used togetfidre multiday job can beeparated into separatjobs and split into
separate jobs.
The Split Job Preview shows:
1 4/21is a separate job. This job will retain the original job number.
f nkHH A& I &SLINIYGIS 220 ¢KS W{SLINIGS W2060Q
number

 4/23¢4/24xa + &ASLINIXYGS 220 ¢KS W{LX Al !'GQ OKSO

4/23 is created. This job receives a new job number.

Job Number: 92

As yon select the chackboxes, you will see a praview of how the

Location:  Z7Z Test Location Jobwill be spiit below this area. Click Expand Al to view il the spiits
Clagsification.  ZZ Test Classification together based onvour selection. Ifyou are satisfied with your spid,
Ermployes:  ZZ Test Emplayee, click Continue to modily Substitie Information for each spit

Access Do 4001

Joh Days Split Job Preview  Expand Al
Rems faund, displaying al tems. 04/2172014 07:30 AM - 04/21/2014 03:00 PM
1
oo = E— Mo et 04/2202014 07:30 AM - 04/22/2014 03:00 PM
DURO1S Mondsy D730 AHM-D300 P 04/23/2014 07:30 AM - 04/24/2014 03:00 PM
042202014 Tuesday 0730 Ab-0300 Ph
04232014 Wednesday  07:30 AM-0300 PM
04242014 Thursday 0730 AM-0300 P |:| |:|
4 tems found, displaying al tems.
1

After the split job selectionare confirmed on the Split Job paggick the Continue button tdisplaythe Split Job

Review screen.
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Split Job Review

The Split Job review page shotlie segments for each split job. To make modifications to the Substitute
assignments, click the Edit Substitute link for the job segmentSTistituteDetailpage is displyed.

Split Job Review

Based on vour selection, below are the list of jobs and their carresponding fob segments. The first
Job retalns the fob number. Newly created fobs recelve & hew job number. Please review and click
Confirm to procesd, [ you want to revislt your selection, ciick Back.

Expand All | Confirm | Back |

Edit Substitute »

04721/2014  Monday 07 :30 AM-03:00 PA

Segments for job [ 04/22/2014 07:30 AM - 04/22/2014 03:00 PM ]

Segments for job [ 04/23/2014 07:30 AM - 04/24/2014 03:00 PM ]

Substitute Detail

To add or modify substitute assignments, enter the substitute ID or if the ID is unknown, click Name

Lookup to search for the substitute. C| i ck 6 Doned to assign the substitute
Assigned Substitute Name Lookup
Specified Substitute Name Lookup

Done

Name Lookup

At least 2 characters must be entered in the Name Lookup field to start the substitute search.

Assigned Substitute. t

Specified Substitute Name Lookup
Name Lookup Results

You must input at least 2 characters to start searching...

Done
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To add a substitute to the job, click on the substitute name. The substitute ID and name are added to the
Substitute field

Assigned Substitute TITTTITT7| 77 Test Substitute, Sub

Name Lookup Results

Will work at
Name Call Back # Reg? Cert? Loc? Class?
ves  Yes
Yes  Yes Yes

Test Sub 2,

Yes  Yes
ZZ Test Substitute, Sub 4071234567 Yes

Done

Click 6Doned to retuscreent o the Split Job

Review
Split Job ReviewgConfirm

On the Split Job Review page, the Substitute information for the job segments is displayed. If not shown, click the
arrow next to the Edit Substitute link.

Split Job Review

Based on your selection, below are the fist of fobs and thelr coresponding fol segments. The first
Job retains the foi number. fewly created fobs receive a new job number. Piease review and cfick
Confirm to proceed. Jiyou want to revisit your selection, cfick Back.

Expand A1l
+ Segments for job [ 04/21/2014 07:30 AM - 04/21/2014 03:00 PM |

Edit Substitute w

specified 1d:

Name:
Assigned Id:777777777  Hame:ZZ Test Substitute, Sub

04/21/2014  Monday  07:30 AM-03:00 PM

» Segments for job [ 04/22/2014 07:30 AM - 04/22/2014 03:00 PM ]
Edit Substitute »

04/22/2014  Tuesday 07:30 AM-03:00 PM

~ Segments for job [ 04/23/2014 07:30 AM - 04/24/2014 03:00 PM ]

Edit substitute »

04/23/2014  \Wednesday  07:30 AM-03:00 PM
04/24/2014  Thursday

07:30 AM-03:00 PM

After the substitute assignments have been completed forjtiiesegments and the job splits have been reviewed,
Ot A0l /2YyFANY (2 KIFI@S GKS 2206 aLIX AGA LINRPOS&ZaSRd ¢KS F2i
0SAYy3a aLd Al oé

< Please wait while the job is being split...
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Job Inquiry Page Split Job Success

After the jobis successfullgpit, the Job Inquiry page for the job is displayad.of thejobs created from the split
are listed with the new job numbers. Click the arrow next to the job number to see addijaimektails.If no
additonal K  y3Sa& | NB NXIj dzA NBtRthe ptesdsO| W52y SQ G2 02YLJ

Success
Job List

The fobs created as a reswit of this sniit s listed below. Please click on the job links to adfust substitutes or other job specific changes o the job. Click
Done afier you are finished.

92 IL TestEmployee, ZT Test Substitute,5ub II Test Location 0373172014 12:51 P, Na

Actives 0472172014 0730 A, 0472172014 07,30 Aih IZ Test Classification Nao

Admin ssigned 04/21/2014 03:00 P 04/21/2014 03:00 Pig II Test Reasan Na
07:30 No

Job Number - 93

Job Number - 94
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Split Job for Single Day Jobs

The hours of a singlgay job can be split to create new singlay jobs. Substitute assignments can be added or
modified for each job segment. The origif@h retainsthe job number and the new job segments created from
0KS WalLX AGQ NBOSAGS ySg 220 ydzYoSNAER D

Job Detail Split Job Button

On the Job Detail page, click the Split Job button located in the Job &tin of the page.

Joh Detail

Joh Detail
Job Number: 100 Location;  ZZ Test Location
Status:  OpeniOpen Classification:  7Z Test Classification
Employee:  ZZ Test Employee, Calendar. Al Locations
Access ID: 888888888 Search Rule:  Typical |

Sten:  Preferred-Employee-Class

Create Report _J Filling Details | Split Job Return To List_J| Stop Callout

Clicking the “Cancel Job” button will not save other changes

Cancel Job

Changes are not updated until Save is pressed

Reason |22 Test Reason 399 v
Butdget Code
Date From:  [04/25/2014 T Tefpgpesiema
oo Ao
‘Weekly Schedule: Absence Times Substitute Times
Start Time End Time Start Time End Time
(hhmmam)  (hhminatn)  himmamy - (hhmm am)
Monday ] [02:30 PM 1000 PM 0730PM | [10:00 PM
Tuesday (] [07:30 PM 10:00 PM 0730PM | [10:00 PM
wednesday (1 [07:30 Ph 10:00 PM 0730PM | [10:00 PM
Thursday ] [07:30 PM 1000 P 0730PM | [10:00 PM
Friday 0730 AM 0400 PM 0730AM | (0400 PM

Assigned Substitle IModify the assianed substitute

The Split Job Confirmation mesge is displayedVhen a job is being split, it is automatically stopped from callout
FYR NB&AGEFENIGSR I FGSN) GKS 226 Aa adz00SaafdzZte aLXAdld ¢2
is displayed.

Clicking the "Cancel Job™ button will not save other changes

Changes are nof upt

- This job will automaticolly be stopped from collost and
RESSON 28 the coliout wil be re-started ofter spiitting the job successjlly.
Budget Cade ATe you Stire you want to contipue?

Date From:

=101

L
Weskly Schee

s

wondey [1 [0730PM | 1000RM | [0730PM | [1000PM
Tuesdar [ [I730PM | T000PM | 0730PM | [10:00PM
wednestay [1 0730PM | [1000PM | [0730PM | [i000PM
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The Split Job Page

The orignal jobcan be spliinto one or more new jobs. The newly created jobs receive new job humbers and
substitute information can be added or modified for each johe Split Job page displays the job details and
displays the job times. The time slider is dise selectthe hourly increments foeachjob.

Job Number: 100
Location:  ZZ Test Location
Cl ZZ Test Cl
Employee:  ZZ Test Emplovee,
Access D 4001

Job Times

Continue m

Date Day Times
04i2502014 | Friday | 7:30AM - 4:00 PM B

Using the Time Slider

To split the original job into multiple jobs, place the cursor on the gray square at the end of the time slider to move
the slider. As the slider is moved, the start/end times fog hew job being created are displayed below the

existing job segment. Move the slider to the right to increase the job hours/minutes; move the slider to the left to
decrease the job hours/minutes. The slider movements create the new job segments.

Time $ider used to createan additional job

Job Number: 100
Location: 77 Test Location
Classification: 77 Test Classification
Employee:  ZZ TestEmplayee,
Access |D: 4001

Job Times

Date Day Times
04/252014 | Friday | 7:30AM - 12:00 PM |
04/26/2014 | Friday | 12:01 PM- 400 PM L]

Time $ider usedto createthree additional joks:

Job Number: 100
Location:  ZZ Test Location
Classification:  Z7 Test Classifieation
Employee: 72 Test Employee,

Aceess D 4001

Joh Times

| Continue J Cancel |
Date Day Times
042512014 | Friday | 7:30AM - 1200 PM [ |
04/2512014 | Friday | 12.01 PM- Z15 P | ]
04/2512014 | Friday | Z16PM - 315PM [ ]
04/25/2014 | Friday | 316PM - 400PM ]

To remove an entry, move the slider to the right to extend the job time to the end time of the previous job
segment.
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Manually Entering Job Times

The jobstart/end times can also be typed into the Times fields. The slider automatically adjusts to the start/end
times that are entered manually.

«Job Number: 100
Location:  ZZ Test Location
Clagsification:  ZZ Test Classification
Employee: 77 TestEmployee,
Access Do 4001

You can manually type in the time here and the sliders will automatically adjust

Joh Times
Date Day Times
04i25/2014 | Friday | 730 AM - 12:00 Ph B
0412572014 | Friday | 12:01 PM- 21320 B
0412672014 | Friday | 2714PM - 400 PM |

After the job splits are made, click the Continue button to review the changes made to the job. The Split Job
Review page is displayed.

Split Job Review

The Split Job Review page lists the start/end times for each job segment. The original job retains the original job
number. The newly created jobs receive new job numbers. Click the Expand All link to disgdl#yeatfmrmation
for each job segment. Click the Edit Substitute link to add or modify substitute assignments.

Split Job Review

Based onyour selection, bejow are the list of jobs and their corresponding job segments. The {irst
Job retains the fob number. Newly created jobs recelve a new fob humber. Pisase review and click
Confirm to proceed. [f you want to revisit vour selection, click Back.

Sand Al [ Confim | Back |

Edit Substitute »
04/25/2014  Friday
Segments for job [ 04/25/2014 12:01 PM - 04/25/2014 02:15PM |
Segments for job [ 04/25/2014 02:16 PM - 04/25/2014 03:15PM |

Segments for job [ 04/25/2014 03:16 PM - 04/25/2014 04:00 PM ]

Expand All View

Click thelBxpand Afllink to see all of the information for each job segment.
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Split Job Review
Based on your selection, below are the list of jobs anciiheir coresponding job segments. The first

Job retains the job numiber. Newly crealed fobs receive a new fob number. Please review and click
ORI {0 proceed. [FyOu want to revisit vour sefection, click Back.

Ewen [ conim | Back |

Edit Substitute »

04/25/2014  Friday

Segments for job [ 04/25/2014 12:01 PM - 04/25/2014 02:15PM |

Edit Substitute b

04/25/2014  Friday

Segments for job [ 04/25/2014 02:16 PM - 04/25/2014 03:15PM ]
Edit Substitute b
04/25/2014  Friday
Segments for job [ 04/25/2014 03:16 PM - 04/25/2014 04:00 PM |

Edit Substitute »

04/25/2014  Friday

Substitute Detail Page

Click theEdit Substitute link for the job segment to add or modify substitute assignments. The Substitute Detail

page is displayed. To add a substitute, enter the substitute ID, or if the ID is unknown, click Name Lookup to search
for the substitute name and ID.

Assigned Substitute [Name Lookup

Specified Substitute Name Lookup

Done

Name Lookup

At least 2 characters must be entered in the Name Lookup field to start the substitute search.
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Assigned Substitute t
Specified Substitute Name Lookup

Name Lookup Results

You must input at least 2 characters to start searching...

Done

To add a substitute to the job, click on the substitute name. The substitute ID and name are added to the
Substitute field

Assigned Substitute 777777777, |te ZZ Test Substituts, Sub

Specified Substitute Name Lookup

Name Lookup Results

Will work at
Name Call Back # Reg? Cert? Loc? Class?

TestSub2 Yes Yes Yes  Yes

17 Test Substitute, Sub 4071234567 Yes Yes

Done

Cl i ck orBtermtetbe Split Job Review screen.

Split Job ReviewConfirm

On the Split Job Review page, the Substitute information for the job segments is displayed. If not shown, click the
arrow next to the Edit Substitute link to display the information.

Split Job Review

Based on your sefection, below are the fist of jobs and their corresponding job segments. The first
Joib retains the jois nuMber. Newly created jobs receive & new job number. Piease review and click
Confirm {0 proceed. Ifyou wantio revisit your selection, click Back.
Expand Al

[ Confirm | Back |

Edit Substitute »

Specified Id: ame:
Assigned Id:777777778  Name:Test Sub 2,

04/25/2014  Friday

Segments for job [ 04/25/2014 12:01 PM - 04/25/2014 02:15 PM ]

Edit Substitute »
04/25/2014  Friday

Segments for job [ 04/25/2014 02:16 PM - 04/25/2014 03:15 PM ]

Edit Substitute »

04/25/2014  Friday

Segments for job [ 04/25/2014 03:16 PM - 04/25/2014 04:00 PM ]

Edit Substitute »
04/25/2014  Friday
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After the substitute assignments have been completed for the job segments and the job splits have been reviewed,
Oft A0l /2YyFANY (2 KIF@S GKS &L AGa LINRPOS&aaSR® ¢KS aeadasSy
0SAY3 ALX AGDE

" Please wait while the job is being split...

Joblnquiry Pagez Split Job Success

After the jobis successfullgplit, the Job Inquiry page for the job is displayad.of thejobs created from the split
are listed with the new job numbers. Click the arrow next to the job number to see addijaimektails.If no
additonal K  y3Sa | NB NXBIljdzA NERZ Of A0l WwW52ySQ G2 O02YLX SGS (GKS

Success
Job List

The jobs created a5 @ result Of ls soit s Nsted below, Ploase Click on the job [Inks 10 aciust substitites or ather jor speciic changes to the jon. GIitk
Done afier you are finished.

~ Job Number - 100

100 ZZ Test Employee, Test Sub 2, ZZ Test Location 0470272014 10:57 Al Mo

Aotive/ 04425720014 07:30 Adf, 04/25/2014 07:30 Al ZZ Test Classification
Admin Assigned 04425720014 12:00 P, 04/25/2014 12:00 PAR Z7 Test Reason Mo
04:30 Mo

» Job Number - 101

» Job Number - 102

+ Job Mumber - 103
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Location Balances
Overview

This featureallows you to display the balances for the substitute allocation units-boirse filling. The ihouse

filling capacity is the daily limit a location is assigned for the number of absences to be filleddus@épersonnel

before a substitute can be dgsed. The SAU balance refers to the number of absences at a location that may be
filled by substitutes during a given period. When a location reaches the limit on the units requiring substitutes for a
given time period, all additional absences are repdrées No Substitute RequiredSAU.

Using the Location Balances Screen

¢tKA&d aONBSy RAaLXlea I f20FGA2yQa NBYIFIAYyAy3a {!! 2N LC/
search criteria, clickearcho display either the SAU or IFC list fioe location.

Location Balances

Location:
Type: (¥ Substitute Allacation Units o In-Hause Filling
From Tor
Date Range:  [06/03/2010 = [oes9sz010 B
MINTDAT MINTDAT
| Search |
Field Name Description
Location The pull-down menu displays the authorized locations.
Type Select either SAU or IFC. The SAU list displays either the daily, weekly,

monthly, or yearly remaining SAU balance.

Date Range The start ancend date defaults to the current date. Click the Date icon ol
enter a different date in the specified format.

A sample Substitute Allocation Units list is shown below.

Substitute Allocation Units List

Period = Week

Date Units Allocated Units Remaining
09052005 24 24
0941272005 24 24
09/19,/2005 24 24
09/26,/2005 24 24
10/03/2005 24 24
10/10/2005 24 24
1041772005 24 24
10/24/2005 24 24
10/31/2005 24 24
110772005 24 24
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This report lists on a daily basis how many units were allocated and how many remain. It also indicates in
the middle of the screen what type of time frame has been indicated for the allocated units (daily, weekly,

monthly, or yearly).

A sample In-House Filling list is shown below.

Date

090172005
090272005
09/03/2005
09042005
090572005
03/06/2005
090772005
09/08/2005
09,/09/2005
09/10/2005
03/11/2005
09/12/2005
09/13/2005
09/14/2005
09/15/2005

In-House Filling List
Daily Jobs =1

Remaining

1

1
1
1
1
1
1
1
1
1
1
1
1
1
1

The In-House Filling list shows how many remaining IFC jobs have to be filled in-house before a
substitute can be assigned to a job.
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Priority Lists

Overview

Priority Lists & lists of substitutes that have been specifically created in order to control the order in which
substitutes are called. Priority lists give substitutes preference over other substitutes and determine the order in
which jobs will be offered either via tHaternet browser, cafin, or callout. Controlling the order that substitutes

are called ensures the begualified substitute, according to policies, is found for each job.

Typically, substitutes on priority lists are called before their profile setwgonsidered. A substitute can be placed

2y | t20ldAz2ys

administrators and operators must maintain these lists.

t20F0GA2y 3IANBdzL) 2NJ Iy SYLX 28SSQa

Administrators can maintain preferred listed can view Do Not Use and Automatic Assignment lists. Not all
substitutes should appear on preferred lists. Only the substitutes that will be offered the job first should appear.

I @AYy YIye &adzoaidAddziSa 2y | the rate forthyeiphs. SUsBEeS NISS R A & §
be assigned to either a location or an employee, but not both.

t NB T S NNJ

Priority lists can be created for a specific classification code or for a location or employee in general. The system
typically calls lists with césifications first before lists without classifications. It is not recommend that a substitute
be placed on the both a list with a classification and a list without the classification.

Priority Lists Types

Each priority list type performs specialized ftions.

Do Not UseActive
and Inactive Lists

Active Do Not Use
List

The Do Not Use list identifies substitutes who should not be offered or assigned jobs a
given location, or for a particular employee. The list applies to all standard and custom
search rules and to all jobs requiring a substitute, and therefore is patteof the search
rule setup.

A Do Not Use list is either Active or Inactive. Active lists are used by the system for jo
processing; Inactive lists are not used by the system for processing jobs and are strictl
historical tracking of Do Not Usmtries for a substitute , employee, or location,

I &adzoadGAddziS OFyy2aG 6S 2y + t20FiA2yQa
same location and classification at the same time. The only exception is when specifyi
substitute. Theability to specify and/or prearrange a substitute is determined in the syst
LI NI YSGSNARS® LT I OFftf SN Aa | Check theSARtveiDD

NotUselLigt Oly 68 Syl 6f SRob8tgb. 1 KS t I NI YSi SN

If this parameter is enabll (the box is checked), the system checks the appropriate Do
'asS tarada d GKS GAYS (KS NBljdzSad ra Y
system will not allow that substitute to be requested or prearranged.

If this parameter is enabledhe box is checked), the system checks the appropriate Acti
52 b2id 'asS trada +d GKS GAYS (KS NXBI dz8
the system will not allow that substitute to be requested or jareanged.

If this parameter is idabled (the box is not checked), the system does not check the Ac
Do Not Use lists at the time the request for a substitute is made. The specified substitt
will be called for the position even if on the Active Do Not Use list for that location or
employee.
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Continued

Inactive Do Not Use
List

Automatic
Assignment List

Automatic
Assignment List:
continued

t

A systeragenerated notification letter can be printed for mailing to a substitute each tim
they are placed on an Active Do Not Use List. The letter is accessed from the Priority |
page and can be modified before printing (the letter is getestan .rtf format which can
be opened in a word processor).

A reason can be assigned for a substitute being put on an Active Do Not Use list. Use
these reasons is optional. The list of reasons for Active Do Not Use lists is created on-
System Cormjuration, Reasons, Do Not Use Reasons.

If Do Not Use entries have an associated reason, the system tracks the number of tims
substitute has been placed on a Do Not Use list for a specific reason (the total is made
Active plus Inactive Do Not Ueatries for the Substitute). Deleted entries (active or
inactive) are removed form the reason count for a substitute.

The system will automatically send an alert email to designated Operators when a
substitute reaches a threshold for number of times &single Do Not Use reason (if
configured).

Note: Administrators who have the ability to Modify Do Not Use lists set ON in their
Administrator profile can change the status of Active entries to Inactive.

Entries on the InactivBo Not Use list are not used by the system to determine whether
substitutes qualify for jobs, but instead serve as an historical log of Do Not Use entries

This list is typically used when a location has permanent substitutes who should be as:
before any other substitutes are called. This list can be added or removed from the se:
rule setup.

The Automatic Assignment list is used to assign subssititehe first jobs created for a
location per day. The number of jobs assigned to substitutes from the Automatic
Assignment list depends on the number of substitutes on that list. The system does no
these substitutes regarding these jobs. Instedm substitutes must call or sign in to the
system each day to learn which job(s) have been assigned to them. When a job requir
substitute is reported, the system checks the location's Automatic Assignment list for a
available substitute.

A If a substiute on the list for that location is available, the system assigns that
substitute to the job and notifies the absence creator that the job has been assign
from the Automatic Assignment list.

A If no substitute is available from this list, the systemates the job as anpenjob and
follows its normal procedures to locate a substitute for the job or allow a substitute
be specified or prearranged.

The Automatic Assignment list can override parameters that allow substitutes to be
requested or prearraged. This is accomplished by changing the order of the search rul
lists. The Auto Assignment list would be listed before the Specified Substitute list.

If a substitute is available on the Automatic Assignment list at the location of the job, tr
systan will not consider a specified substitute if one is entered. However, the system
operator can override the assignment of an automatic assignment substitute, if necess

If a substitute assigned from the automatic assignment list cancels the assignment to ¢
the system automatically assigns the job to another available Automatic Assignment lic
substitute, unless that substitute has previously been assigned to thatfjab other
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Preferred List

Custom List

substitutes are available from the Automatic Assignment list for that location, the syste
leaves the job open and follows its normal procedures to locate a substitute for the job

Note: The automatic assignment list is used befooasidering the iouse filling capacity
of the location.

This list identifies substitutes who are preferred for an employee, location, or location
group. Preferred lists can have a specific classification or have no classification.

Seach rules determine the order in which the Preferred lists are used. Typically, priorit
lists that are classificatiogspecific are checked first to attempt to match classification
specific lists with the classification of the job.

Note: Maintaining prefered lists for employees can result in considerable data entry. If
decide to do so, it is recommended that you limit the number of substitutes allowed on
list.

Custom lists can be used to identify substitutes for specific circumsta@essom lists are
created by the operator and inserted into the search rules. Each custom list has a narr
is shown in the pultlown list of list types.

Note: A custom list could be used to place unqualified substitutes on a list that will be ¢
last in the search rules and after the general list.

Using the Priority Lists Screen

This screen allows you to search, review, modify, delete, add a substitute to a priority list, and create Priority List

reports.

Priority List Inquiry

The inquiry screen allows you to perform a search for all substitutes assigned to a priority list or to perform a

search based on specified criteria. To search for all substitutes, leave the fields on the screen blank, select the sort
order, and cliciSeach. To search for specific priority lists, enter any combination of the search criteria, select the
sort order, and then clickearchWhen searching on the Active Do Not Use or Inactive Do Not Use list type, the

screen redisplays with a Reason drafpwn field for selecting the reason.
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Search Criteria
List Type: ;I
I_ Subs atfabove alert threshaold for Do Hot Use reason
Classification: w
Location: w
I_ When selecting a group, include locations assigned to the group
Employee:
Substitute:
From To
Entry Date: =4 =4
MO DAY MIND DA
Sort Listby: | Substitute Mame _» | Then by =1
Records Per Page: | B0 ;I
| search | Create Report | New |
Field Name Description
List Type Select a type from the putlown list. The options are: Preferred, Automatic
Assignment, Active Do Not Use, Inactive Do Not Use and named Custom Lists.
The Active Do Not Ustnactive Do Not Use and Automatic Assignment lists are
offered to administrators based on their administrative profile setup.
Reason The Reason field displays only when the List type selected is Active Do Not Use

Subs at/above alert
threshold for Do Not Use
reason

Classification

Location

LylOGA@S 52 b2 latkabo¥e aRrNthrastiold f6r Db Kd Usé {
NBFazyé 2LIiA2y Aa Sylof SRo

Operators and Administrators who have Modify, Do Not Use permission on thei
profile can associate a reason from the configured list of Do Not Use reasons w
adding a substitute to aActive or Inactive Do Not Use list.

Searches the system for all substitutes currently at the alert threshold limit for tF
reason selected from the Reason drdpwn. Other search fields are automatigall
disabled when this option is selected.

The classification determines the list to which the substitute is assigned.

Substitutes can be placed on a priority list for a selected classification. The priol
list can be for employees, loans, or location groups. When a priority list is set u
F2NJ Iy SYLX 28883y 2yfteée (G4KS SyLiz2eS8S8Q
can be on a priority list even if the subject and/or affected location(s) is not lister
i KS &dzo a i Alfindedls8Disationis Beedtet], $hen the substitute will be
2FFSNBR Ittt 220a TFT2NJ §KS SyLit28SS=s
classification.

The locations in the putlown list are the locations found inthe RY A y A & (i N.
profile.

52 y2i OKSYD &S GiAy3a | INRAzLIE Ay Of
option if you are searching for substitutes that were assigned to a location grouj
only. This should be checked if you are looking for substitinigishave been
assigned to specific locations that belong to a location group.
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Field Name Description

Employee Enter the Employee ID or cliblame Lookufif visible) to search for the employee
by name.

For administrators, the Employee ID field will not displagieiv Employee I3 not
enabled on the ParametersAdministrator tab.

Substitute Enter the Substitute ID or clidkame Lookulgif visible) to search for the substitute
by name.

For administrators, the Substitute 1D field will not displayigw Substitute 1B not
enabled on the ParametersAdministrator tab.

Entry Date The date the entry was added to a priority lisibte: Entries in the system prior to
Release 1.5willdist @ G(KSANJ a[+F&liG az2RATe&é¢ RI{

Sort list by Choose the primary sort sequence for the search.

Then by Choose the secondary sort sequence for the search.

Priority List Search

Priority List search results display the substitutes thatch the search criteria entered on the inquiry screen.
From the Priority List, administrators can delete priority lists, change Active Do Not Use lists to Inactive and
generate notification letters to substitutes that can be mailed to inform them ofrtbetry on an Active Do Not
Use list.

9YGUNRSE 2y (GKS tNA2NRGe [Aald oAttt lfglea RAaLIXL @ (KS
Substitute ID parameter in Parametay&dministrator, Browser Access, must be enabled for thee &ui A (i dzi S Qa
access ID to display in the results list.

Pricrity List

1,821 ftems found, displaying 1 4 50,

[FIRST/ FREADUS 1,2, 3, 4, 5,6 7,8 [ NET / LAsT]

Delete I':‘Ea';““ | E;'ﬂ":r Substitute Sovess D S;g‘ List Reason (0o Not Uss] Classification E;“;‘:;:: Hame E:JS': Level | Order
- [ [T ABERNATHYBRANDY 15768 0OADZ2008  Active Do Net Use FELL ASLEEP IN CLASS Location  FELEX COOK JF; ELEMENTAR ¥ 1 1 s
r r [T ABERNATHYBRANDY 15758 0B/19/2008 Active Do Not Use FELL ASLEEP IN CLASS Location AL ELBWENTARY SCHODLS 1 1 s
- r [T ACKERS.CARDIYH MFTT OAMEANNE  fctive Do ot Lise Location  E 11 SMITH EL 1 [T

Make Inactive

¢tKS dqal{1S LYyFIOGA@DGSe FSIFiGdzNB Syl ofSa FRYAYAAOGNr G2NE (2

box next to the item. Active Do Not Use entries can be modified toile&to Not Use; however, Inactive Do Not

Use entries cannot be modified to Active Do Not Use. Inactive/Active Do Not Use entries can be deleted.

! adzoadAddziSQa 52 b2d !'aS NBlIazy O2dzyi Aa RRdaSNI)XAYSR
Deleted DNU entries, active or inactive are not considered in this count.
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Print Letter

The Print Letter feature generates a notification letter to the substitute that can be mailed to inform them of their

entry on an Active Do Not Use list. Atde can be generated for every Active DNU entry listed in the search results.

The letter is created in RTF format. Eiskrs can open the letter in a word processing program and modify the

text and format it as they like. The body of the letter will imtdithe entry date of the Active DNU entry, the
4dzoa0GA0dziSQa yIYS YR RRNB&aa AyF2NNIGA2YyY GKS NBlFazy
on the active DNU entry (i.e., classification, Employee Name, Location).

Entry Date

The daé shown in this field is the date the entry was added to a priority list or for entries in the system prior to

wStSIHasS mop GKAA FASER At

Reason (Do Not Use)

O2yil Ay G(GKS a2aisSyQa 4&[ &d

If a record does not have a reason populated, no reasil display in the Reason (Do Not Use) column for that

record. The field will be blank.

Delete

The Delete action allows for any priority list to be deleted from the search resultel@tea substitute priority
list, click the box next to the priority list you want to delete and dbeltete

Adding Substitutes to Priority Lists

On the Priority Lists screen, clidiew. The New Priority List screen is displayed. Enter the required infamati

the substitute and clicBave.

e Priority List

" Substitute: Name Lookup

| save | Return To List

® List: =
Code Hame
Classification:
ar
Ertter ither = location or employes, but not bath:
Code Hame
* Location: or
* Employee: Name Lookup
Ertter 2n Order. Substitutes on the lowsst Sub List and Level sre called first:
Does not zoply to Do Not Use lists during caliont
-1
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Field Name

Substitute

List

Reason

Classification Code or
Name

Location Code or Name

Employee

Sublist

Level

Comments

Description

Enter the Substitute ID or clidkame Lookuffif visible) to search for the substitute
by name.

If an administrator, the Substitute ID field will not displayigwSubstitute IDs not
enabled on the ParametersAdministrator tab.

Select a type from the putlown list. The options are: Preferred, Automatic
Assignment, Active Do Not Use, Inactive Do Not Use and named Custom Lists.

The Active Do Not Use, Iriae Do Not Use and Automatic Assignment lists are
offered to administrators based on their administrative profile setup.

This field only displays when the list types of Active Do Not Use or Inactive Do [
Use are selected. The screendisplayswith the Reason drojlown field for
selecting a reason.

The classification determines the list to which the substitute will be assigned. Tt
code can be entered if known, instead of selecting a classification from the pull
down list. If a list is not entered, the substitute is considered for any classificatio
for the employee, location, or location group.

The locationsinthepuR2 gy f Aad +FNB GKS t20F A2
profile. The code can be entered if known, instead of selecting a location from tl
pull-down list.

Note: Either a location or an employee must be entered, but not both.

Enter the Employee ID or cliblame Lookugfif visible) to search for the employee
by name.

If an administrator, the Employee ID field will not displayi@&w Employee I3 not
enabled on the ParametersAdministrator tab.

Note: Either docation or an employee must be entered, but not both.

A numeric value that indicates the order substitutes will be called. The substitut
with the lowest number will be called first for an assignment. If multiple substitut
are on a sublist, th assigned search type will determine in what order they are
called.

A numeric value that indicates the order substitutes will be called within a sublis
The substitute with the lowest number will be called first for an assignment. Lev
can be used to indicate seniority. An-8igit seniority date can be entered for the
level, such as 20040101.

Optional informational can be added on priority lists. This field is alphanumeric ¢
up to 256 characters.

May 2014

eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute

85



SmartFindExpress System Administrator @sede Administrator Menu
Release 2.5 Priority Lists

Modifying Priority Lists

To modify the priority list information for a substitute, click on the substitute name to display the Modify screen. Upelate t
desired fields and clicRaveto update the priority list.

Friority Lists

Substitute Priority List Modify
Substitute:  ABERNATHY BRANDY

List:  Active Do Not Use Reason: |FELLASLEEP IN CLASS -
Claszification:
Location/Employee:  ALL ELEMENTARY SCHOOLS
Does mot apply fo Do Mot Use lsts dudeg sallost

" Sub List:
" Level:

Camments:

| save | Return To List

If the list type of the substitute is Active Do Not Use or Ina&cBo Not Use, the Modify screen will display with a
Reason pultown field for modifying the reason.

Creating Priority List Reports

To create priority list reports, clidBRreate Reporbn the Priority Lists screen after the search results have
displayed.The Priority List Report setup screen displays.

Report Title: |

7 New Page on Primary Sort

Print [ agcess 1D
I Callbadk Mumber
I Profile status

Yiew Report | Return To List

To print all search results, enter a report title, clidéw Page on Primary Saa have the report start on a new
page when the primary sort field changes, and then d&figv Report

To print specific information from the priority lists, enter a report title, chidw Page on Primary Saot have the
report start on a new page when the primary sort field changes, click the box(s) next to the priority list information
you want included on the report, and then clidiew Report

The report automatically displays in the Adobe Acrobat reader.
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Priority List Report

Substitute List Reason (Do Hot Use) Type sub List order
Rccess ID Entry Date claseification Profile status Lavel Last Modify
Comments
Active Do Mot Use Location - K178 PS 175 EENSINGTON T £6£825330
857544 01/17/2008 Active 1 0B/24/2008 03:57
REDALLA, HANY Preferrad Locstion - MOB4 BS 084 LILLIAN WESER 1
2616074 05 /13/2008 Active 1 157
ZEDALLA, MARKO Active Do Mot Use Location - Q98930415 PS930 & DENJAMIN N. CARDOZO HIGH 5C 1 666333236
2614304 01/05/2009 Active 1 08/24/2008 03:57
Active Do Mot Use Locstion - Q9930041 PS93Q & PS 041 CROCHERCH 1 666233296
2614304 01/05/2009 Active 1 08/24/2008 03157
Actiwve Do Mot Use Location - Q993QE08 PS93Q & B.5./I.6. 208 1 5662333296
2614304 ol/o5/2008 Active 1 08/24/2008 031:57
Active Do Mot Use Location - Q983Q072 PS93Q & JHS 072 CATH. & COUNT BASIE 1 666333236
2614304 01/05/2009 Active 1 08/24/2008 03:57
Active Do Not Use Location - Q9930495 PS930 & QUEENS COLL SCH FOR MATH, S 1 666213236
2614304 01/05/2009 Active 1 08/24/2008 03:57
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Profile Inquiry and Reports
Overview

The Profile Inquiry and Reports feature provides access to the General Inquiry screenydeimgloiry screen,

and if configured, the Substitute and Administrator Inquiry screens. This feature is used to search, review, modify,
print, and export information on groups of employees, substitutes, and administrators. Many inquiry reports can
be creded using different combinations of search criteria and printed based on various report setup options.
Information on multiple employees, substitutes and administrators can be accessed and modified without
repeating the search.

Single profile searches cae performed using access ID or name, external ID, or callback number. Reports can be
obtained using different combinations of search criteria and printed based on numerous report options.

The Administrator inquiry allows you to search foraministrator by location. You can modify or delete an
administrator profile and create a report of administrator profiles.

The Employee inquiry allows you to search for a group of employees at one time. The search may be to print a
report containing infomation on more than one employee, to edit several profiles at one time, or to export
employee information.

You can search for employees by location, classification, registration status, expiration dates, and date types on
the employee profile.

During sarches, the results remain visible regardless of the number of profiles you view or modify. This allows you
to perform tasks on several employee profiles with less searching.

The Substitute inquiry searches for a group of substitutes at one time. Sorsilgasasons for the search may
be to print a report containing information on more than one substitute, to edit profiles, or to export several
profiles at one time.

You can search for substitutes by location, classification, registration status, expidates, and by date types on
the substitute profile. You can also search for substitute availability by entering specific search criteria and dates
for the search.

During searches, the results remain visible regardless of the number of profiles yoaruieodify. This allows you
to perform tasks on several substitute profiles with less searching.

Profile Inquiry

The General Profile Inquiry screen allows you to search for a profile by access ID or name, external ID, or callback
number.

To search for apecified employee, an ID or name search should be entered. The access ID and external ID are
visible to administrators if the district setting§ew Employee 1br View Substitute I@re enabled on the
Parameters; Administrator tab.

To reset a PIN nunab so that the employee should sregister, check the reset indicator. The PIN can be changed
if the parameterAllow PIN Modification on Employee & Substitute Profilenabled on the Paramete¢sGeneral
¢Fod ! awS3IAaldSNBRE Yolaifihe antployeé Had registeddBmd Kdcodgd theiKramelINJ
with the system.
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To delete a profile, click thBeletebutton. Profiles cannot be removed if there is job data in the system. You will
be asked to confirm the deletion.

When searching for a satitute, the callback telephone number is visible if the district setiigyv Substitute
Phone Nmber is enabled on the ParametegAdministrator tab.

After entering the desired search criteria, cli8&arch

Search Criteria

Last Name: [saa | ® Beginzwith ' Contains
First Name: | | ® Beginswith ' Contains
External ID: l:l

Records PerPage: |60 =

382 itemns found, displaying 1 to 50,
[FIRST/PREWAOUS 1,2, 3,4, 5,6, 7, 8 [NEXT / LAST ]

Select  Mame - Access D |z Administrator | |z Employes | |5 Substitute
Select SASAVEDRA, LEE 19258 Mo Tes Tes
Select SAMEDRA TIM 3144 Mo ez Mo
Select SABOTIN, DANIEL 11536 Mo Tes Mo
Select SABSOO0K, DEBORAH 12047 Mo Yes Yes
Select SACHS, GREGORY 14548 Mo Tes Mo
Select SACK, CAWON 10153 Mo Yes Mo

If multiple profiles exist that matcthe search results, a list of profiles is displayed. Search results can be sorted
(ascending/descending order) by clicking on the up/down arrows in the Name, Access ID and Web User ID
columns.

NOTEThe Web User ID field will not display if the distdatat configured to use this field for SmartFindExpress
web login.

When a profile is selected, the Modify Profile screen is displayed for that user.

Frofile last updated on 006/2010 by ZZ, TEST SUPERVISOR

® Acscess |D: ne111 PIN: 31814

I

First Name:
Bdenaliv: [ |
Telephone Number [ | 7 Recets Registarad an
E-mail: | ]
AddressLine 1: | ]
AddressLine 2 | ]
ity | |
StatesProws || Zipostali ||
Bender
* Language:

“Twee T aaministiater [ aative

[ 15 Emergency Contact

M 1 Employes W active
" Calendar | All Locations x I
[ substitote: T sctine

™ swvailable for Hew Jobs
™ swailable far Lang Term
7 ks cortitied

I Available for General Calling

Callback Number  |4075551234
[ Sove | Delete | Retorn To tit |
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Profile information can be viewed or updated depending on the administrative setup of the adntimisira
operator. With modify access, a profile can be modified or deleted. For detailed information on modifying profiles,

NB T S NJPipfle Nevik S O & | LJG SNJ F2 NJ LINR OSRdzNE &

Administrator Inquiry and Reports

YR FASEtR RS&aONARLIIA:

Note: Although informaton on administrator inquiry and reporting is includedhiis chapter,only system

operators have access taministrator profile setup anchaintenance.

Operators are the only type of users that can access administrator profiles. This screen allowsganch for
administrator profiles and create administrator profile reports. The default sort order is by administrator ID.

To display a list of all administrators in the database, 8&srch To search for specific profiles, select a location
from the pultdown menu. The Administrative Profile list displays the profiles that match the search criteria in the
specified sort sequence.

Search Criteria
Location: | ADAMS ELEMENTARY

sotorder @ pccecon O Name

Records Fer Page: |50

v

| search | create Report

Adrninistrative Profile List

1

46 items found, displaying all items

Access 1D~ | PIN

MName

Type

ao1zz 111111
D215 26035
AD52Z6 28719
116564 60521
11941 0783
12157 GBEGGE

TEST, OPERATOR
SEIBOLD, CHRISTINA
PIECHA, CLAYTON
CERWVANTES, ABBEY
MCEINNON, DAMD
CONTRERAS, DERORAH

Oparatar
Operatar
Sdministrator
Oparatar
Administrator
Oparatar

Administrative Profile List

The Administrative Profile list displays profiles that match the search criteria. GlmkitnelD link of a profile

displays the Modify Profile screen for the administrator. Profile information can be viewed and updated. To delete

a profile, click thdeleted dzii i 2y ® C2NJ RS Af SR Ay T2 N)| Brafie Newzhapter 2 RAFe Ay
for procedures and field descriptions.

TheMenu Acces®ption for the administrator can be viewed and modified from the Menu Access screen. The list
of authorized locations for the administrator can also be viewed and modified. To add or delete locations and
location groups from the profile, clidlodify Locséionson the Location Access screen.

Administrator Access to Administrator Profiles with Multiple Roles

Administrators can access the profiles of other administrators that also have Employee Satdiitute roles if
they have dcation access to that profil@he system will only display tlemployee and/or Substitutgortions of
the profile to preserve the security of the Administrator rolEhe other profile options are accessibterh the

dropdown menus on the profile.

Home Administrator ¥ Reports ¥

[Frore | oo |

General profile data (Access D, PIN, address, etc.) is not displayed because the profile has an Administrator role.

Return To List
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Creating the Administrative Profile report

From the Administrator Inquiry and Reports screen, clickate Reporto create the Administrative Profile report.
The report automatically displays in the Adobe Acrobat Reader. Use the Adobe toolbar to pring thesaeport.
A sample report appears below.

Adminigtrator Profiles

Fame i PIN Status Language Emsrg Telephone Email

Hillside Middle Echool, 102022 1020220 Active Englisn na 2e86620 cperatorenillside.K12.T1.us
Henu Acceas:

Admin View Anncuncements; Jobe; Allow Specifying a Substitute; Allow Erearranging a Subetitute; Allcw Job
Overrides; AUto Assigmment; Profiles - Emplayes; Frofiles - Substitute; Location Balances; Frio
rity Lists; Do Not Use;

Admin Modify Announcements; Jobe; Rllow Specifying a Substitute; Allow Erearranging a Sutetitute; R1lcw Job
overrides; Auto Assignment; Profiles - Employes; Frofiles - Substitute; Locaticn Balances; Pric
rity Lists; Do Mot Use;

Oper View  System Configuration; System Cperations;

Cper Hodify

locatlion Access: ALL MIDDLE SCHOOLS
HILLSIDE MIDDLE SCHCOL
WOCD MEMORIAL ELEMENTARY

JASMRN, ROLANDR 312333 31223322 Actdve English o 26312442
Henu Acceas:

Aamin View  ANNCUNCEmsnts; Jobe; AlLloW Speciying a Subetitute; Allow Ersarranging a Suretitute; Allow Job
overrides; Auto Assignment; Profiles - Employes; Frofiles - Substitute; Locaticn Balances; Pric
rity Lists:; Do Not Use;

Admin Modify Anncuncements; Jobe; Allow Specifying a Subetitute; Allew Erearranging = Subetitute, Allow Job
overrides; Auto Assignment; Profiles - Emploves; Frofilea - Substifute; Location Balances; Fric
Tity Lists; Do Mot O8a;

Cper View  System Configuration, System Operations;

Cper Hodify

Location Accessgs
Ford, Erianns 555111 5551110 Active English o
Henu Access:

Aamin View — AnNCUNCemsnts; Jobe; ALloW Speciying a Subetitute; Allow Ersarranging a Suretitute; Allow Job
overrides; Auto Assignment; Profiles - Emploves; Frofilea - Substifute; Location Balances; Fric
rity Lists; Do Mot O8e;

Admin Modify Anncuncements; Jobe; Allow Specifying a Subetitute; Allew Erearranging a Subetitute; Allow Job
overrides; Auto Assignment; Profiles - Employes; Frofiles - Substitute; Location Balances: Frio
rity Lists; Do Not O8a;

Cper View  System Configuration; System Cperaticns;

oper Modify System Configuration; System Cperations;

location Access: ALl Locaticns

Employee Inquiry and Reports

This screen allows you to access information on multiple employees at one time. The reason for this search may be
to print a report containing information on multiple employeés edit several profiles at a time, or to export
employee information. All employee reports are created based on the search selection.

You can search using the default search options or enter specific search criteria. Select any combination of search
criteria to limit the employee search to employees that match the specified criteria. After entering the search
criteria and choosing a sort sequence, cBaarcho display the Employee list.

Employee Profile Inquiry

Search Criteria
statuss @ A O agtive O nactive
Registerad: ol All & “fes & Mo
Minerant: ¥ All o es o Na

Calendar: ;I

Classification: v
v
Location: v
v
Sort List by: Mame v
Then by: | Access D v

Records Per Page: |B0  w

| search | Create Report | Export [l More Search Options

The Classification and Location searches allow for up tcQwo2 A OISya ®selected, doth choices must be
LINBaSyid Ay (KS GYWEE 22S(SDGE0 SMP F3X BrdSNIF2 B (KS (62 OK2A0S3
profile.

To restrict a search to specified date ranges and Date types, clidkdreeSearch OptionButton to display
additional search criteria.
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Multiple date types can be selected. The Date types are selected from thdqwati list. Any Date type that is
Ftl IIGRAtdERpIE Aa dzaSR Ay GKS SELANBR RFEGS NIy3s

Ernployee Profile Inquiry

Search Criteria
status @ 4 O opete O nactive
Registered: 0 a1 0 vaz € jo
tinerant: & ) O ves O g

Calendar. -

Classification

Location

<€)< <€

Type From: To:
Dates v

v

Expited Dates:

St List by Mame v
Then by |Access (D v

Records PerPage: |50 v

[Search | Create Report | Export |

The folbwing section provides a description of each field.

Field

Status

Registered

Itinerant

Calendar

Classification

Location

Description

Indicate if the search is on all employees, active employees, or inactive employee
Select the registration status for the search. The options are:

All - display all employees whether they have registered with the system to receive
PIN or not.

Yes- display only employees who have recorded their name by registering with the
system.

No- display only employees who have not yet registered with the system.

Note: This feature is useful during implementation of your system to monitor emplc
registration. Employees cannot report absences until they register.

Indicate the typeof itinerant schedule to be included in the search: The options are

All - display all employees who have an itinerant schedule.

YesRAALI & 2yf e S Yiditidetns SchedueK By Kb P S Ra 2
profile.

No¢ do not display employees who haitinerant schedules.

The pulldown menu displays all calendars that are active in your database. Searcl
by a calendar displays all employees who have the calendar in their profile.

The pulldown menu displayslassifications or classification groups in alphabetical
order. Searching by classification displays all employees with that classification in
profile. Searching by classification group will display all employees who have a
classification that belorgyto the classification group.

The pulldown menu displays all authorized work locations or location groups.
Searching by location displays all employees who have the location in their profile
Searching by location group will display all empks/who have a location that
belongs to the location group.

43Sl NOKO®
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Dates Specify the date range for the employee search. Up to two date ranges can be

From/To specified to restrict the search.

Expired Search results will display only those employees Wwave expiration dates in their

From/To LINEFAES dGKFG YFGOK GKS &aLISOATASRUséloi

Expiré gAfft 0SS dzZASR Ay G(KS SELANBR RI (8

Type Select up to two Date types. Authorized dates can include, birth tiae date,
OSNIAFTAOLFIGAZ2Y RIGST YR 20§KSNI AY LgedDH
Expiré gAff 0SS dzZaSR Ay G(KS SELANBR RI (8
Sort List By Select a sort order for the search results.

Then By Select a secondary sort order fiarther organize the search results.

Employee List

The Employee list displays profiles that matched the search criteria. Profile information can be viewed, updated,
and exported. Various employee reports can be created based on the employee list.

Employee List

19 932 tems found, displaying 1 to 50.

[FIRST/PREAOUS 1,2, 3, 4,5 6,7, 8 [ NEXT £ LAST ]

Narne = | Access D | Status Frim. Location Frim. Classification
ABABIOH, YOLAHDA 8842 Inactive

ABBOTT, DAVID 315868 Inactive  BROOKLIME EL A SEC TEA AST SPED
ABBOTT, KATHLEEN 17942 Inactive

ABBOTT, PATRICLA 31448 Ative BERRY EL ELBW#SP ED PRES DFL
ABBOTT, RAWDY 24064 Active FONMVILLEMIDDLE SEC ENGLISH

Clicking on thé&Namelink of a profile displays the Modify Profile screen for the employee. Information on

employee profiles can be viewed and modified depending on the administrative setup of the administrator or

operator. For detailed information on moEi@ A y 3 LINE T A Prbfite NevNB J S INLIE & NIG KBENIGLINE O S R d:
field descriptions.

Creating Employee Inquiry Reports

To create employee reports, clifiteate Reporbn the Employee Inquiry and Reports screen after your search has
been performed. fie Employee Reports screen displays. Select the reporting options for the detail report,
employee labels, and employee list report and then diidw Reporto preview the report.
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Employee Report Detsil
Dstsil Report
Report Title:

I Primary Sort is on a new page

T sesondarysott prints on a new page

fibisan v From Ta
MDA DD

M name ™ address ™ Friority Lists

[T fecessio [ Basicinformation [ Reasan Balances
[ ™ comments ™ schedule

™ pates
[ cdemal i
View Report

Employes List
Report Title:

7 Primary Sort is on a New P age

Employes Labels
Label Type: | Avery 5162 [1.33" X 4" 2up _~ |

View Report

Creating Employee Detail Reports

The Employee Detail report can priiot one employee if this option is selected from the employee profile screens,
or can print for all employees listed on the Employee list. Report setup options allow you to select the print
options for the report and choose the sections from the profiléntcdude on the report. Many customized reports
can be created.

The Access ID, External ID, and PIN are visible to administrators only if the district\&ettirtgmployee I3
enabled on the ParametesAdministrator tab.

The following section proves a description of each field.

Field Description

Report Title Name that identifies the report. The title will print at the top of each page. The
default is blank.

Primary sort is on a Check this box if a new page is required on the primary sort. The primary sort

new page option is the sort sequence in the Sort List by field.

Secondary sort prints Check this box if a new page is required on the secondary sort. The secondary

on a new page sort option is the sort sequence in the Then by field.

Absences If searching for absence information, enter the absence date ranges.

After selecting the print options and the detail information you want included on the report, \¢iesk Reporto

preview he report. The report is automatically displayed in the Adobe Acrobat reader. Each section selected can
RAALI @& YdzZ GALIX S tAySa 2F AYyF2NNIGA2Y 2y (GKS NBLR NI
profile.
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Detall Report

Hama

Erown, Teacher

Scheduls Loc  class Location clagsification Dsfault  start/ Work Days
order ordsr cods code Times End Time
1234 &574 Commack High School caleulus Ho 05:00 AM - 03:00 P M T W Th P
831342245 9555-C

Hama

DOE, B

Schedule Loc Claes Location Classification Default Start/ Work Days
order order Code Cods Times End Tims
L 1 ARER 52 cLass 2 o 05:13 AM - 03:16 BM M T W Th F
222 z 00125 Unpaid

Hame

DoE, ©

Scheduls Toc  Class Locatlon Classification Default  Start/ Work Days
order order cods code Times End Time
1 1 ARER 51 crass 1 ves 05:00 M - 04:00 PM M T W Th P
111 1 00:25 Unpaid
1 EE3 &1 o7 I 0R13 3M - 131G BM M T W TR P

Printing Employee Labels

This option allows you to print labels for all employees listed on the employee list.
Labels include name, address, city, state, and zip code if this information is provided on the employee profile.

Three different label types are available:

A Avery 51671.33" X 4") Ap
A Avery 5163 (2" X 4"y@p
A Avery 5164 (3.33" X 4"n2p

The labels use a font of Courier-fi6int and display the name and address of the employee. Clitkewg Report
starts the Adobe Acrobat reader and provides a preview of the reptw. following example shows the layout of
the labels. The layout is determined by the type and size of the label selected.

TROY ACHER

7661 ELM ST. TROY ACHER
7661 ELM 5T
ZION, IL 31124
ZION, IL 31124
BRENDA LEE CHOW JULIE ATWOOD
134 WEST BRANFORD RD 16 WEST VILLAGE DR
SUITE 440
CLEVELAND, OH 49001 ADAK, AL 99724

Printing the Employee List

This option allows you to print predetermined information about all employees appearing in the geatdts.
Indicate if a new page is required on the primary sort and then ¥liel Reporto preview the report. The report
automatically displays in the Adobe Acrobat reader. A sample report is provided.
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Employese List Report

Name Access ID Status calendar Locaticn clageification Start/End Time Work Daye

Prances, man 102410 Retive A1l Locations St. Joeeph's Migh School  Reading

st. Joseph's Wigh Scheol  caleulus

FEEREEE]

HARRIS, EMP 222100 222100 Active A1l Locations FEN LOCATION EEN CLASSIFICATICON
HARRIS, EMP 555107 555107  Active 211 Locations KEN OFERATOR INTERCEPTZ LOC KEN OPERATOR INTERCEE
HARRIS, EMP 555108 555108 Active 211 Lecations FEN OFPERATOR INTERCEPT LOC EEN OPERATOR INTERCEE
harris. emp 888101 828100  active 211 rocations

nwm=
zzd
HA =
=g
BE=
EE]
nn

If the work schedule has multiple classifioas, only the primary classification will display.

Exporting Employee Information

The Export feature exports information on all employees listed on the Employee list. Cliekpbebutton after
the search has been performed. The Employee Export screen is displayed.

Employes Ex
Return To Inquiry

Fized Length Format

Employee Informatian:

Delirmited Format
Celimiter:
Frofile Basic Information:
Employes Wak Schedule:

Profile [ates:

Employee data can be exported to a text format for use with other software, or fonperting the text file back
into the system after updating certain fields. @ttuses of exported information include:

Use with mail merge software to produce letters

Compare data with Human Resources software

Prepare an annual deletion file of employees that are inactive
Mass update employees to a nhew calendar.

=A =4 -4 =4

When you click oa of the Export buttons, the File Download dialog is displayed. The exported file is automatically
created as a text file. Follow screen instructions to download the file.

Substitute Inquiry and Reports

This screen allows you to access information on iplgtsubstitutes at one time. The reason for this search may be
to print a report containing information on multiple substitutes, to edit several profiles at a time, or to export
substitute information.

All substitute reports are created based on the swselection.
You can perform searches using the default search options or enter specific search criteria. Select any combination

of search criteria to limit the substitute search to substitutes that match the specified criteria. After entering the
searchcriteria and choosing a sort sequence, claarcho display the Substitute list.
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To further restrict the search, clidékore Search Optiorte display additional search fields.

Search Criteria

Status. @ a4 O oadive  © nadive
Registered: O oy Oy Oy
poiail Mewdobs: & a0 Oy O opyp
Auail Long Term: & a0 Oy gy
Cettified: & 4 Cves g
Avail General Calling: @ a1 T oyee T opyp
Expited Subs. @ a1 Coves O no

Pwailable On; =1 From

DDA CHHIM 200
Note:  wsilable On will check Do Mot Call, Daily fvailability, Expiration dates, Unavailzbility dstes, and Assignmerts

To:
R A

Records Per Page: |50«

| search | create Report | Export [l More Search Options

Sort Listby: | Mame - | Then by: | Access D = |

Subatitute Profile Inquiry
Search Criteria
ststus & a0 oagive O lnactive
Regitered: a1 ' vee (O wo
sail Hew dobs: & a0 C yves Oy
swail Long Term: @ 4 O oype O gy
cetified: & 4 Coyes O ne
swail General Galling: @ a1 O oves O ga
Expired Subs. a1 e O g

#wailable On: = From:

ANTDAY R A
Note:  Avsilable On will check Do Net Call, Daily Awailability, Expirstion dates, Unavsilsbility detes, and Assignments

To:

HART AT

Daily Awailability: |: From: Ta
R A1 RN Ay
Classification Group: | ~|
Level: [0 |
Classification | ,,|
[ vl
Location: | v|
[ |
¥ include lacstions that belang ta losation groups
Cerifieation: | ,,|
[ |
Holiday Rule List: | ~|
Dates:  Type From: To:
[ Pl = | E
awmorer ammoaTny
[ Pl = | E
awmorer ammoaTny
Unavailability Period: ‘ ‘ = ‘ | =
awmoser ooy
Expired Dates: ‘ ‘ = ‘ | =
awmoser ooy
Disqualified ‘ ‘ = ‘ | =
awmorer ammoaTry
Minimum # Days Wodked:| | | =1 | &
awmorer ammoaTry

Records PerPage: |50 =

Scarch | Croat report | Export |

SortListby: | Mame - | Thenby [AccessD -1

The Classification, Location, and Certification searches allowpfty two choices. The choices must be present in

iKS

ddzoadAldzi SQa

LINEFAESD ¢KS F2fft2gAy3

AaSOGA2Y LINRJAR:
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Field Description

Status Indicate if the search is on all substitutes, active substitutes, or inactive substitutes
Registered Select the registration status for the search. The options are:

Avail New Jobs

Avail Long Term

Certified

Avail General Calling

All- display all substitutes whether they have registered with the system to receive
PIN or not.

Yes- display only substitutes who have recorded their name by registering with the
system.

No- display only substitutes who have not yet registered with the system.

Note: This feature is useful during implementation of your system at the start of th
new shool year to monitor substitute registration. Substitutes will not be offered a
jobs, will not receive any calls, and cannot be specified or prearranged until they
register.

Select the level of substitute availability for the searche dptions are:

All - select all substitutes whether or not they are eligible for current and future job:
YesRAALI &8 2yf e &dzo adil AaldordNaw Joks2 a St 8308
profile.

No- display only substitutes whose profiles dotave this option checked on their
profile.

Select the longerm availability status for the search. The options are:

All - select all substitutes whether or not they are eligible for leagn jobs.

Yes- display only substitutes whodeN2 T A f S@I Kt K&t & Faentedinz
their profile.

No- display only substitutes whose profiles do not have this option checked.

Select the certification status for the search. The options are:

All- select all substitutes whether or not they are certified.
YesRAALI & 2yfe &dzadilANsiariidd HER2ECH SRE.
No- display only substitute profiles that do not have this option checked.

Select the available for general calling status for the search. The options are:

All- select all substitutes whether or not they are available for general calling.
YesRAALI &8 2y & &dzo ai AAvalzbl fr Gareral £8ling INP
selecked in their profile.

No- display only substitute profiles that do not have this option checked.
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Field

Expired Subs

Available On

Daily Availability

Classification Group

Level

Classification

Location

Description
Select the expired subs status for the search. The options are:

All - select all substitutes with expiration dates in their profile whether those dates
used to expire the substitute or not.

YesRAALIX &8 2yfeé adzmaitAddziSa GKIFIG KI @
(With an expiration date in the past)

NocRAALX & 2yfeé adoadaddziSa dGdKIG R
QELIANB®E 02AGK Iy SELANIGAZY RIFGS

w»

2y
%

If searching for available substitutes for a specific date, enter the desired date anc
times. When using th&vailale Ondate and searching for an available substitute, tt
recommended settings ar&ctivefor the Status fieldYesfor the Registered field and
Yedfor Avail New Jobs field. This ensures that the list will include active and availe
substitutes. You aqafurther define the available substitutes by specifying more
selection criteria, such as location or classifications, by clidtkorg Search Options
An available substitute is typically defined as:

A Status = Active

A Available for new jobs = Yes

A Registered= Yes

A Has permanent daily availability for the date and time specified

A Does not have a temporary period of unavailability for the date and time spec

A 5283 y2i KIr@gS tye RFEGS FtFr3I3ISR I &
than the date speified

A Not currently assigned on the date and time specified

A ! a&a52 b20 /lfté& KIFLa y24G 068Sy &asSi ¥

Indicate the day and enter the times for availability.

When entering a specific daily availability in thaiofile, typically you are not

&SI NOKA yAHilabl@Oal KRS S { St SOGAy3a GKAA &
substitute is or is not already working on a specific date or any other criteria that
RSFAYySa GKSY Fa a! gF At A Yox G312/ aliiSsd Rz
availability setup in their profile.

Selecting a classification group searches for substitutes that have any of the
classifications in their profile that apply to the classification group. If using the
classification group setup, you are not typically selecting any specific classificatior

Indicate the level to be used for this search. Only substitutes that have this level s
on the Classification screen will be displayed.

Up to two classifications can be entered. The choices must be present in the
adzo 80 AGdzi SQa LINRTFAL SO

Up to two locations can be enteredihe choices must be present in the
4dz0 aGAGdzi SQa LINPTAL SO
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Field Description

Include Locations that  Check this box if you are looking for substitutes that have been assigned to specif

belong to Location locations that belong to the location group selected. Do not check this option if yot
Groups are searching for substitutes that were assigned to atlonagroup only.
Certification This option uses the Certification setup screen in the substitute profile. Up to two

OSNIATAOLFLGAZ2Yya Oly 068 SyGidSNBRo® ¢KS O

Holiday Rule List Selecting a holiday rule lisearches for substitutes who were included on specific
holiday preferred lists. The ptdlown menu contains the names of holidays from the
Gl ff [20FGA2Yyaé U3¢ HoRIgyRUINIRY Kriakled.K - &S

Dates:

Type This option uses the Datzreen in the substitute profile. Up to two Date types and
date ranges can be selected from the padwn menu.

Unavailability Period The date range that represents the unavailability period to be used for the search.

Expired Dates Date types flaggetl &Used to Expile | NB dzaSR Ay (KS SEL
ALISOATAO RI G SUsaddd Bxpih a0 1Ty | @S S&RS € SO WBGS R
pull-down menu instead of using this search.

Disqualified Searching with this date range results isglaying all substitutes who were
disqualified because they reached a limit for the day as currently set in the systen
parameters for exceeding the number of hamgs, declines, and no answers.

Minimum # of Days Searching with a quantity for theimimum number of days worked within a specific

Worked date range results in displaying substitutes who worked the minimum number of d
during the date range specified.

Sort List By Select a sort order for the search results.

Then By Select a secondary sastder to further organize the search results.

Substitute List

The Substitute list displays profiles that match the search criteria. Profile information can be viewed, updated, and
exported. Various substitute reports can be created based on the sutestist.

Substitute List
9,755 itemns found, displaying 1 to 50.
[FIRSTf PREAOUS J1, 2,3, 4, 5,6, 7, & [ NEXT / LAST]
Mame - | Access 10 | Call Back # Status MNevwr Jobs |5 Reg Is Exp Is Cert Last day weor ked
AAAPERSON, BERNADETTE JI5TT 40THE51234 Ptive Yes Mo fag ‘fes
ABABIOH, TOLANDE g4 d40TE551234 Inaetive e es He Wo
ABBOTT, KATHLEEM 17942 4075851234 Inactive Miv Yes Mi Mo
ABBOTT-WOOD, GRACIELA 14816 4075551234 Inactive e fes Mo Nao
ABBS, JACQUELINE 15562 4075651234 Inactive Me es He Mo
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Clicking on théNamelink of a profile displays the Modify Profile screen for the substitute profile. Information on

substitute profiles can be viewed and modified depending on the administrative setup of the administrator or

operator. Fordéd I Af SR AYT2NXI GA2Yy 2y PRfiRNG&GR AQAN IWINE NIA T SNIZLINBE G SRI4:
field descriptions.

The search results will not display your changes until you run the search again by 8oy This is because

the search resultdisplay a copy of the data that exists when the search happens. Changes do not cause this
screen to update automatically. The search has to be performed again to go back to the database and view the
changes.

Creating Substitute Inquiry Reports

To create Bbstitute reports, clickCreate Reporon the Substitute Inquiry and Reports screen after your search has
been performed. The Substitute Detail Reports screen displays. Select the options for the Detail report, Substitute
list, Substitute labels and theaistics report and then clickiew Reporto preview the report.

titute Fie —
Return To Inquiry

Detail Report

Report Title:

I~ Each Substitute is on a new page
Profile:

M Hame ™ address ™ BalancesiLast Call
™ ordent [ Basicinformation [ paily swaitability
[T poeessin [ cedifications 7 Unswsilable Dates
I rm I Giasifications ™ Prigrity Lists
™ bates ™ o Mot Use Reason Totals
™ Locations I comments
™ emar o
History:
From Ta
OO DA MRDDATAN
I™ Phone & web Job Actions ™ bo Mot call Settings
7 Fhone & thieh Statistios ™ Unavailable Dates Changes
™ Cancellation Callsto Substitute [
I™ baity Availab ity Ghanges ™ bo ot use Lists

Substibute List
Freport Title
™ Daity avaitability
™ Unavailable Dates

| view Report |

Substitute Labels

Label Type: |Avery 5162[1.33" K 41 2up _~ |

Substitute Statistics

Report Title:

Date:  From To

081372010 T meA3sz0io
MDD ILTIDAY)

| View Report |
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Creating Substitute Detail Reports

The Substitute Detail report can print for one substitute if this option is selected from the substitute profile screen,
or can print for all substittes listed on the Substitute list. Report setup options let you select the print options,
choose the profile information to include on the report, and choose the setting for history information. Many
customized reports can be created.

The following seatin provides a description of each field.

Field Description

Report Title Name that identifies the report. The title will print at the top of each page.

Each Substitute is on a Check this box if a new page is required for each substiRepending on the

New Page information required, there can be multiple pages printed for each substitute.
Profile Check the box(s) next to the profile information required for the report.

History Enter a date range if history information is required. Selectstlaet and end dates of

the period in order to display any or all of the following field options:

A Phone & Web Job Actionthe total number of calls and Web statistiosade
from and to the system during #period

A Phone and Web Statistiethe total number of calls and Web statistics

A Cancellation Calls to Substitutealls made to the substitute as notification that
job was cancelled

A Daily Availability Changeshe days/times of the week the substitute will work

A DoNotCallSettingd t f OKIFy38a YIRS (2 GSYLRI
[ ff¢ aStiaay3aa

A Unavailable Date Changeall changes to unavailability dates.

A Assignmentg all jobs that the substitute has worked or will work.

A Do Not Use Listsall Do Not Use Lists that the suiiste is assigned to

After selecting the print options and the detail information you want included on the report, \¢éleak Reporto

preview the report. The report is automatically displayed in the Adobe Acrobat reader. Each section selected can

displ @ YdzZf GALX S ftAySa 2F AYyF2NNIGA2Yy 2y GKS NBLERZ2NI RSLISYI
profile. A sample report is provided.

Detall Report

"47" RMEE SIGN LABC & ENC S5C, EXCESE DAR

Tnavailability Cates Btart Date/Tims Bod Date Time Type

Comuants

Pricrity Lists
List Reagon (Do Bot o) Entry Date Classitication 2ublist
Lact Hodify Looation/Bmplopes Lavel
Comsnta

Do Hot Dos Beascn Totale Beascon Tokal

History- Asslgnnenta
Job Wumbsr  Start Date/Tims End Date,/Tine Looation Classification

History - Do Wot Das Lioto

Aotiomn Aetion Dats List Reason Looation/Enployes BubLiot
Partormed EY Classification Laval
Commsnta
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Printing the Substitute List

This option allows you to print daily availability and unavailability datealfeubstitutes listed on the substitute
list. Check the box(s) to indicate the required information and then ®lielv Reporto preview the report. The
report automatically displays in the Adobe Acrobat reader. A sample report is provided below.

Substitute List Report
Nams Status Wew Jobs? Is Reg? I8 Exp? Is Cert? Last day worked Order
AEBOTT, AHHA Active Yas tes Ha Y=z 2005/10/11 10
Taily Availability Tay of Wesk From To
Monday 07:58 M 05:00 FM
Tueaday 07:50 AM 05:00 PM
Wednzaday 07:58 AM 05:00 BM
Thursday 07:58 AM 05:00 PM
Friday 07:58 AM 05:00 BM
REBOTT, MICHREL Rotive Yes ves Ha Tes 2003/10/23 148
Taily Availability Day of Wesk From To
Monaay 05:00 EM 11:59 BM
Monday 211 Day
Monaay 05:00 AM 07:00 &M
Tussday 211 Day
ACHER, TROY Inactive Yes Ves Yea Ho 70
Taily Availability Tay of wWeek From To
RHMED, CMAR Active Yes Ves Yea Yea 2005/10/17 124
Tally Availability Day of Wesk From To
Monday 07:59 AM 65:00 BM
Tueaday 07:58 AM 05:00 BM
Thursday 07:59 AM 65:00 BM
Friday 07:50 M 05:00 PM

Printing Substitute Labels

This option allows you to print labels for all substitutes listed on the Substitute list. Labels include name, address,
city, state, and zip code if this information is provided on the substitute profile.

Three different labetypes are available:
A Avery 5162 (1.33" X 4"n2p
A Avery 5163 (2" X 4"y@p
A Avery 5164 (3.33" X 4"n2p

Clickingview Reporstarts the Adobe Acrobat reader and provides a preview the report. The following example
shows the layout of the report. The layout is determined by the type and size of the label selected.

WAYNE ALCOTT
9980 COUNTY RD. 152 ANMA ABBOTT

744 WILKEMSON
JASPAR, TX 45912

SAM DIEGOD, CA 93024

ALISTER BARMETT ROBERT J. ALLISOM
3813 EASON MEADOWS 2023 STEMMONS FRWY

GARLAND, 75043-204 ARLINGTOMN, TX 43584
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Printing Substitute Statistics

Statistics are printed for b$ubstitutes listed on the Substitute Inquiry list. A date range must be entered for the
statistics. Clickinyiew Reporstarts the Adobe Acrobat reader and provides a preview of the report. The following
example shows the layout of the report.

Substitute Btatistios Report (06/0172010-08/02/2010)

Rawgmmt
Sub Mo Calle  Accpt Desl  Hogup

Tpar  Wab  Wab  Aduin Fra- At focl  Coel Last Caamt

) Wo
Bury Mor  Bogbk  Iokcph Actpt Dacl  Amegod azcugd Aregnd By Sub Othar Callsd Pazked

B

ERATENGON, EEMEADETTE ]
ASAFION, YOLAHIA
ABOTT, KATHLEEN
ARROTT-WOCH, GRACIELA
AELT, TADDURLIE
AEEVIROMEIE, ASHLEY
ASEINATHIE, FRNIE
AEINATHY, BRASDY
ASLES, MELDSTA
ARTURERNI, TALE
AENA, EVLISIEN
AENANEN, MWIR 10/15/2005
amEco, DEENA
AGREGD, MARY

ATIVEDD, CLAIRE

P o= ®m o 8 @ 8 o 8 8 o 8 8 5 oo BB

ACEVEDD . SYLYIA

Thefollowing table provides a description of each field.

Field Description

Assignment Number of times the system attempted to call the substitute to offer an
Calls available assignment.

Accpt Number of times the substitute accepted Assignment Calls.

Decl Number of times the substitute declined Assignment Calls.

Hngup Number of times during Assignment Calls where an answer occurred, a substitute Ic

into the system, but then disconnected without an accept or decline action.

Ans Mach Onlyl LILX AO0Fo6ftS AF GKS aeadSy LI NFYSGSNI
The number of times a message was left of an assignment on an answering machin
during Assignment Calls.

Busy Number of times the system detected a busy line signal for Agsgt Calls.

No Ans Number of times that an Assignment Call was made, but no connection was
established; or a connection was established but a PIN was never entered.
includespickupsby an answering machine and fax machine.
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Field Description
No Ringbk Number of times the system attempted to make an Assignment, heard dial tone,
dialed the number, but never heard ringing that the call connected.
Oper Intcpt Number of times the system attempted to make an Assignment Call, heard dial to
dialed the call and got a message from phone carrier that call could not be comple
Web Accpt Number of assignments the substitute reviewed via the Web and selected to Acce
Web Decl Number of assignments the substitute reviewed via the Web and teel¢o Decline

Admin Assgnd

(they may review more assignments; this count is for the assignments they actual
took the action to Decline).

Number of assignments for the Substitute that were assigned by an Administrator

Pre Arrgnd Number of assignments for the Substitute that were assigned as-arpgagement.

Auto Assgnd Number of assignments for the Substitute that were assigned via the Auto Assigni
step/rule.

Cncl by Sub Number of assignments the Substitute had, but cdiedl.

Cncl Other Number of assignments the Substitute had, but was cancelled either by the job be
cancelled or an Administrator cancelled their assignment.

Last Called Date/time the system last called the substitute.

Last Worked Date/time thesubstitute last worked an assignment.

Exporting Substitute Information

The Export feature exports information on all substitutes listed on the Substitute list. CliEkploetbutton after

the search has been performed. The Substitute Export scregingkayed.

Return To Inquiry

Fixed Length Forrat

Substitute Information:

Dizli mited Format
Celimiter:
FProfile Basic Information:
Substitute Daily Availability:
Frofile [rates:

JEE ' B

Administrator Menu

Substitute data can be exported to a text format for use with other software, or fimporting the text file back

into the system after updating certain fields. Other uses of exported information include using it with mail merge
softwareto produce letters, data comparisons with Human Resources software; preparing an annual deletion file
of substitutes that are inactive or expired, or performing mass updates on substitute information.

Note: Not all substitute information can be exportékhere is not an export for the locations, classifications, and
LINA2NRGE fAada 2y || &4dzoaldAddziSQa LINRTAL SO
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When you click one of the Export buttons, the File Download dialog is displayed. The exported file is automatically
created as a text file. Follogcreen instructions to download the file.
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Profile New
Overview

A single profile can be set up with any or all of these radsinistrator, employee, and substitute. It is
recommended that a profile be created for every person that will access the system. The system activity log will
record the ID and name of the profile that makes changes in the system.

Profiles with employeer substitute access can call the system to register and enter their PIN number as long as
the profile indicates that they are active.

Setting up Administrator Profiles

Note: Although information on setting up administrator profiles is included incimégter,only system operators
have access to administrator profile setup and maintenance.

Administrators are configured for specific access to menus for employees, substitute, and job information.
Administrative profiles are allowed to access multiplealbons or location groups. Operators are typically set up
with access to all locations and system menus, while aosiseed administrator (principal, secretary, or other
designated person at a location) is typically set up with access to their locatipn o

It is possible to set up a profile with administrator access that only will be shared at a location. The access ID and
PIN would be an assigned number and the last name would be the location name. If is preferable that each person
at the site be seup with the appropriate access level.

y2i OKSO1SR Ol yy:

QX

'Y FRYAYAAGNF 02N 6KSNBE aLa ! OGA@BSe A
Setting up Employee Profiles

Employees are the only users who can be absent. Employees call the system to registeregistiragion, they
gAtt @2A0S GKSANI YyFYS YR SYdSNIF tLb ydzYoSNX® !y SYLX 2
the system.

A profile can be created for an employee that represents a position (instead of a person), or as a substitiste t

on a longterm assignment and can be absent. Substitutes that are on atemgassignment would have the

alkYS t20FGA2y YR OflaaAFAOFGAZ2Y | a GKS SYLX 28SS 4K2 A
GF ¢ Ay (KS fieltorke bigerin KuBstituidsRlistinguishable from other employees.
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Setting up Phantom Employees

You may use phantom employees to represent special circumstances that require a substitute, but an employee is
not absent. Phantom employees allow ymuenter an absence that does not have an absentee. You may use
employees with an access ID and PIN generated by the operator to represent these special circumstances. You can
enter as many phantom employees as you desire. The best way to address #ii®sits to use the vacancy

option. However, vacancies may not address all needs such as:

A Assigning a name and budget code to the special circumstances that can occur on a regular basis
A Dividing an absence into separate reasons while keeping (for paymlbses) that absence as one single
absence for the employee.

Concurrent absences that have overlapping dates and times may not be reported for phantom. You must have a
different phantom employee for each absence that you need on a given day or fa@raggviod. The process of

adding a phantom employee is the same as the process of adding a regular employee, except that you must decide
on the location, classification, and an artificial ID for each phantom before entering the information for that

position.

If you are not using the vacancy option, when a location needs a substitute for one of these positions, the
location's administrator accesses the system and reports an absence for the appropriate position.
SmartFinéExpresshen follows its normal proedures for locating a qualified, available substitute.

Setting up Substitutes

Substitutes are the only users who can be assigned to jobs. A job assigned to a substitute is called an assignment.
Il adzoadAiadziS 6KSNB aLa ! Géststdtheésysted. y2i OKSO{ SR Olyyz2a 3|

Setting up Phantom Substitutes

A profile can be created for a substitute that represents special situations (instead of a person). You must decide

2y Ly INIAFAOAILIE L5 06S¥F2NB Sy i SNRAydshéuk Eflestthd patikll G A2y T2

circumstances so that information is visible on job reports. Normally, substitutes cannot be assigned to concurrent

220a 2NJ (2 220a (KIFG 20SNILFLID . & OKSO|lAy3I G(GKS ab2E a! ff:

the entry of multiple concurrent jobs filled by one substitute is allowed. Typically, these substitutes are

prearranged to the job and should never be called by the IVR. Some examples for using this feature are:

A The class combined with another. If osgbstitute covers three classrooms at once by combining them

Ayiliz2z 2yS tFNBS &daiGdRé KFtfsx (GKSNBoe FAttAy3ad GKNBS Sy
2yS SYLX 2885048 16aSy0S Ay (KS &d2adisSYod mKS NBYIFAYAYT
substitutes because the absences must be recorded and they did require a substitute.

A Aroving substitute was needed.

A The job was filled usingdmouse personnel.
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Completing the New Profile Form

To add a new profile, clidkrofile Newto display the New Profile screen. Enter the requested information and then
clickSave When you cliciSave additional tabs will display based on the type of profile you are adding.
Information on these screens must be completed for the new profile.

® Last Name: | |
|

First Mame:

E-mail

Address Line 1

o
o
Address Line 2: |
city: |

StateFrov: | | ZipPostal: | |

Gender: lj

Ethnicity: |:|
® Language:

*Typer [ iz administrator || mctive

7 1 Emergency Contact

7 i Employee 7 nctive
* Calendar: - I
r I Substitute r Active

I svailabie for New Jobs
™ swailable for Lang Term
7 ks ceified

7 Available for General Calling

Note: The Web User ID and Web Password fields will only display if the district is configured to use these fields for
SmartFindExpress web login.
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Field Name

Access ID

Last Name

First Name

Web User ID

Web Password

External ID

PIN

Description

Unique number up to nine digits in length that identifies the profdaly numbers
can be entered. All profile types access the system using this ID.

/2YY2y L5Qa NB a20AFt aSOdzNR i e-digitdzY
telephone number. This access ID is optionally displayed to administrators if the
parameterd + ASg 9YLX 28SS L5¢ 2NJ axASg { dzo
Parameters; Administrator tab.

Note: Access IDs cannot have leading zeros.

When using the telephone, administrators will need to know the access ID of
employees in order to enter an absence their behalf. Administrators and
employees that are allowed to specify substitutes will also need to know the acc
ID of substitutes.

LT dzaAy3a Iy INIOAFTAOAIE L5 Ad Aa NB
suggested because in the Unite@t®s, social security numbers are not distributec
beginning with that digit.

[Fad ylrYS aK2dzZ R 06S (GKS ylIYS 27T LINE
if multiple administrators are sharing the ID.

Enter the first name athe profile.

Unique User ID used for Web logihtkie district is configured to use Web User ID
for Web login).

Unique password used for Web logifite district is configured to use Web User |
for Web login.

Unique identifier for the employee up to 16 alpha/numeric characters in length.
is a secondary identifier for the employee and can be used for data integration.
Commonly, the social security number or payroll identifier of the employee is

entered aghe External ID. This identifier is optionally displayed to administrator:

Note: External IDs can have leading zeros.

PIN is a numeric value that does not have to unique in the system. The PIN (Pe
Identification Number) is entered upon registration or modified on the telephone
the substitute, employee, or administrator. The PIN can optionally be
assigned/reassiged when creating or updating the profile.

The minimum number of digits that must be entered for a valid PIN is set up on
Parameters; Configuration tab. This number should be high enough to maintain
adequate security.

Note: PINS can have leading asr
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Field Name

Telephone Number

Email

Address Line 1

Address Line 2

City
State/Prov
Zip/Postal
Gender
Ethnicity

Language

Description
The telephone field for employee and substitute access is not used by the syste
calling, and is captured for data collection purposes only. Telephone numbers
display exactly as they are entered asspecial formatting is added to the number
entered. Valid characters include {,)* # and spaces.
The telephone field for administrator access is used by the system for calling if 1
aLad SYSNEBSyOe O2yial OGé T A Sréchrded far dfa/ |
collection purposes only. The telephone number must be entered exactly as it is
0SS RAIFtSRZ AyOtdzRAYy3 Iy | NBFI O2RS |
The email address on a profile is used by the system to send autoemahils (job
assignments, assignment cancellations, job reminders) if the district is using the
Email feature.

There are two lines available for entering street information. Entering an addres
into the profile allows you to print addredabels.

There are two lines available for entering street information. Entering an addres
into the profile allows you to print address labels.

The city where the profile is located.

Enter as a twdetter abbreviation.

The zip or postal code should be entered exactly as it will be printed.
This field is recorded for data collection purposes only.

This field is recorded for data collection purposes only.

The deéult language to be used for this profile.
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Field Name

Description

Type:Select all the types that apply to this profile:

Is Administrator

Is Employee

Check theTypebox to enable administrator access.

Check theéActivebox for this administrator to have access to the system.
Check, thds Emergency Contalobx if this administrator is to be called by the
system for an emergency.

Typically, one or more system operators have the emergency contact option
enabled. If cheked, a telephone number must be entered. There are two conditi
for which SmartFinBxpressvill call an emergency contact:

A If a power failure has caused the system to run off battery backup and
detects there a low battery condition, the system wdll this person prior
to shutting down the system. Calls are made to all personnel with the
emergency call option checked until one is reached. The person enter:
PIN to hear the message that the system is shutting down. If personne
not reached witlin the required time, the system proceeds with the
shutdown as necessary.

A For districts that have multiple call processors and when one call
processor stops working, another call processor will detect the problen
and call the emergency contact telephonember. System configurations
with a single call processor or server will not use this feature because
when that call processor is not working, no other call processor is avai
to place the notification call.

Check theTypebox to enable mployee access.

Check theActivebox for this employee to have access to the system.

Check theCalendabox to indicate that a calendar of holidays and no substitute
required (NSR) days is followed by the employee.

Calendars are setup by system operatéor all the types of employees that have
different workdays. The putlown list displays all of the available calendars
AyOfdzRAYy3a GKS a!tf [20FGA2y&aég OFfSy
reported on holidays.

Note: The Administrator mushave the Profileg Employee Modify permission
ON/checked for their own profile to have the ability to set Employee settings on
profile.

May 2014

eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute

112



SmartFindExpress System Administrator @sede

Release 2.5

Profile New

Administrator Menu

Field Name

Is Substitute

Description

Check theTypebox to enable substitute access.
Check theActivebox for this substitute to have access to the system.

Check theéAvailable for New Jolzox if this substitute will be able to accept
assignments, search for assignments, be specified for assignments, or be assig
administrative personnel. If thedid is not checked, the substitute is considered
inactive, but is still able to access the system.

Check theéAvailable for Long Tertox. This field is recorded for data collection
purposes only. It does not restrict a substitute from being offered jamsiclered
long term. Operators and administrators are able to search for substitutes using
field, and are searching for a substitute to fill a léegm assignment.

Check thds Certifiechox. This field is recorded for data collection purposes dnly.
does not restrict a substitute from being offered jobs. When searching by name
a substitute, this field will display.

Check, théAvailable for General Callifpx if the substitute can be called from the
General list when the calling system reashkat step during callout. The General
list calls substitutes who will work at the location, but may not have the
classification of the assignment in their profile. If you are leveling substitutes fro
their classification, then they should also be lexkts the General list. THevelis
entered on the Optional Information screen.

Callback NumbeiEnter the telephone number that the system will use when
contacting the substitute. Telephone numbers display exactly as they are entere
speciafformatting is added to the number entered. Valid characters include ¢ }
FYyR aL)} O0S8Sao LF AG A& | f2y3 RA&lGlIyO
must appear in this field to correctly call the substitute from the location of the
system.Substitutes confirm this number during the registration process. They ce
change this number at any time after obtaining a PIN. This process ensures tha
system always has the most accurate telephone number to dial when calling the
substitute.

Note: The Administrator must have the ProfilgSubstitute Modify permission
ON/checked for their own profile to have the ability to set Employee settings on
profile.

When you cliciSaveon the Profile New screen, additional tabs display for the adnmatist, employee, and/or
substitute. Enter the requested information on these tabs to complete the profiles.
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Completing the Administrator Profile

The Administrator profile includes the Menu Access and Location Access links. System operators aresgtpically
up with view and modify rights to all menu items and location access to all locations.

Menu Access

This tab lists the functions available to administrators and operators. Click the boxes\iademd Modify to

enable the functions for this administrator profile. Administrative profiles that have view access rights only will not
have access to any buttons or links that would add, modify, or delete information Saleko add these

administrative functiongo the profile.

Chemreee |
Mame:  Solutions,eSchool
Access ID:  BB6B66666
Administrator View  Modify
Approve Absence Requests =] =] Leve\l_v
Announcements
Jobs
Allow Specifying a Substitute
Allow Prearranging a Substitute

[l
&l

Allow Job Overrides

[l
&l

Location Balances

Priority Lists
Do NatUse
Auto Assignment
Profiles - Employee
Profiles - Substitute
Profiles - Administrator 4 v
Profiles - Substitute Restriction Exempt v <
Profiles - PIN 3
Profiles - General
Custom Fields v ~
Reports Module
Custom Reporting O
Operator
System Configuration
System Operations
Do Mot Use Threshold Email [m]
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Setting

Description

Absence Approval

Indicates if the administrator can viesv view modify absence approval requests

Requests submitted in the system. The Modify permission enables an approval level to bg
assigned to the administratolheapproval levekpecifieghe level of the absence
approval request that the administrator can approve, demymodify in the system.

Announcements Controls access to Announcements. If access is not enabled, the Announceme
menu item will not be visible.

Jobs Controls access to job information. If access is not enabled, the Job menu item

not bevisible.

LT axASsé Aa SylofSRX 51 Afé& W20 [/ 2d7

LT daz2RAFeé¢ A& SylofSR:
Job Inquiry/Reports are the menu choices.

I NBFGS |y |

Allow Specifying a
Substitute

Indicates if the administrator can specify a substitute. This is applicable only whe
modify Jobs is enabled.

Allow Prearranging a
Substitute

Indicates if this administrator can prearrange a substitute. This is applicable onl
when modify Jobs is enabled.

Allow Job Overrides

Indicates if tle administrator can perform job overrides. Overrides allow the
administrator to override system restrictions/limitations in order to create a job,
required.

Location Balances

Controls access to location balancdsccess is not enabled, the location balance]
menu item will not be visible.

Priority Lists

Controls access to priority lists. If access is not enabled, the priority list menu itg
will not be visible.

Do Not Use

LT LINRAR2NRG fthisfidldis chetkeds pessddhielfcansview dr yidelify
Not Use Lists within the priority lists. Administrators that are required to docume
why a substitute should not be used at their location, would not allow site
administrators to update their Do Notdd list.

Auto Assignment

LT LINA2NRGe fArada Aa dqaz2RATEIé | yR
Auto Assignment lists within the priority lists. Operators that are required to con
the auto assignment of substitutes would not allonesiidministrators to update
their Auto Assignment list.

Profiles- Employee

Controls access to the Employee profiles on the Profile New and Profile
Inquiry/Reports menu items. If access to both profile items is not enabled, these
tabs will not be visible.

Profiles- Substitute

Controls access to the Substitute profiles on the Profile New and Profile
Inquiry/Reports menu items. If access to both profile items is not enabled, thesg
tabs will not be visible.
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Profile New

Administrator Menu

Setting

Description

Profilesg¢ Substitute
Restriction Exempt

Indicates if the administrator can view/modifyK S W9 E S Y LJi
fields on the Substitute Optional Information page.

FTNRY
LT &a+ASsél KNS 9FYIYoLOIS RENR Y K2 dzZNB  NB a i N
Substitute,Optional Information page, but cannot be modified.

L Wievla 2 RA F & ¢ A dexdéngtlonfieldsRan baiokiffed to enablehe
administrator tofill jobs with substitutes that will exceed thveork hourrestrictiors.

Profiles¢ Employee and
Substitute PINs

When this option is ert@led, employee and substitutpasswords wiltlisplayon
exports andeports.

Profiles-PIN

Administrators can view other location Administrator profiles if
View/Modify for the Profileg, Administrator option issnabled. This profile
level access takes precedence over the View Employee ID and View
Substitute ID parameters on the Parameters: Administrator page.

Profiles-General

/2y iNRfa GKS aGY2RATe&é¢ OF LI 6Af A GPRofileF 2
tab is the first tab on a profile and includes name, address, etc., as well as on/o
settings to set a profile as an Administrator, Employee, or Substitute profile.

The default value for this permission is enabled and allows the Delete and Save
buttons on the General Profile page of any profile type to display. When this
permission is disabled, no modifications will be allowed to the General profile tg
The Return to List button will display if the profile was found by a search.

Note: To modifythe on/off settings to set a profile as an Employee, or Substitute
the user must have Modify permission for Employee or Substitute profiles (see
above).

Custom Fields

Controlsthe display otustom fidds on the Profile recordf View and Modify are
unchecked, the Profile record will not contain a custom fields section.

LT azxASs¢é échsiom8ejiig 6 & Sdishlagbrythe Profile page

LT da2RATe ¢ palametessiyria austéniRiElcah Kehodified by the
administrator.

Repors Module

When this option is enabtl, the Administrator menu bar will contain a Reports
feature.

Custom Reporting

When this option is enabled, the Repontenuwill contain a Custom Reports
option.

Operator:

System Configuration

Allows access to all menu items found on the System Configuration menu.

Note: If View or Modify is checked, the profile is considered an Operator.

System Operations

Allows access to all menu items found on the System Operations menu.

Note: If View orModify is checked, the profile is considered an Operator.

Do Not Use Threshold
Email

When this option is enabled, the Operator will receive an email when a substitu
reaches the configured threshold for a Do Not Use reason. An email address m
be popuated in the Operator profile. This field is disabled by default and will apy
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grayed out. To enable this option, at least one View or Modify checkbox must b
selected for System Configuration or System Operations.

Location Access

Administrator accesis restricted to specified locations and location groups. Administrators may view or modify

jobs, employees, and substitutes only for the locations indicated on the profile. The location access screen displays
all the locations and location groups in therofile. Locations can be added or deleted from the administrative

profile.

The ID and Name appear in the first section of this screen. The list of locations already assigned to the profile is
listed on the location pullown menu sorted by location gupsfirst and then by name.
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Memnu

Administrator

Hame: JonesMetta
Access D 102114

Return To Inquiry

Hews Location Access

Location: | v

Location Access List
Deleta? Type Hame

To add a location(s) to the list, select either a location group or a location from thdqwai list.
ClickSave The administrative profile list will redisplay.

To delete locations from the list, check the delete chmpknext to the location or location group you wish to
delete and then clicbelete The location is removed from the Location Access list. The administrative profile list
will redisplay.

Completing the Employee Profile

Once you complete the primary infmation on the Profile screen and clilave the Profile screen is redisplayed
with an Employee tab. The features available from the Employee tab allow you to enter the additional information
required to complete the employee profile.

Profile was added. To complete profile a schedule must be entered.

[“Frre | empoes |
Frofile last updated on 06/13/2010 by ZZ, TEST SUPERVISOR
" Access ID: 171444 FIN: 121213

" Last Mame: |Jones |

First Mame:  |Jack |

External ID:

Telephene Number: I:l 7 Resete Registerad on 0632010

E-mail

Address Line 1

|
]
Address Line 20 |
city: |
StaterProw: || zipPostal: ||
Gender: l:
* Language:

“Type: [T ks pdministrator [ Active

[ 1z Emargeney Contact

M 15 Emplayes M active

* Calendar: | All Lacations =

I 15 Substitute I active
[7 Awailable for New Jobs
[ swailable for Long Term
[ 1= ceifizd

[™ sailable for General Calling

[suve | oetete | Retor ot |
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The following €atures are available from the Employee tab:

A SchedulegA Y F2NX I GA2y 2y GKS
FyR OfFaaAFAOlIGAZ2yad ¢K
reporting purposes.

SYLX 28S5SSQa ¢2N)] aOKSRdzZ Sz f
f26Said NIy lAy3a t20FGA2Y |y
A Absenceg; information about absencef®r the employee using various search options.

A Calendarcabsence information in calendar format and the ability to access job information for a calendar
day.

A Datesc date information on an employee, such as birth date and hire date.

A Optional Infog additional information specific to this employee, such as itinerant schedule information,
budget code information, or special comments on the employee.

p>N

Priority Listsg information on the list of substitutes to be called first when an absence is regdar the
employee.

A Reason Balancessetup and maintenance of employee reason balances

A Report Detailc profile and job information can be selected to print on the report.

Schedule

Administrators can access, create, modify and delete schedules.

Schedule

[Pt | Empoves |

Mame: Johnsdack
Access (D0 1114494

m Return To Inquiry

The Schedule page collects information on the locations the employee will work, the classifications the employee is
authorized to work and the work days and times. Employees can have unlimited numbers of work schedules.

Multiple employeeschedulesan becreatedfor the same location/classification combination and schedules can
consist of overlapping days and times. Each schedule crehtedever must have a unique location/classification
order.

Various kinds of schedules can be created, such as:
1 Schedles can be created with different times for different days at the same location.
1 A schedule can consist of different classifications for the same location
1 A schedule can contain multiple entries for the same location/classification combination
1 Alocation can have many classifications in the same work schedule.

When employees report an absence, they must select a work schedule if they have multiple work schedules for the
same day. Employees must report an absence for @awk schedule. Differg substitutes will be found for each
absence.
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Adding Schedules

Click New to create a new scheduléne New Schedule page displays.

ule
| Fofile | Empioyee |

Apcess (D

Mame: JohnsJack
111444

Newr Schedule
Order

*Location: | | |

v

= Classification: l:l |

9|

* Schedule: |7 Use Location Default Times -or -
(hh:mm am)

[F more
®Sun Mon  Tue Wed Thu Fii Sat

r »w F F F FF [
[ Save T Return To it | Return To Tnquiry |

= Start Time ®

(hh:mm am)

(I I

End Time

To create a schedule, select the location and classification from thedbom menus, assign an order number for

GKS t20lGA2Y

FYR Ot aaATAOLGARZY

FyR O2YLX SGS (GKS

the schedule or a differergtart and end time can be entered for the schedule.

Setting up Flexible Schedules

30KSR(

NOTEIf an employee has multiple schedules for the same classification they may not be able to create an absence
on thetelephonefor every one of the schedule entries fioat classification. They will be able to create the absence

on the Web.

Whena work scheduleequires different times on different days of the week, click khere link, located above
the days of the week checkboxes enter work day and start/end tira information The New Schedule page is
redisplayed withday and time fields for the work weeKhe fields are populated with current schedule

information.! #2NJ] &aO0OKSRdz S OFly KIFI@S RIea GKIG dzasS (k&
end time.
I —
[Pt ] Srpiores |
MName: JohnsJadk
Accesz 1D 1114449
Mews Schedule
Order
*Location: | | | v
 Classification I:l ‘ V|
® Schedule |7 Uze Location Default Times -or - ® Start Time *End Time
thhemm am)  Chhemm am)
=l Less
® Start Time  * End Time Use Location
thhemm am)  ¢hh:mm am) T Default Times
s O T ] r
o @[ 1] W
wew [ ] 0w
wed B[ ][] F
mE ] ®
ST e —
S I i i B =
[S2ve T Return To it | Return To Toguy |
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For eachof the work days in the scheduleenter the desired changes to work day and timélck Save to save the

work scheduleThe new schedule displays on the Schedule List.

To exit the form without saving scheduling informationclctheLesdink. The default Schedule page is displayed

with the Schedule fields enabled.
Field Name Description

Order Enter a numeric value to indicate the order for the selected location and
classification. The lowest ordered location is considenedprimary location of
the employee for reporting purposes.

Location Select a location from the putlown menu. Unlimited locations can be entered
2y Fy SyLXt2eS8S8S0a LINRTALISO

Classification Select a classification from the pdibwn menu.

The classication indicates the job(s) performed by the employee. An employ
can perform multiple jobs at the same location. A different work scheduled it
not required for each classification. Each classification is givenden The
lowest order on the primarjocation is considered the primary classification fc
reporting. When employees report an absence, they select the location and
select any classification that is at that location.

Schedule Click theUse Location Default Timebeckbox to have this schedule use the

a8t SOGSR t20F0iA2yQa 62N GAYSaod L7
employees (with this box checked) will use the new times.

If Use Location Default Timisnot enabled for the schedule, enter a stand
end time for the schedule and select the workdays by clicking the appropriai
day of the week checkbox. Any changes to the schedule times must be
performed through a modify action.

More/Less links

For schedules with different times for different wodays, select th&lore link

to display the additional fields for entering different schedule times. Each wc
RIFe Ay (GKS a0OKSRdz S Oly KIF@S | RAT
default times.

Click theL.esdink to redisplay the default fedule page without saving any

scheduling information.

Schedule List

¢tKS {OKSRdzZA S [Aal RA&LILI&& I ff 2F (GKS SyLx 2eS
GKS 62N)] RlI@dad LF | f20F0A20QBaGEA BN d 2SI d
start/end time information. Schedules can be modified or deleted from the Schedule List.

SQa
83 SR
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KName: Jonas,Bill
Access (D0 410440
[ New [ Return To Inquiry
Scheduls List
Losation?
Delete | Order Classification il ‘ Mo | Tu | i | Th Fr 53
Start Time 0300 #hd  03:00 A 0300 2hd 03:00 A 0500 Al
r ! W End Time 0500 P 0500 P 0500 PRA 0500 Ph 05:00 PM
ELEM: MONTESSORL |5 gime Yes Yes Yes Yes Yes
2 ADAMS ELEMENTARy S Tme 0700 A 07:00 A6
g CEMeE MY EwTme 0200 P 02:00 PM
_—Lt—= Loc. Time Mo Mo

Modifying Schedules

To modify a work schedule, click on the Location/Classification link for the work schedule $chibdule List. The
Modify Schedule page is displayed.

Madify Schedule
Order

* Location: |2 ADAMS ELEMENTARY 310 v
* Classification: |2 A-EL T AIDE SPDFL 41 ¥
* Schadule: ® Stat Time " End Time Uze Location

(hhemm am)  ¢hhemm am) T Default Times

07:00 Abd 02:00 P
07:00 Abd 02:00 P

5
I I B B R R I |
I i R R A |

m Return To List | Return To Inquiry

Make any changes to the schdd times/days ad then click Save. The updated schedule is displayed on the
Schedule List.

Absences

The Absences tab allows you to view information about absencabdagmployee. You can enter the job number
or enter any combination of the search criteria. TMere Search Optiortsutton displays additional search fields
that can be used to narrow the search. Searches can be specified for a location, classifeedion group,
classification group, substitute, budget code, or reason. The Locationdinep menus will display all authorized
locations and location groups. Similarly, the Classification-daven menus will display all defined classifications
and clasification groups. You can create a report based on the search results, and export job information.
Exported information can be used in other databases or applications.
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Field Name

Enter Job#

Job Type

Job Status

Sub Status

Search From

Sort Order/Then By

Job Imquiry

[P | s |

Search Criteria

oR

dob Type: & a0 absences  © Vacansies
Job Status: | Open & Active |
Sub Status: | All -

Search from: Search to:

MDA D DAY

Records Per Page: 50 -

m Create Report m More Search Options

Description
The number assigned to the job when the jobs created.

Click in the appropriate box to indicate if you are searching on all jobs, absence
vacancies.

Select a job status to search on from the gldwn menu. The job status indicates
the current condition of that job.t8tus conditions include: All, Open & Active,
Open, Active, Finished and Verified, Finished, Verified and Cancelled.
1 Open jobs are for today, but not yet ended, or for days in the future and a
substitute has not yet been assigned
1 Active jobs are for todaybut not yet ended, or for days in the future and a
substitute is assigned
1 Finished jobs have completed
1 Verified jobs have completed and are marked as verified
1 Cancelled jobs are only jobs that have been cancelled.

Select a sub status &earch on from the puliown menu. Jobs can have various
subsidiary statuses, but have been categorized into the following three categori
All, No Sub Required, Filled and Not Filled.

{StSO0 I &SI NDK FNRYk a§dbdthakstaded énaR |
particular date, ended on a particular date, or occurred within the date range.

Select the sort order from the putlown menu. To further define your sort, select
secondary sort order from th&hen bypull-down menu. Sort options on both menu
are Budget Code, Classification Name, Employee Name, End Date, Job #, Loc:
Name, Reason Name, Start Date, Job Status, JoBtats, and Substitute name.
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To perform a more specific search, clidkre Search Opins. Thdollowing screen displays.

Field Name

Classification Group

Classification

Location Group

Location

Reason

Employee Access ID

Substitute Access ID

Budget Code

Reported On

Classification:
Classification Group:
Location:

Location Group:

<€) | <€l <[ <€

Reason:

Emploves Ascess1D: 410410

Substitute Access (D:
Budget Code
[ Jobswith Cancelled Assignments

Reported fn: [ Jobswith same day Cancelled Assignments
AMDEATT

Assigned on: =] Job with minimum # days duration:
MDD

Sort Order: | Joh # =] Thenbw =

Records Per Page: (G0 -

[ Saarch | croate Raport | Export |

Description

Select a classification group from the drdpwn menu or leave this field blank.
If you select a classification group, only jobs with that classification grouappitiar
in the search results.

Select a classification from the drafown menu or leave this field blank. If you selec
a classification, only jobs with that classification will appear in the search results.

Select a locatin group from the droglown menu or leave this field blank. If you sele
a location group, only jobs for that location group will appear in the search results.

Select a location from the dregown menu or leave this field blank. If you select a
location, only jobs for that location will appear in the search results.

Select a reason from the dregiown menu or leave this field blank. If you select a
reason, only jobs with that absence/vacancy reason will appear in the search resu

¢2 aSIFNOK FT2N) 220a lFaairdaySR G2 | aLls
number. If unknown, click Name Lookup to search for the employee by name.

To search for jobs assigned to a specific substeutet 8 ¥ Sy i SNJ (i KS
ID number. If unknown, click Name Lookup to search for the substitute by name.

Enter the budget code assigned to the job. The budget code can be from the emp
profile, a default location budget coder a budget code entered with a reason when
the job was created.

Searching with this date field results in displaying jobs that were reported on the d
indicated.
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Field Name Description
Assigned On Searching with this date fiel@sults in displaying jobs that were assigned to the

Jobs with Cancelled
Assignments

Jobs with Same Day
Cancelled Assignments

Job with Minimum #
Days Duration

Sort Order

ThenBy

Creating the Job Report

substitute on the date indicated.

Check this box to search for jobs that contain cancelled assignments.

Check this box to seeh for jobs that contain same day cancelled assignments.

To search for jobs that are a minimum number of days in length, enter that numbe
this field.

Select the sort order from the putlown menu.

Select a secondary sort order to further organize the search results.

ClickCreate Repotto print the details from the job search. The Job Report screen is displayed. Select the detail
and summary information for the job pert and then click/iew Reporto preview the report.

Report Title

[ Frimary Sort is on a Nem Fage
Mote: Report Sactions must be selected for the fislds to print

¥ Frint Details

W Location I Filling Method 7 Last Modity daterby
o cd Units ¥ Reported daterty
¥ Reason ¥ sob Time ¥ verified dateiby
W patestTimes ™ Budget code I commants
Substitute Ernployes:

¥ hame M ame

¥ access 1 V' pecess D

W Etemal 1 M Eemalin

W Time traked

¥ Pay Rate

¥ Level

¥ GClass Pay Rate

Prirt Tetals for Primary Sort
I Frint 2 signature line
[ rotals by Reason
™ Totats by Filling hethod
™ Totals by Budgst Codes

I Totals by Job Status

Prirt Totsls =t the end of the report
™ Totals by Reasan
I Totals by Filling Method
™ Totals by Budget Codes
[ Tatals by Jab Status

Yiew Report | Return To List
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Field Name Description

Report Title Enter a title to identify the report.

Print Details Click the appropriate box(s) to select the job detail, substitute, and employee

information to includen the job report.

Print Totals for Primary Check the appropriate boxes to indicate if a signature line should be printed anc
Sort select the summaries to be included in the report.

Print Totals at the End of Check the appropriate box fadicate the totals to include at the end of the report.
the Report

Exporting Job Information

Use this feature on the Job Inquiry screen to export information on all jobs in the search results. Exported
information can be used in other databases or applicatiétiter performing your search to select the job
information you want, clickExport The File Download dialog is displayed.

*Format: Fixed Length

Type: g Marmal o Extended

% Lelimited

Delimiter: ||

m Return To List

The exported file is automatically created as a text file. The text file can be imported or opened using a variety of
database aplications.

If you clickOpenon the File Download pagéhe exported file opens in the Notepad editor. If you cheke the
Save As dialog displays.

Sava As @k
Save in (& Deskiop v ]
Y ™y Documents
;) 4 My Camputer
My Recent | My Network Places
Documents
—
Deskiop
My Documert ks
59
My Computer
‘,‘] File nem: v Save
D
MyNetwork | Save as 3 [ ol _|

Select the location where you want to save the file and enter a name for the exported fileS&lieth start the
export process or clickanceto return to the Job Inquiry screen without exporting the job data. When the export
is complete, the following screen displays.
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Download complete

A

[l

= Download Complete

Saved:
+ortJobInfo200506291 357 bkt Fram sfx eschoolsalutions, com

Downloaded: 0 bytesin 1 sec
Download ta: YiEs...\ExpartlabInfo200506291357 . bxt
Transfer rate: 0 bytesiSec

[ Close this dialog box when download completes

[ Open ] [Dpen Fo\der] [ Cloze ]

Calendar

Absence information for an employee can be viewed in calendar format. The calendar starts with the current
Y2y (iK 6AGK odzitizya G2 | O0Saa wkllayyBrihé entplgyee (bdNBrgA 2 dzi
K2f ARF@a |yR dabz2 { do@dhadediingiaghewstartjadzieNdSiRes foRdb$ aiedisplayed.
Clicking thgob numberlink under the calendar day displays job detail information. The Job Inquiry screen is
displayed.

Mame:  ZZ TestEmployee,
Access D 88888888

Return To Inquiry
< Prey Month September 2013 Next Month >

Wed Thu
4 5
n
03:30 Ph - 04:00
Phi

12

18 19 20

23 23 23
07:30 AM - 04:00 07:30 AM- 04:00 07:30 AM- 04:00
P P P
25 26 27

Dates

Y2y

¢KS 51 GSa&a aAONBSy aid2NB arthRiatd] 18ra dai, debtificatioriidaté, Kl otlelimfforzadtS S Qa o .

dates. You can display, add, modify, and delete dates.

MHame: Jonas,Bill
Aocesz D 41040

m Eeturn To Inquiry

Date List
Dele‘te?| Code | Marne | Expire | Diate
|_ CERT Cerification Date Mo 06252010
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Adding Dates

ClickNewto display the New Date screen. Enter the required information and Sheleto add the date to the
profile.

MNenwy Date

" Hame: | ;l
[rrdddiyny]

oste L |

LT DA

m Return To List

Field Name Description
Name The pulldown menu lists the authorized dates.
Date Enter a date by typing the date in the correct format or by pressing the date icor

and selecting a date from the calendar.

Modifying/Deleting Dates

From the Date list, click theodelink for the date you want to modify. The Modify Date screen is displayed.
Update the appropriate fields and cli@ave

Modify Date
* Mame: | Certification Date =1
[rrndddfyno]
. |DBr2E/20M0 R
Drate:
MDD

ToDeletea Date, click the checkbox next to the Date(s) you want to remove from the list and theDelitk

Optional Information

This screen allows you to supply additional information on an employee. After entering the informatioSasleck

Hame:  Jonas,Bill
Access 1D 410410

Return To Inquiry

Use ltinerant Schedule: [
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Field Name Description

Use ltinerant Schedule Itinerant teachers travel to multiple locations. Checking this box allows the employ
to select any location and classification when reporting an absence. If this is not
checked, the locations and classificationaitable when creating an absence are
restricted to those found on their schedule. Itinerant teachers must have a primary
location and classification in their profile for reporting purposes and to obtain their
work schedule.

Budget Code L¥ |y Sabséhce & BilBdXd a particular account, enter that budget code ot
account number in this field. It will automatically be inserted into each absence for
employee unless the reason for the absence requires manual entry of a budget cc
The budget cod on the employee profile overrides any default budget code that he
been defined. The budget code field is validated for the length of the field. Change
this field only affect absences created after the changes are saved. Existing jobs ¢
not automaically updated.

Comments Use this field to record information for which there is not a designated field, for
example, complaints, commendations, special considerations, reason, and date o
administrative action, etc. Employees cannot view the commantsss printed by the
operator in a report. A person that is registered as an employee and as a substitut
does not share the same comments section on the employee profile and the subs
profile.

Priority Lists

The Priority Lists screen allows youassign substitutes to various lists so that they are called first when an

FoaASyOS Aa NBLRNISR F2NJ GKS SYLX 28SSod | adzmadAiddzisS Oy
adzoalGAGdziSQa LINRPTFALS 2N KS anN& Bakiid griorify Asts,(adminittatons dzZNB & . S
and operators must maintain these lists. You can display, add, modify and delete employee priority lists and

change the status of Active Do Not Use lists to Inactive Do Not Use.

Entries on the Priority Listfvift | £ g @4 RAA&LX & GKS adzoadAiiddzisSQa | 00Saa L
Substitute ID parameter in Parameteys RYAYAAGNI §2NE . NPgaASNI ! O0S&aasx Ydzad o0 S
access ID to display in the results list.

Priority List

One itemn found.

1

Dalate I':‘_'aak;iue Substitute = | Access |D|E§’e3’ |List Rezson (Do Mot Use] | Classification Sub List  Leuel

[l SALASBILLY 2T7ET DBA32010  Preferred AELTAIDE 5P DFL 1 1

One item found.
1

| Delete [l Make Inactive |

Make Inactive

¢tKS dal1S LYIFIOGA@Se FSIGdzZNBE SylroftSa FRYAYAAUGNI G2NB (2
checking the box next to the item. Active Do Not Use entries can be modified to Inactive Do Not Use; however,

Inactive Do Not Use entries cannot imedified to Active Do Not Use. Inactive/Active Do Not Use entries can be

deleted.

! adzoal0AddziSQa 52 b2d 'asS NBlIazy O2dzyi Aa RSGESNNXAYSR
Reason. Deleted Do Not Use entries, active or inactive @reansidered in this count.

(@]]
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Entry Date

The date shown in this field is the date the entry was added to the priority list. For priority list entries in the system
prior to Release 1.5, the last modify date for the entry is displayed in this field.

Rea®sn (Do Not Use)

If a record does not have a reason populated, no reason will display in the Reason (Do Not Use) column for that
record. The field will be blank.

Delete
To delete a Priority List, click the box next to the list you want to delete onribatf List screen and clidRelete
Adding Priority Lists

ClickNewto display the New Priority List screen. Complete the settings, andSdie#to add the substitute to the
priority list.

New Priority List
* Substitute:
® List Type: |
Code Name
Classification or v
Does nat apply to 00 fiot Use lists during callout
= Sub List: |1
" Level: [l

Comments:

| save [ Return To List

Field Name Description

Substitute Enter the substitute ID or predéame Lookulif visible) to search for the substitute by
name.

List Type Select a priority list from the putiown menu.

Lists do not require the selection of a classification. If no selection is entered, this
substitute will work for the employees even if the employee has multiple
classifications.

The Active Do Not Use, Inactive Do Not Use and Automatic Assignmentdistseaed
to administrators based on their administrative profile setup.

Reason The Reason dropdown only displays when the list types of Active Do Not Use or Inacti
Not Use are selected. The screerdisplays with the Reason drajown field forselecting
a reason.

Classification Code The classification code can be entered, if known, instead of selecting a classification fi
or Name the pulkdown list. The Classification pddwn contains the classifications found in the
SYLX 2888Qa LINBTAf So®

Sub List A numeric value that indicates the order in which substitutes will be called. The substit
with the lowest number is called first for an assignment.
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Level A numeric value that indicates the order substitutes will be called within a sublist. Th
substitute with the lowest number is called first for an assignment. Level is typically us
indicate seniority. For example, ardgjit seniority date can be entered for the level, suct
as 20040101.

Comments Optional informational can be added gmiority lists. This field is alphanumeric and up to
256 characters.

Modifying Priority Lists

Click on theSubstitutelink of the priority list to display the Substitute Priority List Modify screen. Update the
appropriate fields, and clicRave

Modify Priarity List
Substitute:  SALAS BILLY
List Type: Preferad
Classification:  A-EL T AIDE SF DFL
Does rot analy o Do Aot Ulse lists dudag calloat
* Sub List: |1
® Level: |1

Comments:

| save W Return To List

Reason Balances

This feature allowgou to view and modifyeason balancefr an individualemployee The Reason Balanceist
provides the following reason balance information:

1 Reason name
f ¢ K BsesiAllocationrBmQeason nameif the reason counts towast y 2 § KSNJ NBI a2y Qa ol f |y
1  Calculation dateof the reason
I Timeallocated to the employee for threasonusage
1 Remaining hlance for the reason
| protie | empioyee - |
MName: Smith,Barbara
Access ID: 123401863
Reason Balances List
Hame + | Uses Allocation From | Calculation Date | Allocation | Balance
Professional Development 02/03/2013 40:00 40:00
Allocated 0272772013 2500 25:00
Family Leave 02/02/2013 40:00 40:00
Sick Family Leave 02/03:2013 40:00 40:00
Ifl NB lremaiying Balance is zero and the reassonfigured taestrict absences when the balance is zero,

the employee will not be able to create an absence using this reason. Reasons for absences and limitations on the
use of a reason can be tracked.

2 KSy | 220 A& Ol yénSoh klghees updatel Th&ivid pregicuSySi€dactetitor the cancelled
jobisk RRSR o6 O1 ( Zreasofb8lan&Y LI 2@ SSQa
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All reasons that are set up to use reason balances are disptay#te Reason Balances LiReasons are defined
by selecting the Reasons menu item dahdn the Absence/Vacancy Reasarsion.

Modifying Reason Balances

To modifythe calculation date and/or the time allocated to the reasolick on thereason name. Ae Modify
Reason Balances screisrdisplayedUpdate the desired fields and cliSlave

Modify Reason Balances

Reason Mame: Professional Development
* Calculation Date: 02/08/2012

[MM/DDNYYYY)

* Allocation:  |40:00
(HHHHHH: M)

Return To List

Field Name Description

Calculation Date 5F4S GKS SYLX2e8SSQa IoaSyoS NBO2N
time.

Allocaion The hours/minutesllotted to an employee. Tik number replacethe
previous value for the number of houmsinutesthat are allocated to the
employee for that reason.

Report Detall

The Report Detail screen allows you to enter a date range for the absence information and select tfoe data
include in the report.

Custom Report Detail

Employee Detail

Report Criteria Return To List
Access 102123401863

Expand

Sort Listby:|[Name
Thenby:|AccessID v
Output Format. | HTML &

Display Fields - [ Select/Deselect All
[ Primary Sortis on a new page
[ secondary sort prints on 3 new page

Absences: From To

(MM/DDAYYYY) (MMDDYYYY)

Name [ Address [ Prierity Lists

[ Access 1D [ Basic Information [] Reason Balances
OPin O comments [0 schedule

[ web UserID [ Dates

[ web Passward [ custom Fields

[ External ID

Report Title: |Employee Detail

Save Report As:
Name: [Employee Detail Save Report Save & Schedule

Description: [Customized report of employees

Return To List
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NOTEThe Web User ID and Web Password fieitlsonly display if the district is configured to use these fields for
SmartFindExpress web login.

The report automatically displays in the Adobe Acrobat reader.

Employee Detail

For Mar 01, 2013

Langston, Ky
sehsauis Los  cass Losation cussmestion Dstautt startena Tims won: Degs
Ordsr o codt Cot Times
1 1 Lste My Hign Semvol Eemery No 1000 A - 05 00PM MTWTR
0030 Urpsis
s 100 i
No 1200 A~ 1158PM
0030 Urpsis
es 0800 AL - 0307 PH s
0030 Urpsis

“Tots numbsr of smploysss 1

Completing the Substitute Profile

Once you complete the primary information on the Profile screen and Sheie the Profile screen is redisplayed
with a Substitute tab. The features available from the Substitute tab allow you to enter the additional information
required to complete thewbstitute profile.

Profile was added. To complete profile a schedule must be entered.
Substitute
Frofile last updated on 061442010 by ZZ, TEST SUPERVISOR
T Access D FIN:
® Last Mame: |Max |
First Name: |Mike |

External IC:

Telephone Number: |:| 7 Reset? Registered on 06142010

E-mail

Address Line 1

]
]
Address Line 2: |
city: |
StaterProv: || ZipPostal: | |
Gender: I:
® Language:

“Type: I i pdministrater T active

7 1s Emergency Contact

[ i Employes 7 active
* Calendar |AII Locations = |
¥ 1= Substitute M pctive

p Forailable for New Jobs
¥ awailable for Lang Term
V' 1z cettitied

¥ uwailable far General Calling

m Return To List
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The following features are available from the Substitute tab:
A SchedulegNS O2NRa G(GKS &ddzoadAddziSQa RFEAf& FQFAflLOoAEAGE F2
A Classificationg; sets up the classifications that the substitute is qualified or willing to teach.
A Locationsc records the locations where the substitute will work.

A Assignmentg; displays information on the assignments the substitute has worked or will work.

A Calendarc provides the assignment information in calendar format.

A Statisticsc displays statistical information about calls made to the substitute.

A Certificationsc stores certification information about a substitute.

A Datesc stores date information on the substitute, such as birth date and hire date.

A Optional Informationg stores optional information on a substitute, such as level and pay rate.

A Priority Listsc maintains information on the priority lists to which the stibste is assigned.

A Unavail Dates; records the periods where the substitute is not available for work.

A Rpt. Detailg provides a detail report on the substitute based on the categories selected.
Schedule

¢KS {OKSRdzZ S (I 0o NBOwiNRIiy. Thikéd albwzydu ioadddaiodi ar defete Hdilye |
availability information.

Scheaue |
|_Profile|
Mame: ZZ Test Substitute Sub
Access|D:  TYTTIT7777
[new JReturn To 1ngury |
Schedule List
Delete? | Day | Type | Times
O Monday Available 0700 AM-12:00 FM
O Monday Available  01:00 PM-06:00 PM
O Tuesday Available Al Day
O Wednesday  Available  All Day
O Thursday Available Al Day
O Friday Ayailable Al Day

Adding/Deleting a Schedule

ClickNewto display the New Schedule screen. Enter the days and times the substitute is available for work and
clickSaveto add thiss OKSRdzf S (12 (GKS adzomadAilidziSQa LINRFALT SO
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Mew Schedule
*Sun Mon Tue Wed Thu o Fri Sat
- WV W W I W [ tstatTime + End Tima Al Day
[Rh:rm am) [Rhzrmm am)
Aorailable for assignments: -or- F
The system will HOT call: -or- -
[ save | Return To List |
Field Name Description
Day LYRAOIGS GKS adzmadAiidziSQa RIAf & | @I
Start Time/End Time selecting the days, eithekll Dayor a time range must be present. Each day of the

week can have a different availabiliypd have multiple availabilities.

Available for assignments Enter the times of the day that the substitute is available to work. Each day can
multiple times.You can indicatéll Dayinstead of entering a time. Enteringl Day
will allow the substitute to be offered or assigned to any job for that day.

The system will NOT call L Rllow calling times to be modified, A a Syl o6t SR @ybstiiuk S
tab, calling times for substitutes can be modified. Calling times are modified wht
the substitute does not want to be called during regular calling hours for every ¢
of the week. To set a time for a substitute, enter a start and end time. Chegking
Daywill ensure that the substitute will never be called during the days specified.

To delete a schedule from the Schedule list, click the box next to the schedule you want to delete dbdletek
Classifications

Classifications are entered on tpeofile to indicate which classifications the substitute is qualified or willing to
work. A substitute that does not have any classification codes selected on their profile will not receive any job
offers unless:
A The system s calling from the generaflE G KS & S| NG2feraNIitfcdlls SutStiuliea hadng d
FG t€SEFad m Of | &aA T As@ot hicRey and theiprofilgiifditaies tha they et toNHzE S €
be called from the general list
A The substitute is on a priority list, or is spésiffor the job.

Unique situations may require the absence of classifications on a profile. For example, a retired teacher that only
wants to substitute in a particular area and does not want to receive a lot of telephone calls. If no classifications
are entered on the profile, this substitute will only be called if requested. Also, this substitute should not be on a
priority list, or indicate that they can be called from the general list.

The Classifications tab allows you to add, modify, and deletsifitagions. The classifications appear on both the
classificatonpulR2 gy f Aad FyR 2y GKS fAad 2F OftraaifFAOLGAZ2YEA AY
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MName: hax hlike
Accesz D S55666

Mote: To complete a Profile the Schedule, Classification, and Location infor ration rmust be entered

['New ] Return To Tnquiry |

Classification List

Select | Code - | MName | Pay Rate | Lewsl
| ELEM ART 1
I~ oz SEC MUSIC i
| ] AD-COUNSELOR i

[t | Delate | Modty |

Adding/Deleting Classifications

ClickNewto display the New Classificatioorsen. Enter the classification settings and c8elveto add the
classification(s) to the substitute profile.

Field Name

Code

Pay Rate

Mew Classification

Code: Fay Rate: Level Classifications:

»

| save | Return To List

Classifications

4ZF DAILY PROFESSIONALY BENEFITS

A-DEAF EDUCATION TRANSCRIBER

&4EL T AIDE 5P DFL

A-EL TA DEAF INT

HEL TA-SPED AL

AELTA-SPEDBIC

AEL TA-SPED BIL v

Mote: Multiple Classifications can be selected from the pull-down list

Description

The classification/classification group code can be entered if known. Otherwise,
select the classification(§om the pultdown list. Either a code or a
classification/classification group name must be selected in order to add a
classification.

The rate of pay that the substitute will receive to teach the classification. If the
substitute always hathe same rate of pay regardless of the classification being
taught, then enter the pay rate on the profile, and do no enter a pay rate in this
FASEt RO 9YUSNAY3I | @FfdzS KSNB gAftf 2

The pay rate is automatically insertedarob record when the job is assigned of re
assigned to a substitute during job creation, job modification, substituteocalbr
substitute callin. Pay rate can be updated from the Job Details screen, once the
an assigned substitute in the job reglless of the job status. Pay rate is adi@it
alphanumeric field and is shown on the job report and export formats.
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Field Name Description

Level If Use Level to determine calling ordeenabled on the Parameter&eneral tab,
the substitute has to be assigned a level. When the system calls out from the
classification lists, this level is used to determine the order in which substitutes
called. Substitutes can be on an equal lelfethe substitute always has the same
level regardless of the classification being taught, then enter the level on the
Optional Information tab and do no enter a level in this field. Entering a value he
will override the level found on the Optional émfation tab. If the calling order is
by seniority order, then the level could indicate a seniority level, such as their
seniority date. The level can also represent a number that identifies certified
personnel that would be called before naertified pesonnel.

Classification This puldown list contains all of the classifications and classification groups tha
y2i FtNBIRe& F2dzyR Ay (GKS adzomadAdiddzi$
groups can be selected.

To delete a classification from the Classification list, click the box next to the classification you want to delete and
clickDelete ClickingSelect Aland thenDeleteon the Classifications screen will remove all classifications from the
list.

Modifying Classifications

To modify a classification, select the classification and then click Modify. Cldengt Aland thenModify on the
Classifications screen will update all the classifications in the list.

Modify Classifications
Fay Rate:

Level:
Maote: Al selected Classification(=]will be updated

m Return To List

Locations

The Location tab records thedations for which the substitute will work. A substitute that does not have any
locations will not receive any job offers unless the substitute is on a priority list, or is specified for the job. A
substitute can be assigned to location groups as wet @sdividual locations. When calling from the general
location list, only substitutes that have the location of the job in their profile are called.

The Locations tab allows you to add, modify, and delete locations. The locations appear on both iba loaht

R2gy tAald YR 2y GKS tAad 2F t20FrdA2ya Ay (GKS adzadAaidz

Name:  MaxMike
Access D) GS6666

[ New | Return To Inquiry

Location List

Delete | Type | Code = | Name
l- Location 105 AAMLNE EL

r Location 503 ALCOTT ELBMENTAR Y

[ select all | Delete |

HNote: To complete a Profile the Schedule, Classification, and Location infor mation must be entered
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Adding/Deleting Locations

ClickNewto display the New Location screen. Enter the location information and®tieckto add the location(s)
to the substitute profile.

News Location
Code:

Locations il

ADAMS ELEMENTARY
ADELPHI ELEM

Al BAMIDDLE SCHOOL
ALCOTTEL

ALLEMEL

ALMEDAEL
ALTAACRDEMY =
Hote: Multiple Locations can be selected from the pull-down list.
| save | Return To List |
Field Name Description
Code Enter the location code, if known, for the location.
Name Select a location from the pull-down list. Multiple locations can be selected.

To delete a location from the Location list, click the box next to the location you want to delete andedktk
ClickingSelect Aland thenDeletewill remove all the locations from the list.

Assignments

The Job Inquiry screen is used to view infation on the jobs that the substitute has worked or will work. You can
enter a specific job number or use any combination of the search fields to search for job information.

Search Criteria

Enter Job #:
oR

dob Type: @ s O apcences  © Vacancies
Job Status: | Open & Active -

Sub Status: | Al - I
Search from: = Search ta: =
MDD MILDOAT
Sort Order: | Job # | Thenby -

Records Per Page: 50 - I

m Create Report m More Search Options

TheMore Search Optiortautton displays additional search criteria to furthaéefine a search. Searches can be
specified for a location, classification, location group, classification group, substitute, budget code, or reason. The
Locations drogdown menu displays all authorized locations. The classification-domm menu displayall

authorized classifications. You can create a report based on the search results and export job information.
Exported information can be used in other databases or applications.

w S F S NJ dorapleting the Employee Profile a SOG A 2 y T 2usihgihy jBlRindiviry, joIa répgrt, angl
export screens.
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Calendar

The assignment information for a substitute can be viewed in calendar format. The calendar displays the current
month. Job detail information can be accessed from the calendar by prebsijmp numberlink that displays

under the calendar day. Neworkdays (based on their daily availability) are shaded gray. If the substitute is
assigned to one or more jobs in a day, the job numbers will display with the startAiadability times and
unavailability times are displayed on the calendaelecting thgob numberlink displays thebb Detail screen

[ [
Calendar
Name:  ZZTest Sub 01,Sub
Access ID: 777777001
Return To Inquiry

November 2013
----- e -
AVEH All Day U avail A\/EH All Day A\/EH All Day
[IEEI[IAH 10:00 10:00 AM - 12:00
AW Pl
[IZ 00 PM -04:00 03:00 PM - 05:00
PM
1 12 13 14 15
Avail Avail All Day Avail All Day Avail All Day Avail All Day
06:00 AM - 10:00
AW
[IZ 00 PM -04:00
18 19 20 2 22
Avail Avail All Day Unavail All Day 141 Avail All Day
06:00 AM - 10:00 08:00 AM - 04:00
AW PI
UZ 00 PM - 04:00
25 26 27 28 29
Avail Avail All Day Avail All Day Avail All Day Avail All Day
06:00 AM - 10:00
AN
UZ 00 PM - 04:00

Availability

The dally availability stagnd endtime will display if the substitute meets the following criteria:

A Thesubstltutehasaul Gdza 27 O(I Ot Ar@Se
A 4! @rAtlrofS bSg W20a Ad SylroftSR 2y G(KS tNRFTAES Gl o
A The substitute does not have a job on that day
A The substitute does not have an expiration date on the Dates tab
A The substitute has daily availability for that day of the week onSbieedule tab
A An unavailability date has not been entered for that day on the Unavailable Dates tab.
Unavailable

LT GKS &adzoaidAddziS Aa y2i4d F@FrAflotST GKS al!yl@rAatée 1 oS
startand endtimes of the unavailability is displayedlultiple unavailable dates can be entered and displayed on
the calendar.

Statistics

The Statistics screen displays Statistical information on calls made to the substitute. The information is divided into
two sections: Wdk Units and Calls for Available Assignments. The date range defaults to the current date and the
statistics display without having to preSearch A date can be specified by-emtering a date and pressirggarch
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Substitute
Statistic=
Hame: b &z, Mike
Access ID: 555666
From: Ta:
Date:  [05,14/2010 | = [osA4s2m0 | Bf
DDA ANDDAT e
[Search | Return To Inquiry |
L=st Day:
Last day called:
Last day call disposition:
Last dawwaked: Mone
wiork Units:
Start Date:
Allacated: 0O
Femaining: 0
Statistic=: 0BM 452010 - 0642010
Calls for Awailable Assignmerts # of Calls # of Assignments
Total: u]
Phone - Accept: o ek - Accept: a
Fhone - Decline: a feb - Decline: a
Fhane - Hangup: o Aszigned by Admin: a
Anamer Machine: o Fre-arranged: a
Blusy: o Auto Assigned: a
Mo Anzmer: a Cancelled by Admin: a
Mo Ring Badk: o Cancelled by Sub: a
Operator Intercept: o Cancelled Other: a
# of Assignments Called for: a
Field Name Description
Last Day ¢tKS RIFIGS SyGSNBR FT2NJ GKS aSIFNOK Aa y
information. The date, time, and disposition of the last call made to this substitute
displayed. The possible dispositions are listed below with a description (Calls for
Avalable Assignments.)
Work Units If this field is active, it displays the number of work units the substitute was allocat
and how many remain for the specified period. Work units are set up on the Optio
Information screen. A number is this field limgubstitutes. If the allocated value is
reached, the substitute can no longer be assigned to jobs.
The operator typically resets and allocates substitute work units before the school
starts.
Statistics Statistics are determined by the date ranggered.
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Field Name

Adding/Deleting
Certification Records
Calls for Available
Assignments

Phone- Accept
Phone - Decline

Phone- Hangup

Answering Machine

Busy

No Answer

No Ringback

Operator Intercept

Web Accept

Web Decline

Assigned by Admin
Pre Arranged

Auto Assigned

Cancelled by Admin

Cancelled by Sub

Cancelled Other

Description

Displays the number of calls the system made to the substitute for available
assignments by the following categories:

Calls for Availablaéssignments: # of Calléll Assignment calls the system made to
the substitute.

Calls for Available Assignments: # of AssignmeXtsnber of times the system
attempted to call the substitute to offer an available assignment. .

Numberof times the substitute accepted job via IVR Assigned or IVR Sub Search.
Number of times the substitute declinedjob via IVR Assigned or IVR Sub Search.

Number of times during Assignment Calls where an answer occurred, a substitute
logged into the system, but then disconnected without an accept or decline action

hyteée LIWXEAOFGES AT GKS &aeadsSy LalNIKNY
The number of times a message was left of an assignment on an answering mact
during Assignment Calls.

Number of times the system detected a busy line signal for Assignment Calls.
Number of times that an Assignment Call wigade, but no connection was
established; or a connection was established but a PIN was never entered. This
includespickupsby an answering machine and fax machine.

Number of times the system attempted to make an Assignment, heard dial tone,
dialed the number, but never heard ringing that the call connected.

Number of times the system attempted to make an Assignment Call, heard dial to
dialedthe call and got a message from phone carrier that call could not be comple

Number of assignments the substitute reviewed via the Web and selected to Acce
Number of assignments the substitute reviewed via the Web and:tld@o Decline
(they may review more assignments; this count is for the assignments they actual
took the action to Decline).

Number of assignments for the Substitute that were assigned by an Administrator

Number ofassignments for the Substitute that were assigned as eapi@ngement.

Number of assignments for the Substitute that were assigned via the Auto Assigni
step/rule.

Number of assignments the Substitute had, but caleckl

Number of assignments the Substitute had, but was cancelled either by the job be
cancelled or an Administrator cancelled their assignment.

Number of assignments the Substitute had, but was cancelled eithdrebjpb being
cancelled or an Administrator cancelled their assignment.
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Certifications

The Certifications screen stores certification information on the substitute. Certifications are defined and set up by
the operator. Certifications are stored fdata collection purposes and print on substitute reports. Substitutes can
be searched by certification code.

Mame: haxMike
Access [D: 555655

m Return To Inquiry

ClickNewto display the New Certification screen. Enter the certification information and $tekto add the
record to the substitute profile.

Mewr Certification
* Cetfification: | 425 - Cert - Adult Education - |

DDA

Comments: |

m Return To List

Field Name Description

Code The pulldown list displays authorized certifications.

Date Enter a date in the correct format, or click the Date icon and select a date from f
calendar.

Comments Comments can include further details about the certification. This information

cannot be used for a search.
To delete a certification record on the Certifications List, click the box next to the record you want to delete and
clickDelete The certificak 2y NBO2NR A& NBY2@GSR FTNBY (GKS adzoadAddziSQa

Modifying Certification Records

On the Certification List, click on the code you want to modify. The Modify Certification screen is displayed. Update
the desired fields and clickave
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Modify Certification

* Certification: |DF~:UGFR‘EE - Drug-Free Workplace LI

Date: [gj01/2010 =

{MM/DDAYYY

Comments: |

Return To List

Dates

This screen is used to store dates on a substitute. Dates can include, birth date, hire date, certification date,
termination date, etc. The date code setup defines whether the date is used to expire the substitute. Expired
substitutes cannot be assigned jobs.

Mame: MaxMike
Aocess |D: 555666

m Eeturn To Inquiry

D=te List
Oelete? | Code | Harne Expire  Date
I_ CERT-EXF Cerification Expiration Crate Yes Og242010

Adding/Deleting Date Records

ClickNewto display the New Date screen. Enter the Date information and $hekto add the Date record to the
substitute profile.

Menwe Date

" Name: | 'I

D DA

m Return To List

Field Name Description

Name The operator defines the dates that display on the pull-down list.

Date Enter a date in the correct format, or click the Date icon and select a date
from the calendar.

To delete a Date record on the Date List, click the box next to the record you want to delete afrbldiekThe
Date record iNB Y2 3SR FTNRY (KS adzaidAddziSQa LINRPTAL SO
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Modifying Dates

On the Date List, click on the code you want to modify. The Modify Date screen is displayed. Update the desired
fields and cliclSave

todify Date
*Name: | Certification Expiration Date =1

" Date: 05442010 =

(MDD

Update || Return To List

Optional Information

This screen allows you to enter optarinformation on a substitute. Enter the requested information and click
i 2

Savei 2 KI @S GKA& AYyTF2NX¥IGAZ2Y FRRSR i 0KS adzoadAddziSQa

Optional Info

Optional Information

Mame:  kentclark
Access (Do 222222777

Return To Inquiry

Level:
Fay Rate:

Work Units Allocated:

il

Work Units Start Date:
(MR DAY

Work Unit Interval:

Exempt fram daily hours restriction:
Exempt from weekly hours restriction:
Exempt from monthly hours restriction:

Allow overlapping assignments:

FO00oEO
&

Current Holiday Rule List:
Comments:

Field Name Description

Level The order in which the system calls the substitute can be leveled. When the sys
calls out from the General or Classification lists, the substitute with the lowest lg
number is called first.

If calls were by seniority order, then the level wouldigade a seniority level, such
as their seniority date. The level can also represent a number that identifies cer,
personnel that would be called before naertified personnel.

Valid values are ¢ 99999999.
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Pay Rate Payrate on the substitute profile is automatically inserted in a job record from th

substitute profile when the job is assigned orassigned to a substitute during job
creation, job modification, substitute cadlut or substitute calin. Pay rate can be
updated from the job details screen, once there is an assigned substitute in the
and regardless of the job status. Pay rate displays on the job report and job exg
formats.

Work Units Allocated

The maximum work units correspond to the maximum numifeunits a substitute
is allowed to work (typically within a year). Once that limit has been reached, th
substitute will not be offered additional jobs and cannot-@albr search for and
accept jobs. A work unit is defined for each classification tloaleis setup in the
system. If a substitute has no limit, enter a vabieero (0) in this fieldin this case,
the substitute will not be restricted from jobs due to work units.

¢2 FOGAQGIGS GKA&A FTSHGAZNBzZ awSaidbeh O
checked on the ParametersSubstitute tab.

Work Units Start Date

Date that the allocated work units can be used for assignments.

Work Unit Interval

The time period (day, week, or month) to have the pool of maximum work units
replenished foithis substitute. A start date must be entered. The work units are
replenished at the start of the specified time period. If an interval is not specifieg
the substitute will have only a single pool of work units.

Exempt from daily hours
restriction

ThisfieldRA & LX | 8& AT GKS W{ SXv QY ILE NY d£¥ (SN
the Substitute Parameters paglours Restrictor sectioilChecking thisoxexempts
the individual substitute from theailywork hour restriction.

Exempt from weekly hours
restriction

CKAE TASIR RAALI I 23 AT XKS W{BIHYSHSE
on the Substitute Parameters page, Hours Restrictor section. Checkilgpxhis
exempts the individual substitute from the weekdyprk hour restriction.

Exempt from nonthly
hours restriction

¢CKAE FTASER RAALI [ 2a wmohthtd XY Wi NG YYSHGES
on the Substitute Parameters page, Hours Restrictor section. @igghls box
exempts the individual substitute from thmonthly work hour restrition.

Allow Overlapping
Assignments

Use this field with caution. This field should be checkegfamtom substitutes
2yteo tfSFHasS NB@GASy GKS RA&aOdzaairzy
chapter. When this field is checked, substitutes can have overlapping assignme

Current Holiday Rule List

This is a displagnly field. A checkmark appears in this figlthe substitute is on a
current afterholiday rule list. A current holiday is determined by whether there ig
holiday for the current system date.

Comments

Use this field to record information for which there is not a designated field, suc
performance review information, complaints, commendations, special
considerations, date and reason for an administrative action, etc. Substitutes cg
view the comments unless printed by the operator in a report. A person entered
into the database, as both amployee and a substitute, do not share the same
comments sections on the employee and substitute profile.
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Priority List

The Priority List screen maintains the priority lists to which the substitute is assigned. Substitutes can be on

multiple locations, location groups, and/or employee lists. Substitutes can also be assigned to Active Do Not Use,

Inactive Do Not Use, AutorriatAssignment, or Custom Lists.

Priority lists are used to determine the order in which substitutes are called. The combination of lists, location
groups, and types are entered in the search rule setup in order of calling priority. Priority Listsoche défined

using the Priority Lists menu item.

Administrative profiles with only view access rights will not have access to any buttons or links that would allow

priority lists to be modified.

The use of priority lists is optional. If no priority liate identified, substitutes are called from the Classification
and General lists that use the setup on the Classification and Location screens. Priority Lists work independently

from the classification and location screen setup.

From the Priority Listscgseen, you can add the substitute to priority lists, review Do Not Use Reason totals, modify

or delete priority lists and change the status of Active Do Not Use lists to Inactive Do Not Use.

9YGUNRSE 2y (GKS t NA2NRGE [skcedss B briOperatofs.dor ddminiRtratérs Jhe \Bew i K S
1 00Saaz Ydzad

Substitute ID parameter in Parameteys RYA YA & G NI G 2 NE
access ID to display in the results list.

N2 ¢ &SN

Mame:  Max Mike
Access D GES666

[ New | Do Not Use Reason Totals

Return To Inquiry

Priority List

One item found
1

Oelete

ma:;iue Entry Dats | List = | Fresson (Do Net Use) ‘ Classification

Location/Emplayee | Sub List | Level

I r 0642010 Active Do Mot Use  LATE- MORE THAN 15 MIN - TEST CLASSIFICATION  ADAS ELBMENTARY 1

1

One item found
1

Make Inactive

¢KS dal 1S Lyl OGésadhsnistrabrs to GharigdanySAftive Do Not Use entries to Inactive by
checking the box next to the item. Active Do Not Use entries can be modified to Inactive Do Not Use; however,
Inactive Do Not Use entries cannot be modified to Active Do Not Usetiva/Active Do Not Use entries can be

deleted.

| &dzoadGAiddziSQa 52 b2iG ! aS NBFazy O2dzi
Reason. Deleted Do Not Use entries, active or inactive are not considered in this count.

Enty Date

A a

RSGSNIYAY

The date shown in this field is the date the entry was added to the priority list. Entries in the system prior to

Release 1.5 display the last modified date in this field.

Reason (Do Not Use)
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If a record does not have a reason populated, nasogawill display in the Reason (Do Not Use) column for that
record. The field will be blank.

Delete

To delete a Priority List, click the box next to the list you want to delete on the Priority List screen abBeleliek

Adding the Substitute to aPriority List

ClickNewto display the New Priority List screen. Complete the screen information andelieko add the
substitute to the priority list.

Priority Lists
Hame:  Mlax Mike
Acocess |0 G66GE6
 New | Do Not Use Reason Tatals | Return To Tnuiry |
News Priority List
® List: -
Code Name
Classification: or w
Erter either 3 location or employves, but not both:
Code Mame
® Location: or v
Erter an Order. Substitutes onthe lowest Sub List and Level are called first
Does rot apaly do Do Mot Use lists during callout
= gub List: |1
= Level: |1
Comments:
[ save | Return To Lt |
Field Name Description
List Select a list from the dredown menu. The lists may or may not have a selection

a classification. Each list can be assigned to either an employee or to a
location/location group. The Active Do Not Use, Inactive Do Not Use and Auto
Assignment lists areffered to Administrators based on their administrative profile
setup.

Reason The Reason dropdown only displays when the list types of Active Do Not Use o
Inactive Do Not Use are selected. The screedisplays with the Reason drajpwn
field for seleting a reason.

Classification Code or The classification determines the list to which the substitute is assigned. The co
Name can be entered if known, instead of selecting a classification from thedpulh list.

Location Code or Name  ThelocationmntheputR2 gy f Aaid N8 GKS 201 (A2
The code can be entered if known, instead of selecting a location from the pull
down list.

Enter either a location or employee, but not both.
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Field Name Description

EmployeeCode/Employee 9y G SNJ G KS S YLX 2 dl&e DodkupuBon @f M3ible)NdSsaagich fork
the employee by name.

Enter either a location or employee, but not both.

Sub List A numeric value that indicates the order substitutes will be called.sUbstitute
with the lowest number will be called first for an assignment.

Level A numeric value that indicates the order substitutes will be called within a sublis
The substitute with the lowest number will be called first for an assignment. Lev
canbe used to indicate seniority. AndBgit seniority date can be entered for the
level, such as 20040101.

Comments Optional informational can be added on priority lists. This field is alphanumeric
up to 256 characters.

Reviewing Do Not Use Reasorsdls

When the Do Not Use Reason Totals button is selected, the following page displays. This page lists each reason
associated with this profile. The reason total represents the total active and inactive DNU entries for the substitute
for the listed reaen. The Last Modified field identifies the last action performed for the entry, the ramdo
performed the action and the date/time of the action (actions are add, change, delete). Valid actions that count
towards the total are add and change actionsleéleted Do Not Use entry is not included in any count.

Name: Max,Mike
Accesz |D: 555006

m Do Mot Use Reason Totals | Return To Inquiry

Do Not Use Reason Totals

[ Reason | Total [ Last Modified
| LATE - MORE THAH 15 MIN 1 Add by TEST SUPERMSOR ZZ 0642010 03:57 PM |
Whenasubst (1 dzi SQ& G2GFt F2NJ I 52 b2d hrésBoldfBthatréagon, Niddr OK S &

throughmanual entry or import, an emas automatically sent toystem operatoravho are configured to receive
Do Not Usehreshold alerts.

Modifying Priority Lists

On the Priority List, click on the list you want to modify. The Modify Priority List screen is displayed. Update the
desired fields and clicRave
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Mame:  hlaxMike
Aocess ID: 555666

[ New | Do Not Use Reason Totals || Return To Inquiry

Modify Priority List

List  Active Do Mot Use Reazon: | LATE - MORE THAM 15 MM~ |

Classification:  TEST CLASSIFICATION
Location/Employee:  ADAMS ELEMENTARY
Does not anply to Do Mot Use lsts during callout
* Sub List
* Level

Comments:

| save [ Return To List

Unavailable Dates

These dates represent periods when the substitute is not available for work. The substitute can enter unlimited

periods of unavailability on the telephone or in the browser. The district can also enter a period of unavailability,

which the substitute canot change. Changes to unavailability dates are logged and reported on the substitute

activity report. Unavailability affects telephone calling only. Substitutes can call or sign into the system and accept

jobs that occur on these dates at any time. To gr@va substitute from searching and accepting available jobs,

GKSANI aSGGAYy3a FT2N) a! @rAtrotS F2NI bSg WwW20aé OFly 065 dzy OK:

Use this screen to view, add, modify, and delete unavailable dates for the substitute.

Hame: hd 3z, hdike
Accesz D 555666

m Return To Inquiry

Unawailable Date List

Delete? | Type Start Date End Date Start’End Tirme
l_ Substitute Unavailability - Call for Future  06M4/2010  06/MM2/2010 Al Day

Adding New Unavailable Dates

ClickNewto display the New Unavailable Date screen. Complete the screen information an8aligk add the
unavailability date.

MNews Unawailable Date

Mote: Times apply to every unawvailable day in the dste range.

® Twpe: | - I
* Date Range *Time All Day

Start: MDD [GLELL T

End: M DA [GLELL T

I_ Call for future assignments

m Return To List
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Field Name Description
Type Select Admin or Substitute to identify who requested the unavailability period. If

0Admire silected, the substitute will not be able to modify or remove this date.

Date Range Enter a date in the correct format or click the Date icon and then select a date fi
the calendar.

Time /| KS@bay 2NJ SYGSNI I GAYS Nlofiksnaiakabiliy |
period.

Call for Future Assignmeni Check this box to indicate if the substitute should receive calls for future
assignments during the date/time specified.

Modifying/Deleting an Unavailability Date

On the Unavailable Dates screen, click on the start date you want to modify. The Modify Unavailable Date screen is
displayed. Update the desired fields and cliave

bodify Unawailable Date

Mote: Times spply to every unawailable day in the date range.

* Type: | Subshitute Unavailability Date = |

# Date Range * Time All Day
o [0B/14/2010 B e M
T MDA (HHM AN
Eng. [0B/18/2010
T DDA (HHM AN

|7 Call for future assignments

m Return To List

To delete an unavailability date record, click the box next to the record you watdlete and clicPelete
Report Detail

The Substitute Detail Report screen lets you select the information to include in the detail report. Click the box
next to the information you want to include on the report. Chdlew Reporto preview the report The report
automatically displays in the Adobe Acrobat reader.
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Note: The Web User ID and Web Password fields will only display if the district is configured to use these fields for

Display Fields - [ SelectiDeselect Al

[] Each Substitute is on a new page

Profile:
Name [ Address
[] ordert [] Basic Information
[] Access ID [] Certifications
(MR [ Classifications
[ Web UserID [] Dates
[ web Password [ Locations
[ External ID [ Custom Fields
History:
From To
022772013 | T [ozizizma =
(MMDDAY Yy (MMDDAYY)

Substitute Detail
Report Criteria Return To List
¥ Expand
Quiput Format |HTML

[ Balances/Last Call

[ Daily Availability

[] Unavailable Dates

[ Priority Lists

[] Do NotUse Reason Totals
[ Comments

[ Phone & Web Job Actions

[ Phone & Web Statistics

[ cancellation Calls to Substitute
[] Daily Availability Changes

[ Classifications

[ Do Net Call Settings

[ Unavailable Dates Changes
[] Assignments

[] Do NotUse Lists

[ Locations

Report Title: |Subsfitute Detail

Save Report As:

Name: |Substitute Detail Save Report Save & Schedule

DI HE d report of sub

Return To List

‘Custom Report Detail

SmartFindExpress web logithese fields would list after the PIN field.

Substitute Detail

For Mar 01, 2013

TestT016, S
Clsssifkations Cote
100
Locations Cote
=y

Hame Lavsl Chies Py Rats
Elemestary [}

Nams
Lake Mary Hign Ssonl

unpak Ersek

030
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Absence Approval

The Absence Approval feature enables the systemetmire someabsences to be approved before they occur.

The approval requiremeris based on the absence reasdReasons are configured for Absence Approval on the
Reasons, Absence/Vacancy page. When an absence is created for a reason that requires approval, the system
automatically submits the absence request to the designated approvers in the system.

All Operator profiles can create absences for reasons set up to require approval without system intervention. All
Operator profiles can approve or deny absence apprm@liests and modify absence approval information.

Administrator profiles must be configured for absence approval permission. On the Administrator Profile, Menu
Access page, administrators can be setup with View/Modify permission or with View only permiss

Administrators with View/Modify permission can approve or deny absence approval requests and modify absence
approval information in the system. Administrators are given an approval level which determines the level of
absence approval requests the adhmisitrator can approve, deny, or modify. Administrators with View only
permission can view absence approval requests and add comments to the absence approval request record.

When an absence approval request is submitted, the system automatically rine@bsence request tthe
designated approvers in the syste@perators/administrators receive notification on their home page when
approval requests are submitted in the system for their approval level. Operators/administrators can access the
Absence Appral page to approve or deny requests, review summary information, or to add/view approval
comments associated with the request.

Several system features must be configured for Absence Approval to be operational in the system.

Note: If the Absence pprovalfeature is disablednenu optims related to Absence Approval do dagplay for any
users.

Configuring System Parameters for Absence Approval

Parameters to configure Absence Approval have been added to the Paraméos page and to the Parameters
¢ Emails page.

Parameters - Jobs

The parameters in théob Approvatection enable the Absence Approval feature and owrits behavior in the
system.
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Job Approval Parameters

Description

Require for selected reasons

If checked, thAbsenceApproval featurds enabled in the system

# of hours before job start for
approval request

The value entered in this field determines the number of hours bef
a job starts that an approval request can be entered into the systel

The systemwillnot f £ 26 GKS NBIljdzSad G2
time is less than the number of hours configured in this parameter,
When an absence request is denied due to this parameter setting,
system sends an email to the administrator and to the employee tg
notify them of the denial.

Allow pending requests to be
filled

If this option ischecked, callout on jobs that are pending apprasal
allowed.When pendingapprovalrequests are allowed to be filled, th
following behaviors occur:

1 The substitute assigned the absence is not available for othe
jobs.

9 If the absence request deniedbefore the job starts, the job is
automatically cancelled by the system and the substitute
receives an assignment cancellation email and SCAN call.

1 If the absence is stilendingat job start time, the job is not
automatically cancelled by the system; however an
administrator can manually cancel the job. The job goes into
CAYAaKSR aidGliddzas 6AGK Iy al
still have an assigned substitute, lifet district was allowing jobg
to be filled before approval.

Skip approval process if
Administrator that approves
requests creates absence for
an employee

If enabled, the approval processskippedfor this administrator
created absence.

Skip approval pcess if
Administrator that approves
requests createtgheir own
absence

If enabled, the approval process is skipped for this administrator
created absence.
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Parameters - Emails

Absence Approval email notifications can be sent to employeesadministrators when absence approval
requests are submitted, partially approved, approved or denied.

Parameters: Emails
Employee Substitute Administrator
Jobs
Job creation notice I
Job cancellation notice r
Sub Assignments
Assignment notice I
Assignment cancellation Il
Remind sub EI days before assignment
(Vslid values sre 1-39 and O for no reminder)
Absence Approval
Request Submitted 2 =
Request Partially Approved 2
Request Approved 2
Request Denied 2

Employees can receive email notification when a request is submitted, partially approved, approved or denied.
Administrators can receive email notiftcanh when a request is submitted for their approval level.

Configuring Reasons for Absence Approval

Reasons can be configured to require absence approval and absence approval levels can be assigned.

New Absence/Vacancy Reason

¢KS WwSIj dza NBY[ 3 dREIN® OF X i Ruserte MiproviBatirg. If the2Reduilie& Approval

option is checked for a reason, the reason will require absence approval. A checkmark in this field enables the
Level field. The Level field is used to specify the levappfoval required for the reason. Approval levels are from

1 through 5. Level 1 is the default and level 5 is the highest approval level that can be assigned. The approval level
assigned to a reason determines the administrator profiles that can appfosenae requests for the reason.
Administrators are assigned Absence Approval level permission on their Pidéleu Access page.

New AbsenceVacancy Reason

+Code
*Name |Professwona| Development
*Reason applies to m
Requires Approval. [
Level IE
Max Daily Absences l:l
Budget Code: [T Caollect a budget code
I Verify budget code

No Substitute Required: [~ Classification Minimum Job Days (MJD)

™ Location In-house Filling Capacity (IFC)
™ Location Substitute Allocation Units (SAU)

Employee Balances: [~ Restrict reason when balance is 0

Reason counts toward hd

Note: New reasons must be voiced

Return To List
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Reasons - Absence/Vacancy

The Requires Approval column on the Absence Vacancy List shows whether the absence heasamcis
configured to require absence approval.

Absence/Vacancy
Create Report
Absence/Vacancy List Records PerPage: |50«

12 items found, displaying all items.
1
C - Hame Employee Balances | Requires Approval
o001 REASON ABSENCE 001 Set Balance Yes
ooz REASON ABSENCE 002 Set Balance No
003 REASON ABSENCE 003 Set Balance Yes
004 REASON ABSENCE 004 Set Balance No
nos REASON ABSENCE 005 Set Balance Yes
006 REASON ABSENCE 006 Set Balance No
o7 REASON ABSENCE 007 Set Balance No
008 REASON ABSENCE 008 Set Balance No
oog REASON ABSENCE 009 Set Balance No
010 REASON ABSENCE 010 Set Balance No
101 REASON BALANCE SET 101 Set Balance No
ABCDEFGHIJKLMNOP  REASON ABSENCE - MAX CODE Set Balance No
12 items found, displaying all items.
1

Configuring Administrators for Absence Approval

Systemoperator profilesautomatically have full absence approval View/Modify rigkis.the Menu Access page
of an operatorthe Approve Absence Requests fields emabled andyrayedout. Al operators have aapproval
level of 5 Level5 is the highest approval level and is automatically assigoedl system operators.

Administrator View  Modify
Approve Abhsence Requests ™ ™ Level IE - I

Operatorscan approveor denyabsence approval reg@stsand modify absence approvatformation. Operators
cancreate absences for reasons configured to require approval without the absence entering the approval
process.

When an operator or administrator creates an absence and then changes the reasbe &rsence to a new
NBFazy GKFG NBIdZANBE | LIINRGFES GKS 22060 3JI2Sa o 01 Aydz |

1 0aSyO0S !'LIINRP Gt LISN¥AaaAz2ya F2NJ AAGS | RYAKdeessi NI (G2 NBR Y
page.Administrators can be configured witfiew only rights or with View/Modify rights. Modify rights enable an

approval level to be assigned to the administrator. The Lestdrminesthe absence approval requests that an

administrator carapprove,denyand modify
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Administrator

Mame: Norton,Jane
AccessID: 129129

Return To Inquiry

Administrator View  Modify

Approve Absence Requests ~ [ Level l_;l

Announcements

Jobs
Allow Specifying a Substitute
Allow Prearranging a Substitute
Allow Job Overrides

Location Balances

Priority Lists
Do Mot Use
Auto Assignment

Profiles - Employee

Profiles - Substitute

IS B S < e I B S B B |
JU Y < < s 4 B B

Frofiles - General

Reports Module

a3

Adhoc Reporting
Operator
System Configuration

a9

System Operations

Do Mot Use Threshold Email

oaa

Approve Absence RequesEeld

View 'RYAYAAUNI G2NBR 6AGK axASgé 2yt e LISNYA3
requests. Administrators can review/monitor absence approval requests for their locg
and add comments to absence requests on the Absence Approval Histoey
Comments can provide useful information to the approvers about the absence reque|

View/Modify Administrators withView/Modify rightscan approve/deny absence requests anddify
Level absence request informatiorheModify field enables thé.evel field The Level
determines the absence requests that administratorcan approve in thapproval
process. Level 1 is the default approval level and Level 5 is the highest approval levq
Administrators assigned a Level 1 approval level can apmiosence requests that
require a Level 1 approval for locations in their profile; administrators with a Level 2
approval level can approve requests that require a level 2 approval for locations in th
profile.

Absence Approval Requests z Home Page Notif ication

The! RYAYAAGNF 02N K2YS LI 3IS RAaLXFea Iy aloaSyOS | LILINR I €
NBljdzSaia F2NJ GKS FTRYAYAAGNI 62NDRa& FLIWNRGIE fSOStd ¢KS Y
approval and provide a link the Absence Approval page.
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Welcome eSchool Solutions Today is October 23, 2010 10:13 PM

| There are 2 pending requests for Absence Approvals I

Number of Errors Reported on the System Activity Log today is 0

Flease make sure to update your email address in your profile to receive important messages and recover your PIN!
Questions? Call 407.123.1234 or Email me: Rosanne Brown

Substitute Announcements

Employee Announcements

Please click on the following link to access the Substirute Training for SmartFindExpress. The Substitute Training is approximately 30 minutes in length. SmartFindExpress Training - Substitute

Please be reminded that after 5 consecutive "Sick Leave” absences you must submit a physician's staternent to the Personnel Office

The Absence Approval page can be accessed by clicking on the link in the notification message, or by selecting the

Absence Approval option from the Administrator drdpwn menu.

Administrator « Reports

Announcementz

Create Absence

Create Vacancy

Daity Job Count

Job Inquiry/Reports
Priority Lizstz

Profile Inquiry/Reportz »
Absence Approval

Absence Approval Page

The Absencé LILINE @I £ LI 38

Fdzi2YF GAOI @&

RAA&LX I

w X

e a

by e

LISy RAY 3

below. Administrators can approve/deny absence approvals and view the history of actions for a request.

Administrators can also use this page to searchefasting and future absence requests by date, location and

approval status. The Location drolownwillRA & LIt | & | f §
6F O0O2NRAY3 (2 (GKS

f20FiA2Y4

Search From: =1 To =1
(MM/DONYYYY) (MM/DDAY YY)
Lacation: ‘ V‘
Status: W Pending [ Approved [T Denied I Cancelled
Records Per Page: lﬂ
[Search J Create Report
Absence Approval List
2 items found, displaying all tems.
1
Select | Job#: | Employee Name - | Start Date End Date Reason Status © | Level
r 24444 Agenbroad, Brad 10/29/2010 07:45 AM  10/29/2010 03:45PM  Professional Development  Pending i3
I 24446 Morris, Lisa 10/21/2010 08:00 AM  10/21/2010 03:30 P Training Pending 03
2 items found, digplaying all tems.
1
| ~pprove [ Deny |

Iy R

f20FlGA2y 3

I R YMuftipleistatidesicambBauded B e sedrcd hitetiaO OS &3 & 0 @
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Absence Approval List

The Absence Approval Ldisplays pending approval requests or after a search is performed, displays the approval
requests that matched the search criteria. The following details are provideabf@nceapprovalrequests:

Field Description

Select A checkboxndicates that the administrator can approve/deny the request.

Job# The job number for the absence.

Employee Name | Name of the employee for whom the absence was created.

Start Date Thestart date for the absence.

End Date The end date for the absence.

Reason The reason the absence was created.

Status The current status of the absence request.

Level Specifies how many levels of approval are required for the absence reason. App

levels are from 1 through 5, with 5 being the highest level of approval. Level 1 is
default value NOTE:In order for the absence to go through the full approval

process, there must be an administrator with approval access at each level. Leve
cannot be skipped.

The first numbein the Level fieldepresents the level of approvals obtained for the
request; the second number represents the approval level requiredhi@réquest.
C2NJ SEFYLX S | tS@St 2F ankmé Al Ol
approval and that the approval has not yet been obtained.

Clicking on the Levéhk displays the Absence Approval History page for the requg
The history pge contains additional information on the actions performed on the
requestand allows for comments to be added to the history information.

Absence Approval History Page

The history for apecificrequest can be displayed by clicking the Level link enfthsence Approval page or by
clicking theApproval Status link on the Jaketail page.

-Job Detail

Job Detail
Job Humber: 199 Location:  WASHINGTOM ELEMENTARY SCHOOL
Status:  Approval Pending/Open Classification:  TEST CLASSIFICATION 101
Employes:  Todd. Karen Calendar:  All Locations
Access D 7244 Search Rule: SEARCHRULEY
Approval Status:  Pending Step:  Completed

Create Report §Filling Details Return To List § Stop Callout

Changes are not updated until Save is pressed

The history provides valuable information tre actionsthat have occurred since the request was entered into
the systemand provides for additional comments to be added to the request

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 158



SmartFindExpress System Administrator @sede

Release 2.5

Administrator Menu
Absence Approval

Job Number: 24370
Action | Person | pate | status
Submitted ~ Brown Grace 08/14/2010 Pending
Approved  Frank Claire  09/14/2010  Pending
Comments:
[ person Date Comments |
Grace,Brown 09/14/2010 02:11 PM This is the final absence pre-approved for this employee.
‘eSchool, Solutions 09/14/2010 02:20 PM The have been met.
Add a new comment:
S [
El
Field Description
Action The action(s) taken on the request (request submitted, approved, email se
admin, email sent to employee).
Person Name of the employee or administratarho submitted the request.
Date Date the request was submitted.
Status Current status of the request.
Comments Displays comments enteredbout the request an@llows new commensto be
added.Commentson the request can also be entered on the Job Crdatm
in the Approval Comment field.

Creating Jobs without Absence Approval Rights

Whenadministratos without absence approval permission creaiesencsfor a reason that requires approval,

the following message displays on the top of the create faiNgte: The selected reason requires approval. The
system will submit the request for approval when you confirm the abdeéce K S

create the absence or use a different reason for the absence.

Create Job
Note - The selected reason requires approval. The system will submit the request for approval when you confirm this absence.
Create Absence
Absence Information
To complete this absence, press Continue and proceed until a job number is assigned.
Location:  [LOCATION 010007 010001 v
Classification:  |Grade 1-3 Elementary v
Reasan v
Mandatory Teacher training =
Approval Comment:
El
Is aSubstitute required?. & ves € No
Start End
Dates:  [09/15/2010 T [oansizo10
(MDD (DDA
Absence Substitute
Start Time End Time Start Time End Time
Weekly Schedule  (hh:mmam)  (hh:mmam)  (hhimmam)  (hhimm am)
Mondsy [0 [0800AM | [0400PM | [0300AM | [0400PM
Tuesday [ [0800AM | [400PM | [0800AM | [0400PM
Wednesday [© [0800AM | [0400PM | [0BODAM | [0400PM
Thwsday ¥ [0800AM | [0400PM | [0800AM | [D+00PM
Fiday & [0800AM | [0400PM | [0800AM | [0400PM
Substitute
Specify a Substitute? ID
PRE-ARRANGED?
If the specified substitute has accepted this assignment and does not need to be contacted, press YES.
Has the substitute accepted this job? Cyes & No
|
Substitute Instructions
LI (Maximum Characters=1000)
File Attachments: ,— Browse... | (maximum file size=2048K)

When an absence is created for a reason that requires approval, the Create Absencerfitainsan additional

field, Approval Commenthat can be used tprovide additonal informatioron the reason for theabsence request

-- information that may be helpfl to the approversOnce the absence is created, the request is submitted for

F LILINR Gl £ & ¢KS 2206

Ad ONBIGSR ¢gArAlK

GKS adliddza 27
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Create Job
Note - The selected reason requires approval. The system will submit the request for approval when you confirm this absence.
Create Absence Confirmation
This absence will not be created until the Create Absence button is pressed
Job Status:  Approval PendingiOpen
Employee:  Acosta, Kari
Location:  Lincoln Elementary
Classification:  Art
Reason:  Professional Development (4)
Approval Comment  This absence has been requested by management
Budget Code 100000

‘Voice Instructions:  None

Ter Instructions:  None

File Aftachments:  None

Dafes:  08/20/2010 - 09/30/2010
Weekly Scnedule Employee Substitute
Wednesday 07:.00 AM-05:00PH  07:00 Al - 05:00 P
Thursday 0700 AM -05:00 PM  07:00 AM - 05:00 PI

Specified Substitute:
Assigned Substitute

Create Absence

Absence Approval Emails

When an absence approval request is submitted, partially approved, appmwehied, the employee receives
an email notification. Administrators receive email notification when an absence request is submitted for their
approval level.

Absence Approval Reports

Administrators can create Absence Approval reports from the AbsAppeoval page.

Absence Approval

Search From: f— To: —

(MM/DD/A YY) (MM/DDAY )

Location: ‘ V‘

Status: W Pending [~ Approved [~ Denied I Cancelled

Records Per Page: B0 vl
Create Report

Clicking the Create Report button displays the report setup pafier enteling thesearch criteriagcheck the

boxes for theanformation you want to appear on the repdifrom the Display Fields section. A name can be

entered for thereport. Choose to save, save and view, or view the report. When you save the report, it is saved to
@2dzNJ dae {I SR wSLRNI&¢ T2 fisRGassed fto Se Repadts fehud SR wS LI2 NIi 4 ¢

Report Detail

Absence Approval
Search Criteria Return To List
Search From; | ‘ = ‘ ‘ =
(MM/DDIYYYY) (MMDDAYYY)
Location | vl
Status: [ Pending I~ Approved I~ Denied I~ Cancelled

Qutput Format |HTML

Display Fields - I Select/iDeselect All
™ Job# I~ Employee Name ™ Date
I~ Reason I~ Status I~ Level

I~ Comments

Name: [Absence Approval | save Report

Description: |Customlzed report of absence approval requests ‘

View Report | Return To List
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Click the Save& View or View Report optiordisplaythe report. The report can be exported to any of the formats
displayed at the top of the report pag€lick on an export icon to open or save teeort informationin the
export program

Report View

s T B] B @)
IEW 1] 4 3 ]
As of Oct 26, 2010
Absence Approval
Job # Employee Name Start Date End Date Reason Status Level

24444 Agenbroad, Brad 10/28/2010 07245 10/28/2010 02:45 Professicnal Development Pending 02
PM

24448 Mearris, Lisa 10/21/2010 08:00 10/21/2010 02:20 Training Pending 02
PM

AM

Job StatuszApproval Request Canceled

When a job is canceledhé approval request is automatically canceled. A request can only be canceled if the job is
canceled. When a job is canceled for a request that hetatasof Unapproved or Partiallipproved the request

status becomesCanceled When a job is cancelddr a requesthat has astatusof Approved or Denied, the

request status is unchanged.

Job Statusz Approval Request Denied

When a request is denied, the system automatically catbel associated jobThe history on the request is
maintainedinthe @ 6 2 N® 23 yR (GKS NBIdzSaiQa emovafR@théeé Afta OFy o
approvalprocess When a request is denied on any lewék job is canceled and the request is removed from the
approvalprocess.

w

When a job is removed from theystem, the approval records and approval history are also removed.

Job Modify Scenarios for Absence Approval Requests

This section illustrates several job modification scenarios that can occur when Absence Approval is enabled:

1 Administrators with and vthout absenceapproval privilege can modify information on the job. The job is
still processedhrough the normal approval processijs not automatically approved if an administrator
with approval privilege modifies the jGb

Job modify Start Callout btion selectedwith i KS  W! f f 2 ¢ [JSYRAY 3 NBIljdzSada G2 o
unchecked/disabled on the Parameterdobs page? KSy |yeé FFRYAYAaGN: 462N aSt SOG
odzii2zy 2y G(GKS LI 3ASs (GKS F2ff26Ay3 BNMNBMWItESaZal IS RAA
approved by all required levels.

A The job approval status does not change.

f W26 Y2RAFEY {GI NI /I ff2dzi odzilizy aStSOGSR 6AGK (KS
checked/enabled on the Parameterslobs page2 KSy |ye& T RYAYAadNI 2N aSt SOGa
buttononthe page,thd 2t f 26 Ay 3 6 NYyAy3I YSaal3a1S RAALI I 843X WEKAA

you want to start callout for this job? Yes, No.
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A Whether they select Yes or No, the job is stilthih LILINE @ f LISYRAYy 3¢ FyR gAff
system through the approval process. The job approval status does not change.

1 Job modify: Change reason from one that requires approval to a reason that does not require approval
Any administrator can changeK'S NBI a2y ® ¢KS F2tf26Ay3 6 NYyAy3d YSaal
R2Sa y20 NBIdANB [ LIINRGITf® /fAOlIAYI W 2yiGAydzsSQ At f
Cancel.
A When it is removed from the approval process, the status is updat@dnormal, norapproval

type status, such as Active, Open, etc. On the apptagsory log, the status will show as,
oReason modified no approval required.

1 Job modify hange reason from no approval required to one that requires apprévay admirstrator
can change the reasoliVhen the reason is changed to another reason teafuires approval, the job
goesback intogpending approva status.

A If no Assigned substitute in the job & Allow job filling/shopping can be off or on.
Thefollowingg Ny Ay3 YS&aal3aS RAaLIl@&ayY We¢eKS Y2ZRATASR NJ
W/ 2y GAydzsSQ gAaft LXIFOS GKS 220 Ay GKS | LILINRGIf L
A If Assigned substitute in the job. Allow job filling/shopping can be off or on.
The following errormesshS RA &L I @84Y W¢KS Y2RAFASR NBlFaz2y Aa
approval and a substitute is already assigned.

Other System Reports with Absence Approval Information

Absence Approvahformationisincludedon multiple system reports includingpe Administrator Profiles report,
Daily Job Counts page of the Jeport, andthe Job Filling Detaiteport. Refer to those specific reports for more
information.
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System Operations Menu

System Operations features enable you to maintain functionality and data across your system. The
following features are accessed from the System Operatioeisu.

Feature Description

Import/Export Imports profile information into the SmartFindExpress
database from other systems, and exports job information
from the database to other databases or applications.

Substitute Availability Provides a snapshot of how many substitutes are available
in your database for assignments for the current day and
time.

System Activity Log Displays system activity records in the form of

informational messages or error messages for various
system programs. Pinpoints error conditions that can lead
to system malfunctions.

Tools Allows mass updates to substitute information to be
performed with one action.

# Days Worked Displays the days and/or work units worked by an
employee or substitute during a specified period.

Bulk Job Cancelation Enables operators to cancel jobs for a selected day by
individual Calendar or by Location/Classification.

Import/Export

The Import/Export feature allows you to import profile information into the SmartExmtesslatabase
from other systems and export job information from the StRandExpressiatabase to other databases
or applications. This feature consists of the following components:

Scheduled Import

Import Profiles

Export Jobs

Processed Import/Export List

=A =4 -4 =4

Importing can be used to add new records to the database, charigéing records, or delete existing
records from the database. Exported job information can be used to update other computer systems with
employee leave information and substitute payroll information.

SmartFinéExpressisesTransactionabr On-demandas ts import/export frequencyTransactional
processingreates a transaction each time a change occurs in a job record, @ilemand processinig
a onetime occurrence.

¢ KS LI N&oYdays ® Kdemimport/Export lodscated on the ParametersCorfigurationtab,é
determines the length of time data is kept in the system.
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Transactional Processing

Networking software must establish a direct and continuous connection between the two systems. A
method must be identified for this process and a detaration made regarding software that may be

NBljdANBR F2NJ iKAia O2yySOiAz2yd ¢KS a2Fisl NB ¢2dsf R

the second computer. Once the connection is established, data will be processed according to the
schedule enteed for the transactional processing. Bathporting and exporting of data can be scheduled
using the transactional method.

Examples of Transactional processing:

Importing Employee information:
Once a day, the host computer produces a text file ahallchanges made to employee records.
There may be new hires, changed positions, changed locations, or terminated employees. This
transaction file is placed on the host computer in a directory for system processing.

Importing Substituteinformation:
Oncea day, the host computer produces a text file of all the changes made to substitute records.
There may be new substitutes, changed information, or terminated substitutes.
This transaction file is placed on the host computer in a directory for system ginges

Importing System information such as locations, classifications, budget codes:
The host computer has the required system information for SmartEipdessWhen location,
classification, or budget code information is available, a text file is gembiatd placed on the host
computer in a directory for system processing.

Exporting Absence and Substitute information:

1 An employee calls in an absence and receives a Job nhumber.

1 SmartFindExpressreates a Job record (identified by the Job number) andediately transfers
that Job record to the host computer.

1 SmartFinExpresgalls and assigns a substitute to that Job record.

1 SmartFindExpressipdates the Job record and immediately transfers an updated Job record to
the host.

9 The job finishes when the end time of the Job is greater than the current time of day.

1 SmartFindExpressipdates the Job record and immediately transfers an updated Job record to
the host.

Import Record Processing

Import files can be separate files foaeh file type or can contain multiple record types. Based on the
schedule, the import will check the folder specified and process the files foundtiditeatory. Once the
file is processed, isdeleted. The system activity log will record the sucadsgbdates to the database
processed by the import. Selecting theport/Exportmenu item, theProcessethb and then the
transactional import link, will display any errors that occurred during the import.

w S F S NJ LOY2LI20NCISA  difeumierg fdzideétailed information on the SmartFindExpress import
layouts.
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Lenient Import Processing Parameter

This systerevel parameter allows districts control over how strictly import records are processed. The
setting is contained with other bagkound parameters established during system setup. The parameter is
an ON/OFF setting for lenient import processing.

il

OFF LF I NBO2NR A& AYLRNISR (2 a! RR¢ RIFGIZ
already in the system, it failsthereér 0 YR LINBGARSE& Iy SNNBN YS
is imported, but the system does not find the key fields to make the change, the system fails
the record (and provides an error message).

ONY LF I NBO2NR A& A YLJ NifdS tRe kdydields forRHR éecoRil G |
Ff NSIFIR& Ay (GKS adaeadsSyz Al gAtft LINRPOSaa GKS
imported, but the system does not find the key fields for the record, the system will process
G§KS NBO2NR Fa Iy WIRRQ NBO2NRO®

Export Record Processing

9ELIR NI f I &2 dairLid WNB daemsyidRi Ag/

Job Records are appended to a temporary file on the SmaExjmretsserver and written to the path
specified on the transactional schedule only when the file name doesxistt After the host computer
processes an export file, it must delete the file in order to signal the transactional scheduler to create
another file. Selecting themport/Exportmenu item, theProcessethb and then the transactional export
link, will dsplay the transactions that were processed.

QELERNI AYTF2NXIGA2Y OFly 0S8 dzaSR (G2 3SySNIGS LI eNRff

update employee leave/absence information. Using the exported job records in other computer systems
mayinvolve such tasks as:

il

f
1
1

Translating codes to codes used on the host computer system
Ensuring the correct budget code is assigned

Determining the rate of pay for a substitute

Determining the number of consecutive days worked

Transactions are passed to theost" computer whenever a change occurs to a job record.

Example Singleday absence transaction:

Step 1:
1
1

Job#

12345

Step 2:
l
l

Job#

12345

Step 3:

An employee calls and reports an absence. Job #12345 is created.
A realtime transaction record is passed to the "host" (new).

Start Date Erd Date Reason Employee Status
09/01/2005 09/01/2005 001 123456789 o]
SmartFindExpresgalls out and a substitute accepts job #12345.

A realtime transaction record is passed to the "host" (update).

Start Date End Date Reason Employee Status  Sub
09/01/2005 09/01/2005 001 123456789 A 456789123
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1  The current time of day equals the time of the job and the job goes to finished status.
1 A realtime transaction record is passed to the "host" (update).

Job# Start Date End Date Reason Employee Status  Sub
12345 09/01/2005 09/01/2005 001 123456789 F 456789123
Example Multiple-day absence transaction:
Step 1:

1 An employee calls and reports an absence. Job #12346 is created.
1 Areal time transaction record is passedhe "host". (new).

Job# Start Date End Date Reason Employee Status
12346 09/01/2005 09/02/2005 001 123456789 o]
Step 2:

1 SmartFindxpresgalls out and a substitute accepts job #12346.
1 A realtime transaction record is passed to the "host" (update).

Job# Start Date End Date Reason Employee Status  Sub
12346 09/01/2005 09/02/2005 001 123456789 A 456789123
Step 3:

1 The current time of day equals the time of the job and the job goes to finished status.
1 Two realtime transaction records are passedtte "host". A finished day segment is sent
(update) and the remaining active/open segment (new).

Job# Start Date End Date Reason Employee Status  Sub
12346 09/01/2005 09/01/2005 001 123456789 F 456789123
12346 09/01/2005 09/02/2005 001 123456789 A 456789123

2 KSy 220a& | NB N W@ SRIZE 2 2HfaR (Ka Hia SANB2 e G KS LI NI YSGSNJ
records are passed to the host. The host must have its own program to remove historical records.

To determine whether the record should be rapéd or inserted, the job number and the start date can

be used. In SmartFilitkpressthe start date can be modified. This situation can create orphaned records

on the host system when the job number and start date is the key to inserting or replacingsetfdhe

2200perd AMIesE GKS 2206 NBO2NR OFy 06S NBLX | OSRI olaSR 2y
GFinished X/Nifie® &G Gdzax GKS 220 ydzYoSNJ YR adlkNI RFEGS Ydzi
should be inserted or updated.

Every time a record is exported, a record is written on the export log file. The log file is used as an audit
trail of when transactions are written to the export file.

Scheduled Import

The Scheduletimport tab displays the scheduled imports and exports that are active in your system.
Import and export records can be added, modified or deleted. To delete a scheduled import or export,
click the deletion box next to it and then cliblelete.To modify informatn, click theTypelink for the
import or export to display the modify screen.
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Scheduled Import

ImportiE=port List:
Delete? Type Freguency Schedule

MO RECORD:E FOUND

Import Profiles

The Import Profiles feature allows you to import profile information into the SmartBipdessiatabase

from other systems. Importing can be used to add mewords, change, or delete existing records from

the database. The record command in the import file directs which action the system should perform on

the database (add, change or delete). The file format controls the data that is placed in eachtfield in

GFrofSa IyR RIGlIolFraSad ¢KS AYLZ2NI T 2IMpoHiayotitg NJ S OK RI 41
document for detailed information on import formats.

NOTE Importing can be used to modify large amounts of data in a short amount of time. The additio
changes, and deletions are made immediately. There is not an option to undo the import. It is
recommended that you are certain of the impact of the data modifications before importing.

Imports can be set up as transactional or on-demand. For the transactional import, enter the
required information (server path and schedule) and then click Save to add the schedule to the
database. For the on-demand import, enter the filename or choose Browse to find the file and
then click Run Now to start the import process. The Return to List button returns you to the
Import/Export screen without importing the profile information.

*Format. Fixed Length o Delimited Delimiter: (|

Tran=actional
® Senver Fath:

* Schedule evens betuvean and

(HH:M CHH I Ay CHHZIO A 1ny
On-Derand
Filename:
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Field Name

Format

Transactional:

Field Name

Server Path

Schedule

On-Demand:
Filename

Export Jobs

Description
Select either Fixed Length or Delimited as the format for the import.

1 Fixed lengtlrefers to the SEMS 3.0 formats)
This file format allows you to continue to use the SEMS file format that our existiny
SEMS customers are accustomed to using. This is-y2&0ixed length file.
1 Delimited (refers to the SmartFindExpress formatis¢ default format with a |
(pipe) delimiter.
You may choose another delimiter for your file format. Keep in mind the characters
may have in you file. For example, we do not recommend you use commas, or ast
as your delimiter as they may appear in ydile. The delimiter can be changed to fit
the file format you have created or have been given.

Description

¢CKS AYLRNI FAtSQa t20LGA2y 2y (GKS aSND
Example:M:\Human ResourcéBata SmartFindExpresBeopleladd. The server path ma
or may not include a filename. If a file name is not present, the import will process all fi
found in the directory name. When the import server path is the same as the expoerse
path, the filename should always be included.

Note: Files are processdyy date/time stamp order on the modify date of the file.

Indicate how often and between what start and end times the system should check for
import file and run itHours can be between 0 and 9999. Minutes can be between 0 anc
These fields cannot be left blank. For example, to have the system check for imports e
K2 dz2NE Sy (SN 2y Svekéz doNg B5 MYyl 0& Sy &02Kd8NJ 4300 K
and 11:59 pm.

Note: Files are processdxy date/time stamp order on the modify date of the file.

Enter the drive, folder and file name of the import file or cBrkwseto browse your
computer to select the file for import. Gdemand imports will not appear on the list of
scheduled imports.

Job information can be exported on a transactional or scheduled batch hissigheJob Inquiry/Reports
feature to £t up ondemand or a ongime export of job information. To schedule the export, enter the
required information for either the transactional or scheduled batch export method and thenSae#to
add the export schedule to the database
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T —
Hote: Select Job InguirwReports for On-demand exports
“Format O Figeq Length ® Delimited Delimiter |

* Senver Path:

* Filename:

“dob Status [ Cancelled | Finished | Opendtative | verifizd

Freuensr @ g eactional

* Schedule every between and
HHMI ) CHH AT
[ Schedule Batch
s Type: (@ Caily s e ekly & Bi-Wfeekly
"Fixed Length Type: 0 yoimal O Eended
Start On =
AINDDACT (HHMM &I
Job Date Range =) =71
ULDDAY) D DAY
[ save |
Field Name Description
Format 1 Fixed length{refers to the SEMS 3.0 formatsyhere are two options with the fixed
length format: normal and extended. Nornyaloduces a text file with a record for each
job in the search results, and extended produces a text file with a longer record for e
220 Ay (GKS &SI NOK NBadzZ Gad ¢KS RSTFI df i
1 Delimited (refers to the SmartFindExpress formaiisg default famat with a | (pipe)

Server Path
Filename

Job Status

Frequency

delimiter.

You may choose another delimiter for your file. Keep in mind the characters you n
have in you file if you are going to-irmport the file or import into another program.
For example, using a comma as a delimiter. Nlamefield may be separated by a
comma- (Last name, First name). If importing into Excel and you choose comma ¢
your delimiter, the last name and first name will be separated.

The location of the export files on the server or drive letteYPdyrolh

The name of the export file. Example: Payroll.txt

Indicate the type of job information to be exported. You can export information on cancellec
finished, open/active or verified jobs. More than one job status can be chaisanime.

Choose either Transactional or Schedule Batch for the frequency of the export.

If transactional, indicate how often and between what start and end times, the system shou
write job transactions to the specified directory.

If schedile batch, enter the following information:

A
A

A

A

Select daily, weekly, ordeekly as the batch frequency. A batch type is required.
If fixed length is selected, choose the type of fixed length file, either normal or
extended.

Enter the start date and time fdhe batch export imm/dd/yyyy andhh:mm am
format. The schedule is required.

Select the job date range using the Calendar button for the job information to inclt
in the batch export.

Note: For a scheduled batch, the next scheduled date and jobrdatge are automatically
updated by the system. For example, if the type is daily, the system adds 1 day, if weekly, i
days, If biweekly, 14 days. All jobs within that date range will be exported.
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Processed Import/Export List

The Processed beprovides access to the list of imports and exports that have already been processed.
Thed ! RIFE&& (2 1 SSE X¥¥UiyRIl e §E BRSHyurdidkHEd&dinSnedEwhen
information is removed from this list. Click tigpelink for the inport or export to view the report. The
report automatically displays in the Adobe Acrobat reader.

Processed Import/Export List

Type Frequency Started On PathiFilename
Import  On-Demand  10/28/2010 0305 PM  ExporEmployeeBasicinfo-201010281503 b
Impart  On-Demand  10/28/2010 02:58 PM export 1 profile txd

For imports, the report shows all errors that occurred when the file was imported. Successful updates to
the database can be viewed in the system actilaty.

There is one file for each etemand import and only one file for a transactional import. The transaction
import file contains information beginning from the time the schedule was started.

Processed Import/Export List

e: Scheduled Actiocn
Frequency: On-Demand
Started On: 12/02/2008 12:58 FM
Filename: testbug2.txt

Record Message

For transactional job exports, the report displays tble humber and the date and time that the job was
processed. Information on when the file was processed is also displayed.

Processed Import/Export List

Typa: Export Jcbs
Frequency: Transacticnal
Started Cn: 11/21/2005 09:41 BM
Filenams: ARbby.DAT

Date Time Job # Jocb status Start Date start Time End Date End Time

11/23/2005 08:56
11/23/2005 08:56
11/23/2005 08:59
11/23/2005 08:59
11/23/2005 10:02
11/23/2005 10:02
11/23/2005 10:05
11/23/2005 10:05

Transactional Export Started Successfully

Transactional Export Ended

Tranaactional Export sStarted sSuccessfully

Tranzactional Export Ended

Transactional Export sStarted Successiully

Transactional Export Ended

169 B 11/23/2008 10:00 AM 11/23/2008 02:00 PM
377 o 11/23/2008 10:30 AM 11/23/2008 03:40 PM

EEEEEEEE
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Substitute Availability

The Substitute Availability feature provides counts for the number of available substitutes in your
database for assignments. The data is available for the current day without having to first perform a
search. This data is usefuhen there are several jobs still open in the late morning. The substitute counts
can be used to determine whether there are sufficient substitutes to fill open jobs, whether additional
substitutes need to be recruited and if other problems exist with sttt availability.

Using the Substitute Availability Screen

The statistics on substitute availability are valid only at the moment the information is displayed on the
screen. To display statistics for a date in the future or for a specific time, ergetdtsired date and time,
and clickSearcho re-display the list.

The total number of substitutes is displayed at the top of the screen. The available pool of substitutes is
divided into: substitutes who are not available for various reasons, substituétsire already assigned

to jobs, and substitutes who have been disqualified from jobs for the current day. The substitutes in these
categories represent those who cannot be called for jobs. The disqualify criteria is set up on the
Parameters; Substitutetab. The total count for substitutes that can be called is displayed at the bottom

of the screen. Not all available substitutes will be called by the system as their location and classification
setup determine if they can be called for assignments.

Youcannot access the specifics on which substitutes the system determines will be called from this
screen. In order to obtain a list, access Profile Inquiry/Reports, select the Substitute Tab, choose Status
Active, Registered Yes, Available for NewJobs Sa> | @ Afl 0fS 2y r ¢2RI&Qa

Substitute Awrailability
Search Criteriz
Date:  |0g03/2010 = From: Ta:
ANDOAT CHHI Ay (HH A
All Substitutes 9755
Mot Awvzilable
Inactive G720
Mot Awailable for new jobs 16
Mot Registered 148
Expired 1274
Mo Daiky Awailability 263
Temporary Unavailable 7
Invalid Telephone # 0
Set Do Mot Call 2
Assigned a
Substitutes Available 1316
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System Activity Log

The system activity log tracks and monitors all levels oksystctivity from telephone line problems and
errors encountered by the call processor software to database updates. A log record is created for each
update performed in the database. Information on system activities is presented as either an
informationalmessage, detailing the type of change made to the database, or as an error message, that
details the error conditionReferto Appendix A of this manu#&br descriptionsof PRimessages that may
appearin the system activity log.

By monitoring the activit log, you can troublshoot system problems. A count of errors that have

200dzNIRR 8¢ RAALX I @SR 2y GKS hLISNIi2NRa K2YS LI 3ISd ¢KS
on a daily basis and the activity log file for errors and take appropriateradtior example, if an error

indicates that an invalid telephone number was dialed, the operator would need to contact the substitute

in order to correct the telephone number. If the error indicates that a telephone line is not making calls,

even though theelephone numbers are valid, then Client Services should be contacted to troubleshoot

the problems.

Informational messages on the activity log can be used to find all of the activity for a specific job,
employee, or substitute. The log displays the daime, and person responsible for the activity.

Several options are available to perform searches on the activity log. You can enter any combination of
the search options to display specific log data.

¢KS LI NI YSHSREE& & (2 ontBePahmetérsCoffiyurafiod @k defines the length

of time that information can be retained on the system activity log. The maximum length of time is 30
RIF2&ad ¢ KS Madmdih #oSHr& Kekoéded in the Systemédog2 Yy i K S ctConfighratibni S NA
tab defines the number of errors that the system log will retain before no more errors are logged. This
works in conjunction with thef of days to keep System Lipgrameter.

¢CKS ydzYoSNI 2F aeadsSy 23 SNNRNE A &TheaystdnifldgshSuRl 2y (G KS 2
be checked daily to ensure that the system is running optimally.

welcome TEST SUPERYISOR Z2
Flease selact a menu item to continue.

Murnber of Errors Reported on the System Activity Log today is 0.
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Using the System Activity Log Screen

This screen allows you to display log data and create system activity log reports. You can display all log
data or only specific data. To restrict the activity log search to specific criteria, enter any combination of
search criteria and then clickearchThe search results displayed on the System Activity Log list will only
include the log data that meets the search criteria you entered. To display all log dat&edick

without entering any search criteria. To view log data for the current day entgr the date in theStart
Datefield and clickSearchwithout entering any other search criteria.

System Activity Log
Search Criteria
Start Date; == StartTime
O aaaas) (HH R A
End Date. == EndTime
MDD CHH D AL
Program Type:  [Web ~ Category: v
Message Tyoe: v Line Number v

Access D: Job Number.

Sotthy. | Date/Time 4

Records PerPage: (50 v

[Search | Create Report

System Activity Log List

Date Time Program Line  Category Tywe Action By By Type
Message

08/232013  0245FM Ve Job Information Change TIFTITITT Substitute
Substifute Accepted Available Job: Job: 21; Subetitute: 777777777

08/22(2013  0245PM Web Job Information Change 999999999 Administrator
Wodification afJok: 21 *~tJab Status changed fram Active to Canceled)

08/22(2013  D425PM Web Configuration Information Change GBEBEEEEE Operator
Parameter. **Parameters:Johs:Require for selected reasons | setfrom 0o 1

06222013 1029PM Wb Job Inforration Add 6BEEE6566 Operator
Absence Greated Job: 22; Starts DB/26/2013 07:30 AW, Ends 8/26/2013 04:00 PM; Location: 988989 27 Test Lacation;
Classification: 999 27 Test Classification; Reason: 999 77 Test Reason 899; Emplayee: 838888888, Specified:; Assigned:
NONE

Field Name Description

Program Type Select a program type to indicate the type of log data you want to view. Progran
types include Import, Scheduldk/R, and Web. If no program is specified, activity
all programs is displayed. Choosing a program type allows you to narrow down
type of error messages you will see. For example, if you want to check on web |
data, choose this option from the ptdown menu to eliminate extraneous data.

Category Select a category to indicate the category of log data you want to view. The
categories include changes to system menus, job creation, job modification,
employee profile, substitute profile, and jaalling. If no category is specified,
activity on all categories is displayed. Choosing a category narrows the type of |
data you will see.
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Field Name Description

Message Type Indicate whether you want the log to display informational messagesror
messages associated with the program type, category, or telephone line. If no t
is specified, both types of messages will display. The error messages should be
checked daily to ensure the system is running properly.

Line Number Select aspecific line number to view log data for a specified telephone line only.

Start/End Date

Start/End Time

Access ID

Job Number

Sort by

no line number is selected, all line messages will be shown. This is especially h
when you think you may have an issue with a specific line. You may query on t
line nunber to view the activity.

Enter a start date and/or end date to view log data for only specific dates within
seven days viewable from the activity log. Dates are entered by using the calen
or by manually entering the date in theesfied format. The past log data only
extends back as far as the number entered in thaf days to keep System Livgid
on the Parameterg Configuration screen.

Enter a start time and/or end time to further narrow your search. Timeseatered
in HH:MM AMor PM format. This field is useful to limit your search to a specific
range of times that an event occurred.

To search for information on a specific employee or substitute, enter the Access
number.

Tosearch for information on a specific job, enter the number assigned to the jok
when the job was created.

Select a sort order for the display of the log data from the edlopvn menu. The
options are Date/Time, Program Type, Category, or Substifute

Printing the System Activity Log

ClickCreate Repotto print a report of the log file. If you clicBreate Reponvithout search criteria being
entered, the report will contain all records in the log file. To specify the data to be included iiegbs,
clickCreate Reporafter your search criteria has been entered. The report is sorted in the order selected
for your search. The report automatically displays in the Adobe Acrobat reader. Use the Adobe toolbar to
print or save the report. A sampteport is shown below.

Job: 22; Starts 08,

ication: 999 ZZ Te:

signed: NONE
08/22/2013 11:04 PM

System Activity Log
Date Time Program  Line Category Type Action By By Type
Message
08/22/2013 02:45 PM Web Job Information Change 777777777
Job: 21; Substitute: 777777777
08/22/2013 02:45 PM  Web Job Information Change 9939939939
“++(Job Status changed from Active to Canceled)
08/22/2013 04:25 PM  Web Configuration Information Change 666666666
“4+pParameters:Jobs:Require for selected reasons : set from 0 to 1.
08/22/2013 10:29 BM  Web Information Add E6EE6EEEE

Access ID: 777777777; Days Available: Monday

08/22/2013 11:05 PM Web Profile Information Delete E6E66E666
Access 1D: 777777777; Days Available: Tuesday Tuesday

08/22/2013 11:06 PM Web profile Information Delete 666666666
Access ID: 777777777; Do Not Call: Tuesaday

08/22/2013 11:06 PM Web Profile Information Delete E6E6GEGEE
Access ID: 777777777; Days Available: Friday Thursday Wednesday

08/22/2013 11:06 PM Web Profile Add EEEEEEEEE
Access ID: 777777777; Do Not Call: Mon Tue Wed Thu Fri

08/227/2013 11:09 PM Web Profile Information Delete 666666666
Accegg ID: 777777777; Do Mot Call: Friday

08/22/2013 11:10 PM Web Profile Add EEEEEEE6E
Accegg ID: 777777777; Days Available: Fri

08/22/2013 11:24 pM Web profile Information Delete 666666666
(el ID: 777777777;: Do Mot Call: Thurgday

/26/2013 07:30 &M; Ends 0B/26/2013 04:00 #M; Location: 999999 ZZ Test Location; Classif
gt Classification; Reason: 999 ZI Test Reason 999%; Emplovee: 888888888; Specified: ; As

Web Profile Information Delete 666666666
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Tools

This feature enables you to make changes to large amounts of substitute data with one action.
The options orthe Tools menu are:

1 Substitutes Make Unavailable
T  SubstitutesSet Work Units
1 Encrypt Pins and Passwords

Substitutes - Make Unavailab le

¢CKAa FSI(GdNB Frft2¢6a &2dz 62 GSELANBe Fff &dzoaidAiddziSa
typicallyperformed at the end of each school year, prevents substitutes from accepting any future jobs

until each individual profile has been updated. When all substitutes are made unavailable at the end of

the school year, each substitute has to submit confirmatioat they want to work during the upcoming

year. At that time, their profile is updated.

Note: Exercise caution when performing a mass expiration because it is irreversible without data
manipulation by Client Services. If you have any questions abmeffécts of running this process, please
contact Client Services for assistance.

When this option is selected from theypepull-down menu, the following screen is displayed.

Type: | Substitutes - Make Unavailable = |

Mote: Al substitute profiles will be marked with today's date in the selected date field.
® Date Code: - |

The Date Code puflown menu lists the Date types that can be expired winssitute profiles. The dates

fAa0GSR NS GKS RIFIGSa GKIdG ¢SNBE R&GToEypBeReRsy {(KISSGH (Sa
the desired expiration date and clietun NowWhen processing is complete, the system returns a

confirmation message thathows the total number of substitute profiles that have been updated.

hy GKS 51 GSa& GF 06 2 Expitedzo ®a A dAzf S o AIINE T ORPFE EQFKEY G SAA T i/ R
contain the date this option was run.
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Substitutes -Set Work Units

LT WE&SBGINMRAOG adzo &l A G dzi Paraméter is ¥nalilell dhdheé PasagndtdrSulmiifute( & ¢
tab, you can reset the maximum work units and calculation start date for all substitutes. This process is

typically run each year, before the start of the schgear. When this option is selected from tigpe
pull-down menu, the following screen is displayed.

Type: | Substitutes - Set Work Units v

HNote: All substitute profiles will be reset to the maximum work units value entered. A substitute can no longer be assigned to jobs once the maximum number of work units has been reached.

* Set Maximum Work Units to: |60

* 8tart Date for Calculation: 11/29/2013

Work Unit Interval: Week |v

Note: When a Work Unit Interval . €ach substitute will have a pool of Maximum Work Units that replenishes at the start of every new time period (day, week, or month). When an interval is not specified each substitute will have
only a single pool of work units.
Weele | Ly

In the Set Maximum Work Units tiield, enterthe units to which the maximum work units should be set.
All substitute profiles will be set to the ved entered in this field.

In the Start Date for Calculatiofield, select the date for the system to start the calculation. The date can

also be entered using the date format displaymelowthe field.

In theWork Unit Intervafield, specifya time period(day, week, or month) to have the pool of maximum
work units replenished for each substitut&.start date must be enteredhe work unitsare replenished

at the start ofthe specified time periodlf an interval is not specified, each subsie will have only a
single pool of work units.

When new substitutes are added after this process is run, each substitute can be allocated the
appropriate work units on th®ptional Informatiorscreen.

Once this information is entered, cli&®lun Nowto reset all substitute profiles in your database.
When processing is complete, the system displays a confirmation message.

Note: Work units are defined for individual classifications on the New Classifications screen. You must also

Kl @S Réski®Subst(1 dzi Sa&a (G2 al EAYdzy 2 2N) | Paainadrs LI NI YSGSNI Sy |

Substitutes tab in order for the system to utilize the work unit feature.

Encrypt PINSand Passwords

The Encrypt PINS an&sgswords tool enables systemperatorsto encrypt all PINS angasswords in thie
systemafter an upgrade to Version 2.This action is performeih ensuredatabasesecurity. Encrypting
PINS and passwords makes them unidentifiable in the case of a security Htéschcommended that

systemoperatorsconsultwith their IT Departmenand/or with eSchool Solutich Q L ¢ 5 BefdreNIi Y Sy i

running this database todb prevent any system operations problems.
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Twpe: |Encr_l,l|:ut Finz and Pazzwords - I
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# Days Worked

This feature allows you to createlmys Workedeport for an employee or substitute. The report is based
on job records during the specified time period. After entering the parameters for the reportCricite

Report

Report Title:
T Date:

® Minimum # of days:

® Report Type:

Frint:

Create Report

From To

MUINT DA UINDDAT
1 I consecutive Days
o Employee ® Substitute
7 same Losation
l- Same Employeefacancy
r Aceess 1D
| I=NTT

7 Cerifications

SNY It L5 | NB2&33ALES TR d RAYS
i S NgAdnhinksiBatodabr 6 t SR 2y (K t I N

S J Y

This report can be used to monitor the number of days a substitute works due to a contractual or union
agreement. A substitute can be blocked from workingre days than allowed by either:
1 UnOK S O A avalable forshewdjolisbox on their profile, or
f OntheUnavailable Dated ONE Sy > OK22aAy3a (GKS a{dzoaidAaddziS !yl @I
down menu and entering a date range that extends fromwvribrough the end of the school year.

Only one of the above actions needs to be performed to prevent the substitute from being requested,

shopping for jobs and from receiving calls. If the substitute views their profile online and you use the

G{ dzo @ik @di Bt  0Af AGE 51 0G§S¢ 2LIGA2y> (KSe& gAaftt 0SS dzyl
comment in their profile on the Optional Information screen concerning the reason you made the

substitute unavailable for new jobs.

Accessing Jobs Details usiRgofile Inquiry/Reports

The Days Worked report allows you to view how many days and work units a substitute has worked
RdzZNAY3I | &LISOATASR (GAYS® ¢2 @GASs (KS

these steps:

A Access Profiltnquiry/Reports
0 KS adz aidA (iNdminedir® Zhogelthy SubstitétStabSobdose th& S A NJ
Assignmentdink
A Enter the same date range you entered for the report and @ietarch The job information
displays in the bottom part of the screeviou may view individual jobs by choosing floé

A 9y iSNI

Numberlink.

ddzoadAldzi SQa
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If you choose employee, the system returns data that shows you how many days the employee has been
absent. To view specific absence information on the employee, follow these steps:

A Acces#rofile Inquiry/Reports

A 9y GSNI GKS SYLX 2 @& Nadsiink,Chods&the EmBdyed @b, chibdssStiieNJ

Absencesink

A Enter the same date range you entered for the report and Sieétirch The job information will
appear in the bottom part of the screen. You may view individual jobs by choosidgihe

Numberlink.

Field Name

Report Title

Date

Minimum # of days

Employee

Substitute

Print

Description

Enter a title for the report. This title will display at the top of the report.
This § not a required field.

Enter the date range for the report. Job records for this date range will k
displayed on the report. Use the calendar icon to select the date or ente
the date in the specified format.

Enter a number fothe minimum number of days worked by a substitute,
absences by an employee being considered for the report. Indicate if th
minimum number of days should be for consecutive days.

SelectEmployedo print a report of employee absences. Suhsttis the
default.

SelectSubstituteto print a Days Worked report for a substitute. This is thi
default. Indicate if the report should include information on jobs worked
the substitute at the same location and/or on jobs worked for thmea
employee or vacancy.

If same locations checked:

A Data is displayed that reflects both the time period entered and
0KS adzoadAddziSQa aarayyvySyiaa
substitute may have other assignments during this period, but tl
will not be reflected in this report.

A The location will appear in another column on the report. If the
substitute has worked at multiple locations, for the days worked
ONARGSNRAI = GKS adomaidraiddzisSQa y
with the location name andal/s worked at that specific location.

If same employee/vacandy checked or both boxes are checked:
A ¢KS adzoadAiddzisSQa yIrYS gAatt |
location name and/or employee name/vacancy information.

Select the profilenformation to appear on the report for the employee or
substitute. Certifications only appear on Substitute reports. The ID
information is pulled from the profile type (employee or substitute) you
choose for the report.
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A Days Worked report looks dlar to the following report.

Tayo Report

Faxiod Date fram 05/03/2010 - 05052010

Mioimm A Days Worked = 1

Maza

Cartifisd  Accass ID Extazual ID

Cartification  Cods

Damsription

Caye Count Werk Units

Dats

Coxmants

WELEOTN, ALICE

WARD, RMIE

sEasLEr, Amr

KDEINS, ABSELINA

coTTON, AmEA

VILLNER, ANATELT

Tas

Tas

tifications Faund

2 Caztificatiomn Faund

ztificatimn Faund

ztificatimn Faund

ztificatimn Faund

tifications Faund
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Bulk Job Cancelation

This feature gives system operators the ability to caatigbbs for a specific day or range of days by
Calendar or by Lation/Clasdication. Operators can also cbseto notify substitutes of the job
cancelation by either telephone or by emdihebulkjob cancelation method is selected from the Bulk
Job Candation Search page

Bulk Job Cancelation Search

Search Criteria

Cancelby: @ Calendar ¢ Location/Classification

Calendar: IAII Lacations v|

StartDate: (119512011

(MM/DDAYYYY)

2 KSy (GKS W/ If SYRINR YSiGK2R A apreseatSokher jobisKr@nbeingt | 2206 O y (
created for that date/calendar.

2 KSYy (GKS W[ 20F(dA2yk/ t3aAFTAOIGAZ2YQ YSGK2IRrocess dza SR g A
doesnotpreven?2 G KSNJ 2264& FTNRY o0SAy3 ONBIFGSR F2N GKFG a[ 201 0

Cancel by Calendar

TheCancel byCalendarfunction is used to cancel jobs for the current day and/or for days in the future by
configuring the dte(s) on the Calendar as a Holiday.

On the Bulk Job Cancelation Search scrdemQalendar dropdown displays all active calendars for the

district. The Start Date field defaults to the current dajter selecting the Calendar, choose the start date
fori KS OFyOStliAzy AF (GKS RIFIGS A& RATFSNBYyld FTNRBY (2RI @

Bulk Job Cancelation Search

Search Criteria

Cancelby: @ Calendar ¢ Location/Classification

Calendar: IAII Locations v|

StartDate: 1911512011

(MM/DDAYYYY)

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 181



SmartFindExpress System Administrator @sede

Release 2.5

System Operations Menu
Bulk Job Cancelation

The Bulk Job Cancelation Search screen is redisplayed with the requested Calendar. Click on the link of the
calendar day for which the jobs are to be canceled.

Bulk Job Cancelation Search

Search Criteria

Calendar: | All Locations .

Cancelby: @ Calendar " Location/Classification

StertDate: 117152011 =
(MM/DDIYYYY)
) All Locations
Sun Meon Tue Wed Thu Fri Sat
1 2 3 4 5
] 7 8 £l 10 1 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

The Modify Date screen for the selected day is displayed.

Bulk Job Cancelation Search

Modify Date: 11/15/2011
@ Hobday
* Name:
“Date 1ns20m T
MMDD/YYYY
Motfy Substiute: [~ gy phane ™ By Email
Start Cancelation | Return |
= All Locations -
[ < PrevHonth | Mov 2011
Sun Mon Tue Wed Thu Fri sat
1 2 3 4 5
[ 7 8 ] 10 1 | 12
13 12 15 16 17 18 18
2 n 2 ) 2 2% %
il = 29 30

The Name and Date fields amequired. A unique nammust be entered in the Name field:his is

S&aLISOALI
d. & tK2

ffte AYLRNIIY(

ySé 2NJ a.

P

IYIl AT E

cancelation process, clitke Stat Cancelation button

a

6KSYy dzaAy3d (KS

I G§KS YS{KZTRstaftzhdlbuk 2 G A F

a ! tedteithe2 OF G A 2
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The system displays the Bulk Job Cancelation Confirmation screen. The ofetiae cancelation are
displayed The Holiday Name field shows the name assigned to the canceled day. Confirm the job
cancelation action by clicking the Confirm button.

Bulk Job Cancelation Confirmation

Please review your selections below and click Confirm to proceed.

Cancel by: Calendar
Calendar:  All Locations
Holiday Name:  Snow Day -11/15/11
Date:  11/15/2011
Notify Substitute by Phone: No
Notify Substitute by Email:  No
Job(s) Queued-up for Cancelation: 5

The system displays a message that the bulk job cancellation action wasssuccese canceled day
added to theCalendar

Bulk Job Cancelation Search
Bulk Job Cancelation was successful
Search Criteria

Cancelby: & Calendar © Location/Classification

Calendar. | All Locations =

Start Date 441452011
MDD YYY

All Locations.
[STreveC| Hou 2011 [RE TP
Sun Mon Tue Wed Thu Fri Sat

-
™
s
-
e

s

I~
3
3

Snow Day -
H511

8

n

B ol
>

=2

s
-

Cancel by Location/Classification

TheCancel byLocation/Classificatiofunction enables operators to cancel all jobs for a Location/Location

Group/and Classification/Classification Group for the current day or for a future date.
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Location/Classification information is selected from the ddapvn menus on the Bulk Job Calat®n
Search page. The Date field defaults to the current daychoose a different date, click on the Calendar
icon. Substitutes can be notified by phone or by enigdl.start the bulk cancelation procestckthe

Stat Cancelation button

Bulk Job Cancelation Search

Search Criteria

Cancelby: ¢ Calendar ® Location/Classification

Lacation:  [ZZ TEST LOCATION 99999 |
Location Group: ‘ V|
Classification:  TEST CLASSIFICATION 999 |

"Date 091262011 rl

(MM/DD/YYYY)
Notify Substitute:  [& By Phane [ By Email

Start Cancelation

Classification Group:

The Bulk Job Cancelation Confirmation screen is displayed. The details of the bulk cancelation are
displayed including a total for the number of the jobs scheduled for cancelation. Clicking the Confirm
button completes the bulk job cancelation process.

Bulk Job Cancelation Confirmation

Please review your selections below and click Confirm to proceed.

Cancel by:  Location/Classification
Location:  ZZ TEST LOCATION
Location Group:
Classification: TEST CLASSIFICATION
Classification Group:
Date:  09/26/2011
Notify Substitute by Phone: Yes
Notify Substitute by Email:  No

Job(s) Queued-up for Cancelation: 5

The system displays a message that the bulk job cancellation was successful.

Bulk Job Cancelation Search

Bulk Job Cancelation was successful.
Search Criteria

Cancelby: " Calendar ® Location/Classification

Location: | ZZ TEST LOCATION 999999 v

Location Group:

Classification:  TEST CLASSIFICATION 999 v

Classification Group: ‘

*Date’ ggi2612011 &

(MM/DD/YYYY)
Notify Substitute: & By Phone [ ByEmail

StartCancelation

To setup a bulk job cancelation request for another location/classification, select the
location/classification, date and substitute notification method and then clickataet Cancelation
button.
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System Configuration Menu

TheSystem Configuratiomenuenables you ta@wonfigurethe parameters and processes fiie system
featuresthat determine the usage ofour system

Feature Description

Budget Code Budget codes can be used to indicate the budget to which substitute
hours and/or employee absences should be charged amdmtrol the
use of selected absence/vacancy reasons.

Calendar Calendars are used to indicate which days are workdays, holidays, ¢
{dzoaiA(GdziS wSIldZANBR 5F&a o6b{wo
the basis for all calendars in your database.

Certifications Certification codes are set up to record certification information on
substitutes. Substitutes can be searched by certifications.

Classification A classification represents a specific subject, work assignment or
Profiles position. Cladfications are used to match substitutes skilled in a
particular area with absences or vacancies in the same area.

Classification Group] Classification groups are comprised of logical grouping of individual
classifications or other classificatignoups. They can be used to setu
reason menus and for job inquiry and reporting.

Dates Dates store date information on the substitute, such as hire date and
certification dates. The date code setup defines whether the date is
used to expire the substite.

Location Profiles Locations are the individual sites where employees are assigned. A
t20FiA2y Q& LINBFAES AyOfdzRSa A
limits, and start, end, and callout times.

Location Groups Location groups areomprised of logical groupings of individual
locations or other location groups. They are used to maintain the
ddzoaltAlGdzi SQa LINBTAES g2N)] f 20!
menus and for inquiry and reporting.

Reasons Absence/Vacancy reasoaee defined for job creation and
decline/cancellation reasons are defined for job declines and job
cancellations.

Reason Menu Reason menus are lists of absence/vacancy reasons that can be de
for a specific location or classification group.

SearchRules Search rules determine which lists apply to jobs for a given
classification, and the order in which those lists are used to call
substitutes.

Custom Fields Provides 10 "spare" fields on the Profile record that can be used to §

or useadditional districtspecific information. Operators camntrol
Administrator access to custom fields.
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Budget Codes

Overview

A budget code is a code associated with a job that can be included in a job report, or in data transfers
from the system to an accounting or payroll system. Budget codes are included in job detail information
to indicate the budget to which substitute hauand/or employee absences should be charged. Budget
codes can also be used to prevent reporting an absence or vacancy for a particular reason without prior
authorization.

Manually entered budget codes are input into the system for jobs using redséhs (i K lCdl&tali KS
0 dzR 3 S lioptldr dR&bked on the Absence/Vacancy Reasons screen, or for any jobs if the parameter
GAdministrators can always enter budgetcéde A & Syl 6f SR®

A budget code can be assigned to a job in several ways:

1 Manually enteed in response to a SmartFiBgpressoice prompt via the IVR (telephone) after
entering areason thathas 02t £t SOU lenabzR3ISG O2RS¢

1 Automatically assigned from the Default Budget Code list

1 Includedfrom the employee profile.

If the Verify budget cde option is also selected for the reason, the budget code entered must match a

budget code on the Verification Budget Codiss Otherwise, any code could be entered.

Administrators and supervisors can modify budget codes when modifying the job.
TheteNY &. dzZRISG / 2RS¢ Oly OXDSFBNFASRIBY(IAKRBETt SDY¥SE S kN
terminology, for example, Payroll Code instead of Budget Code.

Note:Budget codes can be alpha or numeric. | f using alpha bu
option should not be used. Alpha budget codes cannot be entered on the telephone.

Default Budget Codes

2 KSy | 220 A& 0SAy3 ONBIGSR I ¢ZRfE0O8 NEopt@sRA SH2 W2 RES | ¢
disabled, the system will attach a default budgetiedor the chosen reason.

Default budget codes are also used to enter budget codes in the job record without manual intervention
from the party entering the job. The budget code is automatically added to the job information when the
job is createdThe ddault budget code is pulled from the employee profile or from the default budget
code list. Default budget codes are attached to reasons and to location/location groups.

If a budget code exists in the employee profile and on the default budget codihéstystem uses a
specific order to decide which budget code to apply to a job record. The order is:

1. Use the budget code in the employee profile.
2. Use the default budget code for the match of the location and reason in the job record.
3. Use the defaulbudget code for the match of the location group and reason in the job

record. If default budget codes are used for location groups, a location should not belong to
multiple groups. The budget code that is assigned will be one of the matching location
groups, thus giving an unpredictable result.
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Note: If the reason does not require a budget code and there is no default budget code in any of
authorized locations, the budget code field is left blank for that job.

Verification Budget Codes

Verification budgetodes can be set up provide a method for controlling the use of selected reasons
and can be used to verifmanually entered budget codes.

Verification budget codes are cressferenced when a budget code is entered during the absence or

vacancy entnprocess. The system checks the list of possible budget codes for accuracy of the budget
O2RS Sy G SNEBBN&RSY 0 ibfRiSh3sicheckedRob the reason. If the budget code is not
validated, the person entering the job will be asked teerder the code. The job cannot be created until a

valid budget code is entered.

Note:¢ KS a+SNAFe . dzRISG /2RS¢ FyR a/2t€tS0O0G I 06dzR3AS
not collect, but do verify, a changed budget code in job modification caarifeed.

Using the Default Budget Code Screen

This screen lets yadisplay,add, modifyand deletedefault budget codes ancreate budget code reports.
The Budget Codes list can be sorted by Location, Reason and Budget Code by clicking on the up/down
arrow in that column.

Budget Code

Default Budget Code

Search Criteria

Location Code: Location Search

Reason: v

Budget Code:

[ Search | create Report | New|

Default Budget Code List Records Per Page: | B ;I
& iten= found, dizplaying all items.
1
Delete? | Location + Reason | Budget Code
I_ ADELPHI ELBM PROFESSIONAL DEVELOPMENT S77907931
I_ ADELPHI ELBM ELBW TEACHER CONTINUING ED' 24761
I_ Al Locations OTH IMMWED FAbiLY 107 199
I_ BLADENSBURG HIGH PROFESSIOMAL DEVELOPMWENT 24761
& iten= found, dizplaying all items.
1

To delete default budget codes from the list, click the deletion box next to the budget code you want to
delete and then click thBeletebutton at the bottom of the screen. When a default budget code is
deleted from the list, iisnot deleted from any job records.

Displaying Default Budget Codes

To display all default budget codes in your database, Skézkech The Default Budget Code list is

displayed. To narrow your search to specific default budget codes, enter any coiobinithe search

criteria and clicksearch The Default Budget Code list will display the default budget codes that match the
search criteria. The Budget Codes list can be sorted by Location, Reason and Budget Code by clicking on
the up/down arrow in thatcolumn.
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Adding Default Budget Codes

Each location or group can have its own set of default budget codes. Each entity may have as few or as
many of these codes as there are reasons on the "Absence/Vacancy Reasons" screen. One default budget
code can bentered per reason, per location or group. Default budget codes can be imported.

ClickNewto display the New Default Budget Codes screen. Entries are required in all three fistd®to
the new default budget code. Cli@ave

Mevwy Default Budget Code

® Location Code: I:I Location Search

" Reason: | W

* Budget Code: |
| Save | Return To List |
Field Name Description
Location/Group The pulldown menu displays all authorized locations and location groups.
Reason The puldown menu displays all reasons codes.
Budget Code Enter a unique identifier for the budget code. The maximum field length is 45 ar

canO2 y i Ay | f LK k y dzYButigktGodds kdnthid alpbiafideric A
characters LJ- N} YSGSNJ Aa Sylceén&attary G KS t

Note: The same budget code may be used in multiple default budget code recoi
regardless of the location or rean with which the code is being associated

Modifying Default Budget Codes

To modify default budget codes, clilearcho display the Default Budget Codes list, if not already
displayed. Click the link of the budget code to be modified. The ModifsulieBudget Code screen is
displayed. Update the desired fields and clizve If an error is encountered, a message will display and
the information can be corrected.

Budget Code

Modify Default Budget Code
® Location Code: 014- ADELPHI ELEM
* Reason:  |COMP TIME 24 v
* Budget Code: |34?11

m Return To List
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Printing Default Budget Code Reports

You can create a report of all of the budget codes in your database, or only select budget codes. To print
the report, clickCreate ReportThe report automatically displays in the Adobe Acrobat reader. Use the
Adobe toolbar to print or save the report.dample report is shown below.

Default Budget Codes
Location Reascn Budget Code
ALL ADMIN. LOCATICHS RERSON 85 12345678 20RBCDEFCHIT
211 Locationa REASON 90 12345678901234567890
A1 Locationa REASON 98 9g.98.98
211 Locationa RERSON 280 980.980. %80
211 Locationa RERSON 980 990,990,990
CENTRAL HIGH SCHOOL Illness 103033
COLUMEUS MIDCDLE SCHOCL Illness 202022
Duffield Elsmentary Military Leawve 10002345

Using the Verification Budget Code Screen

This screen allows you to view, add and delete budget codes and create verification budget code reports.
To display the list of approved budget codes, cHelarch The Verificabn Budget Code list is displayed.
To display specific codes, enter the budget code identifier and thenSdiakcho display the list.

“erificstion Budget Code

Search Criteria

Budget Code:

[Search | Create Report | New |

“erification Budget Code List  Records PerPage: (50 - I

3 tems found, displaying all items.
1

Diel ete | Budget Code =
- 34761
r ELBW PROFESSIONAL DEV
- ELBW TCHR AID GRANT

3 tems found, displaving all items.
1

Adding/Deleting Verification Budget Codes

ClickNewto display the New Verified Budget Codes screen. Add an icrfof the budget code. If the
2 LJG ABRdget dodes contain alpha/numeric charactéssenabled on th®arameters; General tab, the
format can contain alpha and numeric characters or just numeric. Séekto add this budget code to
the database
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Budget Code

Mews Werified Budget Code

® Budget Code: |

m Return To List

To delete verification budget codes from the list, check the deletion box next to the budget code you
want to delete and click thBeletebutton at the bottom of the screen. When a verification budget code is
deleted from the list, it imot deleted fromany job records.

Printing Verification Budget Code Reports

You can create a report that shows all of the verification budget code records in your database, or only
select records. To print the report, cli€keate ReportThe report automatically displayn the Adobe
Acrobat reader. Use the Adobe toolbar to print or save the report. A sample report is shown below.

Verified Budget Code

Budget Code

0587654321

1224567828590

114789

123

12345

1234567850
123456785012345678501234567890123456789012345
123abc
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Calendar

Overview

The Calendar feature displays all calendars that are active in your database. Calendars indicate whether
each date is a workday, holiday, or No Substitute Required (NSR) day. An NSR day is used for events, such
as staff development or teacher watays, when an absence is reported, but the option for a substitute is

not available.

If no information is displayed in the date box, that day is a workday; otherwise, the status is displayed in
the date box.

All employees must have a calendar assigwbeén importing or manually entering data.
Calendars also determine whether the system uses regular or holiday callout times for a given day of the
week.

/' TftSYRIFENE 62N] Ay O2ya2dzyOliAz2y 6AGK GKS 62NdeRlI 84 RSy 2
to mark Saturday and Sunday as holidays on the calendars. The system will not allow an absence to be
reportedonanoms 2 NJ RF& & AYRAOIFIGSR Ay (GKS SYLX 28SSQa LINRTFAC

¢ KS a! f t caleé s tiskRay the basis for all calendafsen you enter a holiday on this

calendar, the system also adds that holiday to all existing calendars. When you add a new calendar, it will

Ay Ot dzRS GKS a! £t [ 20 (Achgniar sheudl ContRin ahlji tiee holisags thattal € [ 2 OF G A
employees using the system honor. A holiday cannot be changed to a workday on subsequent calendars if

indicated as a holiday on this calendar.

When working with calendars, the following terms apply:

Workday Date on a calendar on which an employee is requicedork.

Holiday Date on a calendar for which an employee is not required to work, even thougt
regularly scheduled to work on that day of the week. Holidays are used when
employees are not required to report absences.

Before Status | When theUse Holidg Rule Listheckbox is enabled for a holiday, the system
calculates the days prior to the holiday start date using the parameters entereq
Holiday Rule Listsn the ParametersW2 6 & Gl 6 FyR f 1 0S¢t &
{01 GdADPEé ¢ KS & @SieekdiBs wheh kthé dings are Sileulafed 7R
FLILX ASa 2yfeée G2 GKS a!ff [20FGA2yaté
employee types).

After Status When theUse Holiday Rule Lisheckbox is enabled for a holiday, the system
calculates the dayafter the holiday end date using the parameters entered for
Holiday Rule Listen the ParametersW2 6 & Gl 6 FyR f 1 0Sf &
{GFGdzade ¢KS WFTFGSNI adl Gdzaé SEOf dzR S
FLILX ASa 2yt @ U 2lendd,&ndall skaich fulesQalffactm@af & €
employee types).

NSR (No Day(s) where employees report absences, but no substitute is required.
Substitute
Required)
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Why Use Calendars?

Entering holidays on the calendar prevents employees, administraacssupervisors from entering

absences for holidays. Absences cannot start or end on a day that is a holiday. For example, if an absence
spans a holiday, a substitute is found for all days of the absence that fall on workdays. However, the
absence must sthand end on a workday in order to tell the substitute when the job starts and ends.

Calendars also impact the following features during job creation:

Substitute When determining if a job will exceed the number of work units that
Allocation Units can have a substitute at a particular location per week, month, or year,
(SAUs) the system does not include days marked as holidays during the job.

Maximum Work When determining if a job will exceed the number of work units a
Units substitute can work, the system does not include days marked as
holidays, as it deducts from the maximum number of work units
allotted to that substitute.

Longterm jobs Long-term jobs, as defined by the number of work units entered on the
Classifications screen, are excluded from some tallies and limitations
that apply to other jobs. The system does not count days marked as
holidays when determining if a job is a long-term job.

Multiple-day jobs | No job segments are created for days marked as holidays.

The Effect on Callout Times

LF I RFGS A& tAaGSR Fa | g2NJRIFe 2y (GKS a!ltft [20FGA2)
Saturday, or Sunday callout times when calling substitutes for that day. If a date is listed as a holiday, the
system uses the holiday callout &%, regardless of the day of the week.

Using the Calendar Screen

This screen allows you to display, add, modify, and create Calendar reports.

Search Criteriz

Calendar: | All Locations - |

Start Date:  [05/01/2010 B
MDD

[Search | Create Report | Newr |

To display a calendar, select the desired calendar from thedpwh list and clické&arch To display a
calendar beginning with a date other than the current date, enter a date irStiaet Datefield.
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Sun Man Tuz iad Thu Fri S=t

Adding Calendars

On the Calendar screen, clidlew. The New Calendar screen is displayed. Enter the code and name for
the new calendar and clickave Bot fields are required

New Calendar

*rMame: |

Return To List

Field Name Description

Code Code to identify the calendar. This code is entered on the telephone when
creating a vacancy. Can be alphanumeric.

Name Descriptive name for the calendar.

Modifying Calendars

To modify a calendar, select the Calendar from the-gaWn menu and clicksearchWhen the calendar
displays, click on the link on the calendar name. The Modify Calendar screen is displayed. Update the
desired information and clicRave.

Modify Calendar

* Name: |Substitute Year End [Calendar

Return To List

Modifying Calendar Dates

To modify a calendar dagelect the calendar you want to modify from the Calendarolivn menu and
clickSearch The requested calendar is displayed. Click on the link of the day you want to modify. The
Modify Date screen is displayedptiate the desired fields and cli@ave
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If an error is encountered, a message will display informing you that an update to this calendar date may
cause some jobs to be modified or cancelled. You can choose to continue, or cancel the update.

Modify Date: 080352010

« Mo Calendar Entry

. Mo Substitute Required

C Haliday
[ save |
Field Nane Description
No Calendar Entry The default status for each calendar day. Days on the calendar shown with .

underline represent workdays.

No Substitute Required A day where employees report absences, but no substitute is required. Whe

this optionisi St SOUBRI{ de& Swalj dzA NERé 1 0S¢
Holiday {StSOG GUKAA 2LIiAz2zy (2 ONBFKGS I K2t
name and a date or date range is required. The holiday name must be uniqt

hy GKS at! tt [ 2 OlHolay RéeListption iSghableddn thé
Parameters; Jobs tab, théJse Holiday Ruleheckbox is displayed. Check this
box if the holiday requires special processing rules for the workdays before
after the holday. The system calculates the Before Status and After Status c
based on defined parameters. Special processing rules that determine whic
substitutes are called for jobs following the holiday are used.

Before and After Status days are calculated atbany days designated as NS}
days and weekends.

Modifying days for multiple-day jobs

When you add or delete a holiday or NSR day from a calendar when muliplpbs exist, the system
updates each job with this change. Substitutes are not notifietthisfchange in the job schedule.

Modifying days for single-day jobs

You cannot add or delete a holiday or NSR day if any single day job for the day exists. Jobs will have to be
manually cancelled and the substitute notified before a day cambdified.

Note: Dates in the past cannot be modified at any time.
Entering weekends on a calendar

If Saturdays and/or Sundays are enteredvaskdays
A Saturday or Sunday callout times are used, as appropriate for those days
A Employees whose profiles imdite a work schedule including Saturdays and/or Sundays are able
to report absences for those days.
If Saturdays and/or Sundays are enterechaldays
A Holiday callout times are used for those days
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A Employees whose profiles indicate a work schedule instu@aturdays and/or Sundays are not
able to report absences for those Saturdays and/or Sundays that are marked as holidays.

Printing Calendar Reports

From the Calendar putlown menu, select the desired calendar and click Search. The calendar is
displayed ClickCreate Repottpo print a list of all noawvorkdays on the calendar beginning with the start
date. The report automatically displays in the Adobe Acrobat reader. Use the Adobe toolbar to print or
save the report. A sample report is shown below.

Calendar

Starting: 05/01/2010
Calendar: TESTCUSTCAL (En) TEST CUSTODIAN CALENDAR

Date Type

07/05/2010 Independence Day 10

Voicing Calendars

You must record a voicing for each new calendar so that callers are able to hear the name of the calendar
when reporting a vacancy. To voice a calendar over the telephone, follow these steps:

1. Select Telephone Voicing from the menu aocklte the voicing ID of the new calendar.
2. Call the system and enter your Access ID followed by the star (*) key, enter your PIN
followed by the star (*) key.

3. t NBada apé¢ 2y @2dzNJ (1St SLIK2yS (SeLI R G2 NBO2N

4. Follow the prompts to record and rep} the recording.
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Certifications

Certification codes are set up to record certification information on substitutes. Certificatiahsan be
stored are setup by the operator. Certifications are stored for data collection purposes and are not used
when assignments are filled. Information on certifications may be printed on substitute reports.
Substitutes can be searched by certifioat.

Using the Certifications Screen

Use this screen to add, modify and delete certifications and to print a Certifications report. The
Certification List can be sorted by Code or Name by clicking on the up/down arrow in that column.

Create Report m

Cerificstion List Records Per Page: m

4 items found, displaying all tems.

—

Code Mame ~

101 CERT-EARLY CHILDHOOD
A00 CERT-GEMERAL ELBW
Legree Degres

200 SEC- SECONDARY

4 itemz found, dizplaying all tems.
1

Adding Certifications

ClickNewto display the New Certification screen. Enter the required information and $tvk

New Certification

* Code: | |

*MName: |

Return To List

Field Name Description

Code A unique identifier for the certification. Can be alphanumeric.

Name Descriptive name for the certification record.

Modifying/Deleting Certifications

To modify a certification record, click on tl@®delink of the certification you want to modify. The Modify
a Certification screen displays. Update the desired infornmadiod clicksave Once the fields are
updated, the change is made throughout the system on the substitute profiles.
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Certifications

Modify Certification
*Code: 44678 |

* hame: |Language Skills

Return To List

To delete a certification record, click on the Code link for the certification you want to delete. The
Modify a Certification screen for the certification record displays. Click Delete.

Note: A certification record cannot be deleted if it exists in substitute profiles. It must be removed from the
profile before it can be deleted from the database.

Printing Certification Reports

ClickCreate Reporn the Certifications screen. The Certifications report automatically displays in the
Adobe Acrobat reader. Use the Adobe toolbar to print or save the report. A sample report is shown

below.

Certifications

Code

100
101
300
Degree

(En)
(En)
(En)
(En)

CERT-GENERAL ELEM
CERT-EARLY CHILDHOOD
SEC- SECONDARY
Degree
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Classification Profiles

Overview

A Classification represents a specific subject, work assignment type, or position. Classifications are used to
match substitutes skilled ia particular area with absences or vacancies in that area. They are also used to
print reports on select personnel and to create priority lists.

Classifications on Profiles

An employee must have at least one classification recorded in pnefile. Whenthe system searches for

a substitute for an absence, the employee's classification(s) affect which substitutes are eligible for the
job and the order in which substitutes are called. When an employee has multiple classification codes, the
employee selectthe classification that applies to the absence.

Substitute profilesise classifications to indicate subjects or positions preferred by the substitute. They
can also be used to indicate which classifications the substitute is certified to teach. Each substitute may
have an unlimited number of classifications recorded om @lassifications screen in their profile.

Work Units

Work units are assigned by classification codeiofk unitis a unit of time that represents the shortest
amount of time for which a substitute can be paid. A work unit can range from one houuntoday.

Work unit lengthis the minutes that represent the shortest amount of time for which a substitute can be
paid. For example, in many locations, substitutes are paid for edaglfor any amount of time worked

on the same day (even if less than fdwurs). When creating a new classification, you are required to
enter the work unit length.

Minimum Job Duration

Some employees have to be absent a certain number of days before a substitute can be required. The
Minimum Job Duration (MJD) feature prews a substitute from being assigned to the first day of an

absence for specific classifications. When the MJD for a classification is set to any number other than zero,
the system checks to see if all absences entered for that classification are simanethe MJD. Absences

that are shorter than this limit are marked "No Substitute Requig@dlD." Absences that equal or

exceed the limit are split into two jobs, each with a different job number. The first job, for the beginning

of the absence, is markétNo Substitute Requireqd MJD," and is one day shorter than the MJD setting.

The second job, for all remaining days of the absence, is created as per the user's specifications, unless
affected by other system criteria.

Substitutes on a location's AutomatAssignment list will not be assigned to any absences shorter than

the MJD limit for the absentee's classification. However, they can be assigned to the portion that is equal
to, or exceeds the MJD limit. Also, the MJD feature overrides a request fjercdied substitute, or an

attempt to prearrange the absence for any portion of an absence that is shorter than the MJD for the
absentee's classification.
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The MJD feature applies when a job meets the following conditions:

1 A substitute is required for #nabsence
1 TheClassificatioMinimum Job Day8eld is checked on the absence reason
il

TheAssign a sub after _dafisld2y GKS /fFaaAFAOlFIGA2ya aONBSy

T2N

Ot aaAFAOIGAZ2Y Aa &aSiG G2 | ydzyoSNJ ANBFGISN GKIy

1 The absence is not a lottgrm job, as determined by thieong term job unit§ield on the
Classifications screen

1 The employee's classification uses a search rule

1 Use Minimum Job Duratida enabled in the search rule

Note: For the purposes of the MJD feature, a paftiay absencés counted as if it were a fedlay

absence

Daily Work Schedule

The daily work schedule for a Classification is defined bividadmum value to reporand theUnpaid
Breakallocations.

Maximum Value to Report

Themaximum value to repoiis the maximum reportable minutes in a day that the system will accept for
the Classification on a Verified job record in gubstitute time worked fieldn the Import record. When

a job is being verified, the system compares sibstitute time workedield to the maximum value to
reportvalue. If thesubstitute time workedield exceeds this value, the following rules will apply:

1 If the verifier/user has Job Override permission, the system will present a message for
the user to choose to set the substitute time worked to the maximum value to report, or
continue as entered and verify the job with the exceeded value.

1 If the verifier/user does not have Job Override permission, the system will present a

message that substitute time worked cannot exceed maximum value to report. In this

case, the user must modify the substitute time worked field to be equal to, or less than
the maximum value to report, before the job can be verified.

For example, if theubstitute time workeds ten hours and the maximum value to report is eight hours,

F2NJ GKS 220 (2 0S OSNAFASRTI (GKS aeaidsSy sAftf LINBaSyid

Override permission.

Unpaid Break

Unpaid Break can be optionally configured for Cfacsdions. Unpaid Break is the amount of unpaid break
time (i.e., unpaid lunch breaks) allowable for a Classification. The unpaid break is deducted after a
specified amount of time has been worked on the job. The system automatically calculates whether the
job durationor substitute time workedields should have the break time deducted if a value is entered on
the Classification record for when to apply the unpaid break.

Unpaid Break applies to Classifications, not to Classification Groups.

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 199



SmartFindExpress System Administrator @sede System Configuration Menu
Release 2.5 Classification Profiles

Applies Afte Working

The number of minutes that should be worked before the unpaid break can apply. The system
automatically calculates whether the job duration or substitute time worked field should have the break
time deducted if this value is populated.

Search Types

Asearch rulas assigned to a classification and determines the order in which priority and other lists are
used. The search type determines where calling starts on lexetwithin a given list. Each time the
system uses a given level; the seargpet determines which substitute should be selected first from that
level.

When the system selects the substitute who will be the "starting point" within that level for a given job, it
considers and attempts to call each substitute in turn. If a substitata given level does not accept the

job, it considers each substitute on that level, one after another, in system assigned number order. It then
rotates around the list back to the starting point before moving on to the next level, sublist, or list.

When all substitutes on a givdevelhave been considered, the system moves on to the tnégher
numbered level. When no higheumbered levels exist on a givenblist it moves on to the nextigher
numbered sublist. When no highaeumbered sublists exigin a given list, the system goes on to the next
list as determined by the search rule.

There are four search types identified by the numbers 0, 1, 2, and 3. Each search type is designed to meet
a different need.

Note: It is recommended that you seleme search type and use it for all classifications. This aids in the
process of performing a system analysis.

Search Type:0

With this search type, the starting point within each level is randomly selected. A number is

randomly chosen among all substitutes that are being considered. This search type does not

guarantee that all/l Ssubstitutes wil!l have an equal c he
each time a given level is used. This search type is the default search type offered for each new

classification.

The following example illustrates how the system might use a list to call on five different jobs, using
search type 0. The starting point fone job has no bearing on the starting point of other jobs.
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History Priority List for Johnson Migd

Substitute Name First Job Second Job Third Job Fourth Job Fifth Job
Level 1
Jackson, Sam 3 call 5" Call 1% Call 3“call 4" call
Smith, Sally 4" Call 1% Call 2" Call 4" Call
Adams, Noel 5" Call 2" call 3“call 5" Call 1* Call
Dean, Sharon 1% Call 3“call 1% Call 2" Call
Atkins, Dian 2" call 4" call 2" Call 3“call
Level 2
Sims, Greg 9" Call 8" Call
Delray, Gail 6" Call 6" Call
James, Mona 7" call 7" call 6" Call
Hubert, Missy 8" Call 7" Call

Search Type:1l

This search type directs the system to the substitute who was called first for that classification and then
selects the nexhighernumbered substitute as the starting point for the current job, unless the highest
numbered substitute was the starting poifdr the last job. In that case, it selects the lowastmbered
substitute. The benefit of this search type is that substitutes on a given level "take turns" being selected
first. If there are five substitutes on a level, each substitute is seldatgdnce in every five jobs using

that level.

Note: Search type 1 assures the most equitable distribution of calls to substitutes over a period of time.

The following table illustrates how the system selects five substitutes for five different jobs froram gi
level when using search type 1.

History Priority List for Johnson Middle School

Substitute Name First Job Second Job Third Job Fourth Job Fifth Job
Level 1
Jackson, Sam 1% Call 5" Call 4" Call 3" Call 2" Call
Smith, Sally 2" Call 1% Call 5" Call 4" Call 3" Call
Adams, Noel 3“ call 2" call 1* Call 5" Call 4" Call
Dean, Sharon 4" Call 3“call 2" call 1% Call 5" Call
Atkins, Dian 5" call 4" call 3“call 2" call 1* Call

Search Type:2

This search type directs the system to determine which substitute was the last on that level to be called.

Once this determination is made, it selects the nbighernumbered substitute on that level as the

starting point. If the last substitute selectdis the highest ID number, it selects the substitute with the

lowest ID numberonthatlevet. KS 60SySFAG 2F GKAa aSHNOK el Aa GKIG
always called. The drawback is that the system can skip over available substitutesaingnfom a

given list for more than one job at a time.

The following example illustrates how substitutes could be selected when the system uses the level for a
single job with a classification using search typ&He asterisk*( indicates that the dostitute accepted
the job.
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History Priority List for Johnson Middle School

Substitute Name First Job Second Job Third Job Fourth Job Fifth Job
Level 1
Jackson, Sam 1% Call 2" Call 4" Call 2" Call*
Smith, Sally 2" Call 3" call* 5" Call*
Adams, Noel 3" Call 1% Call 1% Call
Dean, Sharon 4" Call* 2" Call 2" Call*
Atkins, Dian 1* Call 3“ call 1* call

This search type should be used with caution. When the system calls from the same level on more than
one job with aclassification using search type 2 at the same time, substitutes can be skipped for one job
because they were considered for a different job. When reviewing the calling information on a given job,
you will not be able to determine that this has occurrddwill seem as if the system has skipped over that
substitute for no apparent reason.

This following example shows how substitutes could be selected when the system uses the level for two
jobs at the same time. In this example, Dian Atkins was the lastitute selected the last time the
system used this level.

History Priority List for Johnson Middle School

. Result Record on Joh

Substitute Name Order Selected Job # Result 4
Level 1
Jackson, Sam 1% 1 Decline 1
Smith, Sally 2" 2 Not Available 2
Adams, Noel 3¢ 2 No Answer 2
Dean, Sharon 4 1 No Answer 1
Atkins, Dian 5" 2 Accept 2

The "Calling Information” for these Jobs would show these call results:
Job #1 Job #2
Substitute Result Substitute Result
Jackson, Sam Decline Steele, Sally Not Available
Dean, Sharon No Answer Adams, Noel No Answer
Artemis, Dian Accept

When the system tries to select the next substitute from this level for job 1, it finds itself starting over
with the substitute it selected first for that job. Insteadi selecting that substitute again for the same job,
it goes on to the next level.

Search Type:3

This search type directs the system to use only one marker within a sublist, rather than one per level. It
determines who was the last substitute calledconsidered within the sublist, regardless of level. Once
this determination is made, it selects the néxghernumbered substitute on that level as the starting
point. If there is more than one substitute per level within the sublist, it starts witHatest numbered

ID first and then moves to the nekighernumbered substitute within the level before moving to the

next level in the sublist.
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Note: This search type was designed for locations that have to call substitutes by seniority. If the intent is

for substitutes to be called in a specific order (never selecting between equally qualified substitutes), there

should be only one substitute per level within the sublist of the priority lists

The benefit of this search type is that it allows the systernall substitutes in a specific sequential order.

Using the Classifications Screen

Use this screen to search for Classifications, add new classifications, and delete or modify existing
Classifications. Classification Groups can also be modified, creatkdeted from this screen. To create a

Classifications report, click the Create Report button.

Search Criteria

Name: |

| ® Beginsumith

Search Type: | = |

[Scorch T create Report | new |

& Contains

Classificstion List

Records Per Page

334 ftems found, displaying 1 1o 50.
[FIRST/ FREVIOUS 11,2, 3, 4. 5,6, 7 [ NEXT / LAST]

Code - Mame

Search Rule

Search Type -~ | Modify Groups

ELBVPRE-K

ELBMt GRADE 3
CERT-GEMERAL ELBW
CERT-E4RLY CHILDHOOD
Cht-FIREWALKER
BILINGUAL SUBSITUTES
CERT-KINDERGARTEM
105 CERT-BILING ELEW

106 CERT-ELBW ESL

07 PARENT LIAISON

Bl
E

2

=]
(=1

=}
2

=

L]

Call Pattern 1
New custom nle

Call Pattern ¥

o Groups
Groups
Groups
Groups
Groups
Groups
Groups
Groups
Groups
Groups

ceocooocooo

To search for a specific classification, enter any combination of the search criteria. The Name field

O2ydGlFAya | a. S3IAyYya ¢ A ke dovnfhe searchaegliitd. Thy @lassificetidn tist S G 2
will display items that matched the specified criteria.
I
Search Criteriz
Code:
Name: | | ® beginewith ' Contains

Search Rule: l:

Searsh Type: | |+ |

[ 'Search | Create Report | New |

Classification List Records Pefpage:

One item fourd. ‘

1

Code = | Name Search Aule Search Type | Modify Groups

118 CERT-ELBM MUSIC 1] Groups

One itern found

1
The Classification List will display items that match the specified criteria. The list can be sorted by Code,
Name, Search Rule, Search Tgp&lodify Groups by clicking on the up/down arrow in that coluonron
the column label
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Adding Classifications

ClickNewto display the New Classification screen. To add a new classification, fill in the information on

the new classification and thenick Save.

Field Name

Code

Name

Search Rule

New Classification

*Name: | ‘ * (En)
I NG
[ | Es)
Search Rule: l:l
* Search Type l:l
Pay Rate: l:l
*StartCallot [ | minutes before job start fime
“WorkUntt || minutes

Hote: For Sub Allocation Units (SAU) and reporting

*Lang term job l:l units:

Hote: Excludes long term jobs from In-House Filling Capacity (IFC),
Sub Allocation Units (SAU) and Minimum Job Duration (MJD) rules.

*Workdaylength: || minutes

Hote: If the work day length is greater than 0 minutes and is
exceeded during job creation a warning will occur,

Warn during job creation, when any job day exceeds the work day
lengthiif work day length = 0)

Block job creation for employee, when any job day exceeds the
work day length(if work day langth = 0)
Minimum Job Duration (MJD)

thssignasubafer | | days

Daily work schedule

Maximum value to repart minutes

1]
Unpaidbreak: [0 | minutes
b

Applies after working minutes

Note: New classifications must be voiced

Description

Unique identifier for the classification. May be alphanumeric.

Description for the classification. It should reflect the name of the position or subject. T
name does not have to match the name recordedreview over the telephone.

Select a search rule from the pdibwn list. The default is blank. If no search rule is enter
there will be no callout on the job and substitutes cannot be requested or prearranged.
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Field Name

Description

Search Type

The numbers 0, 1, 2, and 3 identify the four search types. Search Type 0 is the default
search type offered for each new classification. It determines which substitutes will be
called first, when there are multiple substitutes on the same sublist and.level

Pay Rate The pay grade a substitute will receive for working a job with a specific classification. H
the pay rate associated with this classification. Pay rate will be assigned to the job and
display on job reports and export formats.

Stat Callout_ Number of minutes prior to the start of the job for calling to begin. Valid values-a#10

minutes before Job | minutes (24 hours). Enter a value of zero (0) to show this field as inactive.

Start Time _ _ o . _ _ _

This feature is useful for classificatidhat typically require being at work prior to or at thé
start of morning callout.

Work Unit The number of minutes that represent the shortest unit of time for which a substitute ¢

be paid, from one hour to a full day.

LongTerm Job

A job that is asong as, or longer than the number of work units for the job.

Work Day Length

The work day length of the job in minutes.

Warn during job creatiofbption

Enable this checkbox to have a warning message displayed during job crehéorihve
work day length fothe absence exceeds the work day length of the job classificaliba
absence can still be created.

Block job creatio 2 NJ S Y agficd:eé $SQ

Enable this checkbox &et a block on job creatidior employees when an absenerceeds
the work day length of the job classification. Whée employee attempts to create the
absence, an error message is displagad theabsence cannot be created.

Minimum Job
Duration (MJD)

9 Assign a Sub after __days = the minimum number of daigséa job with this
Classification can be assigned to a substitute. The values@®el@ys. If left blank, this
feature is not active.

1  Workday length = the workday length is the number of minutes that represent the
workday.

Daily Work Schedulé

Thefollowing values are used to configure the Unpaid Break for the Classification:
9 Maximum value to repoiis the maximum reportable minutes in a day that the
system will accept for this Classification on a Verified job record in the substitute
worked feld.
1 Unpaid Brealks the amount of unpaid break time (in minutes) allowable for this
Classification.
1 Applies after workings the number of minutes that should be worked before the
unpaid break can apply. The system automatically calculates whether tlkijation
or substitute time worked field should have the break time deducted if this value

populated.
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Modifying/Deleting Classifications

On the Classifications list, click on the code of the classification you want to modify. The Modify
Classification screen is displayed. Update the desired field(s) an&alieto update the classification.

Modify Classification
*Code: 999

Name: | 77 Test Classification

SearchRule: [Typicall  |v]
*Search Type: [1
Pay Rate
*Start Callout [0 minutes before job start tme
“WorkuUnit [0 minutes
Note: For Sub Allocation Units (SAU) and reporting

*Longtermjob: |0 units

Note: Excludes long term jobs fr

n In-House Filling Capacity (IFC),

om
Sub Allocation Units (SAU) and Minimum Job Duration (MJD) rules.

*Work day length: [0 minutes

Note: If the work day length is greater than 0 minut
exceeded during job creation a warning will occ

[ Black job creation for employee, when any job day exceeds the

work day length(ifwork day length > 0)

Minimum Job Duration (MJD)

*Assignasubafier |0 days

Daily work schedule

Waximum value to report [0 minutes
Unpaid break: |0 minutes

Applies after working: [0 minutes

To delete a classification, click on the code of the classification you want to delete. When the Modify
Classification screen is displayed, cheiteteto remove the Classification record. A system message
displays that asks you to confirm the Delete awtiClick either Yes or No.

Note: A classification cannot be deleted if it is assigned in an employee or substitute profile, or a job. The

F2ft26Ay3 SNNBN vYSaal 3§

profilesand2 NJ 22 0 a ¢

Modifying Classification Groups

gAtt

RAA&LX I

ez

G/ fEFAAATAON GA2)

Classification groups are a logical grouping of individual classifications or other classification groups.
Classifications can be assigned to multiple classification group&bpslink on the Classification
screen allows you to modify classification groups for a classification.

Click theGroupslink to display the Classification Groups screen. The classification groups associated with

the classification are displayed.

Classification Groups

Claszifications: A-SEC TEA ASST DEAF

m Return to Classifications

Classification Group List

Delete *  Classification Group

I_ TEACHER ASSISTANTS
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To delete a classification group from the Classification Group list, click the box next to the
classification group you want to delete and click Delete.

To add the classification to another group, click New to display the New Classification Group
screen. The pull-down menu lists the defined classification groups. Make your selection and then
click Save.

News Classification Group

® Classification Group: w

m Return To List

Printing Classifications Reports

ClickCreate Repotto display theClassification Report Setup screente a title for the report and
indicate if you want to include Classification Groups on the report, and then click View Report.

on Report Setup

Report Title:

I- Frint Classification Groups

Yiew Report || Return To List

The report automatically displays in the Adobe Acrobat reader. Use the Adobe toolbar to print or save the

report. A sampleeport is shown below.

Classifications

Cods Tame Searen Search  Start  Work Tong Minimm Work Waxlmin Unpaid  Hinimum Pay
Rule Type Callent Tnits  Temm Daye Day Report Break  Until Break Rate
(in)  (mim) (units) (days] (min) imin)  (min) (nin}

1 {En] ELEM-FRE-E Call pattern 1 o ] 220 20 o 540 0 o 0
10 {En] ELEM-GRADE 3 New custom rule o o 240 20 o 540 0 o 0
{Pr] ELEM-GRADE 3 FR
{Es] ELEM-GRADE 3 SE
100 {En] CERT-GENERAL ZLEM
101 {En] CERT-EARLY CHILDHOOD

240 20 540
540
540
540
540
540
540
540
540
540
540
540
540
540
540
540

102 {EQ] CM-FIREWALKER Call pattern 2
103 {En] BILINGUAL SUBSITUTES

104 {En] CERT-KINDERGARTEN

105 {En] CERT-BILING ELEM

106 {En] CERT-DLEM BSL

107 {En] EARENT LIAISCH

11 {En) ELEM-BIL GRADE 2 Call Pattern 1
11¢ (En} CERT-ELEM PE

117 {EQ] CERT-ELEM ART

118 {En] CERT-ELEM MUSIC

118 {En] CERT-MONTESSCRT

12 {En] ELEM-EEL GRADE 3 call pattern 1
121 {En] CERT-GIFTED ELEM

122 {En] CERT-ZFEC ED-ZLEM

!
a

Voicing Classifications

You must record a voicing for each new classification so that callers are able to hear the name of the

classification. To voice a location over the telephone, follow these steps:

1. Select Telephone Voi@rfrom the menu and locate the voicing ID of the new classification.

2. Call the system and enter your Access ID followed by the star (*) key, enter your PIN
followed by the star (*) key.

NB 02 NR

3. tNBadaa aGpé¢ 2y @&2dzNJ GStSLIK2yS (1SeLIR G2
4. Follow theprompts to record and replay the recording.
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Classification Groups

Overview

Classification Groups is a logigabuping of individual classifications or other existing classification
groups. Classifications groups may or may not represent a hierarchy of classifications as illustrated in the
following example.

Classification Group Classification/Classification Grqu
All Teachers Elementary Teachers
Secondary Teachers
Elementary Teachers Grade 1
Grade 2
Bus Drivers Driver Level 1

Driver Level 2

Classifications can be assigned to multiple classification groups. Refer to the previous section for detailed
information on Classifications.

Classification groups are used in the following ways:

1 To set up reason menus. Reason menus determine if diffaypes of personnel
should be offered different reason codes when reporting absences or vacancies

1 For job inquiries and to produce reports on employees, substitutes, and jobs

1 Classification groups can be entered on the Classification tab of the Subgtitftle to
ease data entry.

To determine the classification groups that will be required for your system, you will need to understand
the absence reasons that different employee types can use and your reporting requirements.

Using the Classification Gro ups Screen

Use this screen to search for Classification Groups and to add, modify or delete classification groups.
Classifications can also be modified, created or deleted from this screen. To create a Classification Groups
report, click the Create Repdoutton.
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ation Groups
Search Criteria
Ev Group
Hame: | | & Begins with ' Contains
oR

Ey Merber

Name: | | @ Beginswith ' Contains

m Create Report m

Classification Group List Records PerPage:m
i iterns found, displaying all items.

1
Group - Narne Modify Classifications
ASSIST TEACHER ASSISTANTS Classifications
CERT CERTIFICATED Clazzificationz
CLASS CLASSIFIED Classifications
ELTCH ELEMENTARY TEACHIMG CLASSIFICATIONS Classifications
hAINT MAINTENANCE Clazsificationz
SEC TCH SECONDARY TEACHING CLASSIFICATIONS Clazzifications

i iterns found, displaying all items.

1

To search for a specific classification group, enter any combination of the search criteria. The Name fields

O2yGFAY | &a.S3IAya 6A0KE FyR a/2yidlAyaée Ofl dzasS (2
Search Criteria
By Group
Name: |C|aSS | & Beginz with C Contains
OF
By Member
Name: | | « Begins with  Contains
[Search | Create Report | New |
Classification Group List  Records Per Page: m
One item found.
;
Group - Name Modify Classifications
CLASS CLASSIFIED Clazzifications
Ore ftem found.
;
The Classification Group List will display isetimat match the specified criteria. The list can be sorted by
Group or Name by clicking on the up/down arrow in that column.
Adding Classification Groups
Click New to display the New Classification Group screen. Enter a unique identifier in the Code
field and a descriptive name for the classification group in the Name field.
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Classification Groups

New Classification Group

*Mame: |

Return To List

Modifying a Classification Group

Click theGrouplink of the classification group you want to modify. The Modify Classification Groups
screen is displayed. Update the desired fields and Slale

Classification Groups

Modify Classification Groups
*Code:  |ALLMID |

*Name: |All Middle School Teachers

Return To List

To delete the classification group, click the Delete buttbthdre are Reason Menus that use the

classification group, a system message will display informing you that the classification group data is being
used. You can choose to continue, or to cancel the deletion. If you continue the deletion, all data will be
removed from existing profiles.

Modifyi ng Classification Groups

You can add or delete classifications or classification groups from a classification group. On the
Classification List, click ti@assificationdink for the classification group you want to modify. The Modify
Classification Group screen is displayed. All Classifications that belong to that classification group are
displayed. Classification groups are identified from individual classificatiotie lalisplay of Yes or No
under theGroupheading.

Classification Group Members

Clazzification Group: CLASSIFIED

m Return To List

Classification List

Delete | Group | Code - | Hame
l- hCH ASSIST  TEACHER ASSISTANTS

[ ez  MAINT  MAINTENANCE

To delete a classification or classification group, click the desired deletion box and thdbedditsk

Toadda classification or classification group, ciwto display the New Classificatiorreen. The pull
down menu contains all authorized classifications and classification groups. Make your selection and click
Saveto add this classification or classification group.
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MNews Classification

® Classification: A

m Return To List

Printing Classification Group Reports

ClickCreate Repormn the Classification Groups screen to print a listing of classification groups. The report
is sorted by group name, classification and then associated group names. The report automatically
displays in the Adobe Acrobat reader. Use the Adobe toolbaritd pr save the report. A sample report

is shown below.

Classification Groups

Codea Name Clasaifications Code Is Group?
3001 Elementary
2001 History teachers
1420 Bara Prof Teachers Eng AP 1o09 No
1538 Science teachers
3333 Special Education Para 103 No

Para 102 No
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Dates
Overview

The Dates feature is used to create all of the dates that will be stored in the employee and substitute
profiles. Dates can be used to indicate thatudbstituteis expired and cannot be assigned to any job or

that anemployeds expired and cannot creashsences. Employees and substitutes can be notified on
their home page or via the telephone.

Substitute and employee profiles can store an unlimited number of dates. To enter a date in a profile,
click theDateslink, chooseNew, enter a name and datena clickSave The inquiry menus allow you to
select date ranges or the Date name to identify profiles that have the desired data.

Using the Dates Screen

Use this screen to add, modify and delete Dates and to create Date repbogdate List can be sed by
the column headings by clicking on the up/down arrow in that column.

—|
rew |

Dste List Records Per Page: [0 |« ||
30 ftems found, displaying all tems

q
Code = Nare Us=d to Expire? = | In Profiles # Days to Notify
2008 2008 under 10 days Yes Substitute only 0
FT7-PROBATION PROBATION ZDAY RULE Ha Substitute only 0
Bidh Birth Oate Ha Emp&sub shared date ]
cancel canesl jobs Yes Subtitute only o
CERT Centifieation Date Mo Emplayes only o
CERT-EXP Centifieation Expiration Date Vs Subtitute only 1
death death Yes Emp&sub different date o

DHU Recieved DHU Yes Substitute only ]
DOC NOTE FSUB ONLY NEED DOCTORS NOTE Yes Substitute only 0
EIRED FIRED Yes Emp&sub shared date 0

flu swine flu Yes Substitute only ]

Hire Hire Date Mo Empasub differant date o
INC-RAE Incomplete RAE Yes Subtitute only o

|| MEDICAL UNDER MEDICAL CARE/NEED DR NOTE Yas Substitute onl o

Adding Dates

On the Dates screen, clitlewto display the New Date screen. After entering the information for the
Date, clickSaveto add the Date record.

Dates

m
u

Mewr Date

T Hame:

| " (En)
[ | o
| | B2

# Dayzin advance to notify: l:l

® Awailable In Profiles: | - I
* Used to Expire™ e ez o Mo

m Return To List
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Field Name Description

Code Enter a unique identifier for the date. The code can be alphanumeric.

Name The description for the date. The name must be unique. It will display on reports

# Days iradvance to notify

Available in Profiles

Used to Expire?

Modifying/Deleting Dates

On the Dates screen, click on the Date code you want to modify. The Modify Date screen isdlisplaye

and screens when this date is referenced. It can be alphanumeric.

Number of days in advance of the date for the employee or substitute to be
notified. For each date, the notification will appear on the home page when the
employee or substitute logs into the systeffhe notification information is also
provided over the telephone.

The maximum number of days that can be entered is betwe863. This feature is
not active if the field is left blank, or contains a value of zero.
Note:¢ KA&a 2LIiA2Yy Aa

y2id RSLISyRSY indicatgr.

From the puldown menu, select one of the four options:
Employee onlg date will be visible/updateable on the Employee profile (Dates te
Substitute only date will be visible/updateable on the Substitute profilea{€s tab)

Emp&Sub shared datgthe shared date will be visible/updateable on the Substitt
profile (Dates tab) and on the Employee profile (Dates tab). For example, birth ¢
A profile can have only one birth date that is visible/updateable on both th
employee and substitute Date tabs. There is only one Birth date stored.

Emp&Sub different date different dates, each one with the same date nhame/cod
can be visible/updateable on the Substitute profile (Dates tab) and Employee pr
(Dates tab) Whe this option is assigned to a date, it allows the same name/code
be used on a Substitute and/or Employee profile. For example, Start date. You
have a different start date for the employee and for the substitute. Each Date ta
will display the datehat belongs to the employee or substitute. Two start dates a
stored, one for each profile.

Indicates if the date is used to expiieK S

a
AdzoatAidzisS OFyyz2d 08

Update the desired fields and cli€ave If an error is encountered, the system will display an error
message. Make any corrections and cBelve

If the Code or Name fields are modified, all gldvns and screens containing that data will be updiate
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Modify Date
*Code:  |LINCEXP
*Mame: |License Expiration Date

# Days in advance to notify: |60

*UsedtoExpire? ¢ yes & No

Return To List

* Available In Profiles:  [Emp&Sub different date v |

On the Dates screen, click on the Date code you want to delete. The Modify Date screen is displayed. Click
Delete If there are substitute or employee profiles associated with the date record, a message will display

informing you that the date ibeing used. You can choose to continue, or to cancel the deletion. If you

continue the deletion, all data will be removed from existing profiles.

Printing Dates Reports

On the Dates screen, cli€keate Reporto print a list of the Date records. The rapdés automatically

displayed in the Adobe Acrobat reader. Use the Adobe toolbar to print or save the report. A sample report

is shown below.

Dates
Code Name Used te Expire? In Prefiles # Days te notify
Birth Eirth Date Ho Emp&Sub different date [+]
Certificaticn Cartification Expiraticn Date Yes Emp&Sub different date 30
Other Other Expiration Date Yes Emp&Sub different date 30
Start Start Date Ho Emp&Sub different date [+]
Tukerculosis Tuberculcsis Expiration Datea Yes Emp&Sub different date 30
Vacancy Vacancy Expiration Yes Emp&Sub shared date 10
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Location Profiles

Overview

Locations are the individual sites where employees are assigned. Locations are used to match substitutes

who are willing to work at a particular location with employees or vacancies at that location.

Locationscan be assigned to multiple location groups. Location groups are used to assign substitutes to a

group of locations and to report on a group of locations.

Location descriptions are voiced by the system administrator and played on the telephone toyideeatif

location.

An employee must have at least one location recorded in their profile, and may have any number of
locations. When an employee profile has multiple locations, the employee must enter separate absences

for each location.

A substitute has loations listed in their profile in either their location preferences or on substitute priority
lists. Priority lists are maintained by the administrator or operator and determine the order by which

substitutes are offered jobs.

Using the Location Profile S creen

Use this search screen to find a specific location profile or display all location profiles in the database. To

RA&ALX & |
. S3IAya

ALISOATAOD
G6A0OKE

t20FGA2Y
2 NJ row ddwhiihe segréhgesuldd Cliglearén Taidsplay hIINJ

LINEFAESS SyidSNI GKS

locations, leave the fields blank and clg&arch The Location list is displayed.

Location

Search Criteria

Code:

Name:

[ Scarch | Create Report | New |

g Bzginz with

o Containz

Location List

Fecards PerPage: |B0 = |

423 itemns found, displaying 1 to 50,

[FIRST/PREMOUS 1,2, 3, 4, 5, 6,7, 8 [ NEXT / LAST]

Code ~ | Narne

o1 ROSE WVALLEY ELEMENTARY SC
ooz FRANCIS SCOTT KEY ELBWENT
o0z FONDREM EL

004 KEY MIDOLE

oos BURNET EL

008 BELLAIRE HS

o2 KOLTER EL

oog CAGE EL

010 FONDREN MIDDLE

1 FONWILLE MIDDLE

1 ADELFHI ELEW

1 FRANKLIN EL

1 CARNEGIE WANGUARD HE
CARRILLO EL

=
—

[=]
=

(=3
h

[=]
[a]

(=3
=
=

{=1
=
fan)

(=3
=
jul

LANIER MIDDOLE

GABRIELAMISTRAL CEMTER FOR EARLY

t 20 47
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Adding Location Profiles

On the Location Profile screen, clidkw. The New Location Profile screen is displayed. Enter the
information on the new profile and then cliGave.

Location Group - Locations

New Location Profile
* Code:
* Mame:
Address Line 1:
Address Line 2:
City:
State/Prov.: Zip/Postal:

Telephone Number:
Fax Number:
In-House Filling Capacity:

Employees: [ allow Specifying a Substitute

™ Allow Prearranging a Substitute

Hote: New locations must be voiced

Field Description
Code A unique identifier for the location profile.
Name The name for the location. The name must be unique. It will display on

Address line 1

Address Line 2
City

State/Prov
Zip/Postal

Telephone Number

Fax number

In-House Filling
Capacity

reports and screens when this location is referenced

The address of the location. Information in the address fields is informational ¢
and is not used by the system.

Additional space for the address of thecétion.
The city where the location is located.

The state or province of the location.

The zip/postal code for the location.

Contact number for the location. The system does not call locations dirary
This field is used for data collection only.

The fax number for the location. This field is for data collection only.

The number of absences that should be filled witthouse personnel at this
location for each workday. This field is only activated if a number other than ze
is entered. IAHouse Filling is further enabled on the Reason and Search Rules
setup screens.
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Field Description

Employees: Allow Indicate if employees dhis location can specify a substitute.
Specifying a
Substitute

Employees: Allow Indicate if employees at this location can prearrange a substitute.
Prearranging a
Substitute

Modifying Location Profiles

The following components of a location profile can be modified.

Modify Location Profile

*Code: 12319
*Mame: |Lincoln Elementary - Nutrition Servic
Address Line 1. 1041 M. Ferry Rd
Address Line 2
City.  Woodburn
State/Prov. |MD Zip/Postal: 97071
Telephone Number.  |15039812660
Fax Number:
In-House Filling Capacity. |0
Employees. | Allow Specifying a Substitute
™ Allow Prearranging a Substitute

Return To List

Profile Display, add, modify, or delete location profiles.
Groups Add or delete location groups for the location.
SAU Add or modify SAU (Substitute Allocation Units) limits for the location for a selected period.

Times Add or modify start and end times, and morning and evening callout times for a location.

Modifying Profile Information

On the Location list, click théodelink for the location you want to modify. The Modify a Location Profile
screen is displayed. Update the appropriate fields and 8ake Refer to the previous section for field
descriptions.

Todeletea location profile, from the Location list, clicket@odelink for the location you want to delete.
The Modify a Location Profile screen is displayed. Olit&te You cannot delete a location that has been
used for any job (open, active, finished, or cancelled) currently in the database, or that medgsigin
employee or administrator.
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The Groups Screen

The Groups screen lists the location groups for the selected location. Locations can be assigned to
multiple location groups. Before a location can be assigned to a location group(s), the graupenses

up using the Location Groups function. Once locations are assigned to location groups, they can be used
for reporting, setting up reason menus, and for setting up substitute profiles.

Location Profile - Location Groups

S ] e |
Code: 002
Mame: KOLTER EL
m Return To List

Location Group List
Delete?  Location Group
- WEST REGION
I_ ALL HIGH SCHOOLS
|_ WEST REGION HIzH SCHOOLS

Adding/Deleting Location Groups

To add a location group to a location profile, click New to display the New Location Group screen.
The Location Group pull-down menu contains all authorized location groups. Select a location
group and then click Save to add the location group to the profile.

Code: 003
Mame: KOLTER EL

Mewr Location Group

* Location Group: | w

m Return To List

Location Group List

Delete? Locstion Group
I WEST REGION
I_ ALL HIZH SCHOOLS
I- WEST REGION HIGH SCHOOLS

Todeletea location group, click the deletion box next to the location group you want to delete, and then
clickDelete

The SAU Screen

The Substitute Allocation Units (SAU) feature allows each location to define its own limit for the number

of absencest that location which may be filled by substitutes over a given period. This gives the location

GKS FoAfAGe (2 RANBOGEE O2ydiNRf AG&a 0dzRISGSR adzmadaic
additional absences are reported as No Sub#ifeequiredSAU. This feature prevents employees from

specifying and prearranging substitutes once the allotment of substitutes is met. The system tracks the
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number of SAUs used in each period. The SAU feature is futher enabled on the Reason and Search Rul

setup screens.

If SAUs exist for a location, the listanfrrent and future periods is displayed in date order with their
allocated and remaining balances.

ion Profile - Substitute Allocation Ealances
Code: 103
Mame: DISTRICT OFFICE
[ New | Return To List |
Substitute Allocation Units List
Date Allocated  Remaining
05222010 24 24
05232010 24 24
05242010 24 24
05/ 256/2010 24 24
05262010 24 24
05272010 24 24
o&28:2010 24 24
05/ 22/2010 24 24
052002010 24 24
05:212010 24 24
o&a120490 24 24
QGMOZ/2010 24 24
050322010 24 24
05042010 249 24

Adding SAU Information

To add SAU information, clitlew. The New Substitute Allocation Undisreen is displayed.
After entering your information, click Save.

Field Name

Substitute
Allocation Period

e ] o

Code: 003
Name: FONDREN EL

Nevwe Substibute Allocstion Units

Substitute Allocation Feriod: | | = |
Allocated: EI

DDA
Mote: Enter only when allocation period is wearly

m Return To List

Description

The SAU period for the selected location. Only one period can be established
location at a time. All locations do not have to use the same period designatio
blank substitute allocation period indicates that this feature is not used. The-di
down menu offers the following options: Day, Week, Month, and Year. Weeks
calculated as starting on Sunday and ending on Saturday. Months are calcula
starting on the first day of the month and ending on the last day of the month.

If the allocationperiod that was already defined is being changed to another
Fft20FGA2Yy LISNA2RZ  YSaal3asS a!ft ¢
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OKIFy3aAy3 GKS {!! LISNA2R®PE A& RAALX
to change the SAU period.

Allocated The allocated value uses work units. Work units are defined on the Classificat
screen. That number is entered in this field.

Start Date Locations that use the Yearly period are required to indicate the start date the
year begins. The next onea period will begin with the same date in the
following year.

Modifying SAU Information

To modify SAU information for a selected period, click on the deflegdlink. The Modify Substitute
Allocation Units screen displays. Enter the new allocation and$dick

Location Profile - Substitute Allocation Balances

o] s |

Code: 103
Mame: DISTRICT OFFICE

hodify Substitute Allocation Units

Substitute Allocation Units: Day
Date: 052302010

Allocated: |24
Remaining: 24
[ Save |
Field Name Description
Allocated The number entered in this field will take the place of the number that was

previously entered. SAU limits may tieanged as often as desired. This allows {
carryover of unused days and for borrowing from future periods when necess:

The system does not automatically carryover or roll over unused units from or
period to another. This adjustment must be made mally. To indicate that no
substitutes may be assigned to absences for the-BAited reasons for a given
period, enter a "Substitute Allocation Units" count of zero (0) for that period.

Remaining This is a displagnly field. It shows the number of SAUnused in each period.
This field is calculated from the job records and cannot be modified.

The Times Screen

This screen allows you to add, delete, and modify location start and end times and location callout times.

Callout times are defined using tielephone Linggature. Default callout times can be changed and

applied to individual locations. Possible reasons for setting individual location callout times are:
A 9F NI ASNI) OF tf2dzi GAYS &l hefpoNifedatheljolsHirstiichode dotatiohis. 8 OK 2 2 £ &
A The ability to call secondary schools before elementary schools due to earlier school start times.

The Location Times list displays the current daily callout. Only callout times that differ from thit defa
times set up via the Telephone Lines feature are displayed.
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Code: 1103
Mame: DISTRICT OFFICE

Return To List

Location Times List
Maote: Systerm Callout tines will b2 used if there are no callout tines displaped.

------ Location Times .- eeeememeeeees CaEllout Times —-eeeeeeeees
Start End Tod=y's Start Future Start Future End
Monday:  [07:404M | [0310PM [0B:30AM | [0ZOOFM | [05:00PM
Tuesday: [07:404M | [0210PM | [0G:30aM | [0200PM | [0%:00PM
Wednesday: [07:.404M | [0310PM | [0B:304M | [0200PM | |05:00PM

Friday: [07.404M | [03:10PM | [0B:304M | [0200PM | |0S:00PM
Saturday: | | | |

Holiday: | |

Sunday: |

| | | |

| | | |

| | | |

Thusday: [07:404M | [0310PW | [06:304M | [0200PM | [05:00PM |
| | | |

| | | |

| | | |

| |

Miote: Al tirme fields are inthe format of HH:RdR AR

Field Name Description

Location: Start Enter the start time that the majority of employees assigned to this location re
to work. This field is used as the default start time on employee profiles when
location is selected.

Location: End Enter the end time that the majority of emplogs assigned to this location end
their day. This field is used as the default end time on employee profiles wher
location is selected.

Note: Start and end times are used when creating or importing employee profile data when a time is not
specified.

¢C2RIFI28Qa { ¢2RlI&Qa {GFNI GAYS NBTFTSNAR (2 Y2NYAy
jobs for the current day are called.

Future Start/End The Future Start/End time refers to evening calling. During evening callout, all
G2 LISy ¢ 22 oavand BlIRfutdrejoBsy dte called.

Modifying Location Times

To modify the start and end time for the location, type in the new information and Shele
Existing job times on current and future jobs will not be updated.

Modifying Callout Times

To add or delete callout times, update the appropriate fields and Elale
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Printing Location Profile Reports

From the Location list, clidBreate Reporto create the Location report. The Location report setup screen
is displayed. Select the report @aneters and click/iew Report

Location Profile Report Setup

Report Title:
™ Print Location roup

I Print Address
I Frint Times

¥iew Report ]| Return To List

Field Name Description

Print Location: Displays all of the groups that are assigned to the location, sorted by group narr
Group

Print Address Displays the address information.

Print Times Displays the days of theeek in chronological order.

If no additional options are selected on the setup screen, the report will print one line per location. The
locations will appear in the sort sequence selected before pressagch

The report automatically displays inglAdobe Acrobat reader. Use the Adobe Acrobat toolbar to print or
save the report. A sample report is shown below.

Locations
Code Name Telephone No Fax IFC SAU Empl Spec./PreArr
001 (En) ROSE VALLEY ELEMENTARY SC 301-449-4990 a Yes /[ Yes
Address: 9800 JACQUELINE DRIVE
UPPER MARLEORO MD 20772
002 (En) FRANCIS SCOTT KEY ELEMENT (301)817-7970 o Yes / Yes
Address: 2301 SCOTT KEY DR
SUITLAND MD 20747
003 (En) FONDREN EL o Yes / Yes
Address:
004 (En) KEY MIDDLE [ Yes /[ Yes
Address:
005 (En) BURNET EL a Yes / Yes
Address:
006 (En) BELLARIRE HS ] Yes / Yes
Address:

Voicing Locations

You must record a voicing for each new location so that callers are able to hear the name of the location.
To voice docation over the telephone, follow these steps:

1. Select Telephone Voicing from the menu and locate the voicing ID of the new location.

2. Call the system and enter your Access ID followed by the star (*) key, enter your PIN

followed by the star (*) key.

Presi dpé 2y @2dzNJ (St SLIK2yS 1SeLIJR G2 NBO2NR aeai:
4. Follow the prompts to record and replay the recording.

w
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Location Groups

Overview

Location Group is a logical grouping of individual locations or other location groups. Location groups may
or may not represent a hierarchy of locations as illustrated in the following example.

Location Group Location/Location Group
All Locations West Region
East Region
North Region
North Region John St. Elementary
Charles Secondary
Secondary Charles Secondary
Discovery Secondary

Locations can be assigned to multiple location groups. Location groups are used to maintain the

ddz0alGA(dziSQa LINRPTFAES 62N] t20FGA2ya FyR LINKA2NRGeR

To determine the location groups that will be required to set up your system, you will need to know how
substitute profiles and priority lists amaintained, and have knowledge of your reporting requirements.

Once locations are assigned to location groups, they can be used for reporting, setting up reason menus,
and for setting up substitute profiles.

Using the Location Group Screen

Location Goups can be added, deleted or modified from this screen. To create a Location Group report,
click Create Report. The Location Group List can be sorted by Code or Name by clicking on the up/down
arrow in that column.

=

Location Group List Records Per Page: | B[] ;I
37 item= found, displaying all items.

1
Code MNarme - Modify Locations
1000 ALL ELBVENTARY SCHOOLS Locations
3000 ALL HIGH SCHOOLS Locations
2000 ALLMIDOLE SCHOOLS Locations

1 Al Regions Locations

z Al Types Logations
20000  BUSINESS/FINANCE Locations
S0000  CEMTRAL REGION Locations
4000 2 CEMTRAL REGION CHARTER SCHOOLS Locations
51000  CEMTRAL REGIOW ELBWMENTARIES Locations
52000 CENTRAL REGION HIGH SCHOOLS Laocations
53000 CENTRAL REGION MIDDLE SCHOOLS Locations
20000  EAST REGION Locations
24000  BEAST REGIOM CHARTER SCHOOLS Locations
24000  EAST REGIOM ELBWENTARIES Locations
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Adding Location Groups

ClickNewto display he New Location Group screen. After entering your information, S8iaketo add
the location group record

Location Groups

New Location Group
* Code

*Mame

Used in Search Rules I LI
Allow Priority Lists: [
Description :I
=
Field Name Description
Code Unique identifier for the location group. The code may be
alphanumeric.
Name Unique name to identify the location group. This name will display on reports
and screens.
Used in Search Rules Indicates if the location group is to be used in search rules. When creati

search rule list, only groups that have a value in this field will displdnein
pull-down list and can be selected and placed in the search rule. The
options are:call only this groupcall only lower groupall this group, then
lower groups

CKA&G FTASER g2NJa Ay GKS F2ft26AY
that contains groups called Region 1 and Region 2, the following would
occur:

If Call only this groufs selected{ dzo a G A GdziSa 2y GKS
lists will be called.

If Call only lower groujs selected; { dzo & (i A { dz i}
GWS HA2VLINA2NRGEe fAada oAttt 0SS O

If Call this group, then lower groujssselected; { dzo & (i A ( dzii S &
wS3IAz2yaé tAad FyR GKS awS3arzy wmé

The default value for this field is blank.
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Field Name Description
Allow Priority Lists Checking this box indicates that substitute priority lists exist for this loca

group. When creating a substitute priority list, only groups that have this
field enabled will display on the Locations paiwn list.

Description The description provides the operator with additional information on why
the location group was set up. This information is not used or displayed
the system.

Modifying Location Groups

From the Location Group list, click tiedelink of the location group you want to modify. The Modify
Location Group screen is displayed. Update the desired fields ancbelelf an error is encountered,
the system will display an error message. Make any corrections andbalek

Location Groups

Modify Location Group
*Code:  |MAINT

*Mame: |All Maintenance Locations
Used in Search Rules: | -]
Allow Priority Lists: [~

Description: :I
[

Return To List

To celete a location group, click on the code of the location group you want to delete. The Modify
Location Group screen is displayed. (belkete Deleting a location group removes substitute work
locations, priority lists, and/or reason menus associated withltitation group. The system displays a
message asking you to confirm the deletion. You can choose to continue, or to cancel the deletion. If you
continue with the deletion, all data will be removed from existing profiles.

Modifying Locations

You can adadr delete locations or location groups from a location group. On the Location Group screen,
click theLocationdlink for the location group you want to modify. The Location Group screen is displayed.
Locations that belong to the location group are displhyleocation groups are identified from individual
f20FiA2ya o0& (KS Fekoapsheading.2 ¥ W, Sa4¢ dzy RSNJ (i KS
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Mame: NORTH REGION

m Return To List

Location List:

Delete? Group 7 Code Narme

Huo 180 HIGHLAMD HTS EL

Huo 225 HEMDERSOM J EL

Huo 168 HELMS EL

Mo #5022 HERRERAEL

es 4000 MORTH REZION CHARTER SCHOOLS
086 HEMDERSOM H EL

es 22000 MORTH REGION HIGH SCHOOLS
Mo 151 HARWARD EL

es 31000 MORTH REGION ELEMENTARIES
Huo 1849 HCC LIFE SKILLS PROGRAM

es F2000  MORTH REZION MIDDLE SCHOOLS

Mo 180 HARTSFIELD EL

s B e A e I

Todeletea location or location group, click the desired deletion box and then Distite

Toadda location or location group, clidkewto display the New Location screen. The location-gaivn
menu contains all authorized locations and location groups. Make your selection and theBaslat&
add this location or group to the location group.

Location Group - Locations

MNevw Location

* Location: | £

m Return To List

Printing Location Group Reports

Clik Create Repormn the Location Group screen to print the list of location groups. The report is sorted
by group name, location name and then by location code. The report will automatically display in the
Adobe Acrobat reader. Use the Adobe toolbar to print or save ¢pent. A sample report is shown

below.

Location Groups

Group Name Code Location Name Code Group?

ALL RADMIN. LOCATICHNS s0o0o0 LDMIN LOCATION 993530 999830 No
ZEZ TEST LOCATICN 2835389 Ho
ALL TYPE 3 IN REGICH 3% 253000 Tes

ALL ELEMENTARY SCHCOLS ioan COLUMBUS MIDDLE SCHOOL an2nz2 Ho
Duffield Elementary anolz2 Nao
LAKE DRIVE ELEMENTARY 0lnll Ho
VALLEY ELEMENTARY SCHOOL 101011 No

A1l Food Service 5000

ALL HIGH SCHOCLE 2000 Cass Technical HS ano1zs Ho
CENTRAL HICZH SCHOOL 103033 Ho
LINCOLN HICH SCHOOL 203033 No
NORTHSIDE HIGH SCHOOL 303033 Ho
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Reasons
Overview

This feature allows you to define Absence/Vacancy reasons forgalti@n, Decline/Cancel reasons for job
declines and job cancellations, and Do Not Use reasons for establishing Do Not Use reasons for substitutes.

Absence/Vacancy Reasons

The reason for an absence or vacancy must always be provided when thejehtesd. The same list of reasons is
used for both absences and vacancies. Before jobs can be reported, employees must exist in the database and the
list of absence/vacancy reasons must be entered for employees to select from each time a job is reported.

Absence/vacancy reasons can be entered over the telephone by pressing keys on the telephone keypad that
correspond to the reason number. When using a browser, the reason is selected from-dadvapmenu. The list
of reasons is included on the Quick Refare cards for the employee and administrator to use as a reference. In
addition, the list of reasons can be reviewed over the telephone.

Different sets of reasons apply to operators, administrators, and employees. Additionally, reasons are offered
based m the setup of reason menus for classification groups and location groups.

Each absence/vacancy reason can include options to restrict the use of the reason.
Decline/Cancel Reasons

A decline/cancel reason is a reason given when a substitute declijpbs @ when a substitute or other personnel
cancels the substitute's assignment to a job. Decline/cancel reasons are used for data collection purposes only.
They do not affect when or why a substitute is called. Tracking these reasons provides valoaiiation for
recruiting and retaining substitutes.

2 KSYy WiKISdzaNBE  wSE azy T2 pardnst@ is kndldled @ the ParaméterSuBsitues v ( €
tab, the system prompts substitutes to indicate from a list of decline/cancellation reasoynshe substitute has
RSOt AYSR | Repureba Redséhyar f St & y 3 | yardmatér is nabies ghithe Parameters

¢ Substitutes tab, the person canceling is prompted to indicate from a list of decline/cancellation reasons why the
assignnent is being cancelled.

Do Not Use Reasons

Do Not Use reasons can be assigned for substitutes being put on Do Not Use Lists. Do Not Use reasons are created
from the Do Not Use tab.

If Do Not Use entries have an associated reason, the system trachanfizer of times a substitute has been

placed on a Do Not Use list for a specific reason. The system will automatically send an alert email to designated
Operators when a Substitute reaches a threshold for number of times for a single Do Not Use reason (if
configured).

The Do Not Use function is optional.
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Reasonsz Absence/Vacancy
The Reasons Absence/Vacancy page allows you to create reports and add new reasons. From the

Absence/Vacancy List, you can modify and deletsonsand modify employeebalancesEmployeereason
balances can be ndified by Classification Group.

Reasons

AbsenceNacancy
Create Report [ New |
Absenceacancy List Records Per Page:
4 items found, dizplaying all tems.
1
Code Mame Employee Balances Requires Approval | Alert Threshold
999 ZZ Test Reazon Yes 1}
1 Personal liness Set Balance Mo 20
2 Farmily liness Personal liness Mo a0
3 Emergency Leave Mo o
4 jtems found, displaying all tems.
1

Creating New Absence/Vacancy Reasons

Complete the fields on thBlew Absence/Vacancy Reagmmge and then click Save to add the new reageafer to
the following table fodescriptions of each field and for input information.

Hew Absence/Vacancy Reason

* Code.

*Name:

H

\ |- &En
[ | 0
[ | Es)

*Reason appliesto. Employee v

Requires Approval:  []
Level I:l
WaxDaily sbsences: | |
Budget Code: [ Collecta budget code

[ verify budget code

Mo Substitute Required: (] Classification Minimum Job Days (MJD)
O Location In-house Filling Capacity (IFC)
[ Location Substitute Allocation Units (SAU)Y

Wotify when reasonused: [ administrator [ Operator
Employee Balances

[ Restrictto allocation (Automatically restrict when balance is zero)
* Alert Threshold: [0 |% fvaii value _—

Note: New reasons must be voiced

Return To List

no alert)

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 228



SmartFindExpress System Administrator @sede

System Configuration Menu

Release 2.5 Reasons
Field Name Description
Code Enter a code for the new absence/vacancy reason. The code must be unique and
alphanumeric.
Name Enter a descriptive name for the reason. The name musturggue. It will display on

Reason applies
to

Requires
Approval

Level

Max Daily
Absences

Budget Code

Collect a budget
code

Verify budget
code

reports and screens when this reason is referenced ordmwlin menus, etc.

From the pulldown menu, select the group for whom the reason applies. If
administrators can use the reason, but not employees, seleaci ! RY Ay A & i N.
SyLX 288S8a Oly dzasS (KS NXBlFazys asStsoid
NBIFazyzr asSt SO0 dahLISNI (2 NRARDE

When creating absences or vacancies, operators can choose from all reasons;
Administrators can choose from administrator agmployee reasons; employees can
only choose from employedefined reasons.

Checkbox used to indicate if the reason requires absence appefaie the absence
can occur

Specifies the level of approval associated withriseson. Approval levels are from 1
through 5. Level 1 is the default and level 5 is the highest approval level that can b
assigned. The appval level assignedetermines thelevel of approvals required in the
system for the absence to be created for tleason.

Enter a limit for the maximum number of sarday absences or vacancies that may b
entered for a given reason systewide. When the limit for a given reason is reached
for a particular day, the system refuses to accept any nafx&ences and vacancies for
that day and reason. Another reason must be selected. Each reason's maximum d
absences limit is determined by the entry in that reasoMsX. Absencédield:

1 If the "Max. Daily Absences" field is set to a z@no numberthe system
allows no more than the entered number of samiay absences for the given
reason.

f LT (KS balEd 5FLAfe 16aSy0OSabp FASt
The feature is not used.

Note: When calculating the number of absences fonegiday, partiaday absences
are counted as if they were whole day absences

When this option is selected (the box is checked) for a reason, each time an absen
vacancy is created using this reason, a budget codst be entered or the
absence/vacancy cannot be created.

Note: This feature should only be used with numeric budget codes. Alpha characte
cannot be entered via the IVR.

When this option is selected (the box is checked), a budgés deat has been
02ttt SOGSRZ¢ 2NJ SYGiSNBR o6& Iy FRYAYAZ
.dzR3ISH / 2RSadé LT y2i SylofSRZ 06dzR3IAS
verification.
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No Substitute Required:

Classification
Minimum Job
Days(MJD)

Location In
House Filling
Capacity (IFC)

The number of days that an employee must be absent before a substitute is requirt
can be specified per classification. The minimum number of days must be set up o
Classifications screen.

When the MJD box is checked on a reason, the syste@tha G KS daAiAy d
in the classification for the absence or vacancy to see if a substitute is required.

If the number of days duration of the absence or vacancy is less thanittimum job
dada @l ftdsSs GKS 220 MWSI|OMBNBRIRE & dab2

If the number of days duration of the absence or vacancy is greater than or equal t
minimum job day@ | f dz§x G2 2204 | NBE ONBI GSRT
wSljdZANBRZ¢ YR GKS a802yR 22 0isrequired NS |

A location's IFC is the number of absences and vacancies in any one day that the
location can absorb without requiring a substitute. The IFC for a given location is
entered in theln-House Filling Cagity field on the Location Profile screen. Each
location can designate the number of absences that can be coveredinuse
personnel.

The system determines that the job will be created and assigned-d subh G dza 2
Substitute RequiredL C/ ¢ aldttBefollowing conditions are met:

1  The reason for the job has thECoption enabled (the box is checked)

1 The job is not marked "No Substitute RequidID" due to the "Minimum

Job Days" feature

1 The jobis for a search rule that uses IFC

1 The locatim's Automatic Assignment List is exhausted

1  The absence is not a loitgrm job.

If the job meets all of the above criteria, the system checks the location's remaining
balance for the day(s) of the absence, then:

1 If there is sufficient capacitygemaining to absorb the absence, the absence
assigned to "Filled talouse”

1 If there is not sufficient capacity remaining to absorb the absence, the sys
creates the absence as an open absence, unless prevented by some othe
criteria

1 If a multipledayabsence would exceed the location's IFC for any day of th
absence, the entire absence is opened for substitutes, unless prevented t
some other criteria.
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Location The SAU feature allows each location to have its own fanthe total number of jobs at
Substitute that location which may be filled by substitutes during a period of a day, week, month,
Allocation Units  Year. This allows the location to directly control usage of its budgeted substitute alloca
(SAU) Once the SAU balance has beeneké&R> 22064 6AGK (GKA& NBI

Substitute Required { ! | ®¢ ¢KS &aeaiusSyY YIAylilrAya |
SAUs used during each period for all reasons that have the SAU feature enabled, rath
than a separate total for each reas. A vacancy is not created if the system determines
that SAU limitations apply to the vacancy. The SAU limit must also be set up on the Lc
Profile screen for this feature to be activated.

An absence is subject to the SAU feature if all of theviatlg statements apply to the

absence:
1 The absence is not a loitgrm job as determined by parameter settings
1T ¢KS 0aSy0S Aa y20 YINJSR a bbbz {
1  The jobis for a search rule that uses SAU
1  The caller indicates that a substituteréjuired for the absence
1  There is no substitute available on the Automatic Assignment list at the locati

of the job
1 ThelLocation Substitute Allocation Unfteld for the reason is enabled.

When an absence which is subject to the Substitute Allocdéature is entered, the
system checks whether there are at least as many SAUs remaining for the period(s) of
job as the number of workinits the absence will occupy during the period(s):
1 If enough SAUSs are available for the absence, the system cieaigsen absence
(or specified, or prarranged job, as appropriate), and seeks a substitute

normally.
1 If not enough SAUs are available, the system creates the absence as an "Exc
SAU" job
Notify When An Administrator and/or Operator caeceive an email alert when this reason is used.

Reason Used

Employee Balances:

Restrictto allocation When thisoptionis enabled an employee is limited in the number of hours that can be
(Automatically applied tothisreason.Reason hlances are allocated, deducted and displayed in

restrict when minutes/hours.

balance is zero . L -
) Employees are allocated a reason balance (typically on a yearly basis) in order to limit

number of absences that can be created using a particular absence reason.

Usesallocation To have thisreaso®2 dzy & (2 ¢ NRa I v 2 selécBtNd réaddh fiod 1he &

from: drop-down list. When a reason counts towards another reason, it uses the same balanc
the reason it counts towardAdditionally, the Alert Threshoblalueof the reason it counts
toward is automatically applietb this reason

Alert Threshold A percentage assigned to this reason to indicate when the usage eé#sonwill trigger
an alert. When the alert threshold value is reacheah email notification can be generated
for the employee, administrator and operatdif this feature is configured on the
Parameters, Email page).
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Modifying/Deleting Reasons

On the Absence/Vacancy List, click on @aelink of the reason you want to modify. The Modify
Absence/Vacancy Reason screen is displayed. Update the desired fields and theawdickupdate the reason. If
an error is encountered, the system will display an error message. Make any correctibolicaBave

The modification will be reflected throughout the system. For example, if changing the name of a reason, all pull

downs and job records will be updated with the new name.

* Code:
= Name:

* Reason applies o
Requires Approval
Level

Max Daily Absences
Budget Code

Mo Substitute Required:

Motify when reason used
Employee Balances:

Modify Absence/Vacancy Reason

410

Professional Development *(EN)

(Fr)

(Es)

Employee v

[m]

[ Collect a budget code

[ verity budget code

[ Classification Minimum Job Days (MJD)
[ Location In-house Filling Capacity (IFC)
[ Location Substitute Allocation Units (SAUY
1 Administrator ] operator

Restrict to allocation (Automatically restrict when balance is zero)
Uses allecation from e

* Alert Threshold: |60 |% (valid values sre 085, 0 masns no slert)

Return To List

To delete a reason, on the Absence/Vacancy List, click on treeafdde reason you want to delete from the
database. The Modify Absence/Vacancy Reason screen displays for that reasddel€titio remove the reason

from the list.

You cannot delete a reason that has been used for any job (open, active, finislvaghcetled) currently in the
database. You must change the reason for those jobs before you can delete the reason.

LT @2dz ySSR (2 RA&aO0O2yGAydzS dzaAay3a || NBFazy o¢AdK?2dz

G2 &h LISNI ( 2ndEeploiie2s aBdyadnimiéiBators cannot use that reason.

Modifying Employee Reason Balances

When theEmployee Balancé®ld is enabledind the reason identified is the reason in tbees allocation from

field, the reason balance can be modified all employees that have dassification in the selected classification

group.

Employee Balances:

Restrict to allocation (Automatically restrict when halance is zero)

Uses allocation from: | Personal llness 1 %

* Alert Threshold; 50 % (valid values are 0-99, 0 means no aler)

Hote: Since this reason uses allocation from another reason, the
Alert Threshold of that reason will be automatically applied.
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On the Absence/Vacancist, click theSet Balancdink of the reason balance you want to modify.

Reasons that have the reasbalance functionality enabledill have either a Set Balance link or Reason nhame

displayed in the Employee Balances field.

I NBFaz2yQa olftlyO0S Olyyz2i

0S asSi ¢6KSy Al O2dzyiua

G261 NR

counts toward. The name of the reason thatdunts towards is displayed in the Employee Balances field instead

of aSet Balancdink.

Reasons

AbsenceMacancy

Create Report New |

Ahsenceacancy List

Records Per Page;

4 items found, displaying al tems.
1

Code - Mame Employee Balances Requires Approval | Alert Threshold
89849 Z7 Test Reason Yes 1]
1 Personal liness Set Balance Mo a0
2 Family liness Perzonal liness Mo a0
3 Emergency Leave Mo 1]

4 items found, displaying al tems.
1

On the Modify Reason Balances page, update the reason balance details and then click Save. Refer to the following

table for descriptions of each field and for irtfpoformation.

Reasons

Modify Reason Balances
*Code: 1

*Marme:  Personal liness

*Classification Group: |

* Calculation Starts: l:l ==
(MMAD DAY

L1

(HHHHHH:hi kf)

* Balance:

Return To List

CAdd to ‘:?Replace

Mote: All Employees with the selected classification group will be updated
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Field Name Description

Code Pre-filled from the Reasons screen.

Name Pre-filled from the Reasons screen.

Classification Select the classification group from the drop-down menu. Classification groups are sorted by
Group name. The classification group should contain individual classifications and not other

classification groups.

Calculation Starts Enter a valid start date to use for the calculation. This date is used to determine how many
absences should be counted. Use the calendar to select a date or enter the date in the
specified format.

Balance Enter the reason balance in hours/minutes. Select either the Add to or Replace option.

Add to/
Replace

Creating Reports

From the Absence/Vacancy Reasons screen,ClieaiteReport The Absence/Vacancy report is automatically
displayed in the Adobe Acrobat reader. Use the Adobe toolbar to print or save the report. A sample of an
Absence/Vacancy report is shown below.

Reasons - Absence/Vacancy

Code NHame Applies To Max Day Col. Ver. MJD IFC SAU Use Balance Uses allocation from Requires Approval Level

No Ho Ne HNe HNo No He
No Ho Ne MNe Ne Yes 1 He
no No Ne MNe MNe @ Yes e
o No He MNe No No Yes 1

3 (En} Emergency Leave
2 (En) Family Illness
1 (En} Personal Illness

Voicing Reasons

You must record a voicing for each nexason, so callers are able to hear the description of the reason. To voice a
reason over the telephone, follow this procedure:

1. Select Telephone Voicing from the menu and locate the voicing ID of the new reason.
2. Call the system and enter your Access |Ib¥edd by the star (*) key, enter your PIN followed by the
star (*) key.
3. tNBadaa aGpé¢ 2y @2dzNJ G6StSLIK2yS {S@LIR G2 NBO2NR 4ae
4. Follow the prompts to record and replay the recording.

CI

ax

Note: Record the description followed by the reason code/numbes.rfibthod creates a list that tells the caller

GKAOK ydzYoSNAR (2 LINBaa (KFIG O2NNBaLRyYyR (2 GKS RS&AANBR |
Reasons- Decline/Cancel

The Reasons Decline/Cancel page allows you to create reports and add new reasons. From the Decline/Cancel
List, you can modify and deleteasons
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DeclineCancel

Create Report m

Decline/Cancel List Records Per Page: m

3 item= found, displaying all tems.
1

Code - Mame

1 ILLMESS

2 FAMILY BWMERGEHCY
2 MO TRANSPORTATION

3 item= found, displaying all tems.
1

Creating New Decline/Cancel Reasons

ClickNewon the Decline/Cancel screen to display the New Deffiancellation Reason screen. Enter a code and
name for the reason and cliGaveto add the reason to the database.

New Decline/Cancellation Reason

* Mame: |

Note: New reasons must be voiced

Field Name Description
Code Enter a unique identifier for the reason. The code can be alphanumeric.
Name Enter a descriptive name for the reason. The name must be a unique. It will display

on reports and screens when this reason is referenced in pull-down menus, etc.

Modifying/Deleting Decline/Cancel Reasons

On the Decline/Cancel List, click on the code of the reason you wanbdifynThe Modify Decline/Cancellation
Reason screen is displayed. Update the desired fields and thersaelielo update the reason. If an error is
encountered, a message will display and the information can be corrected.

Modify Decline/Cancellation Reason

* Code: |2I} |

* Mame: |Si::|-:

Return To List

To delete a reason, on theeBline/Cancel List, click on the code of the reason you want to delete. The Modify
Decline/Cancellation Reason screen displays for that reason D&lieteto remove the reason from the list.
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You cannot delete a decline/cancel reason that has been uweahly job (open, active, finished, or cancelled)

currently in the database.

Creating Reports

From the Decline/Cancel Reasons screen, €lielate ReportThe Decline/Cancellation report is automatically

displayed in the Adobe Acrobat reader. Use &dobe toolbar to print or save the report. A sample

Decline/Cancellation report is shown below.

Reasong - Decline/Cancellation

Code Name

10 Test reascn / delsete

2 FAMILY EMERGENCY

20 Pragnancy

21 Disability

2z Moved out of District

3 NO TRAMSPCRTATION
JURY DOTY

ASFED TO CANCEL
WORKING ELSWHERE
HOT QUALIFIED
CTHEER REASCHS

[FE N Y

Voicing Reasons

You must record a voicing for each new reason, so callers are able to hear the description of the reason. To voice a

reason over the telephue, follow this procedure:

1. Select Telephone Voicing from the menu and locate the voicing ID of the new reason.
2. Call the system and enter your Access ID followed by the star (*) key, enter your PIN followed by the

star (*) key.
3. t NBaa apé 2 ykeypaddaNdcardSsys@mNoringS
4. Follow the prompts to record and replay the recording.

Note: Record the description followed by the reason code/number. This method creates a list that tells the caller

which numbers to press that correspond to the desiezgon.

Reasons- Do Not Use

The Reasons Do Not Use page allows you to create reports and add new reasons. From the Do Not Use List, you

can modify and deleteesasons

Do Mot Use

Create Report m

Do Mot Use List Records Per Page: | B ;I
T items found, displaying all tems.
1
Code ~ Name Hert Threshold
1 LATE - MORE THAN 15 MIN 2
z FELL ASLEEP IN CLASS 2
2 CHILD IM TEACHER'S CLASS E
4 RUDE TO STAFF 2
& SCARED STUDENTS 1
(=} INAPPROFPRIATE LANGUAGE o
7 PERSONALITY CONFLICT o
T itams found, displaying all tems.
1
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Creating New Do Not Use Reasons

ClickNewon the Do Not Use Reasons screen to display the New Do Not Use Reason screen. The Code, Name and
Alert Threshold fields are required fields.

Hew Do Not Use Reason
*Mame: |
* Alert Threshold: EI {valid values are 0-393, 0 means no alest)
Field Name Description
Code A unique identifier for the reason. The code can be alphanumeric.
Name A descriptive name for the reason. The name must be a unique. It will display on

reports and screens when this reason is referenced in pull-down menus, etc.

Alert Threshold The value that specifies the number of times a substitute can be placed on a DNU
list for this DNU reason. When this value is reached, an email alert is sent to
Operators configuredtoreceive 6 Do Not Use Threshold Em

Modifying/Deleting Do Not Use Reasons

On the Do Not Use List, click on the code of the reason you want to modify. The Modify Do Not Use Reason screen
is displayed. Update the desired fields and then diaketo update the reason. If an error is encountered, a
message will display and the imfmation can be corrected.

Modify Do Not Use Reason

" Code:

* Name: |Tardiness
" Alert Threshold: {valid values are 0-288, 0 means no alert)
Return To List

To delete a Do Not Use reason, on the Do Not Use List, click on the code of the reason you want to delete. The
Modify Do Not Use Reason screen displays for that reason.0#lieketo remove the reason from the list.

A Do Mt Use reasomrannotbe deleted if in use on a Do Not Use list.
Creating Reports

From the Do Not Use Reasons screen, €lidate ReportThe ReasonsDo Not Use report is automatically
displayed in the Adobe Acrobat reader. Use the Adobe toolbar td prisave the report.
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Reasons - Do Not Use

Code Name Alert Threshold

(Es) De Not Follow 2afety Rules

109 (En) Does Not Execute Provided Directions 1
(Fr) Does Not Execute Provided Directions
(E=) Does Not Execute Provided Directions

104 (En) Deesn't Know Subject Material 1
(Fr) Deesn't Know Subject Material
(Es) Doesn't Know Subject Material

101 (En) Late for Assignment 4
(Fr) Late for Assignment
(Es) Late for Assignment

110 (En) Left Students Unattended 1
(Fr) Left Students Unattended
(Es) Left Students Unattended

150 (En) Megative Reacticn To Staff 1

Voicing Reasons

You must record a voicing for each Do Not Use reason, so callers are able to hear the description of the reason. To
voice a reason over the telephone, follow this procedure:

1. Select Telephon¥oicing from the menu and locate the voicing ID of the new reason.

2. Call the system and enter your Access ID followed by the star (*) key, enter your PIN followed by the
star (*) key.

3. t NBaa apé¢ 2y @2dzNJ 1St SLIK2yS {SeLI R (2 NBO2NR a

4. Follow the pompts to record and replay the recording.

Note: Record the description followed by the Do Not Use reason code/number. This method creates a list that tells
the caller which numbers to press that correspond to the desired reason.
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Reason Menu
Overview

Reason menus let you establish a list of absence/vacancy reasons to be used for a specific location group
and classitation group. Reason menus are created so that the person creating the absence can view,
hear, or enter only reasons that apply to their selected location and classification. Reason menus can be
used in the following instances:

A The system is used by miplie districts and each district has a different set of reason codes

A Teachers enter a different list of reasons than secretaries.

A Different reason codes have been created for teachers and secretaries that use the same reason
description because the reas@m2 RSa I N5 dzaAy3 |+ RAFFSNBYyG aRSTI dzf
01 = Teacher llinesbudget code = 1234
21 = Secretary llinegshudget code = 5678.

In these instances, by using reason menus, the employee and administrator, when creating an absence,
will view or hear only the reasons that apply to their circumstance.

C2NJ GKA& TSI (didsBReasdn MeSis 2Q.00M2S/>  2(yK Qbéderal talh st eS (G S N&
enabled. Set up the reason menu so that all groups have reasons assigned to thgnoulf does not
have a reason menu assigned, their gidivns and voicings will be blank.

Using the Reason Menu Screen

Use his screen to add or delete reason menus and print Reason Menu reports. Reason Menus display by
location group. The Reason Menu kisin be sorted by the column headers by clicking on the up/down
arrow in that column.

Reason hMenu

Create Report m

Reason Menu List  Records Fer Page: | B0 - I

Ma items found.
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Adding/Deleting Reason Menus

On the Reason Menu screen, clidkwto display the New Reason Menu screen. Enter the required
information and then and clicRave.

Field Name

Location Group

New Reason Menu

* Location Group: | v|

* Classification Group: | v|

* Reasaon: | v|
Description

The pull-down menu displays all location groups sorted by name.

Classification Group The pull-down menu displays all classification groups sorted by name.

Reason

The pull-down menu displays all defined reasons sorted by name.

To celetea reason menu:

From the Reason Menu list, click the deletion box next to the reason menu(s) you want to delete and then
clickDeleteto remove the reason menu from the list.

Printing Reason Menu Reports

From the Reason Merlist, clickCreate ReportThe report will automatically display in the Adobe Acrobat
reader. Use the Adobe toolbar to print or save the report. A sample report is shown below.

Reason Menu

Location Group Clappification Typs Roagon

All Locatioms All other Claspificationa E Barsavemsnt
All Locaticmo All Teacher - District Widse € Bar=avem=nt
All Locatioms All Teacher - District Wide 33 Comg Time

All Locatioms All other Claspificationa 83 Comp Time

&All Locaticmo &All Teacher - District Wide - Jury Duty
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Search Rules
Overview

Search Rules determine how the system is going to find a qualified substitute to fill an assignment. Each

classification has a search rule attached to it. The search rule determlriel lists apply to jobs for a given

classification, and the order in which those lists are used in order to call substitutes. Search rules are designed to

meet the needs of specific types of absences. The system provides four standard search ridakl, Tiypical Il,
{LISOALFEATSR LXT FYR {LISOAIFItATSR LL® ! RRAGAZ2YFf &SFNOK NJ
These are called custom search rules. Refer to the section on Custom Search Rules for more information.

I NB dza S8R ¥

Whilesearchruld RSGSNXYAYS (GKS 2NRSNJI AYy 6KAOK f Aald
f G wSTFSNI (2

@
type determines where the system starts callingon easlelg A G KAy | 3IA GBSy A
section for detailed information on search types.

a
a

Standard Search Rules

This section describes each search rule and includes an illustration of the steps performed in each search rule.
Within each stepsublistsandlevelsare used to designate the order calls are made within a list. The step in the list
corresponds with the step that appears on the job detail indicating how far the system has gone in using the
search rule for a specific job.

The RestdrSearch step in the search rule indicates that the system starts over for each individual job in its search
through prior lists beginning with Step 1. If substitutes have been added to the list after the job has been called out
on and the system has gomierough the lists, the new substitutes on the list will be considered for the job
opportunity. The restart allows another opportunity for the system to call qualified substitutes who were not
reached on the first attempt. Substitutes who declined the job ot called again. Substitutes are called in ID

order once the search type has determined the starting substitute for the list and sublist.

The Do Not Use list is always consulted prior to qualifying any substitute to be called.

Typical |

This searchule is the most common. It attempts to meet employee and location requests for substitutes before
Y2@AYy3d (2 adzoad0AGdziS LINRPFALS AYyF2NNIGA2Yyd ¢KS &dzoadAadidz
classification and general lists. This ruleeisommended for teachers and genethlty assignments that do not

NEIljdZANBE aLISOAlLtf tAOSyadiNBe ¢KS OflFaaAFAOFIGA2y fAal Aa
profile.

This search rule uses the following features:

A Minimum JobDuration
A In-House Filling
A Substitute Allocation Units
A Automatic Assignments
Step List
1¢6 Automatic Assignment Lists
7 Specified Substitute
8¢13 Preferred Lists
14 Classification List
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Step List
15 Restart Search
16 General Location List
17 Restart Search

The following table shows the breakdown of Step$ for the Automatic Assignment List and the order the
Automatic Assignment lists are called. This example uses a Science teacher from Lincoln High School to show how
the lists work.

Step List Notes/Examples:

1 Employee Classification Science

2 Location Classification Lincoln HS Science

3 All Locations Classification Whole District Science
4 Employee

5 Location Lincoln HS

6 All Locations Whole District

The followings a breakdown of the order of the Preferred Lists, how steft8 &re called.

Step List Notes/Examples:
8 Employee Classification Science
9 Location Classification Lincoln HS Science
10 All Locations Classification Whole District Science
11 Employee
12 Location Lincoln HS
13 All Locations Whole District
Typical Il

This search rule is designed to intensify the search for qualified substitutes when it is preferred, but not required,
GKFG GKS adzoadAiddziS 6S aLISOALtEte ljdz2rft ATASR® ¢KS aea
for thissearcNHzf S® ¢ KS Of  aaAFAOIGA2Y fAald Aa ONBIFIGSR FNRY
profile. This search rule is recommended for those teaching positions where the desire is to match the

Ot aaAFAOIGAZ2Y (2 (KSpreferercsSof DisstitubeS THe Niddnaryi différenteb@weénittisy” Q
aSI NOK NHzZA S IyR ¢&LAOlIt L A& GKIG GKS /7 tFaaAFTAOLGARZY ¢,

G8Y
i K.

This search rule uses the following features:
A Minimum Job Duration
A In-House Filling
A Substitute Allocation Units
A Automatic Assignment

Step List

1¢6 Automatic Assignment Lists
7 Specified Substitute

8 Classification List

9 Restart Search

10¢ 15 Preferred Lists

16 General Location List

17 Restart Search
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The following table shows the breakdown of Step$ for the Automatic Assignment List and the order the
Automatic Assignment lists are called.

Step List Notes/Examples:

1 Employee Classification Science

2 Location Classification LincolnHS- Science

3 All Locations Classification Whole District Science
4 Employee

5 Location

6 All Locations Whole District

The following is a breakdown of the order of the Preferred Lists, how stefi$ Hde called.

Step List Notes/Examples:

10 Employee Classification Science

11 Location Classification Lincoln HS Science

12 All Locations Classification Whole District Science

13 Employee

14 Location Lincoln HS

15 All Locations Whole District
Specialized |

¢CKAA& &SIFNDK NHzZE S Aa (GKS Y2ad NBaAadIGNRAROGAGSP ¢KS aeadsSy
classification. If a classification match is not found, the job is unfilled. If no qualified substitute is found, the

absence is left unfilled. Thsearch rule uses thdinimum Job Duratiofeature. This search rule is recommended

for personnel that need special licensure or training such as nurses, bus drivers, and interpreters.

Step List Notes/Examples

1 Specified Substitute

2 Employee PreferredClassification Nurse

3 Location Preferred Classification Washington Elementarg Nurse
4 All Locations Classification Whole Districtg Nurse

5 Classification List Nurse

6 Restart Search

Specialized Il

This search rule designed for employees whose substitutes do not have to be strongly qualified, such as clerical
workers or teacher aide positions. A substitute who has only Specialized Il classifications can be called during a
general list search for Specialized Il jobf/o A substitute with only Specialized Il will not be considered for
General list absences for other search types.

This search rule uses the following features:
A Minimum Job Duration
A General List calls substitutes having at least 1 classificatiorthigtisearch rule.
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Step | List Notes/Examples

1 Specified Substitute

2 Employee PreferredClassification Special Education Aide

3 Location Preferred Classification Washington ElementarySpecial Education
Aide

4 All Locations Classification Whole District Special Education Aide

5 Classification List Special Education Aide

6 Restart Search

7 General Location List All Substitutes with a Specialized Il classificat
in their profile

8 Restart Search

Designing Custom Search Rules

Thestandard search rules give you considerable flexibility in controlling how the system selects and calls qualified
substitutes. You can modify a standard search rule byrdering the sequence of the lists, or by adding/removing

lists that do not apply. Aditionally, the systentan utilize "custom” search lists designed to meet your policies and
contract requirements. Once a custom list is created and placed in the search rule, you can then add substitutes to
your list by using th@riority Lisfeature.

An example of defining and using a custom |ist could be
Unqualified list might contain teachers at that location who have no classifications, and who can be called
on the day of the job.

Note: Custom searh rules should be documented as to why the lists are used and why they are in the specified
order.

Contact eSchool Solutions for assistance in determining which of the standard search rules will best meet your
needs for a given classification, ordiscuss having a custom search rule developed.

Using the Search Rule Screen

This screen allows you to add, modify, and delete search rules and search rule lists, and print search rule list
reports.

Create Report m

Search Rule List

Delete? MHame Modify Lists
i Call Fattern 4 Lists
[T Callpattermn 2 Lists
- Call Pattern 3 Lists
- Call Pattern 4 Lists
[T Callpattem s Lists
- Call Pattern & Lists
I_ Mew custom rule Lists

If search rules exist, they are listed in name swder when this screen displays.
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Adding Search Rules and Search Rule Lists

On the Search Rule screen, cidw. The New Search Rule screen is displayed. After selecting the parameters for
the search rule, clicBaveto add this search rule to the databas

Mews Search Rule

Mame:
I™ Use Minimum Job Duration
™ Use In House Filling
™ Use Substitute Allacation Units
™ Allow general job searching

r Lizts with no classifications, call substitutes hawving at least 1 classification with this search rule.

Save | Return To List

Field Name Description
Name Name for the new search rule. The name must be unique.

Use Minimum Job This parameter indicates that this feature is used in this search rule. Classifica

Duration (MJD) and Reasons must also be set up to usefdasure. This parameter defines the
shortest absence for that classification which can require a substitute. This
prevents a substitute from being assigned to the first day(s) of absences for
designated classifications. When the MJD for a classificatisetito any number
other than zero, the system checks to see if all absences entered for that
classification are shorter than the MJD.

Absences that equal or exceed that limit are split into two jobs, each with a
different job number. The first job, fahe beginning of the absence, is marked "
Substitute Required MJD," and is one day shorter than the MJD setting. The
second job, for all remaining days of the absence, is created as per the user's
specifications, unless affected by other system ciiteri

Specifically, substitutes on a location's Automatic Assignment list will not be
assigned to any absences shorter than the MJD limit for the absentee's
classification. However, they can be assigned to the portion that is equal to, or
exceeds the MJDniit. Also, the MJD feature overrides a request for a specified
substitute, or an attempt to prearrange the absence for any portion of an absel
that is shorter than the MJD for the absentee’s primary classification.
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Field Name

Useln-House Filling

Use Substitute
Allocation Units

Allow General Job
Searching

List with no
classifications, call

Description

This parameter indicates that this feature is used in this search rule. Location
Profiles and Reasons must also be set up to use this feature.

This parameter defines the number of absences that should be filled whiblse
personnel at his location for each workday before a substitute can be assignec

This parameter indicates that this feature is used in this search rule. Location
Profiles and Reasons must also be set up to use this feature.

This paramegr allows each location to have its own limit for the number of
absences at that location which may be filled by substitutes during a given per
This gives the location the ability to directly control its budgeted substitute
allocation. When a locatioreaches its limit of the units requiring substitutes for .
given time period, all additional absences are reportetlasSubstitute Required
SAU This prevents employees from specifying and prearranging substitutes or
the allotment of substitutes is meThe system tracks the number of SAUs used
each period from one year prior to the current date to one year after the currer
date. Historical tracking begins with the first period for which this information is
entered, and expands as each period is ctatgd until the historical record
contains one full year of past information.

This parameter allows all substitutes that call in or log on to the system to view
job regardless of whether the IVR is calling from that st substitute must still
qualify for the job to hear or view the job. Using this feature will allow-less
qualified substitutes to view and accept jobs before your more highly qualified
substitutes. Please use considerable caution when considering thigdea

2 KSy &aSINDK fAraidia INB LINRPOSaaSR (Kl
must have at least one classification that belongs to thisceaule to be

substitutes having at considered for the list.

least 1 classification
with this search rule

After you have created the new search rule and it appears on the Search Rule list, dikdiiek for the newly

created search rule. The Search Ruyléssts screen displays. Cldkw. The New Search Rulstiscreen is

displayed. The name of the search rule is displayed at the top of the screen.

To build the new search rule list:
I Enter the order number for each step. The order must be numeric.
1 Select the list to apply to that step. Some lists require addél parameters.
1 Enter the number of days before the start of the job that callout on the job should begin. This field is

optional.

1 ClickSaveto add the step to the search rule. The new search rule displays on the bottom half of the

screen. When the prass of adding steps is complete, click 8avebutton on the Search Rulkists

screen to add this new search rule to the database.
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Search Rule Members
Mews Search Rule Member
Mame: Call Pattern 1
* Order:
T List: | Any Substibute list - |
Use Holiday Rule: |_
Callaut Begins: days before job stars
[ 'save | Return To List |
Field Name Description
Name The name of the search rule is carried over from the Search Rule screen.
Order Enterthe number of the step in the search rule where the list is to apply. T
order number is entered one step at a time. The step number cannot alre:
be in use in the rule.
List The pulldown menu displays all defined standard lists and custom listslistheu

Callout Begins____ days
before job starts

select determines what additional fields, if any, need to be defined for the rule.

For thePreferred Auto AssignmentandDo Not Usdists, also indicate if the
Classification list should be used, and in the Type field, select the type efthist,
t20FiA2y 2N SYLX 2888 LT a[20FGA2y ¢
from the pulldown list.

For all list selections, exceputo Assignmenand Restart the Use Holiday Preferred
Listcheckbox will display. Check, this bospiécial holiday processing rules are to
apply to this list. Lists that include this special processing will have higher priority
lists that do not. In the search rule, lists that use a Holiday Preferred List must pre
a list that does not.

For theCustonlist, also indicate if the Classification list should be used, if the Loca
or Employee list should be used, and enter a name for the custom list. The name
be unique.

TheGeneral Classification Lisdlls substitutes that have the classétion in their
LINEPFAE ST o6dzil y20 GKS 220Qa 20l GA2y®

TheAny Substitute Listalls substitutes even if the location and classification is not i
their profile.

For theRestart Searclist also indicatehe order number where the system should
A0 NI 20S8SNIAYy AG&a aSINOK GKNRdAAK LINR
must be entered.

Enter the number of days before the job starts for the system tgifbeallout on this
list. The values are:

Blank  begin callout immediately. This is the default.
0 begin callout the day of the job.
1 begin callout one day before the job.

The value must be between 0 and 365.

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute

247



SmartFindExpress System Administrator @sede System ConfiguratioMenu
Release B Search Rules

Modifying/Deleting Search Rules

Tomodifysearch rules, click thdamelink of the search rule you want to modify. The Modify a Search Rule screen
displays. You can modify the name of the rule and the parameters for the ruleS@lieifter your updates are
complete.

Modify Search Rule
Hame:  |Call Pattern 4
¥ Use Minimum Job Duration
¥ Lize In House Filling
'7 Use Substitute Allocation Units
l_ Allow general job searching
l_ Lists with no classifications, call substitutes having at least 1 classification with this search rule.

Mote: Stop =l system activitwservices before making changes to Search Rules

m Return To List

Todeletesearch rules, on the Search Rule List screen, click the deletion box next to the rule you want to delete,
and then cliclDelete

Search Rules
[Create Report | New |
Search Rule List
Oelete?  Mame Modify Lists
|l Call Pattern 1 Lists
r Call Pattern 2 Lists
I Call Pattern 2 Lists
I Call Fattern 4 Lists
- Call Pattemn 5 Lists
- Call Pattern & Lists
I_ Mew custom rule Lists

The search rule and the search rule list records are deleted. If classifications exist that use this search rule, the
seach rule cannot be deleted.

Modifying Search Rule Lists

To modify search rule lists, click thistslink of the search rule list you want to modify. The Search Ruiks
screen displays the current search rule list. Complete your changes to thedigtemclickSave

To delete a step from a search rule list, click the deletion box next to the step you want to delete asdeédk
you remove all the steps on the list, clidkewto display the New Search Rule List screen to add new steps. The
name of the search rule is carried over to the new screen.

ClickReseto cancel your pending changes and redisplay the list.
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Name: Call Pattern 2

[ Mew | Return To List

Search Rule Members List

Delete? Order  List Uses Hol Rule  Uses Class  Type Group Restart# # Days
- Specified Substitute e
Prefened Mo Ves Employes
r Prefened Na Yes Location
- Prefened e Yes Location Al Types
r Prefened Mo Ves Location Al Regions
Il E Frefermed o Yes Location Al Locations
- Classification List e Location
r Restart Search 1
| save | Reset |

Printing Search Rule Reports

From the Search Rule list, cliCkeate Reporto print the report. The report is sorted by seanalie name and then
by order. The report is automatically displayed in the Adobe Acrobat reader. Use the Adobe toolbar to print or
save the report. A sample report is shown below.

Search Rules

Hame Tees: MID? IFC? SAT? Gen Search? Clasa?

order List Class? Holiday? Type aroup Regtarth t Days
Specialized T Ho ) no vem W

1 Frererrad Yea Tes Locaclian

2 @eneral Location List ves

) Praferrsd vea o Location

4 Frererrad Yea Ho Locaclian

5 Praterrad ves o Lacation 211 Regions

3 Praferrad Ha o Lacation

7 Classification List o

[ Restart Search o 1

o TUnqualified Ha o Lacation
gpecialized IT vea T He ves e

1 Specified Substitute Ho

2 Praferrad Yes Ho Employee

4 Praferrad vea o Lacation

7 Classification List o

[ Restart Search o 1

a General Location List o

10 Restart Search o 1
Typical I o o Ho Tes No

1 Zuto Assigrment ves o Emplcyee

2 Auto Assigrment vea o Lacation

3 AuLo Assignment Yea Ho Locaclian

4 Zuto Assigrment ves o Lacation 211 Regions

5 Auto Assigrment vea o Location ALl Locaticns

3 Auto Assignment Ha Ho Employse

7 Zuto Assigrment Ho o Lacation

3 Auto Assigrment Ha o Lacation

9 AuLo Assignment Ho Ho Locaclian All Eeglons

10 Zuto Assigrment Ho o Lacation 211 Locaticns
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Custom Fields

Overview

This featurgprovides 10 "spare” fields on the Profile record that can be used to store and use additional-district

specific informationThe New Profile pag®2 y G | Ay a |
adlddza 2F alF OUABSe oAt

FLILISE NI 2y

a O dzDalpthe castbrs fielRswith tieS O G A 2 y @
0KS tNRFAES LI 3So !

profile is createdOperatorscancontrol administratoraccess to custorfields bysetting theView/Modify

permissions on the Administrator Profiéenu Access page.

Configuring /Modifying Custom Fields

The Custom Fieldnfigurationpage enables operators tactivate and configuréhe parameters foccustom
fields.Custom ields can be configured as text, numeric or date fie@isstom field parameters are modified by

clicking on the Name link for the custom field.

Custom Fields

Custom Fields
Field -+ | Status | Name | Type | Length | Administrator Access
1 Inactive  CustomField1 Text 20 Mo
2 Inactive  CustomField2 Text 20 No
3 Inactive  CustomField3 Text 20 No
4 Inactive  CustomField4 Text 20 No
5 Inactive  CustomField5 Text 20 No
6 Inactive  CustomField6 Text 20 No
T Inactive CustomField? Text 20 Mo
8 Inactive  CustomField8 Text 20 No
9 Inactive  CustomFieldd Text 20 Mo
10 Inactive  CustomField10 Text 20 No

Configuring Custom Fields

To configure the parameters for a custom field, click on the Name link for $terufield. The Modify Custom
Fields page is displaye@rovide the required information for the custom field and thaditk Save

Custom Fields

Modify Custom Fields

*Status Active

® |nactive

*Name: |CustomField1

Text

E

* Type:

* Administrator Access 0 Yes

@ ReturnTo List

* Length: {Allowed Values 1to 200)
® No
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Field Name Description

Status Custom fields can be active or inacti@ly custom #lds with and ttiveé
status display on the Profile page.

Name Unique nameaassigned to thewstom field Clicking on the Name link for a
custom field displays the Modify Custom Fields page.

Type Custom fields can be configured as text, numeric or detdd.If the field
type is date, thdormat must beYYYY/MM/DD

Length Number of characters must be between 1 and 200. If the custom field ty

is Numeric, the number of characters must be between 1 and 200 and
characters must be numbers.

Administrator
Access

Indicates if the custom field is configured for administrator acc@sdy
custom fields that are configurefdr administrator &@cess wilappear on
the Profile pageof the Administrator modulelf the custom field is
configured for Administrator Accessnlg administrators with view/modify
permission wilhave access to the custom field.

Modify Custom Fields Page

The parameters for a custom field can be modified by clicking o®ttzd (i 2 YNamé 8K oR theiCustom

Fields pageThe Modify Custom His pageis displayedTheSatus, Name and Administrator Accefisldscan be
modified. The values in the Type and Length fields will appear grayed and are not editable.

Modify Custom Fields
*Status @ Active ( Inactive

TNAmE | OEN T test *(En)
CustomField 1TxtFr (Fr)
CustomField1TxtEs (Es)

*Type: | Text ﬂ
*Length: |200 (Allowed Values 1 to 200)

* Administrator Access @ yes (O Mo

[Save |ReturnTo List
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Parameters in SmartFidpressllow(i NI A Yy SR LISNE2yy St (2 02y i NRf
features. In most cases, these parameters are adjusted during installation so that the system operates at peak

ers Menu

iKS

efficiency in your environment. Parameters are changed only whemystuto start or stop use of an optional
feature. Many SmartFiriekpresparameters interact with other parameters and features. The effect of changing a
given parameter is not always obvious, especially when other parameters and features are invadved. It

recommended that you make no changes to the system parameters unless you have discussed the proposed

change(s) with an eSchool Solutions Client Services Representative and completely undbestdfetts of these

changes.

Parameter Description

Corfiguration Set values for the length of time to keep data in the systen
PIN number setup, and other global configuration settings

General Set values for Reason Menus, general settings for jobs,
budget codes, and browser access options.

Jobs Setvalues for job creation, job cancellation, telephone
access, and holiday processing rules.

Telephone Set values for telephone dialing, pausing jobs on the

telephone and other dialing configurations.

Administrator

Set values for administrator accessibifiby browser and
telephone options.

Employee Set values for employee telephone and browser access.

Substitute Set values for substitute telephone and browser access al
other general substitute parameters.

Email Set values for the generation of job and assignment email

notices.

May 2014

eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute

252

2 LIS NI (



SmartFindExpress
Release.5

System Administrator (@&ede Parameters Menu
Configuration

Configuration Parameters

The Parameters: Configuration page collects information on global system configuration parameters. After
entering the system configuration parameters, clgkve

#

Name: |5 chool District
# of days to keep Finished Jobs: (1800

Maximum # of Erorz recorded in the System Log: (500

Minimum number of digits for FIN numbers; |5

# of daysto keep Cancelled Jobs: 1800
# of days to keep Calling Information:  |1800
of days to keep Disqualified Information: 1800
# of days to keep System Log: |30
# of days to keep ImporfExpart logs: |20

Delayed Time to Finish Jobs:  |12:00 Ak | (HH:W 200

Uze Service?  Hao

Import’Export Log Server:

The following table describes each parameter and provides information on the valuetetd@nthe optimal

functioning of your system.

PARAMETER

DESCRIPTIGNCTION

Name

The name entered here will display in the header of reports and screens. The
operator can revise the content of this field.

# of Days to Keep
Finished Jobs

Finished job segments are retained for the number of days indicated by this
parameter. After the designated number of days, jobs are removed from the
database. The maximum that job information can be retained is five years (18
days). It is recommended & you retain finished job information for at least the
length of your school year, or longer to be able to print-@fig/ear job reports.

# of Days to Keep
Cancelled Jobs

Information about job and assignment cancellations is retained for the number
days indicated by this parameter. After the designated number of days, cance
jobs are removed from the database. The maximum that job information can b
retained is five years (1825 days).
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PARAMETER

DESCRIPTIGACTION

# of Days to Keep
Calling
Information

Information on all call attempts made on each job, and all job transactions
(assignments, cancellations, etc.) is retained for the number of days indicated
this parameter. After the designated number of days, the information is discar
The maximum that job information can be retained is five years (1825 days).

Calling information may be useful when researching unemployment claims.

# of Days to Keep
Disqualified
Information

Information on all disqualified substitutes for each joletained for the number

of days indicated by this parameter. After the designated number of days, the
information is discarded. The maximum that job information can be retained is|
years (1825 days).

Disqualified information may be useful when resédng unemployment claims.

# of Days to Keep
System Log

Information on the system activity log is retained for the number of days indicg
08 (GKAA LI NIYSGSNI® ! OdAgdalte 23 NB(
for seven days, butrecordswith YSaal 38 (& LIS év@dlfusedhe b
value entered in this field. Thirty days is the maximum number of days that sy
log information can be retained.

# of days to Keep
Import/Export
Logs

Information on system import and export files is retainfer the number of days
indicated by this parameter. After the designated number of days, the informa
is discarded. The maximum that this information can be retained is five years
(1825 days).

Maximum # of
Errors Recorded it
the System Log

This nunber is a total error count parameter, regardless of the number of days
keep the logs. Errors that occur when calling substitutes or processing data ar|
recorded in the activity log along with informational messages about successf
interactions. The syem will keep the specified number of errors indicated by th
parameter. This indicator prevents the system from running out of disk space

recording the same continuous error.

LG Aa NBO2YYSYRSR GKIF{G GKAA& TA&foR d
appears in the notification area of the home page. If 1000 errors are logged, G
Services should be called.

Delayed Time To
Finish Jobs

Once a job is ifinishedstatus, the administrator cannot extend the dates of the
job on the telephone ovia the browser. This parameter allows the job to stay a
openor activestatus, so the administrator can extend the job if the absent
employee has called to say that they cannot come to work on the following da
is recommended that the time entered lmmne hour after the end time of the lateg
school in the system. This allows enough time for administrators to modify job
the end of their workday.

Minimum Number
of Digits for PIN
Numbers

This parameter controls the number of digits personnel narger when choosing
their PIN or when assigning a PIN. The longer the number, the more secure it
considered to be, within reason.
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PARAMETER

DESCRIPTIGACTION

Use Service?

This parameter is set by eSchool Solutions. If eSchool Solutions provides
SmartFingExpress a | aAYRRPADSIREALI @SR Ay
options are not available to districts that use SmartERrpresss a service. Servig
is defined as not having SmartFixpreshardware onsite.

Import/Export Log
Server

Displays the location (TCP/IP address) of the server that is used to store and
display the import/export log files. This setting is used if there is more than ong
server.
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General Parameters

The Parameters: General page collects information on global general parameters, budget code management
options, and browser access options. After entering the general parametersSehlek

Farameters: General

General :

[T Use Reason Menus

Start Calling on Jobs |90 days before it starts
Open Specified Jobz |1 days before it starts at [08:00 PR | HiH00 2
Jobs are Unfilled |35 % after the job stars

Budget Code:
|7 Budget codes contain alphafnumeric characters

l_ All Jobs require a Budget code on Verification

p Administrators can always enter budget code

Length of Budget code:  Minimum |1 Maximum |24 (1-495)
Budget Code Label: Budget Code = (Em
Budget Code F
Budget Code (Es)

Erowser Access: MoEEicEe D Telepae ACess)

Date Format: | mm/dd/wyy = I
I_ Display Reazans by Code

p Allow PIN modification on Employee & Substitute Profiles
IU Wiew Cancelled Jobs

|7 Search by location name

The following table describes each parameter and provides information on how Smdesires®perates if the
parameter is enabled (box checked) or disabled (box unchecked). It also provides information on the proper values
to enter for the optimal functiomg of your system.

PARAMETER DESCRIPTIGRCTION

General:

Use Reason Menus | This parameter determines if a menu of reasons will be offered over the
telephone or browser. If checked, Reason Menus must be set up to identify
reasons that can be offeredf.this feature is disabled, one list of Reasons is
used. This option can be used if you have separate reasons for teachers,
administrators, and classified personnel or for various locations. For exampl
Classified personnel are allowed a vacation reammhteachers are not. The
NEBl a2y aglOlliAz2yé Attt 2yte& 0SS as§g
or location group.

Start Calling on The system waits to find a substitute until the number of days indicated by tH
Jobs__Days Before i| parameter. Set the parameter tweroto allow the system to offer any open job
Starts immediately, regardless of how far in advance the job is entered. To have th

system wait until the day the job starts, enterTo have the system wait until
the day before tle job starts, enteR. The maximum number of days prior to a
job start that calling can begin is 365 days.

Open Specified Jobs| Jobs that are created with a requested (specified) substitute will be offered g
__Days Before it to that substitute until the deadline entered here or until the specified substit
Starts at (hh:mm am) declines the job, takes another job during that same time period or becomes
| unavailable. At this time, the system begins to offer the job to other substitut
Prior to this time, it tries to reach the specified substitute every hour during
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PARAMETER DESCRIPTIGWCTION

callout.

To release jobs to other substitutes on the day of the job entgn To release
jobs on the day before the job starts, enterTo release jobs two days before
the job starts, engér 2. The maximum number of days prior to the start of the j
that the job can be offered to substitutes other than the specified substitute i
365 days.

2 KSy GKF G RF 2! Gfiéld indiSate©HoB IR onittatlaydo hold
the job for the speified substitute. At the time indicated, the system attempts
one more time to reach the specified substitute. Then other substitutes are
called. The time must be entered in HH:MM am/pm format. If a substitute is
requested the morning of a job and the parater is set to onel) day before
the job starts, that particular substitute will only get one phone call that morn
to be offered the job. The system will then release the job to other substitute
because the job is past the time specified.

Jobs ardJnfilled__ % | This parameter determines when the system should cease trying to find
after the Job Starts | substitutes for an open job. It is entered as a percentage in order to apply to
that start at different times of the day.

Enter 0% if jobs shouldap callout and be marked amfilledwhen the job
starts. If you want the system to call substitutes after the job has started,
consider the following method:

1 Decide on what is the shortest amount of time you will pay a
substitute. If it is a halflay, ener 40-45%. That would give the
substitute time to get to the job from home for at least four (4) hour
of an eight (8) hour job. Select the percent of the job that represent
the minimum number of hours you will pay a substitute for working.
Add some timédor travel to the location. Subtract this total from 1009
and enter the difference in this field.

Budget Code:

Budget Codes This parameter allows a budget code to contain alpha and special character
contain When entering budget codes, the entry is validated for numeric values only i
Alphanumeric this parameter is unchecked. If tlwellect budget codéature is enabled on the
Characters Absence/Vacancy Reans setup, and absences are being entered on the

telephone, this parameter should not be enabled because the IVR only acce
numeric entries via the telephone.

All Jobs Require a | This feature ensures that each job recordstzabudget code entered. If this

Budget Code on parameter is enabled, when finished job are verified, the job is validated to

Verification ensure that there is a budget code entered on the job. If this parameter is ng
checked, the program does not check for the presence of a buziglg on the
job record.

Administrators can | This parameter controls whether an administrator can override and enter
always enter Budget budget codes during job creation. If enabled, during absence/vacancy creati
Code a budget code is entered, diverrides the default budget code set for the
location or location group. If disabled, a budget code can be entered only wh
the absence reason has been set up to collect a budget code.
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PARAMETER

DESCRIPTIGWCTION

Length of Budget
Code:
Minimum/Maximum

When a budget code is entered during job creation or modified, the length o
budget code can be validated to ensure that the correct number of
digits/characters has been entered. A minimum and maximum valaerof
indicates that a budef code is not being used and will not display in the syste

Budget Code Label

The label for this field can be changed to the verbiage used by the location.
label appears on all screens where thgdget coddabel and value appear.

Browser Access

Date Format

Select a date format for entering and displaying all dates in the system inclu
dates on reports. The default is MM/DD/YYYY.

Display Reasons by
Code

If this parameter is checked, Reasons in the eilogn list are displayed in
reason cod®rder. The reason code and reason name appear in the-dowpn
list. If this parameter is not checked, Reasons are shown in alphabetical ord
reason name.

Allow PIN
Modification on
Employee and
Substitute Profiles

If this parameter is checkeddministrators and operators can change employ
and substitute PIN numbers via the browser. If unchecked, the operator or
administrator cannot change a PIN, however they are allowed to reset the P
number. Resetting the PIN will force the employee orstitiliie to reset their
PIN before using the system.

View Cancelled Jobs

If this parameter is checked, administrators, employees, and substitutes can
view cancelled jobs. Jobs that are cancelled are easily identifiable on the Jo
Fa &/ ! b/ 9 elieddbscanndt beynddified.

Search Locations by
Name Lookup

If this parameter is checked, the Location Search button will be visible on sc
when searching for a location by name.
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Job Parameters

The Parameters: Jobs page collects information on options that imihecabsence approval featur@b creation
and cancellation, substitute assignments, telephone access, and holiday processing rules. After entering the job
parameters, cliclave

Parameters: Jobs

Job Approval:
[ Reuire for selected reasons
# of hours before job start for approval request.
Allow pending requests 1o be filled
Skip approval prosess if Administrator that approves requests creates absense for an employee

Skip approval process if Administrator that approves requests creates their own absence
Job Creation:

#of days before starting that jobs can be reported: {250
Askif 3 substitute is required
Allow separate Absence and Substitute fimes
Specify a Substitute:
Check Daily Availability
Checkthe Do Not Use List
Check if Registered

Allow only if job loeation is in profile

D08 E

Allawr anly if job classification iz in profile
Joh Cancellation:
Allow Assigned Job Cancellation
Telephone Access: Mot sppticahis to Browser Access)
Maximurn # of seconds 1o record voice instructions: |30
[0  Assign Jobs to Answering Machine

Holiday Rule Lists:
Before Holiday Wark Status

0 ‘Work Days Before Holiday Start Date
After Holiday Waork Status
0 Work Days After Holiday End Date

The following table describes each parameter and provides information on how Sméxpred®peratesif the
parameter is enabled (box checked) or disabled (box unchecked). It also provides information on the proper values
to enter for the optimal functioning of your system.

PARAMETER DESCRIPTIGRCTION
Job Approval
Require for Enabling this parameter turns on the Absence Approval feature.

selected reasons
#of hours before | The value entered in this field determines the number of hours before a job starts th
job start for an approval request can be entered into the systene $ystem will not allow the
approval request request to be entered if the job start time is less than the number of hours configure
this parameter. When an absence request is denied due to this parameter setting, ti
system sends an email to the administrator and te #mployee.
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Allow pending If checked, callout on jobs that are pending approval is allowed. Jobs can go into ca

requests to be
filled

before the absence request has been approved.

When this parameter is enabled:

1  The substitute assigned to the absence is not available for other jobs.

1 If the absence request is DENIED before the job starts, the job is automati
cancelled by the system and the substitute receives an assignment
cancellation email and SCAN call.

1 Ifthe absence is still PENDING at job start time, the job is not automaticall
cancelled by the system; however an administrator can manually cancel th
2200 ¢KS 220 3JI28&a Ayl2 CAYyAaKSR a
job can still have an aigmed substitute in this case if the district was allowin|
jobs to be filled before approval.

Skip approval
process if
Administrator that
approves requests
creates absence
for an employee

If enabled, the approval process is skipped if the Administrdtat approves requests
creates an absence for an employee.

Skip approval
process if
Administrator that
approves requests
creates their own
absence

If enabled, the approval process is skipped if the Administrator that approves reque
creates their own atence.

Job Creation:

# of Days Before
Starting, that Jobs
can be Reported

This parameter controls when employees, administrators, and operators can report
job. The job cannot have a start date that is farther in the future than the number of
in this field. The end date of the job is not checked by this parameter. Thenmmaxi
number that can be entered is 365 days.

This field has no impact on when the system begins to place calls to substitutes for
job. TheStart Calling on Jobs__Days Before it Stgatameter controls when
SmartFin&Expresbegins to place calls farjob.

Ask if a Substitute
is Required

This parameter determines if the system should ask, each time an absence is repor|
whether a substitute is required for the absence. If this feature is enabled, absenceg
do not require a substitute can beperted for classifications that normally require a

substitute to be found. If this box is not checked, the prompt is not played or shown
the system assumes that all absences require substitutes. Employees with a classifi
that never requires a suditute are exempt from this parameter.

Allow Separate
Absence and
Substitute Times

This parameter disables the requirement of having both the absence and substitute
times bethe same when creating or modifying a job. If enabled, the job will have onl
one set of times that apply to both the employee and substitute.
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PARAMETER

DESCRIPTIGWCTION

Specify a Substitute:

Check Daily
Availability

This parameter determingéthe profile of a requested substitute is checked by the
system to see if that substitute is available for the job. A check in this box directs thg
deaitsSy G2 OKSOl GKS adzmadAaddziSQa LINBT
requested if unavailabldf the parameter is enabled and a substitute is unavailable, t
system will indicate that the substitute cannot be requested because the substitute i
unavailable during the time of the job. If this box is not checked, a substitute can be
requested desp# being unavailable for the job.

Check the Do Not
Use List

This parameter determines if the Do Not Use list is checked when a substitute is
specified. This applies to job creation by an employee, administrator, or operator. A
check in this box indicatakat the system will check the Do Not Use list and prevent {
OFffSNJ FNBY NBIljdzSadAy3a | adzomadAaddzisS
In addition,the DNU restrictiorappliesto searches conducted on the Substitute Profilg
Inquiry pageand on thefollowing Substitutereports: Substitute Detail, Substitute List,
Substitute Statistics and Substitute Labels.

Check if Registere(

If this parameter is checked, a substitute can be specified only if registered in the sy
If the substitute is not regisred, they cannot be specified.

Allow only if Job
Location is in
Profile

If this parameter is checked, substitutes can be specified only if they have the job
location in their profile as a work location. In the browser, and if the Name Lookup
button ispressed; only substitutes that meet this restriction will be displayed. If this
parameter is not checked, all substitutes can be specified regardless of their locatio
setup.

Allow only if Job
Classification is in
Profile

If this parameter is checkedubstitutes can be specified only if they have the job
classification in their profile. In the browser, and if the Name Lookup button is press
only substitutes that meet this restriction will be displayed. If this parameter is not
checked, all substitats can be specified regardless of their classification setup.

Job Cancellation:

Allow Assigned Jok
Cancellation

This parameter allows employees, administrators, and operators to cancel jobs that
a substitute assigned. A check in this box allowsgizellation. If jobs are not yet
assigned to a substitute, they can be cancelled regardless of the setting of this
parameter.
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Telephone Access: (Not applicable to Browser Access)

Maximum # of This parameter indicates the maximum number of seconds that voice instructi
Seconds to Record can be recorded. The instructions are played to substitutes that are offered thg
Voicelnstructions | @nd to administrators and operators that are reviewing jobs. These instruction
provide general job information to substitutes. Voice instructions should not bg
used to leave messages for a particular substitute. The maximum recording tir
240 seconds (four minutes).

It is recommended that your recording is no longer than 3@sds because the
longer the message, the longer the job description, which is played each time
the job is offered to a substitute. This can dramatically impact the number of ¢
that can be made on a job in a given amount of time.

When complicated instructions are required, the caller reporting the absence
should direct the substitute to an alternative way to receive instructions.

Assign Jobs to If this parameter is checked, when the system calls a substituta fob and
Answering RSGSOGa GKEFEG GKSNB Aa Fy | yaoeSOSmaEi
Machine assign the substitute to the job. When the substitute determines that they havs

been called, the substitute can call the system or use the browser to adwess t
jobs to which they have been assigned.

When this parameter is enabled, a checkbox displays on the Substitute profile]
Optional Information tab. When checked, the substitute can be assigned to jok
leaving a message on their answering machine. Opesand administrators can
update this checkbox if their profile has Modify Profile enabled. New profiles h
this checkbox disabled.

Holiday Rule Lists

Note:¢ KAad FSIGdzZNB | ft2¢a adzoadiddziSa aKI [refasedddIor
22060484 RdzNAYy3I (GKS al FGSNI K2t ARIF&é¢ LISNA2R® ¢KS |
Rules. This feature is enabled by entering a value in both the before and after holiday work statiighfe
holiday periodisdefiSR Ay G(KS a!ftt [20F0dA2yaé¢ OFf SyRINW

Before Holiday Enter the number of workdays prior to the holiday start date that special holidg
Work Status processing rules will apply. This is a digit field. The defaulis blank or zero. Thi
FTSIHGdzNE Fft26a F2N) ddzoadAalidziSa oK2

to receive preference for jobs that fall after the holiday. The system calculates

Work Days . . - - > L SO .
B_eforeHolié/a G0ST2NB K2t ARIFeéeé¢ ¢2NJ RIea dzortheRalendard

y iKSaS 62Nl RIF&a NB fLo8ft8R 4. SF2NB
Start Date

Note: If both Holiday Rule Lists parameters are left blank, the Use Holiday
Preferred List checkbox will not display on the Calendar or on Search Rule sc

Note: When a value is changdar this parameter, the system will display a
O2y FANXNI GAZ2Y YSaalaSeo /tA01 a, Sagé |
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After Holiday Work
Status

__Work Days After
Holiday End Date

Enter the number of workdays after thmliday end date that special holiday
processing rules will apply. This is a tdigit field. The default is blank or zero.
{dzoadliAldziSa 6K2 $2NJ SR RdNAy3I (KS (
K2f ARIF&8¢ LINBFSNNBR &Gl G dzKSTaNFESOIA €
workdays using the number entered in this field. On the calendar, these workd
FNBE tFro6SftSR a! FOSNI { (I (dzaodé

Note: If both Holiday Rule Lists parameters are left blank, the Use Holiday
Preferred List checkbox will not display on @dde or on Search Rule screens.

Note: When a value is changed for this parameter, the system will display a
O2y FANNI GAZ2Yy YSaal3asSe /tA01 a, Sag
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Telephone Parameters

The Parameters: Telephone page collects information on telephone call parameters. After entering telephone
parameters, cliclave

Parameters: Telephone

Maximum # of calls before unfilled:  |9999
# of Calls perjob before Pausing calling: |5
# of Substitutes Searched before Pausing calling: |30
# Retries for Invalid Entry (0-5).
# of Qut-bound Rings before Hang-up (1-10):

pry

)
)
# of In-bound Rings before Answer (1-3):

Time to wait for a key press before invalid (1-10):
Time to detect a Hang-up (1-10):

Time to wait between Hang-up and new calls (0-10):
)
)

Time for Tone length when dialing (1-15):

o e

Time between digits when dialing (1-20):

V¥ Allow 11-digit Telephone Numbers

Dialing suffix used with 11-digit dialing:

[ allow 10-digit Telephone Numbers

Home Area Code: ™ Include Home Area Code when dialing 10-digits
™ Allow 7-digit Telephone Mumbers

™ pial emergency contact when a CP is not working (Fer systems with multiple CF's)
V' Checkif substitute is on a call

The minimum number of digits that must be entered to identify the codes are:

Locations: |6 Reasons: |3
Classifications: |3 Calendar. |3

The following table describes each parameter and providfessmation on how SmartFirtEkpres®perates if the
parameter is enabled (box checked) or disabled (box unchecked). It also provides information on the proper values
to enter for the optimal functioning of your system.

PARAMETER DESCRIPTION/ACTION

Maximum # of Calls Jobs gdJnfilledwhen one of the following conditions occur:

before Unfilled ) )
1 Calling has completed all steps in the search rule

1 The parameter setting for the percentage after the start time before
jobs go unfilled has been exceeded and no substitute has been
assigned to the job.

This parameter sets a limit on how many calls the system will make on a jok
before changing the status tdot Filledregardless of which step the calls are i
Once thidimit is reached, the job cannot be opened for callout.

If SmartFin&xpresss hosted by eSchool Solutions as a service, this field is n
updateable.
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# of Jobs before
Pausing Calling

This parameter controls the numbef call attempts the system will make on a
given open job before pausing callout on that job to allow callout on other jo
Enter the number of attempts from 1 through 9999 that the system should
make. When all open jobs have been paused, paused jobsuamenatically un
paused and callout is resumed.

It is recommended that the value entered be in the range of 3 to 7 call atten
If substitutes readily accept jobs, higher numbers work well because that
number of calls will rarely be made for a partigyab. If many calls result in a
failure to reach substitutes, lower numbers should be used to allow the syst
to address more jobs.

Note: ¢ KAd LI NI YSGSNI g2Nja Ay Oz2yadzyd
0ST2NB tFdzaAy3d [/ lpausedyitibd thevuie dnteedideith
of these two fields is reached.

# of Substitutes
Searched before
Pausing Calling

This parameter controls the maximum number of substitutes from 1 through
9999 that the system will consider calling for a job befoaesing callout on
that job to allow callout on other jobs. The system keeps a count of all
substitutes it has been unable to call for a given job. When it finds a substity
can attempt to call, the system starts the count over. If the count reaches th
number in this field, SmartFiftkpresgautomatically pauses callout on the job
and looks for anotheopenjob. When all open jobs have been paused, pause
jobs are automatically upaused and callout resumes.

It is recommended that the value entered brethe range of 20 to 50
substitutes. The recommended number depends on the size of your substity
database. If many substitutes are expired, unavailable, or are not registered
higher numbers work better. If most substitutes are frequently availablenate
expired, and are registered, lower numbers are suggested.

Note: ¢ KAa LI NI YSGSNI g2Nja Ay Ozyadzyyd
JFEfAy3é aSGGAy3ad w2oa | NB LI dza SR
fields is reached.

# of Retriedor Invalid
Entry (05)

If the IVR detects an invalid entry response from the person on the telephon
the number indicated by this parameter is the number of times the person c
enter invalid data before the system disconnects. Three attempts is theultiefs
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PARAMETER DESCRIPTION/ACTION

# of Outbound Rings This parameter specifies the number of dadund rings the system will allow
before Hangup (€0) before it hangs up on an outgoing call. The default is four rings.

# of Inbound Rings This parameter specifies the number oftiaund rings the system will allow
before Answer (13) before it answers the call. One is the default.

# Time to Wait for a This parameter specifies the amount of time that the systerhwait for a key
Key Press before Invali press before the call is determined to be invalid. Ten seconds is the default.

(1-10)
Time to Detect a This parameter specifies the time the system waits before determining that
Hangup (110) call was a hangp. One hundred milliseconds (oy i& the default.

Time to Wait between | This parameter specifies the number of seconds the system will wait betwe¢
Hangup and New Calls validating a hangip and placing a new call. Zero is the default.

(0-10)
Time for Tone Length | If the system is dialing too fast, this parameter allows the Tone length to be
when Dialing (115) specified. Five is the default. The measurement is in milliseconds.

Time between Digits If the system is dialing too fast, this parameter defines the tiraeveen dialing

When Dialing (20) each digit that the system should wait. Ten is the default. The measuremen
milliseconds.
Allow 1Edigit A check in this box indicates that the system can call substitutes whose call

Telephone Numbers number has eleven digitsuch as long distance numbers.

Dialing suffix used with| This parameter is used to enter access codes or a PIN needed for dialing Ig
11-digit Dialing distance numbers. If any digits appear in this field, they will be dialed after t
11-digit telephonenumber. If this feature is used, commas may need to be

placed prior to the digits to indicate a pause. Each comma represents-a two
second pause. For example & X Will rEsultiroag eightecond pause before

dialing123
Allow 10digit A check in this box indicates that the system can call substitutes whose call
TelephoneNumbers number has only ten digits, such as numbers that must have the area code,

are not long distance.

Home Area Code This parameter identifies the area code of thstem phone number. This field
is used in conjunction with thimclude Home Area Coflsature and applies only
t010RAIAG (St SLIK2YyS ydzyo SNE @ &dns NiBa
Codé FASER Ay 2NRSN) G2 das GKAaAa TSI

Include Home Area ¢KAA& LI NFYSGSNI AYRAOIFIGSa AF GKS ac
Code wlen Dialing 10 dialing 10digit callback numbers that contain that area code. A check in this
Digits tells SmartFinBxpresso use all ten digits when dialing. If unchecked, the
system will only dial the last seven digits ofdifit numbers with the same are
code as theHome Area Codféeld.

Allow 7-Digit A check in this box indicates that the system can call substitutes whose call
Telephone Numbers number has only sevetigits.
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Dial emergency contac| If enabled, the call processor will dial the number of the emergency contact

when a CP is not defined in the Administrator profile.
working . ] . . ) .
(For systems with Systemconfigurations with a single call processor or server will not use this

feature because when that call processor is down, no other call processor i

multiple CPs) available to place the notification call.

Check if Substitute is o| If enabled, then before makirgy call to a substitute, the system checks to see|
a Call GKS adzadAaddzisSQa | 00Saa L5 Aa |t NE
system will not make a call, nor will it update the telephone monitor. If no, th
telephone monitor display is updated indicate that the substitute is being
called.

The minimum number of digits that must be entered to identify the codes are:

Locations The minimum number of keys that must be pressed when a location code ig
entered on the telephone.

Classifications The minimum number of keys that must be pressed when a classification cq
entered on the telephone.

Reasons The minimum number of keys that must be pressed when a reason code is
entered on the telephone.

Calendar The minimum number of keys thatust be pressed when a calendar code is
entered on the telephone.

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 267



SmartFindExpress System Administrator @sede Parameters Menu
Release B Administrator

Administrator Parameters

The Parameters: Administrator page collects information that determines what will be included @bthe
summary verbal reports that location administrators hear when they call the system. After entering Administrator
parameters, cliclave

Parameters: Administrator

General:
[0 Werify Finished Jobs
Allow Vacancy Creation
Telephone Access: (Nof applicable to Browser Acceas)
Play Job Number
[0 PlayJob Classification
[0 Play Substitute ID
Play Substitute Mame
Flay Employee Name
Play Reason Name
[ PlayBudget Code
Play Special Instructions
Browser Access: (Not spplicsble to Telephone Access)
Stop/Reopen Jobs
Create Finished Jobs
Update Finished Jobs
Update Verified Jobs
View Employee ID
View Substitute ID
[ Allow Profile Export (When enabled, Administrators can view profile PINs)
Wiew Substitute Telephone Mumber
Allow Specifying a Substitute by name

=

The followng table describes each parameter and provides information on how Smaekines®perates if the
parameter is enabled (box checked) or disabled (box unchecked).

PARAMETER DESCRIPTION/ACTION

General:
Verify Finished Jobs If this parameter is checkethcationadministrators can view and verify
finished jobs. Jobs are verified from the list of jobs (where a page of |
can be verified), the job modification screen, or on the telephone. If t
parameter is not checked, jettannot be verified and references to thi
option are not displayed or heard.

Allow Vacancy Creation This parameter indicates if administrators can report jobs for which n
employee is absent, but a substitute is needed. A check in this box a
administrators to report vacancies for their location(s) only.

Telephone Access: (Not applicable to Browser Access)
Play Job Number The job number for each job is played first.

Play Job Classification The classification of the job is played.
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PARAMETER

DESCRIPTION/ACTION

Play Substitute ID

¢tKS &adzoadArddzisoa ' O0S&aa L5 Aa |

Play Substitute Name

¢tKS NBOZNRAY3I 2F (KS aaAadySR 2
not played, the job is still open. Open jobs are played first. When an
FRYAYAAGNI G2NJ KSINBR GKS aaiadyy
NEIljdzA NBRX¢ GKAA AYyRAOIFIGSa GKI

Play Employee Name

¢tKS NBO2ZNRAY3 27F (K I 6 a

Qs
(0p))

yiSSQaz

Play Reason Name

The reason for the alesice or vacancy is played.

Play Budget Code

The budget code that was entered when the absence or vacancy wa
created is played.

Play Special Instructions

The voice recording made by the caller who reported the job is playe
The length of this recording will vary. A maximum limit is set for all
special instructions on théobgab.

Browser Access: (Not applicable to Telephone Access)

Stop/Reopen Jobs

If this parameter is checked, administrators can view and use the Std
and ReOpen buttons on job modification for Open and Stopped jobs.
Stopping a job will stop the IVR from any further callout on the jobs. |
open will resume callout.

If this feature imot checked, the Stop and R@en buttons are not
displayed.

Create Finished Jobs

If this parameter is checked, administrators can crdatishedjobs. If
this feature is not checked and an administrator tries to create a finis
job, an error messageill display. A finished job is a job after the
absence has occurred, for example, entering an absence for yesterd

Note: Operators can backdate jobs regardless of the administrator
setting for this parameter.

Update Finished Jobs

If this parameter i€hecked, administrators can modify the reason,
schedule, budget code, and assigned substitute information on a finig
job. If this parameter is not checked, the Update and Verify buttons
not be visible on the Job Modification screen.

UpdateVerified Jobs

If this parameter is checked, administrat@® able tomodify jobs in
GKS WxSNAFASRQ ail ddza oA GK2dzi H
administrator/operator to make the changes.
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View Employee ID

If this parameter is checked, the employee ID is displayed throughou
the Administrator moduleThis will also include the External ID and PI
allowing the administrator to view employee profiles (set up on
individual administrator profiles).

If this parameter is not checked, the employee ID cannot be entered
is not displayed in the Administrator module. To search for an emplo
the Name Lookuutton must be used.

If the access ID of the employee contains a SSN or SIN, this feature
be usedo protect the privacy and confidentiality of this information.

View Substitute ID

If this parameter is checked, the substitute ID is displayed throughou
the Administrator module. If this parameter is not checked, the
substitute ID cannot be entered and is not displayed in the administra
module. To search for a substitute, thlame lbokupbutton must be
used. If the access ID of the substitute contains a SSN or SIN, this fe
can be used to protect the privacy and confidentiality of this
information.

Allow Profile Export

If this parameter is checked, administrators can viee/profile PINSf
employees, substitutes and other administrator profiles at their locati
via the exportslf this parameter is disabled, the Export button does n
display on the Employee or Substitute Profile Inquiry pages.

View Substitute Telephone
Number

If this parameter is checked, the telephone number of substitute is
displayed throughout the Administrator module. If this parameter is n
checked, the telephone number is not displayed.

This feature can be used to protect the privacy and confi@dibt of the
ddzoalGAlGdzi SQa GStSLK2YyS ydzyo SN®

Note: If the View option for Substitute Profiles is enabled on the
individual administrator profile and number is in the 8lephone
Number fieldit will be vsible to the administrator even if this paramete
is disabled.

Allow Specifying a Substitute
by Name

If this parameter is checked, the Administrator can specify a substitut
by name. Thé&lame Lookujbutton is visible if this option is enabled for
the Administrator on the Menu Access screen. If kemeLookup

button is not accessible and substitutes can be specified, their Acces
must be entered.
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Employee Parameters

The Parameters: Employee page collects information on global parameter settings for employeeselAftiang
the employee parameters, clickave.

Gen

Can

Telephone Access: Vot 3aplicable fo Bowser Access)

Browser Access: (ot 3oplicasle to Telephore Access)
Yiew Substitute Telephone Mumber
Allowe Specifying a Substitute by name

[ wiewReason Balances

Parameters: Emplovee

eral:

cancel an absence up until 00:00 (HH:MM) hefore it stars

Play Substitute ID during Job Review

The following table describes ea
parameter is enabled (box checked) or disabled (box unchecked). It also provides information on the proper values
to enter for the optimal functioning of your system.

ch parameter and provides information on how Sm&xpred®perates if the

PARAMETER

DESCRIPTION/ACTION

General:

Can Cancel an Absence up
until__ Before it Starts

Employees canancel an absence up until the time indicated by this paramete
is entered as hours and minutes before the job starts. When this parameter i
met, the employee cannot cancel a job and must call the system opevator

administrator. If this field is left blank, or contains zeros, jobs can be cancelle
until the start time of the job.

Telephone Access: (Not appl

icable to Browser Access)

Play Substitute ID during Job
Review

¢CKAA LI NFYSGSNI RSGSNX¥AYSE AT GKS a
employee when the employee calls the system to hear who is assigned to th
FoaSyodSad LT (KS o02E Aa OKSO1SR:z S

Browser Access: (Napplicabl

e to Telephone Access)

View Substitute Telephone
Number

If this parameter is checked, telephone numbers will display on the Substitutg
Name Lookup list on the Job Creation screen in the Employee module. If this
parameter is not checked, telephemumbers will not display.

This feature can be used to protect the privacy and confidentiality of the
ddzoadAiddzZiSQa (St SLIK2yS ydzyo SN

Allow Specifying a Substitute
by Name

This parameter controls whether tHiéame Lookupbutton is visible to
employees. If théName Lookuutton is not visible and substitutes can be
specified, their Access ID must be entered.

View Reason Balances

This parameter controls wheth@n employee can view their reason balances (¢
the web. If embled, a Reasons Balances tab will display in the Employee mo
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Substitute Parameters

The Parameters: Substitute page collects information on global parameter settings for substitutes. After entering
substitute parameters, clicRave.

Parameters: Substitute

General:

Allow Assignments to be Canceled

Length of time before a job starts that it can be canceled: [00:00 |
Require a Reason for Canceling an assignment

20O

Other Assignments are not allowed if cancellation is the day of the assignment
Notify Substitutes of Assignment Cancellation (SCAN Calling)

© Mo Notification

@ Immediately during callout, then every| 60 » minutes

Require a Reason for Declining an assignment

Allow Daily Availability to be Modified

Restrict Available Jobs based on Daily Availability

Restrict Substitutes to Maximum Work Units

Allow Access to Available Jobs

OEEOEO

Restrict Available Jobs to Specified Substitutes

Call Specified Substitutes every | 60 » | minutes

=

Allow Calling times to be modified
Waximum # of hours to allow for Temporary Do Not Call: 2400 |
WMaximum # of Declines before Disqualified today. |0
Hours Restrictor:
[ setmaximum hours per day to |8:00 {HH:MM)
Set maximum hours per week to 23:59 {HHH:MM
[0 setmadmum hours per month to [0:00 HHH: MW
Telephone Access: (Not spplicsble to Browser Access)
Allow Specified Substitutes to Skip Jobs
Time to Start Future Jobs Review: [12:01AM |k an
Waximum # of Jobs offered during AM Calling Period: |0 (0~ 33 where O iz egual fo OFF)
Waximum # of Hang-ups before Disqualified: |0 (0 - 839 where 0 is equal fo OFF)
Waximum # of No Answers before Disqualified: 0 (0~ 33 where 0 is equal to OFF)
Maximum # of Operator Intercepts before Disqualified o (0 - 99 where 0 iz equal to OFA
Browser Access: (Nof sppiicabie fo Telephone Access)
Allow Location Review
Allow Location Modify
Allow Classification Review
Allow Classification Modify
Allow Verified Status Review

Allow Email Address Update

E!DDDDD

The following table describes each parameter and provides information on how Smé&xpired®peratesif the
parameter is enabled (box checked) or disabled (box unchecked). It also provides information on the proper values
to enter for the optimal functioning of your system.

PARAMETER DESCRIPTIGWCTION
General:
Allow Assignments to be Thisparameter determines if a substitute may call in and cancel their assignmg
Cancelled to a job, provided the job has not yet started.

Consequences of canceling an assignment depend on other parameters. For
example, ifAsk the Reason for Cancelisgnabled, the substitute is prompted to|
provide a reason for the cancellation for data collection purposes. AlSwhér
Assignments are not allowed if cancellation is the day of the assigriment
enabled, the substitute will not be able to work anyhet job on that day if the
assignment was cancelled on the day of the job. Once a job has started, only
system operator can cancel the assignment.

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 272



SmartFindExpress System Administrator @sede
Release 2.5

Parameters Menu
Substitute

Parameter

Description/Action

Length of Time Before a Job
Starts that it can be Cancelle

Substitutes can cancel a job up until the time indicated by this parameter. Ond
this time is reached, the substitute cannot cancel a job. If no value is entered,
the field contains zeros, jobs can be cancelled up until the start time of the job,

The gen portion of multipleday jobs can also be cancelled when some of the j
days have already been finished if this parameter is s60t6Q

Require a Reason for
Canceling an Assignment

This parameter requires substitutes to enter a valid reason withey access the
system to cancel an assignment to a job. A check in this box enables this feat
These reasons are used for data collection purposes. The menu of possible
Decline/Cancellation reasons must also be set up if this feature is enabled.

Other Assignments are not
Allowed if Cancellation is the
Day of the Assignment

This parameter determines if the system will allow a substitute to cancel an
assignment on the day of the job and then later accept another job on the san
day. A check in this bamdicates that a substitute who cancels a job assignmen
should be automatically disqualified for all other jobs that day. A substitute wh
cancels a multiplelay job assignment on a day of the job is disqualified from be
offered other jobs for only thelay that they cancelled. If this field is not checkeg
substitute who cancels a job assignment can accept another job for that day.

Note: This parameter controlthe systentadling and offering
assignmentsit does not prevent the substitute from beiragsigned by an
administratoror from beingspecified or prarrangedfor an assignment
on that day.

Notify Substitutes of
Assignment Cancellation
(SCAN [Substitute
Cancellation Notification]
calling)

When a job assignment is cancelled, the system will ask the person canceling
notify or not notify the substitute to advise them of the change. Assignment
cancellations can occur if the job is reassigned to another substitute, or if the
entire job is canelled.

The notification option provides for SCAN calls to be placed immediately durin
callout times, with the system placing subsequent calls every 30, 45 or 60 min
If a job is cancelled during narallout times, the SCAN call is made at start of
callout.

LY GKS dab2 b20AFAOFI{GAZYE
substitute to advise them of the assignment cancellation.

2LI0A2Yy Aa

Require a Reason for Declini
an Assignment

This parameter requires substitutes to enter a vaidson when they decline a
job. A check in this box enables the feature. These reasons are used for data
collection purposes. The system does not use decline reasons when determin
which substitute to call for a job. The menu of possible Decline/Catioella
reasons must also be set up if this feature is enabled.

Allow Daily Availability to be
Modified

This parameter determines if substitutes may hear, view or modify the content
the Daily Availabilityields in their profile. If this parameter is &bled, substitutes
can indicate the days and times they can work. If this parameter is not checke
substitutes cannot maintain this information.

Restrict Available Jobs based
on Daily Availability

This parameter controls whether job shopping shocdasider the daily
availability of the substitute while filtering jobs for the substitute on the
web/IVR/mobile. If unchecked, job shopping does not restrict based on the
substitute Schedule.
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Parameter Description/Action
Restrict Substitutes to This parameter limits each substitute to working no more than the number of
Maximum Work Units work units indicated in thélaximum Number of Work Unifgeld in their profile.

Each substitute may have a separate limit. A value of zero (0) in this field on t
substitute profile indicates that this parameter does not apply to the substitute
this case, the substitute will not be restricted from jobs daevork units. A check
in this box directs the system to use thaximum Number of Work Unitgeld in
the profile. If this box is not checked, this feature is disabled regardless of whg
entered on the profile.

When a substitute has worked the allolla work units, the system will not offer
any more jobs to that substitute. If the duration of a particular job would cause
substitute to exceed (not merely to reach) their limit, it will not offer that job to
the substitute and will not allow the pess who reports such an absence to
request that substitute.

Work units can be manually assigned on the Optional Information screen or ¢
assigned to all substitutes via tiset Maximum Work Uni@ption on the Tools
menu. This option is typically perfoed each year, before the start of the schoo
year.

Allow Access to Available Jolf This parameter determines if substitutes who access the system can hear or y
available jobs. The list of available jobs changes as other substitutes accept
assignmentsnd as jobs are being created. Jobs can be heard or viewed by
substitutes if:

1 They are Active, Registered, Not Expired and Available farew jobs

1 They are specified for the job

1 They are on the same list and level that the telephone (IViRurrently

cdling.

Note:! adzoadliAddziSQa RIFAf& | @FAEFOATAD
when the substitute checks for open jobs.

Restrict Available Jobs to This parameter allows jobs to be offered or viewed only by sultestwho are
Specified Substitutes specified or requested for the job. This parameter applies only when substitut
call or log into the system. If this box is checked, only jobs they are specified
displayed or heard.

Call Specified Substitutes This parameter enables you to choose how often the system makes calls to
Every _Minutes specified substitutes to offer them jobs. The frequency of these calls can be s
- every 30, 45, or 60 minutes.

Job offer calls to specified substitutes are made immediately when
specification occurs during callout times. If a substitute is specified during non
callout times, the specified offer call is made at start of callout.

Allow Calling times to be This parameter indicates if substitutes can modify the tinfey do not want to
Modified be called by the system for jobs. If enabled, fields that allow the substitute to
specify the times that they do not want to be called will be visible on the Sche
screen of their profile.
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Parameter

Description/Action

Maximum #of Hours to Allow
for Temporary Do Not Call

This parameter allows substitutes to specify a tempofaoyNot Calperiod. When
using the temporaryDo Not @ll option, a substitute can enter a specific time
sooner than this timeframe for calls to resume. Tadault time is entered in this
field in hours. Entering a zero value in this field deactivates this feature and dd
not allow the substitute to set Bo Not Calperiod. However, when Bo Not Call
period is set, substitutes can hear and view job off@itse maximum time that car
be entered 24 hours.

It is recommended that the maximum number of hours be only long enough tg
prevent the system from calling a substitute again during a single callout perio

Maximum # of Declines
before Disqualified Today

This parameter determines the maximum number of times (from 1 to 99) that
substitutes can decline jobs during morning callout. When a substitute decline
number of job offers indicated by this parameter during morning callout, that
substitute isdisqgt f A FASR F2NJ 6KS NBYIFAYRSNI 2
disable this feature, enter zero. If zero is entered, a substitute will not be
disqualified based on this parameter. Substitutes can decline jobs in the brow:
and on the telephone.

It is ecommended that a range between three and five be entered. In most ca
substitutes decline during morning callout due to illness or other obligations ra|
than because they are not interested in working a particular job that day.

Therefore, a low numér is adequate to prevent calls to substitutes who are
unable or do not want to work that day. This prevents blocking a substitute wh
does wish to work that day, but is being selective about which job to accept.

When reopening hard to fill jobs, you mengrease this number and the settings
for maximum hangups and no answers to give the system additional opportuni
to find substitutes for those positions. Increasing the number by two (2) is
recommended in this situation. After callout has ended, resetnumbers to their
normal settings.

Hours Restrictor:

Set maximum hours per day
to:

This parametespecifieshe maximum number of hours per day that a substitutg
can work. A substitute can no longer be assigned to jobs once the maximum
number of work hours for the day is reach&kemptions from work hour
restrictions can be set on individual substitute prdfile

Set maximum hours per weel
to:

This parametespecifieshe maximum number of hours per week that a substity
can work. A substitute can no longer be assigned to jobs once the maximum
number of work hours for the week isached.Exemptions fronwork hour
restrictions can be set on individual substitute profiles.

Set maximum hours per
month to:

This parametespecifieshe maximum number of hours per month that a
substitute can workA substitute can no longer be assigned to jobs once the
maximum nunber of work hours for the month is reachdexemptions from work
hour restrictions can be set on individual substitute profiles.
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PARAMETER

DESCRIPTIGACTION

Telephone Access: (Not applicable to Browser Access)

Allow Specified Substitutes tq
SkipJobs

This parameter determines if substitutes who are specified for a job
bypass accepting or declining the job. If this parameter is unchecked
substitute must decide upon hearing only the first job whether to accq
or decline the job.

A check irthis box allows substitutes specified for jobs to skip to hear
other job offers without making a decision on the skipped job(s).

Time to Start Future Jobs
Review

NOTEThis option is also applicable to Browser access.

On the IVR and Web, when the tiraatered for this parameter is
reached, the system begins to offer/display open jobs for a future dat
the substitute qualifies for the job.

When substitutes review open jobs on the Wetior to the time
specified in this parameter, the system displ@jss for the current day
only, if they qualify for the joland have the job location in their profile.
(For specified substitutes, location does not matter.)

NOTEIf a substitute qualifies for a job through the General

Classification or Any Substiaulists, they will not see the job

displayed on the web if they do not have the job location in
their profile; however, they may still be called for the job during
callout.

On the Substitute web page for Available Jobs, the

G{ Sl NODK CNRYZ:l yRBapRNONMOKSIH G2
be changed prior to the time entered for this parameter is reached. T
G{ SINDK CNRBY¢ FASEtR RSTLdA Ga 4
G2 (2Y2NNRgQa RIGS 6AGK o020meiRl
reached.

It is recommended that a time close to the completion of morning

callout be entered to minimize the use of the telephone lines during
peak calling times.

Maximum # of Jobs Offered
During AM Calling Period

(0-99 where 0 is equal to OFH

This parameter determines the maximum number of jobs the system
offer when a substitute calls the system during morning callout. This
parameter prevents incoming lines, needed to report absences and
vacancies for that day, from being monopolized by sitldes. This
number does not guarantee that the substitute will be offered the
maximum number of jobs. All jobs played will be for the current day
dzyt Saa Ad A& LI aiTimé # StartiFutrSJos y (i §
w S @ Afi€ld ¥ the value entered is zero, the system can play all ope
jobs that have reached or passed a list that contains the substitute.
jobs are also offered to substitutes in the browser, using the same
method with no limitation on the number of jabthat can be viewed.
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PARAMETER

DESCRIPTION/ACTION

Maximum # of Hanaips
before Disqualified

(0-99 where 0 is equal to OFH

This parameter determines the maximum number of times that calls tg
ddzoadGAddziS OF y NS Hdahdzl #iriyig moki®y R A
Ot t 2dziidplL)d HBEDOENMB HKSy GKS G5t S
entered, and a hangp is detected before an action is recorded. When
calls to a substitute reach the number entered in this field during morn
callout, the substiizi S A& RA&ljdzZ t ATASR F2NJ
callout for jobs. To disable this feature, enter zero. If zero is entered, t
system will not disqualify substitutes based on this parameter.

Maximum # of No Answers
before Disqualified

(0-99 where (s equal to OFF)

This parameter determines the maximum number of times that calls tg
ddzoadGAiddziS OFy NBd&® ( yawiiiN®d@ingR A
Ortt2dzid 2KSy OFfta (G2 | adzomaidhi
l yaéSNAEE R dzNBuy Be sMBtNGE is fishuallfied for the
NBYFAYRSNI 2F GKIFG RIFEF&Qa OFtf 2dzi
zero. If zero is entered, the system will not disqualify substitutes base
this parameter.

Maximum # of Operator
Intercepts beforeDisqualified

(0-99 where 0 is equal to OFH

If the IVR detects an operator intercept, the number indicated by this
parameter is the number of times the call will betreed before the
substitute is disqualified for the remainder of the callout for therent
day. This parameter prevents continuous attempts to contact substitut
with an invalid or out of service phone number. The count for the
substitute is reset for the next morning callout.

To disable this feature, enter zero. If zero is entered, shstem will not
disqualify substitutes based on this parameter.

Browser Access (Not applicable to Telephone Access)

Allow Location Review

This parameter controls whether substitutes can view the locations in
their profile. If checked, a Locatiossreen will be included in the
ddzoaGAGdzi SQ&a LINBTAE SO +ASgAy3d f
their locations were correctly entered into the system.

Allow LocatiorModify

This parameter controls whether substitutes can modify locations in th
profile. If checked, substitutes can add new locations to their profile ar
delete locations from the Location List in their profile.

Allow Classification Review

This parameter aatrols whether substitutes can view the classifications
their profile. If checked, a Classifications screen will be included in the
ddzoa G AlGdzi SQa LINBTAE SO +ASgAy3a O
that their classifications were correctly ered into the system.

Allow ClassificatioModify

This parameter controls whether substitutes can modify classifications
their profile. If checked, substitutes can add new classifications to thei
profile and delete classifications from the Classtf@ss List in their
profile.

Allow Verified Status Review

2 KSy GKS a!'fft2¢ £SNAFTASR { G Gdza
substitutes are able to view on the web whether their finished jobs are|
I axtSNAFASReE ail GSo l¥zoRYIRN A ED
laaArdyySyida LI IS FT2N 220a GKI G

Allow Email Address Update

This parameter controls whether a substitute can modify the email
address in their profile. If checked, substitutes can change the email
address inheir profile from the Profile, Update Email page.
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Email Parameters

The ystemcan be configured to automatically serthails to enployees substitutesadminigrators and
operatorsto provide notification on jobssubstituteassignmentsprofile expirationsabsence approval requests
and reason balanceireshold alerts.

Parameters: Emails
Empl i inistrator  Operatol
Jobs
Job creation notice
Job modification notice
Job cancellation notice
Sub Assignments
Assignment notice
Assignment cancellation
Rermind sub | days before assignment
*lalid values e 1-99 aad O for o marimder
Profile Expirations
Profile Expiration Motice O O
Motify |0 days hefore profile expiration
*lalid values am 1-99 aad O for o expimtion rotice
Reason Balances
Alert Threshold O O (]
Email Fregquency
@ oOnce after exceeding threshald
(@] Every time after threshold exceeded
Parameter Description
Jobs Employee can receive automatic emailsenjobs are createdmodified,or cancelled.

Location administrators can receieenails wherjobs are creatednd/or modifiedfor
their location.

Substitute Assignments | Administrators ancemployees can receive emaihotification when a substitute
acceptsan assignmenénd also when a substitute cancels the job after acceptil

Substitutes can receive automatic emails for job assignments, assignment
OFyOSttlGA2yasz | yR IRanntl sl Ydays befoNBssignyfiRy
option is used teset up assignment reminders. A value between 1 and 99 must be
entered for the field to be active. Days are based on the Gregorian calendar, not t
school calendar or business days. For muidly jobs, the first date of the assignment
used as the basi®r sending the email reminder. Emails contain data about the eveg
such as job number, substitute name, job location, classification and job start and
dates.

Profile Expirations Administrators can generate profile expiration alerts to notify empkxyand
substitutes of pending profile expirationi$.a person happens to have both roles anc
both profiles expire on the same day, separate emails are sent for each role to thg
person.
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Parameter

Description

Absence Approval

Employees anddministrators can receive automatic emails on the status of absen
approval requests in the system. An email can be sent to the employee and
administrator when an absence approval request is submitted in the system.
Employees can also receive email rioéifion when an absence approval request
passes an approval level (partially approved) and when a request is approved or
denied.

Reason Balances

Administrators can configure reason balance threshold alertatomaticallysend
notificationsto employees administrators and operatod K Sy | 0&Egk & 2
thresholdis reached/exceededTheemail alerts can be sent once after the thresholg
is exceeded, or ach timethe threshold is exceededhe email notification is sent to
the location administrators andperators.
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Telephone Menu
The Telephonenenuprovides access to the following Telephone features:
1 Telephone Lines

1 Telephone Monitor
1 TelephoneVoicing

Feature Description

Telephone Lines Configure incoming and outgoing lines and set daily callout times,
dialing prefixes and shutdown periods for the telephone lines.

Telephone Monitor | Monitor activity on all of the configured telephone lines in real-
time.

Telephone Voicing Record voicings for codes that must be played over the telephone

Telephone Line Control

Telephone line control plays an integral role in the functionality of the system. It allows you to determine when
calls are made to substitutes.

Each telephone line is set up during implementation of your system as incoming or outgoing. This setup
determines which telephone lines are available for absence reporting and substitute callin, versus the number of
telephone lines dedicated to calling substitutes for jobs.

Anincomingline is a line used to receive incoming phone calls for the reporting ohabseor for substitutes to

search for open jobs, review assignments or modify profiles. The telephone company configures these lines in a
¢huntgroupé ¢ KA & YSIya GKFIG 2yfe 2yS GSESLIK2yS ydzyoSNJ A& RA
lines areactually used. When that line is busy, the incoming call rolls over to the next available phone line. A busy

signal is heard only when all incoming lines are in use.

Anoutgoingline is a line used to place outgoing calls. Calls are made at times desidoathat day of the week.
Outgoing lines are not setup in a hunt group with themselves or with the incoming lines. Also, telephone numbers
for outgoing lines should not be distributed to users.

While these numbers may appear on caller users wilhot be able to call the system by dialing the number for a
line designated as outgoing. This activity will be recorded as an error in the activity log.

A line can also have a designation of bistboming and outgoingThese lines will be used to accepli€ar make
calls. Having a certain portion of the lines with this status increases the line usage.

Telephone line control is initially configured with assistance from your eSchool Solutions representative. Do not
attempt to add phone lines and or chantfee line type of existing phone lines. Changing phone lines from
incoming to outgoing and vice versa requires collaboration with the local phone company to manage the hunt
group. Contact Client Services before making any changes to the phone line cettingiss
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Telephone Lines Configuration

The Telephone Lines Configuration page allows you to display configuration settings for each phone line in your
system and add, modify, or delete telephone lines. Telephone ki@esfiguration reports can also lgenerated.
Lines can be configured as incoming, outgoing, incoming and outgoing, all incoming, all outgoing and shutdown.

A search on all incoming lines will display both incoming phone lines and incoming and outgoing lines. A search for
all outgoing lires will display all outgoing lines and incoming and outgoing phone lines

To display specific line information, select thre type from the Status pullown menu and clickearchTo obtain
a status on all lines in your system, leave 8tatusfield blank and cliclSearchThe Telephone Line list for your
system is displayed.

orfiguration
Search Criteria
Status: | In&Dut ;I

[Search | Create Report | New |

Telephone Line List

Mote: The number of telephone lines corfigured for this system is 23,
Line Telephone # Status  Time Sy Mo Tu We Th Fr Sa
1 217128147827 Out AllDay N N N N A
2 2 In AllDay N N N N A
2 2 In AllDay v N N N N A
4 4 Qut AllDay N N N N A
5 Line § In AllDay ¥ ¥ v ¥ Y ¥ ¥
=3 Line & In AllDay N N N N A
z 7 In AllDay N N N N A
= 2 In AllDay ¥ ¥ ¥ ¥ ¥ ¥ ¥
a Line 9 In AllDay N N N N A
a0 Line 10 In AllDay N N N N A
11 11 In AllDay ¥ v v ¥ Y ¥ Y
az Line 12 Qut AllDay N N N N A
az 12 In AllDay N N N N A
14 14 In AllDay ¥ v v ¥ Y ¥ Y
a5 Line 15 Qut AllDay N N N N A
il Line 16 Qut AllDay N N N N A
ar 17 Qut AllDay v N N N N A
ag 12 Qut AllDay N N N N A
a9 Line 19 Qut AllDay N N N N A
20 Line 20 Qut AllDay N N N N A
21 Line 21 Qut AllDay N N N N A
22 Line 22 Out AllDay ¥ ¥ ¥ ¥ ¥ ¥ ¥
22 Line 22 Qut AllDay N N N N A

Lires that are not listed are swvailable all day with 3 status of both incoming and ocutgoing.

The telephone list displays information on the total number of lines configured for your system, the line
number, telephone number, line status, and line availability. Telephone lines that are not configured on
this page are still active and will be considered as incoming and outgoing lines.

Adding Telephone Lines

To configure new telephone lines for your system, diiekv. The New Telephone Line screen is displayetérEn
the settings for the new telephone line and cliBave

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 281



SmartFindExpress System Administrator @sede Telephone Menu
Release 2.5 Telephone Monitor

Telephone Lines: Configuration

Mevvwr Telephone Line
*Line: |1 = I
® Status: | Shutdown - I

® Days: Zun  Mon  Tue Wed Thu Fri Sat

| I R I A A A

F Times: Start:
SOR- Dy |

(HHI 400
End:
(HHIM A0
['save | Return To List |
Field Name Description
Line The pulldown menu lists the lines that are available in your system.
Status Select the line status. The values are incoming, outgoing, both incominguégoing
and shutdown.

Telephone No Enter the telephone number associated with this line. Telephone numbers can inch

special characters such as-(. )This number is used for data collection purpose only.
Days Select the days of the week to indieawhen this line is available for calls.
Note: The line cannot have overlapping days and times.
Times EitherAll Dayor a time range must be present. Enterialy Dayindicates that the line is
available all day for the designated days. Each day oivtlek can have a different star

and end calling time.

Note: The line cannot have overlapping days and times.

A line can have multiple statuses on the same day. For example: A line can be incoming from 5:00 am until 6:00pm,

and incoming and outgoingom 6:01 pm until 11:00 pm. When lines have multiple statuses, remember that the
hunt group must include all of your incoming lines.

Modifying/Deleting Telephone Lines

To make changes to the settings for a line, or to delete a line from your systekmelibeLinelink on the

Telephone list. The Modify Telephone Line screen is displayed. You can modify the telephone line number, status,
or line availability information.

To delete a line from your system, display the desired telephone line on the Modify Telephone Line screen and
then clickDelete

May 2014 eSchool Solutions Proprietary Documentati@@ompany confidential/Do Not Distribute 282



SmartFindExpress System Administrator (Gseéde Telephone Menu
Release 2.5 Telephone Monitor

Telephone Lines iguration

Fdodify Telephone Line
Line: 5
Telephone Humber:  |Line 5

© Status: In 2 I

*Dayss  sun Mon Tue Wed Thu  Fri  Sat
VW ¥ WM VM W MW

" Times: Start:
R - - |V
HEMIW A OR All Dray:
End:

HHAOW A1

Creating Telephone Line Reports

You can create a telephone line configuration report by clicKireate ReportThe reportisplays daily callout

times for morning and evening callout, telephone line configuration information for all lines, and lists the callout
phone prefixes. The report is automatically displayed in the Adobe Acrobat reader. Use the Adobe toolbar to print
or save the report.

Telephone Lines - Configuration
Daily Callout Today's Jobs Start Future Jobs Start Future Jobs End
Monday 05:30 &M 05:00 BM 10:30 BM
Tuesday 05:30 AM 05:00 BM 10:30 BM
Vednesday 05:30 AM 05:00 EM 10:30 BM
Thursday 05:30 AM 05:00 EM 10:30 P
Friday 05:30 AM
saturday
Sunday 05:00 BM 10:30 PM
Holiday 05:00 BM 10:30 PM
Tolophone Lines Telaphona # Type Su Mo Tu We Th Fr Sa Time
1 1 In Y Y ¥ ¥ Y Y ¥ ALl Day
2 2 In ¥ Y ¥ ¥ Y Y ¥ &llbay
3 3 In Y Y ¥ ¥ Y Y ¥ &lloDay
4 1 In Y Y ¥ ¥ Y Y ¥ A&llDay
5 5 In Y Y ¥ ¥ Y Y ¥ B&ll Day
6 5 In ¥ Y ¥ ¥ Y Y ¥ &ll Day
7 7 In ¥ Y ¥ ¥ Y Y ¥ &ll Day
8 8 In ¥ Y Y ¥ Y Y ¥ &ll Day
s s In Y Y ¥ ¥ Y Y Y ALl Day
10 10 In Y Y ¥ ¥ Y Y Y B&ll Day
1 1 In ¥ Y ¥ ¥ Y ¥ ¥ A&ll Day
12 12 In Y Y ¥ ¥ Y Y ¥ &lloDay
13 13 In Y Y ¥ ¥ Y Y ¥ A&llDay
14 14 In Y Y ¥ ¥ Y Y ¥ B&ll Day
15 15 In ¥ Y ¥ ¥ Y Y ¥ &ll Day
16 16 In ¥ Y ¥ ¥ Y Y ¥ &ll Day
17 17 In ¥ Y ¥ ¥ Y Y ¥ &ll Day
18 18 In Y Y ¥ ¥ Y Y Y ALl Day
19 19 In Y Y ¥ ¥ Y Y Y B&ll Day
20 20 In ¥ Y ¥ ¥ Y ¥ ¥ A&ll Day
21 21 In ¥ Y ¥ ¥ Y Y ¥ &llbay
22 22 In Y Y ¥ ¥ Y Y ¥ &lloDay
23 23 In Y Y ¥ ¥ Y Y ¥ &ll Day

Daily Callout

This screen controls when the system makes calls to substitutes. Each day of the week has its own time to begin
and end callingt 2 R & Quisplaysitte Ndies for morning callout for jobs for the current daytureStartand
Future Endlisplay the times for evening callout.
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Telephone Lines: Daily Callout
Callout Tirmes Tod=y's Start Future Start Future End
[Rb:rmm =m) [Rh:rm=m]  (Rhemmoam)
Monday 0525 Abd 04:00 P 10:30 P
Tuesday  |05:25 Ak 04:00 Phd 10:30 P
Wednesday 0525 A 04:00 P 10:30 P
Thursday  |05:25 AM 04:00 Phd 10:30 P4
Friday |05:25 4M 04:00 P 05:45 P
Saturday  |171:59 A 12:00 P 05:00 P4
Sunday 1259 PM 01:00 P 10:00 P
Holiday 03:30 Pk 09:00 P4
| Save |

Morningcallouto | £ a2 OFff SR a¢2RlI&Qa OFff2dziév KILAIy&EGE y{e{ KNIV &
field and the beginning of evening callout. There is not a designated stopmiador morning callout. Instead,

Orftfta F2NJ i2RIFIeQa 22060a aiG2L) 6KSYy | OSNIFAY LISNOSyidl3s
{i K Baramneters Generaltab. The assumption is that once that time has passed, the job has beerbfjlied

house personnel, a substitute cannot be paid for the remaining time only, or it is not worthwhile to have a

substitute accept and arrive at that time or later due to travel.

Future Calloufields are for evening callout. There is a designated stagtend time for this callout period. The
system makes calls during this time for jobs for tomorrow or the future. The number of days prior to a job that the
system can look for a substitute is controlled by options on the Paramefeiss tab.

Holidaysalso have a callout time. Times for holidays are for evenings only. Because jobs cannot be reported for

K2f ARF@aX Y2NyAy3a Ol tf2dzi Aa TodaylStayf SERSRR>! 60 dz& YBSG OB ¥t B S)

The system looks at the calendar asiated with the job to determine whether callout should occur. Only days
that are designated as holidays on the calendar use holiday callout times.

Note: When there are several holidays in a row, calls are made each night whether the following taliday
weekend, or workday.

Note:¢ KS a{ GF NI /Ftft2dzi aAyé FTASER 2y GKS bS¢g /flFaairfFaold
adzoadGAdGdziSad LT ané Aa SYyiSNBR:z OFff2dzi F2NInkieS 220a 6.
phone line control. If any other number is entered, the system will begin to call substitutes on the day of the job, for

jobs with that classification that number of minutes prior to the start of the job, regardless of callout times
established fortiat day of the week.

Note: System default callout times can be changed on the Location Rydfilees tab.

After entering the times desired for each day and for holidays, Slislen order to save your changes.
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Dialing Prefixes

This screen allowgou to display, add, modify, and delete callout prefixes. When you access this screen, the

prefixes stored in the database are displayed. The default prefixes are displayed first and then the remaining

prefixes sorted by telephone number.

Default prefixesised when dialing on outgoing telephone lines are entered into the system as callout phone
prefixes. If the telephone lines are going through a telephone switch (ex. PBX) and a number has to be dialed to
access an outside line, that number is entered lois screen. Also, if you have access to special long distance or

extended area calling telephone lines that require a number sequence, you can designate in the sequence what
should be used for those area codes and exchanges that do not use the defaixiégpref

Telephone Lines: Dialing Prefixes

=

Dielete?

[ Delete”

Telephone Dialing Prefixes List

Telephorne Humber
Lefault Local
Default Long Distance

Prefix

1

TheDefault Locaprefix is the number that is dialed before all local telephone numbers that do not match other
entries in the callout phone prefix list. It is the default prefix for all local numbers. If there are no matching entries
RALF € Ay

in the calout phone prefix list for a local 7 or A 3 A

prefix will be used when dialing. For example: 9,
The comma shown after the 9 indicates-a&tond pause before dialing the rest of the number.

ydzyo SNE o

dzi GKSNBE Aa |

TheDefault Long Distangarefix is the number that is dialed before all long distance telephone numbers that do
not match other entries in the callout phone prefix list. It is the prefix used as the default fdigt humbers. If

there are no matchingntries in the list forthe R A 3 A

5Aail yoSsé

GKA& LINBFAE gAff
For example: 91: The comma indicates asecond pause before dialing the rest of the number.

y dzY 6 S N&

0S8 dza SR

0SAy3a OFftSRZ

o dzii

6KSY RAFEAYy3IOD

Entries inthe prefix list can consist of a combination of a long distance value (1), area code, and calling area (first 3
digits of the 7digit phone number), indicating 7, 16r 11-digit dialing.

For example, if you live in Dallas (972 area code) and want ta &iait Worth (817) area code, to avoid long
RAaGryOS OKIFINHSa 2N

before all numbers in

the (817) area code.

dr1S IROIyGl3S

2F SEGSYRSR |
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The system selects which prefix to use in the follmysequence:

This sequence is used to determine which prefix

If the callback number has the following: 10 Use:

1+ Area Code and Calling area match,

A long distance value of 1 (indicating 11-digit 1+ Area Code match,
dialing) Default Long Distance

Area Code + Calling area match,

An area code and no long distance value Area Code match,
(indicating 10-digit dialing) Default Local

Calling area match,

A calling area and no long distance value or area coq
Default Local

(indicating 7digit dialing)

Adding New Prefixes

To add a dialing prefix, clitkew. The New Dialing Prefix screen is displayed. Enter the information on the new
prefix and clickSaveto add the prefix to the list.

Telephone Lines: Dialing Prefixes

Meswvy Dialing Prefix
Long Distanee Indicatar:
Area Code:
Calling Area:

Mote: Prefix can applyto the long distance indicator, ares code andfor calling ares,
but not to the |a=t 4 digits of the telephone number

* Dialing Prefix:

Mote: Dizsling Frefix can contain commas

[ save |
Field Name Description
Long Distance Thisnumbercag yt & 068 amoé
Indicator
Area Code The area code must be three digits.
Calling Area Enter the numbers against which the callback number will be matched in order to s
the appropriate prefix. The calling area must be three digits.
Dialing Prefix Enter the prefix that should be dialed before dialing the telephone number. Up to

eleven characters can be entered in this field.

Use a comma to indicate a pause in dialing the rest of the numbers. You may ente
multiple commas to indicate a long paugauses are sometimes needed to allow tim
for the system to connect and obtain a dial tone before dialing the rest of the numb

Note: A comma indicates a-&cond pause.
Note:2 KSy y20 dzaAy3a GKS aLyOf dzRS | 2YSrs)

and there is a dialing prefix for the home area code, the dialing prefix is used even
though the area code is not dialed.
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Modifying/Deleting Prefixes

From the Telephone Dialing Prefixes list, click onTthlephone Numbefink of the prefix you want to modify. The
Modify Dialing Prefix screen is displayed. UpdateRieding Prefixield and then cliciSave

Telephome Lines: Dialing Pre

bodify Dialing Prefix
Telephone Mumber:  Default Long Distance
® Dialing Prefiz: |1

Mote: Dialing Prefix can contain commas

m Return To List

From the Telephone Dialing Prefixes list, click in the deletion box of the prefix you want to delete andcen cl
Delete The default local and default long distance entries cannot be deleted. If the prefix is not needed, you can
remove the data from th@refixfield and save the changes.

Shutdown

This screen allows you to set up a temporary shutdown period.sthéen displays the current and future
shutdown periods by line number.

Telephone Lines: Shutdoswn

m Mote: The delete will remowe all shutdown periods

Telephone Line Shutdown Period List

Line Start Ernd Tirme

2 05/2442010 05242010 Al Day
3 05242010 05242010 Al Day
5 05242010 05242010 Al Day
o] 052402010 05242010 Al Day
7 05/242010 05242010 Al Day
=] 05/242010 05242010 Al Day
=] 05/242010 05242010 Al Day
10 05242010 05242010 All Day
11 052402010 05242010 Al Day
13 05/242010 05242010 Al Day
14 05/242010 05242010 Al Day

During a shutdown period, telephone lines are shutdown by selecting the line statuses. The system will not answer
incoming calls to a "shut down" phone line and will not use oingdines that are shut down during callout,

regardless of the callout times entered for that day. A possible use of this feature is for school closure, such as
inclement weather or a union strike.

Note: In most normal operations, there are no shutdoperiods.

Adding Shutdown Periods

ClickNewto establish a shutdown period. Enter the information on the phone line(s) to be shutdown and click
Saveto save the shutdown period for the selected line.
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Telephone Lines: Shutdown
" Line: All Lines ;I Mote: Multiple lines can be selected from the pull-down list.
* Date Range * Tirmea All Day
ctane  |08/22/2010 IR
T Mmoo (HHMI A
Eng. |08/22/2010
T mmDanr (HHMI A
| save | Return To List |
Field Name Description
Line Select the line(s) to be shutdown. Multiple lines can be selected from the pull-
down list.
Date Range Enter the start and end dates for the shutdown period.
Time Select either All Day or enter the start and end time for the shutdown period.

Telephone Monitor

This screen is a redme display of the activity on all of the telephone lines configured for your system. It

shows the line number, line type, line status, current date/time, and length of call. When an outbound call

is made, the name, access ID and RllNber of the substitute who was called is shown in 8tatus
O2f dzYy® C2NJ AyO2YAy3a OFffax

0KS F2tft2¢6Ay3 YSaal IS RA

If a problem existed with the call processor, it could be detected by viewing date and time infonmidti

the current date and time were not displaying, that could indicate a problem with the lines.

The number obeconds to refrestihhe screen can be changed from the default setting of five seconds by
entering a new number and clickiigave

Each lineconfigured on the Telephone Lines screen appears on this screen. The lines are listed in line

number order. The line types for each phone line are displayed on the screen. The various line types you

will see are: Irbound, Outbound, and Shutdown. Refe2t G KS & ¢ Sf SLIK2y S [ Ay Sa¢é
detailed information on line types.
Information on the screen will change or be refreshed as activity on the IVR occurs.
Telephone Monitor
Seconds to refresh: (30
Line Type Status Date This Call (hh:rmm)
1 Out-bound  Line hasstopped  0S5M13/2010 10:52 AWM 90354:45
2 In-bound Line hasstopped 05/M3/2010 10:52 A 90354:45
2 In-bound Line has stopped  05M123/2010 10052 AWM 90254:45
4 Out-bound  Line hasstopped  05/13/2010 10:52 AWM 90354:45
5 In-baund Line has stopped 0S5M3/2010 10:52 AWM 90354:45
[ In-bound Line hasstopped 05/M3/2010 10:52 A 90354:45
7 In-bound Line has stopped  05M123/2010 10052 AWM 90254:45
g In-bound Line hasstopped 05M13/2010 10:52 AWM 90354:45
a In-baund Line has stopped 0S5M3/2010 10:52 AWM 90354:45
10 In-bound Line hasstopped 05/M3/2010 10:52 A 90354:45
11 In-bound Line has stopped  05M123/2010 10052 AWM 90254:45
12 Out-bound  Line hasstopped  05/13/2010 10:52 AWM 90354:45
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Telephone Voicing

You can record a voicing at your site for codes that rbagplayed over the telephone. For example, new

locations, classifications, calendars, and reasons are voiced after they are created. Although the system menus are

'f NBI Ré @2A0SRZ OSNIIFAY @2A0Ay3 L5a adzoviiced Hemsithkab G2 St O2°
can be customized have tt@an ModifyF f 3 Ye®d GRSHBE | NBE az2yYS @2A0Ay3 L5a (K

A voicing ID number is automatically generated by the system for each item and is entered on the telephone.
Using the Telephone Voicing Screen

Use this screen to search for all voicing IDs in the database. When more than one language is being used by a
district, the Language field will have a drdpwn box of selectable languages.

To search for voicing IDs, enter the desired search criteria andSdanich The search results are displayed on the
Telephone Voicing list. The listing can be sorted by the column headings by clicking on the up/down arrow in that
column.

If a VoicingD is set up as modifiable, the annotation and/or description can be modified, and the recording can be
voiced or revoiced. It is recommended that the annotation reflect an accurate representation of the telephone
voicing. You can also print a report coimiag the voicing IDs and annotations.

Telephone “oicing

Type: | Classifications - |

Language: - I

Code:
CanMadityz: @ o v T

Annotation Word Search:

m Create Report

Telephone YWoicing List Recards Per Fage: | B - I

3 item= found, displaying all tems.
1

Language | 1D~ | Modify? - | Code < | Description - | Annctation

Englizh E) es 200 TEACHER
French 5 Yes 400 TEACHER
Spanish 5] Yes 200 TEACHER

3 item= found, displaying all tems.
1
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Field Name

Type

Language

Code

Can Modify?

Annotation Word Search

Modifying Voicing IDs

Description

Select @ypeto narrow the list to only specific voicing IDs. The types are: Calend
Locations, Classifications, Absence/Vacancy Reasons, Decline/Cancel Reason
System Menu, ath System Utility. If a type is not specified, all voicing IDs in the
database are displayed on the list.

Select the language for the Telephone Voicing list. The choices are English, Sp
and French. If a language is not selectedaalfjuage voicing IDs are displayed.

To search by code, enter the code assigned to the item. For example, for locatic
enter the code for locations; for classifications, enter the code for classifications

SelectAll, Yes or Noto indicate if the search should include only Voicing IDs that
be modified, only Voicing IDs that cannot be modified, or both.

TheCan Modifyoption refers to whether or not the system operator can make
changes to voicing ID descriptions. Some sygpeompts are not modifiable by the
aea0GS8SY 2LINI(2NE F2NJ SEI YLX ST (G(KS LI
modifiable, including the prompts for locations, reasons for absences, and welct
messages.

To search for a voicing ID by its annotation, enter the wording of the item and cl
SearchThis field is casgensitive. If an annotation contains this value, it is
displayed. The annotation should be an accurate reflection of what is being voic

To modify a description and/or annotation, click the desilBdink. The Modify Telephone Voicing screen is
displayed. Make your updates to the description and/or annotation. GetkAnnotationto automatically have
the Descriptiorinformation copied to theAnnotationfield. ClickSaveto update the voicing ID in the database.

Modity Telephone Voicing

Type: Classifications
Language: English
Woicing ID: 4

Code: 800

Description: | TEACHER
Annotation:
Can Modify:  Yes
Load On Starup:  Ves
| save | Return To List |
Note: ! OKSO1YIN] A& IRA BLARASTFSR M0 EG ASF zLRF G§Sa Oly o6
Load On Startup fields are not updateable
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Creating Voicing ID Reports

ClickCreate Repormn the Telephone Voicing screen to print a report of voicing IDs for the search criteria selected.

The report automatically displays in the Adobe Acrobat reader. Use the Adobe toolbar to print or saepdtie
A sample report is shown below.

Telephone Volcing Report For Type:System - Menu

language Hodify?  Load? ID Amnotation
Englizh Tag Ho ee Welcome To eSchool Scluticna.
English Tes o a1 Thig 18 the SmartFindExpress system calling for
English ji=3 Ho EES Invalia
English e Ho as Utility
Englizh N Ha a7 Manu
Englizh o Ho 98 12 not volcoed
English N Ho 10l Fleage enter your digtrict Id followed Dy the * Key.
English e Ho 103 Fleage enter your access 14 follewsd by the + key.
English  No Ho Los Pleage enter your pin followed by the * ey
Englizh jii=) Ho 107 To exit press 9.
English  No o Log If you are calling ag an Employes Press 1
English N2 Ho 111 If you are calling a8 a Substitute presa 2
English  No Ho 112 If you ars calling as an Adminiatrator press 3
English  No o 118 To review of cancel your assigoments prees 1
English  No o 117 To hear available jobs press 2

Voicing IDs

Follow this procedure to modify and voice IDs:

1. Select Telephone Voicing from the menu and locate the voicing ID.
2. Modify the annotation if you are voicing something different than the description listed.
3. Call the system and enter your Access ID followed by the star (*) key; enter your PIN followed by the
star (*) key.
4, t NBaa apé¢ 2y @2dzNJ G SteBnicidag/lS 1 SeLI R G2 NBO2NR
5. Follow the prompts to record and replay the recording
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Reports

The Reports menu enables administrators to create customized job, employee, and substitute reports, access
saved reportsschedule reportand generate ordemand repors all fom one central location. All report data is
limited to the location access inghAdY A Y A & G NI 12 NR& LINPFAE S ¢ &SalsdNS LI2 NIi &
accessible from the Administrator dragopwn menu, Job Inquiry/Reports and Profile Inquiry/Reports options. The
ability to perform reporting functions directly from the Reports menwabkles administrators to access critical
information for their location(s) with added speed and conveniefReportdatacan be easily exported in a

variety of formats including, CSV, PDBCXand Excel

The Reports menu contains the followifegatures

Reports

Report List

My Saved Reports

Today's lobs

Today's Available Substitutes

Active Substitutes: Schedule/Unavailability

Feature Description

Report List Displays thdist of job, employee and substitute reports that are
available in the system. Each report has algepage for selecting the
data to display on the ort. Reportscan be run saved and scheduled.
When a report is saved, i saved to thé a @ { | @S RolderS LJ2

My Saved Reports Displays the reports that have been saved fouse. Saved reports can

be viewed edited and scheduletlinscheduled. Reports can be schedul
to runimmediately or &specified intervalsNew reports can be created
and run using the saved report parameters or with modified paramete

¢2RIF2Qa W20/DSYSNI Sa& | ¢ 2 Rthel@m@nt ¥ fordhe NS LI2 NJi
FRYAYAAGNI G2NRa 20 GA2y @
¢t2RI@Q4a ! @ DSYSNIi{iSa I+ ¢2RI&Qa | gtekurrénddaySor {
Substitutes GKS T RYAYA&AUNI G2NRa f20FGA2y®
Active Substitutes: Generates an Active Substitutes: Schedule/Unavailability repothfo

Schedule/Unavailability | OdzZNNBS y i Rl & ¥F2 NdcalidaS + RYAY A ad NI
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Administrator Access
Administrator profiles must have theeports Modul@ption enabled on the Administrator, Menu Access page to

display and use thReport feature Once enabled, the Reporgtion displays on thenain menu bar of the
administrator home page.

Note: Report data is limited to the location access configured for the administrator profile.

Administrator

Name:  ZZ Test Administrator,
AccessID: 999999999

ReturnTo Inquiry

Administrator View Meodify

Announcements

Jobs
Allow Specifying a Substitute
Allow Prearranging a Substitute
Allow Job Overrides

Location Balances

Priority Lists
Do Not Use
Auto Assignment

Profiles - Employee

RAARARTRASA

Profiles - Substitute

Profiles - General

ddO0""a"xOx A

Custom Fields r

Reports Module ral

Custom Repaorting [l
Operator

System Configuration - [l

System Operations r r

Do Not Use Threshold Email —

Report List

The Report List feature enables administrators to create reports on job, employee and substitute data for their
location(s).The following reports are accessible from the Report Q#tk on the link o f the report you want to
create.

¢ 2RI 8Q& W2 dEmployee List Substitute Labels

¢2RI Q& ! @H Employee Labels | Absence Approval

Substitutes (if configured for the
district)

Active Substitutes: Substitute Time | # Days Absent/Worked

Schedule/Unavailability] Worked

Job Inquiry Substitute Detail | Active Employee Profiles

Employee Detail Substitute List

Employee Reason Substitute

Balances from Statistics

Employee Detail report
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Report Detail Page

List of Customizable Reports:

Today's Jobs
Today's Available Substitutes
Active Substitutes: ScheduledInavailability
Job Inguiry
Erployes Detail

Erployee Reason Balances
Employee List

Employee Labels
Substitute Time Worked

Substitute Detail
Substitute List
Substitute Statistics
Substitute Labels
Absence Appraval
#Days AbsentVorked
Active Employes Profiles

Clicking on a report link displays the report detail page for the report. After the report parameters are
entered on the detail page, the report can be saved and/or viewed. The following fields are common to

most of the setup pages.

. TIP. To manually add a second date line to the report header to show the date the report is for, use the Report

¢cAlfS FTASER

2y GKS NBL2NIQa

Custom Report Detail

Today's Jobs
Report Criteria
Dae:fomeonts |7
(MRD DA
Jab Status:
Location/Graup: [All Lacations v
CIaSS\ﬂcaUUanruup.| "‘
Reasun:| ”"
Sort By Sort Order.
Output Format;

Display Fields - [OselectDeselect Al
Job Status

Assigned
Substitute

Location
Classification

Employee Name
Reason

Report Title:  Today's Jobs |

Save Report As:
Mame: Today's Jabs

| Save Report Save & Schedule

Description: \Custnm\zed report of jobs for a single day |

View Report | Return To List

aSGdzLd LI 3S

I RR

iKS RSaANB
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Field Description

Search Criteria The fields in this section of treetup pageallow you to specify the report search criteria.
Search criteria fields vary depending on the report type.

Output Format The following output formats are available for reports: HTML. PDFG8N;,and XLS.

Display Fields Lists thedatafields that can appear on the report. Display fields vary depending on the re
type.

Report Title A new report name can be entered in this field to save the report to the My Saved Repor
page. This name agars in the report header

Save Report As | Displays the default report name.

Description A brief description of theeport can be added

Save Report Saves the report description and the repgrarametersfor future use. The saved report will
displayoy G KS Waeée { I @SR wSLE2NIAQ LI 3ISo

View Report Generates the report in the specified output format.

SaveandView |[Lyadlydfteée alF @Sa (GKS NBLRZ2NI G2 O Kefortinahe {
specified output format.

Save and Schedul Instay (1 f @ &l #Sa GKS NBLIR2NIL (2 GKS daeée {I @S
page. Reports can be scheduled to run immediately, run coen a recurring basis. The
Schedule Report page also includes an Email Notification ofatratistributing the report

output.

Expand (These links display on thetualreport page) Redisplays the selection criteria fields once tf
Filters/Collapse | report has been generated. The report can beuwa with different filters. The Collapse Filter
Filters option displays the original report page.

Date Fields

Datefields on report detail pages default to the current day; but a different date can be entered.

Select/Deselect All

TheSelect/Deselect Adiption in the Display Fields section of the setup page can be used to clear the display fields
or to select all of the fields for the report with one action.

Display Fields - [~ Select/iDeselect All
¥ Job Status ¥ Location ¥ Employee Name

¥ Assigned ¥ Classification ¥ Reason
Substitute

Export Formats

Report data can be easily exported. When a report is generated, the export options for the report are displayed at
the top of the report pageClick on an export icon to display the report data in the export format.

Expand Filters
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Export icons are as follows:

Output Format Description
Icon
@ Exports to a PDfile.

Exports to an Excel file.

Exports to a CSV file.

@ Exports to eDOCXile.

Expand/Collapse Filters

Once a report is generated, it can berta with different search criteria from the same window by clicking on the
Expand Filters option located above the Export icons.

Expand Filters

When selected, the system-displays the search criteria fields for that repokdditional filters can be applied to
the report and the report can be rmun by clicking the Run Report button. Click the Collapse Filters option to
return to the original report page.

Report View

Collapse Filters

41T AAUsO *1T AO 2APT 00

¢tKS ¢2RI&8Qa W20a& NBLEANBYRXANE GBS I RYAE2RaidNOhdERND A
report setup page,aect the search criteria for the report and the data to display on the regenter a name and
description for the report. The report can be saysdved andriewedor savedand scheduled.
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Reports Menu

Sample Report View

Today's Jobs

Report Criteria

Date: [11/08/2013 B

{MM/DDAYYY)

Job Status:| Open & Active W

Location/Group: [All Locations

¥

Classification/Group |

El

Reason: |

¥

Output Format | HTML +

Display Fields - [] Select/Desalect All
Job Status
Assigned Substitute
Job Times

Location
Classification

Report Title: \Today‘s Jobs

Save Report As:

Employee Name
Reason

Description: [Customized report of jobs for a single day

View Report | Return To List

Bk

® % &

Report View

¥ Expand Filters

[11]er1 [

4

3 ]

As of Nov 08, 2013 11:35 AM

Today's Jobhs

Job # Status Start/End Time
L] Opan 8:00 AM - 4:00 FI
100 Open 8:00 AM - 4:00 FM
101 Open 8:00 AM - 4:00 PM
105 Open 8:00 AM - 4:00 FM
108 Open 8:00 AM - 4:00 PM
107 Open 8:00 AM - 4:00 FM

Location

ZZ Test Lecstion

ZZ Test Location

ZZ Test Location

ZZ Test Location

ZZ Test Location

ZZ Test Location

Employee Name Assigned Sub
Vacancy
Vacangy
Vacangy
Vacangy

Vacangy

Vacangy

Classification

ZZ Test Clasification

ZZ Test Classification

ZZ Test Clasification

ZZ Test Classification

ZZ Test Clasification

ZZ Test Classification

Reason

ZZ Test Resson

ZZ Test Reason

ZZ Test Reason

ZZ Test Reason

ZZ Test Reason

ZZ Test Reason

1 OAET AAI

LG AL L

RAA&LX I

On the report setup page, select the search critéoiathe report and the data to display on the report. Enter a
name and dscription for the report. The report can be saved, saved and viewed or saved and scheduled.

W X

e a
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Sample Report View

Today's Available Substitutes.

Search Criteria ReturnToList

Date

(MAMDDAYYY

Start Time: [12:00 AM End Time: [11.50 PM
HH N AN A A
Location/Group. All Locations v
Classificabon/Group v
Sont By [ Substitute Name Sort Order [ Asconding ]

Output Format: [HTML =]

Display Fields - [~ Select/Deselect All

= AccessiD [ CallBack # [+ Active Substitute
[ Substitute Level [ New Jobs [ Registered
[ Expired [ Certfied [ Last Work Day

Report Title: Today's Avaliable Substilutes

Save Report As:
Name: [Today's Avalable Substitutes | [Ead it ety

Descnption. Customized report of substitutes avaiable for jobs within a spedific timeframe

View Report | Return To List

As of Dec 13, 2013 12.00 AM-11.58 PM

Today's Available Substitutes

Substitute Name
ABERCROMBIE, ASHLEY
ACEVES, AMANDA
ACUNA, BARBARA
ADAMS, ANITA

ADAMS, BERTHA
ADDINGTON, CARROLL

ADKINS, ANGELINA

ADKINS, CARLA

Access ID  Call Back # Status Level New Jobs Is Reg
30403 4075551234 Active 1 Yes Yes
32621 4075551234 Active 1 Yes Yes
32832 4075551234 Active 1 Yes Yes
32830 4075551234 Active 1 Yes Yes
32629 4075551234 Active 1 Yes Yes
32416 4075551234 Active 1 Yes Yes
12097 4075551234 Active 1 Yes Yes
33304 4075551234 Active 1 Yes Yes

Is Exp

Is Cert
Yes
No
No
No
No
No
Yes

No

Last Day Worked

04/12/2010
04/13/2011
04/13/2011
04/12/2010
04/12/2010
06/07/2010
10/23/2009
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Active Substitute s: Schedule/Unavailability

The ActiveSubstitutesreport displayschedule and unavailability dates/times falt active substitutes who can
accepte 2 0a F2NJ K SGocdtidR®.AyAaldNI G2NDa

On the report setup page, select the search criteria for the report and the data to display on thé Eper a
name and dscription for the report. The report can be saved, saved and viewed or saved and scheduled.

Report Detail

Active Substitutes: Schedule/Unavailability

Search Criteria ReturnToList
Qutput Format: | HTML LI

Display Fields - [~ Select/Deselect All
[# AccessID [+ CallBack #

Schedule: @& aygilability Schedule ' Unavallability Schedule

Report Title: Active Substitutes: Schedule/Unavailability

Save Report As:

MName: |Active Substitutes: Schedule/Un R L 48 Save & Schedule

Description” |Customized report of active substitutes

Sample Report View
As of Dec 13, 2013
Active Substitutes: Schedule/Unavailability

Name Access ID Call Back # Daily Avail. Start Time End Time

ABERCROMBIE, ASHLEY 30403 4075551234 Monday 12:00 AM 11:59 PM
30403 4075551234 Tuesday 12:00 AM 11:59 PM
30403 4075551234 Wednesday 12:00 AM 11:59 PM
30403 4075551234 Thursday 12:00 AM 11:59 PM
30403 4075551234 Friday 12:00 AM 11:59 PM

ACEVES, AMANDA 32621 4075551234 Monday 12:00 AM 11:59 PM
32621 4075551234 Friday 12:00 AM 11:59 PM

Job Inquiry Report

The Job Inquiry report can be used to create numerous inquiry reports and can be run witbrdifembinations

of search criteria and report parameters. Searches can be conducted on a specific job or search criteria can be
entered to perform job searches on multiple jobs. Select the details to include on the report and the options for
sorting and ér displaying totalsThe report can be saved, saved and viewed or saved and scheduled.
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Report Detall

Job Inquiry
sarencrari
Enter Job #
orR
JobType: @ ag C apsences © Vacancies
JobStatus [Open & Actve ¥
swsaws [ar %]
Search from:[11/06/2011 Searchto: (111062011 &
ADDYYYY) oY)
Classffication v
Glassfication Group. v
Location: v
Location Group: v
Reason ~

Employee Access D
Substaute Access ID

Budget Code
[~ Jobs with Canceled Assignments
Reported Date = T Jobs with same day Canceled Assgnments
AMDOY VYY)
Accepted On = Job wih minimum # days duration
o ]
sotorcer [Jobs %] Thenty[ ]

Output Format [HTML 3.

Display Fields - [~ SelectDeselect All
[ Primary Sortis on a New Page

Mote: Report Sections must be selected for the fields to print

[ Print Detalls
¥ Location [ Filing Method [ Last Madfy datelby.
¥ Classfication [ Subsiitte Alcation Units [ Reported datelby
 Reason ¥ Job Time [ Verfied daiefty
 DatesTimes [ Budget Code [ Comments
Substitute: Employes:
7 Name [ Hame
7 AccessiD [ AccessiD
 Estemal i [ Exemal D
 Tene Worked
¥ Pay Rate
F Level

¥ Class Pay Rate

Print Totals for Primary Sort
[ Print 3 signature ine
[ Totas by Reason
I Totads by Filing Method
[ Totais by Budget Codes
[ Totais by Job Status

Print Totals at the end of the report:
[ Totais by Reason
[ Totals by Filing Method
I Totals by Budget Codes
I Totals by Job Status

Report Title: Job Inquiry

Save Report As:
Name: ljob Inquiry

Save Report Save & Schedule

Description: | Customized report of jobs

[ View Report [Return To List

Sample Report View

As of Dec 13, 2013 2:51 PM

Job Inquiry

59 Open/Open
ZZ Test Employee,

888888888

ZZ Test Classification
ZZ Test Location
ZZ Test Reason

12/16/2013 07:30 AM
12/16/2013 07:30 AM
0 Q: Solutions, eSchool

12/20/2013 04:00 PM
12/20/2013 04:00 PM
12/13/2013 02:50 PM 15.0

08:30
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Employee Detail Report

The Employee Detail report displays informationaosingleemployeeor on multiple employeebased on the

search criteria and on the profile data selected for the repbtany customized reports can be created.

On the report setup page, select the search criteria for the report and the data to display on the @lxkrthe
Expand link to display additional report criteriznter a name and description for the report. The report can be
viewed,saved andscheduled

Sample Report View

Employee Detail

Report Criteria

Access ID:

|

¥ Expand
Then by
Output Format: | HTML

Display Fields - [Cselectmeselect Al
[ Prirnary Sortis on a new page
[ Secondary sort prints on a new page

Absences: From To

(MMIDDATTT) MMDDNT)
Mame [] Address

[ Access 1D [ Basic Infarrnation
[N [ Comments

[] wweb UserID [] Dates

[ web Passward [ Customn Fields
[ External ID

Report Title: [Employee Datail

Save Report As:

Return To List

[] Priatity Lists

[ Reasan Balances

[] Schedule

Name: Employee Detail Save Report Save & Schedule

Custom Report Detail

Description: Customized report of employees

View Report | Return To List

< B 8 W@

Report View

e @ @ 5

As of Oct 27, 2010

Employee Detail

#orn, wwem s

. stost 1
stast
oty comm rort
= [—
prionty Lite nams e
Lastwoary
Commnts
re— e
aoress stost1 287 W r
stostz
oy Moo
st wageanpecn
oty ity nams 0
LastWouthy
Commants

sttaprov.
2ppocts

K
Cussimistion

sttsprov.
—
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Employee Reason Balances Report

The Reason Balances report displays redsdance information on a single employee or on multiple employees
based on the search criteria. The report is based off of the Employee Detail report.

Custorn Report Detail

Employee Reason Balances

Report Criteria Return To List

Access D

|

~ Collapse =
status: @ Al O active O Inactive
Registered: @ a1 Oves Onao
tinerant: & a1 O ves O o

Calendar: v
C\assmcalmn.‘ vl OR
\ “
Location: | ~| OR
\ |
Type From: To
Dates: ~ | ‘ =] | ‘ ==
CAMAD DAY CMMAD DAY
i |E | |
(MMID DA (MDD
Expired Dates | ‘ e | ‘ =
(MWD DAY (MDD
Then by
Qutput Farmat | HTL +
Display Fields - |_|SelectiDeselect all
[ Primary Sortis on a new page
[ Secandary sor prints on a new page
Absences: From To
| |E | I=]
(MMIDEA T (MBADD AT
Mame [1 Address [1 Priority Lists
Aecess D [ Basic Infarmation Reason Balances
PN [1 Comments [1 schedule
[ web UserID [ Dates
[ Weh Password [ Custom Fields

[] External ID

Report Title:  Employse Reason Balances |

Save Report As:

Hame: Employee Reason Balances | Save Report Save & Schedule

Description: \Customized report of employee reason balances |

View Report | Return To List
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Sample Report View

As of Dec 13, 2013 2:52 PM
Test Administrator 01 A, Admin 999999001
Reason Balances Reason Uses From Date Balance
27 Test Reason 10/01/2013 500:00 500:00
Test Administrator 02 B, Admin 999999002
Reason Balances Reason Uses From Date Balance
ZZ Test Reason 10/01/2013 500:00 500:00
2Z Test Employee, 888888888
Reason Balances Reason Uses From ion Date Balance
ZZ Test Reason 10/01/2013 500:00 448:00

Employee List Report
The Employee List report displays profile imi@tion on employees that match the search criteria.

On the report setup page, select the search criteria for the report and the data to display on the report. Enter a
name and description for the report. The report can be saved and/or viewed.

Report Detail

Employee List

Search Criteria ReturnToList

Status: @ aj C Active © inactive
Registered: @ a1 © yes C Np
tinerant @& ay € yes © No

Calendar[ |+
Classification v OR
~
Lacation: v OR
v
Type From Tor
Dates: | ~ o ==
(MMDDAYYYY MMDDAYYYY)
v — —_—
(MM/DDAYYYY) (MM/DD/YYYY)
Expired Dates = =l
(MM/DDAYYYY) (MMDDAYYYY)
Sort List by’ [ Name ll
Thenby [Access D x]
Output Furmm.m

Display Fields - [ SelectDeselect All

[ Primary Sort is on a new page

Report Title: Employee List

Save Report As:
Name: |Employee List [ Gave Report | Save & View

Description ‘Custolmzed report of Employees ‘

View Report | ReturnTo List
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Sample Report View

< T OE W O

FEloe B E B B

As of Oct 27, 2010

Employee List
= = = = = = ]

oosa Kan e = Ailomons wasningin Blemertary an w2 An-G20m MR

Aoosta-Gonzalez San e nz e AllLocatns
e, e e ane VearRorn  HerageCemet-oher  Kioeganen Singal- 0720 A0 03209 ut
ook, Detra E = Year Rowed MTWmE

Employee Labels

The Employee Labels report displays labels based on the specified label type for all employees that match the
search criteria. Labels include name, address, city, state, and zip code if this information is provided on the
employee profile. The label typese:

| SNB pwmcn -upo ®oo n
| SNB pwmMcn -upmé - HDPcoO

-
c-
o

T ! SNE pmMcH -upmPdooé - néO H
T ! SNE pmMcapoHéE - né0 H

1 £ - €0 H
1

Custom Report Detail
Employee Labels
Report Criteria Return To List
status: @ anl O active O Inactive
Registered: @ al Oves Ono
tinerant. @ ai O ves O'No
Calendar: v
Classification: | OR
\ E|
Lacation: ~| OR
\ 9
Type From: To
Dates: L | =) [ | ez
(MDD (MDA
¥ & | |
(WMD) MDA
Expired Dates: ‘ | =] ‘ ‘ =l
MMADDATTYY) (MMIDDACTY)
Then by.
Output Format: | HTML »
Display Fields
Label Type: | Avery 5162 (133" % 4" 2-up v
Report Title: Employee Labels ]
Save Report As:
Mame: |Emp\nyaa Labels ‘
Deseription: [Employee Labels |
View Report | Return To List
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Sample Report View

<ma T E) & &

[=erzs 6] [4] [ W]

Natalla Alzsiey
2457 Merign DF

Willam Adrian
11254 Micnzel Ra

Ceralron, OR 9702 WoouDum, GR 7071

B0 Agention e Angz
118 Jarame POBa 3

Sihemn oR 7381 w2 Angel OR 97362

Substitute Time Worked

TheSubstitute Time Worketeport enables administrator® generate a report of thealculated total hours
worked by a substitute. The report can be filtered by Location/Group and Classification/Group. Report output can

be saved, saved and viewed, or saved and scheduled.

Custom Report Detail

Substitute Time Worked

Report Criteria
Search from: =1 Searchto: =
(MMIDDAT) (MWD DAY
Lacation/Group: |All Locations vl
CIassiﬂcationIGroup:| v|
Sort By: Sort Order:

Output Format;

Report Title: [Sybstitute Time YWorked |

Save Report As:

Mame: [Substitute Time Worked | Save Report Save & Schedule

Descrintion: [Custamized report of substitute time warked |

Yiew Report | Return To List

Sample Report View

As of Dec 13, 2013 2:55 PM

Substitute Time Worked

Total Hours Worked

Substitute Name Access ID

ZZ Test Substitute ,Sub 77777777 43.00
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Substitute Detail Report

The Substitute Detail report displays informationasingle substitute or for multiplsubstitutes based on the
report search criteria and on the Profile and History data selected for the re@bick the Expand link to display
additional report critera. Many customized reports can be creatfdhe report can beiewed,saved and

scheduled.

Substitute Detail

Report Criteria

Qutput Format;

Display Fields - [ selectDeselect Al

Return To List

¥ Expand
oLty Thenby

[ Each Substitute is on a new page

Profile:
Mame [ Address [ BalancesiLast Call
[ Order# [ Basic Informatian [ Daily Availahility
[ Access ID [ Certifications [ Unavailahle Dates
PN [ Classifications [ Priority Lists
[ weh User 1D [ Dates [J Do Mot Use Reason Taotals
[ weh Password [ Locations O Comments
[ External ID [ Custam Fields
Histony:
From To
672013 | T Dem7013 =
MDD MMIDDACTY)

[] Phone &\eh Joh Actions
[] Phone &Weh Statistics

[] Do Mot Call Settings
[] Unavailable Dates Changes

[ Daily Availahility Changes

[ cancellation Galls to Substitut

[ Assignment
[] Do MotUse Lists

[ Classifications [] Locations
Report Title: [Substitute Detail |
Save Report As:
Name: Substitute Detail Save Report Save & Schedule

Deseription: [Customized report of substitutes |

View Report | Return To List

Sample Report View

«ws [ B 4G

e W E & #

As of Oct 27, 2010

Substitute Detail

e et ey
s 1 Dasoem
on
[
Wasecsuint Cot ] s ot
o e Uty ° Lt Dupenten
-

et Prom & vbo <6 twes

- CataTova Catet Lonatos P Dapsstion
Ler— - nd DutTwe o onscn
eoes Gz S e e
- sty e Satr
oty - 5
o -
- woguarpe o
BomssssLt c o sty s et com S A
o vz et 2 Lt Clpentice et
Lt Dap Vv mrm
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Substitute List Report

The Substitute List repodisplays Daily Availability and/or Unavailability Dates information for substithtes
match the report search criteria. A variety of customized reports can be created.

Substitute List

Search Criteria RetirnTolist

Status: ® o © Active © nactive
Registered & ay C yes C o
Avaiable New Jobs: & ay € yes © po
Available Long Term™ @ ay € yes € po
Certiied @ py C yes © No
Avaiable General Callng @ ay © ves C o
Expired Subs & o C ves  No

Available On From. To

Note:
Available On will check Do Not Call, Daily Availability, Expiration dates, Unavailability dates, and Assignments

Daily Avaiatity = From: To

Classfication Group: v
Levet g

Classification % oR

v
Location v OR

[+ Include locations that belong to lacation groups

Centification ¥ or

v

Holiday Rule List ~

Sample Review View

Report View

e T &

e [ E B B

As of Oct 27, 2010

Substitute List

Acon et JLeem scne Yes Yes no e s
Dely Avallsbitty oot e From T e
wonazy wos e
T Mos Al
Wespesdar Mos Al
ey Mos Aalsie
sy mosy e
Acoste-Gorsez Sz xarm 200 re] acne ves Yes o Yes oo s
Dl Avallabity Dayot wiser From T e
ooz oy Atz
Teeees Moy e
Wesmscar Mos e
Ty Mos Al
ey Mos Aalse
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