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SmartFindExpress 2.5 Administrator User Guide

NOTE: Refer to the System Administrator
User Guide for more detailed information
on all of the Administrator features in the
system.

Logging into SmartFindExpress

1. Open your Internet browser and access the
SmartFindExpress site. The system
Welcome message and any district-wide
announcements are displayed. District-wide
Announcements

2. Two identifiers are required to log in to the
system: User ID and Password. Click Submit
to access the system.

oy €5chool
— N
~—" SmartFindExpress*

Enter User ID
and Password

SmartFindExpress system has a new phone
number to use for call-in. Please update your
phone list
SmartFindExpress new number is 425-
. 3201337
3. If you have forgotten your password, click sl el g

P , message and wil be reminded of the new telephone
PO . . numer.
the ‘Trouble signing in?’ link. e SV ———

Jeene >

Troubie signing in?

4. Follow the instructions on the screen and
then click Submit. Your password will be
sent to the email address on your profile.

5. Upon successful login, your home page is

displayed. From your home page, you can ® eSchool| 1 enter user ID
manage your personal information and S SmatFndBpres Z-CE':;er Security
ode

perform a variety of administrative tasks.

Please enter your User ID and the security code shown below. 3. CIICk Smelt
Your password will be sent to the email address on your profile.

e ESChool
L= 501 TIONS

: Profile ~ Help  SignOut
SOLU N
— SmartFindExpress® wser: |
Home Administrator Reports ¥ M G" K* e

“For security, please enter
Welcome Brett Brown the code shown above:

i
There are 3 pending requests for Absence Approvals I

SYSTEM CONFIG LOGIN IS 666666 You must first register with the system by calling: 1.888.999.1111 \
Your User ID is your 5 Digit Emplovee ID number found on your pay stub

For afull online tuterial click here: - Sadie Online Training

From your Home Page you can:

Administrator Announcements

THIS IS AMESSAGE FOR ALL ADWINISTRATORS: To access online training anytime, click here - Sadie Online Training v MOdIfy Profile Information
TS 1S ATEST FOR LOGATION 010007, v Get Help While You Work

v' Perform Administrative tasks
v Create, access and run reports
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Managing Profile Information

The Profile feature lets you view profile information,
update your email address and change your
passwords.

View Profile Information

Your current status in the system and your address
in the system are shown. Contact your system
administrator with any changes.

Update Your Email Address

Type in your new email address and click Save.

The system automatically sends Job Creation and Job
Cancellation emails (if your district uses this feature).
For more information, contact your System
Operator.

Change Password

Enter your current password and the new password.
You can enter up to 9 digits. Click Save.

Note: If your district is configured to use Web
Passwords, the Change Password feature will include
an option to change the Web password.

Help

Getting Help While You Work

Click the Help tab to access Help guides and How-to
videos.

Help Sign Out

Infarmaticn
Update Email
Change Passwaord J

E-mail
Email Update
Email:  bsmith@eschoolsolutions.com Email
Mew email: | | Address
Re-enter email: | | —

Change Password Password (PIN)

Phone Password (PIN) -

Current: | |

MNew: | - — |
Numeric up to 9 digits

Confirm New: | |

Sign Out

Exiting the System
Click the Sign Out tab to exit the system.

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 3
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Profile = Help Sign Out

Select Role

Change User Ro|e Select Role: -ff)Administratur ‘l Employee '53_-:; Substitute

For multi-role administrators, the system lets you
automatically switch between profiles to complete
tasks. No need to log out of the system and back in

again!

Administrator Menu

The Administrator menu enables you to perform a -

variety of tasks from creating announcements, Home Administrator * Beports ¥
absences and vacancies to performing job and

profile inquires, obtaining daily job counts, Re Administrator *  Reports = i

maintaining priority lists, and working with

Announcements
absence approval requests.

Create Absence
Create Wacancy
Daily Job Count
Job Inguiry/Reports
Lecation Balances

r~ Reports «

ralez Today is

Priority Lists .
Profile Inguiry/Reportz » General
Profile New Employee
Absence Approval ﬁ “m iﬁ
The Reports menu enables you to quickly create a
variety of job, employee and substitute reports for
your location(s), save report settings for re-use,
schedule reports and instantly generate job and
substitute reports for the current day for your
. Reports
location.
Report List
v Saved Reports
Today's Jobz
List of Customizable Reports: Today's Available Substiutes
Today's Johs Active Substitutes: Schedule/Unavailability
nga!['g Awailable Substitutes e —

Active Substitutes: Schedule/Unavailability
Job nguiry
Ermployee Detail
Employee Reason Balances
Ermployee List
Employee Labhels
Substitute Tirme Worked
Substitute Detail
Substitute List
Substitute Statistics
Substitute Labels
# Days AbsentWorked

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 4



SmartFindExpress 2.5

Administrator User Guide

Announcements

1. Click on Announcements from the
Administrator menu.

2. Click New to display the New
Announcement form. Select the
announcement type, location and language
and type in the announcement text.

Carriage 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.

3. To modify an announcement, click on the
Location link from the Announcement Lis
to display the Modify Announcement
screen.

4. To delete an announcement, click in the
Delete box next to the announcement and
then click the Delete button.

Create Absence

1. Click on Create Absence from the
Administrator menu.

2. Enter the employee’s Access ID or click
——»Name Lookup to search for the employee
by name.

Employee Search

Create an Absence for an Employee by pressing "Name Lookup' OR entering ID

User D l:l Name Lookup

Enter Name (or partial name), then press Search
FrstName: || & Begins with

Records PerPage:  [50 | =

© Contains

' Contains

3. The employee’s primary location is shown.
To select a different location, use the drop-
down menu.

Announcements

Search Criteria

Type: |Location ¥

Location: | v

Language: ~
50 ¥

Records Per Page

EmEm

HNew Announcement

Type:  |Location ¥

Location

Language: v

A
Annguncement
v

Return To List

<

Announcement List

One item found.

feie | Typo: | Locamy~ | Languages

Location Al Locgi#hs _ngish

Welcome to the New and Improved SmartFi

One e
1

Locason: [ZZ TestLocation 399939 v
tassfcaon: |Ans v
Reason: 777 sick v

Is a Substitule required”. & Yes C No
stan Eng
Dates:  [06/01/2012 T [oaminz

e e on the weekly scheduie

Avsence

supstiute

Subst

Administrotor

Il contice [t

Fo Amcnments: Browss..

Commants:

swnTime  EaTme  SunTme  EnaTime
\eekly Schedule  (hicmm am) (i sm) (i sm) (e sm)
Monday F [0730AM | [M00PM | [730AM | [400FM
Tussday @ [O730AM | [M400PM | [0730AM | [ps00PM
weanesasy P (0730AM | [M400PM | [0730AM | [o400PM
Thusday & [0730AM | [MO00FM | [5730AM | [p00PM
Figsy @ [0730AM | [M400PM | [0730AM | [o400PM
Substitute
‘Spectty 3 Subsante? 0 (Name Lookun
PREARRANGED?
e spacified substtule has cCapled s SsHINMENt and G065 1L N8 10 b4 CONACTEd, press YES.
Has e substiute scceptedinis job”  C Yas @ No

May 2014
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9.

Select a reason for the absence. If the
reason for the absence requires absence
approval, an Approval Comment box is
displayed. Add any special notes on the
absence request.

Enter a budget code if one is required for
the reason.

Change the default value of Yes to No if a
substitute is not required for the absence.

Enter the dates for the absence if different
from today’s date.

The employee’s weekly schedule is
displayed. Make any modifications to the
schedule times and/or days. Uncheck days
that do not apply to the absence. Multiple-
day jobs can have different start and end
times. To change the times and/or AM/PM
value, select the field and use the up/down
arrows on your keyboard to make any
changes. If separate Absence and Substitute
times are used, Start/End Time fields will
display for both sets of time. A time
modification to Absence Start will
automatically reflect on Substitute Start
Time; a time modification to Absence End
Time will automatically reflect on Substitute
End time.

To specify a substitute, enter the Substitute
ID or click Name Lookup to find the
substitute name.

Create Job

Create Absence Confirmation
This absence will not be created until the Create Absence button is pressed
Job Status:  Open/Open
Employee:  Acosta, Kari
Location:  Washington Elementary
Classification: At
Reason:  Professional Development (4)
Approval Comment  Aftending the Training seminar.
Budget Code 123456
Voice Instructions:  None
Text Instructions:  None
File Aftachments.  None
Dates:  09/24/2010- 09/2
Weekly Schedule Employee
Friday  07:20 AM-02:20 PM
Specified Substitute:  Tate, Bill
Assigned Substitute

Substitute

10.

11.

12,

13.

14.

15.

Administrator User Guide

stant Eng
Das  [ogon2012 T [oamiznz

Fidy P [0730AM | [M00PM | [o730AM | [4corm

sunsante
Spectt 3 Substhule? 10 ame Lonkun

Click “Yes” if the substitute is known and
has verbally accepted the 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 their absence, and
obtain the job number.

Click “No” if the substitute has not accepted
this assignment. Calls will be placed to the
substitute to offer the job.

Add any instructions for the substitute. The
instructions are also voiced to substitutes
over the IVR.

Attach any files to the job. Up to three
attachments can be added.

Add any comments on the absence.

Click Continue to confirm the job.

On the Create Absence Confirmation page,
verify that the absence information is
correct and then click Create Absence to
create the job or Cancel to return to the Job

N Create form.
May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 6
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16. If the absence was created for a reason that

: :
requires approva l/ a note wou |d d isp |ay on Note - The selected reason requires approval. The system will submit the request for approval when you confirm this absence.
Create Absence Confirmation
th e Create fo rm an d th e jo b wou Id be This absence will not be created until the Create Absence button is pressed
Job Status:  Approval Pending/Open
created with the status of Approval e ——
. Classification. TEST CLASSIFICATION 101
Pending/Open. Reasen.  REASON ABSENCE001 001
Voice Instructions:  None
17. The Create Absence Verification page Tou nstuctons. tone

. . Dates:  07/26/2010- 07/26/2010
displays the job number for the absence. Wesky Schecule Empiges - Unpsiaresk
Monday 08:00 AM-04:00 PM 30 minutes 08:00 AM -04:00 PM 30 minutes
Specified Substitute:  TEST, SUBSTITUTE-2300000
Assigned Substitute:

Create Absence

Create Job

Job Creation - Successful.

Create Absence Verification

JobHumber: 26 <@
Job Status:  OpeniOpen
Employee:  Phillips, Ned
Location:  ZZ Test Location
Classification:  ZZ Test Classification
Reason: 777 sick
Budget Code 777
Voice Instructions:  MNone
TextInstructions:  Mone
File Attachments:  Mone
Dates:  09/05/2012 - 09/05/2012
Weekly Schedule Employes Substitute
Wednesday 07:30 AM-04:00PW  07:30 AW - 04:00 PM

Clicking on the job number link displays the
Job Inquiry page for the job number.

Specified Substitute
Assigned Substitute

Same Employee | Same Date/Reason

Create Vacancy

1. Click on Create Vacancy from the A vacancy is created when no employee exists to
Administrator menu. be absent and a substitute is needed.

2. Calendaris a pull-down menu of all the

i
calendars that can apply to this vacancy. psev—
The “All Locations” calendar is the default. S
Coendar [Ailocamons =]
The calendar dictates the workdays, holidays, and e x
“No Substitute Required” days that will apply to o
this vacanc e DEe W Bew 6
y' Start End Unpaid Break
‘Substtute Times: n?énAM m}f’?"" 30 minutes

REPORTING MULTIPLE D)

3. Location is a pull-down menu of all the
locations for which this vacancy can apply.

ve or i every day of the vacancy does not start and end al the same time, press Modify Times.

The locations that you are authorized to retstssro
view will appear in the list. Haa et st B Oves By _J

Substifute Instructions:

4. Classification is a pull-down menu of all the I P
classifications for which this vacancy can T b
apply. .

[Contiue [wewt

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 7
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The Reason pull-down menu displays
absence/vacancy reason.

A Budget Code field may display only if the
reason for the vacancy requires a budget
code. If the reason has been set up to
“collect” a budget code, you must enter a
budget code to create the job.

The default for entry of a vacancy is today’s
date. To edit the dates, click the Calendar
icon to display the calendar, or type in the
new dates in the specified format.

8. The Substitute Times defaults to the
location times. To edit the times, all four
digits of the time must be entered in
hh:mm am or pm format.

9. 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 configured for
Classifications.

10. Click Modify Times if the days are non-
consecutive, or if each day of the vacancy
has a different start/end time. The Create
Vacancy - Modify Times screen displays.

11. To specify a substitute, enter the
substitute’s ID. If the ID is unknown, click
Name Lookup.

May 2014

Administrator User Guide

Creato Vacancy
Vacancy information
To compiet this vacancy, press Continue and procesd unti a job numbsr is assigned.

catendar [l Locasons. =

/‘

Location:  |ZZ TEST LOCATION 998999 b
Classification: | ZZ Test Classification 998 hd|
Reason. [SickLeave (1)
Start End
Dates:  [p3/24/2010 T [oruzen =
start End Unpaid Break
Supstiute Tmes: 97,30 AM [03:30 PM 30| minutes
REPORTING MULTIPLE DAYS?
¥ the days are non.cansecutive or f every day of the vacancy does not start and end al the same time, press Modfy Times.
Modify Times
Substtute
Speciya Subsbiute? I [Mame Looku |
PRE ARRANGED?
Wthe specified substitute has accepted this assignment and does ot need to be contacted, press YES.
Has e substate accepted his job%  C ves @ No
Substiute Instructions:

| (Maximum Characters=1000)

Fil Aachments: Browse... |(maxmum tee sizs=2046%)
‘Administrator

Comments: :I

[ Continue [Reset |

Uncheck days that do not apply to the vacancy.

Create Job

Create Vacancy - Modify Times

From: 09/23/2010 - 09/23/2010
Substitute

Start Time End Time

Weekly Schedule  (hhemmam)  (hhemm am)
Monday W [0730AM | [03:30PM |
Tuesday [ [0730AM | [0330PM |
Wednesday [ [07.30AM | [0330PM |
Thursday & [07:30AM | [03:30PM |
Friday [ [0730AM | [03:30PM |

Substitute Name Lookup

Enter Name (or partial name}, then press Search

Last Mame | ‘ & Begins with " Contains
FirstName: | | @ geginswith ' Contains
Records Per Page lﬂ

eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 8
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12. Click “Yes” to indicate that the substitute

1 Substitute
is kr!own and has verbally accepted consracubsiiers: [
the job from the person reporting the PRE-ARRANGED?
. . ime a5 acceple fes not need to be contacted, press YES.

Vacancy. The Su bstltute IS then Has the substitute accepted this job?:  © yes & No
responsible for accessing the system, — -

e . . Substitute Instructions:
verifying that the vacancy was assigned | asimum characters=1000)
to them, and obtaining the job number. File Afachments Browse... | asimun fie size-2042K)

Click “No” if the substitute has not
accepted this assignment.

13. Add any instructions you want to provide to
the substitute. These instructions will also

be voiced to a substitute over the Administrator
telephone. Comments n
14. Attach any files that you want to

provide to the substitute or
administrator. Up to three attachments
can be added.

Create Job

Create Vacancy Confirmation

15- C“Ck continue fOf the neXt page. |f any This vacancy will not be created until the Create Vacancy button is pressed
. Job Status:  Open/Open
errors are detected on the form, you will o Ao
H H Location:  Sunnyland Elementary
have the opportunity to make corrections. Caaton: Sunm
Reason:  Jury Duty (5)
. . Budget Code MNone
16. On the Create Vacancy Confirmation page, Voice Instructions:  None
. . . . Text Instructions:  Mone
verify that the absence information is File Atachments:  None
correct and then click Create Vacancy to otk e TG D
create the job and receive a job number. To Friday  0B:00 Al - 03:30 P

Specified Substitute
Assigned Substitute.

Create Yacancy

modify vacancy information, click Cancel to
return to the Create Vacancy form.

17. The Create Vacancy Verification page
displays the job number for the vacancy.

Create Job

18. Click Create Vacancy to display the Create

Vacancy Verification screen. A job number
is created for the vacancy. i

Calendar. Al Locations
Location:  Sunnyland Elementary
Classification:  Art 406
Reason:  Jury Duty (5)
Budget Code Mone
Voice Instructions:  Mone

Job Creation - Successful.

TextInstructions:  None
File Attachments:  None
Dates:  09/24/2010 - 09/24/2010
‘Weekly Schedule Times
Friday  08:00 AM-03:30 PM
Specified Substitute.
Assigned Substitute:

Retain Job Data

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 9
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Daily Job Counts

1. Click the Daily Job Counts Menu to display
the number of jobs per day for a selected
reason and location.

2. Select the Month and Year for the search.
Dates can be any date in the past, or up to
one year in the future.

3. Select the reason from the list of available
reasons. If a reason is not selected, the
system displays a job count for all reasons.

4. Select alocation from the list of authorized
locations/ location groups.

5. Search results display in Calendar format for
the current month and year. Use the Next
and Previous buttons to scroll to other
months.

Job Inquiry/Reports

1. Click the Job Inquiry/Reports Menu. Refer
to Table A for descriptions of Job Status
and Sub Status conditions that can apply to
ajob.

2. To search for job information for a specific
job, enter the job number or the Split from
Job number.

3. Tosearch on job information for a group of
jobs, select the search criteria. Click the
More Search Options button to display
additional search fields.

4. Todisplay a list of all jobs in the database
for today, use the defaults values and click
Search.

r
Daily Job Counts

Search Criteria
Month:  [October | = | Year [2010 ¥ |

Reason | V‘

Location |AII Locations V‘

[ orovvoni ] stember 2010

Search Criteria
Enterdob# | | oR
splitfromJob®t ||

OR
JobType: @ O Apsences () Vacancies

Job Status: | Open & Active
Sub Status: [All
Search from; === Searchto: =]
(MM/DDAYY) MDD
SortOrder: [Job# Then by [

Records Per Page: 50.
 search | Create Report | Export |

Soarch Crtaria

o joar2r2014

May 2014
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Table A: Job Status and Subsidiary Status Descriptions

Job Status Description

Open Jobs that occur today, or in the future, and are not filled.

Active Jobs that occur today, or in the future and have a substitute assigned.

Finished Jobs that occurred in the past. A job is “finished” when the end time of the job is
reached.

Verified Job detail information has been confirmed as accurate.

Canceled Jobs that no longer need to be in the system. Can be past, present, or future jobs.

Stopped Open jobs that have been stopped for callout.

Subsidiary Status

Open

Job is not currently being offered to a substitute; awaiting callout; no substitute is
assigned.

No Sub Required (NSR)

Substitute not assigned because the days were set up in the calendar as NSR days.

Filled

A substitute has been assigned to the job.

Not Filled

The system has reached the end of the search rule for the classification of the job and
no substitute is assigned.

Web Substitute Search

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

IVR Substitute Search

Substitute on the IVR searched for available jobs and accepted this job.

NSR(various)

NSR - Filled In-House-Job filled using in-house personnel instead of a substitute.
NSR - Exceeded Substitute Allocation-Substitute not assigned because the SAUs
for the employee’s location are met for the period of the absence.

NSR - Minimum Job Days- Substitute not assigned because the “Minimum Job Days”
setting for the employee’s classification; the length of the job was not long enough to
justify a substitute for this position.

NSR - User Request-Substitute not assigned because the employee indicated that a
substitute is not required for the job.

NSR - No Sub Allowed- Substitute not assigned because of the “No Sub Allowed”
setting for the employee’s classification.

Admin Assigned

Job assigned to a substitute from the job modification screen.

IVR - Assigned Substitute assigned to the job when the IVR called the substitute to offer the job.

IVR — Answering During callout, the system reached the substitute’s answering machine and the job was
Machine assigned to the substitute.

Prearranged Substitute not contacted for the job because a substitute was assigned at job creation.

Automatic Assignment

Job was filled from the Automatic Assignment list for the location of the job.

5. After the search has been performed, the
list of jobs matching the search criteria is
displayed.

6. To verify the accuracy of finished jobs on
the Jobs List, use the Verify buttons (if
displayed). Click Set All to Verify to place a
checkmark in the Verify field of each job.
Click Save Verified to update each record
with a checkmark.

7. To create a report from the search results, ek & e
. Status Job Start Sub Start Classification
click Create Report.

Job End Sub End Reason
Venty  JobDuraton Sub Time Worked Budget Code

Reported Date Text
Class Pay Rate Voice
Sub Pay Rate
Spit from Job # Fie

04272014738PU N

8. The Job Report setup page is displayed. oven

May 2014 11
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Job Report

9. Select the report details and the options for Repor e | \
. . . . ™ Primary Sortis on a New Page
dISp|ayIng tOta|S on the I'epOI't. Wlth thIS Not:Reu:nss:cl\onsm’tsl:e:e\ecled!ormeﬂe\dslopnm
level of control, you can create many ¥ printbeals

. . ¥ Location I Filling Method I LastModify date/by
d Iffe rent types Of JO b re po rtS . ¥ Classification ¥ Substitute Allocation Units [¥ Reported dateiby
W Reason W Job Time ¥ Verified date/by
¥ DatesfTimes ™ Budget Code ™ comments
10. Click View Report to display the Job Report S —
¥ Name ¥ Name
¥ Access ID ¥ Access ID
¥ External ID ¥ Extemal ID

¥ Time Waorked
W PayRate

W Level

¥ Class Pay Rate

. Status. Classsheation Class PR Job Start
Onployes Amcn D Cxlowl D Lossben WA SNt Print Totals for Primary Sort
Substitute Access ID External 0 Reason Level Reported 8y
Verfied By I Printa signature line
B Actvere Amanged Graded 10112010 08:00 AM ™ Totals by Reason
Andarson, Karen o " Surrpband Oumariary 101120100600 AM I Totals by Filling Method
Joan, Alber 0 A 1 E Ancenson Kaen
I Totals by Budget Codes
15 OpenOpen AgcuhseBeiogy 10112000 0200 &M JOMIAN0E0PM 0830 I Totals by Job Status
Acesta Kar a3 na Wahecton Seneenary 101120100200 AM 1012010 0430 P

Print Totals at the end of the report
I Totals by Reason
I Totals byFilling Method
™ Totals by Budget Codes
I~ Totals by Job Status

10. To export job data for all jobs on the Job

List, click Export on the Job Inquiry page
after the job search has been performed.
Exported information can be used in other
databases or applications.

Job Inquiry Export

*Format € Fixed Length

11. The Job Inquiry Export page is displayed.

. @ o
12. Select the export format and click Run Now. Thpe: Mormal Extended

& Delimited
13. On the File Download page, click Open to Eimie

display the exported job information in etimiter ||

Notepad, or click Save to save the export

document as a file.

e Fixed Length format applies to SEMS 3.0 formats.
X e Delimited refers to SmartFindExpress formats.

|
Do you want ta open or save this file?

Name: Exportloblnfo201009241949, bt

Type: Text Document, 617 bytes
From: 172,16.9.225

Open sae | [ cancal |

0 E While files from the Internet can be useful, some files can potentially harm

your computer. Ifyou da not trustthe source. do not open or save this file

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 12
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14. To view/modify job details, from the Job
List, click on the job number of the jO
want to review.

15. The Job Details page is displayed. From the
Job Details page, you can view/modify job
details; create job detail reports, view job
filling details and stop/start callout on a job.
The job’s status determines the actions that
can be performed on the Job Detail page.

Create Report--
Creates a job detail report for the specified job.

Filling Details--
View the calling information for the job and create Job
Filling Details reports.

Job Detail

Job Filling Details

Search Criteria
Job Number: 24363
Display Calls ~
Display Disqualified Substitutes r
Records Per Page 50 -

Create Report | Return To Job

Job Filling Details List

Date/Time
09/12/2010 10:47:21:0 AM

Substitute Step
JoanAllen 7

Order#
5056

Disposition/Description
Pre Arranged

Split Job-- Click the Split Job button to split the single
or multi-day job into new job segments and add or
modify substitute assignments for each job segment.

Start Callout--
Displays only if the job has a status of Stopped,
Unfilled, or NSR during a callout period.

Stop Callout--
Displays only if the job has a status of Open and is
currently in callout.

Administrator User Guide

Job List
Set All to Verify | Save Verified
Job#  Employee Name Substitute Name Location Reported Date Text
Status  Job Start Sub Start Classification Class Pay Rate Voice
Job End Sub End Reason Sub Pay Rate Comments
Sub Time Worked Budget Code File
Anderson, Kagg Joan Allen Sunnyland Elementary 09/12/2010 10:47 A No
2010 08:00 AM 10/11/2010 08:00 AM Grade 4 Mo
Pre Arranged  12/17/2010 03:30 PM 12/17/2010 03:30 PM FMLA Mo
07:30 1001111121250000 Mo
24402 Beam, Althea Open French Prairie Middle School - other  08/30/2010 3:55 PM No
Open/  10/15/2010 07:45 AM 10/15/2010 07:45 AM Grade & Math Mo
Open  10/15/20100345PM  10/1512010 03:45PM  Non-Contract No

08:00

1001121121342050

Job Detail
Job Number. 2

Staus

Emplorss

Accens IO

Openiogen

456450457

Locabon 22 TestLocabon
Classificason; 22 Test Classification
Calendar Al Locatons
Search Rule  Typical |

|
q mmmm

Budget Cose

Substtute Pay Rate:
Specified Substitute
Name

Access 10
Telephane &

Lasttme calles

Text Instructions

AministTator Comments

File Anachments

Changes are not updated until Save

Reason. |22 TestReason 599

Date From: 080572014 T Telosorz014 o
Vieakly Schoduse Absence Times Substte Tames
SntTime  EndTune  StarTime  End Time
(him am) (bhanen am) (bhnm am) (b am)
W [0730AM | [0400PM | [0730AM | [M100PM
0730AM | [0400PM | [0730AM | fs00PM
07.30 AM 0400 PM 0730 AM 04.00 PV
0730AM | [0400PM | [0730AM | [400PM
0730AM | [0400PM | [0730AM | fs00PM
Assignea substute Moary e assignea substtute
Name Suvstiute 1D Hame Lookup
Access 10
Telephane &
Acoepled On
Level
Pay Rate

Modify the specified substitute

Suvstite ID:

Hong

400 3 File

RepartedDate. 042712014 06.04 PW  Last Modified On
Regoted By, Jones, Kate

 Creste Report |l Filng Detais J okt Job J Reset | Return o List J Stop Caout | Sove |

Last Modified By

(Maximum Characters=1000)

Browse . (Maximum

e size-512K)
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Location Balances

1. Click on Location Balances from the o
. ocation v
Administrator menu. Type: & Substitute Allocation Units  © In-House Filling
From To
2. Todisplay a location’s remaining SAUs or In- DateRange:  [03/25/2010 0/25/2010 &
House Filling Capacity balance, choose the B e
location from the Location drop-down
menu, select the type of balance to be
displayed, specify the date range and click
Search.
Substitute Allocations Units are the number of The In-House Filling capacity is the daily limit
absences at a location that may be filled by a location is assigned for the number of
substitutes during a specific time period. When a absences to be filled by in-house personnel
location reaches the limit, all additional absences before a substitute can be assigned.
are reported as No Substitute Required - SAU
Priority Lists

Priority Lists give substitutes preference over other
substitutes and determine the order in which jobs
are offered via the web, call-in, or call-out. A
substitute can be placed on a location, location

Priority Lists
Search Criteria

ist Type: ~

ishold for Do Not Use reason

Preferred

Classification: | Auto Assignment Fl
Active Do NotUse

Inactive Do NotUse

I~ When selecting a group, include lecations assigned to the group

Location:

group, or employee’s Preferred list. Priority Lists can e
be modified and reports can be created. From To
Entry Date: == ==
1. Select a list type for the search. Refer to the oty e Nane ] Tt | =
ccorasperpage: [50 =]
following table for Priority List [Scarch | Create Report | New |

descriptions.

Type Description

Do Not Use- | The Do Not Use list identifies substitutes who should not be offered or assigned
Active/lnacti | jobs at a given location, or for a particular employee. Active lists are used by the

ve system for job processing. Inactive lists are used strictly for historical tracking of Do
Not Use entries for a substitute, employee, or location.
Automatic Typically used when a location has permanent substitutes who should be assigned

Assignment | before any other substitutes are called. This list can be added or removed from the
search rule setup.

If a substitute 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 assigned
from the Automatic Assignment list.

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

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

Custom Custom lists can be used to identify substitutes for specific circumstances. Custom
lists are created by the operator and inserted into the search rules. Each custom list
has a name that is shown in the pull-down list of list types.
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Administrator User Guide

2. |Ifthelist type selected is Active Do Not Us o
or Inactive Do Not Use, a Reason field will \Seﬁrmmena

appear next to the List Type field. Select the
reason for the substitute being added to
the list.

3. When the “Subs at/above alert threshold
for Do Not Use reason” option is enabled,
the Reason field will appear. Select the Do
Not Use Reason for the search. The system
will search for all substitutes currently at
the alert threshold limit for the selected
reason. Other search fields are disabled.

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

5. The locations in the pull-down menu are
the locations found in the administrator’s
profile.

6. Enter the Employee ID or, click Name
Lookup to search for the employee by
name.

7. Enter the Substitute ID or click Name
Lookup to search for the substitute by
name.

8. Enter the date range for when the entry
was added to a priority list.

9. Click Search to display the Priority List
search results.

Priority List

ListType: |Active Do NotUse w Reason: I i

Search Criteria

List Type - I Reason: - I

; ¥ Subs at/above alertthreshold for Do Mot Use reason 2 ’

Priority Lists

Search Criteria

List Type: -

fshold for Do Not Use reason
Preferred

Auto |
Active Do NotUse

Location: | nactive Do NotUse H

T~ When selecting a group, include locations assigned tothe group
Eooree [ | [
substitvte: || [

From To

Entry Date. ‘ ‘ =l ‘ ‘ =l

(MMDDAYYY) (MMWDDAYYYY)

sotuistoy  [Substiute Name =] Then by | =1

Records PerPage:  [50 v,
Create Report | New |

321 items found, displaying 1 to 50.
[FRST{PREVIOUS | 1,2, 3, 4, 5,8, 7 [ NEXT/ LAST]

Make | Print = Entry 5 e Location/ Sub
Delete e e Subsfitute + Access ID = List ‘ Reason (Do Not Use) Classification Empl Name List Level | Order¥
r - r Anderson.Christopher 1897  03/06/2009  Active Do Not Use Location Washington Elementary - Special Ed. 1 1 4384
r A  Anderson Christopher 1897  03/06/72008  Active Do Hot Use Location Washington Elementary 1 1 4884

10. To change an Active DNU entry to Inactive,
check the Make Inactive box for the entry
and then click the Make Inactive button at
the button of the screen.

11. To send a notification letter to a substitute
to inform them of their entry on an Active

Do Not Use list, click the Print Letter box
next to the entry and click the Print button
at the bottom of the screen. A notification
letter can be generated for every Active
DNU entry.

May 2014
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Profile Inquiry/Reports

Search for employee and substitute profiles, create
reports and export profile information.

1. Click on Profile Inquiry/Reports from the ¥
Administrator menu.. Profile sgarches can Profile Inquiny/Reports » —
be performed for a single profile or for Absence Approval
multiple employee and substitute profiles.

Employes
ome to the New and Improy ~ Substitute

General Profile
1. To search for a specific profile, click the
General menu option. The Profile Inquiry

screen is displayed. Enter the search criteria Search Crteria
LastName: l:l & Begins with € Contains

for the profile and click Search. From the Frthames | © Begowin © Contans
search results, select the profile to Acsssin: [
view/update. Edemal: [ ]
CallBack# | ]
Records Per Page: lﬂ
Employee Profile

1. To access information on multiple
employees at one time, click the Employee
menu option. The Employee Profile Inquiry

screen is displayed. Enter the search criteria

for the profiles and click Search. Seareh Criteria

Status: @ Al ¢ active 7 Inactive
Registered: @ A " yes 7 No

2. From the search results, profile information tnerant & AL € es € ho

H = Calendar. | =1
can be viewed and modified. Employee clsscaion: | ’
information can be exported and employee | v
reports can be created. Locaton | 5
|

i

SortListby.  |Name

II

Thenby |Access D

Records Per Page:
Create Report m More Search Options

Employee List

542 items found, displaying 1 to 50.
[FIRST / PREVIOUS 11, 2, 3, 4, 5, 8, 7, 8 [ NEXT / LAST]

Name + Access ID Status Prim. Location Prim. Classification

Acosta, Kari 1183 Active Washingten Elementary Art

Adams, Jamie 1299 Active Heritage Elementary - other Kindergarten Bilingual - Spanish
Adcock, Debra 2051 Active Woodburn District Office Program Secretary
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3. To create employee reports, click Create
Report to display the Employee Report
Detail page. Select the report options for
the Detail report and click View Report to
display the report.

4. To create an Employee List report for all
employees appearing in the search results,
click View Report in the Employee List
section of the report page.

5. Tocreate an Employee Labels report for all
employees appearing in the search results,
select the label size from the Label Type
drop-down and click View Report.

6. To export employee data, click Export to
display the Employee Export screen. Click
the Export button next to the data to be
exported. The exported file is automatically
created as a text file in Notepad.

Substitute Profile

1. To access information on multiple
substitutes at one time, click the Substitute
menu option. The Substitute Profile Inquiry

screen is displayed. Enter the search criteria

for the profiles and click Search.

2. From the search results, profile information
can be viewed and modified. Employee
information can be exported and employee
reports can be created.

May 2014

/

-

Substitute Profile Inquiry

Administrator User Guide

Employee Report Detail
Return To Inquiry

Detail Report

Report Title: |

™ Primary Sortis an a new page
™ Secondary sort prints on a new page

Absences:  From To

{(MM/DDAYYY) (MWDDAYYY)
W Name ™ Address ™ Priority Lists
[T accessip [T Basicinformation [~ Reason Balances
PN I Comments ™ schedule
I Dates
™ External ID
Employee u’h
eport Title

™ Primary Sortis on a Mew Page

Employee Label
Label Type: | Avery 5162 (1.33"X4") 2-up =

View Report

Employee Export

Return To Inguiry

Fixed Length Format
Employee Information:

Delimited Format
Delimiter:

Profile Basic Information:
Employee Work Schedule:

Frofile Dates:

Search Criteria
Status: @ Al C Adive  © Inactive

Cves O No

Cyes © No

© ves © No

Coyes O No

Cves C No

© Yes ' No

Registered: & 4
Avail New Jobs: @ gy
Avail Long Term: & 4
Ceriified: & Al
Avail General Calling: @ A
Expired Subs: & Al
Available On — From: T

(HH:MM ARY

(MMDDAYYY) (HHMM AM)

Note: Available On will check Do Not Call, Daily

dates, and

SortListby:  [Name

50 =
Create Report | Export Jll More Search Options

=] Thenby [AccessiD =~

Records Per Page:
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3. To create substitute reports, click Create
Report to display the Substitute Report
Detail page. Select the report options for
the Detail report and click View Report to
display the report.

4. To create a Substitute List report for all
substitutes appearing in the search results,
click View Report in the Substitute List
section of the report page.

5. Tocreate a Substitute Labels report for all
substitutes appearing in the search results,
select the label size from the Label Type
drop-down and click View Report.

6. To create a Substitute Statistics report for
all substitutes appearing in the search
results, enter the date range for the
statistics to be displayed and click View
Report.

7. To export substitute data, click Export to
display the Substitute Export screen. Click
the Export button next to the data to be
exported. The exported file is automatically
created as a text file in Notepad.

Substitute Export

Return To Inquiry

Fixed Length Format
Substitute Information: 34 dalys

(Export |
Delimited Format
Delimiter. || |
Profile Basic Information:
Substitute Daily Availability:
Profile Dates:

May 2014

Administrator User Guide

Substitute Report Detail

Return To Inquiry

Detail Report

Report Title: |

I Each Substitute is on a new page

Profile:

¥ Name [ Address ™ Balances/Last Call
™ Order# ™ BasicInformation [~ Daily Availability
™ AccessID T Certifications I Unavailable Dates
7PN [ Classifications ™ Priority Lists
™ Dates I Do Not Use Reason Totals
™ Locations I~ Comments
™ External ID
History:
From To

(MM/DDAYYVY)

I Phone & Web Job Actions

™ Phone & web Statistics

™ Cancellation Calls to Substitute
I Daily Availability Changes

View Report

(MM/DD/YYYY)

™ Do Not Call Settings

™ Unavailable Dates Changes
™ Assignments

I Do Not Use Lists

Substitute Liﬁl\
ReportTite: |~

™ Daily Availability
™ Unavailable Dates

View Report

Substitute Labels

wvery 5162 (133"X4") 2-up

View Report

Substitute Stan%

itle

Date:  From

To

[10/12/2010

[10/12/2010

(MM/DDAYYYY)

View Report

{MM/DDAYYYY)
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Absence Approval (Absence Approval may
not be used in your district.)

Home Administrator v Reports =

1. To approve/deny pending absence
approval requests, click the Absence
Approvals link in the notification

Welcome Bill Sonet Today is October 1, 2010 6:29 PM

message on your home pagel or Select There are 1 pending requests for Absence Approvals l
Absence Approva| from the 1l Please make sure to update your email address in your profile to receive important messages and recover your FIN!
Administrator menu. Questions? Call 407.123.1234 or Email me: Rosanne Brown

Location Announcement for All Locations
Welcome to the New and Improved SmartFindExpress 2.0

2. The Absence Approval List displays all
of the absence approval requests in the
system that can be approved on your
approval level or below.

Absence Approval

3. To approve or deny an absence request, R S—| Ry S—
click the Select box for the absence request Locston: | 4
. Status: W Pending I approved [ Denied [T Cancelled
and then click the Approve or Deny button. feoisparae [T

Create Report

Absence Approval List

4. To view the history on a request, click the
Level link to display the Absence Approval
History log for the request. The log shows
the history of actions performed on the
request (for each level), such as when the
request was submitted, emails sent, and

One tem found.
1

TETeet | JOD ¥ ~mEmployee Name - | Start Date End Date Reason: =T Status | LoTor==

r 2aw ANKBH 09/30/2010 07:20 Al 08/30/2010 03:20 P Professional fovelopment  Pending 012

One tem found.
1

request status. A Select box appears next to Click the Level link to display
the requests that you can the history page for the
. . . . approve/deny. Click the specific absence approval
3. Toprovide any additional information on Select box and then click request. View the history,
the absence approval request, enter either the Approve or Deny approve/deny the request/
comments in the Comments box and click button. add comments.

Add.

Absence Approval History

Job Number: 24418

Action | Person | Date | status
Submited  Acostaari 10012010 Pending
EmpEmal AcostaKari 10012010  Pending

[Return T rpprove Joery

Comments:

Na items found.
Add a new comment:

GIEEI

Characters=256)

Absence Approval

Search From: = To p—

(MM/DDAYYY) MDD
Location | v‘
8. To search for existing or future absence Stels. F Pending [ Approved ™ Denied ™ Cancelled
approval requests, enter the date range for Resords PerPege:  [50 7]

!
the search, select the location from the

drop-down, and select the status
condition(s) for the search.
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9. The Absence Approval List displays Absence Approval List
summary information on the absence one e s
Select | Job# Empl N Start Dat End Date Re *ﬁ Level
requeStS. ‘ 2:27 ‘ Anmghn(,,::: e 1[I/11f2[|1[|eﬂ73EIAF.¥ 1[If11f2[|16ﬂ 03:30 PM F:?ez:mall]eve\uumn( ‘ DL'A@
One item found.
1

10. Click the Level link to review the history
on the absence approval request.

Comments may still be added to the

request.
Job Number: 24427
) Action | Person [ Date [ status
11. To create an Absence Approval Report, click Submites DavsCawl 10112010 Pending
Emp Email  Anglin Eric 10112010 Pending
Create Report_ Denied  Solutions.eSchool 101132010  Denied
Emp Email  Anglin Eric 10/13/2010  Denied

12. On the report detail page, enter the

search criteria, choose the output format comments:

and select the fields to display on the Noilemsfound

report. Click View Report to display the ilﬁm

report. Click Save Report to save the - Characters-256)

report to the My Saved Reports” folder,
(accessible from the Reports menu).
Click Save & View to display and save
the report.

f Report Detail

Absence Approval

Search Criteria Return To List

Search From: [pg 232010 | == Tromj2010
(MDD (MDA

Location: | ~|

< Status: [~ Pending i Approved [V Denied I Cancelled

Output Format: [HTML =

Display Fields - I SelectiDeselect All

[~ Job# [ Employee Name [ Date
[ Reasen [~ status ™ Level

[~ Comments

Name: Absence Approval f save Report

k Deseription: [Customized report of absence approval requests ]

view Report | Return To List

Reports l

Reportz «

1. Click Report List to display the list of -
. . Report List
available reports in the system.
My =aved Reporiz

Today's Jobs
Today's Available Substitutes
Active Substitutes: Schedule/Unavailability
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2. Click on the link of the report you want st o Customizable Reports:

Today's Jobs
to create. -_—

Today's Available Substitutes

Active Substitutes: Schedule/Unavailability
3. The report’s setup page is displayed. 4 Job Inguiry
Employee Detail

. . Employee Reason Balances
4. Select the search criteria to be used for the

Employee List
report and select the information to display Emplayee Labels
on the report from the Display Fields Substitite Time YWorked

Substitute Detail
Substitute List
Substitute Statistics

section of the setup page.

5. After entering the report parameters, click Substitute Labels
. . # Days AbsentAWorked
View Report to view the report or one of

the “Save” options: Save Report, Save &
View or Save & Schedule. Saved reports
display in the “My Saved Reports” folder.

6. To access your saved reports, click the My
Saved Reports option from the Reports -
menu. The Saved Report List is displayed.

e View Report — Displays the
contents of the report and the
export formats.

e Edit Report — Displays the report
setup page. Edit the report
parameters and rerun the report.
Make any changes to the existing
search criteria fields and to the

display field selections. Saved Report List

Sont Ovcer: [ Ascandig =]

7 Employes Hame
7 Reasan

oo oert [ o & View [ ave 3 et

o1 a singla 03

[Hew ieert [ enen oo

e Schedule Report —Displays the

=17 Today's Jobs
Schedule Report page. Reports can
be scheduled to run immediately ‘[0 Today's Jobs  View Report  Edit Report  Schedule Report
one time, or on a recurring basis. =& Employee List

‘[0 Employee List ~ View Report  Edit Report
7. To.gen.erate an on-demand report, click the Delete Selected
quick link for the report from the Reports

menu.

e Today’s Jobs - displays all job

information for the administrator’s Bl L
location(s) for a single day. Report List
e Today’s Available Substitutes - displays My Saved Reportz
availability information on all Today's Jobs
substitutes for the current day. Today's Available Substitutes
e  Active Substitutes - displays schedule Active Substitutes: Schedule/Unavailability

and unavailability dates/times for all
active substitutes who can accept jobs
for the administrator’s location(s).
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8. The report is automatically generated for
your location.
Report data can be exported as a
9. To export the report data, click on an PDF, Excel, Word, or CSV file.
export icon at the top of the report page.

10. To apply different filters to the report,
and re-run the report, click the Expand
Filters link to display the search criteria

fields for the report.
w Collapse Filters
11. Enter the new search criteria and click oseiggzo |
Run Report. The system displays a new st Time: 1200 AM | EnaTime
version of the repor.
LocationiGroup: [All Locations N
C\assiﬂ:aliuntcmun.‘ v|
Sort By [ Substitute Name _¥. SortOrder [ Ascending ¥

Run Report
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