Fort Worth Quick Reference Guide

MTEN WIS RE Using the Substitute Employee Service Center

Overview: This document provides a step-by-step process for navigating the Substitute Employee Service
Center. Refer to the QRG_Employee Service Center Overview for an overview of the Employee Service Center.

ACCESSING

Navigate to the Substitute
Employee Service Center. Login
using substitute credentials.

frontline
education..
Welcome to the Fort Worth Independent School
District Employee Service Center
Please log in using the last 4 digits of your social security

number and PIN.

Last 4 digits of SSN

PIN

) Sign On

To Retrieve PIN, Click Here

PRE-ARRANGED JOBS

View jobs that have been
assigned to employee. Jobs can
be accepted or rejected.
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Pre-Arranged Jobs

ACCEPTED JOBS
View accepted jobs and
designate availability on
multi-day jobs.
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Substitute Remove From Job
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CHANGE PIN

Create a new pin number
from current to update login
credentials.
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""""""" e Current PIN 706018
Search for Jobs
e New 6 digit PIN: *
Job History
Save
Time cares
Change 7N
Avaiabity

o Not Disturb
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JOB HISTORY
View the history of what jobs
have been accepted in the past.
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Substitute Jobs History
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Employee Service Conter

ELIGIBILITY CATEGORIES
View job types that the
employee is eligible to accept.

ERP  Fort Worth Independent School District

Substitute Eligibility Categories

Log O

Employee Service Center
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SEARCH FOR JOBS

Jobs can be searched for using
the search criteria.
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Substitute Search Jobs

TIME CARDS

Review in/out punches and if
payment is for half or full
day.
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Time Card

Pre-Arranged Jobs.

Search or Jobs

Accepted Jobs.

Job History
Time Cards.

Change PIN

Avalabilty

DOCUMENTS

Any documents uploaded by
Fort Worth ISD can be viewed
here.
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Documents

® «

Pre-Arranged Jobs

Search for Jobs
Accepted jobs
Job History
Time Cards

Change PIN

Avaliabilty

Division of Technology


https://fortworth.erp.frontlineeducation.com/employee/substitute/selfserve.do?x-tab-id=5fc81eda-5d39-4250-9358-7646a0315424
https://fortworth.erp.frontlineeducation.com/employee/substitute/selfserve.do?x-tab-id=5fc81eda-5d39-4250-9358-7646a0315424
https://drive.google.com/file/d/1DmAnQBw1GFnyoqC3D7pCZ7WiRKmx1KTC/view?usp=sharing

