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Chapter 1 Introduction 
 
Welcome to SmartFindExpress! 
 
The Administrator’s module of the SmartFindExpress system allows you to quickly and easily 
access job, employee, substitute, and administrator features depending on your individual profile 
setup. You can interact with SmartFindExpress over the Internet or over the telephone. 
 
As an administrator, you can enter absences for employees, create vacancies, and review job 
information for your authorized location(s). You may also be given access to manage priority lists, 
record announcements, and view and update employee and substitute profiles. 
 
Your profile includes the location(s) that you are authorized to view and/or update.  
You can report your own absence if an employee profile is set up for you in the 
SmartFindExpress database.  

System Overview 
 
SmartFindExpress is a technology solution that integrates database records with telephone 
Interactive Voice Response (IVR) and Internet browser-based technology. It automates the 
absence entry process and the substitute search and job assignment. Telephone IVR and 
computer browser software (such as Internet Explorer or Netscape), both communicate with 
SmartFindExpress to update database information. SmartFindExpress automates the process of:  
 

• Reporting employee absences 
• Selecting the most qualified substitute available 
• Notifying and assigning substitutes to assignments 
• Reporting on detail and statistical trends and unemployment information 
• Providing reports to administrators on absence status and absence assignments 
• Recording assignment information and tracking the status through completion for record 

keeping and management reports. 
 
SmartFindExpress can be accessed 24 hours a day, 7 days a week by administrators, 
employees, and substitutes. 
 
In SmartFindExpress, employees and administrators create absences. Administrators can create 
vacancies. Vacancies and absences are referred to as jobs. Absences are jobs for which an 
employee is absent. A vacancy does not have an absent employee, but a substitute is required at 
that location. 
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About this Guide 
 
This guide contains the following chapters: 
 
Chapter 1, Introduction, provides an overview of the SmartFindExpress system and describes the 
organization of this guide and the conventions used. 
 
Chapter 2, Getting Started, provides information on accessing the system and on 
SmartFindExpress system features, such as the home page and system menus. 
 
Chapter 3, Performing Administrator Functions contains all of the procedures for performing 
administrative tasks. The procedures for creating an absence, creating a vacancy, and 
performing inquiries on jobs, employees, and substitutes are detailed in this chapter. Also 
provided are procedures for obtaining and using statistical information on absences and jobs. 
 
In addition to this guide, you may receive a Quick Reference card during implementation of your 
system. 

Conventions Used in this Guide 
 
To help you effectively use your documentation, this guide follows the conventions described in 
the following topics. 
 
Guide Identification 
 
The top of every page displays a header that contains the title of the guide and the current 
chapter name and section name. 
 
The bottom of every page displays the publication month and year of the document. 
 
Information Alerts 
 
This guide uses “Notes” with the following format: 
 

Note: This is a sample of a note. Notes provide information that will help you with the 
current task. 

 
Typographical formats 
 
The following text format identifies special information: 
 
Italics Words in italics indicate action buttons such as Save, Continue, Return to 

List, NEXT, and PREV.  
 

Bold The name of commands and options are shown in bold. References to links 
also appear in bold, for example, “and click the Start Date link.” 
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Chapter 2 Getting Started 
 
This chapter provides information on system requirements and system features. 

System Requirements 
 
The minimum Internet Web Browser versions supported are:  
 

 Microsoft Internet Explorer version 5.5 or later 
 Netscape Communicator version 6.2 or later 
 Mozilla/Firefox 1.0 or later 
 Safari 1.0 or later 

Signing In 
 
Open your Internet browser and access the SmartFindExpress site. Your site can be found at: 
www.                    . The SmartFindExpress Welcome screen displays the welcome message and 
any “all users” announcements. Two identifiers are required to log on to the system: Access ID 
and Personal Identification Number (PIN). Only numeric information is allowed in these fields (no 
dashes). Once both fields are entered, the Submit button must be pressed to access the system. 
 

 

Privacy and Terms of Use Statements (ASP Service Customers only) 
 
If your district uses SmartFindExpress as a service from eSchool Solutions, the system will 
require all existing and new users to view and acknowledge acceptance of the legal “Terms of 
Use” policy. This action is only required the first time a user accesses the system, or if any 
revisions are made to the policy. The ‘Terms of Use” policy may be viewed from any page in the 
system. 
 
The Privacy policy explains the data collection and use practices of eSchool Solutions. It can be 
viewed from any page in the system. Users will be alerted if any revisions are made to this policy. 
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Language Selection 
 
SmartFindExpress Web and IVR functions are offered in three languages: English, Spanish and 
French (Canadian). If multiple languages are present, the language choice is offered on the Sign 
In page. Selecting the language choice on the Sign In page will immediately refresh the page and 
all screens are displayed in that selected language after you successfully log into the system. 
Selecting the language must be performed before clicking the Submit button on the Sign 
In page. 
 

Behavior of drop-down lists once the language choice is made: 
• Those that come with the system, such as search criteria and list types will 

display in the language selected at log in. 
• Those that are defined by the district, such as classifications and locations, will 

display in the language in which they were entered and saved in (these will not 
be translated by the system to display in a different language). 

PIN Reminder 
 
A “Forgot your PIN?” link is located on the Sign In page to support users who want to log into 
SmartFindExpress, but have forgotten their PIN. When this link is selected, the system displays 
the PIN Reminder Request page.  
 
 Note: You must be registered with the system to use this option. 
 

 
 
The user’s Access ID and the security code being displayed must be entered on this page. The 
Back button is used to exit from this page.  
 
If the submitted information is valid, the system sends the user an email containing their PIN. This 
information will enable the user to successfully log into SmartFindExpress. The email is sent to 
the email address in the user’s profile. 
 
If the submitted information is invalid, the system will return an error message and allow new 
information to be entered. 

Signing Out 
 
At any time during the session, the Sign Out command can be selected to end the session and 
disconnect. Selecting the browser's Back button or going to another site on the Internet does not 
disconnect the session. To ensure security and privacy of information, sign out and disconnect, or 
close the browser when finished with your session. 
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Note: Do not use the browser’s Back button to navigate to a previous screen. There are 
buttons provided within the program to return you to previously viewed information. For example, 
the Return to List button, or use the tabs at the top of a screen. 

Home Page 
 
After a successful login, the home page is displayed. It displays your name, general 
administrator, substitute and employee announcements, and location announcements specific to 
your authorized location. 
 

 

Announcements 
 
The Sign-In screen displays the welcome message and any general announcements. Only 
operators can set up the announcements for administrators, substitutes, and employees that 
display on the home page. Administrators can create location announcements if they are 
authorized to perform this function. 

Menus 
 
Links indicate the menu choices. Your menu is displayed based on your profile setup. After 
selecting a menu item, the corresponding page displays. 

Navigation Tools  
 
SmartFindExpress uses links to display user screens and various action buttons to perform 
specific functions or to navigate to other screens. Links are indicated by underlined text. All menu 
items are underlined. When you click on a menu item, the corresponding page is displayed. 
Navigation tools in SmartFindExpress consist of buttons and icons. The following table describes 
the common navigation tools. 

8 eSchool Solutions Proprietary Documentation. Company Confidential/Do Not Distribute – Do 
Not Post on Unsecured Web Sites (such as your district web site). 

 
March 2008 



SmartFindExpress Guide for Administrators  Getting Started 
Release 1.3   System Requirements 

 
Button/Icon 

 
Function 

 

 
 

After clicking in a deletion box(s), clicking Delete removes the record(s) from 
the database. 
 

 

 
 

Displays a new screen for entering data for that specific option. 
 

 

 
 

Returns you to the primary listing for that feature. 
 

 

 
 

Updates the database after data entry. 
 

 

 
 

Searches the database based on the criteria entered on the screen. 
 

 

 
 

Date icon. Clicking this button displays a calendar. Select a date or use the 
arrows on the calendar to scroll to the next or previous month or year. 
Selecting a day closes the calendar and places the date in the Date field. 
 

 
Note: Fields on the screen that are marked with an asterisk (*) denote required information. 

Displaying Locations 
 
The display of the Location field throughout the system is based on the parameter, “Search 
Locations by Name Lookup.” Either a location pull-down menu or the Location Search button will 
be visible on screens. 
 
Location pull-down menu 
 
The location pull-down menu lists all of your authorized locations. You can select a location or 
enter the location’s code. 
 

 
 
Location Search button 
 
Some screens may contain a location search button. On these screens, you can enter the 
location code, if known, or click the Location Search button to search for a location by name. 
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When you click the Location Search button, the Location Search Lookup screen is displayed. 
Enter the location name or partial name and then click Search. The results of your location search 
are displayed. Click on the Code link to review information on the location. 
 

 

Creating Reports 
 
You can create formatted reports if you have the Adobe Acrobat Reader installed on your 
computer. Reports are previewed in Adobe Acrobat Reader. SmartFindExpress screens that 
allow the creation of a report will have a  button. 
 
The Adobe Acrobat reader toolbar includes the following options. Positioning the mouse over an 
icon without movement, displays the tool tips or help information. 
 

 

 
 

Saves the report in Adobe format. 

 

 
 

Prints the report. All pages or selected pages. 

 

 
 

 
 

Scrolls through the report. 

 

 
 

Fits report in window. 

 

 
 

Finds information in the report. 

 
Exiting the Adobe Acrobat Reader 
 
The Adobe Acrobat reader may open a second window to display the report. This is dependent 
on which browser you are using. If you have a separate window that is displaying the report, 
close the window. If the report is displaying within the browser window, select the browser’s Back 
button. 
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Chapter 3 Performing Administrator Functions 
 
The Administrator menu includes the following features. 
 

Feature Description 
 

Profile View current address and status information and 
enter or change the email address on your profile. 

Announcements 
 

Create and access announcements for your 
authorized location. 
 

Create Absence 
 

Enter an absence for an employee. Employees 
should be encouraged to enter their own absences, 
but there may be times when an employee is unable 
to do so. 
 

Create Vacancy 
 

Report vacancies by entering vacancy information, 
confirming the vacancy, and obtaining the job 
number. 
 

Daily Job Count 
 

Obtain the number of jobs per day for a selected 
reason and location. 
 

Job Inquiry/Reports 
 

Search for job detail information, print various job 
reports, and export job information. 
 

Location Balances 
 

View the allocation and remaining balances for 
location restrictions. Substitute allocation units and 
in-house filling restrictions limit substitutes that can 
be used for a given period at your location. 
 

Priority Lists 
 

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

Profile Inquiry/Reports 
 

Search, review, modify, print, and export information 
on groups of employees, substitutes, and 
administrators. Create reports based on your 
inquires. Only operators have access to 
administrator profiles. 
 

Profile New 
 

Set up with profiles with any or all of these roles: 
administrator, employee, and substitute.  It is 
recommended that a profile be created for every 
person that will access the system. Only operators 
have access to administrator profiles. 
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Profile 
 
This option displays your current status and address and allows you to add or change your email 
address. 

Profile 
 
The Profile tab displays the status information and address information current for you in the 
system. 
 

 

Email 
 
The Email tab allows you to add or change the email address on your profile. 
 

 

Email Notices from SmartFindExpress 
 
The system can automatically send Job Creation and Job Cancellation emails (if your district has 
chosen to use this feature). For more information, contact your System Operator. 
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Announcements 
 
Overview 
 
Operators and Administrators can access announcements for their authorized locations if their 
profile allows access to this menu item. Only operators can view and modify announcements for 
administrators, employees, substitutes, the welcome screen, and “all users” messages.  
 
If there is a language choice, announcements are applicable only to the language you have 
selected. Administrators can view and modify announcements for their authorized locations. 
 
The Sign-In screen displays a welcome message and “All Users” announcements. Separate 
announcements are available for administrators, employees, and substitutes and display by 
clicking the Home tab for each type of personnel accessing the system. The home tab is the 
default screen that personnel view when successfully logging into the system. 
 
When announcements are modified, the operator should review those changes by exiting the 
system and then signing in again. Clicking the Home link displays all announcements for 
administrators, employees, and substitutes. 
 
The administrator or operator, in addition to creating the announcement on the Web, must voice 
telephone announcements. Announcements are played on the telephone when the system calls 
substitutes and when personnel call the system. The telephone plays announcements as follows: 
 
On substitute call-out: 
 

 After the PIN is entered, the “all users” message and the substitute message are played. 
 Location and location group announcements are played for the job’s location. 

 
When personnel call in: 
 

 After the PIN is entered, the “all users” message is played. 
 If an active administrator, the administrator message will play. Any location or location 

group announcements are played. 
 If an active employee, the employee message will play. Any location or location group 

announcements are played. 
 If an active substitute, the substitute message will play. When reviewing or searching for 

available jobs, announcements for the job’s location are played. 

Using the Announcements Screen 
 
This screen allows you to view, add, modify, or delete announcements. The list of 
announcements is displayed when you access the screen. Another way to display all 
announcements is to leave the fields on the screen blank and click Search. To display a specific 
type of announcement, choose the search criteria and click Search. 
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Adding Announcements 
 
On the Announcements screen, click New. The New Announcement screen is displayed. 
Complete the announcement settings and click Save to add the announcement. 
 

 
 

Field Name Description 
 

Type The pull-down menu lists the types of announcements that you can create. The types 
are: Welcome, All Users, Substitute, Employee, Administrator, and Location. 
 
Note:  Administrators will only be able to select Location announcements. 
Operators can select any announcement. 
 

Location When "Location" is selected as the “Type,” the location field displays on the screen. 
The location pull-down menu lists all the locations and location groups for which the 
announcement message is authorized. 
 

Language The pull-down menu lists the languages that are enabled for your system. The default 
language is the language set up at login. The options are English, French, and 
Spanish. 
 

Announcement Type in the message you want to display. 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. Some examples are: 
<i> start italics  </i> end italics 
<b> start bold  </b> end bold 
<u> start underline </u> end underline 
<a href="http://www.eschoolsolutions.com" target="_new">eSchool Solutions</a>  (To 
enter a hyperlink that will launch in a new window) 
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Modifying or Deleting Announcements 
 
You can modify and delete announcements. 
 
To Modify announcements: 
 
On the Announcements screen, click the Type link in the list for the announcement you want to 
modify. The Modify Announcement screen is displayed. Update the desired fields and click Save. 
 

 
 
To Delete announcements: 
 
On the Announcements screen, click the deletion box next to the announcement(s) you want to 
remove and then click Delete. 
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Create Absences 
 
Overview 
 
There are two options to creating a job: creating an absence and creating a vacancy. An absence 
is a job where an employee is away from their work location. A vacancy is a job for which no 
employee is absent, but a substitute is needed.  
 
Parameter settings determine if an absence can be entered when a substitute is not required. 
This allows the system to be used for both tracking of employee benefits (sick days, vacation 
days, salary, etc.) and finding and paying substitutes. Parameter settings also determine if 
administrators can report vacancies. 
 
Job information includes the absence information associated with the employee, or vacancy 
information and the assignment information associated with the substitute. Employees are the 
only system users who can be absent. Substitutes are the only system users who can be 
assigned to an absence or vacancy. A substitute is assigned for the duration of the job.  
 
Job Numbers 
 
A job number is generated upon entry of the absence or vacancy. This same job number is 
provided to the substitute upon acceptance of the job. The job number serves as confirmation for 
successful entry and acceptance of a job. The job number is not heard on the telephone or 
displayed on the Web until all required information is entered. 
 
When creating a job, the job number notifies the creator of the successful entry of the job. 
This same job number plays to callers reviewing job information for that absence or vacancy. 
 
During substitute and employee training, the importance of obtaining a job number should be 
emphasized. If the job number is not obtained, the absence has not been recorded, or the 
substitute has not been assigned to the job. 
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Job Statuses 
 
As jobs are processed, a status is displayed that indicates the current condition of that job. A job's 
status determines what job information can be modified and what actions can be performed on 
that job. The following table provides a description of status and subsidiary status conditions that 
can apply to a job. 
 

Status Description 
 

Open 
 

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

Active 
 

Active jobs are jobs that occur today, or in the future and have a substitute assigned. 
No substitute required jobs are considered active because no further action must be 
taken by the system.  
 
A job can change from active to open status if a substitute’s assignment to the job is 
cancelled and another substitute is not immediately assigned to that job. 
 

Finished 
 

Finished jobs are jobs that occurred in the past. A job becomes finished when the end 
time of the job is reached or if the parameter, “Delayed time to Finished Jobs” has a 
time and that time has been reached. 
 
Finished jobs display as one segment or record for each workday included in the 
absence, while Open and Active jobs display one record for the absence period. Each 
segment will have the same start and end date. For example, an absence three days in 
length will display in three finished records once completed.  
 
Note: Different segments of the same job may have different assigned substitutes, 
different reasons, and/or different budget codes. Some segments of a given job may be 
assigned to substitutes, while others are not. This situation will only occur if changes 
have been made to finished jobs. 
 
Finished jobs are saved in the database until the number of days indicated on the 
Parameters - Configuration tab. (Generally, a year or more.) 
 

Cancelled 
 

Cancelled jobs are jobs that no longer need to be on the system. Cancelled jobs can be 
past, present, or future jobs.  
 
One reason to cancel the job is if an absence does not need to be reported, such as a 
cancelled or postponed workshop or conference the employee was scheduled to be 
absent from work to attend. Employees, administrators, and operators can cancel jobs. 
 
Note: Cancelled jobs are different from cancelled assignments. A cancelled 
assignment is a record of a substitute who accepted or was assigned to a job, but 
cancelled and is no longer working the job. Substitutes cannot cancel jobs. 
 
Cancelled jobs are saved in the database until the number of days indicated on the 
Parameters - Configuration tab. 
 

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

Stopped Operators or administrators can stop open jobs for callout. Once they are stopped, 
there will be no further calls to substitutes and substitutes cannot call or log in and 
accept the job. 
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Subsidiary 
Status 
 

Description 
 

Open A substitute is not assigned to the job. It is awaiting callout. 
 

Not Filled The system has reached the end of the search rule for the classification 
of the job and no substitute is assigned; no further calls will be made for 
this job until callout begins or the administrator reopens the job. 
 

Web Substitute 
Search 

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

IVR Substitute 
Search 

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

NSR – Filled In-
House 

The system could not assign a substitute to this job because of the “In-
House Filling Capacity” for the absent employee’s location. The job 
will be filled using in-house personnel instead of a substitute.  
 

NSR – Exceeded 
Sub Allocation 

The system could not assign a substitute to this job because the 
Substitute Allocation Units for the absent employee’s location have 
been exhausted during the period of the absence. 
 

NSR –Minimum 
Job Days 

The system could not assign a substitute to this absence due to the 
“Minimum Job Days” setting for the absent employee’s classification; 
the length of the job was not long enough to justify having a substitute 
for this position.  
 

NSR –User 
Request 

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

NSR –No Sub 
Allowed 

The system could not assign a substitute to this job because of the “No 
Sub Allowed” setting for the absent employee’s classification. 
 

NSR – No Sub 
Required Day 

The system could not assign a substitute to this job because the days 
were setup in the calendar as “no substitute required days.” 
 

Admin Assigned The administrator has assigned the job to a substitute from the job 
modification screen. 
 

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

IVR – 
Answering 
Machine 

The system has left the job assignment on a substitute’s answering 
machine. 

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

Auto Assign The job was filled from the automatic assignment list for the location 
and classification of the job. 
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Specifying a Substitute 
 
When a substitute is required, options on the Parameters – Jobs tab and Parameters – 
Administrator tab determine how and when a substitute can be specified. The following table lists 
the parameters that impact this process. 
 

Option Description 
 

Check Daily Availability If this parameter is enabled on the Parameters – Jobs tab and a 
substitute is required, the profile of the requested substitute is 
checked by the system to see if that substitute is available for the 
job. The system checks the substitute’s profile and prevents the 
substitute from being requested if unavailable. If the substitute is 
unavailable, the system indicates that the substitute cannot be 
requested because the substitute is unavailable during the time of 
the job. 
 

Check the Do Not Use 
List 

If this parameter is enabled on the Parameters – Jobs tab and a 
substitute is required, the Do Not Use list is checked when a 
substitute is specified. This applies to job creation by an employee, 
administrator, or operator. The system checks the Do Not Use list 
and prevents the caller from requesting a substitute that is on a 
location’s Do Not Use list.  
 

Check if Registered If this parameter is enabled on the Parameters – Jobs tab and a 
substitute is required, a substitute can be specified only if 
registered in the system. If the substitute is not registered, they 
cannot be specified. 
 

Ask to specify the last 
substitute assigned 
(within the past 2 days) 
 

If this parameter is enabled on the Parameters – Jobs tab and a 
substitute is required, when the Create Absence button is pressed, 
and the substitute that was assigned to that employee in the last 2 
days is available, you will be asked if you prefer this substitute to 
be the specified substitute. When you click Yes, this substitute is 
selected and overrides any other substitute that may have been 
specified. 
 

Auto specify the last 
substitute assigned 
(within the past 2 days) 
 

If this parameter is enabled on the Parameters – Jobs tab and a 
substitute is required, when the Create Absence button is pressed, 
and the last substitute assigned to that employee within the last 
two workdays is available, that substitute is automatically specified. 
 

Allow only if job 
classification is in profile 
 

It you are an administrator and this option is enabled on the 
Parameters – Jobs tab, only substitutes who have this 
classification in their profile are displayed on the list. 
 

Allow only if job location 
is in profile 
 

It you are an administrator and this option is enabled on the 
Parameters – Jobs tab, only substitutes who have this location in 
their profile are displayed on the list. 
 

Allow specifying a 
substitute by name 
 

If you are an administrator, and this option is enabled on the 
Parameters – Administrator tab, the Name Lookup button will be 
visible for you to search for substitutes by name. Search results 
display substitute name, access ID, call back number, registration 
and certification status, and indicates if the substitute is willing to 
work at this location for this classification. 
 

 

19 eSchool Solutions Proprietary Documentation. Company Confidential/Do Not Distribute – Do 
Not Post on Unsecured Web Sites (such as your district web site). 

 
March 2008 



SmartFindExpress Guide for Administrators  Performing Administrator Functions 
Release 1.3  Create Absences 

 
When a substitute is specified, the system always performs the following checks: 
 
• Is substitute? 
• Is active? 
• Is not expired? 
• Is not already assigned? 
• Is available for new jobs? 
• Substitute work units are not exceeded? 

The Job Override Function 
 
There are conditions when an absence cannot be created as entered. When this occurs, the 
administrator or operator can use the job override function to create the absence as entered. 
 
The job override function is always available for operators. It is only available for an administrator 
if the Allow Job Overrides option is checked on their profile. If, in creating the absence, the 
system determines that a job override is required to create the absence, a message displays 
under the screen title informing you that the absence could not be created and the reason why it 
could not be created. You have the option of clicking the Override or “Yes” button to create the 
absence, or making corrections to the absence information. The following table describes the 
reasons why an override may be required to create an absence. 
 
Reason for Override Description 

 
The job will be created 
as No Substitute 
Required 

 In-house filling capacity (IFC) is not met. 
 Minimum job days (MJD) are not met. 
 Substitute allocation units (SAU) are exceeded. 

 
The job will be created 
as Auto Assigned 
 

 An automatic substitute is available. 

The Specified Substitute 
cannot be assigned 
 
 

 The substitute does not have the location in their profile. 
 The substitute does not have the classification in their profile. 
 The substitute is not registered. 
 The substitute is temporarily unavailable. 
 The substitute is not available for new jobs. 
 The substitute does not have daily availability for the job. 

 
Note: Validations are performed for the specified substitute based 
on setting on the Parameters – Job tab. 
 

The job will not be 
created due to Max 
Absences 
 

The reason has exceeded the location’s limit on the number of 
absences that can be reported on any day. 
 

The job will not be 
created due to Reason 
Balances 

The reason balance for this employee and absence reason is at 
zero. 
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Using the Create Absence Screens 
 
Employees should be encouraged to enter their own absences. However, there may be times 
when an employee is unable to do so. The administrator for the employee’s location may enter 
the absence on their behalf. The system operator may also enter the absence. 
 
There are three major steps to creating a job: 
 

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

Selecting the Employee 
 
Select the employee to be absent by clicking the Create Absence link. The Employee Search 
screen is displayed. Enter the employee’s Access ID or click Name Lookup to search for the 
employee by name. 
 

 
 
If you enter the employee’s Access ID and click Continue, the Create Absence screen is 
displayed. 
 
If you click Name Lookup to search for an employee by name, the Employee Name Lookup 
screen displays. The easiest search method is to enter the first few letters of the employee’s last 
name. Names in the database must contain the characters entered and do not have to start with 
the characters entered. 
 

 
 

After entering the name, click Search. The name lookup results are displayed. Click on the Name 
link of the absent employee.  
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Entering Absence Information 
 
Complete the absence information and then click Continue. If all information is entered correctly, 
the Create Absence Confirmation screen is displayed. If any errors are encountered, a system 
message displays and you are prompted to make corrections. 
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Field Name Description 

 
Employee The absent employee’s name and Access ID. 

 
Location Location is a pull-down menu. The employee’s primary location is displayed. 

 
Note: If the employee has multiple locations or classifications on their profile, 
and the absence is being reported for a different location or classification 
other than the primary location or classification, use the appropriate pull-down 
menu to change the location and/or classification of the job. Only the 
locations on the selected employee’s profile will appear in the Location pull-
down menu. Only the classifications on the selected employee’s profile for 
the selected location will appear in the “Classification” drop down menu. 
 
Note:  If ‘Use Itinerant Schedule’ is enabled on the employee profile, all 
locations and classifications will be visible on the pull-down menu. The work 
schedule and times are obtained from the primary location/classification of 
the employee profile. 
 

Classification Classification is a pull-down menu. The employee’s primary classification is 
displayed.  
 
Note: If the employee has multiple locations or classifications on their profile, 
and the absence is being reported for a different location or classification 
other than the primary location or classification, use the appropriate pull-down 
menu to change the location and/or classification of the job. Only the 
locations on the selected employee’s profile will appear in the Location pull-
down menu. Only the classifications on the selected employee’s profile for 
the selected location will appear in the “Classification” drop down menu. 
 

Reason The pull-down menu displays absence/vacancy reasons sorted by name or 
code. A parameter controls the display of the reason order. Select a reason 
to assign to this absence. 
 
Note: If “Use Reason Menus” is checked on the Parameters - General tab, 
the pull-down menu displays the list of reasons from the Reason menu. 
Operators can choose from all reasons listed; Administrators can choose 
from administrator and employee reasons, and Employees can choose from 
employee reasons only. 
 

Budget Code This field displays if the reason for the absence requires a budget code, or if 
the parameter, ‘Administrators can always enter a budget code’ is enabled on 
the Parameters - General tab. If the reason has been set up to “collect” a 
budget code, you must enter a budget code to create the job. 
 
If the parameter, ‘Administrators can always enter a budget code’ is enabled 
on the Parameters - General tab, and a budget code is entered, it will 
override the default budget code that would have been assigned.  
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Field Name Description 

 
Is a Substitute 
required? 
Yes/No 

The default is Yes.  
 
To create the job without entering any substitute information so that the 
system finds a substitute for the job, click Yes, and then click the Continue 
button at the bottom of the screen. Otherwise, click Yes, and proceed with the 
process of creating the absence. 
 
If a substitute is not required to fill the absence, click No. The system creates 
the job and assigns the job number. No calls will be made by the system for 
this job.  
 
For example, a substitute may not be needed, on teacher professional 
development days, or when arrangements have been made to fill the job in-
house. 
 
The choice of indicating if a substitute is required is only offered to 
classifications that have been set up to use a search rule that indicates a 
substitute could be needed.  
 

Dates The default for entry of an absence is today’s date. To edit the dates, click the 
Calendar icon to display the calendar, or enter dates in the specified format. 
 
Note: You cannot create an absence for workdays that are not in the 
employee schedule. 
 

Absence Times The default is the start and end time of the selected employee. These times 
are taken from the Schedule tab of the selected employee’s profile. Either the 
employee schedule used the location’s default times, or specific times were 
entered for the employee. 
 
To modify absence times for a multiple-day absence, click Modify Schedule. 
The Create Absence - Modify Times screen displays. Using this screen is 
covered in the next section. 
 
Note: Absence and substitute times should always be entered with the same 
times. If the absence times are changed, you must also change the substitute 
times 
 

Substitute Times The default is the same times of the absence.  
 
To edit the times, all four digits of the time must be entered in hh:mm am or 
pm format. 
 
To modify substitute times for a multiple-day absence, click Modify Schedule. 
The Create Absence - Modify Times screen displays. Using this screen is 
covered on the following page. 
 
Note: Absence and substitute times should always be entered with the same 
times. If the absence times are changed, you must also change the substitute 
times 
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Field Name Description 

 
Unpaid Break The amount of unpaid break time in minutes (i.e., lunch) for this 

Classification. Unpaid Break minutes (such as unpaid lunch breaks) can be 
optionally configured for Classifications. When configured, the system 
automatically deducts the unpaid break from the job duration time and time 
worked. 
 
If the “Allow separate absences and substitute times” system-level parameter 
is enabled on the Parameters, Jobs page, editable Unpaid Break fields, one 
for the employee classification and one for the substitute times are displayed. 
 
Note: This feature applies to specific Classifications, not Classification 
Groups. 
 
Note: When modifying a job, administrators with “Job Modify” access on their 
profile will have the ability to modify the Unpaid Break value. 
 

Reporting Multiple 
Days? 

If absence days are non-consecutive or if each day of the multiple-day job 
has different start and end times, click Modify Schedule to set the times for 
the absence. The Create Absence - Modify Times screen displays. 
 

Specify a Substitute? If allowed by parameter settings, you can specify a substitute for the job. After 
specifying, indicate if the substitute should be called.  
 
To specify a substitute, enter the substitute ID. If the ID is unknown, click 
Name Lookup to display the Substitute Name Lookup screen. Enter the 
search criteria and click Search. The substitute search results are displayed. 
 
If the substitute is unavailable for any reason, a system message displays the 
reason why the selection of that substitute is being prevented. 
 
If ‘Allow Specifying a Substitute only if location is in their profile’ is enabled on 
the Parameters – Jobs tab, only substitutes who have this location in their 
profile are displayed.  
 
If ‘Allow Specifying a Substitute only if classification is in their profile’ is 
enabled on the Parameters – Jobs tab, only substitutes who have this 
classification in their profile are displayed.  
 

Has the substitute 
accepted this job? 

Click “Yes” to indicate that 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. 
 

Substitute Instructions Instructions can be entered during job creation. The message is not limited by 
length and the field will scroll as information is entered. These instructions will 
be voiced to a substitute over the telephone.  
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Field Name Description 

 
File Attachments Files can be attached to jobs. The attachment can be any file needed by the 

substitute or administrator, such as lesson plans, slides, or spreadsheets. 
Enter the name of the file or click the Browse button to select a file. 
 
Files cannot exceed the maximum per file size limit. Files are uploaded in 
real-time and attached to the job. Files can be deleted by clicking the “trash” 
icon next to the file name. 
 
Note: On Job Creation, up to three attachments can be added to the job 
record; on Job Modify there is no limit to the number of file attachments that 
can be added, however, they must be added one at a time. 
 

Administrator 
Comments 

Comments can be entered during job creation. The message is not limited by 
length and will scroll as information is entered. Comments are available for 
viewing whenever the job detail information is displayed. Employees and 
substitutes cannot view administrator comments. 
 

Modifying Schedules 
 
This screen allows you to modify absence days and times. Check the box next to the day(s) to be 
modified. Make your updates and then click Continue to return to the Create Absence screen. 
 

 
 

You can uncheck days that do not apply to absence dates. For example, if the absence days are 
for a four-week period and you normally work Monday thru Friday, but the absence is only for 
every Monday during that period, you would uncheck Tuesday thru Friday on this screen. This 
screen is also used when every day of a multiple-day absence has different times. This screen 
cannot be used to change the start or end date of the absence. The Unpaid Break fields are 
editable. 
 
Substitute times cannot be set to zeros. If a substitute is not required for one day of the multiple 
day absence, the day must be unchecked for both the employee and substitute. A separate 
absence may need to be created for the day that does not require a substitute. 

Confirming the Absence 
 
The Create Absence Confirmation screen allows you to verify that the information is correct 
before the job is created. Click the Create Absence button to create the job and receive a job 
number or click the Cancel button to return to the Create Absence screen without creating the 
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absence. If you selected the Create Absence button, it will immediately become greyed out and 
disabled to prevent another ‘create’ request from being generated. The button stays disabled until 
the system processes the request. 
 

 
 
The system could automatically change your absence request due to restrictions that have been 
set up. You may notice a job being created as No Substitute Required (NSR). If so, the reason is 
displayed on the screen. A job could also be created as Automatically Assigned. A substitute can 
be automatically assigned if substitutes are available for automatic assignment. 
 
Typically, the absence is created when this situation occurs. 
 
After clicking Create Absence, the Create Absence Verification screen displays. A job number 
has been created for this absence. The receipt of a job number is critical to successfully entering 
an absence in the database. 
 

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

 
New Absence Employee Search screen. 
Same Employee Create Absence screen pre-filled with the employee’s information. 
Same Date/Reason Employee Search screen. When the Create Absence screen displays, it will 

be pre-filled with the previous absence date and reason. 
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Create Vacancy 
 
Overview 
 
A vacancy is created when no employee exists to be absent and a substitute is needed. Settings 
on the Parameters - Administrator tab determine if administrators can report vacancies. There are 
two major steps to creating a job by entering a vacancy: 

 
• Entering vacancy information 
• Confirming the vacancy and obtaining the job number. 

Entering Vacancy Information  
 
Complete the vacancy information requested on this screen, and then click Continue. If all 
information is entered correctly, the Create Vacancy Confirmation screen will display. If any errors 
are encountered, the system will display an error message. Make any corrections and click 
Continue again. 
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Field Name Description 

 
Calendar Calendar is a pull-down menu of all the calendars that can apply to this 

vacancy. The “All Locations” calendar is the default. The calendar dictates 
the workdays, holidays, and “No Substitute Required” days that will apply to 
this vacancy. 
 

Location Location is a pull-down menu of all the locations for which this vacancy can 
apply. The locations that you are authorized to view will appear in the list. 
 
The start time and end time of the vacancy update immediately to correspond 
to the default start and end times of the location selected. 
 

Classification Classification is a pull-down menu of all the classifications for which this 
vacancy can apply. 
 
Note: For positions where the substitute may be used for a variety of types of 
coverage, a classification such as “Roving” may have been created. This 
classification would be selected when entering vacancies as an indication 
that the substitute will not be assigned to a particular role. Special instructions 
are useful to the substitute when the classification is unclear as to the day’s 
responsibilities.  
 

Reason The pull-down menu displays absence/vacancy reasons sorted by name or 
code. A parameter controls the display of the reason order. Select a reason 
to assign to this vacancy. 
 
Note: If “Use Reason Menus” is checked on the Parameters - General tab, 
the pull-down menu displays the list of reasons from the Reason menu. 
Operators can choose from all reasons listed; administrators can choose from 
administrator and employee reasons. 
 

Budget Code This field only displays if the reason for the vacancy requires a budget code, 
or if the parameter, ‘Administrators can always enter a budget code’ is 
enabled on the Parameters - General tab. If the reason has been set up to 
“collect” a budget code, you must enter a budget code to create the job. 
 
If the parameter, ‘Administrators can always enter a budget code’ is enabled 
on the Parameters - General tab, and a budget code is entered, it will 
override the default budget code that would have been assigned.  
 

Dates 
Start/End 

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

Substitute Times 
Start/End 

The default times are the same times as the location. To edit the times, all 
four digits of the time must be entered in hh:mm am or pm format. 
 
To modify times for the vacancy, enter the times the substitute is to report for 
the assignment. If the times vary for a multiple-day assignment, click Modify 
Schedule. The Create Vacancy - Modify Times screen displays. Using this 
screen is covered on the following page. 
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Field Name Description 

 
Unpaid Break The amount of unpaid break time in minutes (i.e., lunch) for this 

Classification. Unpaid Break minutes (such as unpaid lunch breaks) can be 
optionally configured for Classifications. When configured, the system 
automatically deducts the unpaid break from the job duration time and time 
worked. 
 
Note: This feature applies to specific Classifications, not Classification 
Groups. 
 
Note: When modifying a job, administrators with “Job Modify” access on their 
profile will have the ability to modify the Unpaid Break value. 
 

Reporting Multiple 
Days? 

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

Specify a Substitute? If allowed by parameter settings, you can specify a substitute for the job. After 
specifying, indicate if the substitute should be called.  
 
To specify a substitute, enter the substitute’s ID. If the ID is unknown, click 
Name Lookup to display the Substitute Name Lookup screen. Enter the 
search criteria and click Search. The substitute search results are displayed. 
 
If the substitute is unavailable for any reason, a system message displays the 
reason why the selection of that substitute is being prevented. 
 
Refer to the topic, “Specifying a Substitute” in the previous chapter for more 
information on the parameters that impact this step. 
 
If ‘Allow Specifying a Substitute only if location is in their profile’ is enabled on 
the Parameters – Jobs tab, only substitutes who have this location in their 
profile are displayed.  
 
If ‘Allow Specifying a Substitute only if classification is in their profile’ is 
enabled on the Parameters – Jobs tab, only substitutes who have this 
classification in their profile are displayed.  
 

Has the substitute 
accepted this job? 

Click “Yes” to indicate that the substitute is known and has verbally accepted 
the job from the person reporting the vacancy. The substitute is then 
responsible for accessing the system, verifying that the vacancy was 
assigned to them, and obtaining the job number.  
 
Click “No” if the substitute has not accepted this assignment. 
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Field Name Description 

 
Substitute Instructions Instructions can be entered during job creation. The message is not limited by 

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

File Attachments Files can be attached to jobs. The attachment can be any file needed by the 
substitute or administrator, such as lesson plans, slides, or spreadsheets. 
Enter the name of the file or click the Browse button to select a file. 
 
Files cannot exceed the maximum per file size limit. Files are uploaded in 
real-time and attached to the job. Files can be deleted by clicking the “trash” 
icon next to the file name. 
 
Note: On Job Creation, up to three attachments can be added to the job 
record; on Job Modify there is no limit to the number of file attachments that 
can be added, however, they must be added one at a time. 
 

Administrator Comments Comments can be entered during job creation. The message is not limited by 
length and will scroll as information is entered. Comments are available for 
viewing whenever the job detail information is displayed. Employees and 
substitutes cannot view administrator comments. 
 

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

 
 
You can uncheck days that do not apply to the vacancy. For example, if the vacancy days are on 
Mondays and Wednesdays only, you would set the date range on the Create Vacancy screen, 
but to indicate it is only for 2 days a week, you would uncheck Tuesday, Thursday, and Friday on 
this screen. This would create the vacancy for the date range indicated on Monday and 
Wednesday. 
 
This screen cannot be used to change the start or end date of the vacancy. 
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Confirming the Vacancy 
 
If all information was entered correctly, the Create Vacancy Confirmation screen displays. Click 
Create Vacancy to create this vacancy. 
 

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

 
 
To create a new vacancy, or another vacancy with the same job information, click the applicable 
button at the bottom of the screen. 
 
Field Name Displays: 

 
New Vacancy Vacancy Information screen 

 
Retain Job Data Vacancy Information screen pre-filled with the existing vacancy information 
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Daily Job Count 
 
Overview 
 
This feature displays the number of jobs per day for a selected reason and location in calendar 
format. The date can be a date in the past or up to one year in the future. Daily job counts can be 
used to view the absence reason totals for a location. This may be helpful if using the daily job 
limit feature. 
 
The Location pull-down menu displays the list of authorized locations and location groups. The 
Reason menu displays the list of reasons that are available. If a reason is not selected, the 
system displays a job count for all reasons. Click Search to display the calendar. 
 

 
 
The calendar defaults to the current month and year. The next and previous buttons allow you to 
scroll to other months.  
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Job Inquiry and Reports 
 
Overview 
 
This feature allows you to search for job detail information, print various job reports, and export 
job information. The search option available on the Job Inquiry screen allows you to search on a 
specific job or enter search criteria to perform job searches on multiple jobs. 
 
Numerous inquiry reports can be created and printed using different combinations of search 
criteria and report setup options. Information on multiple jobs can be accessed and modified 
without repeating the search. 
 
During daily activities, you might use the job inquiry feature to search for unfilled jobs, view open 
jobs for the day, or print reports. 
 
The availability of job detail information is impacted by parameter settings. System parameters 
determine how long job information is saved and available for reporting. Once the number of days 
indicated in the Number of Days to Keep Finished Jobs, Number of Days to Keep Cancelled 
Jobs, and Number of Days to Keep Calling Information fields have passed, that information is no 
longer accessible. 

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

 
Open 
 

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

Active 
 

Active jobs are jobs that occur today, or in the future and have a substitute 
assigned. No substitute required jobs are considered active because no 
further action must be taken by the system.  
 
A job can change from active to open status if a substitute’s assignment to 
the job is cancelled and another substitute is not immediately assigned to 
that job. 
 

Finished 
 

Finished jobs are jobs that occurred in the past. A job becomes finished 
when the end time of the job is reached or if the parameter, “Delayed time 
to Finished Jobs” has a time and that time has been reached. 
 
Finished jobs display as one segment or record for each workday included 
in the absence, while Open and Active jobs display one record for the 
absence period. Each segment will have the same start and end date. For 
example, an absence three days in length will display in three finished 
records once completed.  
 
Note: Different segments of the same job may have different assigned 
substitutes, different reasons, and/or different budget codes. Some segments 
of a given job may be assigned to substitutes, while others are not. This 
situation will only occur if changes have been made to finished jobs. 
 
Finished jobs are saved in the database until the number of days indicated 
on the Parameters - Configuration tab. 
 

Cancelled 
 

Cancelled jobs are jobs that no longer need to be on the system. Cancelled 
jobs can be past, present, or future jobs.  
 
One reason to cancel the job is if an absence does not need to be reported, 
such as a cancelled or postponed workshop or conference the employee was 
scheduled to be absent from work to attend. Employees, administrators, and 
operators can cancel jobs. 
 
Note: Cancelled jobs are different from cancelled assignments. A cancelled 
assignment is a record of a substitute who accepted or was assigned to a 
job, but cancelled and is no longer working the job. Substitutes cannot 
cancel jobs. 
 
Cancelled jobs are saved in the database until the number of days indicated 
on the Parameters - Configuration tab. 
 

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

Stopped Operators and administrators can stop open jobs for callout. Once they are 
stopped, there will be no further calls to substitutes and substitutes cannot 
call or log in and accept the job. 
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Subsidiary Status Description 
 

Open The system is not currently offering this job to a substitute; 
awaiting callout; no substitute is assigned. 
 

Not Filled The system has reached the end of the search rule for the 
classification of the job and no substitute is assigned; no 
further calls will be made for this job until morning callout 
resumes, or the operator reopens the job. 
 

Web Substitute 
Search 

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

IVR Substitute 
Search 

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

NSR – Filled In-
House 

The system could not assign a substitute to this job because 
of the “In-House Filling Capacity” for the absent employee’s 
location. The job will be filled using in-house personnel 
instead of a substitute.  
 

NSR – Exceeded Sub 
Allocation 

The system could not assign a substitute to this job because 
the Substitute Allocation Units for the absent employee’s 
location have been exhausted during the period of the 
absence. 
 

NSR –Minimum Job 
Days 

The system could not assign a substitute to this absence due 
to the “Minimum Job Days” setting for the absent 
employee’s classification; the length of the job was not long 
enough to justify having a substitute for this position.  
 

NSR –User Request The system could not assign a substitute to this job because 
the employee has indicated that a substitute is not required 
for the job. 
 

NSR –No Sub 
Allowed 

The system could not assign a substitute to this job because 
of the “No Sub Allowed” setting for the absent employee’s 
classification. 
 

NSR – No Sub 
Required Day 

The system could not assign a substitute to this job because 
the days were setup in the calendar as no substitute-required 
days. 
 

Admin Assigned The administrator has assigned the job to a substitute from 
the job modification screen. 
 

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

IVR – Answering 
Machine 

During callout, the system reached a substitute’s answering 
machine. You will only see this status if the parameter setting 
in Jobs is set to “Assign Jobs to Answering machine.” If this 
parameter is activated, when an answering machine is 
detected, the job will be assigned to that substitute. 
 

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

Auto Assign The job was filled from the automatic assignment list for the 
location of the job. 
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Using the Job Inquiry Screen 
 
This screen allows you to search for a single job or group of jobs, print job reports, and export job 
information. To display a list of all jobs in the database for today, click Search. To search for 
specific job detail information, enter any combination of the search criteria and then click Search. 
The Job list displays jobs that match the specified search criteria. 
 

 
 
The More Search Options function provides additional search fields, such as location, location 
group, classification, classification group, reason, employee or substitute name and budget code. 
 

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

 
Enter Job # The number assigned to the job when the job was created. All segments with 

the job number entered will appear in the search results. The search is 
restricted to authorized locations and location groups. 
 

Job Type Click in the appropriate box to indicate if you are searching on all jobs, 
absences, or vacancies.  
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Field Name Description 

 
Job Status Select a job status to search on from the pull-down menu. The job status 

indicates the current condition of that job. Status conditions include: All, Open 
& Active, Open, Active, Finished and Verified, Finished, Verified and 
Cancelled. 
 Open jobs are for today, but not ended, or for days in the future and a 

substitute has not yet been assigned. 
 Active jobs are for today, but not ended or for days in the future and a 

substitute is assigned. 
 Finished jobs have completed. 
 Verified jobs have completed and are marked as verified. 
 Cancelled jobs are jobs that have been cancelled. 

 
Sub Status Select a sub status to search on from the pull-down menu. Jobs can have 

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

Search From Select a date range to search for jobs that started on a particular date, ended 
on a particular date, or occurred within the date range. 
 

Sort Order/Then By Select the primary sort order from the pull-down menu. To further define your 
sort, select a secondary sort order from the Then by pull-down menu. Sort 
options on both menus are Budget Code, Classification Name, Employee 
Name, End Date, Job #, Location Name, Reason Name, Start Date, Job 
Status, Job Sub-Status, and Substitute name. The default sort is by job 
number. 
 

Classification Group Select a classification group from the drop-down menu or leave this field blank. 
If you select a classification group, only jobs within that classification group will 
appear in the search results. 
 

Classification Select a classification from the drop-down menu or leave this field blank. If you 
select a classification, only jobs with that classification will appear in the search 
results. 
 

Location Group Select a location group from the drop-down menu or leave this field blank. If you 
select a location group, only jobs for that location group will appear in the 
search results. 
 

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

Reason Select an absence reason from the drop-down menu or leave this field blank. If 
you select a reason, only jobs with that absence/vacancy reason will appear in 
the search results. 
 
For administrators and employees, only administrator reasons will display; for 
operators all reasons are displayed. 
 

Employee Access ID To search for jobs assigned to this employee only, enter the employee’s access 
ID number. If not known, click Name Lookup to search for the employee by 
name. 
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Field Name Description 

 
Substitute Access ID To search for jobs assigned to a specific substitute only, enter the substitute’s 

Access ID number. If not known, click Name Lookup to search for the substitute 
by name. 
 

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

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

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

Jobs with Canceled 
Assignments 
 

Check this box to search for jobs that contain cancelled assignments. 

Jobs with Same Day 
Cancelled Assignments 
 

Check this box to search for jobs that contain same-day cancelled assignments. 

Job with Minimum # 
Days Duration 
 

To search for jobs that are a minimum number of days in length, enter that 
number in this field. At least one day of the job must fall in the date range 
specified. This option applies to all statuses.  

Job List 
 
The Job List displays all jobs that match the search criteria entered on the inquiry screen. Job 
detail information can be reviewed and modified. Clicking on a job number displays the job detail 
information. Refer to the “Viewing and Modifying Job Detail Information” section for information on 
the actions you can take on a job. Numerous job reports can be created based on the job list. 
 

 
 
Jobs on the list can be verified for accuracy. A parameter controls whether the Verify buttons 
display for administrators. The Set All to Verify option places a checkmark in the “Verify” 
checkboxes of each job. The Save Verified button must be pressed to update each record on the 
page that has a checkmark. If an error is encountered during the update process, a message 
displays and the page is refreshed, re-displaying checkboxes for jobs with a status of Finished. 
Checkboxes can be unchecked if the job is not to be verified. Only system operators can modify 
jobs with the status of “Verified.” 
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Creating Job Reports 
 
To create job reports, click Create Report on the Job Inquiry screen after your search has been 
performed. The Job Report setup screen displays. The setup screen lets you select the details to 
include on the report. With this level of control, you can create many different types of job reports 
based on your information needs. Click the appropriate box(s) to indicate the information you 
want to include on the report and then click View Report to preview the report.  
 

 

 
 
Field Description 

 
Report Title Name that identifies the report. The title will print at the top of each page. 

 
Print Details Select the job, substitute, and employee details to include in the report. Only 

information that is checked will display on the report. 
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Field Name Description 

 
Print Totals for Primary 
Sort 

Indicate if totals for the primary sort are to be included. Select the print options 
and the summary information to include on the primary sort. 
 

 Print Signature Line – includes information defined as the signature on 
the report. 

 Totals by Reason – the number of jobs reported for an 
absence/vacancy reason. 

 Totals by Filling Method – the percentage of jobs filled using a 
particular method. Methods include the list the substitute was on when 
being called and accepting a job, “Callin” (the substitute called the 
system and accepted the job), prearranging, and jobs entered that did 
not need a substitute. 

 Totals by Budget Code – the number and duration of jobs reported per 
budget code. All jobs without budget codes are totaled together. 

 Totals by Job Status – the number of jobs reported for each job status, 
such as Active, Open, Finished, Verified and Cancelled. 

 
Print Totals at the End 
of the Report 

Indicate if totals are to print at the end of the report and the type of summary 
information to include on the report. 

 Totals by Reason – the number of jobs reported for an 
absence/vacancy reason. 

 Totals by Filling Method –the percentage of jobs filled using a 
particular method. Methods include the list the substitute was on when 
being called and accepting a job, “Callin” (the substitute called the 
system and accepted the job), prearranging, and jobs entered that did 
not need a substitute. 

 Totals by Budget Code – the number and duration of jobs reported per 
budget code. All jobs without budget codes are totaled together. 

 Totals by Job Status – the number of jobs reported for each job status, 
such as Active, Open, Finished, Verified and Cancelled. 

 
 
The report automatically displays in the Adobe Acrobat reader. The following report sample 
shows the results of a report with the following details selected: location, classification, job time, 
dates/time, reported date/by, verified date/by, filling method, budget code, substitute name and 
access ID, employee name and access ID, primary sort totals by reason code and filling method. 
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The next report sample shows the results of a report with the following details selected: location, 
classification, reason, dates/time, reported date/by, verified date/by, filling method, budget code, 
substitute name, and filling method totals. 
 

 

Exporting Job Information 
 
The Export feature exports information on all jobs listed on the Job list. Exported information can 
be used in other databases or applications. Click the Export button after the search has been 
performed. The Export Jobs screen displays. Choose the format for the export and click Run 
Now. The File Download dialog is displayed. 
 
Note: Refer to the Export Layouts document for details on exported fields. This document is 
located in the Appendices folder. 
 

 
 
Field Description 

 
Format Fixed length (Refers to the SEMS 3.0 formats) - select either normal or 

extended format. 
 Normal - produces a text file with a record for each job in the search 

results. 
 Extended - produces a text file with a longer record for each job in the 

search results. 
 

 Delimited (Refers to the SmartFindExpress formats) - the default format with a | 
delimiter. 
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Follow the instructions on the screen to download this file. 

Viewing and Modifying Job Detail Information 
 
The Job Detail screen allows you to view and modify job details, create job detail reports, obtain 
job-filling details, stop callout on a job, and reset the job record to its default information. The job’s 
status determines other possible job actions and which items of the job detail can be modified.  
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Action Description 

 
Job Status 

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

Any 

Start Callout The Start Callout button displays if the job status is Stopped, 
Unfilled, or NSR (no substitute required) during a callout period. 
Selecting this button re-opens the job for callout. 
 
Note: A job status of “Stopped” indicates that someone has 
selected to have the call processor no longer offer the job to 
substitutes. If you are not the person that selected to stop callout 
on the job, check with the system operator before re-opening the 
job. 
 

Stopped, 
Unfilled, or 
NSR (no 
substitute 
required 

Stop Callout The Stop Callout button displays for jobs that have a status of 
Open and are currently in callout. If the button is selected, the 
job status will be changed to “Stopped.”  
 
Note: Substitutes that are being offered the job, or are about to 
accept the job on the Web, when the Stop Callout function is 
selected will be informed that the job is no longer available. 
 

Open,  

Cancel Job This option is available on all jobs. Click Yes to cancel the job. If 
the job status is Active, this action releases the substitute if one 
is assigned to allow the substitute to accept other jobs for that 
date and time period. The system displays a confirm cancellation 
message. The job status is changed to cancelled. 
 

Any 

Call the 
Cancelled 
Substitute 

If the job status on a cancelled job was Active, click Yes to have 
the system attempt to notify the assigned substitute of the job 
cancellation.  
 
Click No, if the substitute has already been informed of the 
cancellation or if the substitute will be notified manually of any 
changes made to the job by assigning, re-assigning, or canceling 
the substitute. The system will not place a call to inform the 
substitute of any changes made to the job. 
 

Any 

Verify Job Only finished jobs can be verified. Once a job is verified, it can 
no longer be modified. Any changes to the verified job have to be 
made by the system operator. 
 

Finished 

Reason The pull-down menu displays absence/vacancy reasons sorted 
by name or code. A parameter controls the display of the reason 
order. 
 

 

Dates The start and end dates of the job. Dates can be modified on 
Active or Open jobs. If dates are modified, the appropriate days 
must also be checked.  
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Action Description 

 
Job Status 

Weekly 
Schedule 

The job’s times for the workdays of the employee are displayed. 
Days that apply to the start and end time are checked. 
 
If dates are modified, the system displays a job confirmation 
message that asks you to review that all of the appropriate days 
are checked. 
 

 

Unpaid Break This field displays and is editable for all job statuses if the job’s 
classification has an unpaid break configured for the 
classification. Unpaid break time is in minutes and is deducted 
by the system to calculate the job duration and substitute time 
worked. 
 

Any 

Substitute Time 
Worked 

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

Finished 
Verified 

Maximum 
Value to Report 

This field displays for Finished and Verified job statuses when a 
maximum value to report has been configured for the job’s 
classification. This field is not editable.  
 
This value indicates the maximum hours and minutes allowed for 
the substitute time worked field. When a job is being verified, the 
system compares the substitute time worked field to the 
maximum value to report. If the substitute time worked field 
exceeds this value: 
 

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

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

Finished 
Verified 
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Action Description 

 
Job Status 

Assigned 
Substitute 

Displays information on the assigned substitute. To modify the 
assigned substitute, enter the substitute ID. If the ID is unknown, 
click Name Lookup (if this option is available) to display the 
Substitute Name Lookup screen.  
 
If the job status is “NSR” (no substitute required), entering an 
assigned substitute will change the job subsidiary status to 
“Admin Assigned. 
 
Clicking Save will validate that the substitute is available for the 
job. If the administrator has the “Allow Job Overrides” function 
enabled on the Administrator profile the normal checks are not 
performed. 
 
If the Administrator does not have “Allow Job Overrides” (View 
and Modify options are OFF/unchecked), the system must 
perform the following checks: 
 
• NSR {IFC (In-House Filling), MJD (Minimum Job 

Duration), SAU (Substitute Allocation Units)} 
• Auto Assignment is available 
• Has Unavailable Period 

 
o Substitute Is Registered 
o Substitute Daily Availability 
o Substitute is not on Do Not Use list  
o Substitute has job location is in profile 
o Substitute has job classification is in profile 

 
If the Administrator has “Allow Job Overrides” (View or Modify 
option is ON/checked), the system does not perform these 
checks. 
 

Any 

Specified 
Substitute 

Displays information on the specified substitute. To modify the 
specified substitute, enter the substitute ID. If the ID is unknown, 
click Name Lookup (if this option is available) to display the 
Substitute Name Lookup screen. 
 
If the job status is “NSR” (no substitute required), entering a 
specified substitute will change the job status on an “Active” job 
to “Open.” 
 
Clicking Save will validate that the substitute is available for the 
job. If the administrator has the “Allow Job Overrides” function 
enabled on the Administrator profile the normal checks are not 
performed. 
 
If the Administrator does not have “Allow Job Overrides” (View 
and Modify options are OFF/unchecked), the system must 
perform the following checks: 
 

Any 
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Action Description 

 
Job Status 

Specified 
Substitute – 
 

• NSR {IFC (In-House Filling), MJD (Minimum Job 
Duration), SAU (Substitute Allocation Units)} 

• Auto Assignment is available 
• Has Unavailable Period 

o Substitute Is Registered 
o Substitute Daily Availability 
o Substitute is not on Do Not Use list  
o Substitute has job location is in profile 
o Substitute has job classification is in profile 

 
If the Administrator has “Allow Job Overrides” (View or Modify 
option is ON/checked), the system does not perform these 
checks. 
 

Any 

Voice 
Instructions 

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

Any 

Text 
Instructions 

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

Any 

Administrator 
Comments 

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

Any 

File 
Attachments 

Files can be attached to jobs. The attachment can be any file 
needed by the substitute or administrator, such as lesson plans, 
slides, or spreadsheets. Enter the name of the file or click the 
Browse button to select a file. 
 
Files cannot exceed the maximum per file size limit. Files are 
uploaded in real-time and attached to the job. Files can be 
deleted by clicking the “trash” icon next to the file name. 
 
Note: On Job Creation, up to three attachments can be added to 
the job record; on Job Modify there is no limit to the number of 
file attachments that can be added, however, they must be 
added one at a time. 
 

Any 

 
After modifying the job information, click Save to update the job record. 

Creating Job Detail Reports 
 
To create a Job Detail report, click Create Report on the Job Detail screen. The Job Detail report 
for the specified job automatically displays in the Adobe Acrobat reader. Fields on the report will 
display in the same order as fields on the screen. 
 
If you are an Administrator, Access IDs and telephone numbers may not display if this option is 
disabled on the Parameters – Administrator tab. 
 
If an Unpaid Break applies, it is displayed next to the start/end times for the work schedule and 
substitute schedule. 

48 eSchool Solutions Proprietary Documentation. Company Confidential/Do Not Distribute – Do 
Not Post on Unsecured Web Sites (such as your district web site). 

 
March 2008 



SmartFindExpress Guide for Administrators  Performing Administrator Functions 
Release 1.3  Job Inquiry/Reports 

Modifying ‘No Substitute Required’ Jobs 
 
Active and Finished “No substitute required” jobs can be modified by administrators and 
operators with job, modify permission on their profile. When a substitute is assigned or specified 
for a job with a status of ‘No Substitute Required,’ the jobs status will change as shown in the 
following table.  
 
Note:  Operators can modify a Verified/NSR job; refer to the section below for details. 

 
Beginning Status User Action Status Changes to:

 
Active/NSR-user req,   
-IFC,  -SAU, -MJD, or -NSR day  

Press “Start callout” Open/Open 

 Active/NSR-user req,   
-IFC,  -SAU, -MJD, or -NSR day 

Enter assigned sub/Save Active/Admin 
assigned 

Active/NSR – No sub allowed (no 
search rules) See note below 

Enter assigned sub/Save Active/Admin 
assigned 

Active/NSR-user req,  
-IFC,  -SAU, -MJD, or -NSR day 

Enter specified sub 
/Save 

Open/Open 

Active/NSR-user req,  
-IFC,  -SAU, -MJD, or -NSR day 

Enter assigned sub AND 
specified sub & save 

Active/Admin 
assigned 

Finished/NSR-user req,  
-IFC, -SAU, MJD, or NSR day 

Enter assigned sub/Save Finished/Admin 
assigned  

Finished/NSR – No sub allowed 
(no search rules) 

Enter assigned sub/Save Finished/Admin 
assigned 

Finished/NSR-user req,  
-IFC,  -SAU, -MJD, or -NSR day 

Enter specified sub 
/Save 

Same status, no 
change.  

Finished/NSR-user req,  
-IFC,  -SAU, -MJD, or -NSR day 

Enter assigned sub AND 
specified sub & save 

Finished/Admin 
assigned 

 
Note:  A job with no applicable search rule is set as “NSR -no sub allowed.” A job with this status 
cannot be changed to Open. A substitute can be assigned to this job and the job status will 
change to Active. 

Modifying ‘No Substitute Required’ Jobs (Operators Only) 
 
Verified “No substitute required” jobs can be modified by operators with job, modify permission on 
their profile. When a substitute is assigned or specified for a job with a status of ‘No Substitute 
Required’, the jobs status will change as shown in the following table. 
 

Beginning Status User Action Status Changes to: 
 

Verified/NSR-user req, 
-IFC,  -SAU, -MJD, -NSR day, or –
No sub allowed (no search rules) 

Enter assigned sub/Save Verified/Admin 
assigned 

Verified/NSR-user req, 
-IFC,  -SAU, -MJD, or -NSR day 

Enter specified sub /Save Same status, no 
change 

Verified/NSR-user req, 
-IFC,  -SAU, -MJD, or -NSR day 

Enter assigned sub AND 
specified sub & save 

Verified/admin 
assigned 
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Job Filling Details 
 
Click the Filling Details button to display the Job Filling Details screen. This screen allows you to 
access the calling information on the selected job and create a Job Filling Details report. Click 
Search to display all calling information on the job, or to perform a search based on the search 
criteria. Search results are displayed on the Job Filling Details list. 
 

 
 

Field Name Description 
 

Display Calls Calling Information is a record of all call attempts made on each job, and all job 
transactions made between substitutes and the system for this particular job.  
 
Note: Calling information is stored for the number of days specified on the 
Parameters – Configuration tab. 
 

Display Disqualified 
Substitutes 

This option displays each substitute that was not offered this job and the reason 
the substitute was not contacted. Some reasons that display include Not 
Registered, on a Do Not Use list that applies to this job, and disqualified from 
receiving additional calls during morning callout due to the Disqualify parameter 
settings on the Parameters – Configuration tab. 
 

Creating Job Filling Reports 
 
To create a Job Filling Details report, click Create Report on the Job Filling Details screen after 
the search results have displayed. The Job Filling Details report automatically displays in the 
Adobe Acrobat reader. Fields on the report will display in the same order as fields on the screen. 
If you are an administrator, Access IDs and telephone numbers may not display if not enabled on 
the Parameters – Administrator tab. 
 
The total number of calls made and the total number of disqualifications are displayed at the end 
of the report. SCAN (Substitute Cancelled Assignment Notification) calls are not included in the 
total count for calls.  
 
A sample report is provided below. 
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Location Balances 
 
Overview 
 
This feature allows you to display the balances for the substitute allocation units or in-house 
filling. The in-house filling capacity is the daily limit a location is assigned for the number of 
absences to be filled by in-house personnel before a substitute can be assigned. The SAU 
balance refers to the number of absences at a location that may be filled by substitutes during a 
given period. When a location reaches the limit on the units requiring substitutes for a given time 
period, all additional absences are reported as No Substitute Required – SAU. 

Using the Location Balances Screen 
 
This screen displays a location’s remaining SAU or IFC balance for the specified date range. 
After entering the search criteria, click Search to display either the SAU or IFC list for the location. 
 

 
 
Field Name Description 

 
Location The pull-down menu displays the authorized locations. 

 
Type Select either SAU or IFC. The SAU list displays either the daily, 

weekly, monthly, or yearly remaining SAU balance. 
 

Date Range The start and end date defaults to the current date. Click the Date 
icon or enter a different date in the specified format. 
 

 
A sample Substitute Allocation Units list is shown below. 
 

 

51 eSchool Solutions Proprietary Documentation. Company Confidential/Do Not Distribute – Do 
Not Post on Unsecured Web Sites (such as your district web site). 

 
March 2008 



SmartFindExpress Guide for Administrators  Performing Administrator Functions 
Release 1.3  Location Balances 

 
This report lists on a daily basis how many units were allocated and how many remain. It also 
indicates in the middle of the screen what type of time frame has been indicated for the allocated 
units (daily, weekly, monthly, or yearly). 
 
A sample In-House Filling list is shown below. 
 

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

52 eSchool Solutions Proprietary Documentation. Company Confidential/Do Not Distribute – Do 
Not Post on Unsecured Web Sites (such as your district web site). 

 
March 2008 



SmartFindExpress Guide for Administrators  Performing Administrator Functions 
Release 1.3  Priority Lists 

Priority Lists 
 
Overview 
 
Priority Lists are lists of substitutes that have been specifically created in order to control the 
order in which substitutes are called. Priority lists give substitutes preference over other 
substitutes and determine the order in which jobs will be offered either via the Internet browser, 
call-in, or callout. Controlling the order that substitutes are called ensures the best-qualified 
substitute, according to policies, is found for each job. 
 
Typically, substitutes on priority lists are called before their profile setup is considered. A 
substitute can be placed on a location, location group or an employee’s Preferred list. Because 
employees cannot maintain priority lists, administrators and operators must maintain these lists.  
 
Administrators can maintain preferred lists and can view Do Not Use and Automatic Assignment 
lists. Not all substitutes should appear on preferred lists. Only the substitutes that will be offered 
the job first should appear. Having many substitutes on a location’s preferred lists will not improve 
the fill rate for the jobs. Substitutes must be assigned to either a location or an employee, but not 
both. 
 
Priority lists can be created for a specific classification code or for a location or employee in 
general. The system typically calls lists with classifications first before lists without classifications. 
It is not recommend that a substitute be placed on the both a list with a classification and a list 
without the classification.  

Priority Lists Types 
 
The Do Not Use, Automatic Assignment, Preferred Lists, and Custom Lists are designed to 
perform specialized functions: 
 
Do Not Use List This list identifies substitutes who should not be offered or assigned jobs at a given 

location, or for a particular employee. This list applies to all standard and custom 
search rules and to all jobs requiring a substitute, and therefore is not a part of the 
search rule setup.  
 
A substitute cannot be on a location’s Do Not Use list and other priority lists for the 
same location and classification at the same time. The only exception is when 
specifying a substitute. The ability to specify and/or prearrange a substitute is 
determined in the system parameters. If a caller is allowed to specify a substitute, the 
option “Check the Do Not Use List” can be enabled on the Parameters - Jobs tab. 
 
If this parameter is enabled (the box is checked), the system checks the appropriate 
Do Not Use lists at the time the request is made. If the specified substitute’s name 
appears, the system will not allow that substitute to be requested or prearranged. 
 
If this parameter is disabled (the box is not checked), the system does not check the 
Do Not Use lists at the time the request for a substitute is made. The specified 
substitute will be called for the position even if on the Do Not Use list for that location 
or employee. 
 
Note:  An employee’s Do Not Use list could contain a parent that is a substitute who 
has a child in that teacher’s classroom.  
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Automatic 
Assignment 
List 

This list is typically used when a location has permanent substitutes who should be 
assigned before any other substitutes are called. This list can be added or removed 
from the search rule setup.  
 
The Automatic Assignment list is used to assign substitutes to the first jobs created for 
a location per day. The number of jobs assigned to substitutes from the Automatic 
Assignment list depends on the number of substitutes on that list. The system does 
not call these substitutes regarding these jobs. Instead, the substitutes must call or 
sign in to the system each day to learn which job(s) have been assigned to them. 
When a job requiring a substitute is reported, the system checks the location's 
Automatic Assignment list for an available substitute. 
 
 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. 

 
 If no substitute is available from this list, the system creates the job as an open 

job and follows its normal procedures to locate a substitute for the job or allow a 
substitute to be specified or prearranged. 

 
The Automatic Assignment list can override parameters that allow substitutes to be 
requested or prearranged. This is accomplished by changing the order of the search 
rule lists. The Auto Assignment list would be listed before the Specified Substitute list. 
 
If a substitute is available on the Automatic Assignment list at the location of the job, 
the system will not consider a specified substitute if one is entered. However, the 
system operator can override the assignment of an automatic assignment substitute, if 
necessary. 
 
If a substitute assigned from the automatic assignment list cancels the assignment to a 
job, the system automatically assigns the job to another available Automatic 
Assignment list substitute, unless that substitute has previously been assigned to that 
job. If no other substitutes are available from the Automatic Assignment list for that 
location, the system leaves the job open and follows its normal procedures to locate a 
substitute for the job.  
 
Note: The automatic assignment list is used before considering the in-house filling 
capacity of the location. 
 

Preferred List This list identifies substitutes who are preferred for an employee, location, or location 
group. Preferred lists can have a specific classification or have no classification. 
 
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. 
 
Note: Maintaining preferred lists for employees can result in considerable data entry. If 
you decide to do so, it is recommended that you limit the number of substitutes 
allowed on the list. 
 

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

 

54 eSchool Solutions Proprietary Documentation. Company Confidential/Do Not Distribute – Do 
Not Post on Unsecured Web Sites (such as your district web site). 

 
March 2008 



SmartFindExpress Guide for Administrators  Performing Administrator Functions 
Release 1.3  Priority Lists 

Using the Priority Lists Screen 
 
This screen allows you to search, review, modify, delete, add a substitute to a priority list, and 
create a Priority List report. 

Priority List Inquiry 
 
The inquiry screen allows you to perform a search for all substitutes assigned to a priority list or to 
perform a search based on specified criteria. To search for all substitutes, leave the fields on the 
screen blank, select the sort order, and click Search. To search for specific priority lists, enter any 
combination of the search criteria, select the sort order, and then click Search. The Priority list 
displays the substitutes that meet the search criteria. 
 

 
 
Field Name Description 

 
List Type Select a type from the pull-down list. The options are:  Do Not Use, Automatic 

Assignment, Preferred, and named Custom Lists.  
 
The Do Not Use and Automatic Assignment lists are offered to administrators 
based on their administrative profile setup. 
 

Classification 
Code/Classification 

The classification determines the list to which the substitute is assigned. 
 
Substitutes can be placed on a priority list for a selected classification. The 
priority list can be for employees, locations, or location groups. When a 
priority list is set up for an employee, only the employee’s classifications can 
be selected. A substitute can be on a priority list even if the subject and/or 
affected location(s) is not listed in the substitute’s profile. If no classification is 
selected, then the substitute will be offered all jobs for the employee, location, 
or location group regardless of the job’s classification. 
 

Location Code/Location The locations in the pull-down list are the locations found in the 
administrator’s profile. 
 
Do not check the “Include locations in the location groups” option if you are 
searching for substitutes that were assigned to a location group only. This 
should be checked if you are looking for substitutes that have been assigned 
to specific locations that belong to a location group. 
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Field Name Description 

 
Employee  Enter the Employee ID or click Name Lookup (if visible) to search for the 

employee by name. 
 
For administrators, the Employee ID field will not display if View Employee ID 
is not enabled on the Parameters – Administrator tab. 
 

Substitute  Enter the Substitute ID or click Name Lookup (if visible) to search for the 
substitute by name. 
 
For administrators, the Substitute ID field will not display if View Substitute ID 
is not enabled on the Parameters – Administrator tab. 
 

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

Then by Choose the secondary sort sequence for the search.  
 

Modifying or Deleting Priority Lists 
 
To modify the priority list information for a substitute, click the Name link for the substitute. The 
Substitute Priority List Modify screen is displayed. Update the required fields and click Save to 
update the priority list. 
 

 
 
Field Name Description 

 
Sub List A numeric value that indicates the order substitutes will be called. The 

substitute with the lowest number will be called first for an assignment. If 
multiple substitutes are on a sublist, the assigned search type will determine 
in what order they are called. 
 

Level A numeric value that indicates the order substitutes will be called within a 
sublist. The substitute with the lowest number will be called first for an 
assignment. Level can be used to indicate seniority. An 8-digit seniority date 
can be entered for the level, such as 20040101. 
 

 
To delete a substitute priority list, click the box next to the priority list you want to delete and click 
Delete. 
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Adding Substitutes to Priority Lists 
 
On the Priority Lists screen, click New. The New Priority List screen is displayed. Enter the 
required information on the substitute and click Save. 
 

 
 
Field Name Description 

 
Substitute  Enter the Substitute ID or click Name Lookup (if visible) to search for the 

substitute by name. 
 
If an administrator, the Substitute ID field will not display if View Substitute ID 
is not enabled on the Parameters – Administrator tab. 
 

List Select a type from the pull-down list. The options are:  Do Not Use, Automatic 
Assignment, Preferred, and named Custom Lists. 
 
The Do Not Use and Automatic Assignment lists are offered to administrators 
based on their administrative profile setup. 
 

Classification 
Code/Classification 

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

Location Code/Location The locations in the pull-down list are the locations found in the 
administrator’s profile. The code can be entered if known, instead of selecting 
a location from the pull-down list.  
 
Note: Either a location or an employee must be entered, but not both.  
 

Employee  Enter the Employee ID or click Name Lookup (if visible) to search for the 
employee by name. 
 
If an administrator, the Employee ID field will not display if View Employee ID 
is not enabled on the Parameters – Administrator tab. 
 
Note: Either a location or an employee must be entered, but not both. 
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Field Name Description 

 
Sublist A numeric value that indicates the order substitutes will be called. The 

substitute with the lowest number will be called first for an assignment. 
 

Level A numeric value that indicates the order substitutes will be called within a 
sublist. The substitute with the lowest number will be called first for an 
assignment. Level can be used to indicate seniority. An 8-digit seniority date 
can be entered for the level, such as 20040101. 
 

Creating Priority List Reports 
 
To create priority list reports, click Create Report on the Priority Lists screen after the search 
results have displayed. The Priority List Report setup screen displays.  
 

 
 
To print all search results, enter a report title, click New Page on Primary Sort to have the report 
start on a new page when the primary sort field changes, and then click View Report.  
 
To print specific information from the priority lists, enter a report title, click New Page on Primary 
Sort to have the report start on a new page when the primary sort field changes, click the box(s) 
next to the priority list information you want included on the report, and then click View Report. 
 
The report automatically displays in the Adobe Acrobat reader. A sample report is provided 
below. 
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Profile Inquiry and Reports 
 
Overview 
 
This feature is used to search, review, modify, print, and export information on groups of 
employees, substitutes, and administrators. Many inquiry reports can be created using different 
combinations of search criteria, and printed based on various report setup options. Information on 
multiple employees, substitutes, and administrators can be accessed and modified without 
repeating the search. 
 
Single profile searches can be performed using access ID or name, external ID, or callback 
number. Reports can be obtained using different combinations of search criteria and printed 
based on numerous report options. 
 
The Administrator inquiry allows you to search for an administrator by location. You can modify or 
delete an administrator profile and create a report of administrator profiles. 
 
The Employee inquiry allows you to search for a group of employees at one time. The search 
may be to print a report containing information on more than one employee, to edit several 
profiles at one time, or to export employee information. 
 
You can search for employees by location, classification, registration status, expiration dates, and 
date types on the employee profile. 
 
During searches, the results remain visible regardless of the number of profiles you view or 
modify. This allows you to perform tasks on several employee profiles with less searching. 
 
The substitute inquiry searches for a group of substitutes at one time. Some possible reasons for 
the search may be to print a report containing information on more than one substitute, to edit 
profiles, or to export several profiles at one time.  
 
You can search for substitutes by location, classification, registration status, expiration dates, and 
by date types on the substitute profile. You can also search for substitute availability by entering 
specific search criteria and dates for the search. 
 
During searches, the results remain visible regardless of the number of profiles you view or 
modify. This allows you to perform tasks on several substitute profiles with less searching. 

Profile Inquiry and Reports 
 
This screen allows you to search for a profile by access ID or name, external ID, or callback 
number. 
 
To search for a specified employee, an ID or name search should be entered. The access ID and 
external ID are visible to administrators if the district settings View Employee ID or View 
Substitute ID are enabled on the Parameters – Administrator tab. 
 
To reset a PIN number so that the employee should re-register, check the reset indicator. The 
PIN can be changed if the parameter Allow PIN Modification on Employee & Substitute Profiles is 
enabled on the Parameters – General tab. A “Registered” message will appear on the profile if 
the employee has registered and recorded their name with the system. 
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To delete a profile, click the Delete button. Profiles cannot be removed if there is job data in the 
system. You will be asked to confirm the deletion. 
 
When searching for a substitute, the callback telephone number is visible if the district setting 
View Substitute Phone Number is enabled on the Parameters – Administrator tab. 
 
After entering the desired search criteria, click Search. 
 

 
 
If multiple profiles exist that match the search results, a list of profiles is displayed. Selecting a 
profile from the list will display the Modify Profile screen. 
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Profile information can be viewed or updated depending on the administrative setup of the 
administrator or operator. With modify access, a profile can be modified or deleted. For detailed 
information on modifying profiles, refer to the “Profile New” chapter for procedures and field 
descriptions. 

Administrator Inquiry and Reports 
 
Note: Although information on administrator inquiry and reporting is included in this chapter, only 
system operators have access to administrator profile setup and maintenance. 
 
Operators are the only type of users that can access administrator profiles. This screen allows 
you to search for administrator profiles and create administrator profile reports. The default sort 
order is by administrator ID.  
 
To display a list of all administrators in the database, click Search. To search for specific profiles, 
select a location from the pull-down menu. The Administrative Profile list displays the profiles that 
match the search criteria in the specified sort sequence. 
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Administrative Profile List 
 
The Administrative Profile list displays profiles that match the search criteria. Clicking on the ID 
link of a profile displays the Modify Profile screen for the administrator. Profile information can be 
viewed and updated. To delete a profile, click the Delete button. For detailed information on 
modifying profiles, refer to the “Profile New” chapter for procedures and field descriptions. 
 
The menu access option for the administrator can be viewed and modified from the Menu 
Access screen. The list of authorized locations for the administrator can also be viewed and 
modified. To add or delete locations and location groups from the profile, click Modify Locations 
on the Location Access screen. 

Creating the Administrative Profile report 
 
From the Administrator Inquiry and Reports screen, click Create Report to create the 
Administrative Profile report. The report automatically displays in the Adobe Acrobat Reader. Use 
the Adobe toolbar to print or save the report. A sample report appears below.  
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Employee Inquiry and Reports 
 
This screen allows you to access information on multiple employees at one time. The reason for 
this search may be to print a report containing information on multiple employees, to edit several 
profiles at a time, or to export employee information. All employee reports are created based on 
the search selection. 
 
You can search using the default search options or enter specific search criteria. Select any 
combination of search criteria to limit the employee search to employees that match the specified 
criteria. After entering the search criteria and choosing a sort sequence, click Search to display 
the Employee list. 
 

 
 
The Classification and Location searches allow for up to two choices. If “and” is selected, both 
choices must be present in the employee’s profile. If “or” is selected, either of the two choices 
must be present in the employee’s profile. 
 
To restrict a search to specified date ranges and Date types, click the More Search Options 
button to display additional search criteria. 
 

 
 
Multiple date types can be selected. The Date types are selected from the pull-down list. Any 
Date type that is flagged as “Used to Expire” is used in the expired date range search. 
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The following section provides a description of each field. 
 
Field Description 

 
Status Indicate if the search is on all employees, active employees, or inactive 

employees. 
 

Registered Select the registration status for the search. The options are: 
 
All - display all employees whether they have registered with the system to 
receive a PIN or not. 
Yes - display only employees who have recorded their name by registering with 
the system. 
No - display only employees who have not yet registered with the system. 
 
Note: This feature is useful during implementation of your system to monitor 
employee registration. Employees cannot report absences until they register. 
 

Itinerant Indicate the type of itinerant schedule to be included in the search: The options 
are: 
 
All - display all employees who have an itinerant schedule. 
Yes - display only employees who have “use itinerant schedule” enabled on 
their profile. 
No – do not display employees who have itinerant schedules. 
 

Calendar The pull-down menu displays all calendars that are active in your database. 
Searching by a calendar displays all employees who have the calendar in their 
profile. 
 

Classification The pull-down menu displays classifications or classification groups in 
alphabetical order. Searching by classification displays all employees with that 
classification in their profile. Searching by classification group will display all 
employees who have a classification that belongs to the classification group. 
 

Location The pull-down menu displays all authorized work locations or location groups. 
Searching by location displays all employees who have the location in their 
profile. Searching by location group will display all employees who have a 
location that belongs to the location group. 
 

Dates 
From/To 

Specify the date range for the employee search. Up to two date ranges can be 
specified to restrict the search. 
 

Expired 
From/To 

Search results will display only those employees who have expiration dates in 
their profile that match the specified date range. Any date type that is flagged, 
as “Used to Expire” will be used in the expired date range search. 
 
 

Type Select up to two Date types. Authorized dates can include, birth date, hire date, 
certification date, and other important dates. Any Date type that is flagged as 
“Used to Expire” will be used in the expired date range search. 
 

Sort List By Select a sort order for the search results. 
 

Then By Select a secondary sort order to further organize the search results. 
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Employee List 
 
The Employee list displays profiles that matched the search criteria. Profile information can be 
viewed, updated, and exported. Various employee reports can be created based on the employee 
list. 
 

 
 
Clicking on the Name link of a profile displays the Modify Profile screen for the employee. 
Information on employee profiles can be viewed and modified depending on the administrative 
setup of the administrator or operator. For detailed information on modifying profiles, refer to the 
“Profile New” chapter for procedures and field descriptions.  

Creating Employee Inquiry Reports 
 
To create employee reports, click Create Report on the Employee Inquiry and Reports screen 
after your search has been performed. The Employee Reports screen displays. Select the 
reporting options for the detail report, employee labels, and employee list report and then click 
View Report to preview the report. 
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Creating Employee Detail Reports 
 
The Employee Detail report can print for one employee if this option is selected from the 
employee profile screens, or can print for all employees listed on the Employee list. Report setup 
options allow you to select the print options for the report and choose the sections from the profile 
to include on the report. Many customized reports can be created. 
 
The Access ID, External ID, and PIN are visible to administrators only if the district setting View 
Employee ID is enabled on the Parameters – Administrator tab. 
 
The following section provides a description of each field. 
 
Field Description 

 
Report Title Name that identifies the report. The title will print at the top of each page. The 

default is blank. 
 

Primary sort is on a 
new page 

Check this box if a new page is required on the primary sort. The primary sort 
option is the sort sequence in the Sort List by field. 
 

Secondary sort prints 
on a new page 

Check this box if a new page is required on the secondary sort. The secondary 
sort option is the sort sequence in the Then by field. 
 

Absences If searching for absence information, enter the absence date ranges. 
 

 
After selecting the print options and the detail information you want included on the report, click 
View Report to preview the report. The report is automatically displayed in the Adobe Acrobat 
reader. Each section selected can display multiple lines of information on the report depending on 
the volume of data stored in the employee’s profile. 
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Printing Employee Labels 
 
This option allows you to print labels for all employees listed on the employee list.  
Labels include name, address, city, state, and zip code if this information is provided on the 
employee profile. 
 
Three different label types are available: 
 

 Avery 5162 (1.33" X 4") 2-up 
 Avery 5163 (2" X 4") 2-up 
 Avery 5164 (3.33" X 4") 2-up 

 
The labels use a font of Courier 10-point and display the name and address of the employee. 
Clicking View Report starts the Adobe Acrobat reader and provides a preview of the report. The 
following example shows the layout of the labels. The layout is determined by the type and size of 
the label selected. 
 

 

Printing the Employee List 
 
This option allows you to print predetermined information about all employees appearing in the 
search results. Indicate if a new page is required on the primary sort and then click View Report 
to preview the report. The report automatically displays in the Adobe Acrobat reader. A sample 
report is provided. 
 

 
 
One line is printed per employee work schedule. If the work schedule has multiple classifications, 
only the primary classification will display. 
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Exporting Employee Information 
 
The Export feature exports information on all employees listed on the Employee list. Click the 
Export button after the search has been performed. The Employee Export screen is displayed.  
 

 
 
Employee data can be exported to a text format for use with other software, or for re-importing 
the text file back into the system after updating certain fields. Other uses of exported information 
include: 
 

• Use with mail merge software to produce letters 
• Compare data with Human Resources software  
• Prepare an annual deletion file of employees that are inactive 
• Mass update employees to a new calendar. 

 
When you click one of the Export buttons, the File Download dialog is displayed. The exported file 
is automatically created as a text file. Follow screen instructions to download the file. 
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Substitute Inquiry and Reports 
 
This screen allows you to access information on multiple substitutes at one time. The reason for 
this search may be to print a report containing information on multiple substitutes, to edit several 
profiles at a time, or to export substitute information. 
 
All substitute reports are created based on the search selection. 
 
You can perform searches using the default search options or enter specific search criteria. 
Select any combination of search criteria to limit the substitute search to substitutes that match 
the specified criteria. After entering the search criteria and choosing a sort sequence, click 
Search to display the Substitute list. 

 

 
 

To further restrict the search, click More Search Options to display additional search fields. 
 

 
 
The Classification, Location, and Certification searches allow for up to two choices. The choices 
must be present in the substitute’s profile. The following section provides a description of each 
field. 
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Field Description 

 
Status Indicate if the search is on all substitutes, active substitutes, or inactive 

substitutes. 
 

Registered Select the registration status for the search. The options are: 
 
All - display all substitutes whether they have registered with the system to 
receive a PIN or not. 
Yes - display only substitutes who have recorded their name by registering with 
the system. 
No - display only substitutes who have not yet registered with the system. 
 
Note: This feature is useful during implementation of your system at the start of 
the new school year to monitor substitute registration. Substitutes will not be 
offered any jobs, will not receive any calls, and cannot be specified or 
prearranged until they register. 
 

Avail New Jobs Select the level of substitute availability for the search. The options are: 
 
All - select all substitutes whether or not they are eligible for current and future 
jobs. 
Yes - display only substitutes whose profiles have “Avail for New Jobs” selected 
in their profile. 
No - display only substitutes whose profiles do not have this option checked on 
their profile. 
 

Avail Long Term Select the long-term availability status for the search. The options are: 
 
All - select all substitutes whether or not they are eligible for long-term jobs. 
Yes - display only substitutes whose profiles have “Available for Long Term” 
selected in their profile. 
No - display only substitutes whose profiles do not have this option checked. 
 

Certified Select the certification status for the search. The options are: 
 
All - select all substitutes whether or not they are certified.  
Yes - display only substitutes whose profiles have “Is Certified” selected in their 
profile.  
No - display only substitute profiles that do not have this option checked. 
 

Avail General Calling Select the available for general calling status for the search. The options are: 
 
All - select all substitutes whether or not they are available for general calling.  
Yes - display only substitutes whose profiles have “Available for General 
Calling” selected in their profile.  
No - display only substitute profiles that do not have this option checked. 
 

Expired Subs Select the expired subs status for the search. The options are: 
 
All - select all substitutes with expiration dates in their profile whether those 
dates are used to expire the substitute or not.  
Yes - display only substitutes that have any Date types flagged as “Used to 
Expire.” (With an expiration date in the past) 
No – display only substitutes that do not have any Date types flagged as “Used 
to Expire.” (With an expiration date in the past)  
 

 

70 eSchool Solutions Proprietary Documentation. Company Confidential/Do Not Distribute – Do 
Not Post on Unsecured Web Sites (such as your district web site). 

 
March 2008 



SmartFindExpress Guide for Administrators  Performing Administrator Functions 
Release 1.3  Profile Inquiry/Reports 

 
Field Description 

 
Available On If searching for available substitutes for a specific date, enter the desired date 

and times. When using the Available On date and searching for an available 
substitute, the recommended settings are Active for the Status field, Yes, for the 
Registered field and Yes for Avail New Jobs field. This ensures that the list will 
include active and available substitutes. You can further define the available 
substitutes by specifying more selection criteria, such as location or 
classifications, by clicking More Search Options. An available substitute is 
typically defined as: 
 Status = Active 
 Available for new jobs = Yes 
 Registered = Yes 
 Has permanent daily availability for the date and time specified 
 Does not have a temporary period of unavailability for the date and time 

specified 
 Does not have any date flagged as “used to expire” with an expiration date 

earlier than the date specified 
 Not currently assigned on the date and time specified 
 A “Do Not Call” has not been set for the date and time specified. 

 
Daily Availability Indicate the day and enter the times for availability. 

 
When entering a specific daily availability in their profile, typically you are not 
searching by the “Available On” date. Selecting this search does not indicate 
that the substitute is or is not already working on a specific date or any other 
criteria that defines them as “Available.” Instead, this search is limited to the 
substitute’s availability setup in their profile. 
 

Classification Group Selecting a classification group searches for substitutes that have any of the 
classifications in their profile that apply to the classification group. If using the 
classification group setup, you are not typically selecting any specific 
classifications. 
 

Level Indicate the level to be used for this search. Only substitutes that have this level 
set up on the Classification screen will be displayed. 
 

Classification Up to two classifications can be entered. The choices must be present in the 
substitute’s profile.   
 

Location Up to two locations can be entered. The choices must be present in the 
substitute’s profile. 
 

Include Locations that 
belong to Location 
Groups 

Check this box if you are looking for substitutes that have been assigned to 
specific locations that belong to the location group selected. Do not check this 
option if you are searching for substitutes that were assigned to a location 
group only. 
 

Certification This option uses the Certification setup screen in the substitute profile. Up to 
two certifications can be entered. The choices must be present in the 
substitute’s profile. 
 

Holiday Rule List 
 

Selecting a holiday rule list searches for substitutes who were included on 
specific holiday preferred lists. The pull-down menu contains the names of 
holidays from the “All Locations” calendar that have the Use Holiday Rule List 
flag enabled.  
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Field Description 

 
Dates: 
Type This option uses the Date screen in the substitute profile. Up to two Date types 

and date ranges can be selected from the pull-down menu. 
 

Unavailability Period The date range that represents the unavailability period to be used for the 
search.  
 

Expired Dates Date types flagged as “Used to Expire” are used in the expired date range 
search. A specific date that is flagged as “Used to Expire” can be selected using 
the Date Types pull-down menu instead of using this search. 
 

Disqualified Searching with this date range results in displaying all substitutes who were 
disqualified because they reached a limit for the day as currently set in the 
system parameters for exceeding the number of hang-ups, declines, and no 
answers. 
 

Minimum # of Days 
Worked 

Searching with a quantity for the minimum number of days worked within a 
specific date range results in displaying substitutes who worked the minimum 
number of days during the date range specified. 
 

Sort List By Select a sort order for the search results. 
 

Then By Select a secondary sort order to further organize the search results. 
 

Substitute List 
 
The Substitute list displays profiles that match the search criteria. Profile information can be 
viewed, updated, and exported. Various substitute reports can be created based on the substitute 
list. 
 

 
 
Clicking on the Name link of a profile displays the Modify Profile screen for the substitute profile. 
Information on substitute profiles can be viewed and modified depending on the administrative 
setup of the administrator or operator. For detailed information on modifying profiles, refer to the 
“Profile New” chapter for procedures and field descriptions.  
 
The search results will not display your changes until you run the search again by clicking 
Search. This is because the search results display a copy of the data that exists when the search 
happens. Changes do not cause this screen to update automatically. The search has to be 
performed again to go back to the database and view the changes. 
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Creating Substitute Inquiry Reports 
 
To create substitute reports, click Create Report on the Substitute Inquiry and Reports screen 
after your search has been performed. The Substitute Detail Reports screen displays. Select the 
options for the Detail report, Substitute list, Substitute labels and the Statistics report and then 
click View Report to preview the report. 
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Creating Substitute Detail Reports 
 
The Substitute Detail report can print for one substitute if this option is selected from the 
substitute profile screen, or can print for all substitutes listed on the Substitute list. Report setup 
options let you select the print options, choose the profile information to include on the report, and 
choose the setting for history information. Many customized reports can be created. 
 
The following section provides a description of each field. 
 
Field Description 

 
Report Title Name that identifies the report. The title will print at the top of each page. 

 
Each Substitute is on a 
New Page 

Check this box if a new page is required for each substitute. Depending on the 
information required, there can be multiple pages printed for each substitute. 
 

Profile Check the box(s) next to the profile information required for the report. 
 

History Enter a date range if history information is required. Select the start and end 
dates of the period in order to display any or all of the following field options:  
 Calls - the detail of calls made from and to the system during that period 
 Call Statistics - the total number of calls 
 Substitute Cancellation Assignment Notification (SCAN) - calls made to the 

substitute as notification that a job was cancelled 
 Daily Availability Changes - the days/times of the week the substitute will 

work 
 Do Not Call Settings - all changes made to temporary and permanent “Do 

Not Call” settings 
 Unavailable Date Changes - all changes to unavailability dates. 

 
 
After selecting the print options and the detail information you want included on the report, click 
View Report to preview the report. The report is automatically displayed in the Adobe Acrobat 
reader. Each section selected can display multiple lines of information on the report depending on 
the volume of data stored in the substitute’s profile. A sample report is provided. 
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Printing the Substitute List 
 
This option allows you to print daily availability and unavailability dates for all substitutes listed on 
the substitute list. Check the box(s) to indicate the required information and then click View 
Report to preview the report. The report automatically displays in the Adobe Acrobat reader. A 
sample report is provided below. 
 

 

Printing Substitute Labels 
 
This option allows you to print labels for all substitutes listed on the Substitute list. Labels include 
name, address, city, state, and zip code if this information is provided on the substitute profile. 
 
Three different label types are available: 
 

 Avery 5162 (1.33" X 4") 2-up 
 Avery 5163 (2" X 4") 2-up 
 Avery 5164 (3.33" X 4") 2-up 

 
Clicking View Report starts the Adobe Acrobat reader and provides a preview the report. The 
following example shows the layout of the report. The layout is determined by the type and size of 
the label selected. 
 

 

Printing Substitute Statistics 
 
Statistics are printed for all substitutes listed on the Substitute Inquiry list. A date range must be 
entered for the statistics. Clicking View Report starts the Adobe Acrobat reader and provides a 
preview of the report. The following example shows the layout of the report.  
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The following table provides a description of each field. 
 
Field Description 

 
Reg Is Registered (Yes or No). 

 
DND Number of time the substitute activated “Do Not Call.” 

 
Calls Number of calls that the system attempted to call the substitute. 

 
Accept Number of assignments the substitute accepted. 

 
Decline Number of assignments the substitute has declined. 

 
Cancel Number of assignments that have been cancelled. 

 
Hangup Number of hang-ups during job offers. 

 
No Ans Number of no answers during job offers. 

 
Last Call Date of the last time the system called the substitute. 

 
Last Day Worked Date the substitute last worked. 

 
 

77 eSchool Solutions Proprietary Documentation. Company Confidential/Do Not Distribute – Do 
Not Post on Unsecured Web Sites (such as your district web site). 

 
March 2008 



SmartFindExpress Guide for Administrators  Performing Administrator Functions 
Release 1.3  Profile Inquiry/Reports 

Exporting Substitute Information 
 
The Export feature exports information on all substitutes listed on the Substitute list. Click the 
Export button after the search has been performed. The Substitute Export screen is displayed.  
 

 
 
Substitute data can be exported to a text format for use with other software, or for re-importing 
the text file back into the system after updating certain fields. Other uses of exported information 
include using it with mail merge software to produce letters, data comparisons with Human 
Resources software; preparing an annual deletion file of substitutes that are inactive or expired, 
or performing mass updates on substitute information. 
 
Note: Not all substitute information can be exported. There is not an export for the locations, 
classifications, and priority lists on a substitute’s profile. 
 
When you click one of the Export buttons, the File Download dialog is displayed. The exported file 
is automatically created as a text file. Follow screen instructions to download the file. 
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Profile New 
 
Overview 
 
A single profile can be set up with any or all of these roles: administrator, employee, and 
substitute. It is recommended that a profile be created for every person that will access the 
system. The system activity log will record the ID and name of the profile that makes changes in 
the system. 
 
Profiles with employee or substitute access can call the system to register and enter their PIN 
number as long as the profile indicates that they are active. 
 
Setting up Administrator Profiles 
 
Note: Although information on setting up administrator profiles is included in this chapter, only 
system operators have access to administrator profile setup and maintenance. 
 
Administrators are configured for specific access to menus for employees, substitute, and job 
information. Administrative profiles are allowed to access multiple locations or location groups.  
Operators are typically set up with access to all locations and system menus, while a site-based 
administrator (principal, secretary, or other designated person at a location) is typically set up with 
access to their location only.  
 
It is possible to set up a profile with administrator access that only will be shared at a location. 
The access ID and PIN would be an assigned number and the last name would be the location 
name.  If is preferable that each person at the site be set up with the appropriate access level.  
 
An administrator where “Is Active” is not checked cannot gain access to the system. 
 
Setting up Employee Profiles 
 
Employees are the only users who can be absent. Employees call the system to register. During 
registration, they will voice their name and enter a PIN number. An employee where “Is Active” is 
not checked cannot gain access to the system. 
 
A profile can be created for an employee that represents a position (instead of a person), or as a 
substitute that is on a long-term assignment and can be absent. Substitutes that are on a long-
term assignment would have the same location and classification as the employee who is absent. 
It may be helpful to place a code such as, “LTS” or “*” in the name of the profile to make long-
term substitutes distinguishable from other employees.  
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Setting up Phantom Employees 
 
You may use phantom employees to represent special circumstances that require a substitute, 
but an employee is not absent. Phantom employees allow you to enter an absence that does not 
have an absentee. You may use employees with an access ID and PIN generated by the 
operator to represent these special circumstances. You can enter as many phantom employees 
as you desire. The best way to address this situation is to use the vacancy option. However, 
vacancies may not address all needs such as: 
 

 Assigning a name and budget code to the special circumstances that can occur on a 
regular basis 

 Dividing an absence into separate reasons while keeping (for payroll purposes) that 
absence as one single absence for the employee. 

 
Concurrent absences that have overlapping dates and times may not be reported for phantom. 
You must have a different phantom employee for each absence that you need on a given day or 
for a given period. The process of adding a phantom employee is the same as the process of 
adding a regular employee, except that you must decide on the location, classification, and an 
artificial ID for each phantom before entering the information for that position.  
 
If you are not using the vacancy option, when a location needs a substitute for one of these 
positions, the location's administrator accesses the system and reports an absence for the 
appropriate position. SmartFindExpress then follows its normal procedures for locating a 
qualified, available substitute. 
 
Setting up Substitutes 
 
Substitutes are the only users who can be assigned to jobs. A job assigned to a substitute is 
called an assignment.  A substitute where “Is Active” is not checked cannot gain access to the 
system. 
 
Setting up Phantom Substitutes 
 
A profile can be created for a substitute that represents special situations (instead of a person). 
You must decide on an artificial ID before entering the information for that position. The “Name” 
field should reflect the special circumstances so that information is visible on job reports. 
Normally, substitutes cannot be assigned to concurrent jobs or to jobs that overlap. By checking 
the box “Allow overlapping assignments” on the Optional Information tab, the entry of multiple 
concurrent jobs filled by one substitute is allowed. Typically, these substitutes are prearranged to 
the job and should never be called by the IVR. Some examples for using this feature are: 
 

 The class combined with another. If one substitute covers three classrooms at once by 
combining them into one large study hall, thereby filling three employee’s absences, the 
substitute would be assigned to one employee’s absence in the system. The remaining 
absences would be assigned to phantom substitutes because the absences must be 
recorded and they did require a substitute.  

 
 A roving substitute was needed. 

 
 The job was filled using in-house personnel.  
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Adding a New Profile 
 
To add a new profile, click Profile New to display the New Profile screen. Enter the requested 
information and then click Save. When you click Save, additional tabs will display based on the 
type of profile you are adding. Information on these screens must be completed for the new 
profile. 
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Field Name Description 
 

Access ID Unique number up to nine digits in length that identifies the profile. Only 
numbers can be entered. All profile types access the system using this ID. 
 
Common ID’s are social security number (SSN or SIN), payroll identifier, or 7-
digit telephone number. This access ID is optionally displayed to 
administrators if the parameter “View Employee ID” or “View Substitute ID” is 
enabled on the Parameters – Administrator tab. 
 
Note: Access IDs cannot have leading zeros. 
 
When using the telephone, administrators will need to know the access ID of 
employees in order to enter an absence on their behalf. Administrators and 
employees that are allowed to specify substitutes will also need to know the 
access ID of substitutes. 
 
If using an artificial ID, it is recommended that the ID begin with “8.” The “8” is 
suggested because in the United States, social security numbers are not 
distributed beginning with that digit. 
 

Last Name Last name should be the name of profile. The name can also be the 
location’s name if multiple administrators are sharing the ID. 
 

First Name Enter the first name of the profile. 
 

External ID Unique identifier for the employee up to 16 alpha/numeric characters in 
length. This is a secondary identifier for the employee and can be used for 
data integration. Commonly, the social security number or payroll identifier of 
the employee is entered as the External ID. This identifier is optionally 
displayed to administrators. 
 
Note: External IDs can have leading zeros. 
 

PIN PIN is a numeric value that does not have to unique in the system. The PIN 
(Personal Identification Number) is entered upon registration or modified on 
the telephone by the substitute, employee, or administrator. The PIN can 
optionally be assigned/reassigned when creating or updating the profile.  
 
The minimum number of digits that must be entered for a valid PIN is set up 
on the Parameters – Configuration tab. This number should be high enough 
to maintain adequate security. 
 
Note: PINS can have leading zeros. 
 

Telephone Number The telephone field for employee and substitute access is not used by the 
system for calling, and is captured for data collection purposes only. 
Telephone numbers display exactly as they are entered as no special 
formatting is added to the number entered. Valid characters include ( ) - , * # 
and spaces. 
 
The telephone field for administrator access is used by the system for calling 
if the “Is emergency contact” field is enabled. Otherwise, this field is recorded 
for data collection purposes only. The telephone number must be entered 
exactly as it is to be dialed, including an area code and “1” for long distance 
numbers if needed. 
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Field Name Description 
 

Email The email address on a profile is used by the system to send automatic 
emails (job assignments, assignment cancellations, job reminders) if the 
district is using the Email feature. 
 

Address Line 1 There are two lines available for entering street information. Entering an 
address into the profile allows you to print address labels. 
 

Address Line 2 There are two lines available for entering street information. Entering an 
address into the profile allows you to print address labels. 
 

City The city where the profile is located. 
 

State/Prov Enter as a two-letter abbreviation. 
 

Zip/Postal The zip or postal code should be entered exactly as it will be printed. 
 

Gender This field is recorded for data collection purposes only.  
 

Ethnicity This field is recorded for data collection purposes only.  
 

Language The default language to be used for this profile. 
 

Type: Select all the types that apply to this profile: 
 
Is Administrator Check the Type box to enable administrator access.  

Check the Active box for this administrator to have access to the system.  
Check, the Is Emergency Contact box if this administrator is to be called by 
the system for an emergency.  
 
Typically, one or more system operators have the emergency contact option 
enabled. If checked, a telephone number must be entered. There are two 
conditions for which SmartFindExpress will call an emergency contact: 
 

 If a power failure has caused the system to run off battery backup 
and detects there a low battery condition, the system will call this 
person prior to shutting down the system. Calls are made to all 
personnel with the emergency call option checked until one is 
reached. The person enters a PIN to hear the message that the 
system is shutting down. If personnel are not reached within the 
required time, the system proceeds with the shutdown as necessary. 

 
 For districts that have multiple call processors and when one call 

processor stops working, another call processor will detect the 
problem and call the emergency contact telephone number. System 
configurations with a single call processor or server will not use this 
feature because when that call processor is not working, no other 
call processor is available to place the notification call. 
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Field Name Description 

 
Is Employee Check the Type box to enable employee access.  

Check the Active box for this employee to have access to the system.  
Check the Calendar box to indicate that a calendar of holidays and no 
substitute required (NSR) days is followed by the employee. 
 
Calendars are setup by system operators for all the types of employees that 
have different workdays. The pull-down list displays all of the available 
calendars including the “All Locations” calendar. The calendar prevents 
absences from being reported on holidays.  
 
Note:  The Administrator must have the Profiles – Employee Modify 
permission ON/checked for their own profile to have the ability to set 
Employee settings on a profile.  

Is Substitute Check the Type box to enable substitute access. 
Check the Active box for this substitute to have access to the system.  
 
Check the Available for New Jobs box if this substitute will be able to accept 
assignments, search for assignments, be specified for assignments, or be 
assigned by administrative personnel. If the field is not checked, the 
substitute is considered inactive, but is still able to access the system. 
 
Check the Available for Long Term box. This field is recorded for data 
collection purposes only. It does not restrict a substitute from being offered 
jobs considered long term. Operators and administrators are able to search 
for substitutes using this field, and are searching for a substitute to fill a long-
term assignment. 
 
Check the Is Certified box. This field is recorded for data collection purposes 
only. It does not restrict a substitute from being offered jobs. When searching 
by name for a substitute, this field will display. 
 
Check, the Available for General Calling box if the substitute can be called 
from the General list when the calling system reaches that step during callout. 
The General list calls substitutes who will work at the location, but may not 
have the classification of the assignment in their profile. If you are leveling 
substitutes from their classification, then they should also be leveled on the 
General list. The level is entered on the Optional Information screen.  
 
Callback Number: Enter the telephone number that the system will use when 
contacting the substitute. Telephone numbers display exactly as they are 
entered as special formatting is added to the number entered. Valid 
characters include ( ) - , * # and spaces. If it is a long distance number, the 
“1” and the area code, if required, must appear in this field to correctly call the 
substitute from the location of the system. Substitutes confirm this number 
during the registration process. They can change this number at any time 
after obtaining a PIN. This process ensures that the system always has the 
most accurate telephone number to dial when calling the substitute. 
 
Note:  The Administrator must have the Profiles – Substitute Modify 
permission ON/checked for their own profile to have the ability to set 
Employee settings on a profile.  
 

 
When you click Save on the Profile New screen, additional tabs display for the administrator, 
employee, and/or substitute. Enter the requested information on these tabs to complete the 
profiles. 
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Administrator Profile Tabs 
 
The Administrator profile includes the Menu Access and Location Access links. System operators 
are typically set up with view and modify rights to all menu items and location access to all 
locations. 

Menu Access 
 
This tab lists the functions available to administrators and operators. Click the boxes under View 
and Modify to enable the functions for this administrator profile. Administrative profiles that have 
view access rights only will not have access to any buttons or links that would add, modify, or 
delete information. Click Save to add these administrative functions to the profile. 
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Setting Description 

 
Announcements Controls access to Announcements. If access is not enabled, the 

Announcement menu item will not be visible. 
 

Jobs  Controls access to job information. If access is not enabled, the Job menu 
items will not be visible. 
 
If “View” is enabled, Daily Job Counts and Job Inquiry/Reports are the menu 
choices.  
 
If “Modify” is enabled, Create an Absence, Create a Vacancy, Daily Job 
Counts, and Job Inquiry/Reports are the menu choices. 
 

Allow Specifying a 
Substitute 

Indicates if this administrator can specify a substitute. This is applicable only 
when modify Jobs is enabled. 
 

Allow Prearranging a 
Substitute 

Indicates if this administrator can prearrange a substitute. This is applicable 
only when modify Jobs is enabled. 
 

Allow Job Overrides  Indicates if this administrator can perform job overrides. Overrides allow the 
administrator to override system restrictions/limitations in order to create a 
job, as required. 
 

Location Balances Controls access to location balances. If access is not enabled, the location 
balance menu item will not be visible. 
 

Priority Lists Controls access to priority lists. If access is not enabled, the priority list menu 
item will not be visible. 
 

Do Not Use If priority lists is “Modify,” and this field is checked, personnel can view or 
modify Do Not Use Lists within the priority lists. Administrators that are 
required to document why a substitute should not be used at their location, 
would not allow site administrators to update their Do Not Use list. 
 

Auto Assignment If priority lists is “Modify,” and this field is checked, personnel can view or 
modify Auto Assignment lists within the priority lists. Operators that are 
required to control the auto assignment of substitutes would not allow site 
administrators to update their Auto Assignment list. 
 

Profiles - Employee Controls access to the Employee profiles on the Profile New and Profile 
Inquiry/Reports menu items. If access to both profile items is not enabled, 
these tabs will not be visible. 
 

Profiles - Substitute Controls access to the Substitute profiles on the Profile New and Profile 
Inquiry/Reports menu items. If access to both profile items is not enabled, 
these tabs will not be visible. 
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Setting Description 

 
Profiles -General Controls the “modify” capability for the Profile tab on all profile types. The 

Profile tab is the first tab on a profile and includes name, address, etc., as 
well as on/off settings to set a profile as an Administrator, Employee, or 
Substitute profile. 
 
The default value for this permission is enabled and allows the Delete and 
Save buttons on the General Profile page of any profile type to display. When 
this permission is disabled, no modifications will be allowed to the General 
profile tab. The Return to List button will display if the profile was found by a 
search. 
 
Note:  To modify the on/off settings to set a profile as an Employee, or 
Substitute, the user must have Modify permission for Employee or Substitute 
profiles (see above).  

Operator: 
System Configuration Allows access to all menu items found on the system configuration menu.  

 
Note: If View or Modify is checked, the profile is considered an Operator. 
 

System Operations Allows access to all menu items found on the system operations menu. 
 
Note: If View or Modify is checked, the profile is considered an Operator. 
 

Location Access 
 
Administrator access is restricted to specified locations and location groups. Administrators may 
view or modify jobs, employees, and substitutes only for the locations indicated on the profile. 
The location access screen displays all the locations and location groups in their profile.  
Locations can be added or deleted from the administrative profile. 
 
The ID and Name appear in the first section of this screen. The list of locations already assigned 
to the profile is listed on the location pull-down menu sorted by location groups first and then by 
name. 
 

 
 
To add a location(s) to the list, select either a location group or a location from the pull-down list. 
Click Save. The administrative profile list will redisplay. 
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To delete locations from the list, check the delete checkbox next to the location or location group 
you wish to delete and then click Delete. The location is removed from the Location Access list. 
The administrative profile list will redisplay. 
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Completing the Employee Profile 
 
Once you complete the primary information on the employee on the Profile screen and click 
Save, the following screen displays. These tabs allow you to enter all the information on the 
employee to complete their profile. The Schedule screen is the default. 
 

 
 

Additional information gathered on the employee includes: 
 

 Schedule – information on the employee’s work schedule, locations, classifications, and 
rank locations and classifications. The lowest ranking location and classification is 
considered their “Primary” for reporting purposes. 

 
 Absences – information about absences for the employee using various search options. 

 
 Calendar –absence information in calendar format and the ability to access job 

information for a calendar day. 
 

 Dates – date information on an employee, such as birth date and hire date. 
 

 Optional Info – additional information specific to this employee, such as itinerant 
schedule information, budget code information, or special comments on the employee. 

 
 Priority Lists – information on the list of substitutes to be called first when an absence is 

reported for the employee. 
 

 Reason Balances – setup and maintenance of employee reason balances  
 

 Report Detail – profile and job information can be selected to print on the report.  
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Schedule 
 
The Schedule tab collects information on where an employee works and the jobs performed at 
each work location. 
 
An employee can have an unlimited number of work schedules as long as the work schedules do 
not have overlapping location times and days. A location can have many classifications in the 
same work schedule. When employees report an absence, they must select a work schedule. If 
there are multiple work schedules for the same day, and the employee is away for that day, they 
must report an absence for each work schedule. If separate absences are entered, different 
substitutes may be found for each absence. 
 
Use the Schedule screen to add a new schedule for an employee.  
 

 
 
To modify or delete a schedule, refer to “Modifying/Deleting a Schedule,” in the Profile 
Inquiry/Reports section.  
 
Adding a new schedule 
 
Click New to display the New Schedule screen. Enter the settings for the new schedule and click 
Save. 
 

 
 
Field Name Description 

 
Order Enter a numeric value to indicate the order for the selected location and 

classification. The lowest ordered location is considered the primary location 
of the employee for reporting purposes. 
 

Location Select a location from the pull-down menu. Unlimited locations can be 
entered on an employee’s profile.  
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Field Name Description 

 
Classification Select a classification from the pull-down menu.  

 
The classification indicates the job(s) performed by the employee. An 
employee can perform multiple jobs at the same location. A different work 
scheduled is not required for each classification. Each classification is given 
an order. The lowest order on the primary location is considered the primary 
classification for reporting. When employees report an absence, they select 
the location and can select any classification that is at that location. 
 

Work Time/Days Click the checkbox Use Location Default Times to have this schedule use the 
selected location’s work times.  
 
If the locations work times change, then all employees (with this box 
checked) will use these new times. 
 
If Use Location Default Times is not enabled for this schedule, you must enter 
a start and end time, and select the workdays for this schedule by clicking the 
appropriate checkbox. Once “times” have been entered, they are considered 
overridden and must be modified each time there is a change in the 
employee’s work hours.  
 

Absences 
 
The Absences tab allows you to view information about absences for the employee. You can 
enter the job number or enter any combination of the search criteria. The More Search Options 
button displays additional search fields that can be used to narrow the search. Searches can be 
specified for a location, classification, location group, classification group, substitute, budget 
code, or reason. The Location drop-down menus will display all authorized locations and location 
groups. Similarly, the Classification drop-down menus will display all defined classifications and 
classification groups. You can create a report based on the search results, and export job 
information. Exported information can be used in other databases or applications. 
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Field Name Description 

 
Enter Job# The number assigned to the job when the job was created. 

 
Job Type Click in the appropriate box to indicate if you are searching on all jobs, 

absences, or vacancies.  
 

Job Status Select a job status to search on from the pull-down menu. The job status 
indicates the current condition of that job. Status conditions include:  All, 
Open & Active, Open, Active, Finished and Verified, Finished, Verified and 
Cancelled. 
• Open jobs are for today, but not yet ended, or for days in the future and 

a substitute has not yet been assigned 
• Active jobs are for today, but not yet ended, or for days in the future 

and a substitute is assigned 
• Finished jobs have completed  
• Verified jobs have completed and are marked as verified 
• Cancelled jobs are only jobs that have been cancelled. 

 
Sub Status Select a sub status to search on from the pull-down menu. Jobs can have 

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

Search From Select a “search from/search to” date range to search for jobs that started on 
a particular date, ended on a particular date, or occurred within the date 
range. 
 

Sort Order/Then By Select the sort order from the pull-down menu. To further define your sort, 
select a secondary sort order from the Then by pull-down menu. Sort options 
on both menus are Budget Code, Classification Name, Employee Name, End 
Date, Job #, Location Name, Reason Name, Start Date, Job Status, Job Sub-
Status, and Substitute name. 
 

 
To perform a more specific search, click More Search Options. The following screen displays. 
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Field Name Description 

 
Classification Group Select a classification group from the drop-down menu or leave this field blank. 

If you select a classification group, only jobs with that classification group will 
appear in the search results. 
 

Classification Select a classification from the drop-down menu or leave this field blank. If you 
select a classification, only jobs with that classification will appear in the search 
results. 
 

Location Group Select a location group from the drop-down menu or leave this field blank. If you 
select a location group, only jobs for that location group will appear in the 
search results. 
 

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

Reason Select a reason from the drop-down menu or leave this field blank. If you select 
a reason, only jobs with that absence/vacancy reason will appear in the search 
results. 
 

Employee Access ID To search for jobs assigned to a specific employee only, enter the employee’s 
access ID number. If unknown, click Name Lookup to search for the employee 
by name. 
 

Substitute Access ID To search for jobs assigned to a specific substitute only, enter the substitute’s 
access ID number. If unknown, click Name Lookup to search for the substitute 
by name. 
 

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

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

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

Jobs with Cancelled 
Assignments 
 

Check this box to search for jobs that contain cancelled assignments. 

Jobs with Same Day 
Cancelled 
Assignments 
 

Check this box to search for jobs that contain same day cancelled assignments. 

Job with Minimum # 
Days Duration 
 

To search for jobs that are a minimum number of days in length, enter that 
number in this field. 

Sort Order Select the sort order from the pull-down menu.  
 

Then By Select a secondary sort order to further organize the search results.  
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Creating the Job Report 
 
Click Create Report to print the details from the job search. The Job Report screen is displayed. 
Select the detail and summary information for the job report and then click View Report to 
preview the report.  
 

 

 
 
Field Name Description 

 
Report Title Enter a title to identify the report. 

 
Print Details Click the appropriate box(s) to select the job detail, substitute, and employee 

information to include in the job report. 
 

Print Totals for Primary 
Sort 

Check the appropriate boxes to indicate if a signature line should be printed 
and to select the summaries to be included in the report. 
 

Print Totals at the End of 
the Report 

Check the appropriate box to indicate the totals to include at the end of the 
report. 
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Exporting Job Information 
 
Use this feature on the Job Inquiry screen to export information on all jobs in the search results. 
Exported information can be used in other databases or applications. After performing your 
search to select the job information you want, click Export. The File Download dialog is displayed. 
 
The exported file is automatically created as a text file. The text file can be imported or opened 
using a variety of database applications. 
 

 
 

 
If you click Open, the exported file opens in the Notepad editor. If you click Save, the Save As 
dialog displays. 

 

 
 
Select the location where you want to save the file and enter a name for the exported file. Click 
Save to start the export process or click Cancel to return to the Job Inquiry screen without 
exporting the job data. When the export is complete, the following screen displays. 
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Calendar 
 
Absence information for an employee can be viewed in calendar format. The calendar starts with 
the current month with buttons to access the next and previous month’s data. Non-workdays for 
the employee (including holidays and “No Substitute Required” days) are shaded in gray. Clicking 
the job number link under the calendar day displays job detail information. The Job Inquiry 
screen is displayed. 
 

 

Dates 
 
The Dates screen stores dates such as the employee’s birth date, hire date, certification date, 
and other important dates. You can display, add, modify, and delete dates. 
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Adding Dates 
 
Click New to display the New Date screen. Enter the required information and click Save to add 
the date to the profile. 
 

 
 
Field Name Description 

 
Name 
 

The pull-down menu lists the authorized dates. 
 

Date Enter a date by typing the date in the correct format or by pressing the date 
icon and selecting a date from the calendar. 
 

Modifying/Deleting Dates 
 
From the Date list, click the Code link for the date you want to modify. The Modify Date screen is 
displayed. Update the appropriate fields and click Save. 
 

 
 

To Delete a Date, click the checkbox next to the Date(s) you want to remove from the list and 
then click Delete. 
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Optional Information 
 
This screen allows you to supply additional information on an employee. After entering the 
information, click Save.  
 

 
 

Field Name Description 
 

Use Itinerant Schedule Itinerant teachers travel to multiple locations. Checking this box allows the 
employee to select any location and classification when reporting an 
absence. If this is not checked, the locations and classifications available 
when creating an absence are restricted to those found on their schedule. 
Itinerant teachers must have a primary location and classification in their 
profile for reporting purposes and to obtain their work schedule. 
 

Budget Code If an employee’s absence is billed to a particular account, enter that budget 
code or account number in this field. It will automatically be inserted into each 
absence for the employee unless the reason for the absence requires manual 
entry of a budget code. The budget code on the employee profile overrides 
any default budget code that has been defined. The budget code field is 
validated for the length of the field. Changes to this field only affect absences 
created after the changes are saved. Existing jobs are not automatically 
updated. 
 

Comments Use this field to record information for which there is not a designated field, 
for example, complaints, commendations, special considerations, reason, 
and date of an administrative action, etc. Employees cannot view the 
comments unless printed by the operator in a report. A person that is 
registered as an employee and as a substitute does not share the same 
comments section on the employee profile and the substitute profile. 
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Priority Lists 
 
The Priority Lists screen allows you to assign substitutes to various lists so that they are called 
first when an absence is reported for the employee. A substitute can also be added to an 
employee’s priority list via the substitute’s profile or the Priority Lists feature. Because employees 
cannot maintain priority lists, administrators and operators must maintain these lists. You can 
add, modify or delete, and view priority lists 
 

 

Adding Priority Lists 
 
Click New to display the New Priority List screen. Complete the settings, and click Save to add 
the substitute to the priority list. 
 

 
 
Field Name Description 

 
Substitute Enter the substitute ID or press Name Lookup (if visible) to search for the 

substitute by name. 
 

List Type Select a priority list from the pull-down menu.  
 
Lists do not require the selection of a classification. If no selection is entered, 
this substitute will work for the employees even if the employee has multiple 
classifications.  
 
The Do Not Use and Automatic Assignment lists are offered to administrators 
based on their administrative profile setup.  
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Field Name Description 

 
Classification 
Code/Classification 

The classification code can be entered, if known, instead of selecting a classification 
from the pull-down list. The Classification pull-down contains the classifications 
found in the employee’s profile. 
 

Sub List A numeric value that indicates the order in which substitutes will be called. The 
substitute with the lowest number is called first for an assignment. 
 

Level A numeric value that indicates the order substitutes will be called within a sublist. 
The substitute with the lowest number is called first for an assignment. Level is 
typically used to indicate seniority. For example, an 8-digit seniority date can be 
entered for the level, such as 20040101. 
 

Modifying/Deleting Priority Lists 
 
Click on the Substitute link of the priority list to display the Substitute Priority List Modify screen. 
Update the appropriate fields, and click Save.  
 

 
 
To Delete a priority list, click the box next to the priority list(s) you want to delete. Click Delete to 
remove the list. 

Reason Balances 
 
This feature allows you to view and modify employee reason balances. It displays the number of 
hours for which a reason has been used. Partial hours are rounded up to the next hour for 
balance calculations. If the remaining balance is zero and the reason setup indicates to restrict 
absences when the balance is zero, the employee will not be able to create an absence using this 
reason. Reasons for absences and limitations on the use of a reason can be tracked.  
 
Reason balances for employees are updated when a job is cancelled. The previously deducted 
hours for the cancelled job are added back to the employee’s balance. 
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All reasons that are set up to use reason balances are displayed. Reasons are defined by 
selecting the Reasons menu item and then the Absence/Vacancy Reasons option. 

Modifying Reason Balances 
 
Click on the reason name to display the Modify Reason Balances screen. Update the desired 
fields and click Save.  
 

 
 
Field Name Description 

 
Calculation Date Date the employee’s absence records are used to calculate the hours remaining. 

 
Allocated Number of hours allotted to an employee. This number replaces the previous 

value for the number of hours that are allocated to the employee for that reason. 
 

Report Detail 
 
The Report Detail screen allows you to enter a date range for the absence information and select 
the data to include in the report. Click View Report to preview the report. 
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Field Name Description 

 
Report Title Enter a name for the report. 

 
Absences 
From/To 

Enter a date range for the absence information to be included on the report and 
select the data to include on the report. 
 

Completing the Substitute Profile 
 
Once you complete the primary information on the substitute on the Profile screen and click Save, 
the following screen displays. The Substitute tabs allow you to enter all the information on the 
substitute to complete their profile. The Schedule screen is the default. 
 

 
 

 Schedule – records the substitute’s daily availability for assignments and calling times. 
 

 Classifications – sets up the classifications that the substitute is qualified or willing to 
teach. 

 
 Locations – records the locations where the substitute will work. 

 
 Assignments – displays information on the assignments the substitute has worked or 

will work. 
 

 Calendar – provides the assignment information in calendar format. 
 

 Statistics – displays statistical information about calls made to the substitute. 
 

 Certifications – stores certification information about a substitute. 
 

 Dates – stores date information on the substitute, such as birth date and hire date. 
 

 Optional Information – stores optional information on a substitute, such as level and 
pay rate. 
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 Priority Lists – maintains information on the priority lists to which the substitute is 
assigned. 

 
 Unavail Dates – records the periods where the substitute is not available for work. 

 
 Rpt. Detail – provides a detail report on the substitute based on the categories selected. 

Schedule 
 
The Schedule tab records the substitute’s daily availability. This tab allows you to add, modify, or 
delete daily availability information. 
 

 

Adding/Deleting a Schedule 
 
Click New to display the New Schedule screen. Enter the days and times the substitute is 
available for work and click Save to add this schedule to the substitute’s profile. 
 

 

103 eSchool Solutions Proprietary Documentation. Company Confidential/Do Not Distribute – Do 
Not Post on Unsecured Web Sites (such as your district web site). 

 
March 2008 



SmartFindExpress Guide for Administrators  Performing Administrator Functions 
Release 1.3  Profile New 

 
Field Name Description 

 
Day 
Start Time/End Time 

Indicate the substitute’s daily availability by checking the appropriate box(s). 
After selecting the days, either All Day or a time range must be present. Each 
day of the week can have a different availability. 
 

Available for 
assignments  
 
 

Enter the times of the day that the substitute is available to work. Each day 
can have multiple times. You can indicate All Day instead of entering a time. 
Entering All Day will allow the substitute to be offered or assigned to any job 
for that day. 

The system will NOT call  
 

If “Allow calling times to be modified,” is enabled on the Parameters – 
Substitute tab, calling times for substitutes can be modified. Calling times are 
modified when the substitute does not want to be called during regular calling 
hours for every day of the week. To set a time for a substitute, enter a start 
and end time. Checking All Day will ensure that the substitute will never be 
called during the days specified. 
 

 
To delete a schedule from the Schedule list, click the box next to the schedule you want to delete 
and click Delete. 

Classifications 
 
Classifications are entered on the profile to indicate which classifications the substitute is qualified 
or willing to work. A substitute that does not have any classification codes selected on their profile 
will not receive any job offers unless: 

 The system is calling from the general list, the search rule setting “General List calls 
Substitutes having at least 1 classification with this search rule” is not checked and the 
profile indicates that they want to be called from the general list 

 The substitute is on a priority list, or is specified for the job. 
 
Unique situations may require the absence of classifications on a profile. For example, a retired 
teacher that only wants to substitute in a particular area and does not want to receive a lot of 
telephone calls. If no classifications are entered on the profile, this substitute will only be called if 
requested. Also, this substitute should not be on a priority list, or indicate that they can be called 
from the general list. 
 
The Classifications tab allows you to add, modify, and delete classifications. The classifications 
appear on both the classification pull-down list and on the list of classifications in the substitute’s 
profile in the sort order specified. 
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Adding/Deleting Classifications 
 
Click New to display the New Classification screen. Enter the classification settings and click 
Save to add the classification(s) to the substitute profile. 
 

 
 
Field Name Description 

 
Code 
 

The classification/classification group code can be entered if known. 
Otherwise, select the classification(s) from the pull-down list. Either a code or 
a classification/classification group name must be selected in order to add a 
classification. 
 

Pay Rate 
 

The rate of pay that the substitute will receive to teach the classification. If the 
substitute always has the same rate of pay regardless of the classification 
being taught, then enter the pay rate on the profile, and do no enter a pay 
rate in this field. Entering a value here will override the substitute’s pay rate.  
 
The pay rate is automatically inserted in a job record when the job is 
assigned or re-assigned to a substitute during job creation, job modification, 
substitute call-out or substitute call-in. Pay rate can be updated from the Job 
Details screen, once there is an assigned substitute in the job regardless of 
the job status. Pay rate is a 10-digit alphanumeric field and is shown on the 
job report and export formats. 
 

Level If Use Level to determine calling order is enabled on the Parameters - 
General tab, the substitute has to be assigned a level. When the system calls 
out from the classification lists, this level is used to determine the order in 
which substitutes are called. Substitutes can be on an equal level. If the 
substitute always has the same level regardless of the classification being 
taught, then enter the level on the Optional Information tab and do no enter a 
level in this field. Entering a value here will override the level found on the 
Optional Information tab. If the calling order is by seniority order, then the 
level could indicate a seniority level, such as their seniority date. The level 
can also represent a number that identifies certified personnel that would be 
called before non-certified personnel. 
 

Classification This pull-down list contains all of the classifications and classification groups 
that are not already found in the substitute’s profile. Multiple 
classification/classification groups can be selected. 
 

 
To delete a classification from the Classification list, click the box next to the classification you 
want to delete and click Delete. Clicking Select All and then Delete on the Classifications screen 
will remove all classifications from the list. 
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Modifying Classifications 
 
Make your updates to the pay rate and/or level fields and click Save to update the classification 
record. Clicking Select All and then Modify on the Classifications screen will update all the 
classifications in the list. 
 

 

Locations 
 
The location tab records the locations for which the substitute will work. A substitute that does not 
have any locations will not receive any job offers unless the substitute is on a priority list, or is 
specified for the job. A substitute can be assigned to location groups as well as to individual 
locations. When calling from the general location list, only substitutes that have the location of the 
job in their profile are called. 
 
The Locations tab allows you to add, modify, and delete locations. The locations appear on both 
the location pull-down list and on the list of locations in the substitute’s profile. 
 

 

Adding/Deleting Locations  
 
Click New to display the New Location screen. Enter the location information and click Save to 
add the location(s) to the substitute profile. 
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Field Name Description 

 
Code Enter the location code, if known, for the location. 

 
Name Select a location from the pull-down list. Multiple locations can be selected. 

 
 
To delete a location from the Location list, click the box next to the location you want to delete 
and click Delete. Clicking Select All and then Delete will remove all the locations from the list. 

Assignments 
 
The Job Inquiry screen is used to view information on the jobs that the substitute has worked or 
will work. You can enter a specific job number or use any combination of the search fields to 
search for job information. The More Search Options button displays additional search criteria to 
further define a search. Searches can be specified for a location, classification, location group, 
classification group, substitute, budget code, or reason. The Locations drop-down menu displays 
all authorized locations. The classification drop-down menu displays all authorized classifications. 
You can create a report based on the search results and export job information. Exported 
information can be used in other databases or applications. 
 
Refer to the “Completing the Employee Profile” section for information on using the job inquiry, 
job report, and export screens. 

Calendar 
 
The assignment information for a substitute can be viewed in calendar format. The calendar 
displays the current month. Job detail information can be accessed from the calendar by pressing 
the job number link that displays under the calendar day. Non-workdays (based on their daily 
availability) are shaded gray. If the substitute is assigned to one or more jobs in a day, the job 
numbers will display with the start time. Selecting the job number link displays the job detail 
screen.  
 

 
Avail 
 
The daily availability start time will display if the substitute meets the following criteria: 

 The substitute has a status of “Active” 
 “Available New Jobs” is enabled on the Profile tab 
 The substitute does not have a job on that day 
 The substitute does not have an expiration date on the Dates tab 
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 The substitute has daily availability for that day of the week on the Schedule tab 
 An unavailability date has not been entered for that day on the Unavailable Dates tab. 

 
Unavailable 
 
If the substitute is not available, the “Unavail” label will display. If the substitute has an 
unavailability date, the start time of the unavailability is displayed. 

Statistics 
 
Statistical information on calls made to the substitute is displayed on this screen. The information 
is divided into three sections: Substitute Allocation Units, Calls, and Assignments. The date range 
defaults to the current date and the statistics display without having to press Search. A date can 
be specified by re-entering a date and pressing Search. 
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Field Name Description 

 
Last Day The date entered for the search is not used when displaying “Last Day” 

information. The date, time, and disposition of the last call made to this 
substitute are displayed. The possible dispositions are:  Accept, Decline, No 
Answer, Hang up, Set Do Not Disturb, Operator Intercept, Callout- No Ring 
back, Answering Machine, Busy, and Cancel. You may occasionally see a 
disposition without any date or time information. This occurs when someone 
prearranged or assigned a substitute to a job without a phone call being 
placed to the substitute. 
 

Statistics Statistics for the period range is determined by the date entered. The 
operator typically resets and allocates substitute work units before the school 
year starts.  
 

Substitute Allocation 
Units 

If this field is active, it displays the number of work units the substitute was 
allocated and how many remain for the specified period. Work units are set 
up on the Optional Information screen. A number is this field limits 
substitutes. If the allocated value is reached, the substitute can no longer be 
assigned to jobs. 
 

Calls Statistics include the cumulative number of phone calls that have been 
placed to the substitute; the number of times the substitute was not reached 
(no answer or busy), the number of times that the substitute hung-up and the 
number of times temporary Do Not Call was used. The number of hang-ups 
indicates how many times a call went through to the substitute, but no PIN 
was entered. This includes when the system reached answering machines 
and voice mail. The “Do Not Call” settings do not include statistics on 
permanently set Do Not Call usage. 
 

Assignments Statistics include the number of assignments a substitute has accepted, been 
assigned to, declined, and cancelled. Accepted statistics are incremented 
when a substitute accepts an assignment via telephone, browser, 
prearrangement, or assignment by administrative personnel. Cancelled 
statistics includes both substitute and administrative personnel cancellations. 
 

Certifications 
 
The Certifications screen stores certification information on the substitute. Certifications are 
defined and set up by the operator. Certifications are stored for data collection purposes and print 
on substitute reports. Substitutes can be searched by certification code. 
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Adding/Deleting Certification Records 
 
Click New to display the New Certification screen. Enter the certification information and click 
Save to add the record to the substitute profile. 
 

 
 
Field Name Description 

 
Code The pull-down list displays authorized certifications. 

 
Date Enter a date in the correct format, or click the Date icon and select a date 

from the calendar. 
 

Comments Comments can include further details about the certification. This information 
cannot be used for a search. 
 

 
To delete a certification record on the Certifications List, click the box next to the record you want 
to delete and click Delete. The certification record is removed from the substitute’s profile. 

Modifying Certification Records 
 
On the Certification List, click on the code you want to modify. The Modify Certification screen is 
displayed. Update the desired fields and click Save. 
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Dates 
 
This screen is used to store dates on a substitute. Dates can include, birth date, hire date, 
certification date, termination date, etc. The date code setup defines whether the date is used to 
expire the substitute. Expired substitutes cannot be assigned to jobs. 
 

 

Adding/Deleting Date Records 
 
Click New to display the New Date screen. Enter the Date information and click Save to add the 
Date record to the substitute profile. 
 

 
 
Field Name Description 

 
Name The operator defines the dates that display on the pull-down list. 

 
Date Enter a date in the correct format, or click the Date icon and select a date 

from the calendar. 
 

 
To delete a Date record on the Date List, click the box next to the record you want to delete and 
click Delete. The Date record is removed from the substitute’s profile. 

Modifying Dates 
 
On the Date List, click on the code you want to modify. The Modify Date screen is displayed. 
Update the desired fields and click Save. 
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Optional Information 
 
This screen allows you to enter optional information on a substitute. Enter the requested 
information and click Save to have this information added to the substitute’s profile. 
 

 
 
Field Name Description 

 
Level When the system calls out from the General or Classification lists, the order 

in which the system calls the substitute can be leveled. If calls were by 
seniority order, then the level would indicate a seniority level, such as their 
seniority date. The level can also represent a number that identifies certified 
personnel that would be called before non-certified personnel. 
 

Pay Rate Pay rate on the substitute profile is automatically inserted in a job record from 
the substitute profile when the job is assigned or re-assigned to a substitute 
during job creation, job modification, substitute call-out or substitute call-in. 
Pay rate can be updated from the job details screen, once there is an 
assigned substitute in the job and regardless of the job status. Pay rate 
displays on the job report and job export formats. 
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Field Name Description 

 
Work Units Allocated The maximum work units correspond to the maximum number of units a 

substitute is allowed to work (typically within a year). Once that limit has been 
reached, the substitute will not be offered additional jobs and cannot call-in or 
search for and accept jobs. A work unit is defined for each classification code 
that is setup in the system. If a substitute has no limit, enter a value of zero 
(0) in this field blank. In this case, the substitute will not be restricted from 
jobs due to work units. 
 
To activate this feature, “Restrict Substitute to Maximum Work Units” must be 
checked on the Parameters - Substitute tab. 
 

Work Units Start Date Date that the allocated work units can be used for assignments. 
 

Assign Jobs to 
Answering Machine 

If the parameter, “Assign Jobs to Answering Machine,” is enabled on the 
Parameters - Jobs tab, a checkbox for this option will display on the 
Substitute profile. If the parameter is not enabled on the Parameters - Jobs 
tab, this checkbox will not display. This checkbox is initially set to unchecked 
for all substitutes. 
 
Operators and administrators can set the checkbox to on/checked. Their 
profile must have Modify Profile enabled to allow the information to be saved. 
 

Allow Overlapping 
Assignments 

Use this field with caution. This field should be checked for phantom 
substitutes only. Please review the discussion in the “Phantom Substitutes” 
section of this chapter. When this field is checked, substitutes can have 
overlapping assignments. 
 

Current Holiday Rule List 
 

This is a display-only field. A checkmark appears in this field if the substitute 
is on a current after-holiday rule list. A current holiday is determined by 
whether there is a holiday for the current system date. 
 

Comments Use this field to record information for which there is not a designated field, 
such as performance review information, complaints, commendations, special 
considerations, date and reason for an administrative action, etc. Substitutes 
cannot view the comments unless printed by the operator in a report. A 
person entered into the database, as both an employee and a substitute, do 
not share the same comments sections on the employee and substitute 
profile. 
 

Priority List 
 
The Priority List screen maintains the priority lists to which the substitute is assigned. Substitutes 
can be on multiple locations, location groups, and/or employee lists. Substitutes can also be 
assigned to Do Not Use, Automatic Assignment, or Custom Lists.  
 
Priority lists are used to determine the order in which substitutes are called. The combination of 
lists, location groups, and types are entered in the search rule setup in order of calling priority. 
Priority Lists can also be defined using the Priority Lists menu item. 
 
Administrative profiles with only view access rights will not have access to any buttons or links 
that would allow priority lists to be modified. 
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The use of priority lists is optional. If no priority lists are identified, substitutes are called from the 
Classification and General lists that use the setup on the Classification and Location screens. 
Priority Lists work independently from the classification and location screen setup. 
 
Use this screen to view, add, modify, and delete priority lists.  
 

 

Adding a Substitute to a Priority List 
 
Click New to display the New Priority List screen. Complete the screen information and click Save 
to add the substitute to the priority list. 
 

 
 
Field Name Description 

 
List Select a list from the drop-down menu. The lists may or may not have a 

selection of a classification. Each list can be assigned to either an employee 
or to a location/location group. The Do Not Use and Auto Assignment lists are 
offered to Administrators based on their administrative profile setup.  
 

Classification 
Code/Classification 

The classification determines the list to which the substitute is assigned. The 
code can be entered if known, instead of selecting a classification from the 
pull-down list. 
 

Location Code/Location The locations on the pull-down list are the locations found in the employee’s 
profile. The code can be entered if known, instead of selecting a location from 
the pull-down list. 
 
Enter either a location or employee, but not both. 
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Field Name Description 
 

Employee 
Code/Employee 

Enter the employee’s ID or press the Name Lookup button (if visible) to 
search for the employee by name. 
 
Enter either a location or employee, but not both. 
 

Sub List A numeric value that indicates the order substitutes will be called. The 
substitute with the lowest number will be called first for an assignment. 
 

Level A numeric value that indicates the order substitutes will be called within a 
sublist. The substitute with the lowest number will be called first for an 
assignment. Level can be used to indicate seniority. An 8-digit seniority date 
can be entered for the level, such as 20040101. 
 

Modifying/Deleting Priority Lists 
 
On the Priority List, click on the list you want to modify. The Modify Priority List screen is 
displayed. Update the desired fields and click Save. 
 

 
 

To delete a Priority List, click the box next to the list you want to delete and click Delete.  

Unavailable Dates 
 
These dates represent periods when the substitute is not available for work. The substitute can 
enter unlimited periods of unavailability on the telephone or in the browser. The district can also 
enter a period of unavailability, which the substitute cannot change. Changes to unavailability 
dates are logged and reported on the substitute activity report. Unavailability affects telephone 
calling only. Substitutes can call or sign into the system and accept jobs that occur on these dates 
at any time. To prevent a substitute from searching and accepting available jobs, their setting for 
“Available for New Jobs” can be unchecked. 
 
Use this screen to view, add, modify, and delete unavailable dates for the substitute.  
 

115 eSchool Solutions Proprietary Documentation. Company Confidential/Do Not Distribute – Do 
Not Post on Unsecured Web Sites (such as your district web site). 

 
March 2008 



SmartFindExpress Guide for Administrators  Performing Administrator Functions 
Release 1.3  Profile New 

 

Adding New Unavailable Dates 
 
Click New to display the New Unavailable Date screen. Complete the screen information and 
click Save to add the unavailability date. 
 

 
 

Field Name Description 
 

Type Select Admin or Substitute to identify who requested the unavailability period. 
If “Admin” is selected, the substitute will not be able to modify or remove this 
date. 
 

Date Range Enter a date in the correct format or click the Date icon and then select a date 
from the calendar.  
 

Time Check “All Day” or enter a time range that applies to each day of the 
unavailability period. 
 

Call for Future 
Assignments 

Check this box to indicate if the substitute should receive calls for future 
assignments during the date/time specified. 
 

Modifying/Deleting an Unavailability Date 
 
On the Unavailable Dates screen, click on the start date you want to modify. The Modify 
Unavailable Date screen is displayed. Update the desired fields and click Save. 
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To delete an unavailability date record, click the box next to the record you want to delete and 
click Delete.  

Report Detail 
 
The Substitute Detail Report screen lets you select the information to include in the detail report. 
Click the box next to the information you want to print on the report. Click View Report to preview 
the report. 
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Field Name Description 
 

Report Title Enter a name to identify the report. 
 

Profile Check the box next to the type of detail information you want to print on the 
report. 
 

History Check the box next to the historical information you want to print on the 
report. Enter the date range for the historical information. 
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