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TEAMS

Substitute Service Center

Use the TEAMS Substitute Service Center to accept or reject substitute jobs and
to customize settings, such as your availability and preferred locations.
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SUBSTITUTE SERVICE CENTER

Accessing the Substitute Service Center

To access the Substitute Service Center, follow the steps below.

1. Click your district’s link to the Substitute Service Center. The Substitute Logon tab is
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Substitute Logaon

Welcome to the Prologic Independent Substitute Management Center

Please log in using the last 4 digits of your social security number and PIN.

Login
Lastd of 55M: ok [|
PING *

[ signon W To Retrieve PIN, Click Here

Figure 1: Substitute Logon tab

2. In the Last 4 of SSN field, enter the last four digits of your Social Security number.
3. In the PIN field, enter your TEAMS PIN.

Note: If you cannot remember your PIN, click the To Retrieve PIN, click here button to
complete fields to access it.

4. Click the Sign On button. The My Information navigation bar is displayed with the
Pre-Arranged Jobs tab, as shown in the following figure.

My Information Pre-Atranged Jobs
Pre-Aranged Jobs -
Pre-Arranged Jobs
Sort | Clear  Sorted by: (default)
Search forobs e T Lacation Times Emplayee Role pratast
Accepted Jobs Drate Date Count “F9 B Contacted
Jub Histary = =] [Tz | =] =] = =1 =] =] [ =] [ [=]
pr—— 11-07-201 11-09-201 & East Elementary East Elementary THLS AM - 345 PM Ann D Jones Teacher Elementary 11-07-201@ @ =
ange
Auailability record count 1 of 1
Preferrad Locations
Coccert ]
Location Restrictions
Subject Areas
Substitute Roles Enter Motes to appear on Sub Self-Serve Pre-Arranged Jobs page

Documents
Log Off

Employee Service Center

Figure 2: My Information navigation bar with the Pre-Arranged Jobs tab

5. Proceed to “"Working With the Links on the Navigation Bar” on page 3.
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Working With the Links on the Navigation Bar

Working With the Links on the Navigation Bar

Use the links of the My Information navigation bar to access the tabs of the Substitute Service
Center and perform tasks related to your substitute activities within the district. An overview of
these links is below.
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Pre-Arranged Jobs: Click to display the Pre-Arranged Jobs tab, which lists available
jobs for which a district employee has selected you as their preferred substitute (page 4).

Search for Jobs: Click to display the Substitute Search for Jobs tab and view available
jobs that meet your profile (page 5).

Accepted Jobs: Click to display the Substitute Accepted Jobs tab and a list of jobs you
have accepted. If an accepted job is for a future date and you need to cancel, you can do
that from this tab (page 6).

Job History: Click to display the Substitute Job History tab and a list of your jobs with
the district (page 7).

Change PIN: Click to display the Change PIN tab, which you can use to change your
Personal Identification Number, if necessary (page 8).

Note: Your PIN must be six digits and must be unique among TEAMS users. If you enter a
number that is not unique, the system displays a message that asks you to try again.

Availability: Click to display the Substitute Availability tab, which you can use to indicate
days and/or times that you are not available. From the Substitute Availability tab, you
can access the Substitute Do Not Disturb tab, which you can use to set times during which
you do not want to be contacted by the automated calling system (page 9).

Preferred Locations: Click to display the Locations tab, which you can use to indicate
the district locations at which you would prefer to accept jobs (page 12).

Location Restrictions: Click to display the Locations Restrictions tab, which you can use
to indicate if there are district locations at which you do not want to be contacted for a
job (page 13).

Subject Areas: Click to display the Substitute Subject Areas tab with a list of your
designated subject areas (page 15).

Substitute Roles: Click to display the Selected Substitute Roles panel with a list of the
substitute roles you have selected (page 16).

Documents: Click to display the Documents tab. Use the links on the tab to display
documents related to your substitute position (page 17).

Log Off: Click to log out of the Substitute Service Center. The Substitute Logon tab is
displayed.

Employee Service Center: Click to open the log in page for the Employee Service
Center in an alternate browser window. You are not logged out of the Substitute Service
Center.



SUBSTITUTE SERVICE CENTER

Pre-Arranged Jobs

The Pre-Arranged Jobs tab is the first tab displayed when you log in to the Substitute Service
Center. You can also click the Pre-Arranged Jobs link on the My Information navigation bar to
display this tab. The Pre-Arranged Jobs tab (shown below) lists available jobs for which a district
employee has selected you as their preferred substitute.

My Information Pre-Arranged Jobs

sort | Clear  Sorted by: (default)

Job Starc JobEnd DAy [ ! Date Last
Coun Dresnization Location Times Employas Role Gontactad

Pre-Arranged Jobs
Search for Jabs

Accepted Jobs Crate Date

Job History = == =] &= [= | = = | (=l (=]
pr o 11-07-20111-09-201 3 East Elementary East Elementary Ti1S AM - 345 PM Ann D Jenss Teacher Elementary  11-07-201 @ @ -
ange
-
Awailability record count: 1 of 1
Preferred Locations
| accept

Location Restrictions

Subject Areas

Substitute Roles Enter Motes to appear on Sub Self-Serve Pre-Arranged Jobs page
Documents

Log OF

Emplayee Service Center

Figure 3: Pre-Arranged Jobs tab

Note: Hover your cursor over the IG'icon to display a popup with information about the course

section of the assignment. Hover your cursor over the IO'to display a popup with any additional
instructions about the assignment.

Tip: The Location name is a hyperlink you can click to access the Google Maps website for the
location address in a separate browser window.

Button Options on the Pre-Arranged Tab

e Accept: To accept a job listed on the tab, highlight to select it and click the Accept button.
The Sub Job Number box is displayed (shown below) with your substitute job number for
the assignment. When you have noted the number, click the OK button to close the Sub Job
Number box. The job will be moved from the Pre-Arranged Jobs tab to the Accepted Jobs
tab.

Sub Job Mumber

Yourjob numberis 406, Please take note of this important information, Thank you
for accepting this azsignment.

Figure 4: Sub Job Number box

e Reject: To reject a job listed on the tab, highlight to select it and click the Reject button.
The job is removed from the Pre-Arranged Jobs tab.
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Working With the Links on the Navigation Bar

Search for Jobs

Click the Search for Jobs link on the My Information navigation bar to display the Substitute
Search Jobs tab and view available jobs that meet your profile. The Search for Jobs tab is shown

My Information Substitute Search Jobs
ee— I ——_—_—_—_—_—_—_—————
g Sort | Clear  Sorted by: (default]
Eieriel o ekt IS — Dsy
ob Start Date Job End Date Organization Locatien Times Employes Role
Accepted Jobs Gounr =19 Bl
Job History \ = == = = =0 =0 H = ™
pra—— 11-07-2011 11-11-2011 5 EsstElementary East Elementary Ti15 AM - 3:45 PM Teacher Elementary -
ange 11-14-2011 11-16-2011 3 East Elementary East Elamantary Fi15 AM - 3:45 PM lane B Doe Teacher Elementary =

Availabiliy

record count: 2 of 2

Preferred Locations
Lecation Restrictions
Subject Areas
Substitute Roles
Documents

Lag Off

Employee Service Center

Figure 5: Substitute Search Jobs tab

Note: Hover your cursor over the IB‘icon to display a popup with information about the course

section of the assignment. Hover your cursor over the I0'1“0 display a popup with any additional

instructions about the assignment.

Tip: The Location name is a hyperlink you can click to access the Google Maps website for the
location address in a separate browser window.

Button Options on the Substitute Search Jobs Tab

e Accept: To accept a job listed on the tab, highlight to select it and click the Accept button.
The Sub Job Number box is displayed (shown below) with your substitute job number for
the assignment. When you have noted the number, click the OK button to close the Sub Job
Number box. The job will be moved from the Substitute Search Jobs tab to the Accepted

Jobs tab.

Sub Job Mumber

“ourjob number is 406, Please take note of this important information, Thank you

for accepting this assignment,

Figure 6: Sub Job Number box

e Refresh: To see if other jobs matching your profile have been added to the system since
you logged in to the Substitute Service Center, click the Refresh button to refresh the tab

display.
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Accepted Jobs

Click the Accepted Jobs link on the My Information navigation bar to display the Substitute
Accepted Jobs tab and a list of jobs you have accepted. If an accepted job is for a future date

and you need to cancel, you can do that from this tab. The Substitute Accepted Jobs tab is shown
below.

My Information Substitute Acceprad Jobs

— Ao Accepted Jobs -
re-arranged Jobs

4 Sort | Clear  Sorted by: (default)
Search for Jobs

Day
SubJob1p  Job StartDate JebEndDate [0 organization Location Times
Job Histary [ = =] = [

[E L=l =] =] =] =] Eigcings
406 11-07-2011 11-0%-2011 3 East Elementary East Elementary Fi15 AM - 3:45PM  Ann D Jones @ ©0 a
Change RIN
vai

Accepted Jobs

Employee Role Date Accepted

Teacher Elementary  11-07-2011

rrrrr d counts 1 of 1

Enter Motes to appear on Sub Self-Serve Accepted Jobs page

Figure 7: Substitute Accepted Jobs tab

Note: Hover your cursor over the IB‘icon to display a popup with information about the course

section of the assignment. Hover your cursor over the 'o'to display a popup with any additional
instructions about the assignment.

Tip: The Location name is a hyperlink you can click to access the Google Maps website for the
location address in a separate browser window.

Button Option on the Substitute Accepted Jobs Tab

If you must cancel an accepted job, highlight to select it and click the Cancel Job button. If you
cannot cancel the job through the Substitute Service Center (for example, if it is the day of the
job), the Can Not Cancel Notification box is displayed (shown below) to inform you that you must
contact office staff to cancel the job. Click the Ok button to close this box.

Can Mot Cancel Motification

Please contact Office Staff to cancel this job,

Figure 8: Can Not Cancel Notification box
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Working With the Links on the Navigation Bar

Job History

Click the Job History link on the My Information navigation bar to display the Substitute Job
History tab and a list of your jobs with the district. The Substitute Job History tab is shown below.

My Information

Pre-Arranged Jobs
Search far Jobs
Accepted Jobs

Jub Histary
Change PIN
Availability
Preferred Locations
Lecation Restrictions
Subject Areas
Substitute Roles
Documents

Lag Off

Emplayee Service Center

Figure 9:

Substitute Jobs History

Substitute Jobs History -
Sort | Clear  Sorted by: (defsult]

Substity

Job1d T°BStartDate  sobEnd Date  Organization Location Employee Role

[ &= = =] =] = = =]
406 11-09-2011  11-09-2011  EastElementary East Elementary Ann D Jones Teacher Elementary =]
406 11-08-2011  11-08-2011  EastElementary East Elementary Ann D Janes Teacher Elementary

406 11-07-2011  11-07-2011  EastElementary East Elementary Ann D Jones Teacher Elementary =l

recard count: 3 of 3

Cancel Job

Substitute Job History tab

Tip: The Location name is a hyperlink you can click to access the Google Maps website for the
location address in a separate browser window.

Note: Although the Substitute Job History tab includes a Cancel Job button, use the Substitute
Accepted Jobs tab to cancel a job you have accepted that has not started.

TEAMS User Guide: Substitute Service Center

November 2011



SUBSTITUTE SERVICE CENTER

Change PIN

Click the Change PIN link on the My Information navigation bar to display the Change PIN tab,
which you can use to change your Personal Identification Number (PIN), if necessary. The
Change PIN tab is shown below.

My Information Change Pin

Fre-trmanged Jobo Current PIN; E64640
Search for Jobs Mew & digit PIN: kS

Accepted Jobs

Job History

EhengelEl] Enter Motes to appear on Sub Self-Serue Change pin pags
Awailability

Preferred Locations

Location Restrictions

Subject Areas

Substitute Roles

Dacuments

Log OFf

Emplayee Service Center

Figure 10: Change PIN tab

If you need to change your PIN, enter the 6-digit number in the New 6 digit PIN field and click
the Save button.

Note: Your PIN must be six digits and must be unique among TEAMS users. If you enter a
number that is not unique, the system displays a message that asks you to try again.
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Working With the Links on the Navigation Bar

Availability

Click the Availability link on the My Information navigation bar to display the Substitute
Availability tab (see below), which you can use to indicate days and/or times that you are not
available. From the Substitute Availability tab, you can access the Substitute Do Not Disturb tab
(see page 11), which you can use to set times during which you do not want to be disturbed by
the automated calling system.

Note: Your availability and do not disturb settings will be considered by the automated calling
system, but they do not impact your ability to view jobs on the Substitute Search for Jobs tab.
(For more information about the Substitute Search for Jobs tab, see page 5.)

Substitute Availability Tab

The Substitute Availability tab is shown in the following figure.

My Infarmation Substituts Availability | Substitute Do Not Disturb

Pre-Arrangad Jobs Calendar ton NowZ 12811 =
g Sunday Monday Tuesday Wednasday Thursday Friday Saturday
Searchfor Jobs - November, 2011 L b L .
Accapted Jobs o] [ Todsy [ ].]
Wk Sun Mon Tue Wed Thu Fri Sat]

Job History a4 1 2 3 4 s
Ehianga P 45 6| 7 8 #1011 12
Availabilicy 46 13 14 15 16 17 13 19

5 T8 ] 10 11 iz
Preferred Locations 47 20 21 22 23 24 25 26
Location Restrictions 48 27 28 29 30
Subject Areas Select date
Substitute Roles
Documents 13 14 s 16 17 18 ik}
Log off

ot Available
Employes Service Center
11 Day
20 1 B2 p2 24 5 6
@27 74:3 ge 0

Enter Motes to appear on Sub Self-Serve Availability page

Figure 11: Substitute Availability tab

How to Indicate You are not Available on a Selected Day

The Substitute Availability tab shows the district calendar for the month. By default for each
potential work day, the system indicates that you are Available. If you know you are not
available for all or part of a day, you can indicate that on tab. To do this, follow the steps below.

1. Click the Available link on the day you cannot work to display a box that asks if you are
available any portion of the selected day (shown below).

Are you available any portion of this day?

Yes

Figure 12: Are you available any portion of this day? box

TEAMS User Guide: Substitute Service Center 9
November 2011



10

SUBSTITUTE SERVICE CENTER

2. You have the following options in the Are you available any portion of this day? box:

e If you are available a portion of the day and would like to potentially be called about a
job, click the Yes button. A box is displayed in which you can designate the hours you are
available on the day (shown below). In the Start field select the earliest time you are
available, and in the End field, select when your availability ends. Click the Ok button to
close the box. The calendar will indicate that you are Available on the day and will list
the time range of your availability.

Note: The selection lists of the Start and End fields show military times in 15 minute
increments (for example, 13:15 equals 1:15 pm). Your selections will be converted to
standard time.

Designate the time for which you are available.
Start End

Tuesday 0:00 : 0:00 :

Figure 13: Designate the time for which you are available box

e If you are not available any portion of the selected day, click the No button. The selected
date will indicate that you are Not Available with the notation All Day.

How to Modify Your Availability Settings

1.

If you have indicated that you are not available on all or a portion of a day and you need to
change this, click the Available or Not Available link on the selected day on the calendar.
(The link displayed depends on whether you indicated you are available for a portion of the
day.) The Are you available any portion of this day? box is displayed with a Reset button
(shown below).

Are you available any portion of this day?

vee J No )

Figure 14: Are you available any portion of this day? box with Reset button

2. You have the following button options in this box:

e Click the Yes button to open the Designate the time for which you are available box
(described in Step 2 above) and enter your availability.

e Click the No button to indicate that you are not available on the day.

e Click the Reset button to restore the default indication that you are available all day.

TEAMS User Guide: Substitute Service Center
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Substitute Do Not Disturb Tab

Use the Substitute Do Not Disturb tab to set times during which you do not want to be contacted
by the automated calling system. To access the Substitute Do Not Disturb tab from the
Availability tab, click it to bring it forward. The Substitute Do Not Disturb tab is shown below.

My Infarmation Substitute Availability || Substitute Do Mot Disturh

Substitute Do Not Disturb
Pre-Arranged Jabs Start Darer ® | End Datet *
Search for Jobs Start Time: * End Time: H

Accepted Jobs m m
a3

5
Sort | Clear  Sorted by: (default)
Start Date End Date Start Time End Time

[ 5] E1] 5 =]

11-07-2011 12-12-9999 4:00 AM 6:30 AM

Documents

Log Off

Employee Service Center

Figure 15: Substitute Do Not Disturb tab

How to Set the Do Not Disturb for a Date Range

1. In the Start Date field, enter the date on which to begin the do not disturb setting, or click
the icon to select it from the calendar.

2. In the End Date field, enter the date on which to end the do not disturb setting, or click
the icon to select it from the calendar.

Tip: You can enter the number 0 or the letter O (for "open”) in the End Date field if you
want to allow the date range to go on indefinitely. When you do this, 12-12-9999 is
displayed in the field.

3. Inthe Start Time field, enter the hour/minute of each day that you want the do not disturb
setting to be active.

4. In the End Time field, enter the hour/minute of each day that you want the do not disturb
setting to end.

Note: If you do not designate AM or PM, the system will default the times as PM. If a time
is in the morning, be sure to enter the AM designation.

5. Click the Add button. The dates and times are added to the Substitute Do Not Disturb list.

How to Edit a Do Not Disturb Setting

1. To change a saved do not disturb setting, highlight to select it in the Substitute Do Not
Disturb list and click the Edit button. Details about the setting are displayed in the Substitute
Do Not Disturb panel.

2. Make any necessary changes to the fields of the Substitute Do Not Disturb panel.

3. Click the Save button.

TEAMS User Guide: Substitute Service Center 11
November 2011



SUBSTITUTE SERVICE CENTER

How to Delete a Do Not Disturb Setting

1. To delete a do not disturb setting, select it in the Substitute Do Not Disturb list and click the
Delete button. A confirmation box is displayed that asks you to confirm you want to delete

the item.

2. Click the Yes button to proceed with the deletion.

Note: If you want to cancel the deletion, click the No button.

Preferred Locations

Click the Preferred Locations link on the My Information navigation bar to display the Locations
tab, which you can use to indicate the district locations at which you would prefer to accept jobs.
The Locations tab is shown below.

My Information

Pre-Arranged Jobs
Search for Jobs
Accepted Jobs

Job History
Change PIN
Availability
Preferred Locations
Location Restrictions
Subject Areas
Substitute Roles
Documents

Lag Off

Employee Service Genter

Locations

Sort | Clear  Sorted by: (defsult]

i) Mame Type

\ = [E3] =
127 % jnualid campus #*% CAMPUS i’
101 Allan Elementary CAMPUS

901 Athletic Cormpler ADMIMN

102 Big Bend Elementary CAMPUS

041 Blue Bell Ir High CAMPUS

004 Buchanan High Schoal CAMPUS

845 Central Administration CAMPUS =l

record count: 51 of 51

Sort | Clear  Sorbed by: (default)

h(+] Mame Tupe

115 Jefferson Elementary CAMPUS -
113 Ranger Elementary CAMPUS =

record count: 2 of 2

Enter Motes to appear on Sub Self-Serve Locations page

Figure 16: Locations tab

How to Designate Preferred Locations

1. In the Locations list, click to select one or more locations.

2. Click the Add button. The locations are moved to the Selected Locations list.

Note: Use the Add All button to select all locations in the Location list. Use the Remove
button to remove an individual item from the Selected Locations list. Use the Remove All
button to remove all items from the Selected Locations list.

12
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Working With the Links on the Navigation Bar

Location Restrictions

Click the Location Restrictions link on the My Information navigation bar to display the
Locations Restrictions tab, which you can use to indicate if there are district locations at which
you do not want to accept a job. The Location Restrictions tab is shown below.

Note: Your location restrictions will be considered by the automated calling system, but they do
not impact your ability to view jobs for a location on the Substitute Search for Jobs tab. (For
more information about the Substitute Search for Jobs tab, see page 5.)

My Information

Pre-Arranged Jobs
Search for Jobs
Acceprad Jobs

Job Histary
Change PIN
Availability
Preferred Locations
Location Restrictions
Subject Aress
Substiture Roles
Documents

Log Off

Employee Service Center

Location Restrictions

Start Date: *
Reasont * j
Ausilsble Organizations
Allen Elementary(101) =
Athletics(121)
Big Bend Elementary(102)
Blue Bell Ir High(041)
Buchanan High Schosl(004)
Central Administration(54 5]

Selected Organizations

Chapel Hill Elementary(108) [ add» ]
Comal Ir High(04a)

Default Administration(B50)
Food Services(240)

Hill Country High Scheol(002)
Hill Country JIAEP(ODS)

Jefferson Elementary(115)

King Ranch Elementary(110)

Lakeside City Elementary(107)

Longhaorn Jr High(047)

Prologic Elementary(105)

Prologic High Schoel(001)

Prologic Jr High(042) 52

Motes to appear on Sub Self-Servelocation Restrictions page

Organization Restrictions
sort | Clear  Sorted by: (default)
Restrict Start Date

Restrict End Date Type Reason

= = =]

-

record count: 0 of O

Figure 17: Locations Restrictions

How to Add a Location Restriction

1. In the Start Date field, enter the date on which to begin the location restriction, or click
the icon to select it from the calendar.

Note: Because there is no End Date on this tab, when you save the location restriction, it
will display [Open] in the Restrict End Date column. The restriction will be in effect until you

delete it.

2. Select a Reason for the restriction from the drop-down list.

3. In the Available Organizations list, click to select one or more locations at which you do
not wish to accept a job.

TEAMS User Guide: Substitute Service Center
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Click the Add button between the Available Organizations and the Selected Organizations
lists. The Locations are moved to the Selected Organizations list.

Note: Use the Add All button to select all items in the Available Organizations list. Use the
Remove button to remove an individual item from the Selected Organizations list. Use the
Remove All button to remove all items from the Selected Organizations list.

Click the Add button to save the restriction information. The restrictions are added to the
lower Organization Restrictions panel.

How to Edit a Location Restriction

1.

In the lower Organization Restrictions panel, highlight to select the restriction and click the
Edit button. Restriction information is displayed in the upper Organization Restrictions
panel.

Make any necessary changes to the selections in the upper Organization Restrictions panel.

Click the Save button.

How to Delete a Location Restriction

1.

2.
3.

14

In the lower Organization Restrictions panel, highlight to select the restriction and click the
Delete button.

A confirmation box is displayed that asks you to confirm you want to delete the item.

Click the Yes button to proceed with the deletion.

Note: If you want to cancel the deletion, click the No button.

TEAMS User Guide: Substitute Service Center
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Subject Areas

Click the Subject Areas link on the My Information navigation panel to display the Substitute
Subject Areas tab with a list of your selected subject areas. The Substitute Subject Areas tab is
shown below.

My Information Substitute Subject Areas

Selected Subject Area -
Pr-ernged Jobs Sort | Clear  Sorted by: (default)
Search far Jobs Subject Area Certified
Accepted Jobs \ = =
BASIC BUSINESS N =
Job History CHIMESE N
Change PIN COMPOSITE SCIENCE N
veailabiliv COMPUTER INFORMATION SYETEMS N
¥ DANCE N
Preferred Locations ENGLISH LANGUAGE ARTS M
Location Restrictions ELEMENTARY MUSIC M LI
recard count: 7 of 7
Subject Areas
Substitute Roles m
Documents
Enter Motes to appear on Sub Self-Serve Subject Area page
Lag off

Employee Service Center

Figure 18: Substitute Subject Areas tab

How to Remove a Subject Area
If you want to remove a subject area from your list, follow the steps below.

Important: If you remove a subject area and then wish to add it back to your list, you will need
to contact the district’s Substitute Management Office.

1. Highlight to select the subject area in the list.

2. Click the Remove button. The subject area is no longer displayed on the list.

TEAMS User Guide: Substitute Service Center 15
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Substitute Roles

Click the Substitute Roles link on the My Information navigation bar to display the Selected
Substitute Roles panel with a list of the substitute roles you have selected. The Selected
Substitute Roles panel is shown below.

Selected Substitute Roles -
Sort | Clear  Sorted by: (default)
Role Mames
Food Service -
=

record count: 1 of 1

Figure 19: Selected Substitute Roles panel

How to Remove a Substitute Role

16

If you want to remove a substitute role from your list, follow the steps below.

Important: If you remove a substitute role and then wish to add it back to your list, you will
need to contact the district’s Substitute Management Office.

1. Highlight to select the role in the list.

2. Click the Remove button. The role is no longer displayed on the list.

TEAMS User Guide: Substitute Service Center
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Documents

Working With the Links on the Navigation Bar

Click the Documents link on the My Information navigation bar to display the Documents tab.
Use the links on the tab to display documents related to your substitute position. The Documents
tab is shown below.

My Information

Pre-Arranged Jobs
Search for Jobs
#Accepted Jobs

Job History
<hange PIN
Availability
Preferred Locations
Lecation Restrictions
Subject Areas
Substitute Roles
Documents

Lag Off

Employee Service Center

Documents

Substitute Forms

Substitute Letter of Assurance
IRS W-4 Form
I-9 Form

Direct Deposit Authorization Form

Public Information Act

Figure 20: Documents tab

Log Off

Click the Log Off link on the My Information navigation bar to log out of the Substitute Service

Center. The Substitute Logon tab is displayed.

TEAMS User Guide: Substitute Service Center
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Employee Service Center

Click the Employee Service Center link on the My Information navigation bar to open the log in
page for the Employee Service Center in an alternate browser window, as shown below. You are
not logged out of the Substitute Service Center. When you have logged out of the Employee

Service Center, you can click the Close Alternate Window link to close that browser window.

¥} Sign In - - Mozilla Firefox ) =lolx|

IG*tEamﬂﬁD.net e e e = e l

74 PROLOGIC

TEIGHINIGILBIG Y SIYwSITEMS), INE:.,

rrrrrrrr

Employee Service Center

Welcome to the Prologic Independent Employee Service Genter

Please log in with your TEAMS user ID and password.

Login
UserID: |

Pazsuor d:
[ Signon N ForgotPassword Forgot User ID

Need an Account? Register

Figure 21: Employee Service Center Log In page

Areas of the Employee Service Center Used by Substitutes

Not all areas of the Employee Service Center are used by substitute employees. Areas that
include information used by substitutes are listed below:

e My Personal Information

¢ My Employment Records

e My Documents

e Paycheck

18 TEAMS User Guide: Substitute Service Center
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