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What is ReadySub?

ReadySub is a state of the art employee ab-

sence management and substitute placement
system. As a substitute, you can review jobs,

accept jobs, add your availability, and be re-
quested for jobs for which you are qualified. Manage Substitutes Online.

You can also can track your Work history re- [ReadySub simplifies managing teacher absences and substitute assignments
’ Let us save your school district time, money, and staff resources.

view job notes and lesson plans, and receive

Try ReadySub Free Request a Demo

announcements from administrators.

Once your account is activated, you will receive a Welcome
email with a temporary password. Upon first log in, you can

[i&YReadySub

update your password.

To log in to ReadySub, enter www.readysub.com into your
browser and navigate to the top right corner of the screen to
select Log In. You will be redirected to the ReadySub login
page where you can enter your email address and password.

If you would like ReadySub to keep you logged in, make sure

the Remember Me box towards the bottom left corner of

the screen is checked (it will be checked by default).

The substitute Dashboard offers direct ac- ROGYSUD. e v siewinios it
cess to your existing jobs via the Week at a

Dashboard
Glance as well as your scheduled hours for ~
the week. Further down the page you can \ <€ Week of April 26,2019 Wik bt

see a list of all open jobs including those

Sat 54

: 16.0

for which you have been requested by an

employee or administrator.

Included on each open job are the time,

date, location, absent employee (when e BT I
applicable), and the ability to view job de- \ tartad hours 3

Filters & Tun.4/30 e
tails and accept the job. IR . = . |
mrecusted 0 mpoyee Ocganizston. Feind SO I e
I declined e Current Site o 5 . — |
You can also see your existing jobs via the Gl Racy fom Nes e Rt
B osavmy Fosition Deecline
My Jobs tab towards the middle of the .
Tug, 4/ Started 4 hours 30 misutes ago
page and narrow your search by date and il .
preference via the filters to the left part of -y s Do [ rom ]
AFTent Site s er High ™~ 1
. 7:20am - 2:30pen POT it
the screen. LoviseSnith — ==




Accept a Job

ReadySub offers several methods for ac- = M Gra a ) = @
cepting jobs including email, text, call and/or i o PR
right from your ReadySub Dashboard. G e I: xm itd 1
& et [ N i 1 e 5 e o e e e S0 Lo e s e A
0 Tronied Braies bonterd
To accept a job via email, open the email and > - Ay EEReadySu
i &

click the Job ID link. If you are already logged

i

in to ReadySub, you will be taken directly to
the Job Details page where you can review
and accept the job.

If you are not logged in to ReadySub, you will
be taken to the login screen where you can
login to view and accept the job. If you
attempt to access a job that has already been
accepted by another substitute, you will be
taken to a “Job No Longer Available” page
with a link to your Dashboard to view the list
of available jobs.

Readys“h Dashboard  Calendar  Announcements

Job on Thursday, May 2, 2019

1

|

| New Job Available on 5/9/19
Brady’ct jun fectd |

4

Summa

Job-31c9sbvoo8xah

51918

Date

Organization Funland SD

Site(s) Tigard High School

Employes Mirizm Frazier

Substitute

Classification  Teacher

Positionfs) Hot Specified

Option 1
Itinerary
592019 Liaerd Hih Schosl
B:00 AM - 4:00 PM PDT 121 Boardwak Dx
Fudl Dy Bt Crogon 94842

Instructions

Samgie noles to the substihe.

© Glass ArcLLC 2019,

ReadySuh Dashioard  Colendar  Arwotrooments

Detalls  Motes{l]  Attschments  Substitute Feedback I Job No Longer Available I

Employee Job Summary Where did it go? \

id Iob-31cFsbvoodxFh b by anather sulssitute, 1 yon veere dinected {6 Hiis page via an 1 tices, anather subsstitute that gat
g‘ Status [ Open |
* Classification Tescher
Mili.;rn Frazier Organization Funland S0
\ Total Hours |-, 80

\ Substitute I

Decline

@ Tigard High Schoal
© 8:00am - 4:00pm POT

Option 2

To accept a job via phone call, simply answer the
call and press 1 to accept or 2 to decline.

To accept a job from your Dashboard, scroll down
to view the list of available jobs and click accept or
decline. You can also click the Details link and ac-
cept the job from the Details page.

Once the job is accepted, it will be added to your
ReadySub Calendar and Week at a Glance. The em-
ployee requesting the absence will be notified as
well as any relevant administrators in accordance
with their notification preferences.

“EReadySub Outioard  Coledar  Aruncements san-

b
Dashboard
LN
Accept Miriam Frazier’s job on Thursday, 5/97 \
eelk Hours
Sun /5 E 0 0
Avsllsble Jobs [84] My dobs {4 i}
Filters B Thu 59 Starts in about 3 week
Preference d
| Fmrequested (D) Employee Organizati Funland 50
O I declined a i {
Date Range et Site Tigard High Schaol Ouiatk
Miriam Frazicr 8:00sm - 4:00pm POT Dol
B 0sowEe ecling
Position
=



Release a Job

In the event that you are no longer able to work Option 1

one of your scheduled jobs, you can release the
job so long as your administrator has turned on the abil-
ity to do so.

There are two options for releasing yourself from a job.
Option 1 is to click the My Jobs tab from the Substitute
Dashboard followed by the Release button. Option 2 is
to click Release from the job details page which can be
accessed via the Week at a Glance, Calendar, or My
Jobs tab.

Once released, ReadySub will notify the absent employ-
ee and any relevant administrators in accordance with
their notification preferences and automatically post
the job to the pool of available/qualified substitutes.

Option 2

Dashboard

ReadySub

Calerstar

Sara

Filters

R

ouwll no longer be scheduled to work the fob. and the job wil
open jobe

Reason

eleate yourself from Mirizm Frazier's job on 5/97

Ot Rarge
= Owganizati
L Ste ..
Position =
ReadySub s cuenr  ssouncomens
< May 2019 »

ReadySub oweors  coenir  mcuncemens

Job on Thursday, May 9, 2019

24 A5,

Dashboard

Employee Job Summary
L} job-31c9stvoolx P
O - -
Classification Teachar
W o Organization 5L
Total Hours

Substitute

R I —

Itinerary

\

@ Tigard High St
© B:00am - 4:00pm POT

Filters
Dutn Rargs
u

Sats

Week Hours

8.0

Announcements

As a substitute you have access to an-
nouncements that have been posted by
your administration. To view these An-
nouncements, click the Announcements tab

Filters
towards the top left portion of your screen. Date Range

= St

Included in each announcement is the crea-
tor’s name, title, the date of publication and
the header. To view the body of an an-
nouncement, click the Read button next to
the corresponding announcement.

Tue,4/16  Addison
1:10pm POT Fuller

Tue, 4716  Addison
109pmPOT  Fuller

Tue, 4/16 Addison
107pmPOT  Fuller

Showing 3 of 3 total announcements.

Substitutes: Check in with Main office

s Notice: - Construction on Campus - Students found in caution zones will be placed in
s detention!

_ New Policy: No Open Toe Footwear in gym class

Read

Read




Calendar

The substitute Calendar offers a monthly view of your jobs
(green), any leave you have entered (purple) and the days

of the week that you have limited or no availability (yellow/

red), all of which can be edited from this page.

To access your Calendar, click the Calendar button at the

top of the screen. You can navigate between months using

the corresponding arrows.

To view a more detailed account of a particular job includ-
ing any available notes and attachments, click the corre-

sponding job to access the Details page.

Read}lsuh Dushboswd  Calendsr  Ansouncemeets Rt

< May 2019 >

Jobon Thursday. May 9, 201%

Set Leave on Individual Dates

Rs ReadySuh Dashbosrd  Calendsr  Anncuncements Sora -

The Set Leave function allows you to select specific
) < April 2019 >
dates when you are unavailable. The leave dates
SUNDAY MONDAY TUESDAY WEDNLSDAY THURSDAY FRIDAY SATURDAY
will be stored in ReadySub and you will not receive O secvataiaty st suatabit - c o © et
notifications of jobs on those dates. Your admin- o : "
istration will also see that you are unable to work. B
To add leave, hover over the date and select Set
Leave. Once selected, you will see a purple rectan- = 5 pr =
gle denoting that you are On Leave for that date.
To remove leave, hover over the selected date and = =3 2y > 3
3o St
click Remove Leave. The leave will be removed and
you will be able to work on that date. : 3 =
e L S T T ST

Edit your Daily Availability

The Daily Availability function allows you to set
recurring availability for any day of the week.

To update your daily availability, navigate to
the Calendar and click Set Availability just be-
low the day of the week.

Update your availability to Full, Partial, or No
Availability. If partial, specify the start/end
time that you are able to work on that day of
the week.

Once saved ReadySub will only notify you dur-
ing the days/times when you are available and
your administrators will see when you are
available/unavailable to work.

I i E I Readysub Dashboard  Calendar ~ Announcements Sara ~ I

< May 2019 »

SUNDAY MONDAY TUESDAY FRIDAY SATURDAY

£ Set Availability,

3 Set Avallability 23 Set Availability £3 Set Availability 2 Set Avability 3 Set Availability 3 Set Availability

1

Arctic Allegiance H..
9:00am - 1:00pm

Set your repeating availability for every Tuesday
Yo will ot b otified of jobs snd you will not be sble to accept jobs that occur while you are
nat availsbis

Aymilability




Your Profile

Re a d yS u b Dashboard Calendar Announcements

To access your ReadySub profile,

hover over your name and select My Account —
the Account tab towards the top \ yies
right corner of the screen. rofie | Organizations  Notication Preferences  Availabilty | MyOrganizations
h Log Out
Towards the middle of the page you
, ) Sara Barnes
will see four tabs labeled Profile, et Earland &6
Organization, Notification Prefer- R
ences, and Availability. Email teajayrsseamailcom
Time Zone Pacific Standard Time
Access the Profile tab to view/ Address 6787 ralroad st
update your profile information. e \

Notification Preferences

To access your notification preferences, hover over your

Rs ReadySuh Owmhboard  Calerdar  Announcements

name and select Account followed by the Notifications My Accou

Password

Preferences tab. You can be notified via email, text mes-

My Sites

¢ My Organizations

sage, and phone when you are requested or when a job Notification Settings

H . vent maif 2 Text Mess: al Log Out
is posted to the pool of substitutes. % ombturk el e

Haw Joi Avvallabie

-

You can also be notified via email and text message
when you’ve been assigned to a job, and when one of

L T T §

your jobs is released, cancelled or edited. To update

your notification preferences, select Edit Notification

Preferences and update the corresponding boxes. Calling Quiet Hours

Culet Hours Erabled

Quiet Hours Start Teme
You can also set Quiet hours for ReadySub’s calling fea- it Hours End e \
ture to limit the hours of the day that you are called.

Email Notifications

As a substitute you can receive email notifica- = P Gr a

tions for new available jobs and if you’ve been ooy R eves .

requested for a job. You can also be notified via s |

email when you are assigned to a job, or if one E , ...,MM ...M.ﬁ,u...,.‘m.. S

of your existing jobs has been released, edited, B e

or cancelled. (ReadsSub o e —— -
Job an Thursday, May 9, 2019 15,2009 - Wy, e 3, 20091

015, 7008 iy, e 14,3
F

—{i¥8ReadySub

To access a request via email, open the email
notification and click on the Job ID link. If
you’re logged into ReadySub, you will be taken

to the Job Details page. If you’re not logged in,

you will be sent to the ReadySub login page.

From the details page you can accept the
job (if available). If the job is no longer

available you will see a Job No Longer Avail-

Itinerary

able” page with a link to your Dashboard.
300 Topard High School
B:00 AM - 4:00 PM POT 121 Bomdwak Dn

7 Fult Dy Bame. Oreges G450

Fimport Ta {ummpecited



Text & Call Notifications

As a substitute you can receive text notifications You've been assigned ) Your Job on Thursday, ’
and/or calls for new available jobs and if you’ve been t.o S fosines 10/3/2019 has l?een
' ' - lia Berry at Lance cancelled. Details: |

requested for a job. You can also receive text notifi- School on Thursday,

. . . . . Al . .gl/RO1IMVK
cations when you are assigned to a job, or if one of 10/3/2019: Details: www.£00.g|/R0 J

. . . . \% -

your existing jobs has been released, edited or can- Www.g00.gl/ROIMVK e L
celled. ) >
To accept the job from a text message, click the cor- [ You’ve been Request- Vol shionkThursday;

ed to Substitute for

] ) ) Amelia Berry at Lance
you are not logged in, you will also need to loginon | school on Thursday,

responding link followed by the “Accept” button. If 10/3/2019 has been

Released. Details:

|

that device. To accept the job from a call simply 10/3/2019: Details: WWWw.£00.g//ROIMVK
press 1 to accept or 2 to decline. WWw.g00.gl/RO1IMVK
N

Sites

Readysub Dashboard  Calendar  Announcements mm_‘
ReadySub owsews  cuents  armonconer s —F

\ Password
Bourbonnais Elementary

The Sites page provides quick access to all

of the sites in your network. .
y Browse Sites

To access information about one of your

My Sites
sites, simply click the corresponding site Profile ‘ | MyOrganizations
name. The Site Details page allows you to _-— I o
. . . . : . (425) 837-4100
link to the site profile and website. —

Schadules (425) B37-6903
e A [425) 837-5522
To search for a specific site, type the = - =
name of the site in the search bar. S (4258375000
Public School Richmand Schools (425) B37-5100
Garrizon Middle School Public School Richmond Schools [425) B37-7500
e Schy Public School Richmond School: (425) B37-5900
etferson Park Public School Richmond Scheools (425) B37-7925

The organizations tab provides ac-
Account

Browse Organizations \ Password

cess the organization or organiza-

tions at which you work. The Organi-
My Sites

zation Details page allows you to link Results sort

My Organizations

10

to the organization profile and web-

Log Out

State / Region

site.

(509) 234-2343

Showing 1 of 1 total organizations.

'iEiRBﬂdysub D; Calendar

Richmond Schools F

Profile

Address 2323E FarwellRd.
Richmond, Wa 99021



Change Password

Rs Readysub Dashhoard  Calendar  Announcements

To change your password, hover over

your name and select Password. Enter

Change Password

your current password followed by a My Sites
. . Passwords + My Organizations
new password. Select Change to finalize il
Current password Log Out
the newly created password.
Mew password Confirm new password

Forgot Password

In the event that you forget your pass- @ReadySub
word and need to generate a new

one, go to the Log In page and select

Forgot your password? Forgot your password?

You will be redirected to the Forgot
Password page where you can enter
your email address. Upon selecting
Send Reset Link, you will be emailed a
link to create a new password.

Your passwced was resst

The link is valid for 72 hours and
connects you directly to the page Forgot your password?

where you can enter and confirm

your new password.

WﬂeadySub [ F—

| i
Dashboard Account

Password

To log out of ReadySub, hover over your
name and select Log Out. You will be taken

out of ReadySub and back to the login e iy L] i i .

page.

¢ My Organizations




