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Introduction

Welcome to SmartFindExpress!

The System Operator’s module of the SmartFindExpress system allows you to quickly and easily access
configuration, operations, and administrator features. You can interact with SmartFindExpress over the Internet or
over the telephone.

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 process. 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:

e  Reporting employee absences

e Selecting the most qualified substitute available

e Notifying and assigning substitutes to assignments

e Reporting on detail and statistical trends and unemployment information

e  Providing reports to administrators on absence status and absence assignments

e Recording assignment information and tracking the status through completion for record keeping and

management reports.

SmartFindExpress offers over one hundred parameter settings to meet your organization’s specific needs and can
be accessed 24 hours a day, 7 days a week via the telephone and Internet.

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.

About this Guide

The order of this guide matches the organization of the main menu bar so you can quickly access the support and
reference information you need to perform administrative tasks.

This guide contains the following chapters:

Introduction provides an overview of the SmartFindExpress system and describes the organization of this guide
and the conventions used.

Getting Started provides information on system requirements, system access and password assistance, and
provides information on the features and functions on the Administrator home page.

Support for Additional Languages provides information for districts configured for more than one language on
setting up and voicing selection lists and completing information on system configuration screen.

Administrator Menu provides detailed information on configuring and using system administrator tools to
manage, monitor and maintain job, administrator, employee, and substitute information.
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System Operations Menu provides detailed information on importing/exporting profile information, obtaining
substitute availability information, using the System Activity log, performing global updates to substitute
information and on obtaining information of the days worked by an employee or substitute.

System Configuration Menu contains detailed information on adding, modifying and reporting on budget codes,
calendars, certifications, classifications, dates, locations, reasons and search rules.

Parameters Menu contains all of the procedures for setting district-wide configuration parameters, including
parameters for jobs, telephone, administrator, employee, substitute and system emails.

Telephone Menu provides information on configuring and monitoring telephone lines and on configuring
telephone voicing for system menus, locations, classifications, reasons and other system features.

Reports Menu provides access to the list of reports in the system that administrators can access, run and save
from one central location. It also provides access to saved reports and enables administrators to generate on-
demand reports on jobs, available substitutes and active substitutes for the current day for their location.

Configuring System Features to Limit Substitute Assignments describes how to use the In-House Filling, Substitute
Allocation Units, and Minimum Job Days features to limit substitute assignments at a location.

Configuring System Features to Limit Employee Absences describes how to use the Reason Balance and Maximum
Daily Absences features to limit employee absences.

How Substitutes Search for Available Jobs, describes the methods used on the IVR and Web to make jobs available
to substitutes. These processes utilize various parameter settings and lists, sub lists and levels to make jobs
available.

Appendix A contains descriptions for PRI error messages that can display in the System Activity Log.

In addition to the chapters in this guide, the following documents are also provided to system users as part of the
product documentation package:

e Import Layouts
e Export Layouts
e Data Dictionary (request only)

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 8



SmartFindExpress System Administrator User Guide Introduction
Release 2.5

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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Getting Started

This section provides information on system requirements, login methods, and password assistance and describes

the features and functions on the Administrator home page.
System Requirements
The minimum Internet Web Browser versions supported are:

=  Microsoft Internet Explorer version 7.0 or above

= Mozilla/Firefox version 3.5 or above

= Safari 3.0 or above

= Adobe Acrobat version 5.0

=  Adobe Flash Player version 8.0

Note: All must have the latest service packs installed.
Signing In

Open your Internet browser and access the SmartFindExpress site.

e €5Cchool

S SO LU I O

‘Welcome to SmartFindExpress <
=" SmartFindExpress*

enfrangais | en espanol

User ID

Password

i

Log-In Methods

SmartFindExpress offers several login methods for the Web and is also compatible with districts’ LDAP (Lightweight

Directory Access Protocol) implementations.

The following table provides information on the User ID and Password combinations that can be used to log into
SmartFindExpress. These log-in methods are available per district:

User ID Type Size Password Type Size Description
Access ID Numeric | 9 PIN Numeric | 9 Current numeric login method
Web User | Alpha/ 255 Web Alpha/ 255 Web User ID and password are stored in SFE
ID Numeric password Numeric
Web User | Alpha/ 255 PIN Numeric | 9 Web User ID and PIN are stored in SFE
ID Numeric
Web User | Alpha/ 255 LDAP SFEWeb | Web | Web User ID is stored in SFE. The password is
ID Numeric password login User | not stored. The password is validated against
ID the district’s LDAP server.
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NOTE: IVR login is always Access ID and PIN for all methods listed above. Importing and exporting will use Access
ID.

Access ID and PIN

e  Utilizes Access ID and PIN. The current system access method for users. There are no changes to this
method. This method is still required for IVR log-in and Web log-in.

Web User ID and Web Password

e  Utilizes a Web User ID and Web password. The alphanumeric Web User ID can be up to 255 characters.
The Web password can also be alphanumeric and up to 255 characters.

The Web User ID and Web password are stored on the user’s profile. The Web User ID
field must be unique. These fields are optional fields.

Web User ID and PIN

e Utilizes a Web User ID, up to 255 characters and the person’s PIN. The Web User ID is stored on the user’s
profile. The Web User ID field must be unique in SmartFindExpress for the district.

Administrators with access to profile information will have the ability to view users’ optional Web User IDs on web
pages and reports.

NOTE: There is a delimited import format for Web User IDs and password (LDAP would not use the
password field on the import). For more information on this import format, refer to the Imports document.

LDAP

SmartFindExpress Web login can work with districts’ LDAP implementations. LDAP is a standard protocol used to
control and grant user access to applications. The common elements in LDAP are a unique (distinguished)
alphanumeric username and password for each user. In an LDAP environment, users can use the same User ID and
password for multiple applications.

SmartFindExpress stores the user’s LDAP Web User ID. The password is not stored. When the user enters their
User ID and Password on the sign-in page, the User ID and Password are validated against the district’s LDAP
server.

LDAP Login
User ID Type Size Password Type
Web User ID Alpha/ 255 LDAP SFE Web log in
Numeric password
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Password/PIN Reminders

A “Trouble signing in?” link is located on the Sign In page to support users who have forgotten their password or
PIN. When this link is selected, the system displays the “Trouble signing in?” page. SmartFindExpress can send PIN
and Web Password reminders, but not LDAP password reminders because that information resides only on the
district’s LDAP server. If a user enters a Web User ID and the district has LDAP implemented, the system will return
an error message that the password cannot be provided and that the user should contact their system
administrator for assistance.

NOTE: You must be registered with the system to use this option.

ey €5Cho0l

SOLUTIONS

S SmartFindExpress

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

*User D:

RN 242368

| Submit | Back |

*Far security, please enter
the code shown above:

The User ID and the security code being displayed must be entered on this page.
To exit from this page, select the Back button.

If the submitted information is valid, the system sends the user an email containing their password. 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 returns an error message.
Language Selection

SmartFindExpress Web and IVR functions are offered in three languages: English, Spanish and French (Canadian).
The system supports the ability to have one, two, or all three languages enabled at the same time. Languages are

configured as part of system set up to establish a default language for your district and to load the correct voice
files.

If your district is configured for more than one language, the Sign In page is initially displayed in your district’s
default language. All users will be able to select another (configured) language on the Sign In page. When you
select the desired language link, en francais, en espanol, or en englais, the Sign In screen is immediately refreshed
in that language. All screens are displayed in that selected language after the user successfully logs in. The
language choice must be made before clicking the Submit button.
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Behavior of drop-down lists once the language choice is made:

e Those that come with the system, such as search criteria and list types will display in the
language selected at log in.

e 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).

e  System Activity Log:

System activity log entries will display in English, regardless of the selected language.

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.

System Administrator Home Page

The System Administrator home page provides access to administrator features and commands, announcements,
and the administrator dashboard (if this feature is enabled).

5% School

SmartFindExpress

System Cparations ~  Syster Canfiguration +

—

Todayis May 31,

[ Thore are 4 pending requests for ibsence Aporoals

Today's Jobs: 15312013

Total Jobz a
Ho Sub Required a
Filled (]
NotFilled 0

os

Fill Rate 0

Total vs Filled Jobs
057257013+ 08712013

s, Gz,
2 2

= Total Jabs = Filed

System Administrator Menu Bar

The main menu bar on the home page displays the system options available to system administrators. Most of the
options are associated with a pull-down menu. The menu bar with the Profile, Help and Sign Out options is
standard in SmartFindExpress and appears in each SmartFindExpress module. The following table lists the items
that can be accessed from each option on the menu bar:
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Menu Option

Description

Administrator

Contains the following options: Announcements, Create Absence,
Create Vacancy, Daily Job Count, Job Inquiry/Reports, Location Balances,
Priority Lists, Profile Inquiry/Reports, Profile New and Absence Approval

System Operations

Contains the following options: Import/Export, Substitute Availability,
System Activity Log, Tools and # Days Worked

System Configuration

Contains the following options: Budget Codes, Calendar, Certifications,
Classification Profiles, Classification Groups, Dates, Location Profiles,
Location Groups, Reasons, Reason Menu and Search Rules

Parameters Contains the following options: Configuration, General, Jobs,
Telephone, Administrator, Employee, Substitute and Email

Telephone Contains the following options: Telephone Lines, Telephone Monitor,
and Telephone Voicing

Reports Contains the following options: Report List, My Saved Reports and quick
links for the Today’s Jobs, Today’s Available Substitutes and Active
Substitutes: Schedule/Unavailability reports.

Profile Contains the following options: Profile Information, Update Email and
Change Password

Help Contains the following options: system How-to videos and the

Administrator Quickstart User Guide.

Sign Out Command

Select 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.

The Select Role Feature

Administrators can have dual roles in the system. An administrator can be an employee and/or a substitute as well.

A Select Role option will appear on the home page of administrators that have multiple roles in the system. The

Select Role feature enables administrators to easily toggle between their roles to complete tasks. No need to log in
and out of the system. When a role is selected, the system displays the home page for that role.

Profile = Help = Sign Out

Select Role: J}JAdministrﬂtur ! Employee ‘&:‘l Substitute
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Graphical Dashboard View

If the administrator profile has “View Job Information” permission enabled, the home page will automatically

display with a graphical dashboard view. The dashboard view provides system operators with a quick-read on key

job data for their authorized location(s).

[N Jobs: Day of Week, Reason

Today's Jobs: 11/01/2010

Total Jobs
Mo Sub Required
Filled
Mot Filled
Fill Rate 0.

o ocooao

Refresh Chart

Total vs Filled Jobs
10/26/2010 - 11/08/2010
1.00 L]

Mumber of Jobs
=
o
=

in %2

& Total Jobs & Filled

The dashboard presents job data in easy-to-read charts and graphs. The Change View link on the homepage
dashboard can be selected to display a different graphic: Most Frequent Reasons by Day of Week.

Dashboard View: Today’s Jobs

The default home page view displays two sets of job data:

e  Today’s job statistics
e Last week’s and future week’s view of total jobs vs. filled jobs.
Today’s Jobs:

This is a table view on the dashboard that shows the following statistics for the current date:
Note: Jobs = Absences + Vacancies.

e  Total jobs (includes NSR, Filled & Unfilled jobs)
e  No Sub required jobs

e  Filled jobs

e Unfilled jobs

e  Current fill rate (100% - Unfilled rate=fill rate)

Total vs. Filled Jobs

This is a 2-week graphic of total and filled jobs (absences + vacancies). The 2-week period includes 1 week prior
and 1 week forward from the current date:

e  Total number of jobs for the current date, plus 6 days prior and 7 days after
e  Filled jobs for the same time period

Note: Dates that have no jobs are not displayed on the graph (i.e., weekends and holidays).
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Dashboard View: Most Frequent Reasons by Day of Week

The “Most Frequent Reasons by Day of Week” graph is accessed by clicking the Change View link on the default
homepage dashboard. This view provides a graphic plus a table of data showing the most frequent reasons for jobs
by day of week. Only the most frequent reasons are graphed to keep the visual display meaningful.

A unique color is used for each reason name graphed. The numbers that display across the top of the graph
represent the total jobs graphed in the group of most frequent reasons.

The default view is for the current week and for “All Classification Groups.” A week is defined as Sunday through
Saturday with the dates populated in the From/To Date fields. The default Classification Group is “All.”

[SIEVLEWEN Today's Jobs

From To Classification Group
10/11/2010 | [10r1572010 |= Al Classification Groups =l
(Do (oo

Refresh Chart

Most Frequent Reasons by Day of Week
10/11/2010 - 10/15/2010 / All Classification Groups
0.00 0.25 0.50 0.75 1.00 1.25 1.50 1.75 2.00 2.25 2.50 2.75 3.00

Menday

Tuesday

Wednesday

Thursday

1

= FNLA ® Sick Leave = Training__ Non-Contract

Table of All Reasons by Day of Week
Monday Tuesday Wednesday Thursday Friday
FRILA 1 1 1 1 1

Nen-Contract 0 0 0 0 1

Sick Leave 1 0 1 2 0

To update the graph, change the date range and/or Classification Group and then click the Refresh Chart button. If
there are no jobs for a specific day of the week (i.e., Sunday, Saturday) there is no display on the chart. To switch
from this view back to the original dashboard view, the Change View link can be selected.

How Reasons are displayed in the Legend

In the legend box, reason names are displayed in ascending alphabetical order by day of week. If reasons other
than those in Monday’s list are added after Monday, these reasons are added after the list of Monday items in
ascending alphabetical order by day of the week.

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 16



SmartFindExpress System Administrator User Guide Getting Started

Release 2.5

Administrator Home Page

The administrator home page provides access to site administrator features and system commands,
announcements, and the administrator dashboard (if this feature is enabled).

Profie > Malp = Sign out

o) €5chool

manfindExpress'

Mome  pmeismeio v SysiemCpersins > | SysenConsgursion v | Psneirs v Teephans v fepons v Stamp

Todyis May 31, 20 ™~ tarkayis 0

re are 4 pending requests for Abzence Aparevals

Administrator Menu Bar

The main menu bar on the home page displays the system options available to administrators. The options are
associated with a pull-down menu. The menu bar with the Profile, Help and Sign Out options is standard in
SmartFindExpress and appears in each SmartFindExpress module. The following table lists the items that can be
accessed from each option on the menu bar:

Menu Option

Description

Administrator

Contains the following options: Announcements, Create Absence, Create Vacancy, Daily
Job Count, Job Inquiry/Reports, Location Balances, Priority Lists, Profile Inquiry/Reports,
Profile New and Absence Approval

Reports Contains the following options: Report List, My Saved Reports and quick links for the
Today’s Jobs, Today’s Available Substitutes and Active Substitutes:
Schedule/Unavailability reports.

Profile Contains the following options: Profile Information, Update Email and Change Password

Help Contains the following options: system How-to videos and the Administrator Quickstart

User Guide.

Sign Out Command

Select 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.

Refer to the System Administrator Home Page section for information on using the Select Role feature and
administrator Dashboard.
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Announcements

Upon login, the home page displays a welcome message and any general announcements. You can set up
announcements to display on the administrator, substitute, and employee home page.

Performing Search Queries

The system performs the following search queries:

e  Employee name search
e  Priority List search
e  Substitute searches for the classification, general classification, general, and other substitute lists.

Name Lookup search queries utilize “starts with” processing. This query can be submitted from the Profile Inquiry,
Create Absence/Vacancy, Job Inquiry, Job Modify, and Priority List search pages.

Example: Search by last name:

The last name of ‘Rose’ is entered in the Last Name field. The Results list will contain names that begin with ‘Rose,’
in ascending alphabetical order by last name and first name.

Search results:
Rose, Abby
Rose, Brian
Rose, Todd

Rose Arnette, Sophia
Roseblue, Larry

Rosecrantz, Taylor
Rosen, Samuel

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/location groups.

Mew Location

Code MName

Locations -~

ADMIN LOCATION 939990 959930

CEMTRAL HIGH SCHOOL 103033
COLUMBUS MIDDLE SCHOOL 202022
EASTERIDGE MIDDLE SCHOOL 302022
HILLEIDE MIDDLE SCHOOL 102022

LAKE DRIVE ELEMENTARY 301011
LIMCOLN HIGH SCHOOL 203033
MORTHSIDE HIGH SCHOOL 303033 b
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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.

Location: |:| Location Search

When you click the Location Search button, the Location Search screen is displayed. Enter the name or partial
name of the location and then click Search. The results of your location search are displayed. Click on the Code link
to review information on the location.

Enter Location Mame [or partial name), then press Search

Location: ||:-riar |

Locstion Search Results

Ore tem found.
1

Code = Mame

043 BRIARMEADOWS CHARTER
One tem found.

1

Drop-down List Search

Multiple-character navigation has been added to all district-defined drop-down lists. System drop-down lists for
Reasons, Locations and Classifications for example, can be very lengthy. Multiple-character navigation provides
users with the ability to type multiple characters in a drop-down list field to quickly search and locate items.

Note: Fields that allow for multiple selections from the list do not include this dropdown
(i.e., adding classifications to a Substitute profile).

Using Multiple-Character Navigation

behavior

The following example illustrates how multiple-character navigation works. In this example, the user is searching
for item M169 to enter into the Location Group field.

Sample drop-down list:

035 and all sub-locations
M079 and all sub-locations
M0%4 and all sub-locations
M138 and all sub-locations
M162 and all sub-locations
M169 and all sub-locations
1M226 and all sub-locations
M401 and all sub-locations
M501 and all sub-locations
M721 and all sub-locations
M751 and all sub-locations
M811 and all sub-locations
IM844 and all sub-locations .
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User Input and result:

Field input

Result

User types M

Drop-down list displays the first item in the list that begins
with M,--M035 and displays the remaining items that begin
with M under it

User types 1

Drop-down list displays M138 in cursor focus, with remaining
M1 items listed after it

User types 6 Drop-down list displays M162 in cursor focus, with remaining
M1 items listed after it
User types 9 Drop-down list displays M169 in cursor focus. M169 is

displayed in the field for the final selection

The highlighted item in the list can be selected for input using the Tab or Enter key.

To navigate to another point in the list, backspace to clear entries from the search field.

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 have a

LN T Ta e button the screen.

The Adobe reader toolbar includes the following options. Position the mouse over an icon without
movement to display the tool tips or help information.

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, press the browser’s Back button.
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Support for Additional Languages

SmartFindExpress Web and IVR functions are offered in three languages: English, Spanish and French. If your
district is configured for more than one language, a separate selection list for each language can be created.
Selection lists are the choices contained in dropdown lists on the web and voiced lists on the IVR, such as the list of
absence/vacancy reasons. The web drop-down lists are entered through the System Configuration menu in
SmartFindExpress and the voiced lists are recorded through the SmartFindExpress IVR.

Selection Lists

Each language enabled in the system can have a separate selection list:

e  SmartFindExpress Web: Drop-down lists are presented in the language selected by the user when the
user logged into the system (referred to as the 'session’ language).
e SmartFindExpress IVR: Voiced lists are played to the user in the language selected in their system profile.

NOTE: If separate lists are not defined, the lists for the district’s default language will be used.

Web:
Drop-down lists for the SmartFindExpress Web can be defined for each language for the following system data:

e  Budget code (field label)
e  Calendar names

e  Certifications

e  (lassifications

e  (lassification Groups

. Dates

° Locations

e  Location Groups

° Reasons

System reports for the entities listed above will also display multiple languages, if defined.

IVR:

Voiced selection lists for the IVR can be defined for each language for the following system data:

e (Calendar names

e  (lassifications

° Locations

e Absence/Vacancy Reasons
e  Decline Reasons
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Labels for Multiple Languages

If a district is configured for multiple languages, System Configuration pages associated with adding, modifying or

deleting reference data will include labels for additional languages.

The Name field on new/modify pages will contain labels for multiple languages if a district uses more than one
language. The district default language will top the list of languages displayed and is further identified by an

asterisk next to the language abbreviation.

New Classification
* Code:

Classifications

T MName:

| = Eny

| &n

| €9

*Search Type
Pay Rate.

= Work Unit:

*Long term jok: I:l units

L ]
I
I
I
Search Rule: l:
1
I

* Start Callout: I:l minutes hefore job starttime
I:l minutes
Hote: For Sub Allocation Units (SAU} and reporting.

Hote: Excludes long term jobs from In-House Filling Capacity (IFC},
Sub Allocation Units (SAU) and Minimum Job Duration (MJD) rules.

Minimum Job Duration (MJD)

*Assign a sub after: l:l
L]

*wWork day length

days

minutes

Daily work schedule

Maxirnurm walue to repaort:

Applies after working.

L]
Unpaid break: El minutes
b ]

minutes

minutes

Return To List

Note: New classifications must be voiced

The optional display of ‘Name’ field labels is shown on the following screens:

e  Classifications

e  (lassification Groups

e Calendar

° Date

e  Certification

e  Llocation Group

e  Location Profile

e  Absence/Vacancy Reasons
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Administrator Menu

The Administrator menu provides quick access to the tools you need to manage job, administrator, employee, and
substitute information for your location(s). As an administrator, you can enter absences for employees, create
vacancies, and review job information for your authorized location(s). You can also manage priority lists, create
announcements, and view and update profile information. The following table provides a brief description of the
features available from the Administrator menu.

Feature

Description

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 perform this task.

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
search results. Note: Only system operators can access administrator
profiles.

Profile New

Create profiles with one or multiple roles: administrator, employee,
and substitute. It is recommended that a profile be created for each
person that will access the system. Note: Only system operators can
create administrator profiles.

Absence Approval

Some absence reasons can be configured to require administrator
approval before the absence can occur. The Absence Approval option
provides access to absence approval requests, historical information on
approval requests and enables administrators to approve/deny
requests, search for requests and create Absence Approval reports.
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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.

= |f an active administrator, the administrator message will play. Any location or location group
announcements are played.

= |fan active employee, the employee message will play. Any location or location group announcements are
played.

= |f 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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Search Criteria

Type: |Location _= |

Loeation:
Language: ;I
Records Per Page: | RO ;I
| search | New |
Announcement List
2 item= found, dizplaying all tems.
1
Delete | Type Location Language ~  Announcernent
[T Location Al Locations English Flease update ...
I Location ADELPHIELEW  Englizh IF ¥OU CANCEL ¥OUR ASSIGNMENT THE RORNI.....
2 item= found, dizplaying all tems.
1

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

Type

Location

Language

Announcement

MNews Announcemert

Twpe: | Location _x |
Location Location Search
Languaga: -

Announcement:

| save | Return TaList

Description

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.

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.

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.

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.

todify Announce ment
Twpe: | Location vI

Location: | All Locations  [ETETTIETHTTE ]

Language: |English = I
Pleasze update your email address within your profile to receive important messages
regarding wour assigmments and to recover your PIN wia the web.

Announcement:

m Return To List

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 Absence
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 Description

Status

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

Search

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

Search

NSR - Filled In- The system could not assign a substitute to this job because of the “In-

House 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 The system could not assign a substitute to this absence due to the

Job Days “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 The system could not assign a substitute to this job because the employee

Request has indicated that a substitute is not required for the job.

NSR —No Sub The system could not assign a substitute to this job because of the “No

Allowed Sub Allowed” setting for the absent employee’s classification.

NSR — No Sub The system could not assign a substitute to this job because the days were

Required Day

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

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

Machine 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.

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

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

Allow specifying a If you are an administrator, and this option is enabled on the Parameters
substitute by name — 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.
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When a substitute is specified, the system always performs the following checks:

e |s substitute?
e |s active?
e Is not expired?

e |s not already assigned?
e |s available for new jobs?

e 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:

e Selecting the employee
e Entering absence information
e 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.

Creste an Ab=ence for an Employee by pressing 'Name Lookup' OR entering 10

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.

Employee Name Lookup

Enter Name [or partial name), then press Search

Last Hame: | | ® Begins with ' Contains
First Hame: | | « Begins with ' Contains
Records Per Page: (B0 =

After entering the name, click Search. The name lookup results are displayed. Click on the Name link of the absent
employee.

Ertter Name [or partizl name], then press Search

Lastame: [s | @ Begins with  Contains

First Hame: | | ® Beginswith ' contains
Records PerPage: |10 =
Mame Lookup Results
Marme Ancess 1O Location Classification Status
SAMVEDRA, Tik 31441 HARTSFIELD EL ELEM-BILING KINDER Puetive
SABOTIMN, DAMIEL 11536 FRAMCIS SCOTT KEY ELEMENT SEC ENGLIEH Betive
SACHE, GREGORY 14842 KETELSEM EL SEC PE-GIRLS Betive
SACK, CAVON 10153 FONDREMN MIDDLE SEC SCI1BIO,CHM,GED Auctive

The Create Absence screen displays with employee information populated. Proceed with this process until a job
number is created.
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Completing the Create Job Form

The Create Absence screen automatically displays the weekly schedule and job start and end times for the
employee. When a different selection is made for the location and/or classification, the schedule information
automatically updates to show the work schedule for that location/classification.

Work schedule information for the absence can be modified by checking or un-checking the work days and by
entering different job start and end times. Each workday can have a different schedule. The system supports
flexible work schedules.

If separate Absence and Substitute times are used, Start/End Time fields will display for both sets of times. When
there are separate times for Absence and Substitute, a time modification to Absence Start Time will automatically
reflect on Substitute Start Time. Similarly, a time modification on Absence End Time will automatically reflect on
Substitute End Time. Substitute times can be modified to different times.

Note: If Unpaid Break periods are set up for any classifications, Unpaid Break fields will appear after
the start/end times fields for those classifications with defined unpaid break periods.

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.

Create Absence.
Absence Information
To compiete this absence, press Continue and proceed until a job number is assigned.
410 Jack, Mike
22 TestLocation 939399 -

Classificaion
Reason
Budget Code

15 3 Substiute required?

Ats

777 sick

@ves C o

Manday
Tuesday
Wednesday
Thursday

Friday

Start

Dates l08/01/2012

nd &nd at the same time, rem

Absence

Start Time

Weekly Schedule  (hemm am)

P [0730AM
P [0730AM
P o730AM
P o730AM
F 0730 AM

End Time
{hhzmm am)
04:00 PM
04:00 PM
04:00 PM
04:00 PM
t00PM

End

T o002

k™ the day(s) fron

Substte

Start Time
fhbmm am)
0730 AM
0730 AM
D730 AM
0730 AM
07:30 AM

End Time
{hhzmm am)
04:00 PM
04:00 PM
04:00 PM
04:00 PM
t00PM

Substitute
Specify a Substiute? 10

titute has accepted this

cepted mis job?. O Yes

Continue | Reset

n the weekly schedule,

nd does not need to be contacted, press YES,

Substvte insiuctions
= wasimum Choracters~100)
Fila Aftachments: Browse__ | (maximum tie size-5121)
Admiistrator
Camments J
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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.

Classification

Reason

Budget Code

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

Note: I/f 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.

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.

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
Budget Code This field displays if the reason for the absence requires a budget code, or if the

Is a Substitute required?
Yes/No

Dates

Absence Times

Substitute Times

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.

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.

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.

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. Absence times can be modified on the Create Job form. Days that do not
apply to the absence can be unchecked.

To modify the times and/or AM/PM indictor, click on the value and then use the
up/down arrows on the keyboard. When there are separate times for Absence and
Substitute, a time modification to Absence Start Time will automatically reflect on
Substitute Start Time. Similarly, a time modification on Absence End Time will
automatically reflect on Substitute End Time.

Note: If the “Allow separate Absence and Substitute times” parameter is disabled on
the Parameters - Jobs page, only the Absence times will display on the Create form.

The default is the same times of the absence. To modify the times and/or AM/PM
indictor, click on the value and then use the up/down arrows on the keyboard. A
time modification to Absence Start Time will automatically reflect on Substitute
Start Time. Similarly, a time modification on Absence End Time will automatically
reflect on Substitute End Time.

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.
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Field Name

Unpaid Break

Reporting Multiple Days?

Specify a Substitute?

Has the substitute
accepted this job?

Substitute Instructions

Description

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.

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.

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.

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.

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.

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 absence. If you selected the Create Absence button, it
will immediately become grayed out and disabled to prevent another ‘create’ request from being generated. The
button stays disabled until the system processes the request.

Create Job

Create Absence Confirmation
This absence will not be created until the Create Absence button is pressed
Job Status:  Open/Open
Employee:  Phillips, Ned
Location:  ZZ Test Location
Classification:  ZZ Test Classification
Reason: 999 ZZ TestReason
Budget Code Maone
Woice Instructions:  Mone
TestInstructions:  Mone
File Aftachments:  Mone
Dates:  08/21:2012- 08/21/2012
Weekly Schedule: Employee Substitute
Friday 07:20 AM-04:00 PM  07:20 AM - 04:00 PM

Specified Substitute:
Assigned Substitute:

Create Absence

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.

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 37



Administrator Menu
Create Absence

SmartFindExpress System Administrator User Guide
Release 2.5

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.

Create Job

Job Creation - Successful.
Create Absence Verification

Job Number:
Job Status:
Employee:
Location:

c

22
Open/Open
Phillips, Ned

ZZ TestLocation

Reason:

Budget Code
Voice Instructions:
Text Instructions
File Attachments:
Dates

ZZ Test Cl

999 ZZ Test Reason
None

None

None

None

08/31/2012 - 08/31/2012

Weekly Schedule: Employee Substitute
Friday  07:30 AM -04:00 PM  07:30 AWM - 04:00 PM
Specified Substitute:

Assigned Substitute

Same Employee | Same Date/Reason

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

Field Name Displays

Employee Search screen.

Create Absence screen pre-filled with the employee’s information.

Employee Search screen. When the Create Absence screen displays, it will
be pre-filled with the previous absence date and reason.

New Absence
Same Employee
Same Date/Reason

Accessing the Job Inquiry Page from the Create Absence Verification Page

The Job Number link on the Create Absence Verification page provides direct access to the Job Inquiry page for the
job. From the Job Inquiry page, other job details can be viewed or modified.

Search Criteria

Enter Job#:
OR

Job Type:
Job Status:
Sub Status:

Search from:

Sort Order.

Records Per Page:

22

@ Al C Apsences O Vacancies
Open& Aciive B
Al B

08/28/2012 T Searchto: [oggj012

MWDV YY) MDY

=] Thenby| |

[Job#

Create Report | Export [l More Search Options

Job List

Set All to Verify | Save verified

Job#
Status

Text
Voice

Employee Name
Job start

Job End

Job Duration

Substitute Name
Sub Start
SubEnd

Sub Time Worked

Location Reported Date
Class Pay Rate
Reason Sub Pay Rate

Budget Code File

Classification
Comments
Verify

22 Phillips, Ned 22 Test Location 0812812012 4:42Pl No
Open/  08/31/201207:30 A 08/31/201207:30 Al ZZTest Classification 25 No
Open 083120120400 PH  03/31/201204:00 PN ZZ TestReason No

08:30 No

Open

Create Job -Absence Approval Feature

The Create Job form contains an additional field, Approval Comment, if the Absence Approval feature is enabled
and the reason for the absence is a reason configured for absence approval. Also, if an administrator without
Absence Approval permission creates an absence for a reason configured for approval, a system message is
displayed at the top of the Create Job form to alert the administrator that the absence reason requires approval.
Refer to the Absence Approval section for more detailed information on the Absence Approval feature.
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Create Absence

Home Administrator * Reporis

Create Job

Mote - The selected reason requires approval. The system will submit the request for approval when you confirm this absence.
Create Absence
Absence Information
To complete this absence, press Continue and proceed until a job number is assigned.
Employee: 1090 Garcia, Diana

Location: |French Prairie Middle School - other 2341 v|
Classification: |Secretary vl
Reason |17Trammg Vl

a

Approval Comment

{Maximum Characters=256)

Is a Substitute required®.  # ves " No

Start End
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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:

e  Entering vacancy information
e  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.

Create Job

Create Yacancy
“acancy Information

To complete this vasancy, press Continue and proseed Until @ job number is assigned.

Calendar | All Locations =1
Location: [ | [[EEORECYTEY

Classification

-
Reason: | v
Budget Code: |

Start End

Dates:  [06/02/2010 | = |oeroarzot0 | Bl
MDD IND DA
Start End

Substitute Times:
(HHZW Rl HHMN A

REPORTING MULTIPLE DAYS?
1 the days sre non-consecutive or if every day of the vacancy does not start and end =t the sametime, prass Modify Times.

Modify Times

Substitute

Specify a Substitutez1n: [ | TR

PRE-ARRANGED?
K the spesified substitute has sccepted this assignment and does not need to be sontacted, prass YES
Has the substitute aceepted this job®:  © ves

Substitute Instructions:

[Masi mum Characters=1000)

File Attachments: Browse.. | [Masimurn file size=2045K)

d ministrator

Comments:
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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 The default for entry of a vacancy is today’s date. To edit the dates, click the
Start/End 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 The default times are the same times as the location. To edit the times, all four
Start/End 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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Administrator Menu

Field Name

Unpaid Break

Description

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

Specify a Substitute?

Has the substitute
accepted this job?

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.

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.

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.

Create Yacancy - Modify Times

From: 06011/2010 - Q601102010

Substitute
Start Tirne End Tirne

Wieekly Schedule  [hbimmam)  [hbimm am)
Monday [ 0745 AM 02:55 P
Tuesday [ [07:45 A 02:55 P
Wednesday B [07.454M | [02:55 PM
Thursday W [07:45 &M 02:55 P
Friday [ 0745 4M 02:55 P

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.

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 43



SmartFindExpress System Administrator User Guide

Release 2.5

Administrator Menu
Create Absence

Confirming the Vacancy

If all information was entered correctly, the Create Vacancy Confirmation screen displays. Click Create Vacancy to

create this vacancy.

Create Yacancy Corfirmation

Thi= wacancy will not be crested until the Create YWacancy button is pressed

Job Status:
Calendar:
Location:

Classification:
Reason:

Budget Code
Woice Instructions:
Text Instructions:
File Attachments:
Dates:

e ekly Schedule:

Specified Substitute:
Aesigned Substitute:

Open/Open
All Locations
ROSE WALLEY ELEMEMTARY SC
ELEM- ART 17
STAFF DEWTRAIN T
MHone
Mone
MHone
MHone
0GM1/2010 - 0G5/11/2010
Timesz
Friday 07:35 AM - 02:55 P

Create Yacancy m

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.

Job Creation - Successful.

Create Wacancy Verification

Job MHurnber:

Job Status:
Calendar:
Location:
Classification:
Reason:

Budget Code
Woice Instructions:
Text Instructions:
File Attachments:
Dates:

e ekhy Schedule:

Specified Substitute:
Assigned Substitute:

1315338
Qpen/dpen
All Locations
ROSE WALLEY ELEMENTARY SC
ELEM- ART 17
STAFF DEWITRAIN T
Mone
MNone
MNone
None
05172010 - 08172010
Times
Friday 0745 AM - 0Z:55 PM

m Retain Job Data

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 Counts

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.

months.

Search Criteriz

o+ |vean[2010 - |

Reason: w

All Locations JETETT R

Month: | June

Location: |0

Sun Mon Tue Wied Thu Fri Sat
1 2 3 4 5

21 19 19 16 u}

E 7 2 3 10 11 1z

o 5 186 5 5 o

13 14 15 18 17 18 13

o 1 1 1 1 1 o

20 21 22 23 24 25 2B

u} 2 2 2 2 u}
27 28 29 20
u} 1 1 1

The next and previous buttons allow you to scroll to other
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Job Inquiry and Reports
Overview

This feature allows you to search for job detail information, split jobs, 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. If the Delayed Time to Finish Jobs
parameter on the Parameters, Configuration tab is enabled, all jobs become
“Finished” when the hour specified in the parameter is reached. This
parameter gives administrators the ability to modify the dates of jobs at the
end of their workday. Jobs remain at open or active status until the hour
entered for this parameter is 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 A substitute on the Web searched for available jobs and

Search accepted this job.

IVR Substitute Search

A substitute on the I\VVR 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 The system could not assign a substitute to this job because of

Allowed the “No Sub Allowed” setting for the absent employee’s
classification.

NSR — No Sub The system could not assign a substitute to this job because the

Required Day

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 I\VVR 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.

Search Criteria

Enterdoo# | | OR

Splitfrom Job #:
OR

Job Type

Job Status.
Sub Status:

Search frem:

Sort Order.

Records Per Page:

[

@ Al O Absences () Vacancies

Open & Active v

All v

04/27/2014 === Searchio

{MM/DDIYYYY)

7 T

I.Jub# ﬂ Then byl

B

(MM/DDIYYYY)
v

 search | create Report [ Export

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.

Search Criteria
Enter Job #
Spitirom Job #

OR

Job Type:

Job Status:

Sub Status:

L Jor
[

@ Al O Absences O Vacancies

Open & Active ™
Al v

Searcnfrom’ (547713014 |7 sesrento [qaznia
(MDD MDD

[ Jobs which are spiit from otner jobs

B

c croup 4

Location Group: vl

[
[
Location: | |
[
[

Reason ¥

Emplojee Access D | |
Suvstitte Access D || (Ll
BudgetCode |
[ Jobs with Canceled Assignments
Reported Date: |:| e [ Jobs with same day Canceled Assignments
MDDAYYY)
Assigned On. = Job with minimum # days duration:| |
(MMWDDYYY
SortOrder: [Job # [V Thenby v
Records Per Page:  [50 ||
sercn | ceats neport

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

Field Name

Enter Job #

Split from Job #

Description
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.

The job number of the split job.

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, exclude canceled,
All, include canceled, Open & Active, Open, Active, Finished and Verified, Finished,
Verified and Cancelled.
= All jobs with the exception of canceled jobs are displayed in the Job List.
= Alljobs including canceled jobs are displayed in the Job List.
= 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

Search From

Sort Order/Then By

Classification Group

Classification

Location Group

Location

Reason

Employee Access ID

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

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.

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.

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.

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.

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.

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.

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.

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

Jobs with Same Day Check this box to search for jobs that contain same-day cancelled assignments.
Cancelled Assignments

Job with Minimum # Days To search for jobs that are a minimum number of days in length, enter that number in
Duration 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.

Jobr List
et All to Verify | Save verified |
Job # Employes Name Substitute Name Location Reported On Test
Status Job Start Sub Start Clzssification Class Pay Rate Woice
Job End Sub End Reason Sub Pay Rate Comments
Werify Job Durstion Sub Time Wor ked Budget Code File
1285680 \Vacaney HEMPHILLBETSY FERFOR & VIS ARTS H & 09/02/2009 0:34 Ah No
Actived 080972010 02:00 AM 06/09,2010 02:00 AM  AD-SUB SPECIALIST No
Fre Ananged 08/31/2010 05:00 P 08/3142010 05:00 Ph EXTRA HELFP a Tes
0900 No
12863768  Vacanoy ORTIZALFONSO BRIARMEADOW MIDDLE SCHOOL 09/03/2009 10:53 AM Ho
Actived  0808/2010 09:00 A 06/02/2010 09:00 AR ELW/SEC EXTRA HELF TEACHER No
Fre Ananged 064112010 0435 P 06/1142010 04:35 PM EXTRA HELF a No
07:35 No

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.”

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 51



SmartFindExpress System Administrator User Guide Administrator Menu
Release 2.5 Job Inquiry/Reports

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.

Report Title: |

™ Primary Sortis on a Hew Page
Hote: Report Sections must be selected for the fields to print

M Brint Details

' Lacation I Filling Methad [T Last Modity datedy
' Classiicati ¥ substitute Allacation Units M Reported datety
M Reasan M Job Time W verified datedy
¥ batesiTimes 7 BudgetCods 7 comment:
Substitute: Employee:

|7 Mame |7 Mame

M aocess b W aocess 1

M Edemal ip W Estemal Ip

¥ Time wiaked

¥ PayRate

¥ Lever

¥ Class Pay Rate

Frint Totals for Primary Sort
™ Frint a signature line
I_ Totals by Reason
I Totals by Fitling Method
™ Totals by Budget Codes
I Totais by Job Status

Print Totals =t the end of the report
I_ Totals by Reason
I Totale by Filling Method
7 Totals by Budget Cades
7 Totals by Job Status

¥iew Report | Return To List

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

Sort 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. Totals are displayed for the substitute Pay Rate field (Optional
Information tab, Substitute profile) per job, per budget code regardless of
job status. 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  Indicate if totals are to print at the end of the report and the type of summary

the Report 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. Substitute pay rates for all jobs in the report, per budget code
are displayed. 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 job 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.
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Jab Report
Jonz s Claszmostion oo start 00 BN Job HH:MM
Employss Avoscs 1D Losation 2us start 2ub End
2ubcttuts Asossz 1D Reazon Raporisd By Reporisd on Job:unlte
Fied by Step Budget Codo Verlfied Sy Werined on

4278132 VeribedWen Bub Searsh

Reason
ITAFF DEVITRAIN

Totas

Budgst Cods

Tota

4378370 VeriNadiWes Sub Searsh

30834
12088

Reason
STAFF DEVITRAIN

Tota

Budget Codo

Tota

Tatale by Rsacon - 1278132
Gase  JobGount WorkUrMe  Perssnings
¥ 1 20 100%

[ z0
Totals by Budget Cadss - 1278132
2ub Pay Rate Jab Count wors unite
.00 0 ae
SECMATH 30
WOLTEREL

ZTAFF DEVITRAIN

Totale by Rsacon . 1278370
Gase  JobGount WorkUrMe  Perssnings

20 oo
1 20
Totale by Budget Cades - 1278370
Sub Pay Rate Jab Count Work Unife
.00 8 an

The following report sample shows the results of a report with the following job details selected: location,

classification, reason, dates/time, reported date/by, verified date/by, filling method, budget code, and substitute

name.

Fremag-Lazaten

Roasan
STAFF DEWTRAN

Tety

Eudget Cods

Tety

12780 VerlledWen Bub Seareh

Reacan
STAFF DEWTRAN

Tety

Jab Repart
Joba  sfaius Classinoation Jou start 00 End Jab HH:MM
Losation 2ub start 2us End
2unstuts Reasar Repariod By Raporied on
Fied by Itep Eudget Cads Verited Sy warited On
12781327 VariedWes Bub Searsh SEC LITERACY COATH o730
CARME GUARD K2
WILLIAMS, ALta STAFF DEWITRAIN E:BLAKE, DONNA

A1 ZZ TEST 3UPERVISOR

Totals by Azacon - 1278132
Gode  JobGCount WerkUnlls  Feroeniage
7 1 20 %

1 20

Totale by Bucgst Conss - 1279133

b Pay Rate Jab Count Work Unite
.00 s o0
2EC MATH DECEEIIC CEAS AN o731

KOLTER EL DEMEZNIT 0E1S AM
STAFF DEVITRAIN E: CURAY. RENEE
A:ZZ TEST 2UPERVIZOR

Totals by Azason - 1278370
Coss  JobCount WarkUrlte  Peroentage
7 1 20 oo

1 20

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.
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Job Inguiry Export

" Farmat Fixad Length

Type: g MNormal o Extended

« [Delimited
Delimiter: ||
[Run Now | Return To List |
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.

After selecting Run Now, follow the instructions to download the 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,
split the job, 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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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.

Release 2.5 Job Inquiry/Reports
Job Detail
Job Number: 2 Location:  ZZ Test Location
Status:  Open/Open Classification:  ZZ Test Classification
Employee:  Jones, Kate Calendar. Al Locations
Access|D: 456456457 SearchRule:  Typical |
Step:  Classification List-Location
(5o 00 [ Reset [ return o 154
Clicking the “"Cancel Job" button will not save other changes
Changes are not updated until Save is pressed
Reason: | ZZ TestReason 939 v
Budget Code
Date From:  |05/05/2014 B ™ 05/07/2014
Weekly Sz:lle‘ll‘ll\e o AbsenceTlmes” o Substitute Times
Start Time End Time Start Time End Time
(hh:mm am) (hh:mm am)  (hh:mm am)  (hh:mm am)
Wonday W]  |07:30 AM 04:00 PM 07:30 AM 04:00 PM
Tuesday [v] |07:30 AM 04:00 PM 07:30 AM 04:00 PM
Wednesday ¥ |07:30 AM 04:00 PM 07:30 AM 04:00 PM
Thursday [ [07:30 AM 04:00 PM 07:30 AM 04:00 PM
Frigay (] [07:30 AM 04:00 PM 07:30 AM 04:00 PM
Assigned Substitute Modify the assigned substitute
Name: Substitute ID: Name Lookup
Access ID:
Telephone #:
Accepted On:
Level:
Pay Rate:
Substitute Pay Rate:
Specified Substitute Modify the specified substitute
Name: Substitute ID: Name Lookup
Access ID:
Telephone #
Lasttime called:
TextInstructions:
(Maximum Characters=1000)
Administrator Comments:
File Atachments: None
Add a File: Browse. (Maximum file size=512K)
Reported Date:  04/27/2014 06:04 PM  Last Modified On:
Reported By:  Jones, Kate Last Modified By:
[ ot 70 | Reset |
Action Description Job Status

Job Details The Access ID and External ID are visible to administrators if the Any
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.

Create Report Displays a report of the job details. Any

Filing Details Displays the job filling details. Any

Split Job Displays the Split Job page for splitting the job into additional job Any
segments.

Start Callout The Start Callout button displays if the job status is Stopped, Unfilled, Stopped,
or NSR (no substitute required) during a callout period. Selecting this Unfilled, or
button re-opens the job for callout. NSR (no

substitute

required
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Action

Description

Job Status

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 Any
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.
Substitute Time This information only displays for finished jobs. This field is calculated Finished
Worked as the hours and minutes between the start and end time of the Verified
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.
Maximum Value | This field displays for Finished and Verified job statuses when a Finished
maximum value to report has been configured for the job’s Verified

to Report

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.
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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:

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

e Auto Assignment is available

e Has Unavailable Period

Substitute Is Registered

Substitute Daily Availability

Substitute is not on Do Not Use list
Substitute has job location is in profile
Substitute has job classification is in profile

O O 0O O O

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 —

e NSR {IFC (In-House Filling), MJD (Minimum Job Duration), SAU
(Substitute Allocation Units)}
e Auto Assignment is available
e Has Unavailable Period
o  Substitute Is Registered
Substitute Daily Availability
Substitute is not on Do Not Use list
Substitute has job location is in profile
Substitute has job classification is in profile

O O O O

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

Any

information is displayed. Employees and substitutes cannot view
administrator comments.

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.

File Attachments Any

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.

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.
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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, Press “Start callout” Open/Open
-IFC, -SAU, -MJD, or -NSR day
Active/NSR-user req, Enter assigned sub/Save Active/Admin assigned
-IFC, -SAU, -MJD, or -NSR day
Active/NSR — No sub allowed (no Enter assigned sub/Save Active/Admin assigned
search rules) See note below
Active/NSR-user req, Enter specified sub /Save Open/Open
-IFC, -SAU, -MJD, or -NSR day
Active/NSR-user req, Enter assigned sub AND Active/Admin assigned
-IFC, -SAU, -MJD, or -NSR day specified sub & save
Finished/NSR-user req, Enter assigned sub/Save Finished/Admin
-IFC, -SAU, MJD, or NSR day assigned
Finished/NSR — No sub allowed (no Enter assigned sub/Save Finished/Admin
search rules) assigned
Finished/NSR-user req, Enter specified sub /Save Same status, no
-IFC, -SAU, -MJD, or -NSR day change.
Finished/NSR-user req, Enter assigned sub AND Finished/Admin
-IFC, -SAU, -MJD, or -NSR day specified sub & save 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, Enter assigned sub/Save | Verified/Admin
-IFC, -SAU, -MJD, -NSR day, or —No assigned
sub allowed (no search rules)
Verified/NSR-user req, Enter specified sub /Save | Same status, no change
-IFC, -SAU, -MJD, or -NSR day
Verified/NSR-user req, Enter assigned sub AND Verified/admin
-IFC, -SAU, -MID, or -NSR day specified sub & save 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.

Job Filling Details
Search Criteria
Job Number 1230871
Display Calls [V
Display Disqualified Substitutes: I_
Records Per Page:  [G0  + |

| search | create Raport | Return To Job

Job Filling Details List

DatesTime Substitute Telephone # Step Order# Disposition/Description
08/17/2009 04:00:33:0 PM SALDANABRIDGETT 21774004495 11 19230 Busy
08/17/2009 04:10:28:0 Ph SALDANABRIDGETT 21774004495 11 19230 Accept
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 This option displays each substitute that was not offered this job and the reason the
Substitutes 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.

Job Filling Detalls

Jobe 1380671 Location: FASHMERE H 8 Classificatiot 687 LITERACT COACH
Data/Time Substituts Hame Aoocss ID Talspbone Woo o Btep ordsrd  Diopoeition /Description

310 FM SALOANA, EAIDGETT 33161 F177A00845 11-5Spacified SUDSEituta 1a230 Eugy
5.0 M SALDAMA, ERTDSETT 35161 §17T40044E 11-5pacificd Subntituta 1230 Rosapt

Total Wumbsr of Callos 2
Total Wumber of Dioqualifications. 0

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 62



SmartFindExpress System Administrator User Guide Administrator Menu
Release 2.5 Job Inquiry/Reports

Split Job

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

For Multi-day jobs, there are two Split Job options: Separate Job and Split At. These options can be applied
separately or used together to split a job.

e Separate Job — This option separates a specific day(s) of the job from the original absence
e Split At — This option separates days of the job beginning from a specific day forward

When a multi-day job is split, the system displays a Split Job Preview that shows how the job will be split.
Substitute assignments can be added or modified for each job segment from the preview pane.

For Single Day jobs, a time slider is used to adjust the minutes/hours of the original job to create new job
segments. Moving the slider to the left reduces the job length in hours/minutes; moving it to the right increase the
length of the job for the job segment. As the slider is moved, new job segments are created below the existing job
segment. The slider acts as a visual cue as well as it graphically shows the beginning and end times for each job
segment. Substitute assignments can be added or modified for each job segment.

Employees and substitutes receive email notification when an absence is split. Substitutes are notified when they
are removed or added to a job.

The system displays various alerts before and during the Split Job process to ensure that system users are aware of
the Split Job action being performed on a job. The alerts include:

e Job Detail Page — A Split Job Confirmation message is displayed when the Split Job button is clicked on the
Job Detail page. The person initiating the split must confirm the Split Job action before the system will
proceed.

e Job Inquiry Page — After the split is in progress, the status of the job being split is shown as Stopped/Open
in the Job List.

e Job Detail Page — After the split is in progress, the job status is shown as Stopped/Open in the Job Detail
section.

e Job Detail Page — During the split job process, a system message is displayed at the top of the Job Detail
page to alert users of the split job action being applied to the job. The name of the person performing the
job split is provided.
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Split Job for Multi-Day Jobs
A multi-day job can be split into separate jobs using the Separate Job and/or Split At options. Substitute
assignments can be added or modified for each job segment. The original job retains the job number and the new

job segments created from the ‘split’ receive new job numbers.

After a job is successfully split, other job specific modifications can be made to the jobs.

Job Detail - Split Job Button

On the Job Detail page, click the Split Job button.

Job Detail

Job Detail
Job Number: 92 Location:  ZZTestLacation
Status:  OpeniOpen Classification:  ZZ Test Classification
Ernployee:  ZZ Test Emplovee, Calendar. All Locations
Aocess|D: 898899888 Search Rule:  Typical |

Step:  Prefenec-Employee-Class

Create Report [ Filling Details_J Spiit Job Return To List | Stop Callout

Clicking the "Cancel Job” button will not save other changes

Cancel Job

Changes are not updated unitil Save is pressed

Reason: |77 TestReason 939 ¥
Budget Code
Date From: (0472172014 T Tolndreaj014
nwoorr) (o)
Weekly Schedule: Absence Times Substitute Times
Start Time End Time Start Time End Time
(hhimmam)  (hhimmam) - (hhimm am) - (hhimm am)
Monday 07:30 Ak 03:00 P 07:30 A 03:00 Phd
Tuesday 07:30 A 03:00 P 07:30 A 03:00 Phd
Wednesday 07:30 A 03:00 P 07:30 A 03:00 Phd
Thursday 07:30 A 03:00 P 07:30 A 03:00 Phd
Friday ] [07:30 PM 10:00 P 07:30 Pt 10:00 P

Assigned Substitute Modify the assigned substitute
Mame: Subsiitute ID:

Arcess D
Telephone #
#ctepted On
Level
Pay Rate:
Substitute Pay Rate:

Specified Substitute Modify the specified substitute
Mame: Substitute ID:
Access D
Telephone #

Lasttime called,

The Split Job Confirmation message is displayed. When a job is being split, it is automatically stopped from callout
and restarted after the job is successfully split. To continue with the Split Job request, click ‘Yes.”

Thanges are not upaated Uil Save is pressed

Reason: |ZZ TestReason 999 ud
Budget Cade I:l
Date From: [4p21 /501 4 1 = Tollnamamnia B
(MWD
Weekly Schedule

This job will automatically be stopped from callout and
the callout wiil be re-started after splitting the job successfaily.
Are you Sure you want to continue?

wonday [
Tuesday =]
Wednesday & Yes No
Thursday
Friday O] 0730PM | [10:00PWM | [0730PM | [10:00PM
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Split Job Page

The Split Job page is displayed after the Split Job request is confirmed. The Split Job page contains the job details
and the split job options: Separate Job and Split At. The Split Job options can be applied to the entire job or to
individual days of the job. The date, day and job times for each day of the job are listed in the Job Days table.

Each split job request is shown with a Split Job Preview that shows how the job will be split based on the selections
made.

Joh Number: 92
Location: 77 Test Location
Clagsification:  ZZ Test Classification
Employee:  ZZ TestEmployee,
Access D0 4001

Job Days

o e found, displaving all tems
1

Date Day Times ‘ [l separate Job | [ spiit at
0472102014 Monday 07:30 AM-03:00 PM

041222014 Tuesday 0730 AbA-005:00 P "] "]
0462312014 Waednesday  07:30 AM-0300 P O O
0472472014 Thursday 07:30 AM-03.00 PM [~ 1 [~ 1

4 tems found, displaving =il tems:
1

Separate Job Option - All Days or Individual Days

Use this option to create separate jobs for each day of the job, or for selected days of the job.
Separate Job — All Days

Click the ‘Separate Job’ checkbox in the header to automatically mark each day of the job for separation. Separate
jobs are created for each day of the multi-day job.

The following Split Job Preview shows:

e 4/21is a separate job. This job will retain the original job number.
e 4/22is a separate job. This job receives a new job number.
e 4/23is a separate job. This job receives a new job number.
e 4/24is a separate job. This job receives a new job number.

Job Humber: 92

As you select the checkboxes, you will see a preview of how the

Location:  ZZTest Location Jobwill be spiit below this area. Click Expand Allto view all the splits
Classification: 77 Test Classification together based on your selection. Ifvon are satisfied with vour spii,
Employes: 77 Test Emplayes, click Condinue to modily Substitute information for each spiit

Access |Dr 4001

Job Days Split Job Preview Expand All

4 items found, displaying all items.

1

Date Day Times | [l separate Job | Split At 04/21/2014  Manday 07130 AM-OZ:00 P
0421214 Monday 0730 AM-03:00 Pt

GHERES sz 7S AE 04/22/2014 07:30 AM - 0442242014 03:00 P
04232014 Wednesday 0730 AM-03.00 P

D016 Thursday 0730 AMIE00PM 04/23/2014 07:30 AM - 04/23/2014 03:00 PM
4 ttemns found, displaying all terms.
. 04/24/2014 07:30 AM - 04/24/2014 03:00 PM
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Separate Job - Individual Day(s)

Click on a checkbox in the ‘Separate Job’ column for the job day(s) to be separated. A separate job is created for
the selected day(s).

The following Split Job Preview shows:

e 4/21,4/22 and 4/24 is a separate job. This job will retain the original job number.
e 4/23is a separate job. This job receives a new job number.

Job Humber: 92 As you selact the checkboxes, you will see a praview of how the

Location:  ZZ Test Location Jobwill pe spit below this area. Cick Expand Al 1o view 17 the spiis

Classification:  ZZ Test Classification together based on your selection. ifyou are sabisfied with your spit,
Emplovee:  ZZ Test Employee, click Continue to modify Substitte information for each spiit

Access 1D 4001

Job Days Split Job Preview Expand Al
4 ttems found, displaying al tems 04/21/2014 07:30 AM - 04/24/2014 03:00 PM
1
Date Day Times | [Cseparate Job | Clsplit at 047212014 Monday 07130 AM-O3:00 P4
0412102014 honcay 07:30 AM-03:00 P4

04/22/2014  Tuesday 07130 AM-03:00 PM

CHERREL ey EEANEIDRY g ] 04/24/2014  Thursday 07130 AMOZ:00 PR
04232014 WWednesday  07:30 AM-03:00 PR
045242014 Thursdsy  O7:30 AM-03:00 PM a a

04/23/2014 07:30 AM - 04/23/2014 03:00 PM

4 feme found displving al fem:

Split At Option - All Days or Individual Days

Use this option to split the multi-day job starting from the marked job segment, or to create a separate job starting
from the marked job segment.

Split At — All Days

Click the ‘Split At’ checkbox in the header to automatically split each day of the job to create separate jobs.
Separate jobs are created for each day of the multi-day job.

The following Split Job Preview shows:

e 4/21is a separate job. This job will retain the original job number.
e 4/22is a separate job. This job receives a new job number.
e 4/23is a separate job. This job receives a new job number.
e 4/24is a separate job. This job receives a new job number.

Jdob N“ml_m" 92 As you selectihe checkhoxes, you will see @ preview of how the
Location:  ZZ Test Location Jobwill be split below this area. Click Expand Al to view ail the splits
Classification:  ZZ Test Classification logether based on your selection. Ifyou are satislied with your spiit,
Employee:  ZZ Test Employee, click Continue o modify Substiiute Infarmation for each spiit
Access 1D 4001

Job Days Split Job Preview  Expand Al
#items found, displaying al tems 04/21/2014 07:30 AM - 04/21/2014 03:00 PM
1
e | oay Times | separste sob | Elspitar 04/21/2014  Monday  07:30 AM-03:00 PM
042172014 Monday 07:30 AM-03:00 PM
GUEEEI ety CEDANER 04/22/2014 07:30 AM - 04/22/2014 03:00 PM
04/23/2014  Wednesday — 07:30 AM-03:00 PW
042472014 Thursdsy  07:30 AM-03.00 FM 04/23/2014 07:30 AM - 04/23/2014 03:00 PM
4 itens found, displaying all items:
y 04/24/2014 07:30 AM - 04/24/2014 03:00 PM
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Split At - Individual Day(s)

Check a box in the ‘Split At’ column to mark the date that a separate job will start from. A separate job starting
from that date is created.

The Split Job Preview shows:

e 4/21is a separate job. This job will retain the original job number.
e 4/22-4/23is a separate job. This job receives a new job number
e 4/24is a separate job. This job receives a new job number.

Job Number: 92
Location:  ZZTest Location
Classification: 77 Test Classification
Employee: 77 Test Employes,

As you select the checkboxes, you will see a preview of how the
Job witl be split befow this area. Click Expand Aif to view a1l the spiits
together based on your selection. If yvou are saiislisd with your spiil,
click Continue o modily Substitute information for each apiit

Access D0 4001

o Days

4 ftems found, displaying all tems
1

Split Job Preview Expand All

Date Day Times ‘ [ separate Job ‘ [ split &t 042142014 Monday 0730 SM-03:00 Pii
0472172014 Monday 07:30 AM-03:00 PM

G 2001 T e o 07, 50/ 0G 0 UM 04/22/2014 07:30 AM - 04/23/2014 03:00 PM
041232014 Wednesday  07:30 AM-03:00 PM ] ]

0472412014 Thurseay 07:30 AM-03:00 PM 0472472014 07:30 AM - 04/24/2014 03:00 PM

4 ftems found, displaying all tems
1

Using Both Split Job Options

The Split Job options can be used together. The multi-day job can be separated into separate jobs and split into
separate jobs.

The Split Job Preview shows:

e 4/21is a separate job. This job will retain the original job number.
e 4/22is a separate job. The ‘Separate Job’ checkbox is enabled for 4/22.This job receives a new job
number

e 4/23-4/24is a separate job. The ‘Split At’ checkbox is enabled for 4/23. A separate job starting from
4/23 is created. This job receives a new job number.

Job Number: 92
Location:  ZZ Test Location
Classification:  ZZ Test Classification
Employes:  ZZ Test Employee,
Access Do 4001

As yon select the chackboxes, you will see a praview of how the
Jobowill be spiit below this area. Click Expand Al to view ali the spits
together based onvour selection. Ifyou are satisfied with your spid,
click Continue to modily Substile information for each split

Job Days

4 items found, displaying il tems.
1

Split Job Preview Expand All

04/21/2014 07:30 AM - 04/21/2014 03:00 PM

— e —— el 04/22/2014 07:30 AM - 04/22/2014 03:00 PM
042172014 Mond: 07:30 AM-0300 P

ey 0442312014 07:30 A - 0472472014 03:00 PM
042202014 Tuesday 0730 AM-0300 P
04232014 Wednesday  07:30 AM-0300 PM
0412412014 Thursday 0730 £M-0%00 Phi [F1 [F1

4 item found, dispiaying il tems.
1

After the split job selections are confirmed on the Split Job page, click the Continue button to display the Split Job
Review screen.
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Split Job Review

The Split Job review page shows the segments for each split job. To make modifications to the Substitute
assignments, click the Edit Substitute link for the job segment. The Substitute Detail page is displayed.

Split Job Review

Based on vour selection, below are the list of jobs and their carresponding fob segments. The first
Job retalns the fob number. Newly created fobs recelve & hew job number. Please review and click
Confirm to procesd, [ you want to revislt your selection, ciick Back.

Expand All | Confirm ] Back |

Edit Substitute »

04721/2014  Monday 07 :30 AM-03:00 PA

Segments for job [ 04/22/2014 07:30 AM - 04/22/2014 03:00 PM ]

Segments for job [ 04/23/2014 07:30 AM - 04/24/2014 03:00 PM ]

Substitute Detail

To add or modify substitute assignments, enter the substitute ID or if the ID is unknown, click Name
Lookup to search for the substitute. Click ‘Done’ to assign the substitute to the job.

Assigned Substitute Mame Lookup

Specified Substitute Mame Lookup

Done

Name Lookup

At least 2 characters must be entered in the Name Lookup field to start the substitute search.

Assigned Substitute. t

Specified Substitute Name Lookup
Name Lookup Results

You must input at least 2 characters to start searching...

Done
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To add a substitute to the job, click on the substitute name. The substitute ID and name are added to the
Substitute field

Assigned Substitute TITTTITT7|

Name Lookup Results

71 Test Substitute, Sub

Will work at
Loc? Class?

Yes Yes  Yes Yes
ZZ Test Substitute, Sub 4071234567 Yes

Name Call Back # Reg? Cert?
Test Sub 2,

Yes  Yes Yes

Done

Click ‘Done’ to return to the Split Job Review screen.

Split Job Review -Confirm

On the Split Job Review page, the Substitute information for the job segments is displayed. If not shown, click the
arrow next to the Edit Substitute link.

Split Job Review

Based on your selection, below are the fist of fobs and thelr coresponding fol segments. The first
Job retains the foi number. fewly created fobs receive a new job number. Piease review and cfick
Confirm to proceed. Jiyou want to revisit your selection, cfick Back.

Expand Al

+ Segments for job [ 04/21/2014 07:30 AM - 04/21/2014 03:00 PM |

Edit Substitute w

specified 1d: Haine:
Assigned Id:777777777  Mame:ZZ Test Substitute, Sub

04/21/2014  Monday  07:30 AM-03:00 PM

» Segments for job [ 04/22/2014 07:30 AM - 04/22/2014 03:00 PM ]
Edit Substitute »

04/22/2014  Tuesday 07:30 AM-03:00 PM

~ Segments for job [ 04/23/2014 07:30 AM - 04/24/2014 03:00 PM ]
Edit substitute »

04/23/2014  \Wednesday  07:30 AM-03:00 PM

04/24/2014  Thursday — 07:30 AM-03:00 PM

After the substitute assignments have been completed for the job segments and the job splits have been reviewed,

click Confirm to have the job splits processed. The following message is displayed, “Please wait while the job is
being split.”

¢ Please wait while the job is being split...
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Job Inquiry Page - Split Job Success

After the job is successfully split, the Job Inquiry page for the job is displayed. All of the jobs created from the split
are listed with the new job numbers. Click the arrow next to the job number to see additional job details. If no
additional changes are required, click ‘Done’ to complete the process.

Success
Job List

The fobs created as a reswit of this sniit s listed below. Please click on the job links to adfust substitutes or other job specific changes o the job. Click
Done afier you are finished.

92 IL TestEmployee, ZT Test Substitute,5ub II Test Location 0373172014 12:51 P, Na

Actives 0472172014 0730 A, 0472172014 07,30 Aih IZ Test Classification Nao

Admin ssigned 04/21/2014 03:00 P 04/21/2014 03:00 Pig II Test Reasan Na
07:30

No

Job Number - 93

Job Number - 94
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Split Job for Single Day Jobs

The hours of a single-day job can be split to create new single-day jobs. Substitute assignments can be added or
modified for each job segment. The original job retains the job number and the new job segments created from

the ‘split’ receive new job numbers.

Job Detail - Split Job Button

On the Job Detail page, click the Split Job button located in the Job Detail section of the page.

Joh Detail

Joh Detail
Job Number: 100 Location;  ZZ Test Location
Status:  OpeniOpen Classification:  7Z Test Classification
Employee:  ZZ Test Employee, Calendar. Al Locations
Access ID: 888888888 Search Rule:  Typical |

Sten:  Preferred-Employee-Class

Create Report _J Filling Details | Split Job Return To List_J| Stop Callout

Clicking the “Cancel Job” button will not save other changes

Cancel Job

Changes are not updated until Save is pressed

Reason |22 Test Reason 399 v
Butdget Code
Date From:  [04/25/2014 T Tefpgpesiema
oo Ao
‘Weekly Schedule: Absence Times Substitute Times
Start Time End Time Start Time End Time
(hhmmam)  (hhminatn)  himmamy - (hhmm am)
Monday ] [02:30 PM 1000 PM 0730PM | [10:00 PM
Tuesday (] [07:30 PM 10:00 PM 0730PM | [10:00 PM
wednesday (1 [07:30 Ph 10:00 PM 0730PM | [10:00 PM
Thursday ] [07:30 PM 1000 P 0730PM | [10:00 PM
Friday 0730 AM 0400 PM 0730AM | (0400 PM

Assigned Substitle IModify the assianed substitute

The Split Job Confirmation message is displayed. When a job is being split, it is automatically stopped from callout
and restarted after the job is successfully split. To continue with the Split Job request, click ‘Yes.” The Split Job page

is displayed.

Clicking the "Cancel Job™ button will not save other changes

Cancel Job

Changes are nof upt
This job wiil automaticily be stopped from colloat and
Reastt |2 tie catiut wil b restorted after spiitting the job sccessfully.
Budget Cade [ ATe you Stire you want to contipue?

Date From: 4
o

Weekdy Sched
Yes | Ho

wonday 1 [0730PM | [1000PM | [0730PM | fI000FM |
Tuestay [ 0730PM_| (1000PM | [0730PM | NI000PM |
wedneetsy [1 0730PM | [1oo0PM | [0730Pm | f1000PM
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The Split Job Page

The original job can be split into one or more new jobs. The newly created jobs receive new job numbers and
substitute information can be added or modified for each job. The Split Job page displays the job details and
displays the job times. The time slider is used to select the hourly increments for each job.

Job Number: 100

Using the Time Slider

Location:
o

ZZ Test Location
ZZ Test CI 1

Ermployee:

Access 1D

ZZ Test Employee,

4001

Job Times

Continue m

Date

Day Times

0412512014

Friday 730 AR - 4:00 PM

To split the original job into multiple jobs, place the cursor on the gray square at the end of the time slider to move

the slider. As the slider is moved, the start/end times for the new job being created are displayed below the

existing job segment. Move the slider to the right to increase the job hours/minutes; move the slider to the left to
decrease the job hours/minutes. The slider movements create the new job segments.

Time slider used to create an additional job:

Jobh Number:

Location:
Classification:

Employee:

Access D

100

77 Test Location

77 Test Classification
ZZ Test Employee,
4001

Job Times

Date Day Times
04/252014 | Friday | 7:30AM - 12:00 PM |
04/26/2014 | Friday | 12:01 PM- 400 PM L]

Time slider used to create three additional jobs:

Job Number: 100
Location:  ZZ Test Location
Classification:  Z7 Test Classifieation
Employee: 72 Test Employee,

Aceess D 4001

Joh Times

| Continue J Cancel |
Date Day Times
042512014 | Friday | 7:30AM - 1200 PM [ |
04/2512014 | Friday | 12.01 PM- Z15 P | ]
04/2512014 | Friday | Z16PM - 315PM [ ]
04/25/2014 | Friday | 316PM - 400PM ]

To remove an entry, move the slider to the right to extend the job time to the end time of the previous job
segment.
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Manually Entering Job Times

The job start/end times can also be typed into the Times fields. The slider automatically adjusts to the start/end
times that are entered manually.

«Job Number: 100
Location:  ZZ Test Location
Clagsification:  ZZ Test Classification
Employee: 77 TestEmployee,
Access Do 4001

You can manually type in the time here and the sliders will automatically adjust

Joh Times
Date Day Times
04i25/2014 | Friday | 730 AM - 12:00 Ph B
0412572014 | Friday | 12:01 PM- 21320 B
0412672014 | Friday | 2714PM - 400 PM |

After the job splits are made, click the Continue button to review the changes made to the job. The Split Job
Review page is displayed.

Split Job Review

The Split Job Review page lists the start/end times for each job segment. The original job retains the original job
number. The newly created jobs receive new job numbers. Click the Expand All link to display all of the information
for each job segment. Click the Edit Substitute link to add or modify substitute assignments.

Split Job Review

Based onyour selection, bejow are the list of jobs and their corresponding job segments. The {irst
Job retains the fob number. Newly created jobs recelve a new fob humber. Pisase review and click
Confirm to proceed. [f you want to revisit vour selection, click Back.

Sand Al [ Confim | Back |

Edit Substitute »
04/25/2014  Friday
Segments for job [ 04/25/2014 12:01 PM - 04/25/2014 02:15PM |
Segments for job [ 04/25/2014 02:16 PM - 04/25/2014 03:15PM |

Segments for job [ 04/25/2014 03:16 PM - 04/25/2014 04:00 PM ]

Expand All View

Click the ‘Expand All’ link to see all of the information for each job segment.
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Split Job Review

Based on your selection, below are the list of jobs anciiheir coresponding job segments. The first
iob retains the job numbber. Newly crealed jobs 1eceive 2 new job number. Flease review and click
Gonfirmto proceed. (Fyou want to revisit your sefection, cfick Back.

Expand Al

[ conim | Back |

Edit Substitute »

04/25/2014  Friday

Segments for job [ 04/25/2014 12:01 PM - 04/25/2014 02:15PM |

Edit Substitute b

04/25/2014  Friday

Segments for job [ 04/25/2014 02:16 PM - 04/25/2014 03:15PM ]
Edit Substitute b

04/25/2014  Friday

Segments for job [ 04/25/2014 03:16 PM - 04/25/2014 04:00 PM |

Edit Substitute »

04/25/2014  Friday

Substitute Detail Page

Click the Edit Substitute link for the job segment to add or modify substitute assignments. The Substitute Detail

page is displayed. To add a substitute, enter the substitute ID, or if the ID is unknown, click Name Lookup to search
for the substitute name and ID.

Assigned Substitute [Name Lookup

Specified Substitute Name Lookup

Done

Name Lookup

At least 2 characters must be entered in the Name Lookup field to start the substitute search.
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Assigned Substitute t

Specified Substitute Name Lookup
Name Lookup Results

You must input at least 2 characters to start searching...

Done

To add a substitute to the job, click on the substitute name. The substitute ID and name are added to the
Substitute field

Assigned Substitute 777777777, |te ZZ Test Substituts, Sub

Specified Substitute Name Lookup

Name Lookup Results

Will work at
Name Call Back # Reg? Cert? Loc? Class?
TestSub2 Yes Yes Yes  Yes

17 Test Substitute, Sub 4071234567 Yes Yes Yes  Yes

Done

Click ‘Done’ to return to the Split Job Review screen.

Split Job Review - Confirm

On the Split Job Review page, the Substitute information for the job segments is displayed. If not shown, click the
arrow next to the Edit Substitute link to display the information.

Split Job Review

Based on your sefection, below are the fist of jobs and their corresponding job segments. The first
Joib retains the jois nuMber. Newly created jobs receive & new job number. Piease review and click
Confirm {0 proceed. Ifyou wantio revisit your selection, click Back.

Expand All

[ Confirm | Back |

Edit Substitute »

Specified Id: me:
Assigned Id:777777778  Name:Test Sub 2,

04/25/2014  Friday

Segments for job [ 04/25/2014 12:01 PM - 04/25/2014 02:15 PM ]
Edit Substitute »
04/25/2014  Friday
Segments for job [ 04/25/2014 02:16 PM - 04/25/2014 03:15 PM ]
Edit Substitute »
04/25/2014  Friday
Segments for job [ 04/25/2014 03:16 PM - 04/25/2014 04:00 PM ]

Edit Substitute »
04/25/2014  Friday
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After the substitute assignments have been completed for the job segments and the job splits have been reviewed,

click Confirm to have the splits processed. The system displays the following message, “Please wait while the job is
being split.”

" Please wait while the job is being split...

Job Inquiry Page - Split Job Success

After the job is successfully split, the Job Inquiry page for the job is displayed. All of the jobs created from the split
are listed with the new job numbers. Click the arrow next to the job number to see additional job details. If no
additional changes are required, click ‘Done’ to complete the process.

Success
Job List

The jobs created a5 @ result Of ls soit s Nsted below, Ploase Click on the job [Inks 10 aciust substitites or ather jor speciic changes to the jon. GIitk
Done afier you are finished.

~ Job Number - 100

100 ZZ Test Employee, Test Sub 2, ZZ Test Location 0470272014 10:57 Al Mo
Aotive/ 04425720014 07:30 Adf, 04/25/2014 07:30 Al ZZ Test Classification No
Admin Assigned 04425720014 12:00 P, 04/25/2014 12:00 PAR Z7 Test Reason Mo

04:30 Mo

» Job Number - 101

» Job Number - 102

+ Job Mumber - 103
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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.

Location Balances

Location: Location Search

Type: (¥ Substitute Allacation Units o In-Hause Filling

From Tor
Date Range:  [06/03/2010 = [oes9sz010 B
MINTDAT MINTDAT
| Search |
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.

Substitute Allocation Units List

Period = Week

Date Units Allocated Units Remaining
09052005 24 24
0941272005 24 24
09/19,/2005 24 24
09/26,/2005 24 24
10/03/2005 24 24
10/10/2005 24 24
1041772005 24 24
10/24/2005 24 24
10/31/2005 24 24
110772005 24 24
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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.

Date

090172005
090272005
09/03/2005
09042005
090572005
03/06/2005
090772005
09/08/2005
09,/09/2005
09/10/2005
03/11/2005
09/12/2005
09/13/2005
09/14/2005
09/15/2005

In-House Filling List
Daily Jobs =1

Remaining

1

1
1
1
1
1
1
1
1
1
1
1
1
1
1

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.
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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 call-out. 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
Each priority list type performs specialized functions.

Do Not Use -Active The Do Not Use list identifies substitutes who should not be offered or assigned jobs at a

and Inactive Lists given location, or for a particular employee. The 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 Do Not Use list is either Active or Inactive. Active lists are used by the system for job
processing; Inactive lists are not used by the system for processing jobs and are strictly for
historical tracking of Do Not Use entries for a substitute , employee, or location,

A substitute cannot be on a location’s Active 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 Active 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 enabled (the box is checked), the system checks the appropriate Active
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 pre-arranged.

If this parameter is disabled (the box is not checked), the system does not check the Active
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 Active Do Not Use list for that location or

Active Do Not Use employee.

List
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A system-generated notification letter can be printed for mailing to a substitute each time
Continued they are placed on an Active Do Not Use List. The letter is accessed from the Priority Lists

Inactive Do Not Use
List

Automatic
Assignment List

Automatic
Assignment List:
continued

t

page and can be modified before printing (the letter is generated in .rtf format which can
be opened in a word processor).

A reason can be assigned for a substitute being put on an Active Do Not Use list. Use of
these reasons is optional. The list of reasons for Active Do Not Use lists is created on the
System Configuration, Reasons, Do Not Use Reasons.

If Do Not Use entries have an associated reason, the system tracks the number of times a
substitute has been placed on a Do Not Use list for a specific reason (the total is made up of
Active plus Inactive Do Not Use entries for the Substitute). Deleted entries (active or
inactive) are removed form the reason count for a substitute.

The system will automatically send an alert email to designated Operators when a
substitute reaches a threshold for number of times for a single Do Not Use reason (if
configured).

Note: Administrators who have the ability to Modify Do Not Use lists set ON in their
Administrator profile can change the status of Active entries to Inactive.

Entries on the Inactive Do Not Use list are not used by the system to determine whether
substitutes qualify for jobs, but instead serve as an historical log of Do Not Use entries.

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
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Preferred List

Custom List

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.

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 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.

Using the Priority Lists Screen

This screen allows you to search, review, modify, delete, add a substitute to a priority list, and create Priority List

reports.

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. When searching on the Active Do Not Use or Inactive Do Not Use list type, the
screen re-displays with a Reason drop-down field for selecting the reason.
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Search Criteriza

List Type: ;I
I_ Subs at’above alert threshold for Do Not Use reason
Classification: v
Location: v

I_ When selecting a group, include locations assigned to the group

Employes: Name Lookup
Substitute: Name Lookup
Fram To
Entry Date: = =
MDD MDD
Sort List by: | Substitute Mame - | Then by ;I

Records PerPage: | B0 = I

[Search | Create Report ] New |

Field Name Description

List Type Select a type from the pull-down list. The options are: Preferred, Automatic
Assignment, Active Do Not Use, Inactive Do Not Use and named Custom Lists.

The Active Do Not Use, Inactive Do Not Use and Automatic Assignment lists are
offered to administrators based on their administrative profile setup.

Reason The Reason field displays only when the List type selected is Active Do Not Use or
Inactive Do Not Use, or when the “Subs at/above alert threshold for Do Not Use
reason” option is enabled.

Operators and Administrators who have Modify, Do Not Use permission on their
profile can associate a reason from the configured list of Do Not Use reasons when
adding a substitute to an Active or Inactive Do Not Use list.

Subs at/above alert Searches the system for all substitutes currently at the alert threshold limit for the
threshold for Do Not Use reason selected from the Reason drop-down. Other search fields are automatically
reason disabled when this option is selected.

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

Do not check the “When selecting a group, include locations assigned to the group”
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.

Entry Date The date the entry was added to a priority list. Note: Entries in the system prior to
Release 1.5 will display their “Last Modify” date in this field.

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

Then by Choose the secondary sort sequence for the search.

Priority List Search

Priority List search results display the substitutes that match the search criteria entered on the inquiry screen.
From the Priority List, administrators can delete priority lists, change Active Do Not Use lists to Inactive and

generate notification letters to substitutes that can be mailed to inform them of their entry on an Active Do Not

Use list.

Entries on the Priority List will always display the substitute’s access ID for Operators. For administrators, the View
Substitute ID parameter in Parameters — Administrator, Browser Access, must be enabled for the substitute’s

access ID to display in the results list.

Location/
Employes

Order#

FELIX COOK JR ELBWENTARY &77a

ALL ELBMENTARY SCHOOLS 774

Priority List
1621 items found. displaying 1 to 50.
[FIRST/ PREAOUS |4, 2,3, 4, 5,6, 7,8 [ NEXT / LAST]
Delete I’:‘Zﬁi“ E;'“":r Substitute & Sovess D S;g‘ List Reason [Da Not Use) Classification
] r [T ABERNATHY.BRANDY 15758 0QDSM00F  Aotive Do Mot Use  FELL ASLEER N CLASS Location
- r [T ABERNATHY,BRANDY 15758 00/1943008 Active Do Mot Use  FELL ASLEER N CLASS Location
r r [T ACKERSCAROLYN 30777 O4OEH008  Active Do Mot Use Location

18864

Make Inactive

The “Make Inactive” feature enables administrators to change any Active DNU entries to Inactive by checking the
box next to the item. Active Do Not Use entries can be modified to Inactive Do Not Use; however, Inactive Do Not

Use entries cannot be modified to Active Do Not Use. Inactive/Active Do Not Use entries can be deleted.

A substitute’s Do Not Use reason count is determined by the total of Active plus Inactive DNU entries per Reason.

Deleted DNU entries, active or inactive are not considered in this count.
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Print Letter

The Print Letter feature generates a notification letter to the substitute that can be mailed to inform them of their
entry on an Active Do Not Use list. A letter can be generated for every Active DNU entry listed in the search results.
The letter is created in RTF format. End-users can open the letter in a word processing program and modify the
text and format it as they like. The body of the letter will include the entry date of the Active DNU entry, the
substitute’s name and address information, the reason for the DNU entry (if there is one) and detailed information
on the active DNU entry (i.e., classification, Employee Name, Location).

Entry Date

The date shown in this field is the date the entry was added to a priority list or for entries in the system prior to
Release 1.5 this field will contain the system’s “Last Modify Date.”

Reason (Do Not Use)

If a record does not have a reason populated, no reason will display in the Reason (Do Not Use) column for that
record. The field will be blank.

Delete

The Delete action allows for any priority list to be deleted from the search results. To delete a substitute priority
list, click the box next to the priority list you want to delete and click Delete.

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.

News Priority List
® Substitute: Name Lookup
" List: =
Code Name
Classification:
or |
Enter sither = location or employes, but nat both:
Cods Hams
* Location: o v
= Employee: Name Lookup
Enter 2n Order. Substitutes on the lowest Sub List and Lavel are called first:
Does not anply to Do Mot Use lists during callout
= gub List: |1
*Level: [1
Camments:
| save | Return To List
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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: Preferred, Automatic
Assignment, Active Do Not Use, Inactive Do Not Use and named Custom Lists.
The Active Do Not Use, Inactive Do Not Use and Automatic Assignment lists are
offered to administrators based on their administrative profile setup.

Reason This field only displays when the list types of Active Do Not Use or Inactive Do Not

Classification Code or
Name

Location Code or Name

Employee

Sublist

Level

Comments

Use are selected. The screen re-displays with the Reason drop-down field for
selecting a reason.

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.

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.

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.

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.

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.

Optional informational can be added on priority lists. This field is alphanumeric and
up to 256 characters.
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Modifying Priority Lists

To modify the priority list information for a substitute, click on the substitute name to display the Modify screen. Update the
desired fields and click Save to update the priority list.

Friority Lists

Substitute Priority List Modify
Substitute:  ABERNATHY BRANDY

List:  Active Do Not Use Reason: |FELLASLEEP IN CLASS -
Claszification:
Location/Employee:  ALL ELEMENTARY SCHOOLS
Does mot apply fo Do Mot Use lsts dudeg sallost

" Sub List:
" Level:

Camments:

| save | Return To List

If the list type of the substitute is Active Do Not Use or Inactive Do Not Use, the Modify screen will display with a
Reason pull-down field for modifying the reason.

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.

Report Title: |

7 New Page on Primary Sort
Print [ agcess 1D

I Callbadk Mumber
I Profile status

Yiew Report | Return To List

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.
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Priority List Report

Substitute List Reason (Do Not Use) Type Sub List order
RAccess ID Entry Date laseification profile atatue Level Last Modify
Commente
Activa Do Mot Uze Location - K179 PS 175 KENSINGTON 1 £66829330
as7544 01/17/2008 Active 1 0B/24/2009 03:57

FEDALLA, HANTY preferred Location - MOB4 PS 024 LILLIAN WEBER 1
2616074 o0s/1a/2008 Active 1 0B/24/2008 03:57

AECALLA,MARKC Active Do Not Usze Location - Q9920415 P5930 @ BEMJAMIN N. CARDOZO HIGH 5C 1 666833296
2614304 0l1/05/2009 Active 1 0B/24/2008 03:57
Activa Do Mot Uze Location - Q9830041 PS330 & PS5 041 CROCHERCH 1 £662332396
2614304 )5/2009 Active 1 /2442008 03:57
Active Do Hot Uze Location - Q993Q208 P$93Q & P.5./I.8. 208 1 666833296
2614304 01/05/2000 Active 1 08/24/2000 03:57
Actlve Do Mot Uze Locatlion - Q993Q072 P533Q & JHS 072 CATH. & COUNT BASIE 1 6668332396
2614304 /2009 Active 1 0B/24/2009 03:57
ACC1va Do Not Uzse Location - Q9930455 PS930 @ QUEENE COLL SCH FOR MATH, 5 1 666833296
2614304 01/05/2009 Active 1 0B/24/2008 03:57
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Profile Inquiry and Reports
Overview

The Profile Inquiry and Reports feature provides access to the General Inquiry screen, Employee Inquiry screen,
and if configured, the Substitute and Administrator Inquiry screens. 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

The General Profile Inquiry 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.

Search Criteria

Records PerPage: |60 =

Last Name: [saa | ® Beginzwith ' Contains
First Name: | | ® Beginswith ' Contains
External ID: l:l

382 itemns found, displaying 1 to 50,
[FIRST/PREWAOUS 1,2, 3,4, 5,6, 7, 8 [NEXT / LAST ]

Select  Mame - Access D |z Administrator | |z Employes | |5 Substitute
Select SASAVEDRA, LEE 19258 Mo Tes Tes
Select SAMEDRA TIM 3144 Mo ez Mo
Select SABOTIN, DANIEL 11536 Mo Tes Mo
Select SABSOO0K, DEBORAH 12047 Mo Yes Yes
Select SACHS, GREGORY 14548 Mo Tes Mo
Select SACK, CAWON 10153 Mo Yes Mo

If multiple profiles exist that match the search results, a list of profiles is displayed. Search results can be sorted
(ascending/descending order) by clicking on the up/down arrows in the Name, Access ID and Web User ID

columns.

NOTE: The Web User ID field will not display if the district is not configured to use this field for SmartFindExpress

web login.

When a profile is selected, the Modify Profile screen is displayed for that user.

=
Frofile last updated on D406/2010 by ZZ, TEST SUPERVISOR
= Aocess ID: PIN
First Name:
Bdenaliv: [ |
Telephone Number [ | I Reset? Registerad on
E-mail: | ]
AddressLine 1: | ]
AddressLine 2 | ]
ity | |
StatesProws || Zipostali ||
Bender
Ethnicity:
* Language:

“Twee T aaministiater [ aative

[ 15 Emergency Contact

™ swvailable for Hew Jobs
™ swailable far Lang Term
7 ks cortitied

I Available for General Calling

Callback Number  |4075551234
[ Sove | Delete | Retorn To tit |

M 1 Employes W active
" Calendar | All Locations x I
[ substitote: T sctine
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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.

Search Criteria
Location: | ADAMS ELEMENTARY -

sotorder @ pccecon O Name

Recards Per Page: |50 %
| search | create Report

Adrninistrative Profile List

46 items found, displaying all items
1

Access 1D = | FIN [ Hame Type
013z 111111 TEST, OPERATOR Operator
10215 36036 SEIBOLD, CHRISTINA  Operater
AD52Z6 28719 PIECHA, CLAYTON Administrator
11854 60881 CERVANTES, RBBET Operator

11941 0783 MCEINNON, DAMD Administrator
12127 666G CONTRERAS, DEBORAH  Operatar

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.

Administrator Access to Administrator Profiles with Multiple Roles

Administrators can access the profiles of other administrators that also have Employee and/or Substitute roles if
they have location access to that profile. The system will only display the Employee and/or Substitute portions of
the profile to preserve the security of the Administrator role. The other profile options are accessible from the
dropdown menus on the profile.

Home Administrator ¥ Reports ¥

[Frome | cmpiores -

General profile data (Access D, PIN, address, etc.) is not displayed because the profile has an Administrator role.

Return To List

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 90



SmartFindExpress System Administrator User Guide

Release 2.5

Administrator Menu

Profile Inquiry/Reports

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.

Adminigtrator Profiles

Hame

i PIN Status Language Emsrg Telephone Email

Hillside M1adla Echocl,

JASMAN, ROLANDA

Ford, Brianns

102022 1020220 Active Englisn na 2e86620 cperatorenillside.K12.T1.us
Henu Acceas:

Admin View Anncuncements; Jobe; Allow Specifying a Substitute; Allow Erearranging a Subetitute; Allcw Job
Overrides; AUto Assigmment; Profiles - Emplayes; Frofiles - Substitute; Location Balances; Frio
rity Lists; Do Not Use;

Admin Modify Announcements; Jobe; Rllow Specifying a Substitute; Allow Erearranging a Sutetitute; R1lcw Job
overrides; Auto Assignment; Profiles - Employes; Frofiles - Substitute; Locaticn Balances; Pric
rity Lists; Do Mot Use;

Oper View  System Configuration; System Cperations;

Cper Hodify

locatlion Access: ALL MIDDLE SCHOOLS
HILLSIDE MIDDLE SCHCOL
WOCD MEMORIAL ELEMENTARY

312333 31223322 Actdve English o 26312442
Henu Acceas:

Aamin View  ANNCUNCEmsnts; Jobe; AlLloW Speciying a Subetitute; Allow Ersarranging a Suretitute; Allow Job
overrides; Auto Assignment; Profiles - Employes; Frofiles - Substitute; Locaticn Balances; Pric
rity Lists:; Do Not Use;

Admin Modify Anncuncements; Jobe; Allow Specifying a Subetitute; Allew Erearranging = Subetitute, Allow Job
overrides; Auto Assignment; Profiles - Emploves; Frofilea - Substifute; Location Balances; Fric
Tity Lists; Do Mot O8a;

Cper View  System Configuration, System Operations;

Cper Hodify

Location Accessgs
555111 5551110 Active English o
Henu Access:

Aamin View — AnNCUNCemsnts; Jobe; ALloW Speciying a Subetitute; Allow Ersarranging a Suretitute; Allow Job
overrides; Auto Assignment; Profiles - Emploves; Frofilea - Substifute; Location Balances; Fric
rity Lists; Do Mot O8e;

Admin Modify Anncuncements; Jobe; Allow Specifying a Subetitute; Allew Erearranging a Subetitute; Allow Job
overrides; Auto Assignment; Profiles - Employes; Frofiles - Substitute; Location Balances: Frio
rity Lists; Do Not O8a;

Cper View  System Configuration; System Cperaticns;

oper Modify System Configuration; System Cperations;

location Access: ALl Locaticns

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

Praofile Inquiry

Search Criteria
statuss @ A O agtive O nactive
Registerad: ol All & “fes & Mo
Minerant: ¥ All o es o Na

Calendar: ;I

Classification: v
v
Location: v
v
Sort List by: Mame v
Then by: | Access D v

Records Per Page: |B0  w

| search | Create Report | Export [l More Search Options

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.
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rofile Inguiry

Search Criteria
status @ 4 O opete O nactive
Registered: 0 a1 0 vaz € jo
tinerant: & ) O ves O g
Calendar =1
Classification il
Location il
Type From: To:
Dates v & il
- — -
Expited Dates: =i R
SortListby: |Name v
Then by |Access D >
Records Per Page a0 v
| search | Create Report | Export |

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.

The following section provides a description of each field.

Field

Status

Registered

Itinerant

Calendar

Classification

Location

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

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.

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.

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.

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

From/To specified to restrict the search.

Expired Search results will display only those employees who have expiration dates in their

From/To 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.
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.

Employee List
19 932 tems found, displaying 1 to 50.
[FIRST/PREAOUS 1,2, 3, 4,5 6,7, 8 [ NEXT £ LAST ]
Narne = | Access D | Status Frim. Location Frim. Classification
ABABIOH, YOLAHDA 8842 Inactive
ABBOTT, DAVID 315868 Inactive  BROOKLIME EL A SEC TEA AST SPED
ABBOTT, KATHLEEN 17942 Inactive
ABBOTT, PATRICLA 31448 Ative BERRY EL ELBW#SP ED PRES DFL
ABBOTT, RAWDY 24064 Active FONMVILLEMIDDLE SEC ENGLISH

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 De

eport Detail
Return To Inquiry

Detsil Repart

Report Title:

I Primary Sort is on a new page
T sesondarysott prints on a new page

Abzences:  From To

MDA DD
M name ™ address ™ Friority Lists
[T fecessio [ Basicinformation [ Reasan Balances
[ ™ comments ™ schedule
™ pates
[ cdemal i

Employes List
Report Title:

7 Primary Sort is on a New P age

Employes Labels
Label Type: | Avery 5162 [1.33" X 4" 2up _~ |

View Report

tail 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 emp

loyees 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 p
Field

Report Title

Primary sort is on a
new page

Secondary sort prints
on a new page

Absences

rovides a description of each field.
Description

Name that identifies the report. The title will print at the top of each page. The
default is blank.

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.

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.

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.

May 2014

eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute

94



SmartFindExpress System Administrator User Guide Administrator Menu
Release 2.5 Profile Inquiry/Reports

Detall Report

Hama

Erown, Teacher

Scheduls Loc  class Location clagsification Dsfault  start/ Work Days
order ordsr cods code Times End Time
1234 &574 Commack High School caleulus Ho 05:00 AM - 03:00 P M T W Th P
831342245 9555-C

Hama

DOE, B

Schedule Loc Claes Location Classification Default Start/ Work Days
order order Code Cods Times End Tims
L 1 ARER 52 cLass 2 o 05:13 AM - 03:16 BM M T W Th F
222 z 00125 Unpaid

Hame

DoE, ©

Scheduls Toc  Class Locatlon Classification Default  Start/ Work Days
order order cods code Times End Time
1 1 ARER 51 crass 1 ves 05:00 M - 04:00 PM M T W Th P
111 1 00:25 Unpaid
1 EE3 &1 o7 I 0R13 3M - 131G BM M T W TR P

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.

TROY ACHER

7661 ELM ST. TROY ACHER
7661 ELM 5T
ZION, IL 31124
ZION, IL 31124
BRENDA LEE CHOW JULIE ATWOOD
134 WEST BRANFORD RD 16 WEST VILLAGE DR
SUITE 440
CLEVELAND, OH 49001 ADAK, AL 99724

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.
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Employese List Report

Name Access ID Status calendar Locaticn clageification Start/End Time Work Daye

~o1:00 BM
- 03:00 EBM
- 12:00 BM
- 05:00 BM
- 01:00 EM
- 0200 BM
- 12:00 BM
- 10:00 BM

Prances, man 102410 Retive A1l Locations St. Joeeph's Migh School  Reading

st. Joseph's Wigh Scheol  caleulus

FEEREEE]

HARRIS, EMP 222100 222100 Active A1l Locations FEN LOCATION EEN CLASSIFICATICON
HARRIS, EMP 555107 555107  Active 211 Locations KEN OFERATOR INTERCEPTZ LOC KEN OPERATOR INTERCEE 06:00 AM - 10:00 EM
HARRIS, EMP 555108 555108 Active 211 Lecations FEN OFERATOR INTERCEPT LOC EEN OPERATCOR INTERCEF 08:00 AM - 10:00 EM
harris. emp 888101 828100  active 211 rocations

say
=

nwm=
zzd
EE]
nn

HA =

If the work schedule has multiple classifications, only the primary classification will display.
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.

Employes E:
Return To Inquiry

Fized Length Format

Employee Informatian:

Delirnited Formst
Crelimiter:

Frofile Basic Infarmatian:

Employes Wak Schedule:

Profile [ates:

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:

e Use with mail merge software to produce letters

e Compare data with Human Resources software

e  Prepare an annual deletion file of employees that are inactive
e 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.

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.
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Search Criteria

Status

Registered

£orail Hew Jobs:

Awail Long Tem:
Cerified

Anail deneral Calling
Expired Subs

Pwailable On;

Nete:

Sort List by

Records Per Page

| search | create Report | Export [l More Search Options

o Coadive © nactive

& All s Tes [ MNo
T COves Ong
& All o Wes [ Mo
IS All o Yes [ No
T Cves i
@ All o Yes c No
=1 From To:
MDD LR RN A

Fovzilable On will check Do Not Call, Daily fvailability, Expiration dates, Unawailzbility detes, and Assignmerts

Name hd I Then by | Access D hd I

50 -

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

Search Criteria

ststus & a0 oagive O lnactive

Regitered: a1 ' vee (O wo

sail Hew dobs: & a0 C yves Oy
Fwail Long Term
cetified: & 4 Coyes O ne
swail General Galling: @ a1 O oves O ga
Expired Subs. a1 e O g

#wailable On: = From: To:

Note:  Avsilable On will check Do Net Call, Daily Awailability, Expirstion dates, Unavsilsbility detes, and Assignments

R A1 RN Ay
Classification Group: | ¥
Level: [0 |
Classification: | ~|
[ vl
Location: | ~|
[ |
¥ include lacstions that belang ta losation groups
Certification: | ~|
[ |
Holiday Rule List: | ~|
Dates: Type From: To:
[ Pl =0 | &
awmorer ammoaTny
[ Pl =0 | &
awmorer ammoaTny
Unavailability Period: ‘ ‘ = ‘ | —
awmoser ooy
Expired Dates: ‘ ‘ = ‘ | —
awmoser ooy
Disqualified ‘ ‘ = ‘ | =
awmorer ammoaTry
Mimmum#DaysWomed:l:l [ ] =l [ ] b=l
awmorer ammoaTry

SortListby: | Mame - | Thenby [AccessD -1

Records PerPage: |50 =

Scarch | Croat report | Export |

Ean Cves O

] R A HART AT

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:

Avail New Jobs

Avail Long Term

Certified

Avail General Calling

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.

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.

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.

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.

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.
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Field

Expired Subs

Available On

Daily Availability

Classification Group

Level

Classification

Location

Description
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)

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.

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.

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.

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

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

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

Include Locations that

belong to Location
Groups

Certification

Holiday Rule List

Dates:
Type

Unavailability Period

Expired Dates

Disqualified

Minimum # of Days
Worked

Sort List By

Then By

Substitute List

Description

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.

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.

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.

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.

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

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.

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.

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.

Select a sort order for the search results.

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

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.

Substitute List

9,755 itemns found, displaying 1 to 50.
[FIRST/PREWOUS 11,2, 3,4, 5,6, 7, & [ HET J LAET ]
Mame - | Access 10 | Call Back # Status MNevwr Jobs |5 Reg Is Exp Is Cert Last day weor ked
AAAPERSON, BERNADETTE JI5TT 40THE51234 Ptive Yes Mo fag es
ABABIOH, YOLAHDA 28842 407551234 Inactive No fes Mo No
ABBOTT, KATHLEEM 17942 4075851234 Inactive Miv Yes Mi Mo
ABBOTT-WOOD, GRACIELA 14816 4075551234 Inactive e fes He Nao
ABBS JACQUELINE 15552 4075551234 Inactive No ez Mo No
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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.

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.

Substitute Report Detail

Return To Inquiry

Detail Report

Report Title: |

I~ Each Substitute is on a new page
Profile:

M Hame ™ address ™ BalancesiLast Call
™ ordent [ Basicinformation [ paily swaitability
[T poeessin [ cedifications 7 Unswsilable Dates
I rm I Giasifications ™ Prigrity Lists
™ bates ™ o Mot Use Reason Totals
™ Locations I comments
™ emar o
History:
From Ta
‘(uumnmmq | |(||urnanv; |
I™ Phone & web Job Actions ™ bo Mot call Settings
7 Fhone & thieh Statistios ™ Unavailable Dates Changes
™ Cancellation Callsto Substitute [
I™ baity Availab ity Ghanges ™ bo ot use Lists

Substitute List

Report Title: |

™ Daity avaitability
™ Unavailable Dates

Substitte Labels
Label Type: |Awery 5162[1.33" X 4" 2.up _~

Substitute Statistics

Report Title: |

Date: From To
[oeA3/2010 | = [eA3s20i =
MMDDAYY) (UL )
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Creating Substitute Detail Reports

The Substitute Detail report can
or can print for all substitutes lis

print for one substitute if this option is selected from the substitute profile screen,
ted 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 creat
The following section provides a
Field Des

Report Title Nam

Each Substitute is on a Chec
New Page infor

Profile Chec

ed.

description of each field.

cription

e that identifies the report. The title will print at the top of each page.

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

k 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:

After selecting the print options

Phone & Web Job Actions - the total number of calls and Web statistics made
from and to the system during the period

Phone and Web Statistics - the total number of calls and Web statistics
Cancellation Calls to Substitute - 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.

Assignments — all jobs that the substitute has worked or will work.

Do Not Use Lists — all Do Not Use Lists that the substitute is assigned to

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.

Detall Report

"47" RMEE SIGN LABC & ENC 5C, EXCESE

FAE

Tnavailability Cates Btart Date/Tims Bod Date Time Type

Comuants

Pricrity Lists
List Reagon (Do Bot o) Entry Date Classitication 2ublist
Lact Hodify Looation/Bmplopes Lavel
Comsnta

Do Hot Dos Beascn Totale Beascon Tokal

Hiotory- Aeslgunents
Job Humbsr  Start Date /Time End Date/Tine Location Classification

History - Do Bot Ose Liote
Aotion Aetion Date List Reason Looation/Enployes SubLiot
Partormed By Classification Lavel
Comsnta
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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.

Substitute List Report
Nams Status Wew Jobs? Is Reg? I8 Exp? Is Cert? Last day worked Order
AEBOTT, AHHA Active Yas tes Ha Y=z 2005/10/11 10
Taily Availability Tay of Wesk From To
Monday 07:58 M 05:00 FM
Tueaday 07:50 AM 05:00 PM
Wednzaday 07:58 AM 05:00 BM
Thursday 07:58 AM 05:00 PM
Friday 07:58 AM 05:00 BM
REBOTT, MICHREL Rotive Yes ves Ha Tes 2003/10/23 148
Taily Availability Day of Wesk From To
Monaay 05:00 EM 11:59 BM
Monday 211 Day
Monaay 05:00 AM 07:00 &M
Tussday 211 Day
ACHER, TROY Inactive Yes Ves Yea Ho 70
Taily Availability Tay of wWeek From To
RHMED, CMAR Active Yes Ves Yea Yea 2005/10/17 124
Tally Availability Day of Wesk From To
Monday 07:59 AM 65:00 BM
Tueaday 07:58 AM 05:00 BM
Thursday 07:59 AM 65:00 BM
Friday 07:50 M 05:00 PM

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.

WAYNE ALCOTT
9980 COUNTY RD. 152 ANMA ABBOTT
744 WILKEMSON
JASPAR, TX 45912

SAM DIEGOD, CA 93024

ALISTER BARMETT
3813 EASON MEADOWS

GARLAND, 75043-204

ROBERT J. ALLISOM
2023 STEMMONS FRWY

ARLINGTOMN, TX 43584
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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.

Substitute Btatistios Report (06/0172010-08/02/2010)

Sub Weom

Rawgmmt
Calle  Accpt Desl  Hogup

Tpar  Wab  Wab  Aduin Fra- At focl  Coel Last Caamt

Wo
Bogbk  Inkspt Acspt Dacl  Amegod azcugd Aregod By Sub Othar Callsd Pazked

B
g
a

ERATENGON, EEMEADETTE
ASAFION, YOLAHIA
ABOTT, KATHLEEN
ARROTT-WOCH, GRACIELA
AELT, TADDURLIE
AEEVIROMEIE, ASHLEY
ASEINATHIE, FRNIE
AEINATHY, BRASDY
ASLES, MELDSTA
ARTURERNI, TALE
AENA, EVLISIEN
AENANEN, MWIR
amEco, DEENA
AGREGD, MARY
ATEVEDD, LAINE

ACEVEDD . SYLYIA

10/15/2005

P o= ®m o 8 @ 8 o 8 8 o 8 8 5 oo BB

£
aar In
3 B
o ©
[ o
[ v
[ ®
[ o
o ©
[ o
[ v
[ ®
[ o
o ©
[ o
[ v
[ ®
I !

]
a
a
a
a
a
a
a
a
a
a
a
a
a
a
]

The following table provides a description of each field.

Field

Assignment
Calls

Accpt
Decl

Hngup

Ans Mach

Busy

No Ans

Description

Number of times the system attempted to call the substitute to offer an
available assignment.

Number of times the substitute accepted Assignment Calls.
Number of times the substitute declined Assignment Calls.

Number of times during Assignment Calls where an answer occurred, a substitute logged
into the system, but then disconnected without an accept or decline action.

Only applicable if the system parameter is on to “Assign Jobs to Answering Machine.”
The number of times a message was left of an assignment on an answering machine
during Assignment Calls.

Number of times the system detected a busy line signal for Assignment Calls.

Number of times that an Assignment Call was made, but no connection was
established; or a connection was established but a PIN was never entered. This
includes pickups by an answering machine and fax machine.
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Field Description
No Ringbk Number of times the system attempted to make an Assignment, heard dial tone,
dialed the number, but never heard ringing that the call connected.
Oper Intcpt Number of times the system attempted to make an Assignment Call, heard dial tone,
dialed the call and got a message from phone carrier that call could not be completed.
Web Accpt Number of assighments the substitute reviewed via the Web and selected to Accept.
Web Decl Number of assignments the substitute reviewed via the Web and selected to Decline

Admin Assgnd

(they may review more assignments; this count is for the assignments they actually
took the action to Decline).

Number of assignments for the Substitute that were assigned by an Administrator.

Pre Arrgnd Number of assignments for the Substitute that were assigned as a pre-arrangement.

Auto Assgnd Number of assignments for the Substitute that were assigned via the Auto Assignment
step/rule.

Cncl by Sub Number of assignments the Substitute had, but cancelled.

Cncl Other Number of assignments the Substitute had, but was cancelled either by the job being
cancelled or an Administrator cancelled their assignment.

Last Called Date/time the system last called the substitute.

Last Worked Date/time the substitute last worked an assignment.

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.

Return To Inquiry

Fixed Length Forrat

Substitute Information:

Dizli mited Format
Celimiter:
FProfile Basic Information:
Substitute Daily Availability:
Frofile [rates:

JEE ' B

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.
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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 assighment.
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.

=  Aroving substitute was needed.

=  The job was filled using in-house personnel.
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Completing the New Profile Form

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.

® Last Name: | |
|

First Mame:

E-mail

Address Line 1

o
o
Address Line 2: |
city: |

StateFrov: | | ZipPostal: | |

Gender: lj

Ethnicity: |:|
® Language:

*Typer [ iz administrator || mctive

7 1 Emergency Contact

7 i Employee 7 nctive
* Calendar: - I
r I Substitute r Active

I svailabie for New Jobs
™ swailable for Lang Term
7 ks ceified

7 Available for General Calling

Note: The Web User ID and Web Password fields will only display if the district is configured to use these fields for
SmartFindExpress web login.
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Field Name

Access ID

Last Name

First Name

Web User ID

Web Password

External ID

PIN

Description

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

Enter the first name of the profile.

Unique User ID used for Web login (if the district is configured to use Web User ID
for Web login).

Unique password used for Web login (if the district is configured to use Web User ID
for Web login).

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 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.
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Field Name

Telephone Number

Email

Address Line 1

Address Line 2

City
State/Prov
Zip/Postal
Gender
Ethnicity

Language

Description

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.

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.

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

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

The city where the profile is located.

Enter as a two-letter abbreviation.

The zip or postal code should be entered exactly as it will be printed.
This field is recorded for data collection purposes only.

This field is recorded for data collection purposes only.

The default language to be used for this profile.
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Field Name

Description

Type: Select all the types that apply to this profile:

Is Administrator

Is Employee

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.

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.
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Field Name Description

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 Avdilable 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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Completing the Administrator Profile

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.

Administrator =

Name:  Solutions eSchool
Access ID:  GB6666666

Return To Inquiry

Administrator View  Modify

Level[5

Approve Absence Requests

R &

Announcements

Jabs
Allow Specifying a Substitute
Allow Prearranging a Substitute
Allow Job Overrides

Location Balances

Priority Lists
Do NotUse
Auto Assignment

Profiles - Employee

HEHEERNRNRRRR
HEEEEERR-RRR R

Profiles - Substitute

Profiles - Administrator

SRS

Profiles - Substitute Restriction Exempt
Profiles - PIN

Profiles - General
Custom Fields

< & &

<
<

Reports Module

O ®

Custom Reporting
Operator
System Configuration
System Operations
Do Not Use Threshold Email

Ox”E
]
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Setting

Description

Absence Approval

Indicates if the administrator can view or view/modify absence approval requests

Requests submitted in the system. The Modify permission enables an approval level to be
assigned to the administrator. The approval level specifies the level of the absence
approval request that the administrator can approve, deny, or modify in the system.

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 the 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 the 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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Profiles — Substitute Indicates if the administrator can view/modify the ‘Exempt from hours restriction’

Restriction Exempt fields on the Substitute Optional Information page.

If “View” is enabled, the Exempt from hours restriction’ fields will display on the
Substitute, Optional Information page, but cannot be modified.

If “View/Modify” is enabled, the exemption fields can be modified to enable the
administrator to fill jobs with substitutes that will exceed the work hour restrictions.

Profiles — Employee and When this option is enabled, employee and substitute passwords will display on
Substitute PINs exports and reports.
Profiles -PIN Administrators can view other location Administrator profiles if

View/Modify for the Profiles — Administrator option is enabled. This profile
level access takes precedence over the View Employee ID and View
Substitute ID parameters on the Parameters: Administrator page.

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).

Custom Fields Controls the display of custom fields on the Profile record. If View and Modify are
unchecked, the Profile record will not contain a custom fields section.

If “View” is enabled, a “custom fields” section displays on the Profile page.

If “Modify” is enabled, the parameters for a custom field can be modified by the
administrator.

Reports Module When this option is enabled, the Administrator menu bar will contain a Reports
feature.

Custom Reporting When this option is enabled, the Reports menu will contain a Custom Reports
option.

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.

Do Not Use Threshold When this option is enabled, the Operator will receive an email when a substitute
Email reaches the configured threshold for a Do Not Use reason. An email address must
be populated in the Operator profile. This field is disabled by default and will appear
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grayed out. To enable this option, at least one View or Modify checkbox must be
selected for System Configuration or System Operations.

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.
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Administrator
Hame: JonesMetta
Access D 102114
Return To Inquiry
Hews Location Access
Location: | v

Location Access List
Deleta? Type

MNarme

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.

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.

Completing the Employee Profile

Once you complete the primary information on the Profile screen and click Save, the Profile screen is redisplayed
with an Employee tab. The features available from the Employee tab allow you to enter the additional information

required to complete the employee profil

e.

Profile was added. To complete profile a schedule must be entered.

e T e |
Frafile last updated an OGM3/20M0 by ZZ, TEST SUPERVISOR
* Aecess D: FIN:
® Last Mame: |Jones |
First Name: |JaCk |
Edemalin: [ |
Telephane Humber: I:l ™ Resets Registered on 06132010
E-mail: | |
Address Line 1: | |
Address Line 20 | |
city: | |
StaterProw: || zipPostal: ||
Gender: l:
* Language:
“Type: [T ks pdministrator [ Active
[ 1z Emargeney Contact
M 15 Emplayes M active
* Calendar: | All Locations - I
I 15 Substitute [ active
[7 Awailable for New Jobs
[ swailable for Long Term
[ 1= ceifizd
[™ sailable for General Calling
Callback Mumber: [ |
[Sove T Delete | Retum To st
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The following features are available from the Employee tab:
= 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.

Schedule

Administrators can access, create, modify and delete schedules.

Schedule

Frofie | Emploves |
Mame: Johnsdack
Access (D0 1114494

m Return To Inquiry

The Schedule page collects information on the locations the employee will work, the classifications the employee is
authorized to work and the work days and times. Employees can have unlimited numbers of work schedules.

Multiple employee schedules can be created for the same location/classification combination and schedules can
consist of overlapping days and times. Each schedule created, however, must have a unique location/classification
order.

Various kinds of schedules can be created, such as:
e Schedules can be created with different times for different days at the same location.
e A schedule can consist of different classifications for the same location
e Aschedule can contain multiple entries for the same location/classification combination
e Alocation can have many classifications in the same work schedule.

When employees report an absence, they must select a work schedule if they have multiple work schedules for the
same day. Employees must report an absence for each work schedule. Different substitutes will be found for each
absence.
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Adding Schedules

Click New to create a new schedule. The New Schedule page displays.

[Pt ] Ervores |

Mame: JohnsJack
Access (D0 111444

Newr Schedule
Order

*Location: | | | v|

= Classification: l:l | vl
* Schedule: |7 Use Location Default Times -or - * Start Time *End Time
(hh:mm ami  (hh:mm am)

®Sun Mon  Tue Wed Thu Fii Sat

r »w F F F FF [
[ Save T Return To it | Return To Tnquiry |

To create a schedule, select the location and classification from the drop-down menus, assign an order number for
the location and classification and complete the schedule information. A location’s default times can be used for
the schedule or a different start and end time can be entered for the schedule.

Setting up Flexible Schedules

NOTE: If an employee has multiple schedules for the same classification they may not be able to create an absence
on the telephone for every one of the schedule entries for that classification. They will be able to create the absence
on the Web.

When a work schedule requires different times on different days of the week, click the More link, located above
the days of the week checkboxes, to enter work day and start/end time information. The New Schedule page is
redisplayed with day and time fields for the work week. The fields are populated with current schedule
information. A work schedule can have days that use the location’s default time and days with a different start and
end time.

[Pt ] Srpiores |
MName: JohnsJadk
Accesz 1D 1114449

Mews Schedule

Order

*Location: | | | v
 Classification I:l ‘ vl
® Schedule |7 Uze Location Default Times -or - ® Start Time *End Time
thh:mm am) Chh:mm am)
=l Less
® Start Time  * End Time Cor Use Location
thhemm am)  ¢hh:mm am) Default Times
s O T ]
we @ L 1] ®
wew [ ] 0w
R e — 4
we [ ] F
ST e —
SR N i I e R

m Return To List || Return To Inquiry
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For each of the work days in the schedule, enter the desired changes to work day and times. Click Save to save the
work schedule. The new schedule displays on the Schedule List.

To exit the form without saving scheduling information, click the Less link. The default Schedule page is displayed
with the Schedule fields enabled.

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.

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.

Schedule Click the Use Location Default Times checkbox to have this schedule use the
selected location’s work times. If the work times change for that location, all
employees (with this box checked) will use the new times.

If Use Location Default Times is not enabled for the schedule, enter a start and
end time for the schedule and select the workdays by clicking the appropriate
day of the week checkbox. Any changes to the schedule times must be
performed through a modify action.

More/Less links

For schedules with different times for different work days, select the More link
to display the additional fields for entering different schedule times. Each work
day in the schedule can have a different start/end time or can use the location’s
default times.

Click the Less link to redisplay the default schedule page without saving any

scheduling information.

Schedule List

The Schedule List displays all of the employee’s work schedules. All start and end times are displayed for each of
the work days. If a location’s time is being used for the schedule, a “Yes” or “No” value is indicated below the
start/end time information. Schedules can be modified or deleted from the Schedule List.
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o | e |
KName: Jonas,Bill
Access (D0 410440
=
Schedule List
Lacationd
Delete | Order Classification il ‘ Mo | i | Th Fr 53
Start Time 0300 #hd  03:00 A 0300 2hd 03:00 A 0500 Al
r ! W End Time 0500 P 0500 P 0500 PRA 0500 Ph 05:00 PM
ELEN: MONTESSORI |, e Yes Yes Yes Yes Yes
2 ADAMS ELEMENTARy M TmE 0700 A 07:00 At
o ADAMSEEMENIARY  Eamime 0200 PR 02:00 Pht
_—Lt—= Loc. Time Mo Mo
Modifying Schedules

To modify a work schedule, click on the Location/Classification link for the work schedule on the Schedule List. The

Modify Schedule page is displayed.

Madify Schedule

® Location:

® Classification:

® Schedule:

Order
2
2

ADAMS ELEMENTARY 310
A-EL T AIDE SPDFL 41

® Start Time " End Time
(hhemm am)  ¢hhemm am)

07:00 Abd 02:00 P
07:00 Abd 02:00 P

I I B B R R I |

m Return To List | Return To Inquiry

- or -

Use Location
Default Times

I i R R A |

Make any changes to the schedule times/days and then click Save. The updated schedule is displayed on the

Schedule List.

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

Enter Job#

Job Type

Job Status

Sub Status

Search From

Sort Order/Then By

Job Inguiry

[P | s |

Search Criteria

aR
dob Type: & a0 absences  © Vacansies
Job Status: | Open & Active =1
Sub Status: | All -

Search from: Search to:

MDA D DAY

Records Per Page: 50 -

m Create Report m More Search Options

Description

The number assigned to the job when the job was created.

Click in the appropriate box to indicate if you are searching on all jobs, absences, or
vacancies.

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.
e Open jobs are for today, but not yet ended, or for days in the future and a
substitute has not yet been assigned
e Active jobs are for today, but not yet ended, or for days in the future and a
substitute is assigned
e Finished jobs have completed
o Verified jobs have completed and are marked as verified
e Cancelled jobs are only jobs that have been cancelled.

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.

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.

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

Field Name

Classification Group

Classification

Location Group

Location

Reason

Employee Access ID

Substitute Access ID

Budget Code

Reported On

Classification: v
Classification Group: v
Location: v
Location Group: v
Reason: v
Employes fAcvess ID: 410410
Substitute Access (D:

Budget Code

[ Jobswith Cancelled Assignments

Reported On: I_ Jobswith same day Cancelled Assignments
DDA
Assigned on: =il Job with minimum # days duration:
MDD
Sort Order: | Job # - I Then by: - I

Records Per Page: (G0 -

[ Search | craate Report | Export

Description

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.

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.

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.

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.

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.

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.

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.

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.

Searching with this date field results in displaying jobs that were reported on the date
indicated.
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Field Name Description
Assigned On Searching with this date field results in displaying jobs that were assigned to the

Jobs with Cancelled
Assignments

Jobs with Same Day
Cancelled Assignments

Job with Minimum #
Days Duration

Sort Order

Then By

Creating the Job Report

substitute on the date indicated.

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

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

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

Select the sort order from the pull-down menu.

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

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.

Report Title

[ Frimary Sort is on a Nem Fage
Mote: Report Sactions must be selected for the fislds to print

¥ Frint Details

W Location I Filling Method 7 Last Modity daterby
o cd Units ¥ Reported daterty
¥ Reason ¥ sob Time ¥ verified dateiby
W patestTimes ™ Budget code I commants
Substitute Ernployes:

¥ hame M ame

¥ access 1 V' pecess D

W Etemal 1 M Eemalin

W Time traked

¥ Pay Rate

¥ Level

¥ GClass Pay Rate

Prirt Tetals for Primary Sort
I Frint 2 signature line
[ rotals by Reason
™ Totats by Filling hethod
™ Totals by Budgst Codes

I Totals by Job Status

Prirt Totsls =t the end of the report
™ Totals by Reasan
I Totals by Filling Method
™ Totals by Budget Codes
[ Tatals by Jab Status

Yiew Report | Return To List
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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 Check the appropriate boxes to indicate if a signature line should be printed and to
Sort select the summaries to be included in the report.

Print Totals at the End of Check the appropriate box to indicate the totals to include at the end of the report.
the Report

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.

Job Inquiry Export

*Format: Fixed Length

Type: g Marmal o Extended

% Lelimited

Delimiter: D
m Return To List

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 on the File Download page, the exported file opens in the Notepad editor. If you click Save, the
Save As dialog displays.

Sava As [
Savein | (@) Deskiop v o3 @

Y )My Documents
6] ' Py Computer

My Recent | My Network Places
Documents

My Documen s
My Computer
ﬁ,‘] Fi name Save

35
MpNetwok | Saveastpe | TewtDocument v [ cancel

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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Download complete

A

[l

= Download Complete

Saved:
+ortJobInfo200506291 357 bkt Fram sfx eschoolsalutions, com

Downloaded: 0 bytesin 1 sec
Download ta: YiEs...\ExpartlabInfo200506291357 . bxt
Transfer rate: 0 bytesiSec

[ Close this dialog box when download completes

[ Open ] [Dpen Fo\der] [ Cloze ]

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. The start and end times for jobs are displayed.
Clicking the job number link under the calendar day displays job detail information. The Job Inquiry screen is
displayed.

Mame:  ZZ TestEmployee,
Access D 88888888

Return To Inquiry
< Prey Month September 2013 Next Month >

Wed
4 5
n
03:30 Ph - 04:00
Phi

12

18 19 20

23 23 23
07:30 AM - 04:00 07:30 AM- 04:00 07:30 AM- 04:00
P P P
25 26 27

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.

Employes

MHame: Jonas,Bill
Aocesz D 41040

m Eeturn To Inquiry

Date List

Dele‘te?| Code | Marne | Expire | Diate
|_ CERT Cerification Date Mo 06252010
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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.

MNever Date

T Mame: | ;l
[rrdddiyny]

rpse: L | Bl
ML DA

[Save |

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.

Modify Date
* Mame: | Certification Date =1
[rrndddfyno]
. |DBr2E/20M0 R
Drate:
MDD

To Delete a Date, click the checkbox next to the Date(s) you want to remove from the list and then click Delete.

Optional Information

This screen allows you to supply additional information on an employee. After entering the information, click Save.

Hame:  Jonas,Bill
Access 1D 410410

Return To Inquiry

Use ltinerant Schedule: [
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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.

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 display, add, modify and delete employee priority lists and
change the status of Active Do Not Use lists to Inactive Do Not Use.

Entries on the Priority List will always display the substitute’s access ID for Operators. For administrators, the View
Substitute ID parameter in Parameters — Administrator, Browser Access, must be enabled for the substitute’s
access ID to display in the results list.

Priarity List
One ftem found.
1
Delate MK | gpatitute < | hecass 1D | Bty | List Feasaon (Do Mot Use] | Classification Sub List  Level
mactive Date
r SALAS,BILLY TTET OBA3R010  Prefemed AELTAIDE SP OFL 1 1
One item found.
g
| Delete [ Make Inactive |

Make Inactive

The “Make Inactive” feature enables administrators to change any Active Do Not Use entries to Inactive by
checking the box next to the item. Active Do Not Use entries can be modified to Inactive Do Not Use; however,
Inactive Do Not Use entries cannot be modified to Active Do Not Use. Inactive/Active Do Not Use entries can be
deleted.

A substitute’s Do Not Use reason count is determined by the total of Active plus Inactive Do Not Use entries per
Reason. Deleted Do Not Use entries, active or inactive are not considered in this count.
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Entry Date

The date shown in this field is the date the entry was added to the priority list. For priority list entries in the system
prior to Release 1.5, the last modify date for the entry is displayed in this field.

Reason (Do Not Use)

If a record does not have a reason populated, no reason will display in the Reason (Do Not Use) column for that
record. The field will be blank.

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

New Priority List
* Substitute:
® List Type: |
Code Name
Classification or v
Does nat apply to 00 fiot Use lists during callout
= Sub List: |1
" Level: [l

Comments:

| save [ Return To 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 Active Do Not Use, Inactive Do Not Use and Automatic Assignment lists are offered
to administrators based on their administrative profile setup.

Reason The Reason dropdown only displays when the list types of Active Do Not Use or Inactive Do
Not Use are selected. The screen re-displays with the Reason drop-down field for selecting
a reason.

Classification Code The classification code can be entered, if known, instead of selecting a classification from

or Name 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.
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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.

Comments Optional informational can be added on priority lists. This field is alphanumeric and up to
256 characters.

Modifying 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.

Modify Priarity List
Substitute:  SALAS BILLY
List Type: Preferad
Classification:  A-EL T AIDE SF DFL
Does rot analy o Do Aot Ulse lists dudag calloat
* Sub List: |1
® Level: |1

Comments:

| save W Return To List

Reason Balances

This feature allows you to view and modify reason balances for an individual employee. The Reason Balances List
provides the following reason balance information:
e Reason name
e The ‘Uses Allocation From’ reason name, if the reason counts towards another reason’s balance
e  (Calculation date of the reason
Time allocated to the employee for the reason usage
e Remaining balance for the reason

[Fone | emporee
MName: Smith,Barbara
Access D 123401863
Return To Inquiry
Reason Balances List
Name + | Uses Allocation From | Calculation Date | Allocation | Balance
Professional Development 0270372013 40:00 40:00
Allocated 0272772013 25:00 25:00
Family Leave 02/02/2013 4000 40:00
Sick Family Leave 02/03/2013 40:00 40:00

If a reason’s remaining balance is zero and the reason is configured 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.

When a job is cancelled, the employee’s reason balance is updated. The time previously deducted for the cancelled
job is added back to the employee’s reason balance.
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All reasons that are set up to use reason balances are displayed on the Reason Balances List. Reasons are defined
by selecting the Reasons menu item and then the Absence/Vacancy Reasons option.

Modifying Reason Balances

To modify the calculation date and/or the time allocated to the reason, click on the reason name. The Modify
Reason Balances screen is displayed. Update the desired fields and click Save.

Modify Reason Balances

Reason Mame: Professional Development

* Calculation Date:  [g2/08/2012 =]

[MM/DDNYYYY)

* Alocation:  |40:00

[HHHHHH: M)

Return To List

Field Name Description

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

Allocation The hours/minutes allotted to an employee. This number replaces the

previous value for the number of hours/minutes 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.

Custom Report Detail

Employee Detail

Report Criteria Return To List
Access 102123401863

Expand

Qutput Format: HTML »

Display Fields - [ Select/Deselect All
[ Primary Sortis on a new page
[ secondary sort prints on 3 new page

Absences: From To

(MM/DDAYYYY) (MMDDAYYY)

Name [ Address [ Prierity Lists

[ Access 1D [ Basic Information [] Reason Balances
OPin O comments [0 schedule

[ web UserID [ Dates

[ web Passward [ custom Fields

[ External ID

Report Title: [Employee Detail ]

Save Report As:

Name: [Employee Detail Save Report Save & Schedule

Description: [Customized report of smployses |

Return To List
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NOTE: The Web User ID and Web Password fields will only display if the district is configured to use these fields for
SmartFindExpress web login.

The report automatically displays in the Adobe Acrobat reader.

Employee Detail

For Mar 01, 2013

Langsion Kyl

sensuis Loz cass Losstion

Ordst  Ordor cods

1

“Tots numbsr of smploysss

1 Late Maary Hign Semool

=

cussmestion Dstautt startena Tims won: Degs
Ccots Times
Eemery No 1000 A - 05 00PM MTWTR
0030 Urpsis
100 i
No 1200 A~ 1158PM
0030 Urpsis
es 0800 AL - 0307 PH s
0030 Urpsis

Completing the Substitute Profile

Once you complete the primary information on the Profile screen and click Save, the Profile screen is redisplayed
with a Substitute tab. The features available from the Substitute tab allow you to enter the additional information
required to complete the substitute profile.

*Last Mame
First Name

E-mail
Address Line 1
Address Line 2

City:
StatesProw.

T Access D

External IC:

Telephone Humber:

Gender
Ethnicity:
® Language:

F Type:

Profile was added. To complete profile a schedule must be entered.

GEBERE

Frofile last updated on 06142010 by Z2, TEST SUPERVISOR

FIN:  |156830

 Max

 [Mike

L 1]
L ]

[ Rezet? Registered on OGAHZ010

|

]

|

1 ZipPostal: | |
L -

L =1

r Iz Administrator

7 active

7 1s Emergency Contact

[ i Employes 7 active
* Calendar |AII Locations = |
¥ 1= Substitute M pctive

p Forailable for New Jobs
¥ awailable for Lang Term
V' 1z cettitied

¥ uwailable far General Calling

m Return To List
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The following features are available from the Substitute tab:
=  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.
= 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.

Mame: ZZ Test Substitute Sub
Access|D:  TYTTIT7777

m Return To Inquiry

Schedule List

Delete? | Day | Type | Times
O Monday Available 0700 AM-12:00 FM
O Monday Available  01:00 PM-06:00 PM
O Tuesday Available Al Day
O Wednesday  Available  All Day
O Thursday Available Al Day
O Friday Ayailable Al Day

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.
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Mewy Schedule
*Sumn Mon Tue Wed Thu  Fri Sat
- WV W W I W [ tstatTime + End Tima Al Day
[Rh:rm am) [Rhzrmm am)
Aorailable for assignments: -or- F
The system will HOT call: -or- -
| save | Return To List |
Field Name Description
Day Indicate the substitute’s daily availability by checking the appropriate box(s). After

Start Time/End Time

Available for assignments

The system will NOT call

selecting the days, either All Day or a time range must be present. Each day of the
week can have a different availability and have multiple availabilities.

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.

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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MName: hax hlike
Accesz D S55666

['New ] Return To Tnquiry |
Classification List
Select | Code - | MName | Pay Rate | Lewsl
| ELEM ART 1
I~ oz SEC MUSIC i
| ] AD-COUNSELOR i

[t | Delate | Modty |

Mote: To complete a Profile the Schedule, Classification, and Location infor ration rmust be entered

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

Code

Pay Rate

Mew Classification
Code: Fay Rate: Level Classifications:

»

Classifications

4ZF DAILY PROFESSIONALY BENEFITS

A-DEAF EDUCATION TRANSCRIBER

&4EL T AIDE 5P DFL

A-EL TA DEAF INT

HEL TA-SPED AL

AELTA-SPEDBIC

AEL TA-SPED BIL v

Mote: Multiple Classifications can be selected from the pull-down list

| save | Return To List

Description

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.

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.
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Field Name Description

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.

Modifying Classifications

To modify a classification, select the classification and then click Modify. Clicking Select All and then Modify on the
Classifications screen will update all the classifications in the list.

Modify Classifications
Fay Rate:

Level:
Maote: Al selected Classification(=]will be updated

m Return To 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.

Subsiiuts

Name:  MaxMike
Access D) GS6666

[ New | Return To Inquiry

Location List

Delete | Type | Code = | Name
l- Location 105 AAMLNE EL

r Location 503 ALCOTT ELBMENTAR Y

[ select all | Delete |

HNote: To complete a Profile the Schedule, Classification, and Location infor mation must be entered
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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.

Mews Location
Code:
Locations -
ADAMS ELEMENTARY
ADELPHI ELEM
l:l ALBA-MIDDLE SCHOOL
ALCOTT EL
ALLEMWEL
ALMEDAEL
ALTS ACADEMY b
Hote: Multiple Locations can be selected from the pull-down list.
| save | Return To List |
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.

Search Criteria

H

Enter Job #:
oR

Job Type: a4y O apcences T Vacancies

Job Status: | Open & Active -
Sub Status:

Search fram: = Searshto: =

MDD MILDOAT
Sort Ordar: Thenby:[ -]

Records Per Page:
m Create Report m More Search Options

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.
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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. Availability times and
unavailability times are displayed on the calendar. Selecting the job number link displays the Job Detail screen

[ [
Calendar
Name:  ZZTest Sub 01,Sub
Access ID: 777777001
Return To Inquiry
< Prev Month November 2013 Next Month >
Sun Mon Tue Wed Thu Fri Sat
1
Avail Al Day

4 5 6 7 8
Avail Avail All Day Unavail Avail All Day Avail All Day
06:00 AM - 10:00 10:00 AM - 12:00
AW Pl
02:00 PM - 04:00 03:00 PM - 05:00
PM PM
1 12 13 14 15
Avail Avail All Day Avail All Day Avail All Day Avail All Day
06:00 AM - 10:00
AW
02:00 PM - 04:00
PN
18 19 20 2 22
Avail Avail All Day Unavail All Day 141 Avail All Day
06:00 AM - 10:00 08:00 AM - 04:00
AW PI
02:00 PM - 04:00
PN
25 26 27 28 29
Avail Avail All Day Avail All Day Avail All Day Avail All Day
06:00 AM - 10:00
AN
02:00 PM - 04:00
PM

Availability

The daily availability start and end 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
= 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 and end times of the unavailability is displayed. Multiple unavailable dates can be entered and displayed on
the calendar.

Statistics

The Statistics screen displays Statistical information on calls made to the substitute. The information is divided into
two sections: Work Units and Calls for Available 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

Last Day

Work Units

Statistics

Statistics

Hame: b &z, Mike
Access D S5060G

From: Ta:
Date:  [06A14/2010 | = [oeA4s2000 | B
MDD MDA
[Search | Return To Inguiry |

L=st Day:
Last day called:
Last day call disposition:
Last dawwaked: Mone
iork Units:
Start Date:
Allocated: 0
Femaining: 0

Stati stics: 061472010 - 06/14/2010

Calls for Awailable Assignmerts # of Calls # of Assignments

Total: ul

Phone - Accept: o ek - Accept: a

Fhone - Decline: o] Web - Decline: o]

Fhane - Hangup: o Aszigned by Admin: a

Anamer Machine: o Fre-arranged: a

Blusy: o Auto Assigned: a

Mo Anzmer: a Cancelled by Admin: a

Mo Ring Badk: o Cancelled by Sub: a

Operator Intercept: o Cancelled Other: a
# of Assignments Called for: a

Description

The date entered for the search is not used when displaying “Last Day Called”
information. The date, time, and disposition of the last call made to this substitute are
displayed. The possible dispositions are listed below with a description (Calls for
Available Assignments.)

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.

The operator typically resets and allocates substitute work units before the school year
starts.

Statistics are determined by the date range entered.
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Field Name Description
Displays the number of calls the system made to the substitute for available
Adding/Deleting assighments by the following categories:

Certification Records

Calls for Available
Assignments

Phone - Accept
Phone - Decline

Phone - Hangup

Answering Machine

Busy

No Answer

No Ringback

Operator Intercept

Web Accept

Web Decline

Assigned by Admin
Pre Arranged

Auto Assigned

Cancelled by Admin

Cancelled by Sub

Cancelled Other

Calls for Available Assignments: # of Calls - All Assignment calls the system made to
the substitute.

Calls for Available Assignments: # of Assignments - Number of times the system
attempted to call the substitute to offer an available assignment. .

Number of times the substitute accepted a job via IVR Assigned or IVR Sub Search.
Number of times the substitute declined a job via IVR Assigned or IVR Sub Search.

Number of times during Assignment Calls where an answer occurred, a substitute
logged into the system, but then disconnected without an accept or decline action.

Only applicable if the system parameter is on to “Assign Jobs to Answering Machine.”
The number of times a message was left of an assighment on an answering machine
during Assignment Calls.

Number of times the system detected a busy line signal for Assignment Calls.

Number of times that an Assignment Call was made, but no connection was
established; or a connection was established but a PIN was never entered. This
includes pickups by an answering machine and fax machine.

Number of times the system attempted to make an Assignment, heard dial tone,
dialed the number, but never heard ringing that the call connected.

Number of times the system attempted to make an Assignment Call, heard dial tone,

dialed the call and got a message from phone carrier that call could not be completed.

Number of assignments the substitute reviewed via the Web and selected to Accept.
Number of assignments the substitute reviewed via the Web and selected to Decline
(they may review more assignments; this count is for the assignments they actually
took the action to Decline).

Number of assignments for the Substitute that were assigned by an Administrator.

Number of assignments for the Substitute that were assigned as a pre-arrangement.

Number of assignments for the Substitute that were assigned via the Auto Assignment

step/rule.
Number of assignments the Substitute had, but cancelled.

Number of assignments the Substitute had, but was cancelled either by the job being
cancelled or an Administrator cancelled their assignment.

Number of assignments the Substitute had, but was cancelled either by the job being
cancelled or an Administrator cancelled their assignment.
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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.

Mame: haxMike
Access [D: 555655

m Return To Inquiry

Click New to display the New Certification screen. Enter the certification information and click Save to add the
record to the substitute profile.

Mewr Certification
* Cetfification: | 425 - Cert - Adult Education - |

Cl E—

DDA

Comments: |

m Return To List

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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Modify Certification

* Certification: |DF~:UGFR‘EE - Drug-Free Workplace LI

Date: [gj01/2010 =

{MM/DDAYYY

Comments: |

Return To List

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.

Mame: MaxMike
Aocess |D: 555666

m Eeturn To Inquiry

D=te List
Oelete? | Code | Harne Expire  Date
I_ CERT-EXF Cerification Expiration Crate Yes Og242010

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.

Menwe Date

" Name: | 'I

D DA

m Return To List

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.
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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.

Optional Information

todify Date
*Name: | Certification Expiration Date =1
" Dater [0g/24/2010 ER
MDD

Update || Return To List

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.

Optional Info

Optional Information

Mame:  kentclark
Access (Do 222222777

Return To Inquiry

Level:
Fay Rate:

Work Units Allocated:

Work Units Start Date:

il

(MDD
Wark Unit Interval:
Exermnpt fram daily hours restriction:  []
Exempt from weekly hours restriction:
Exempt fram monthly hours restriction: []
Allowe overlapping assignments: [
Current Holiday Rule List. Mo
Camments:
4
Field Name Description
Level The order in which the system calls the substitute can be leveled. When the system
calls out from the General or Classification lists, the substitute with the lowest level
number is called first.
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.
Valid values are 1 —99999999.
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Field Name Description
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.

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. 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.

Work Unit Interval

The time period (day, week, or month) to have the pool of maximum work units
replenished for this substitute. A start date must be entered. The work units are
replenished at the start of the specified time period. If an interval is not specified,
the substitute will have only a single pool of work units.

Exempt from daily hours
restriction

This field displays if the ‘Set maximum hours per day to X:’ parameter is enabled on
the Substitute Parameters page, Hours Restrictor section. Checking this box exempts
the individual substitute from the daily work hour restriction.

Exempt from weekly hours
restriction

This field displays if the ‘Set maximum hours per week to X:" parameter is enabled
on the Substitute Parameters page, Hours Restrictor section. Checking this box
exempts the individual substitute from the weekly work hour restriction.

Exempt from monthly
hours restriction

This field displays if the ‘Set maximum hours per month to X:’ parameter is enabled
on the Substitute Parameters page, Hours Restrictor section. Checking this box
exempts the individual substitute from the monthly work hour restriction.

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.
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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 Active Do Not Use,
Inactive 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.

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.

From the Priority Lists screen, you can add the substitute to priority lists, review Do Not Use Reason totals, modify
or delete priority lists and change the status of Active Do Not Use lists to Inactive Do Not Use.

Entries on the Priority List will always display the substitute’s access ID for Operators. For administrators, the View
Substitute ID parameter in Parameters — Administrator, Browser Access, must be enabled for the substitute’s
access ID to display in the results list.

Mame:  Max Mike
Access D GES666

| New | Do Not Use Reason Totals | Return To Inquiry

Priority List
One item found
1
Delete ma:me Ertry Date = | List + Reason (Do Not Use) ‘ Classification Location/Employes | Sub List | Level
r [T O6A4E0I0 Active Do MotUse LATE-MORETHAN 15 hIN  TEST CLASSIFICATION  AD#MS ELEMENTARY 1 1
One item found ‘
1

Make Inactive

The “Make Inactive” feature enables administrators to change any Active Do Not Use entries to Inactive by
checking the box next to the item. Active Do Not Use entries can be modified to Inactive Do Not Use; however,
Inactive Do Not Use entries cannot be modified to Active Do Not Use. Inactive/Active Do Not Use entries can be

deleted.

A substitute’s Do Not Use reason count is determined by the total of Active plus Inactive Do Not Use entries per
Reason. Deleted Do Not Use entries, active or inactive are not considered in this count.

Entry Date

The date shown in this field is the date the entry was added to the priority list. Entries in the system prior to
Release 1.5 display the last modified date in this field.

Reason (Do Not Use)
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If a record does not have a reason populated, no reason will display in the Reason (Do Not Use) column for that
record. The field will be blank.

Delete

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

Hame:  Mlax Mike
Acocess |0 G66GE6

[ New | Do Not Use Reason Totals | Return To Inquiry

News Priority List

Code Name

Classfoation: [ ] o B

Enter ither 3 location or @mployes, but not both:
Code Hame

Enter an Order. Substitutes on the lowest Sub List and Level are called first
Does rot agoly b Do Mot Use lists during calloet

® Sub List:

Comments:

| save | Return To 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 Active Do Not Use, Inactive Do Not Use and Auto
Assignment lists are offered to Administrators based on their administrative profile
setup.

Reason The Reason dropdown only displays when the list types of Active Do Not Use or
Inactive Do Not Use are selected. The screen re-displays with the Reason drop-down
field for selecting a reason.

Classification Code or The classification determines the list to which the substitute is assigned. The code

Name can be entered if known, instead of selecting a classification from the pull-down list.

Location Code or Name 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.

Comments Optional informational can be added on priority lists. This field is alphanumeric and
up to 256 characters.

Reviewing Do Not Use Reasons Totals

When the Do Not Use Reason Totals button is selected, the following page displays. This page lists each reason
associated with this profile. The reason total represents the total active and inactive DNU entries for the substitute
for the listed reason. The Last Modified field identifies the last action performed for the entry, the name of who
performed the action and the date/time of the action (actions are add, change, delete). Valid actions that count
towards the total are add and change actions. A deleted Do Not Use entry is not included in any count.

Name: Max,Mike
Accesz |D: 555006

m Do Mot Use Reason Totals | Return To Inquiry

Do Not Use Reason Totals

[ Reason | Total [ Last Modified
| LATE-MORETHAN 1SMIN - 1 Add by TEST SUPERVISOR 22 D6A4/Z010 03:57 PM |
Return To List

When a substitute’s total for a Do Not Use reason reaches the configured alert threshold for that reason, either
through manual entry or import, an email is automatically sent to system operators who are configured to receive
Do Not Use threshold alerts.

Modifying 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.
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Mame:  hlaxMike
Aocess ID: 555666

[ New | Do Not Use Reason Totals || Return To Inquiry

Modify Priority List

List  Active Do Mot Use Reazon: | LATE - MORE THAM 15 MM~ |
Classification:  TEST CLASSIFICATION
Location/Employes:  ADAMS ELEMENTARY
Does rot aanly to Do Not Use ists dudng caliout
* Sub List
* Level

Comments:

| save [ Return To List

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.

Hame: hd 3z, hdike
Accesz D 555666

m Return To Inquiry

Unawailable Date List

Delete? | Type Start Date End Date Start’End Tirme
l_ Substitute Unavailability - Call for Future  06M4/2010  06/MM2/2010 Al Day

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.

MNews Unawailable Date

Mote: Times apply to every unawvailable day in the dste range.

® Twpe: | - I
* Date Range *Time All Day
= - or-
st | [ r
MDD CHHIN 210
End: M DA [GLELL T

I_ Call for future assignments

m Return To List
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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.

bodify Unawailable Date

Mote: Times spply to every unawailable day in the date range.

* Type: | Subshitute Unavailability Date = |

# Date Range * Time All Day
o [0B/14/2010 B e M
T MDA (HHM AN
Eng. [0B/18/2010
T DDA (HHM AN

|7 Call for future assignments

m Return To List

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 include on the report. Click View Report to preview the report. The report
automatically displays in the Adobe Acrobat reader.
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Substitute Detail

Report Criteria

Display Fields - [ SelectiDeselect Al

[] Each Substitute is on a new page

¥ Expand
Quiput Format |HTML

Return To List

Toen by Recess D 9]

Profile:
Name [ Address [ Balances/Last Call
[] ordert [] Basic Information [ Daily Availability
[] Access ID [] Certifications [] Unavailable Dates
(MR [ Classifications [ Priority Lists
[ Web UserID [] Dates [] Do NotUse Reason Totals
[[] Web Password [ Locations [ Comments
[ External ID [ Custom Fields
History:
From To
022772013 | T [ozizizma =
(MMDDAY Yy (MMDDAYY)

[ Phone & Web Job Actions

[ Phone & Web Statistics

[ cancellation Calls to Substitute
[] Daily Availability Changes

[ Classifications

[ Do Net Call Settings

[ Unavailable Dates Changes
[] Assignments

[] Do NotUse Lists

[ Locations

Report Title: |Subsfitute Detail

Save Report As:

Name: |Substitute Detail Save Report Save & Schedule

DI HE d report of sub

Return To List

‘Custom Report Detail

Note: The Web User ID and Web Password fields will only display if the district is configured to use these fields for
SmartFindExpress web login. These fields would list after the PIN field.

Substitute Detail

For Mar 01, 2013

TestT016, S
Clsssifkations Cote
100
Locations Cote
=y

Hame Lavsl Chies Py Rats
Elemestary [}
Nams
Lake Mary Hign Ssonl

unpak Ersek

030
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Absence Approval

The Absence Approval feature enables the system to require some absences to be approved before they occur.
The approval requirement is based on the absence reason. Reasons are configured for Absence Approval on the
Reasons, Absence/Vacancy page. When an absence is created for a reason that requires approval, the system
automatically submits the absence request to the designated approvers in the system.

All Operator profiles can create absences for reasons set up to require approval without system intervention. All
Operator profiles can approve or deny absence approval requests and modify absence approval information.

Administrator profiles must be configured for absence approval permission. On the Administrator Profile, Menu
Access page, administrators can be setup with View/Modify permission or with View only permission.
Administrators with View/Modify permission can approve or deny absence approval requests and modify absence
approval information in the system. Administrators are given an approval level which determines the level of
absence approval requests the administrator can approve, deny, or modify. Administrators with View only
permission can view absence approval requests and add comments to the absence approval request record.

When an absence approval request is submitted, the system automatically routes the absence request to the
designated approvers in the system. Operators/administrators receive notification on their home page when
approval requests are submitted in the system for their approval level. Operators/administrators can access the
Absence Approval page to approve or deny requests, review summary information, or to add/view approval
comments associated with the request.

Several system features must be configured for Absence Approval to be operational in the system.

Note: /f the Absence Approval feature is disabled, menu options related to Absence Approval do not display for any
users.

Configuring System Parameters for Absence Approval

Parameters to configure Absence Approval have been added to the Parameters — Jobs page and to the Parameters
— Emails page.

Parameters - Jobs

The parameters in the Job Approval section enable the Absence Approval feature and control its behavior in the
system.
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Job Approval:
™ Require for selected 1zazons

" o cora vaice nstrucsons: 30
™ Aesign Jobs to Answenng Maching

Holiday Rule Li

Work Days &fter Holigay End Date

Job Approval Parameters

Description

Require for selected reasons

If checked, the Absence Approval feature is enabled in the system.

# of hours before job start for
approval request

The value entered in this field determines the number of hours before
a job starts that an approval request can be entered into the system.

The system will not allow the request to be entered if the job’s start
time is less than the number of hours configured in this parameter.
When an absence request is denied due to this parameter setting, the
system sends an email to the administrator and to the employee to
notify them of the denial.

Allow pending requests to be
filled

If this option is checked, callout on jobs that are pending approval is
allowed. When pending approval requests are allowed to be filled, the
following behaviors occur:

e The substitute assigned to the absence is not available for other
jobs.

e Ifthe absence request is denied before the job starts, the job is
automatically cancelled by the system and the substitute
receives an assignment cancellation email and SCAN call.

e If the absence is still pending at job start time, the job is not
automatically cancelled by the system; however an
administrator can manually cancel the job. The job goes into
Finished status, with an “approval pending” status. The job can
still have an assigned substitute, if the district was allowing jobs
to be filled before approval.

Skip approval process if
Administrator that approves
requests creates absence for
an employee

If enabled, the approval process is skipped for this administrator-
created absence.

Skip approval process if
Administrator that approves
requests creates their own
absence

If enabled, the approval process is skipped for this administrator-
created absence.
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Parameters - Emails

Absence Approval email notifications can be sent to employees and administrators when absence approval
requests are submitted, partially approved, approved or denied.

Employee Substitute
Jobs
Job creation notice I
Job cancellation notice r
Sub Assignments
Assignment notice I
Assignment cancellation Il
Remind sub EI days before assignment
(Vslid values sre 1-39 and O for no reminder)
Absence Approval
Request Submitted 2
Request Partially Approved 2
Request Approved 2
Request Denied 2

Administrator

Parameters: Emails

Employees can receive email notification when a request is submitted, partially approved, approved or denied.
Administrators can receive email notification when a request is submitted for their approval level.

Configuring Reasons for Absence Approval

Reasons can be configured to require absence approval and absence approval levels can be assigned.

New Absence/Vacancy Reason

The ‘Requires Approval’ and ‘Level’ fields are used for the Absence Approval feature. If the Requires Approval
option is checked for a reason, the reason will require absence approval. A checkmark in this field enables the
Level field. The Level field is used to specify the level of approval required for the reason. Approval levels are from
1 through 5. Level 1 is the default and level 5 is the highest approval level that can be assigned. The approval level
assigned to a reason determines the administrator profiles that can approve absence requests for the reason.
Administrators are assigned Absence Approval level permission on their Profile - Menu Access page.

*Code

*MName

*Reason applies to
Requires Approval
Level

Max Daily Absences

Budget Code

No Substitute Required

Employee Balances

|Professwona| Development
2

=

L]

™ Collect a budget code

I Verify budget code

™ Classification Minimum Job Days (MJD)
™ Location In-house Filling Capacity (IFC)
™ Location Substitute Allocation Units (SAU)

'- Restrict reason when balance is 0

New AbsenceVacancy Reason

Reason counts toward

Note: New reasons must be voiced

Return To List
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Reasons - Absence/Vacancy

The Requires Approval column on the Absence Vacancy List shows whether the absence/vacancy reason is
configured to require absence approval.

Absence/Vacancy
Create Report
Absence/Vacancy List Records PerPage: |50«
12 items found, displaying all items.
1
Code + Hame Employee Balances | Requires Approval
o001 REASON ABSENCE 001 Set Balance Yes
ooz REASON ABSENCE 002 Set Balance No
003 REASON ABSENCE 003 Set Balance Yes
004 REASON ABSENCE 004 Set Balance No
nos REASON ABSENCE 005 Set Balance Yes
006 REASON ABSENCE 006 Set Balance No
o7 REASON ABSENCE 007 Set Balance No
008 REASON ABSENCE 008 Set Balance No
oog REASON ABSENCE 009 Set Balance No
010 REASON ABSENCE 010 Set Balance No
101 REASON BALANCE SET 101 Set Balance No
ABCDEFGHIKL MNOP ~ REASON ABSENCE - MAX CODE Set Balance No
12 items found, dieplaying all tems.
1

Configuring Administrators for Absence Approval

System operator profiles automatically have full absence approval View/Modify rights. On the Menu Access page
of an operator, the Approve Absence Requests fields are enabled and grayed-out. All operators have an approval
level of 5. Level 5 is the highest approval level and is automatically assigned to all system operators.

Administrator View  Modify
Approve Abhsence Requests ™ ™ Level IE - I

Operators can approve or deny absence approval requests and modify absence approval information. Operators
can create absences for reasons configured to require approval without the absence entering the approval
process.

When an operator or administrator creates an absence and then changes the reason for the absence to a new
reason that requires approval, the job goes back into a “pending approval” status.

Absence Approval permissions for site administrators must be configured on the administrator’s Menu Access
page. Administrators can be configured with View only rights or with View/Modify rights. Modify rights enable an
approval level to be assigned to the administrator. The Level determines the absence approval requests that an
administrator can approve, deny and modify.
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Administrator

Mame: Norton,Jane
AccessID: 129129

Return To Inquiry
Administrator View  Modify
Approve Absence Requests ~ [ Level |1 =

Announcements

Jobs
Allow Specifying a Substitute
Allow Prearranging a Substitute
Allow Job Overrides

Location Balances

Priority Lists
Do Mot Use
Auto Assignment

Profiles - Employee

Profiles - Substitute

IS B S < e I B S B B |
JU Y < < s 4 B B

Frofiles - General

Repons Module ~

Adhoc Reporting r
Operator

System Configuration r r

System Operations r r

Do Mot Use Threshold Email r

Approve Absence Requests Field

View Administrators with “View” only permission cannot approve or deny absence approval
requests. Administrators can review/monitor absence approval requests for their location
and add comments to absence requests on the Absence Approval History page.
Comments can provide useful information to the approvers about the absence request.

View/Modify Administrators with View/Modify rights can approve/deny absence requests and modify
Level absence request information. The Modify field enables the Level field. The Level
determines the absence requests that an administrator can approve in the approval
process. Level 1 is the default approval level and Level 5 is the highest approval level.
Administrators assigned a Level 1 approval level can approve absence requests that
require a Level 1 approval for locations in their profile; administrators with a Level 2
approval level can approve requests that require a level 2 approval for locations in their
profile.

Absence Approval Requests - Home Page Notification

The Administrator home page displays an “absence approval pending” message when there are absence approval
requests for the administrator’s approval level. The message will show the number of pending requests waiting
approval and provide a link to the Absence Approval page.
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Welcome eSchool Solutions Todayis October 23, 2010 10:13 PM Number of Errors Reported on the System Activity Log today is 0

| There are 2 pending requests for Absence Approvals I

Flease make sure to update your email address in your profile to receive important messages and recover your PIN!
Questions? Call 407.123.1234 or Email me: Rosanne Brown

Substitute Announcements
Please click on the following link to access the Substirute Training for SmartFindExpress. The Substitute Training is approximately 30 minutes in length. SmartFindExpress Training - Substitute

Employee Announcements
Please be reminded that after 5 consecutive "Sick Leave” absences you must submit a physician's staternent to the Personnel Office

The Absence Approval page can be accessed by clicking on the link in the notification message, or by selecting the
Absence Approval option from the Administrator drop-down menu.

Administrator « Reports

Announcementz

Create Absence

Create Vacancy

Daity Job Count

Job Inquiry/Reports
Priority Lizstz

Profile Inquiry/Reportz »
Absence Approval

Absence Approval Page

The Absence Approval page automatically displays any pending requests for an administrator’s approval level and
below. Administrators can approve/deny absence approvals and view the history of actions for a request.

Administrators can also use this page to search for existing and future absence requests by date, location and
approval status. The Location drop-down will display all locations and location groups in the administrator’s profile
(according to the administrator’s Location Access). Multiple statuses can be included in the search criteria.

Absence Approval

Search From: =1 To =1

(MMWDD/YYYY) {(MM/DDAYY YY)

Location: ‘ "‘

Status: W Pending [ Approved [T Denied I Cancelled

Records Per Page: 50 vl
Create Report

Absence Approval List

2 items found, displaying all tems.
1
Select | Job#: | Employee Name - | Start Date End Date Reason Status * | Level
r 24444 Agenbroad, Brad 10/29/2010 07:45 AM  10/29/2010 03:45PM  Professional Development  Pending i3
I 24446 Morris, Lisa 10/21/2010 08:00 AM  10/21/2010 03:30 P Training Pending 03
2 items found, digplaying all tems.
1
| ~pprove [ Deny |
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Absence Approval List

The Absence Approval List displays pending approval requests or after a search is performed, displays the approval

requests that matched the search criteria. The following details are provided for absence approval requests:

Field Description

Select A checkbox indicates that the administrator can approve/deny the request.

Job # The job number for the absence.

Employee Name Name of the employee for whom the absence was created.

Start Date The start date for the absence.

End Date The end date for the absence.

Reason The reason the absence was created.

Status The current status of the absence request.

Level Specifies how many levels of approval are required for the absence reason. Approval

levels are from 1 through 5, with 5 being the highest level of approval. Level 1 is the
default value. NOTE: In order for the absence to go through the full approval
process, there must be an administrator with approval access at each level. Levels
cannot be skipped.

The first number in the Level field represents the level of approvals obtained for the
request; the second number represents the approval level required for the request.
For example, a level of “0/1” indicates that the absence request requires a Level 1
approval and that the approval has not yet been obtained.

The history page contains additional information on the actions performed on the
request and allows for comments to be added to the history information.

Clicking on the Level link displays the Absence Approval History page for the request.

Absence Approval History Page

The history for a specific request can be displayed by clicking the Level link on the Absence Approval page or by
clicking the Approval Status link on the Job Detail page.

-Job Detail

Job Detail

Job Humber: 199 Location:  WASHINGTOM ELEMENTARY SCHOOL
Status:  Approval Pending/Open Classification:  TEST CLASSIFICATION 101
Employes:  Todd. Karen Calendar:  All Locations
Access D 7244 Search Rule: SEARCHRULEY
Approval Status:  Pending Step:  Completed

Create Report §Filling Details Return To List § Stop Callout

Changes are not updated until Save is pressed

The history provides valuable information on the actions that have occurred since the request was entered into
the system and provides for additional comments to be added to the request.
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Absence Approval History

Job Number: 24370

Action | Person | pate | status
Submited  Brown,Grace 08/142010  Pending
Approved  FrankClare  08/142010  Pending

Return

Comments:

[ person Date Comments |
Grace Brown 191422010 0211 P This is the final sbsence pre-approved for this employee.
sSchool Solutions 09/14/2010 0220 P The have been met

ilmﬂ

Add a new

Field Description

Action The action(s) taken on the request (request submitted, approved, email sent to
admin, email sent to employee).

Person Name of the employee or administrator who submitted the request.

Date Date the request was submitted.

Status Current status of the request.

Comments Displays comments entered about the request and allows new comments to be
added. Comments on the request can also be entered on the Job Create form
in the Approval Comment field.

Creating Jobs without Absence Approval Rights

When administrators without absence approval permission create absences for a reason that requires approval,
the following message displays on the top of the create form, “Note: The selected reason requires approval. The
system will submit the request for approval when you confirm the absence.”The administrator can continue to
create the absence or use a different reason for the absence.

Create Job

Note - The selected reason requires approval. The system will submit the request for approval when you confirm this absence.
Create Absence

Absence Information
To complete this absence, press Continue and proceed until a job number is assigned

Location: ~ [LOCATION 010001010001 ~

c [Grade 13 Elementary vl

Reason: | ~
Mandatory Teacher training N

Approval Comment

Is aSubstitute required?. & ves € No

Start End
Dates:  [09/15/2010 | =" |osnisiz010
(MDD (MMBDAYYY
Absence Substitute

StartTime  EndTime  StartTime  EndTime
Weekly Schedule  (hhimmam)  (hhimmam)  (hhimmam)  (hh:mm am)

Monday 7
Tuesday [oso0am | [p400Pm | [0s00AM | [o+00PM |
p300AM ] [D+00PM | [BO0AM | D:00PM |
0s:00AM | [D400PM | [0800AM | [0400PM

[o8o0aM | [p4voPm | [0s00AM | [os00PM |

Wednesday

Thursday

I3
51
13
"

Friday

Substitute

spectyasubstivterD: [ | [EEIYRIA

PRE-ARRANGED?
If the specified substitute has accepted this assignment and does not need to be contacted, press YES.
Has the substitute accepted thisjob?: ves & No

-

Substitute Instructions

| (maximum Characters=1000)

File Attachments: ,— Browse... | (maximum file size=2048K)

When an absence is created for a reason that requires approval, the Create Absence form contains an additional
field, Approval Comment, that can be used to provide additonal information on the reason for the absence request
-- information that may be helpful to the approvers. Once the absence is created, the request is submitted for
approval. The job is created with the status of “Approval Pending/Open.”
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Create Job

Create Absence Confirmation
Job Status:  Approval PendingiOpen
Employee:  Acosta, Kari
Location:  Lineoln Elementary
Classification:  Art

Reason:  Professional Development (4)
Approval Comment
Budget Code
Voice Instruetions:

100000
None
Mone
None

09/29/2010 - 09/30/2010

Employee Substitute

Wednesday 07.00 AM-05:00 PH 07:00 AM -

Thursday 0700 AM -05:00 PM 07:00 AM -

Text Instructions

File Aftachments

Dates:

Weekly Schedule:

Specified Substitute
Assigned Substitute

Create Absence

Note - The selected reason requires approval. The system will submit the request for approval when you confirm this absence.

This absence will not be created until the Create Absence button is pressed

This absence has been requested by management

0300 PM
05.00 PM

Absence Approval Emails

When an absence approval request is submitted, partially approved, approved or denied, the employee receives
an email notification. Administrators receive email notification when an absence request is submitted for their

approval level.

Absence Approval Reports

Administrators can create Absence Approval reports from the Absence Approval page.

Records Per Page:

50 'l
Create Report

Search From: — To:
[MMWDOrYY) MIWDDYYY)
Location: ‘ V‘
Status: W Pending [~ Approved [~ Denied [T Cancelled

Absence Approval

Clicking the Create Report button displays the report setup page. After entering the search criteria, check the
boxes for the information you want to appear on the report from the Display Fields section. A name can be

entered for the report. Choose to save, save and view, or view the report. When you save the report, it is saved to
your “My Saved Reports” folder. The “My Saved Reports” folder is accessed from the Reports menu.

Report Detail
Absence Approval
Search Criteria Return To List
Search From; | ‘ = ‘ ‘ =
(MM/DDIYYYY) (MMDDAYYY)
Location | vl
Status: [ Pending I~ Approved I~ Denied I~ Cancelled
Qutput Format |HTML
Display Fields - I Select/iDeselect All
™ Job# I~ Employee Name ™ Date
I~ Reason I~ Status I~ Level
I~ Comments
Name: |Absem:e Approval | Save Report
Description: |Customlzed report of absence approval requests ‘
View Report | Return To List
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Click the Save& View or View Report option to display the report. The report can be exported to any of the formats
displayed at the top of the report page. Click on an export icon to open or save the report information in the
export program.

s B B] %] &)

|-| vlgf'] 4 4 3 M

As of Oct 26, 2010

Absence Approval

Job # Employee Hame Start Date End Date Reason Status Level

24444 Agenbroad, Brad 10/28/2010 07245 10/28/2010 02:45 Professicnal Development Pending 02
PM

AM

24448 Mearris, Lisa 10/21/2010 08:00 10/21/2010 02:20 Training Pending 02

AM

Job Status -Approval Request Canceled

When a job is canceled, the approval request is automatically canceled. A request can only be canceled if the job is
canceled. When a job is canceled for a request that has a status of Unapproved or Partially Approved, the request
status becomes “Canceled.” When a job is canceled for a request that has a status of Approved or Denied, the
request status is unchanged.

Job Status - Approval Request Denied

When a request is denied, the system automatically cancels the associated job. The history on the request is
maintained in the history log and the request’s job details can be viewed. The request is removed from the
approval process. When a request is denied on any level, the job is canceled and the request is removed from the
approval process.

When a job is removed from the system, the approval records and approval history are also removed.

Job Modify Scenarios for Absence Approval Requests
This section illustrates several job modification scenarios that can occur when Absence Approval is enabled:

e Administrators with and without absence approval privilege can modify information on the job. The job is
still processed through the normal approval process; it is not automatically approved if an administrator
with approval privilege modifies the job’

e Job modify: Start Callout button selected with the ‘Allow pending requests to be filled” parameter
unchecked/disabled on the Parameters — Jobs page: When any administrator selects the ‘Start Callout’
button on the page, the following error message displays, ‘Callout cannot start on this job until it is
approved by all required levels.

= The job approval status does not change.

e Job modify: Start Callout button selected with the ‘Allow pending requests to be filled’ parameter
checked/enabled on the Parameters — Jobs page: When any administrator selects the ‘Start Callout’
button on the page, the following warning message displays, ‘This job is pending approval. Are you sure
you want to start callout for this job? Yes, No.
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=  Whether they select Yes or No, the job is still in “approval pending” and will be routed by the
system through the approval process. The job approval status does not change.

e Job modify: Change reason from one that requires approval to a reason that does not require approval:
Any administrator can change the reason. The following warning message displays, ‘The modified reason
does not require approval. Clicking ‘Continue’ will remove this job from the approval process. Continue,
Cancel.

=  When it is removed from the approval process, the status is updated to a normal, non-approval
type status, such as Active, Open, etc. On the approval history log, the status will show as,
“Reason modified - no approval required.”

e Job modify: Change reason from no approval required to one that requires approval: Any administrator
can change the reason. When the reason is changed to another reason that requires approval, the job
goes back into “pending approval” status.

=  |f no Assigned substitute in the job & Allow job filling/shopping can be off or on.
The following warning message displays: ‘The modified reason requires approval. Clicking
‘Continue’ will place the job in the approval process. Continue, Cancel.’

= |f Assigned substitute in the job. Allow job filling/shopping can be off or on.
The following error message displays: ‘The modified reason is not allowed because it requires
approval and a substitute is already assigned.

Other System Reports with Absence Approval Information

Absence Approval information is included on multiple system reports including the Administrator Profiles report,
Daily Job Counts page of the Job report, and the Job Filling Details report. Refer to those specific reports for more
information.
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System Operations Menu

System Operations features enable you to maintain functionality and data across your system. The
following features are accessed from the System Operations menu.

Feature Description

Import/Export Imports profile information into the SmartFindExpress
database from other systems, and exports job information
from the database to other databases or applications.

Substitute Availability Provides a snapshot of how many substitutes are available
in your database for assignments for the current day and
time.

System Activity Log Displays system activity records in the form of

informational messages or error messages for various
system programs. Pinpoints error conditions that can lead
to system malfunctions.

Tools Allows mass updates to substitute information to be
performed with one action.

# Days Worked Displays the days and/or work units worked by an
employee or substitute during a specified period.

Bulk Job Cancelation Enables operators to cancel jobs for a selected day by
individual Calendar or by Location/Classification.

Import/Export

The Import/Export feature allows you to import profile information into the SmartFindExpress database
from other systems and export job information from the SmartFindExpress database to other databases
or applications. This feature consists of the following components:

e Scheduled Import

e Import Profiles

e Export Jobs

e Processed Import/Export List

Importing can be used to add new records to the database, change existing records, or delete existing
records from the database. Exported job information can be used to update other computer systems with
employee leave information and substitute payroll information.

SmartFindExpress uses Transactional or On-demand as its import/export frequency. Transactional
processing creates a transaction each time a change occurs in a job record, while On-demand processing is
a one-time occurrence.

The parameter “# of days to keep Import/Export logs, located on the Parameters — Configuration tab,”
determines the length of time data is kept in the system.
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Transactional Processing

Networking software must establish a direct and continuous connection between the two systems. A
method must be identified for this process and a determination made regarding software that may be
required for this connection. The software would allow eSchool Solutions’ computer to “Map a Drive” to
the second computer. Once the connection is established, data will be processed according to the
schedule entered for the transactional processing. Both importing and exporting of data can be scheduled
using the transactional method.

Examples of Transactional processing:

Importing Employee information:
Once a day, the host computer produces a text file of all the changes made to employee records.
There may be new hires, changed positions, changed locations, or terminated employees. This
transaction file is placed on the host computer in a directory for system processing.

Importing Substitute information:
Once a day, the host computer produces a text file of all the changes made to substitute records.
There may be new substitutes, changed information, or terminated substitutes.
This transaction file is placed on the host computer in a directory for system processing.

Importing System information such as locations, classifications, budget codes:
The host computer has the required system information for SmartFindExpress. When location,
classification, or budget code information is available, a text file is generated and placed on the host
computer in a directory for system processing.

Exporting Absence and Substitute information:

e An employee calls in an absence and receives a Job number.

e SmartFindExpress creates a Job record (identified by the Job number) and immediately transfers
that Job record to the host computer.

e SmartFindExpress calls and assigns a substitute to that Job record.

e SmartFindExpress updates the Job record and immediately transfers an updated Job record to
the host.

e The job finishes when the end time of the Job is greater than the current time of day.

e SmartFindExpress updates the Job record and immediately transfers an updated Job record to
the host.

Import Record Processing

Import files can be separate files for each file type or can contain multiple record types. Based on the
schedule, the import will check the folder specified and process the files found in that directory. Once the
file is processed, it is deleted. The system activity log will record the successful updates to the database
processed by the import. Selecting the Import/Export menu item, the Processed tab and then the
transactional import link, will display any errors that occurred during the import.

Refer to the “Imports Layouts” document for detailed information on the SmartFindExpress import
layouts.
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Lenient Import Processing Parameter

This system-level parameter allows districts control over how strictly import records are processed. The
setting is contained with other background parameters established during system setup. The parameter is
an ON/OFF setting for lenient import processing.

e  OFF: Ifarecordisimported to “Add” data, but the system finds the key fields for the record
already in the system, it fails the record (and provides an error message). If a “Change” record
is imported, but the system does not find the key fields to make the change, the system fails
the record (and provides an error message).

e ON: Ifarecordisimported to “Add” data, but the system finds the key fields for the record
already in the system, it will process the record as a ‘Change’ record. If a “Change” record is
imported, but the system does not find the key fields for the record, the system will process
the record as an ‘Add’ record.

Export Record Processing
Export layouts are found in “Export Layouts” document.

Job Records are appended to a temporary file on the SmartFindExpress server and written to the path
specified on the transactional schedule only when the file name does not exist. After the host computer
processes an export file, it must delete the file in order to signal the transactional scheduler to create
another file. Selecting the Import/Export menu item, the Processed tab and then the transactional export
link, will display the transactions that were processed.

Export information can be used to generate payroll transactions that determine a substitute’s pay or
update employee leave/absence information. Using the exported job records in other computer systems
may involve such tasks as:

e Translating codes to codes used on the host computer system

e Ensuring the correct budget code is assigned

e Determining the rate of pay for a substitute

e  Determining the number of consecutive days worked

Transactions are passed to the "host" computer whenever a change occurs to a job record.

Example: Single-day absence transaction:

Step 1:
e An employee calls and reports an absence. Job #12345 is created.
e Areal-time transaction record is passed to the "host" (new).
Job# Start Date End Date Reason Employee Status
12345 09/01/2005 09/01/2005 001 123456789 0]
Step 2:
e  SmartFindExpress calls out and a substitute accepts job #12345.
e Areal-time transaction record is passed to the "host" (update).
Job# Start Date End Date Reason Employee Status Sub
12345 09/01/2005  09/01/2005 001 123456789 A 456789123
Step 3:
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e The current time of day equals the time of the job and the job goes to finished status.
e Areal-time transaction record is passed to the "host" (update).

Job# Start Date End Date Reason Employee Status Sub
12345 09/01/2005  09/01/2005 001 123456789 F 456789123

Example: Multiple-day absence transaction:

Step 1:
e An employee calls and reports an absence. Job #12346 is created.
e Areal time transaction record is passed to the "host". (new).
Job# Start Date End Date Reason Employee Status
12346 09/01/2005 09/02/2005 001 123456789 0]
Step 2:
e  SmartFindExpress calls out and a substitute accepts job #12346.
e A real-time transaction record is passed to the "host" (update).
Job# Start Date End Date Reason Employee Status Sub
12346 09/01/2005  09/02/2005 001 123456789 A 456789123
Step 3:
e The current time of day equals the time of the job and the job goes to finished status.
e Two real-time transaction records are passed to the "host". A finished day segment is sent
(update) and the remaining active/open segment (new).
Job# Start Date End Date Reason Employee Status Sub
12346 09/01/2005  09/01/2005 001 123456789 F 456789123
12346 09/01/2005  09/02/2005 001 123456789 A 456789123

When jobs are removed, jobs that are “nnn” days old (based on the parameter setup), no transaction
records are passed to the host. The host must have its own program to remove historical records.

To determine whether the record should be replaced or inserted, the job number and the start date can
be used. In SmartFindExpress, the start date can be modified. This situation can create orphaned records
on the host system when the job number and start date is the key to inserting or replacing records. If the
job is “Open” or “Active”, the job record can be replaced, based on the job number. If the job is in the
“Finished” or “Verified” status, the job number and start date must be used to determine when the record
should be inserted or updated.

Every time a record is exported, a record is written on the export log file. The log file is used as an audit
trail of when transactions are written to the export file.

Scheduled Import

The Scheduled Import tab displays the scheduled imports and exports that are active in your system.
Import and export records can be added, modified or deleted. To delete a scheduled import or export,
click the deletion box next to it and then click Delete. To modify information, click the Type link for the
import or export to display the modify screen.
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Scheduled Import

ImportiE=port List:
Delete? Type Freguency Schedule
WO RECORDS FOUND

Import Profiles

The Import Profiles feature allows you to import profile information into the SmartFind Express database
from other systems. Importing can be used to add new records, change, or delete existing records from
the database. The record command in the import file directs which action the system should perform on
the database (add, change or delete). The file format controls the data that is placed in each field in the
tables and database. The import format for each data type is unique. Refer to the “Import Layouts”
document for detailed information on import formats.

NOTE: Importing can be used to modify large amounts of data in a short amount of time. The additions,
changes, and deletions are made immediately. There is not an option to undo the import. It is
recommended that you are certain of the impact of the data modifications before importing.

Imports can be set up as transactional or on-demand. For the transactional import, enter the
required information (server path and schedule) and then click Save to add the schedule to the
database. For the on-demand import, enter the filename or choose Browse to find the file and
then click Run Now to start the import process. The Return to List button returns you to the
Import/Export screen without importing the profile information.

*Format. Fixed Length o Delimited Delimiter: (|

Tran=actional

® Senver Fath:

* Schedule evens betuvean and
(HH CHH Iy (HHZW a0y
On-Derand
Filename:
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Field Name Description
Format Select either Fixed Length or Delimited as the format for the import.

. Fixed length (refers to the SEMS 3.0 formats)
This file format allows you to continue to use the SEMS file format that our existing
SEMS customers are accustomed to using. This is a 350-byte fixed length file.
3 Delimited (refers to the SmartFindExpress formats) - the default format with a |
(pipe) delimiter.
You may choose another delimiter for your file format. Keep in mind the characters you
may have in you file. For example, we do not recommend you use commas, or asterisks
as your delimiter as they may appear in your file. The delimiter can be changed to fit
the file format you have created or have been given.

Transactional:
Field Name Description

Server Path The import file’s location on the server, other machine, or drive where the file resides.
Example: M:\Human Resources\Data\SmartFindExpress\Peopleladd. The server path may
or may not include a filename. If a file name is not present, the import will process all files
found in the directory name. When the import server path is the same as the export server
path, the filename should always be included.

Note: Files are processed by date/time stamp order on the modify date of the file.

Schedule Indicate how often and between what start and end times the system should check for the
import file and run it. Hours can be between 0 and 9999. Minutes can be between 0 and 59.
These fields cannot be left blank. For example, to have the system check for imports every
hour, enter one hour (1:00) in the “Every” box and set your schedule between 12:01 am
and 11:59 pm.

Note: Files are processed by date/time stamp order on the modify date of the file.

On-Demand:

Filename Enter the drive, folder and file name of the import file or click Browse to browse your
computer to select the file for import. On-demand imports will not appear on the list of
scheduled imports.

Export Jobs

Job information can be exported on a transactional or scheduled batch basis. Use the Job Inquiry/Reports
feature to set up on-demand or a one-time export of job information. To schedule the export, enter the
required information for either the transactional or scheduled batch export method and then click Save to
add the export schedule to the database.
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Hote: Select Job InguirwReports for On-demand exports
“Format O Figeq Length ® Delimited Delimiter |
* Ganver Path:
" Filename:
“dob Status [ Cancelled | Finished | Opendtative | verifizd
TRrequener & 1 nsactional
* Sehedule svery between and
HAMI CHAININ &I CHAANIN AN
' Schedule Batch
“Tvpe @ paity O weady 0 Bieskly
" Fized Length Type: & poymal ' Extended
Start On =
AMIDDRAT [LETE )
Job Date Range = =
ULDDAY) D DAY
Eal
Field Name Description
Format Fixed length (refers to the SEMS 3.0 formats) — There are two options with the fixed

Server Path
Filename

Job Status

Frequency

length format: normal and extended. Normal produces a text file with a record for each
job in the search results, and extended produces a text file with a longer record for each

job in the search results. The default is “normal.”

Delimited (refers to the SmartFindExpress formats) - the default format with a | (pipe)

delimiter.

You may choose another delimiter for your file. Keep in mind the characters you may
have in you file if you are going to re-import the file or import into another program.
For example, using a comma as a delimiter. The Name field may be separated by a
comma-- (Last name, First name). If importing into Excel and you choose comma as
your delimiter, the last name and first name will be separated.

The location of the export files on the server or drive letter. I:\Payroll\

The name of the export file. Example: Payroll.txt

Indicate the type of job information to be exported. You can export information on cancelled,
finished, open/active or verified jobs. More than one job status can be chosen at a time.

Choose either Transactional or Schedule Batch for the frequency of the export.

If transactional, indicate how often and between what start and end times, the system should
write job transactions to the specified directory.

If schedule batch, enter the following information:

Select daily, weekly, or bi-weekly as the batch frequency. A batch type is required.

If fixed length is selected, choose the type of fixed length file, either normal or
extended.

Enter the start date and time for the batch export in mm/dd/yyyy and hh:mm am
format. The schedule is required.

Select the job date range using the Calendar button for the job information to include
in the batch export.

Note: For a scheduled batch, the next scheduled date and job date range are automatically
updated by the system. For example, if the type is daily, the system adds 1 day, if weekly, it adds7
days, If bi-weekly, 14 days. All jobs within that date range will be exported.
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Processed Import/Export List

The Processed tab provides access to the list of imports and exports that have already been processed.
The “# days to keep import/export logs” found on the Parameters — Configuration tab determines when
information is removed from this list. Click the Type link for the import or export to view the report. The
report automatically displays in the Adobe Acrobat reader.

Processed Import/Export List

Type Frequency Started On PathiFilename
Import  On-Demand  10/28/2010 0305 PM  ExporEmployeeBasicinfo-201010281503 b
Impart  On-Demand  10/28/2010 02:58 PM export 1 profile txd

For imports, the report shows all errors that occurred when the file was imported. Successful updates to
the database can be viewed in the system activity log.

There is one file for each on-demand import and only one file for a transactional import. The transaction
import file contains information beginning from the time the schedule was started.

Processed Import/Export List

Type: Scheduled Action
Frequency: On-Demand
Started On: 12/02/2008 12:58 FM
Filename: testbug2.txt

Record Message

For transactional job exports, the report displays the job number and the date and time that the job was
processed. Information on when the file was processed is also displayed.

Processed Impert/Export List

Typa: Export Jcbs
Frequency: Transacticnal
Started Cn: 11/21/2005 09:41 BM
Filenams: ARbby.DAT

Date Time Job # Jocb status Start Date start Time End Date End Time

11/23/2005 08:56
11/23/2005 08:56
11/23/2005 08:59
11/23/2005 08:59
11/23/2005 10:02
11/23/2005 10:02
11/23/2005 10:05
11/23/2005 10:05

Transactional Export Started Successfully

Transactional Export Ended

Tranaactional Export sStarted sSuccessfully

Tranzactional Export Ended

Transactional Export sStarted Successiully

Transactional Export Ended

169 B 11/23/2008 10:00 AM 11/23/2008 02:00 PM
377 o 11/23/2008 10:30 AM 11/23/2008 03:40 PM

EEEEEEEE
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Substitute Availability

The Substitute Availability feature provides counts for the number of available substitutes in your
database for assignments. The data is available for the current day without having to first perform a
search. This data is useful when there are several jobs still open in the late morning. The substitute counts
can be used to determine whether there are sufficient substitutes to fill open jobs, whether additional
substitutes need to be recruited and if other problems exist with substitute availability.

Using the Substitute Availability Screen

The statistics on substitute availability are valid only at the moment the information is displayed on the
screen. To display statistics for a date in the future or for a specific time, enter the desired date and time,
and click Search to re-display the list.

The total number of substitutes is displayed at the top of the screen. The available pool of substitutes is
divided into: substitutes who are not available for various reasons, substitutes that are already assigned
to jobs, and substitutes who have been disqualified from jobs for the current day. The substitutes in these
categories represent those who cannot be called for jobs. The disqualify criteria is set up on the
Parameters — Substitute tab. The total count for substitutes that can be called is displayed at the bottom
of the screen. Not all available substitutes will be called by the system as their location and classification
setup determine if they can be called for assignments.

You cannot access the specifics on which substitutes the system determines will be called from this
screen. In order to obtain a list, access Profile Inquiry/Reports, select the Substitute Tab, choose Status —
Active, Registered — Yes, Available for New Jobs = Yes, Available on =Today’s date.

Substitute Awrailability

Search Criteriz

Date:  |05/03/2010 = From: To:
MDD CHH:I 20y (HH:MI AMn
Al Substitutes a75s
Mot Awsilable
Inactive G720

Mot Awailable for new jobs 16
Mot Registered 148
Expired 1274
Mo Daiky Awailability 263
Temporary Unavailable 7
Invalid Telephone # 0
Set Do Mot Call 2

Assigned a

Substitutes Available 1316
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System Activity Log

The system activity log tracks and monitors all levels of system activity from telephone line problems and
errors encountered by the call processor software to database updates. A log record is created for each
update performed in the database. Information on system activities is presented as either an
informational message, detailing the type of change made to the database, or as an error message, that
details the error condition. Refer to Appendix A of this manual for descriptions of PRI messages that may
appear in the system activity log.

By monitoring the activity log, you can trouble-shoot system problems. A count of errors that have
occurred “today” is displayed on the Operator’s home page. The operator should review their home page
on a daily basis and the activity log file for errors and take appropriate action. For example, if an error
indicates that an invalid telephone number was dialed, the operator would need to contact the substitute
in order to correct the telephone number. If the error indicates that a telephone line is not making calls,
even though the telephone numbers are valid, then Client Services should be contacted to troubleshoot
the problems.

Informational messages on the activity log can be used to find all of the activity for a specific job,
employee, or substitute. The log displays the date, time, and person responsible for the activity.

Several options are available to perform searches on the activity log. You can enter any combination of
the search options to display specific log data.

The parameter, “# of days to keep System Log” on the Parameters - Configuration tab defines the length
of time that information can be retained on the system activity log. The maximum length of time is 30
days. The parameter “Maximum # of Error recorded in the System Log” on the Parameters — Configuration
tab defines the number of errors that the system log will retain before no more errors are logged. This
works in conjunction with the # of days to keep System Log parameter.

The number of system log errors is displayed on the system operator’s home page. The system log should
be checked daily to ensure that the system is running optimally.

welcome TEST SUPERYISOR Z2
Flease selact a menu item to continue.

Murnber of Errors Reported on the System Activity Log today is 0.
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Using the System Activity Log Screen

This screen allows you to display log data and create system activity log reports. You can display all log
data or only specific data. To restrict the activity log search to specific criteria, enter any combination of
search criteria and then click Search. The search results displayed on the System Activity Log list will only
include the log data that meets the search criteria you entered. To display all log data, click Search
without entering any search criteria. To view log data for the current day only, enter the date in the Start
Date field and click Search without entering any other search criteria.

System Activity Log

Search Criteria

Start Date: == StartTime;
BDrCT (HH:MM A0y
End Date: == EndTime;
DD (HH:MM A
Program Type: [ Weh ~ Category: v

Message Trpe: v Line Number: v

Access D: Job Number.

Sotthy. | Date/Time 4

Records PerPage: (50 v

[Search | Create Report

System Activity Log List

Date Time Program Line Category Type Action By By Type
Message

08222013 0Z45FM  ‘Weh Jab Information Change TIITITTIT Substitute
Substitute Accepted Available Job: Job: 21, Substitute: 777777777

08222013 0245PM  ‘Weh Job Information Change 959933599 Administrator
Modifization of Jak: 21 ~Elob Status changed Tram Adtive to Canceled)

08222013  0425PM  ‘Weh Configuration Information Change BEBEBBEEE Operator
Parameter. Parameters:lobs:Require for selected reasons : setfiom Ota 1

082202013 1029PM Web Jols Inforration Add 666666666 Operator

Absence Greated Job: 22; Starts DB/26/2013 07:30 AW, Ends 8/26/2013 04:00 PM; Location: 988989 27 Test Lacation;
Classification: 999 27 Test Classification; Reason: 999 77 Test Reason 899; Emplayee: 838888888, Specified:; Assigned:
NONE

Field Name Description

Program Type Select a program type to indicate the type of log data you want to view. Program
types include Import, Scheduler, IVR, and Web. If no program is specified, activity on
all programs is displayed. Choosing a program type allows you to narrow down the
type of error messages you will see. For example, if you want to check on web log
data, choose this option from the pull-down menu to eliminate extraneous data.

Category Select a category to indicate the category of log data you want to view. The
categories include changes to system menus, job creation, job modification,
employee profile, substitute profile, and job calling. If no category is specified,
activity on all categories is displayed. Choosing a category narrows the type of log
data you will see.
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Field Name Description
Message Type Indicate whether you want the log to display informational messages or error

Line Number

Start/End Date

Start/End Time

Access ID

Job Number

Sort by

messages associated with the program type, category, or telephone line. If no type
is specified, both types of messages will display. The error messages should be
checked daily to ensure the system is running properly.

Select a specific line number to view log data for a specified telephone line only. If
no line number is selected, all line messages will be shown. This is especially helpful
when you think you may have an issue with a specific line. You may query on that
line number to view the activity.

Enter a start date and/or end date to view log data for only specific dates within the
seven days viewable from the activity log. Dates are entered by using the calendar,
or by manually entering the date in the specified format. The past log data only
extends back as far as the number entered in the # of days to keep System Log field
on the Parameters — Configuration screen.

Enter a start time and/or end time to further narrow your search. Times are entered
in HH:MM AM or PM format. This field is useful to limit your search to a specific
range of times that an event occurred.

To search for information on a specific employee or substitute, enter the Access ID
number.

To search for information on a specific job, enter the number assigned to the job
when the job was created.

Select a sort order for the display of the log data from the drop-down menu. The
options are Date/Time, Program Type, Category, or Substitute ID.

Printing the System Activity Log

Click Create Report to print a

report of the log file. If you click Create Report without search criteria being

entered, the report will contain all records in the log file. To specify the data to be included in the report,
click Create Report after your search criteria has been entered. The report is sorted in the order selected

for your search. The report a
print or save the report. A sa

utomatically displays in the Adobe Acrobat reader. Use the Adobe toolbar to
mple report is shown below.

System Activity Log

*4= (Job
08/22/2013 04:25 pPM
*4+parameters:Job:
08/22/2013 10:29 PM
Job: 22; Starts 08,
ication: 999 ZZ Te:
signed: NONE
08/22/2013 11:04

Status ch

BM

Date Time Program  Line Category Type Action By By Type
Message

08/22/2013 02:45 PM Web Job Information Change 777777777
Job: 21; Substitute: 777777777

08/22/2013 02:45 BM wWeb Job Information Change 999999999

Access ID: 777777777; Days Available: Monday

08/22/2013 11:05 PM Web Profile Information Delete E6E66E666
Access 1D: 777777777; Days Available: Tuesday Tuesday

08/22/2013 11:06 PM Web profile Information Delete 666666666
Access ID: 777777777; Do Not Call: Tuesaday

08/22/2013 11:06 PM Web Profile Information Delete E6E6GEGEE
Access ID: 777777777; Days Available: Friday Thursday Wednesday

08/22/2013 11:06 PM Web Profile Add EEEEEEEEE
Access ID: 777777777; Do Not Call: Mon Tue Wed Thu Fri

08/227/2013 11:09 PM Web Profile Information Delete 666666666
Accegg ID: 777777777; Do Mot Call: Friday

08/22/2013 11:10 PM Web Profile Add EEEEEEE6E
Accegg ID: 777777777; Days Available: Fri

08/22/2013 11:24 pM Web profile Information Delete 666666666
(el ID: 777777777;: Do Mot Call: Thurgday

anged from Active to Canceled)
wWeb Configuration
s:Require for selected reasons : set from 0 to 1.

Web Information Add 666666666

/26/2013 07:30 &M; Ends 0B/26/2013 04:00 #M; Location: 999999 ZZ Test Location; Classif
gt Classification; Reason: 999 ZI Test Reason 999%; Emplovee: 888888888; Specified: ; As

Information Change 66E66E66E

Web Profile Information Delete 666666666
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Tools

This feature enables you to make changes to large amounts of substitute data with one action.
The options on the Tools menu are:

e  Substitutes- Make Unavailable
e  Substitutes-Set Work Units
e Encrypt Pins and Passwords

Substitutes- Make Unavailable

This feature allows you to “expire” all substitutes by selecting a date that is used to expire. This action,
typically performed at the end of each school year, prevents substitutes from accepting any future jobs
until each individual profile has been updated. When all substitutes are made unavailable at the end of
the school year, each substitute has to submit confirmation that they want to work during the upcoming
year. At that time, their profile is updated.

Note: Exercise caution when performing a mass expiration because it is irreversible without data
manipulation by Client Services. If you have any questions about the effects of running this process, please

contact Client Services for assistance.

When this option is selected from the Type pull-down menu, the following screen is displayed.

Type: | Substitutes - Make Unavailable = |

Mote: Al substitute profiles will be marked with today's date in the selected date field.
® Date Code: - |

The Date Code pull-down menu lists the Date types that can be expired on substitute profiles. The dates
listed are the dates that were defined on the Dates screen and marked as “Used to Expire — Yes.” Select
the desired expiration date and click Run Now. When processing is complete, the system returns a
confirmation message that shows the total number of substitute profiles that have been updated.

On the Dates tab of substitute profiles, the “Expire?” column will contain a Yes and the “Date” column will
contain the date this option was run.
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Substitutes-Set Work Units

If the “Restrict substitutes to maximum work units” parameter is enabled on the Parameters - Substitute
tab, you can reset the maximum work units and calculation start date for all substitutes. This process is
typically run each year, before the start of the school year. When this option is selected from the Type
pull-down menu, the following screen is displayed.

Tools

Type: | Substitutes - Set Work Units v

HNote: All substitute profiles will be reset to the maximum work units value entered. A substitute can no longer be assigned to jobs once the maximum number of work units has been reached.

* Set Maximum Work Units to: 60
* Start Date for Galculation: (11 592013 =]
MDDV
Work Unitinterval: | Week v

Note: When a Work Unit interval . each substitute will have a pool of Maximum Work Units that replenishes at the start of every new time period (day, week, or month). When an interval is not specified each substitute will have|
only a single pool of work .

Weele | Ly

In the Set Maximum Work Units to field, enter the units to which the maximum work units should be set.
All substitute profiles will be set to the value entered in this field.

In the Start Date for Calculation field, select the date for the system to start the calculation. The date can
also be entered using the date format displayed below the field.

In the Work Unit Interval field, specify a time period (day, week, or month) to have the pool of maximum
work units replenished for each substitute. A start date must be entered. The work units are replenished
at the start of the specified time period. If an interval is not specified, each substitute will have only a
single pool of work units.

When new substitutes are added after this process is run, each substitute can be allocated the
appropriate work units on the Optional Information screen.

Once this information is entered, click Run Now to reset all substitute profiles in your database.
When processing is complete, the system displays a confirmation message.

Note: Work units are defined for individual classifications on the New Classifications screen. You must also
have the “Restrict Substitutes to Maximum Work Units” parameter enabled on the Parameters —
Substitutes tab in order for the system to utilize the work unit feature.

Encrypt PINS and Passwords

The Encrypt PINS and Passwords tool enables system operators to encrypt all PINS and passwords in their
system after an upgrade to Version 2.0. This action is performed to ensure database security. Encrypting
PINS and passwords makes them unidentifiable in the case of a security breach. It is recommended that
system operators consult with their IT Department and/or with eSchool Solutions’ IT Department before
running this database tool to prevent any system operations problems.
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Tool=s

Twpe: |Encr_l,l|:ut Finz and Pazzwords - I
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# Days Worked

This feature allows you to create a Days Worked report for an employee or substitute. The report is based
on job records during the specified time period. After entering the parameters for the report, click Create
Report.

Note: Access ID and External ID are visible for Administrators if the “View Employee ID” and “View
Substitute ID” parameters are enabled on the Parameters — Administrator tab.

Report Title:
“Date:  From Ta
MUINT DA MINDDATY)
* Minimum # of days: |{ ™ Consecutive Days

" Report Type: Employee & gubstitute
7l same Location
l- Same Employeefacancy
Print. [ Access D
™ Estemnal 1p

7 Cerifications

Create Report

This report can be used to monitor the number of days a substitute works due to a contractual or union
agreement. A substitute can be blocked from working more days than allowed by either:
e Un-checking the “available for new jobs” box on their profile, or
e On the Unavailable Dates screen, choosing the “Substitute Unavailability Date” option from the pull-
down menu and entering a date range that extends from now through the end of the school year.

Only one of the above actions needs to be performed to prevent the substitute from being requested,
shopping for jobs and from receiving calls. If the substitute views their profile online and you use the
“Substitute Unavailability Date” option, they will be unable to see that data. You may also want to add a
comment in their profile on the Optional Information screen concerning the reason you made the
substitute unavailable for new jobs.

Accessing Jobs Details using Profile Inquiry/Reports

The Days Worked report allows you to view how many days and work units a substitute has worked
during a specified time. To view the substitute’s specific job assignments for a given time period, follow
these steps:
= Access Profile Inquiry/Reports
=  Enter the substitute’s name, select their Name link, chose the Substitute tab, choose the
Assignments link
=  Enter the same date range you entered for the report and click Search. The job information
displays in the bottom part of the screen. You may view individual jobs by choosing the Job
Number link.

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

178



SmartFindExpress System Administrator User Guide System Operations Menu
Release 2.5 # Days Worked

If you choose employee, the system returns data that shows you how many days the employee has been
absent. To view specific absence information on the employee, follow these steps:
= Access Profile Inquiry/Reports
=  Enter the employee’s name, select their Name link, choose the Employee tab, choose the
Absences link
=  Enter the same date range you entered for the report and click Search. The job information will
appear in the bottom part of the screen. You may view individual jobs by choosing the Job
Number link.

Field Name Description

Report Title Enter a title for the report. This title will display at the top of the report.
This is not a required field.

Date Enter the date range for the report. Job records for this date range will be
displayed on the report. Use the calendar icon to select the date or enter
the date in the specified format.

Minimum # of days Enter a number for the minimum number of days worked by a substitute, or
absences by an employee being considered for the report. Indicate if the
minimum number of days should be for consecutive days.

Employee Select Employee to print a report of employee absences. Substitute is the
default.

Substitute Select Substitute to print a Days Worked report for a substitute. This is the
default. Indicate if the report should include information on jobs worked by
the substitute at the same location and/or on jobs worked for the same
employee or vacancy.

If same location is checked:

= Datais displayed that reflects both the time period entered and
the substitute’s assignments that are at the same location. The
substitute may have other assignments during this period, but they
will not be reflected in this report.

=  The location will appear in another column on the report. If the
substitute has worked at multiple locations, for the days worked
criteria, the substitute’s name will appear multiple times along
with the location name and days worked at that specific location.

If same employee/vacancy is checked or both boxes are checked:
=  The substitute’s name will appear multiple times along with the
location name and/or employee name/vacancy information.

Print Select the profile information to appear on the report for the employee or
substitute. Certifications only appear on Substitute reports. The ID
information is pulled from the profile type (employee or substitute) you
choose for the report.
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A Days Worked report looks similar to the following report.

Tayo Report

Faziod Date Erom 05/03/2010 - 05705 /2000
Mioimm # Days Worked = 1
ame Caztified  Accems ID Extazual I Cuye Count Werk Taite
caztification  Cods Comcripticn Cats Cammeate

WELEOTN, ALICE Tas

WARD, RMIE Tas

sEasLEr, Amr we

KDEINS, ABSELINA Tas

coTTON, AmEA Tas

VILLNER, ANATELT Tas
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Bulk Job Cancelation

This feature gives system operators the ability to cancel all jobs for a specific day or range of days by
Calendar or by Location/Classification. Operators can also choose to notify substitutes of the job
cancelation by either telephone or by email. The bulk job cancelation method is selected from the Bulk
Job Cancelation Search page.

Bulk Job Cancelation Search

Search Criteria

Cancelby: @ Calendar ¢ Location/Classification

Calendar: IAII Lacations v|

StartDate: (119512011

(MM/DDAYYYY)

When the ‘Calendar’ method is used, the bulk job cancelation process prevents other jobs from being
created for that date/calendar.

When the ‘Location/Classification’ method is used with the selected date, the bulk job cancelation process

does not prevent other jobs from being created for that “Location/Classification” and selected date.

Cancel by Calendar

The Cancel by: Calendar function is used to cancel jobs for the current day and/or for days in the future by

configuring the date(s) on the Calendar as a Holiday.

On the Bulk Job Cancelation Search screen, the Calendar dropdown displays all active calendars for the

district. The Start Date field defaults to the current day. After selecting the Calendar, choose the start date

for the cancelation if the date is different from today’s date. Click the Search button.

Bulk Job Cancelation Search

Search Criteria

Cancelby: @ Calendar ¢ Location/Classification

Calendar: IAII Locations v|

StartDate: 1911512011

(MM/DDAYYYY)
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Bulk Job Cancelation

The Bulk Job Cancelation Search screen is redisplayed with the requested Calendar. Click on the link of the

calendar day for which the jobs are to be canceled.

Bulk Job Cancelation Search

Search Criteria

Cancelby: @ Calendar " Location/Classification

Calendar: | All Locations .

StertDate: 117152011 =
(MM/DDIYYYY)
) All Locations
Sun Meon Tue Wed Thu

Fri Sat

i
)

™

IS

o

®
I~
1o

o

3 14 15 16 7 18 19
2 2 2 3 2 25 2
27 28 29 30

The Modify Date screen for the selected day is displayed.

Bulk Job Cancelation Search

Modify Date: 11/15/2011
@ Hobday
* Name:
“Date 1ns20m T
MMDD/YYYY
Motfy Substiute: [~ gy phane ™ By Email
Start Cancelation | Return |
= All Locations -
Roxtorth >
Sun Mon Tue Wed Thu Fri sat
1 2 3 4 5
[ 7 8 ] 10 |11 12
13 1 15 16 17 18 18
i a 2 2 u 2 2
il = 29 30

The Name and Date fields are required. A unique name must be entered in the Name field. This is

especially important when using the “All Locations” calendar. In the Notify Substitute field, select either
“By Phone” or “By Email” as the method for notifying substitutes of the job cancelation. .To start the bulk

cancelation process, click the Start Cancelation button.
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The system displays the Bulk Job Cancelation Confirmation screen. The details of the cancelation are
displayed. The Holiday Name field shows the name assigned to the canceled day. Confirm the job
cancelation action by clicking the Confirm button.

Bulk Job Cancelation Confirmation

Please review your selections below and click Confirm to proceed.

Cancel by: Calendar
Calendar:  All Locations
Holiday Name:  Snow Day -11/15/11
Date:  11/15/2011
Notify Substitute by Phone: No
Notify Substitute by Email:  No

Job(s) Queued-up for Cancelation: 5

The system displays a message that the bulk job cancellation action was successful. The canceled day is
added to the Calendar.

Bulk Job Cancelation Search

Bulk Job Cancelation was successful.
Search Criteria

Cancelby: @& Calendar © Location/Classification

Calendar. | All Locations =

StartDate: 111152011
MDD YYY

All Locations -
Sun Mon Tue Wed Thu | Fri sat

1

™
s
-

1en

6 7 |8

3
=

IEE) 14 18 18 17 18 19
Snow Day -
111511
20 2 2

>
=2
s
-

14 3 2

18

Cancel by Location/Classification

The Cancel by: Location/Classification function enables operators to cancel all jobs for a Location/Location
Group/and Classification/Classification Group for the current day or for a future date.
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Location/Classification information is selected from the drop-down menus on the Bulk Job Cancelation
Search page. The Date field defaults to the current day. To choose a different date, click on the Calendar
icon. Substitutes can be notified by phone or by email. To start the bulk cancelation process, click the
Start Cancelation button.

Bulk Job Cancelation Search

Search Criteria
Cancelby: ¢ Calendar ® Location/Classification
Lacation:  [ZZ TEST LOCATION 99999 |
Location Group: ‘ V|
Classification:  TEST CLASSIFICATION 999 |
Classification Group: ‘ V|
"Date logi6i2011 =]
(MM/DDIYYYY)
Notify Substitute:  [& By Phone [~ By Email
Start Cancelation

The Bulk Job Cancelation Confirmation screen is displayed. The details of the bulk cancelation are
displayed including a total for the number of the jobs scheduled for cancelation. Clicking the Confirm
button completes the bulk job cancelation process.

Bulk Job Cancelation Confirmation

Please review your selections below and click Confirm to proceed.

Cancel by:  Location/Classification
Location:  ZZ TEST LOCATION
Location Group:
Classification: TEST CLASSIFICATION
Classification Group:
Date:  09/26/2011
Notify Substitute by Phone: Yes
Notify Substitute by Email:  No

Job(s) Queued-up for Cancelation: 5

The system displays a message that the bulk job cancellation was successful.

Bulk Job Cancelation Search

Bulk Job Cancelation was successful.
Search Criteria
Gancelby: " Calendar ® Location/Classification
Location: | ZZ TEST LOCATION 999999 v
Location Group: ‘ V‘
Classification:  TEST CLASSIFICATION 999 v
Classification Group: ‘ V‘
D3t (ogiz6/2011 =
(MM/DDAYYYY)
Notify Substitute: [ By Phone [ By Email
StartCancelation

To setup a bulk job cancelation request for another location/classification, select the
location/classification, date and substitute notification method and then click the Start Cancelation
button.
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System Configuration Menu

The System Configuration menu enables you to configure the parameters and processes for the system

features that determine the usage of your system.

Feature Description
Budget Code Budget codes can be used to indicate the budget to which substitute
hours and/or employee absences should be charged and to control the
use of selected absence/vacancy reasons.
Calendar Calendars are used to indicate which days are workdays, holidays, or No

Substitute Required Days (NSR). The “All Locations” calendar is used as
the basis for all calendars in your database.

Certifications

Certification codes are set up to record certification information on
substitutes. Substitutes can be searched by certifications.

Classification
Profiles

A classification represents a specific subject, work assignment or
position. Classifications are used to match substitutes skilled in a
particular area with absences or vacancies in the same area.

Classification Groups

Classification groups are comprised of logical grouping of individual
classifications or other classification groups. They can be used to setup
reason menus and for job inquiry and reporting.

Dates

Dates store date information on the substitute, such as hire date and
certification dates. The date code setup defines whether the date is
used to expire the substitute.

Location Profiles

Locations are the individual sites where employees are assigned. A
location’s profile includes its address, location group assignments, SAU
limits, and start, end, and callout times.

Location Groups

Location groups are comprised of logical groupings of individual
locations or other location groups. They are used to maintain the
substitute’s profile work locations and priority lists, to set up reason
menus and for inquiry and reporting.

Reasons

Absence/Vacancy reasons are defined for job creation and
decline/cancellation reasons are defined for job declines and job
cancellations.

Reason Menu

Reason menus are lists of absence/vacancy reasons that can be defined
for a specific location or classification group.

Search Rules

Search rules determine which lists apply to jobs for a given
classification, and the order in which those lists are used to call
substitutes.

Custom Fields

Provides 10 "spare" fields on the Profile record that can be used to store
or use additional district-specific information. Operators can control
Administrator access to custom fields.
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Budget Codes

Overview

A budget code is a code associated with a job that can be included in a job report, or in data transfers
from the system to an accounting or payroll system. Budget codes are included in job detail information
to indicate the budget to which substitute hours and/or employee absences should be charged. Budget
codes can also be used to prevent reporting an absence or vacancy for a particular reason without prior
authorization.

Manually entered budget codes are input into the system for jobs using reasons that have the “Collect a
budget code” option enabled on the Absence/Vacancy Reasons screen, or for any jobs if the parameter
“Administrators can always enter budget code” is enabled.

A budget code can be assigned to a job in several ways:

e Manually entered in response to a SmartFindExpress voice prompt via the IVR (telephone) after
entering a reason that has “collect a budget code” enabled

e Automatically assigned from the Default Budget Code list

e Included from the employee profile.

If the Verify budget code option is also selected for the reason, the budget code entered must match a
budget code on the Verification Budget Codes list. Otherwise, any code could be entered.

Administrators and supervisors can modify budget codes when modifying the job.

The term “Budget Code” can be modified on the Parameters — General tab to reflect your location’s
terminology, for example, Payroll Code instead of Budget Code.

Note: Budget codes can be alpha or numeric. If using alpha budget codes, the “Collect a budget code”
option should not be used. Alpha budget codes cannot be entered on the telephone.

Default Budget Codes

When a job is being created and the reason for the absence has the “Collect a budget code” option
disabled, the system will attach a default budget code for the chosen reason.

Default budget codes are also used to enter budget codes in the job record without manual intervention
from the party entering the job. The budget code is automatically added to the job information when the
job is created. The default budget code is pulled from the employee profile or from the default budget
code list. Default budget codes are attached to reasons and to location/location groups.

If a budget code exists in the employee profile and on the default budget code list, the system uses a
specific order to decide which budget code to apply to a job record. The order is:

1. Use the budget code in the employee profile.
2. Use the default budget code for the match of the location and reason in the job record.
3. Use the default budget code for the match of the location group and reason in the job

record. If default budget codes are used for location groups, a location should not belong to
multiple groups. The budget code that is assigned will be one of the matching location
groups, thus giving an unpredictable result.
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Note: If the reason does not require a budget code and there is no default budget code in any of
authorized locations, the budget code field is left blank for that job.

Verification Budget Codes

Verification budget codes can be set up to provide a method for controlling the use of selected reasons
and can be used to verify manually entered budget codes.

Verification budget codes are cross-referenced when a budget code is entered during the absence or
vacancy entry process. The system checks the list of possible budget codes for accuracy of the budget
code entered when the “Verify budget code” option is checked for the reason. If the budget code is not
validated, the person entering the job will be asked to re-enter the code. The job cannot be created until a
valid budget code is entered.

Note: The “Verify Budget Code” and “Collect a budget code” options can be enabled separately. If you do
not collect, but do verify, a changed budget code in job modification can be verified.

Using the Default Budget Code Screen

This screen lets you display, add, modify and delete default budget codes and create budget code reports.
The Budget Codes list can be sorted by Location, Reason and Budget Code by clicking on the up/down
arrow in that column.

Budget Code

Default Budget Code

Search Criteria

Location Code: Location Search

Reason: v

Budget Code:

[ Search | create Report | New|

Default Budget Code List Records Per Page: | B ;I
& iten= found, dizplaying all items.
1
Delete? | Location + Reason | Budget Code
I_ ADELPHI ELBM PROFESSIONAL DEVELOPMENT S77907931
I_ ADELPHI ELBM ELBW TEACHER CONTINUING ED' 24761
I_ Al Locations OTH IMMWED FAbiLY 107 199
I_ BLADENSBURG HIGH PROFESSIOMAL DEVELOPMWENT 24761
& iten= found, dizplaying all items.
1

To delete default budget codes from the list, click the deletion box next to the budget code you want to
delete and then click the Delete button at the bottom of the screen. When a default budget code is
deleted from the list, it is not deleted from any job records.

Displaying Default Budget Codes

To display all default budget codes in your database, click Search. The Default Budget Code list is
displayed. To narrow your search to specific default budget codes, enter any combination of the search
criteria and click Search. The Default Budget Code list will display the default budget codes that match the
search criteria. The Budget Codes list can be sorted by Location, Reason and Budget Code by clicking on
the up/down arrow in that column.
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Adding Default Budget Codes

Each location or group can have its own set of default budget codes. Each entity may have as few or as
many of these codes as there are reasons on the "Absence/Vacancy Reasons" screen. One default budget
code can be entered per reason, per location or group. Default budget codes can be imported.

Click New to display the New Default Budget Codes screen. Entries are required in all three fields to save
the new default budget code. Click Save.

Mevwy Default Budget Code

® Location Code: I:I Location Search

" Reason: | W

* Budget Code: |

[ Save | Return To List |
Field Name Description
Location/Group The pull-down menu displays all authorized locations and location groups.
Reason The pull-down menu displays all reasons codes.
Budget Code Enter a unique identifier for the budget code. The maximum field length is 45 and

can contain alpha/numeric characters if the “Budget codes contain alpha/numeric
characters” parameter is enabled on the Parameters — General tab.

Note: The same budget code may be used in multiple default budget code records,
regardless of the location or reason with which the code is being associated.

Modifying Default Budget Codes

To modify default budget codes, click Search to display the Default Budget Codes list, if not already
displayed. Click the link of the budget code to be modified. The Modify Default Budget Code screen is
displayed. Update the desired fields and click Save. If an error is encountered, a message will display and
the information can be corrected.

Budget Code

Modify Default Budget Code
® Location Code: 014- ADELPHI ELEM
* Reason:  |COMP TIME 24 v
* Budget Code: |34?11

m Return To List
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Printing Default Budget Code Reports

You can create a report of all of the budget codes in your database, or only select budget codes. To print
the report, click Create Report. The report automatically displays in the Adobe Acrobat reader. Use the
Adobe toolbar to print or save the report. A sample report is shown below.

Default Budget Codes
Location Reascn Budget Code
ALL ADMIN. LOCATICHS RERSON 85 12345678 20RBCDEFCHIT
211 Locationa REASON 90 12345678901234567890
A1 Locationa REASON 98 9g.98.98
211 Locationa RERSON 280 980.980. %80
211 Locationa RERSON 980 990,990,990
CENTRAL HIGH SCHOOL Illness 103033
COLUMEUS MIDCDLE SCHOCL Illness 202022
Duffield Elsmentary Military Leawve 10002345

Using the Verification Budget Code Screen

This screen allows you to view, add and delete budget codes and create verification budget code reports.
To display the list of approved budget codes, click Search. The Verification Budget Code list is displayed.
To display specific codes, enter the budget code identifier and then click Search to display the list.

“erificstion Budget Code

Search Criteria

Budget Code: | |

[Search | Create Report | New |

Verification Budget Code List Records PerPage:[E0 | -+ |

3 tems found, displaying all items.
1

Diel ete | Budget Code =
- 34761
r ELBW PROFESSIONAL DEV
- ELBW TCHR AID GRANT

3 tems found, displaving all items.
1

Adding/Deleting Verification Budget Codes

Click New to display the New Verified Budget Codes screen. Add an identifier for the budget code. If the
option “Budget codes contain alpha/numeric characters” is enabled on the Parameters — General tab, the
format can contain alpha and numeric characters or just numeric. Click Save to add this budget code to
the database.
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Budget Code

Mews Werified Budget Code

® Budget Code: |

m Return To List

To delete verification budget codes from the list, check the deletion box next to the budget code you
want to delete and click the Delete button at the bottom of the screen. When a verification budget code is
deleted from the list, it is not deleted from any job records.

Printing Verification Budget Code Reports

You can create a report that shows all of the verification budget code records in your database, or only
select records. To print the report, click Create Report. The report automatically displays in the Adobe
Acrobat reader. Use the Adobe toolbar to print or save the report. A sample report is shown below.

Verified Budget Code

Budget Code

0587654321

1224567828590

114789

123

12345

1234567850
123456785012345678501234567890123456789012345
123abc
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Calendar

Overview

The Calendar feature displays all calendars that are active in your database. Calendars indicate whether
each date is a workday, holiday, or No Substitute Required (NSR) day. An NSR day is used for events, such
as staff development or teacher workdays, when an absence is reported, but the option for a substitute is
not available.

If no information is displayed in the date box, that day is a workday; otherwise, the status is displayed in
the date box.

All employees must have a calendar assigned when importing or manually entering data.
Calendars also determine whether the system uses regular or holiday callout times for a given day of the
week.

Calendars work in conjunction with the workdays denoted on each employee’s profile, so there is no need
to mark Saturday and Sunday as holidays on the calendars. The system will not allow an absence to be
reported on a non-workday as indicated in the employee’s profile or on a calendar.

The “All Locations” calendar is used as the basis for all calendars. When you enter a holiday on this
calendar, the system also adds that holiday to all existing calendars. When you add a new calendar, it will
include the “All Locations” holidays. The “All Locations” calendar should contain only the holidays that all
employees using the system honor. A holiday cannot be changed to a workday on subsequent calendars if
indicated as a holiday on this calendar.

When working with calendars, the following terms apply:

Workday Date on a calendar on which an employee is required to work.

Holiday Date on a calendar for which an employee is not required to work, even though
regularly scheduled to work on that day of the week. Holidays are used when
employees are not required to report absences.

Before Status | When the Use Holiday Rule List checkbox is enabled for a holiday, the system
calculates the days prior to the holiday start date using the parameters entered for
Holiday Rule Lists on the Parameters — Jobs tab and labels those days “Before
Status.” The “before status” excludes weekends when the days are calculated. This
applies only to the “All Locations” calendar and all search rules (affecting all
employee types).

After Status When the Use Holiday Rule List checkbox is enabled for a holiday, the system
calculates the days after the holiday end date using the parameters entered for
Holiday Rule Lists on the Parameters — Jobs tab and labels those days “After
Status.” The ‘after status” excludes weekends when the days are calculated. This
applies only to the “All Locations” calendar, and all search rules (affecting all
employee types).

NSR (No Day(s) where employees report absences, but no substitute is required.
Substitute
Required)
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Why Use Calendars?

Entering holidays on the calendar prevents employees, administrators, and supervisors from entering
absences for holidays. Absences cannot start or end on a day that is a holiday. For example, if an absence
spans a holiday, a substitute is found for all days of the absence that fall on workdays. However, the
absence must start and end on a workday in order to tell the substitute when the job starts and ends.

Calendars also impact the following features during job creation:

Substitute When determining if a job will exceed the number of work units that
Allocation Units can have a substitute at a particular location per week, month, or year,
(SAUs) the system does not include days marked as holidays during the job.
Maximum Work When determining if a job will exceed the number of work units a

Units substitute can work, the system does not include days marked as

holidays, as it deducts from the maximum number of work units
allotted to that substitute.

Long-term jobs Long-term jobs, as defined by the number of work units entered on the
Classifications screen, are excluded from some tallies and limitations
that apply to other jobs. The system does not count days marked as
holidays when determining if a job is a long-term job.

Multiple-day jobs No job segments are created for days marked as holidays.

The Effect on Callout Times

If a date is listed as a workday on the “All Locations” calendar, the system uses the regular weekday,
Saturday, or Sunday callout times when calling substitutes for that day. If a date is listed as a holiday, the
system uses the holiday callout times, regardless of the day of the week.

Using the Calendar Screen

This screen allows you to display, add, modify, and create Calendar reports.

Search Criteriz

Calendar: | All Locations =
Start Date: (0801,/20100 =
MDA

[Search | Create Report | Newr |

To display a calendar, select the desired calendar from the pull-down list and click Search. To display a
calendar beginning with a date other than the current date, enter a date in the Start Date field.
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Adding Calendars

On the Calendar screen, click New. The New Calendar screen is displayed. Enter the code and name for
the new calendar and click Save. Both fields are required.

New Calendar

*rMame: |

Return To List

Field Name Description

Code Code to identify the calendar. This code is entered on the telephone when
creating a vacancy. Can be alphanumeric.

Name Descriptive name for the calendar.

Modifying Calendars

To modify a calendar, select the Calendar from the pull-down menu and click Search. When the calendar
displays, click on the link on the calendar name. The Modify Calendar screen is displayed. Update the
desired information and click Save.

Modify Calendar

* Name: |Substitute Year End [Calendar

Return To List

Modifying Calendar Dates

To modify a calendar day, select the calendar you want to modify from the Calendar pull-down menu and
click Search. The requested calendar is displayed. Click on the link of the day you want to modify. The
Modify Date screen is displayed. Update the desired fields and click Save.
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If an error is encountered, a message will display informing you that an update to this calendar date may
cause some jobs to be modified or cancelled. You can choose to continue, or cancel the update.

Modify Date: 080352010

« Mo Calendar Entry
. Mo Substitute Required

. Haliday

m Feturn To List

Field Name Description

No Calendar Entry The default status for each calendar day. Days on the calendar shown with an
underline represent workdays.

No Substitute Required A day where employees report absences, but no substitute is required. When
this option is selected, the “No Sub Required” label displays for this date.

Holiday Select this option to create a holiday. On the “All Locations” calendar, a holiday
name and a date or date range is required. The holiday name must be unique.

On the “All Locations” calendar, if the Holiday Rule Lists option is enabled on the
Parameters — Jobs tab, the Use Holiday Rule checkbox is displayed. Check this
box if the holiday requires special processing rules for the workdays before and
after the holiday. The system calculates the Before Status and After Status days
based on defined parameters. Special processing rules that determine which
substitutes are called for jobs following the holiday are used.

Before and After Status days are calculated around any days designated as NSR
days and weekends.

Modifying days for multiple-day jobs

When you add or delete a holiday or NSR day from a calendar when multiple-day jobs exist, the system
updates each job with this change. Substitutes are not notified of this change in the job schedule.

Modifying days for single-day jobs

You cannot add or delete a holiday or NSR day if any single day job for the day exists. Jobs will have to be
manually cancelled and the substitute notified before a day can be modified.

Note: Dates in the past cannot be modified at any time.
Entering weekends on a calendar

If Saturdays and/or Sundays are entered as workdays:
=  Saturday or Sunday callout times are used, as appropriate for those days
=  Employees whose profiles indicate a work schedule including Saturdays and/or Sundays are able
to report absences for those days.
If Saturdays and/or Sundays are entered as holidays:
=  Holiday callout times are used for those days
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=  Employees whose profiles indicate a work schedule including Saturdays and/or Sundays are not
able to report absences for those Saturdays and/or Sundays that are marked as holidays.

Printing Calendar Reports

From the Calendar pull-down menu, select the desired calendar and click Search. The calendar is
displayed. Click Create Report to print a list of all non-workdays on the calendar beginning with the start
date. The report automatically displays in the Adobe Acrobat reader. Use the Adobe toolbar to print or
save the report. A sample report is shown below.

Calendar

gStarting: 05/01/2010

Calendar: TESTCUSTCAL (En) TEST CUSTODIAN CALENDAR
Date Type
07/05/2010 Independence Day 10

Voicing Calendars

You must record a voicing for each new calendar so that callers are able to hear the name of the calendar
when reporting a vacancy. To voice a calendar over the telephone, follow these steps:

1. Select Telephone Voicing from the menu and locate the voicing ID of the new calendar.
Call the system and enter your Access ID followed by the star (*) key, enter your PIN
followed by the star (*) key.

3. Press “5” on your telephone keypad to record system voicing.

4. Follow the prompts to record and replay the recording.
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Certifications

Certification codes are set up to record certification information on substitutes. Certifications that can be
stored are setup by the operator. Certifications are stored for data collection purposes and are not used
when assignments are filled. Information on certifications may be printed on substitute reports.
Substitutes can be searched by certifications.

Using the Certifications Screen

Use this screen to add, modify and delete certifications and to print a Certifications report. The
Certification List can be sorted by Code or Name by clicking on the up/down arrow in that column.

Create Report m

Cerificstion List Records Per Page: m

4 items found, displaying all tems.
1

Code Mame ~

101 CERT-EARLY CHILDHOOD
A00 CERT-GEMERAL ELBW
Legree Degres

200 SEC- SECONDARY

4 itemz found, dizplaying all tems.
1

Adding Certifications

Click New to display the New Certification screen. Enter the required information and click Save.

Certifications

New Certification
* Code: | |

*MName: |

Return To List

Field Name Description

Code A unique identifier for the certification. Can be alphanumeric.

Name Descriptive name for the certification record.

Modifying/Deleting Certifications

To modify a certification record, click on the Code link of the certification you want to modify. The Modify
a Certification screen displays. Update the desired information and click Save. Once the fields are
updated, the change is made throughout the system on the substitute profiles.
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Certifications

Modify Certification
*Code: 44678 |

* hame: |Language Skills

Return To List

To delete a certification record, click on the Code link for the certification you want to delete. The
Modify a Certification screen for the certification record displays. Click Delete.

Note: A certification record cannot be deleted if it exists in substitute profiles. It must be removed from the
profile before it can be deleted from the database.

Printing Certification Reports

Click Create Report on the Certifications screen. The Certifications report automatically displays in the
Adobe Acrobat reader. Use the Adobe toolbar to print or save the report. A sample report is shown

below.

Certifications

Code

100
101
300
Degree

(En) CERT-GENERAL ELEM
{En) CERT-EARLY CHILDHOOD
(En) SEC- SECONDARY

(En) Degree
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Classification Profiles

Overview

A Classification represents a specific subject, work assignment type, or position. Classifications are used to
match substitutes skilled in a particular area with absences or vacancies in that area. They are also used to
print reports on select personnel and to create priority lists.

Classifications on Profiles

An employee must have at least one classification recorded in their profile. When the system searches for
a substitute for an absence, the employee's classification(s) affect which substitutes are eligible for the
job and the order in which substitutes are called. When an employee has multiple classification codes, the
employee selects the classification that applies to the absence.

Substitute profiles use classifications to indicate subjects or positions preferred by the substitute. They
can also be used to indicate which classifications the substitute is certified to teach. Each substitute may
have an unlimited number of classifications recorded on the Classifications screen in their profile.

Work Units

Work units are assigned by classification code. A work unit is a unit of time that represents the shortest
amount of time for which a substitute can be paid. A work unit can range from one hour to a full day.
Work unit length is the minutes that represent the shortest amount of time for which a substitute can be
paid. For example, in many locations, substitutes are paid for a half-day for any amount of time worked
on the same day (even if less than four hours). When creating a new classification, you are required to
enter the work unit length.

Minimum Job Duration

Some employees have to be absent a certain number of days before a substitute can be required. The
Minimum Job Duration (MJD) feature prevents a substitute from being assigned to the first day of an
absence for specific classifications. When the MJD for a classification is set to any number other than zero,
the system checks to see if all absences entered for that classification are shorter than the MID. Absences
that are shorter than this limit are marked "No Substitute Required — MJD." Absences that equal or
exceed the limit are split into two jobs, each with a different job number. The first job, for the beginning
of the absence, is marked "No Substitute Required — MJD," and is one day shorter than the MJD setting.
The second job, for all remaining days of the absence, is created as per the user's specifications, unless
affected by other system criteria.

Substitutes on a location's Automatic Assignment list will not be assigned to any absences shorter than
the MJD limit for the absentee's classification. However, they can be assigned to the portion that is equal
to, or exceeds the MJD limit. Also, the MJD feature overrides a request for a specified substitute, or an
attempt to prearrange the absence for any portion of an absence that is shorter than the MJD for the
absentee's classification.
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The MJD feature applies when a job meets the following conditions:

e Asubstitute is required for the absence

e The Classification Minimum Job Days field is checked on the absence reason

e The Assign a sub after __days field on the Classifications screen for the employee’s primary
classification is set to a number greater than “0.”

e The absence is not a long-term job, as determined by the Long term job units field on the
Classifications screen

e The employee's classification uses a search rule

e Use Minimum Job Duration is enabled in the search rule

Note: For the purposes of the MID feature, a partial-day absence is counted as if it were a full-day
absence.

Daily Work Schedule

The daily work schedule for a Classification is defined by the Maximum value to report and the Unpaid
Break allocations.

Maximum Value to Report

The maximum value to report is the maximum reportable minutes in a day that the system will accept for
the Classification on a Verified job record in the substitute time worked field on the Import record. When
a job is being verified, the system compares the substitute time worked field to the maximum value to
report value. If the substitute time worked field exceeds this value, the following rules will apply:

o 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 maximum value to report, or
continue as entered and verify the job with the exceeded value.

o 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 substitute time worked field to be equal to, or less than
the maximum value to report, before the job can be verified.

For example, if the substitute time worked is ten hours and the maximum value to report is eight hours,
for the job to be verified, the system will present the options outlined above based on the verifier’s Job
Override permission.

Unpaid Break

Unpaid Break can be optionally configured for Classifications. Unpaid Break is the amount of unpaid break
time (i.e., unpaid lunch breaks) allowable for a Classification. The unpaid break is deducted after a
specified amount of time has been worked on the job. The system automatically calculates whether the
job duration or substitute time worked fields should have the break time deducted if a value is entered on
the Classification record for when to apply the unpaid break.

Unpaid Break applies to Classifications, not to Classification Groups.
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Applies After Working

The number of minutes that should be worked before the unpaid break can apply. The system
automatically calculates whether the job duration or substitute time worked field should have the break
time deducted if this value is populated.

Search Types

A search rule is assigned to a classification and determines the order in which priority and other lists are
used. The search type determines where calling starts on each level within a given list. Each time the
system uses a given level; the search type determines which substitute should be selected first from that
level.

When the system selects the substitute who will be the "starting point" within that level for a given job, it
considers and attempts to call each substitute in turn. If a substitute on a given level does not accept the
job, it considers each substitute on that level, one after another, in system assigned number order. It then
rotates around the list back to the starting point before moving on to the next level, sublist, or list.

When all substitutes on a given level have been considered, the system moves on to the next-higher-
numbered level. When no higher-numbered levels exist on a given sublist, it moves on to the next-higher-
numbered sublist. When no higher-numbered sublists exist on a given list, the system goes on to the next
list as determined by the search rule.

There are four search types identified by the numbers 0, 1, 2, and 3. Each search type is designed to meet
a different need.

Note: /t is recommended that you select one search type and use it for all classifications. This aids in the
process of performing a system analysis.

Search Type O:

With this search type, the starting point within each level is randomly selected. A number is
randomly chosen among all substitutes that are being considered. This search type does not
guarantee that all substitutes will have an equal chance at being selected as the “starting point”
each time a given level is used. This search type is the default search type offered for each new
classification.

The following example illustrates how the system might use a list to call on five different jobs, using
search type 0. The starting point for one job has no bearing on the starting point of other jobs.
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History Priority List for Johnson Middle

Substitute Name First Job Second Job Third Job Fourth Job Fifth Job
Level 1
Jackson, Sam 3" call 5™ call 1% call 3" call 4™ call
Smith, Sally 4™ call 1% call 2" call 4™ call
Adams, Noel 5" Call 2" call 3" call 5" Call 1% call
Dean, Sharon 1* call 3" call 1% call 2" call
Atkins, Dian 2" call 4" call 2" call 3" call
Level 2
Sims, Greg 9" call 8" call
Delray, Gail 6™ Call 6" call
James, Mona 7™ call 7" call 6" call
Hubert, Missy 8" call 7" call

Search Type 1:

This search type directs the system to the substitute who was called first for that classification and then
selects the next-higher-numbered substitute as the starting point for the current job, unless the highest-
numbered substitute was the starting point for the last job. In that case, it selects the lowest-numbered
substitute. The benefit of this search type is that substitutes on a given level "take turns" being selected
first. If there are five substitutes on a level, each substitute is selected first once in every five jobs using
that level.

Note: Search type 1 assures the most equitable distribution of calls to substitutes over a period of time.

The following table illustrates how the system selects five substitutes for five different jobs from a given
level when using search type 1.

History Priority List for Johnson Middle School

Substitute Name First Job Second Job Third Job Fourth Job Fifth Job
Level 1
Jackson, Sam 1% Call 5™ call 4™ call 3" call 2" call
Smith, Sally 2" call 1% call 5" call 4™ call 3" call
Adams, Noel 3" call 2" call 1% call 5" call 4" call
Dean, Sharon 4™ call 3" call 2" call 1% call 5™ Call
Atkins, Dian 5" Call 4" call 3" call 2" call 1* Call

Search Type 2:

This search type directs the system to determine which substitute was the last on that level to be called.
Once this determination is made, it selects the next-higher-numbered substitute on that level as the
starting point. If the last substitute selected has the highest ID number, it selects the substitute with the
lowest ID number on that level. The benefit of this search type is that the next substitute "in line” is
always called. The drawback is that the system can skip over available substitutes when calling from a
given list for more than one job at a time.

The following example illustrates how substitutes could be selected when the system uses the level for a
single job with a classification using search type 2. The asterisk (*) indicates that the substitute accepted
the job.
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History Priority List for Johnson Middle School

Substitute Name First Job Second Job Third Job Fourth Job Fifth Job
Level 1
Jackson, Sam 1* call 2™ call 4™ call 2™ call*
Smith, Sally 2" call 3" Call* 5™ Call*
Adams, Noel 3" call 1% call 1% call
Dean, Sharon 4™ call* 2™ call 2™ call*
Atkins, Dian 1* call 3" call 1* call

This search type should be used with caution. When the system calls from the same level on more than
one job with a classification using search type 2 at the same time, substitutes can be skipped for one job
because they were considered for a different job. When reviewing the calling information on a given job,
you will not be able to determine that this has occurred. It will seem as if the system has skipped over that
substitute for no apparent reason.

This following example shows how substitutes could be selected when the system uses the level for two
jobs at the same time. In this example, Dian Atkins was the last substitute selected the last time the

system used this level.

History Priority List for Johnson Middle School

Substitute Name Order Selected Job # Result Result Re(:)rd onJob

Level 1

Jackson, Sam 1% 1 Decline 1

Smith, Sally 2" 2 Not Available 2

Adams, Noel 3 2 No Answer 2

Dean, Sharon 4™ 1 No Answer 1

Atkins, Dian 5" 2 Accept 2

The "Calling Information” for these Jobs would show these call results:
Job #1 Job #2

Substitute Result Substitute Result

Jackson, Sam Decline Steele, Sally Not Available

Dean, Sharon No Answer Adams, Noel No Answer
Artemis, Dian Accept

When the system tries to select the next substitute from this level for job 1, it finds itself starting over
with the substitute it selected first for that job. Instead of selecting that substitute again for the same job,
it goes on to the next level.

Search Type 3:

This search type directs the system to use only one marker within a sublist, rather than one per level. It
determines who was the last substitute called, or considered within the sublist, regardless of level. Once
this determination is made, it selects the next-higher-numbered substitute on that level as the starting
point. If there is more than one substitute per level within the sublist, it starts with the lowest numbered
ID first and then moves to the next-higher-numbered substitute within the level before moving to the
next level in the sublist.
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Note: This search type was designed for locations that have to call substitutes by seniority. If the intent is
for substitutes to be called in a specific order (never selecting between equally qualified substitutes), there
should be only one substitute per level within the sublist of the priority lists.

The benefit of this search type is that it allows the system to call substitutes in a specific sequential order.

Using the Classifications Screen

Use this screen to search for Classifications, add new classifications, and delete or modify existing
Classifications. Classification Groups can also be modified, created or deleted from this screen. To create a
Classifications report, click the Create Report button.

Search Criteria

Nama: | | ® Beginswith T Contsins
Search Type: | = |

Classification List Records Per Page m

334 ftems found, displaying 1 1o 50.

[FIRST/ FREVIOUS 11,2, 3, 4. 5,6, 7 [ NEXT / LAST]

Code- MName Search Rule ~ Searsh Type ~ | Modify Groups
1 ELEFRE-K Call Partem | [] Groups
A0 ELBW GRADE 3 New custom nule o Groups
400 CERT-GENERAL ELEM 0 Groups
101 CERT-EARLY CHILDHOOO [ Groups
102 ChitF IREWWALKER: Call Pattern & o Groups
103 BILINGUAL SUBSITUTES 0 Groups
104 CERT-KINDERGARTEN o Groups
105 CERT-BILING ELEM ] Groups
108 CERT-ELEM ESL o Groups
107 RARENT LIAISON o Groups

To search for a specific classification, enter any combination of the search criteria. The Name field
contains a “Begins with” and “Contains” clause to narrow down the search results. The Classification List
will display items that matched the specified criteria.

Search Criteriz

Code:
Name: | | @ Beginswitn O contains
Searsh Type: | |+ |

[ Scurch | cret Report ] New |

Classifioation List Records Per Page: m
One iterm found.

: |
Code = | Name Search Aule Search Type | Modify Groups
118 CERT-ELEM MUSIC 1] Groups

One itern found

1

The Classification List will display items that match the specified criteria. The list can be sorted by Code,

Name, Search Rule, Search Type or Modify Groups by clicking on the up/down arrow in that column or on
the column label.
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Adding Classifications

Click New to display the New Classification screen. To add a new classification, fill in the information on
the new classification and then click Save.

Field Name

Code

Name

Search Rule

New Classification

e | ~En
I NG
[ | €
* Search Type: l:l

* Start Callout minutes before job start time

*Work Unit minutes

Hote: For Sub Allocation Units (SAU) and reporting

*Lang term job l:l units:

Hote: Excludes long term jobs from In-House Filling Capacity (IFC),
Sub Allocation Units (SAU) and Minimum Job Duration (MJD) rules.

*Workdaylength: || minutes

Hote: If the work day length is greater than 0 minutes and is
exceeded during job crestion a warning will occur.

Warn during job creation, when any job day exceeds the work day
lengthiif work day length = 0)

Block job creation for employee, when any job day exceeds the
work day length(if work day langth = 0)

Minimum Job Duration {MJD)
thssignasubafer | | days

Daily work schedule

Maximum value to repart minutes

1]
Unpaidbreak: [0 | minutes
b

Applies after working

minutes

Note: New classifications must be voiced

Description

Unique identifier for the classification. May be alphanumeric.

Description for the classification. It should reflect the name of the position or subject. The
name does not have to match the name recorded for review over the telephone.

Select a search rule from the pull-down list. The default is blank. If no search rule is entered,
there will be no callout on the job and substitutes cannot be requested or prearranged.
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Field Name

Description

Search Type The numbers 0, 1, 2, and 3 identify the four search types. Search Type 0 is the default
search type offered for each new classification. It determines which substitutes will be
called first, when there are multiple substitutes on the same sublist and level.

Pay Rate The pay grade a substitute will receive for working a job with a specific classification. Enter

the pay rate associated with this classification. Pay rate will be assigned to the job and will
display on job reports and export formats.

Start Callout_
minutes before Job

Number of minutes prior to the start of the job for calling to begin. Valid values are 0-1440
minutes (24 hours). Enter a value of zero (0) to show this field as inactive.

Start Time
This feature is useful for classifications that typically require being at work prior to or at the
start of morning callout.

Work Unit The number of minutes that represent the shortest unit of time for which a substitute can

be paid, from one hour to a full day.

Long-Term Job

Ajob that is as long as, or longer than the number of work units for the job.

Work Day Length

The work day length of the job in minutes.

‘Warn during job creation’ option

Enable this checkbox to have a warning message displayed during job creation when the
work day length for the absence exceeds the work day length of the job classification. The
absence can still be created.

‘Block job creation for employee’ option:

Enable this checkbox to set a block on job creation for employees when an absence exceeds
the work day length of the job classification. When the employee attempts to create the
absence, an error message is displayed and the absence cannot be created.

Minimum Job
Duration (MJD)

e Assign a Sub after __days = the minimum number of days before a job with this
Classification can be assigned to a substitute. The values are 0-99 days. If left blank, this
feature is not active.

. Workday length = the workday length is the number of minutes that represent the
workday.

Daily Work Schedule

The following values are used to configure the Unpaid Break for the Classification:
e Maximum value to report is the maximum reportable minutes in a day that the
system will accept for this Classification on a Verified job record in the substitute time
worked field.
e Unpaid Break is the amount of unpaid break time (in minutes) allowable for this
Classification.
o Applies after working is the number of minutes that should be worked before the
unpaid break can apply. The system automatically calculates whether the job duration
or substitute time worked field should have the break time deducted if this value is
populated.
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Modifying/Deleting Classifications

On the Classifications list, click on the code of the classification you want to modify. The Modify
Classification screen is displayed. Update the desired field(s) and click Save to update the classification.

Modify Classification

*Cage
Name: | 77 Test Classification “En

SearchRule: [Typicall  |v]
* Search Type
PayRate: | |
“StatCallot 0|
o]

Note: For Sub Allocation Units (SAU) and reporting.

“Longtermjob: [0 |units

Note: Excludes long term jobs from In-House Filling Capacity (IFC),
Sub Allocation Units (SAU) and Minimum Job Duration (MJD) rules.

*Workdaylength: [0 |minutes

Note: If the work day length is greater than 0 minutes and is
exceeded during job creation a warning will oceur.

minutes before job start time

*Work Unit minutes

[ Black job creation for employee, when any job day exceeds the
work day length(ifwork day length > 0)

Minimum Job Duration (MJD)
Assignasubafer 0 |days
Daily work schedule
Waimumvaluetoreport [0 | minutes
Unpaidbreak [0 | minutes
Applies afterworking: [0 | minutes

To delete a classification, click on the code of the classification you want to delete. When the Modify
Classification screen is displayed, click Delete to remove the Classification record. A system message
displays that asks you to confirm the Delete action. Click either Yes or No.

Note: A classification cannot be deleted if it is assigned in an employee or substitute profile, or a job. The
following error message will display, “Classification cannot be deleted because it exists in employee
profiles and/or jobs.”

Modifying Classification Groups
Classification groups are a logical grouping of individual classifications or other classification groups.
Classifications can be assigned to multiple classification groups. The Groups link on the Classification

screen allows you to modify classification groups for a classification.

Click the Groups link to display the Classification Groups screen. The classification groups associated with
the classification are displayed.

Classification Groups

Claszifications: A-SEC TEA ASST DEAF

m Return to Classifications

Classification Group List

Delete *  Classification Group
I_ TEACHER ASSISTANTS
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To delete a classification group from the Classification Group list, click the box next to the
classification group you want to delete and click Delete.

To add the classification to another group, click New to display the New Classification Group
screen. The pull-down menu lists the defined classification groups. Make your selection and then
click Save.

News Classification Group

® Classification Group: w

m Return To List

Printing Classifications Reports

Click Create Report to display the Classification Report Setup screen. Enter a title for the report and
indicate if you want to include Classification Groups on the report, and then click View Report.

on Report Setup

Report Title:

I- Frint Classification Groups

Yiew Report || Return To List

The report automatically displays in the Adobe Acrobat reader. Use the Adobe toolbar to print or save the
report. A sample report is shown below.

<lassifications
Cods Tame Searen Search  Start  Work Tong Minimm Work Waxlmin Unpaid  Hinimum Pay
Rule Type Callent Tnits  Temm Daye Day Report Break  Until Break Rate
(ain)  min) (units) (days] (min) imin)  (min) (nin}
1 {En) ELEM-FRE-K call pattern 1 ° o 240 20 o 540 [ ° [
10 (En] ELEM-GBADE 3 New custom rule  © o 240 20 o 540 o o o
(Pr] BLEM-GHADE 3 FR
{Es) BLEM-GEADE 3 SP
100 (En] CERT-GEWERAL ELEM ] 240 20 o 540 o o
101 (En] CERT-EARLY CHILDEOOD o 240 20 o 540 o o
102 {ER) CU-FIREWALKER call pattern 2 o 240 20 o 540 [ [
103 (En) BILINGUAL SUBSITUTES o 220 20 0 540 il il
104 {En) CERT-KINDERGARTEN o 240 20 ° 540 [ [
105 (En] CERT-BILING ELEM o 240 20 3 540 o o
106 (En) CERT-ELEM EEL o 240 20 o 540 o o
107 {En) EARENT LIAISCN o 240 20 ° 540 [ [
1 {En) ELEM-BIL GRADE 2 Call Pattern 1 o 240 20 o 540 [ [
116 (En] CERT-ELEM PE o 240 20 o 540 o o
117 {En) CERT-ELEM ART o 240 20 o 540 [ [
118 {En) CERT-ELEM MUEIT o 240 20 ° 540 [ [
118 (En] CERT-MONTESEORT o 240 20 o 540 o o
12 (En) BLEM-ECL GRADE 3 a1l pattern 1 o 200 20 0 540 il il
121 {En) CERT-GIFTED ELEM o 240 20 ° 540 [ [
122 (En) CERT-SPEC ED-ELEM o 240 20 3 540 o o 1z.0

Voicing Classifications

You must record a voicing for each new classification so that callers are able to hear the name of the
classification. To voice a location over the telephone, follow these steps:

1. Select Telephone Voicing from the menu and locate the voicing ID of the new classification.

2. Call the system and enter your Access ID followed by the star (*) key, enter your PIN
followed by the star (*) key.

3. Press “5” on your telephone keypad to record system voicing.

4. Follow the prompts to record and replay the recording.
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Classification Groups

Overview

Classification Groups is a logical grouping of individual classifications or other existing classification
groups. Classifications groups may or may not represent a hierarchy of classifications as illustrated in the
following example.

Classification Group Classification/Classification Group
All Teachers Elementary Teachers
Secondary Teachers
Elementary Teachers Grade 1
Grade 2
Bus Drivers Driver Level 1

Driver Level 2

Classifications can be assigned to multiple classification groups. Refer to the previous section for detailed
information on Classifications.

Classification groups are used in the following ways:

e To set up reason menus. Reason menus determine if different types of personnel
should be offered different reason codes when reporting absences or vacancies

e Forjobinquiries and to produce reports on employees, substitutes, and jobs

e Classification groups can be entered on the Classification tab of the Substitute profile to
ease data entry.

To determine the classification groups that will be required for your system, you will need to understand
the absence reasons that different employee types can use and your reporting requirements.

Using the Classification Groups Screen

Use this screen to search for Classification Groups and to add, modify or delete classification groups.
Classifications can also be modified, created or deleted from this screen. To create a Classification Groups
report, click the Create Report button.
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ation Groups

Search Criteria

Ev Group

Mame: | | @ Beginz with c Contains
oR

Ey Merber

Name: | | lC Begins with C Contains

[Scarch | Create Report | New |

Classification Group List Records PerPage:m

i iterns found, displaying all items.

Group - Narne Modify Classifications
ASSIST TEACHER ASSISTANTS Classifications
CERT CERTIFICATED Clazzificationz
CLASS CLASSIFIED Classifications
ELTCH ELEMENTARY TEACHIMG CLASSIFICATIONS Classifications
hAINT MAINTENANCE Clazsificationz
SEC TCH SECONDARY TEACHING CLASSIFICATIONS Clazzifications

i iterns found, displaying all items.
1

To search for a specific classification group, enter any combination of the search criteria. The Name fields
contain a “Begins with” and “Contains” clause to narrow down the search results.

Search Criteria

By Group

Name: |C|aSS | & Beginz with C Contains
R

By Member

Name: | | « Begins with " Cantains

[Search | Create Report ] New |

Classification Group List  Records Per Page: m

Ore ftem found.
1

Group - Name Modify Classifications
CLASS CLASSIFIED Classifications
One item found,
1

The Classification Group List will display items that match the specified criteria. The list can be sorted by
Group or Name by clicking on the up/down arrow in that column.

Adding Classification Groups

Click New to display the New Classification Group screen. Enter a unique identifier in the Code
field and a descriptive name for the classification group in the Name field.
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Classification Groups

New Classification Group

*Mame: |

Return To List

Modifying a Classification Group

Click the Group link of the classification group you want to modify. The Modify Classification Groups
screen is displayed. Update the desired fields and click Save.

Classification Groups

Modify Classification Groups
*Code:  |ALLMID |

*Name: |All Middle School Teachers

Return To List

To delete the classification group, click the Delete button. If there are Reason Menus that use the
classification group, a system message will display informing you that the classification group data is being
used. You can choose to continue, or to cancel the deletion. If you continue the deletion, all data will be
removed from existing profiles.

Modifying Classification Groups

You can add or delete classifications or classification groups from a classification group. On the
Classification List, click the Classifications link for the classification group you want to modify. The Modify
Classification Group screen is displayed. All Classifications that belong to that classification group are
displayed. Classification groups are identified from individual classifications by the display of Yes or No
under the Group heading.

cation Group Members

Clazzification Group: CLASSIFIED

m Return To List

Classification List

Delete | Group | Code - | Hame
l- hCH ASSIST  TEACHER ASSISTANTS

[ ez  MAINT  MAINTENANCE

To delete a classification or classification group, click the desired deletion box and then click Delete.

To add a classification or classification group, click New to display the New Classification screen. The pull-
down menu contains all authorized classifications and classification groups. Make your selection and click
Save to add this classification or classification group.
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Printing Classification Group Reports

Click Create Report on the Classification Groups screen to print a listing of classification groups. The report
is sorted by group name, classification and then associated group names. The report automatically
displays in the Adobe Acrobat reader. Use the Adobe toolbar to print or save the report. A sample report

is shown below.

MNews Classification

® Classification:

m Return To List

Classification Groups

Coda

Hame

Clasaifications

Code

Is Group?

3001

2001

1420

1538

3333

Elementary
History teachers
Dara Prof
Science teachers

Special Education

Teachers Eng AP

Para
Para

1009

102
102

No
No
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Dates
Overview

The Dates feature is used to create all of the dates that will be stored in the employee and substitute
profiles. Dates can be used to indicate that a substitute is expired and cannot be assigned to any job or

that an employee is expired and cannot create absences. Employees and substitutes can be notified on
their home page or via the telephone.

Substitute and employee profiles can store an unlimited number of dates. To enter a date in a profile,
click the Dates link, choose New, enter a name and date, and click Save. The inquiry menus allow you to

select date ranges or the Date name to identify profiles that have the desired data.

Using the Dates Screen

Use this screen to add, modify and delete Dates and to create Date reports. The Date List can be sorted by
the column headings by clicking on the up/down arrow in that column.

—|
rew |

Dste List Records Per Page: [0 |« ||
30 ftems found, displaying all tems

q
Code = Nare Us=d to Expire? = | In Profiles # Days to Notify
2008 2009 under 10 days Yes Substitute only 0
FT7-PROBATION PROBATION ZDAY RULE Ha Substitute only 0
Bidh Birth Oate Ha Emp&sub shared date ]
cancel canesl jobs Yes Subtitute only o
CERT Centifieation Date Mo Emplayes only o
CERT-EXP Centifieation Expiration Date Vs Subtitute only 1
death death Yes Emp&sub different date o

DHU Recieved DHU Yes Substitute only ]
DOC NOTE FSUB ONLY NEED DOCTORS NOTE Yes Substitute only 0
EIRED FIRED Yes Emp&sub shared date 0

flu swine flu Yes Substitute only ]

Hire Hire Date Mo Empasub differant date o

INC-RAE Incomplete RAE Yes Subtitute only o

|| MEDICAL UNDER MEDICAL CARE/NEED DR NOTE Yas Substitute onl o

Adding Dates

On the Dates screen, click New to display the New Date screen. After entering the information for the
Date, click Save to add the Date record.

Dates
Mewr Date
T Hame: | " Em
[ | o
| | E9
# Dayzin advance to notify: l:l
® Awailable In Profiles: | _vI
® Uzed to Expire? [ “Faz o Mo
[Save | Return To List |
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Field Name Description

Code Enter a unique identifier for the date. The code can be alphanumeric.

Name The description for the date. The name must be unique. It will display on reports

# Days in advance to notify

Available in Profiles

Used to Expire?

Modifying/Deleting Dates

and screens when this date is referenced. It can be alphanumeric.

Number of days in advance of the date for the employee or substitute to be
notified. For each date, the notification will appear on the home page when the
employee or substitute logs into the system. The notification information is also
provided over the telephone.

The maximum number of days that can be entered is between 1-365. This feature is
not active if the field is left blank, or contains a value of zero.

Note: This option is not dependent on the setting of the “Used to Expire” indicator.
From the pull-down menu, select one of the four options:

Employee only — date will be visible/updateable on the Employee profile (Dates tab)
Substitute only - date will be visible/updateable on the Substitute profile (Dates tab)

Emp&Sub shared date — the shared date will be visible/updateable on the Substitute
profile (Dates tab) and on the Employee profile (Dates tab). For example, birth date.
A profile can have only one birth date that is visible/updateable on both the
employee and substitute Date tabs. There is only one Birth date stored.

Emp&Sub different date — different dates, each one with the same date name/code,
can be visible/updateable on the Substitute profile (Dates tab) and Employee profile
(Dates tab) When this option is assigned to a date, it allows the same name/code to
be used on a Substitute and/or Employee profile. For example, Start date. You can
have a different start date for the employee and for the substitute. Each Date tab
will display the date that belongs to the employee or substitute. Two start dates are
stored, one for each profile.

Indicates if the date is used to expire the substitute. If “Yes,” is selected, the
substitute cannot be assigned to jobs once this date is reached. The default is “No.”

On the Dates screen, click on the Date code you want to modify. The Modify Date screen is displayed.
Update the desired fields and click Save. If an error is encountered, the system will display an error
message. Make any corrections and click Save.

If the Code or Name fields are modified, all pull-downs and screens containing that data will be updated.
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Modify Date
*Code: |LINCEXP

* MName: |License Expiration Date |

# Days in advance to notify:
* Available In Profiles:  [Emp&Sub different date v |
*UsedtoExpire? ¢ yes & No

Return To List

On the Dates screen, click on the Date code you want to delete. The Modify Date screen is displayed. Click
Delete. If there are substitute or employee profiles associated with the date record, a message will display
informing you that the date is being used. You can choose to continue, or to cancel the deletion. If you
continue the deletion, all data will be removed from existing profiles.

Printing Dates Reports

On the Dates screen, click Create Report to print a list of the Date records. The report is automatically
displayed in the Adobe Acrobat reader. Use the Adobe toolbar to print or save the report. A sample report
is shown below.

Dates
Code Name Used te Expire? In Prefiles # Days te notify
Birth Eirth Date Ho Emp&Sub different date [+]
Certificaticn Cartification Expiraticn Date Yes Emp&Sub different date 30
Other Other Expiration Date Yes Emp&Sub different date 30
Start Start Date Ho Emp&Sub different date [+]
Tukerculosis Tuberculcsis Expiration Datea Yes Emp&Sub different date 30
Vacancy Vacancy Expiration Yes Emp&Sub shared date 10
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Location Profiles
Overview

Locations are the individual sites where employees are assigned. Locations are used to match substitutes
who are willing to work at a particular location with employees or vacancies at that location.

Locations can be assigned to multiple location groups. Location groups are used to assign substitutes to a
group of locations and to report on a group of locations.

Location descriptions are voiced by the system administrator and played on the telephone to identify the
location.

An employee must have at least one location recorded in their profile, and may have any number of

locations. When an employee profile has multiple locations, the employee must enter separate absences
for each location.

A substitute has locations listed in their profile in either their location preferences or on substitute priority
lists. Priority lists are maintained by the administrator or operator and determine the order by which
substitutes are offered jobs.

Using the Location Profile Screen

Use this search screen to find a specific location profile or display all location profiles in the database. To
display a specific location profile, enter the location’s code and/or enter the location name. Use the
“Begins with” or “Contains” clause to narrow down the search results. Click Search. To display all
locations, leave the fields blank and click Search. The Location list is displayed.

Location

Search Criteria

Code:

Mame: © Begins with o Contains
m Create Report m

Location List Fecards PerPage: |B0 = |

423 itemns found, displaying 1 to 50,
[FIRST/FREAOUS 1,2, 3, 4,5, 6,7, 8 [HET f LAST]

Code ~ | Narne

oo1 ROSE“WALLEY ELEMENTARY SC
o0z FRAMCIS SCOTT KEY ELBVENT
[alic} FONDOREN EL

004 KEY MIDDLE

ang BURMET EL

[nln]=} BELLAIRE H3

ooz KOLTER EL

oog CAGE EL

010 FONDREMN MIDDLE

011 FOKWILLE MIDDLE

014 ADELPHI ELBW

015 FRAMELIN EL

016 CARMEGIE WANGUARD HE
17 CARRILLO EL

018 GABRIELAMISTRAL CENTER FOR BARLY
019 LANIER MIDDLE
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Adding Location Profiles

On the Location Profile screen, click New. The New Location Profile screen is displayed. Enter the
information on the new profile and then click Save.

Location Group - Locations

New Location Profile
* Code:
* Mame:
Address Line 1:
Address Line 2:
City:
State/Prov.: Zip/Postal:

Telephone Number:
Fax Number:
In-House Filling Capacity:

Employees: [ allow Specifying a Substitute

™ Allow Prearranging a Substitute

Hote: New locations must be voiced

Field Description
Code A unique identifier for the location profile.
Name The name for the location. The name must be unique. It will display on

Address line 1

Address Line 2
City
State/Prov
Zip/Postal

Telephone Number

Fax number

In-House Filling
Capacity

reports and screens when this location is referenced

The address of the location. Information in the address fields is informational only
and is not used by the system.

Additional space for the address of the location.
The city where the location is located.

The state or province of the location.

The zip/postal code for the location.

Contact number for the location. The system does not call locations at any time.
This field is used for data collection only.

The fax number for the location. This field is for data collection only.

The number of absences that should be filled with in-house personnel at this
location for each workday. This field is only activated if a number other than zero
is entered. In-House Filling is further enabled on the Reason and Search Rules
setup screens.
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Field Description

Employees: Allow Indicate if employees at this location can specify a substitute.
Specifying a
Substitute

Employees: Allow Indicate if employees at this location can prearrange a substitute.
Prearranging a
Substitute

Modifying Location Profiles

The following components of a location profile can be modified.

Modify Location Profile

*Code: 12319

*Mame |Linco|n Elementary - Nutrition Servic

Address Line 1 |‘ID4‘I N. Ferry Rd |

Address Line 2 | |
City: |Woodburn |

State/Prov. ZipPostal: 97071

Telephone Number |15039812660 |

In-House Filling Capacity [0 |

Employees. | Allow Specifying a Substitute

™ Allow Prearranging a Substitute

Return To List

Profile Display, add, modify, or delete location profiles.

Groups Add or delete location groups for the location.

SAU Add or modify SAU (Substitute Allocation Units) limits for the location for a selected period.
Times Add or modify start and end times, and morning and evening callout times for a location.

Modifying Profile Information

On the Location list, click the Code link for the location you want to modify. The Modify a Location Profile
screen is displayed. Update the appropriate fields and click Save. Refer to the previous section for field
descriptions.

To delete a location profile, from the Location list, click the Code link for the location you want to delete.
The Modify a Location Profile screen is displayed. Click Delete. You cannot delete a location that has been
used for any job (open, active, finished, or cancelled) currently in the database, or that is assigned to an
employee or administrator.
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The Groups Screen

The Groups screen lists the location groups for the selected location. Locations can be assigned to
multiple location groups. Before a location can be assigned to a location group(s), the group must be set
up using the Location Groups function. Once locations are assigned to location groups, they can be used
for reporting, setting up reason menus, and for setting up substitute profiles.

Code: 002
Mame: KOLTER EL

m Return To List

Location Group List
Delete?  Location Group
- WEST REGION
I_ ALL HIGH SCHOOLS
|_ WEST REGION HIzH SCHOOLS

Adding/Deleting Location Groups

To add a location group to a location profile, click New to display the New Location Group screen.
The Location Group pull-down menu contains all authorized location groups. Select a location
group and then click Save to add the location group to the profile.

Code: 003
Mame: KOLTER EL

Mewr Location Group

* Location Group: | w

m Return To List

Location Group List

Delete? Locstion Group
I WEST REGION
I_ ALL HIZH SCHOOLS
I- WEST REGION HIGH SCHOOLS

To delete a location group, click the deletion box next to the location group you want to delete, and then
click Delete.

The SAU Screen

The Substitute Allocation Units (SAU) feature allows each location to define its own limit for the number
of absences at that location which may be filled by substitutes over a given period. This gives the location
the ability to directly control its budgeted substitute allocation. When a location’s SAU limit is reached, all
additional absences are reported as No Substitute Required-SAU. This feature prevents employees from
specifying and prearranging substitutes once the allotment of substitutes is met. The system tracks the
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number of SAUs used in each period. The SAU feature is futher enabled on the Reason and Search Rule
setup screens.

If SAUs exist for a location, the list of current and future periods is displayed in date order with their
allocated and remaining balances.

ation Balances
Code: 103
Mame: DISTRICT OFFICE
[ New | Return To List |
Substitute Allocation Units List
Date Allocated  Remaining
05222010 24 24
05232010 24 24
05242010 24 24
05/ 256/2010 24 24
05262010 24 24
05272010 24 24
o&28:2010 24 24
05/ 22/2010 24 24
052002010 24 24
05:212010 24 24
o&a120490 24 24
QGMOZ/2010 24 24
050322010 24 24
05042010 249 24

Adding SAU Information

To add SAU information, click New. The New Substitute Allocation Units screen is displayed.
After entering your information, click Save.

Code: 003
Name: FONDREN EL

Nevwe Substibute Allocstion Units

Substitute Allocation Feriod: | | = |

Allocated: EI
D DA
Mote: Enter only when allocation period is wearly
[Save | Return To List |
Field Name Description
Substitute The SAU period for the selected location. Only one period can be established for a
Allocation Period location at a time. All locations do not have to use the same period designations. A

blank substitute allocation period indicates that this feature is not used. The drop-
down menu offers the following options: Day, Week, Month, and Year. Weeks are

calculated as starting on Sunday and ending on Saturday. Months are calculated as
starting on the first day of the month and ending on the last day of the month.

If the allocation period that was already defined is being changed to another
allocation period, a message “All existing SAU balances will be removed when
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changing the SAU period.” is displayed. You will be asked to confirm that you want
to change the SAU period.

Allocated The allocated value uses work units. Work units are defined on the Classifications
screen. That number is entered in this field.

Start Date Locations that use the Yearly period are required to indicate the start date the
year begins. The next one-year period will begin with the same date in the
following year.

Modifying SAU Information

To modify SAU information for a selected period, click on the desired Date link. The Modify Substitute
Allocation Units screen displays. Enter the new allocation and click Save.

Balances

Code: 103
Mame: DISTRICT OFFICE

hodify Substitute Allocation Units

Substitute Allocation Units: Day
Date: 052302010

Allacated: |24

Remaining: 24

m Return To List

Field Name Description

Allocated The number entered in this field will take the place of the number that was
previously entered. SAU limits may be changed as often as desired. This allows for
carryover of unused days and for borrowing from future periods when necessary.

The system does not automatically carryover or roll over unused units from one
period to another. This adjustment must be made manually. To indicate that no
substitutes may be assigned to absences for the SAU-limited reasons for a given
period, enter a "Substitute Allocation Units" count of zero (0) for that period.

Remaining This is a display-only field. It shows the number of SAUs unused in each period.
This field is calculated from the job records and cannot be modified.

The Times Screen

This screen allows you to add, delete, and modify location start and end times and location callout times.

Callout times are defined using the Telephone Lines feature. Default callout times can be changed and
applied to individual locations. Possible reasons for setting individual location callout times are:
= Earlier callout times for “hard to fill” schools would help to offer the jobs first to those locations.
=  The ability to call secondary schools before elementary schools due to earlier school start times.

The Location Times list displays the current daily callout. Only callout times that differ from the default
times set up via the Telephone Lines feature are displayed.
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Code: 1103
Mame: DISTRICT OFFICE

Return To List

Location Times List
Maote: Systerm Callout tines will b2 used if there are no callout tines displaped.

------ Location Times .- eeeemeneeens Callout Tirmes
Start End Tod=y's Start Future Start Future End
Monday:  [07:404M | [0310PM [0B:30AM | [0ZOOFM | [05:00PM
Tuesday: [07:404M | [0210PM | [0G:30aM | [0200PM | [0%:00PM
Wednesday: [07:.404M | [0310PM | [0B:304M | [0200PM | |05:00PM

| | | |

| | | |

| | | |

Thusday: [07:404M | [0310PW | [06:304M | [0200PM | [05:00PM |
| | | |

| | | |

| | | |

| |

Friday: [07.404M | [03:10PM | [0B:304M | [0200PM | |0S:00PM
Saturday: | | | | | |
Sunday: | | | | | |
Holiday: | | | |
Hote: All time fislds sre inthe format of HH:RARd Abd
| save |
Field Name Description
Location: Start Enter the start time that the majority of employees assigned to this location report

to work. This field is used as the default start time on employee profiles when this
location is selected.

Location: End Enter the end time that the majority of employees assigned to this location end
their day. This field is used as the default end time on employee profiles when this

location is selected.

Note: Start and end times are used when creating or importing employee profile data when a time is not
specified.

Today’s Start Today’s Start time refers to morning callout. During morning callout, only “open”
jobs for the current day are called.

Future Start/End The Future Start/End time refers to evening calling. During evening callout, all
“open” jobs (for tomorrow and all future jobs) are called.

Modifying Location Times

To modify the start and end time for the location, type in the new information and click Save.
Existing job times on current and future jobs will not be updated.

Modifying Callout Times

To add or delete callout times, update the appropriate fields and click Save.
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Printing Location Profile Reports

From the Location list, click Create Report to create the Location report. The Location report setup screen
is displayed. Select the report parameters and click View Report.

Location Profile Report Setup

Report Title:
™ Print Location roup

I Print Address
I Frint Times

¥iew Report ]| Return To List

Field Name Description

Print Location: Displays all of the groups that are assigned to the location, sorted by group name.
Group

Print Address Displays the address information.

Print Times Displays the days of the week in chronological order.

If no additional options are selected on the setup screen, the report will print one line per location. The
locations will appear in the sort sequence selected before pressing Search.

The report automatically displays in the Adobe Acrobat reader. Use the Adobe Acrobat toolbar to print or
save the report. A sample report is shown below.

Locations
Code Name Telephone No Fax IFC SAU Empl Spec./PreArr
001 (En) ROSE VALLEY ELEMENTARY SC 301-449-4990 a Yes /[ Yes
Address: 9800 JACQUELINE DRIVE
UPPER MARLEORO MD 20772
002 (En) FRANCIS SCOTT KEY ELEMENT (301)817-7970 0 Yes / Yes
Address: 2301 SCOTT KEY DR
SUITLAND MD 20747
003 (En) FONDREN EL o Yes / Yes
Address:
004 (En) KEY MIDDLE [ Yes /[ Yes
Address:
005 (En) BURNET EL a Yes / Yes
Address:
006 (En) BELLAIRE HS o Yes /[ Yes
Address:

Voicing Locations

You must record a voicing for each new location so that callers are able to hear the name of the location.
To voice a location over the telephone, follow these steps:

1. Select Telephone Voicing from the menu and locate the voicing ID of the new location.

2. Call the system and enter your Access ID followed by the star (*) key, enter your PIN
followed by the star (*) key.

3. Press “5” on your telephone keypad to record system voicing.

4. Follow the prompts to record and replay the recording.
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Location Groups

Overview

Location Group is a logical grouping of individual locations or other location groups. Location groups may
or may not represent a hierarchy of locations as illustrated in the following example.

Location Group Location/Location Group
All Locations West Region
East Region
North Region
North Region John St. Elementary
Charles Secondary
Secondary Charles Secondary
Discovery Secondary

Locations can be assigned to multiple location groups. Location groups are used to maintain the

substitute’s profile work locations and priority lists, to set up reason menus, and for inquiry and reporting.

To determine the location groups that will be required to set up your system, you will need to know how
substitute profiles and priority lists are maintained, and have knowledge of your reporting requirements.

Once locations are assigned to location groups, they can be used for reporting, setting up reason menus,
and for setting up substitute profiles.

Using the Location Group Screen

Location Groups can be added, deleted or modified from this screen. To create a Location Group report,
click Create Report. The Location Group List can be sorted by Code or Name by clicking on the up/down
arrow in that column.

=

Location Group List Records Per Page: | B[] ;I
37 item= found, displaying all items.

1
Code MNarme - Modify Locations
1000 ALL ELBVENTARY SCHOOLS Locations
3000 ALL HIGH SCHOOLS Locations
2000 ALLMIDOLE SCHOOLS Locations

1 Al Regions Locations

2 Al Types Locations
20000  BUSINESS/FINANCE Locations
S0000  CEMTRAL REGION Locations
4000 2 CEMTRAL REGION CHARTER SCHOOLS Locations
51000  CEMTRAL REGIOW ELBWMENTARIES Locations
52000 CENTRAL REGION HIGH SCHOOLS Laocations
53000 CENTRAL REGION MIDDLE SCHOOLS Locations
20000  EAST REGION Locations
24000  BEAST REGIOM CHARTER SCHOOLS Locations
24000  EAST REGIOM ELBWENTARIES Locations
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Adding Location Groups

Click New to display the New Location Group screen. After entering your information, click Save to add

the location group record.

Location Groups

New Location Group

Used in Search Rules I - |
Allow Priority Lists: [

Description :I

Return To List

* Code

*Mame

Field Name

Code

Name

Used in Search Rules

Description

Unique identifier for the location group. The code may be
alphanumeric.

Unique name to identify the location group. This name will display on reports
and screens.

Indicates if the location group is to be used in search rules. When creating a
search rule list, only groups that have a value in this field will display in the
pull-down list and can be selected and placed in the search rule. The
options are: call only this group, call only lower groups, call this group, then
lower groups.

This field works in the following way: If there is a group called “All Regions”
that contains groups called Region 1 and Region 2, the following would
occur:

If Call only this group is selected - Substitutes on the “All Regions” priority
lists will be called.

If Call only lower group is selected — Substitutes on the “Region 1” and
“Region 2” priority lists will be called.

If Call this group, then lower groups is selected — Substitutes on the “All
Regions” list and the “Region 1” and “Region 2” priority lists will be called.

The default value for this field is blank.
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Field Name Description
Allow Priority Lists Checking this box indicates that substitute priority lists exist for this location

group. When creating a substitute priority list, only groups that have this
field enabled will display on the Locations pull-down list.

Description The description provides the operator with additional information on why
the location group was set up. This information is not used or displayed in
the system.

Modifying Location Groups

From the Location Group list, click the Code link of the location group you want to modify. The Modify
Location Group screen is displayed. Update the desired fields and click Save. If an error is encountered,
the system will display an error message. Make any corrections and click Save.

Location Groups
Modify Location Group
*Code:  |MAINT

*Mame: |All Maintenance Locations
Used in Search Rules: | -]
Allow Priority Lists: [~

Description: :I
[

Return To List

To delete a location group, click on the code of the location group you want to delete. The Modify
Location Group screen is displayed. Click Delete. Deleting a location group removes substitute work
locations, priority lists, and/or reason menus associated with the location group. The system displays a
message asking you to confirm the deletion. You can choose to continue, or to cancel the deletion. If you
continue with the deletion, all data will be removed from existing profiles.

Modifying Locations

You can add or delete locations or location groups from a location group. On the Location Group screen,
click the Locations link for the location group you want to modify. The Location Group screen is displayed.
Locations that belong to the location group are displayed. Location groups are identified from individual
locations by the display of ‘Yes” under the Groups? heading.
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Mame: NORTH REGION

m Return To List

Location List:
Delete? Group 7 Code Narme

Na 180 HIGHLAND HTS EL

Na 228 HEHDERSON J EL

Mo 168 HELMS EL

M 35032 HERRERAEL

res 34000 WORTH REGION CHARTER SCHOOLE
[utala} HEMDERSOM M EL
ez 22000 NORTH REZIOM HIGH SCHOOLS
Mo 161 HARWVARD EL
Wes 31000 WNORTH REGION ELEMENTARIES
Mo 159 HCC LIFE SKILLS PROGRAM

es F2000  MORTH REZION MIDDLE SCHOOLS

s B e A e I

Mo 180 HARTSFIELD EL

To delete a location or location group, click the desired deletion box and then click Delete.

To add a location or location group, click New to display the New Location screen. The location pull-down
menu contains all authorized locations and location groups. Make your selection and then click Save to
add this location or group to the location group.

Location Group - Locations

MNevw Location

* Location: | £

m Return To List

Printing Location Group Reports

Click Create Report on the Location Group screen to print the list of location groups. The report is sorted
by group name, location name and then by location code. The report will automatically display in the
Adobe Acrobat reader. Use the Adobe toolbar to print or save the report. A sample report is shown
below.

Location Groups

Group Name Code Location Name Code Group?

ALL RADMIN. LOCATICHNS s0o0o0 LDMIN LOCATION 993530 999830 No
ZEZ TEST LOCATICN 2835389 Ho
ALL TYPE 3 IN REGICH 3% 253000 Tes

ALL ELEMENTARY SCHCOLS ioan COLUMBUS MIDDLE SCHOOL an2nz2 Ho
Duffield Elementary anolz2 Nao
LAKE DRIVE ELEMENTARY 0lnll Ho
VALLEY ELEMENTARY SCHOOL 101011 No

A1l Food Service 5000

ALL HIGH SCHOCLE 2000 Cass Technical HS ano1zs Ho
CENTRAL HICZH SCHOOL 103033 Ho
LINCOLN HICH SCHOOL 203033 No
NORTHSIDE HIGH SCHOOL 303033 Ho
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Reasons
Overview

This feature allows you to define Absence/Vacancy reasons for job creation, Decline/Cancel reasons for job
declines and job cancellations, and Do Not Use reasons for establishing Do Not Use reasons for substitutes.

Absence/Vacancy Reasons

The reason for an absence or vacancy must always be provided when the job is created. The same list of reasons is
used for both absences and vacancies. Before jobs can be reported, employees must exist in the database and the
list of absence/vacancy reasons must be entered for employees to select from each time a job is reported.

Absence/vacancy reasons can be entered over the telephone by pressing keys on the telephone keypad that
correspond to the reason number. When using a browser, the reason is selected from a drop-down menu. The list
of reasons is included on the Quick Reference cards for the employee and administrator to use as a reference. In
addition, the list of reasons can be reviewed over the telephone.

Different sets of reasons apply to operators, administrators, and employees. Additionally, reasons are offered
based on the setup of reason menus for classification groups and location groups.

Each absence/vacancy reason can include options to restrict the use of the reason.
Decline/Cancel Reasons

A decline/cancel reason is a reason given when a substitute declines a job, or when a substitute or other personnel
cancels the substitute's assighment to a job. Decline/cancel reasons are used for data collection purposes only.
They do not affect when or why a substitute is called. Tracking these reasons provides valuable information for
recruiting and retaining substitutes.

When the “Require a Reason for Declining an assignment” parameter is enabled on the Parameters — Substitutes
tab, the system prompts substitutes to indicate from a list of decline/cancellation reasons why the substitute has
declined a job. When the “Require a Reason for Canceling an assignment” parameter is enabled on the Parameters
— Substitutes tab, the person canceling is prompted to indicate from a list of decline/cancellation reasons why the
assignment is being cancelled.

Do Not Use Reasons

Do Not Use reasons can be assigned for substitutes being put on Do Not Use Lists. Do Not Use reasons are created
from the Do Not Use tab.

If Do Not Use entries have an associated reason, the system tracks the number of times a substitute has been
placed on a Do Not Use list for a specific reason. The system will automatically send an alert email to designated
Operators when a Substitute reaches a threshold for number of times for a single Do Not Use reason (if
configured).

The Do Not Use function is optional.
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Reasons - Absence/Vacancy

The Reasons — Absence/Vacancy page allows you to create reports and add new reasons. From the
Absence/Vacancy List, you can modify and delete reasons and modify employee balances. Employee reason
balances can be modified by Classification Group.

Reasons

AbsenceNacancy
Create Report [ New |
Absenceacancy List Records Per Page:

4 items found, displaying all tems.
1

Code - Name Emplovee Balances Requires Approval | Alert Threshold
999 ZZ Test Reason Yes Ju]
1 Personal liness Set Balance Mo 20
2 Farmily liness Personal liness Mo a0
3 Emergency Leave Mo o

4 jtems found, displaying all tems.
1

Creating New Absence/Vacancy Reasons

Complete the fields on the New Absence/Vacancy Reason page and then click Save to add the new reason. Refer to

the following table for descriptions of each field and for input information.

Hew Absence/Vacancy Reason

* Code.

* Name | * En)

| 0
| €

H

* Reason applies to
Requires Approval:  []
Level I:l
WaxDaily sbsences: | |
Budget Code: [ Collecta budget code
[ verify budget code
Mo Substitute Required: (] Classification Minimum Job Days (MJD)
O Location In-house Filling Capacity (IFC)
[ Location Substitute Allocation Units (SAU)Y
Motify when reason used: (] administrator (] Operator
Employee Balances

[ Restrictto allocation (Automatically restrict when balance is zero)

* Alert Threshold: [0 | 9% frai varuss are 055,

Note: New reasons must be voiced

Return To List
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Field Name Description
Code Enter a code for the new absence/vacancy reason. The code must be unique and can be
alphanumeric.
Name Enter a descriptive name for the reason. The name must be a unique. It will display on

Reason applies
to

Requires
Approval

Level

Max Daily
Absences

Budget Code:

Collect a budget
code

Verify budget
code

reports and screens when this reason is referenced on pull-down menus, etc.

From the pull-down menu, select the group for whom the reason applies. If
administrators can use the reason, but not employees, select “Administrators. If
employees can use the reason, select “Employees.” If only operators can use the
reason, select “Operators.”

When creating absences or vacancies, operators can choose from all reasons;
Administrators can choose from administrator and employee reasons; employees can
only choose from employee-defined reasons.

Checkbox used to indicate if the reason requires absence approval before the absence
can occur.

Specifies the level of approval associated with the reason. Approval levels are from 1
through 5. Level 1 is the default and level 5 is the highest approval level that can be
assigned. The approval level assigned determines the level of approvals required in the
system for the absence to be created for the reason.

Enter a limit for the maximum number of same-day absences or vacancies that may be
entered for a given reason system-wide. When the limit for a given reason is reached
for a particular day, the system refuses to accept any more absences and vacancies for
that day and reason. Another reason must be selected. Each reason's maximum daily
absences limit is determined by the entry in that reason's "Max. Absences" field:

. If the "Max. Daily Absences" field is set to a non-zero number, the system
allows no more than the entered number of same-day absences for the given
reason.

o |f the "Max. Daily Absences" field is set to “0,” the system does not set a limit.
The feature is not used.

Note: When calculating the number of absences for a given day, partial-day absences
are counted as if they were whole day absences.

When this option is selected (the box is checked) for a reason, each time an absence or
vacancy is created using this reason, a budget code must be entered or the
absence/vacancy cannot be created.

Note: This feature should only be used with numeric budget codes. Alpha characters
cannot be entered via the IVR.

When this option is selected (the box is checked), a budget code that has been
“collected,” or entered by an administrator is verified against the list of "Verified
Budget Codes.” If not enabled, budget codes are accepted as entered, without
verification.
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No Substitute Required:

Classification
Minimum Job
Days (MJD)

Location In-
House Filling
Capacity (IFC)

The number of days that an employee must be absent before a substitute is required
can be specified per classification. The minimum number of days must be set up on the
Classifications screen.

When the MJD box is checked on a reason, the system checks the “Min. Job Days” field
in the classification for the absence or vacancy to see if a substitute is required.

If the number of days duration of the absence or vacancy is less than the minimum job
days value, the job is created as “No Substitute Required.”

If the number of days duration of the absence or vacancy is greater than or equal to the
minimum job days value, two jobs are created; one job is created as “No Substitute
Required,” and the second job is created for the days that a substitute is required.

A location's IFC is the number of absences and vacancies in any one day that the
location can absorb without requiring a substitute. The IFC for a given location is
entered in the In-House Filling Capacity field on the Location Profile screen. Each
location can designate the number of absences that can be covered by in-house
personnel.

The system determines that the job will be created and assigned a sub-status of “No
Substitute Required - IFC” when all of the following conditions are met:

e  The reason for the job has the IFC option enabled (the box is checked)

e  Thejob is not marked "No Substitute Required--MJD" due to the "Minimum

Job Days" feature

e Thejobis for a search rule that uses IFC

e  The location's Automatic Assignment List is exhausted

e  The absence is not a long-term job.

If the job meets all of the above criteria, the system checks the location's remaining IFC
balance for the day(s) of the absence, then:

o |If there is sufficient capacity remaining to absorb the absence, the absence is
assigned to "Filled In-House"

e If thereis not sufficient capacity remaining to absorb the absence, the system
creates the absence as an open absence, unless prevented by some other
criteria

e |f a multiple-day absence would exceed the location's IFC for any day of the
absence, the entire absence is opened for substitutes, unless prevented by
some other criteria.
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Location The SAU feature allows each location to have its own limit for the total number of jobs at
Substitute that location which may be filled by substitutes during a period of a day, week, month, or

Allocation Units
(SAU)

Notify When
Reason Used

Employee Balances:

Restrict to allocation
(Automatically
restrict when
balance is zero)

Uses allocation
from:

Alert Threshold

year. This allows the location to directly control usage of its budgeted substitute allocation.
Once the SAU balance has been exceeded, jobs with this reason are created as “No
Substitute Required — SAU.” The system maintains a single common total for the count of
SAUs used during each period for all reasons that have the SAU feature enabled, rather
than a separate total for each reason. A vacancy is not created if the system determines
that SAU limitations apply to the vacancy. The SAU limit must also be set up on the Location
Profile screen for this feature to be activated.

An absence is subject to the SAU feature if all of the following statements apply to the
absence:

e  The absence is not a long-term job as determined by parameter settings

e  The absence is not marked as "No Substitute Required” or IFC

e Thejob is for a search rule that uses SAU

e  The caller indicates that a substitute is required for the absence

e  There is no substitute available on the Automatic Assignment list at the location

of the job
e  The Location Substitute Allocation Units field for the reason is enabled.

When an absence which is subject to the Substitute Allocation feature is entered, the
system checks whether there are at least as many SAUs remaining for the period(s) of the
job as the number of work-units the absence will occupy during the period(s):
e If enough SAUs are available for the absence, the system creates an open absence
(or specified, or pre-arranged job, as appropriate), and seeks a substitute
normally.
e If not enough SAUs are available, the system creates the absence as an "Exceeded
SAU" job

An Administrator and/or Operator can receive an email alert when this reason is used.

When this option is enabled, an employee is limited in the number of hours that can be
applied to this reason. Reason balances are allocated, deducted and displayed in
minutes/hours.

Employees are allocated a reason balance (typically on a yearly basis) in order to limit the
number of absences that can be created using a particular absence reason.

To have this reason count towards another reason’s balance, select the reason from the
drop-down list. When a reason counts towards another reason, it uses the same balance as
the reason it counts toward. Additionally, the Alert Threshold value of the reason it counts
toward is automatically applied to this reason.

A percentage assigned to this reason to indicate when the usage of the reason will trigger
an alert. When the alert threshold value is reached, an email notification can be generated
for the employee, administrator and operator (if this feature is configured on the
Parameters, Email page).
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Modifying/Deleting Reasons

On the Absence/Vacancy List, click on the Code link of the reason you want to modify. The Modify
Absence/Vacancy Reason screen is displayed. Update the desired fields and then click Save to update the reason. If
an error is encountered, the system will display an error message. Make any corrections and click Save.

The modification will be reflected throughout the system. For example, if changing the name of a reason, all pull-
downs and job records will be updated with the new name.

Modify Absence/Vacancy Reason

*Code: 410
= Name:

Professional Development *(EN)

(Fr)

(Es)

*Reason appliesto:  |Employee v
Requires Approval:  []
Level
Max Daily Absences
Budget Code:  [] Collect a budget code
[ verity budget code
Mo Substitute Required: ] Classification Minimum Job Days (MJD)
[ Location In-house Filling Capacity (IFC)
[ Location Substitute Allocation Units (SAUY
Motify when reason used: ] agministrator [] Operator
Employee Balances:

Restrict to allocation (Automatically restrict when balance is zero)
Uses allecation from e

* Alert Threshold: |60 |% (valid values sre 085, 0 masns no slert)

Return To List

To delete a reason, on the Absence/Vacancy List, click on the code of the reason you want to delete from the
database. The Modify Absence/Vacancy Reason screen displays for that reason. Click Delete to remove the reason
from the list.

You cannot delete a reason that has been used for any job (open, active, finished, or cancelled) currently in the
database. You must change the reason for those jobs before you can delete the reason.

If you need to discontinue using a reason without deleting it from the system, change the “Reason Applies to” field
to “Operators” to ensure that employees and administrators cannot use that reason.

Modifying Employee Reason Balances

When the Employee Balances field is enabled and the reason identified is the reason in the Uses allocation from
field, the reason balance can be modified for all employees that have a classification in the selected classification
group.

Emplaoyee Balances:
nioy Restrict to allocation (Automatically restrict when halance is zero)

Uses allocation from: | Personal llness 1 %

* Alert Threshold; 50 % (valid values are 0-99, 0 means no aler)

Hote: Since this reason uses allocation from another reason, the
Alert Threshold of that reason will be automatically applied.
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On the Absence/Vacancy List, click the Set Balance link of the reason balance you want to modify.

Reasons that have the reason balance functionality enabled will have either a Set Balance link or Reason name

displayed in the Employee Balances field.

A reason’s balance cannot be set when it counts towards another reason. It uses the same balance as the reason it
counts toward. The name of the reason that it counts towards is displayed in the Employee Balances field instead

of a Set Balance link.

Reasons

AbsenceMacancy

Create Report New |

Ahsenceacancy List

Records Per Page;

4 items found, displaying al tems.
1

Code - Mame Employee Balances Requires Approval | Alert Threshold
89849 Z7 Test Reason Yes 1]
1 Personal liness Set Balance Mo a0
2 Family liness Perzonal liness Mo a0
3 Emergency Leave Mo 1]

4 items found, displaying al tems.
1

On the Modify Reason Balances page, update the reason balance details and then click Save. Refer to the following

table for descriptions of each field and for input information.

Reasons

Modify Reason Balances
*Code: 1

*Marme:  Personal liness

*Classification Group: |

(HHHHHH:hi kf)

Return To List

* Calculation Starts: l:l ==

(MMAD DAY

CAdd to ‘:?Replace

Mote: All Employees with the selected classification group will be updated
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Field Name Description

Code Pre-filled from the Reasons screen.

Name Pre-filled from the Reasons screen.

Classification Select the classification group from the drop-down menu. Classification groups are sorted by
Group name. The classification group should contain individual classifications and not other

classification groups.

Calculation Starts Enter a valid start date to use for the calculation. This date is used to determine how many
absences should be counted. Use the calendar to select a date or enter the date in the
specified format.

Balance Enter the reason balance in hours/minutes. Select either the Add to or Replace option.

Add to/
Replace

Creating Reports

From the Absence/Vacancy Reasons screen, click Create Report. The Absence/Vacancy report is automatically
displayed in the Adobe Acrobat reader. Use the Adobe toolbar to print or save the report. A sample of an
Absence/Vacancy report is shown below.

Reasons - Absence/Vacancy

Code NHame Applies To Max Day Col. Ver. MJD IFC SAU Use Balance Uses allocation from Requires Approval Level

k] (En} Emergency Leave Employee Ho Na Ho Ne Ho MNo He
2 (En} Family Illness Employee No No Ne Mo He o Yes 1 He
1 (En} pPersonal Illness Employee No Ho No Mo No Yes No
933 (En) ZZ Test Reason Employee No Ho Neo Mo Ne Mo Yes 1

Voicing Reasons

You must record a voicing for each new reason, so callers are able to hear the description of the reason. To voice a
reason over the telephone, follow this procedure:

1. Select Telephone Voicing from the menu and locate the voicing ID of the new reason.

2. Call the system and enter your Access ID followed by the star (*) key, enter your PIN followed by the
star (*) key.

3. Press “5” on your telephone keypad to record system voicing.

4. Follow the prompts to record and replay the recording.

Note: Record the description followed by the reason code/number. This method creates a list that tells the caller
which numbers to press that correspond to the desired reason. For example, “lliness 1, Personal Day 2.”

Reasons - Decline/Cancel

The Reasons — Decline/Cancel page allows you to create reports and add new reasons. From the Decline/Cancel
List, you can modify and delete reasons.
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DeclineCancel

Create Report m

Decline/Cancel List Records Per Page: m

3 item= found, displaying all tems.
1

Code - Mame

1 ILLMESS

2 FAMILY BWMERGEHCY
2

HO TRANSPORTATION
3 item= found, displaying all tems.
1

Creating New Decline/Cancel Reasons

Click New on the Decline/Cancel screen to display the New Decline/Cancellation Reason screen. Enter a code and
name for the reason and click Save to add the reason to the database.

New Decline/Cancellation Reason

* Mame: |

Note: New reasons must be voiced

Return To List

Field Name Description

Code Enter a unique identifier for the reason. The code can be alphanumeric.

Name Enter a descriptive name for the reason. The name must be a unique. It will display

on reports and screens when this reason is referenced in pull-down menus, etc.
Modifying/Deleting Decline/Cancel Reasons

On the Decline/Cancel List, click on the code of the reason you want to modify. The Modify Decline/Cancellation
Reason screen is displayed. Update the desired fields and then click Save to update the reason. If an error is
encountered, a message will display and the information can be corrected.

Modify Decline/Cancellation Reason

* Code: |2I} |

* Mame: |Si::|-:

Return To List

To delete a reason, on the Decline/Cancel List, click on the code of the reason you want to delete. The Modify
Decline/Cancellation Reason screen displays for that reason. Click Delete to remove the reason from the list.
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You cannot delete a decline/cancel reason that has been used for any job (open, active, finished, or cancelled)

currently in the database.

Creating Reports

From the Decline/Cancel Reasons screen, click Create Report. The Decline/Cancellation report is automatically
displayed in the Adobe Acrobat reader. Use the Adobe toolbar to print or save the report. A sample

Decline/Cancellation report is shown below.

Reasong - Decline/Cancellation

Code

Name

10

20
21
2z

[FE N Y

Test reascn / delsete
FAMILY EMERGENCY
Pragnancy
Disability

Moved out of District
NO TRAMSPCRTATION
JURY DOTY

ASFED TO CANCEL
WORKING ELSWHERE
NOT QUALIFIED

CTHER REASCNS

Voicing Reasons

You must record a voicing for each new reason, so callers are able to hear the description of the reason. To voice a
reason over the telephone, follow this procedure:

3.
4,

Select Telephone Voicing from the menu and locate the voicing ID of the new reason.

Call the system and enter your Access ID followed by the star (*) key, enter your PIN followed by the
star (*) key.
Press “5” on your telephone keypad to record system voicing.
Follow the prompts to record and replay the recording.

Note: Record the description followed by the reason code/number. This method creates a list that tells the caller
which numbers to press that correspond to the desired reason.

Reasons - Do Not Use

The Reasons — Do Not Use page allows you to create reports and add new reasons. From the Do Not Use List, you
can modify and delete reasons.

Do Mot Use

Create Report m

Do Not Use List

Records Per Page: | B0 = |

1

T items found, displaying all tems.

0o
o
=%
1]
F

Narme

Hert Threshold

RUDE TO STAFF

[ B L= L S L L

LATE - MORE THAM 15 MIN 2
FELL ASLEEP IM CLASS
CHILD IN TEACHER'S CLASS

SCARED STUDENTS
INAPPROPRIATE LANGUAGE
FERSONALITY CONFLICT

= o — ko R

e

items found, dizplaying all tems.
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Creating New Do Not Use Reasons

Click New on the Do Not Use Reasons screen to display the New Do Not Use Reason screen. The Code, Name and
Alert Threshold fields are required fields.

Hew Do Not Use Reason

*MName: |
* .
Alert Threshold: EI {valid values are 0-393, 0 means no alest)

Return To List

Field Name Description
Code A unique identifier for the reason. The code can be alphanumeric.
Name A descriptive name for the reason. The name must be a unique. It will display on

reports and screens when this reason is referenced in pull-down menus, etc.
Alert Threshold The value that specifies the number of times a substitute can be placed on a DNU

list for this DNU reason. When this value is reached, an email alert is sent to
Operators configured to receive ‘Do Not Use Threshold Email.’

Modifying/Deleting Do Not Use Reasons

On the Do Not Use List, click on the code of the reason you want to modify. The Modify Do Not Use Reason screen
is displayed. Update the desired fields and then click Save to update the reason. If an error is encountered, a
message will display and the information can be corrected.

Modify Do Not Use Reason
* Code:

* Name: |Tardiness
" Alert Threshold: {valid values are 0-288, 0 means no alert)
Return To List

To delete a Do Not Use reason, on the Do Not Use List, click on the code of the reason you want to delete. The
Modify Do Not Use Reason screen displays for that reason. Click Delete to remove the reason from the list.

A Do Not Use reason cannot be deleted if in use on a Do Not Use list.

Creating Reports

From the Do Not Use Reasons screen, click Create Report. The Reasons — Do Not Use report is automatically
displayed in the Adobe Acrobat reader. Use the Adobe toolbar to print or save the report.
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Reasons - Do Not Use

Code Name Alert Threshold

(Es) De Not Follow 2afety Rules

109 (En) Does Not Execute Provided Directions 1
(Fr) Does Not Execute Provided Directions
(Ez) Does Not Execute Provided Directicns

104 (En) Deesn't Know Subject Material 1
(Fr) Deesn't Know Subject Material
(Es) Doesn't Know Subject Material

101 (En) Late for Assignment 4
(Fr) Late for Assignment
(Es) Late for Assignment

110 (En) Left Students Unattended 1
(Fr) Left Students Unattended
(Es) Left Students Unattended

150 (En) Megative Reacticn To Staff 1

Voicing Reasons

You must record a voicing for each Do Not Use reason, so callers are able to hear the description of the reason. To
voice a reason over the telephone, follow this procedure:

1. Select Telephone Voicing from the menu and locate the voicing ID of the new reason.

2. Call the system and enter your Access ID followed by the star (*) key, enter your PIN followed by the
star (*) key.

3. Press “5” on your telephone keypad to record system voicing.

4. Follow the prompts to record and replay the recording.

Note: Record the description followed by the Do Not Use reason code/number. This method creates a list that tells
the caller which numbers to press that correspond to the desired reason.
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Reason Menu
Overview

Reason menus let you establish a list of absence/vacancy reasons to be used for a specific location group
and classification group. Reason menus are created so that the person creating the absence can view,
hear, or enter only reasons that apply to their selected location and classification. Reason menus can be
used in the following instances:

= The system is used by multiple districts and each district has a different set of reason codes

= Teachers enter a different list of reasons than secretaries.

= Different reason codes have been created for teachers and secretaries that use the same reason
description because the reason codes are using a different “default budget code.” For example,
01 = Teacher lliness - budget code = 1234
21 = Secretary Iliness — budget code = 5678.

In these instances, by using reason menus, the employee and administrator, when creating an absence,
will view or hear only the reasons that apply to their circumstance.

For this feature to be active, the “Use Reason Menus” option on the Parameters — General tab must be
enabled. Set up the reason menu so that all groups have reasons assigned to them. If a group does not
have a reason menu assigned, their pull-downs and voicings will be blank.

Using the Reason Menu Screen

Use this screen to add or delete reason menus and print Reason Menu reports. Reason Menus display by
location group. The Reason Menu list can be sorted by the column headers by clicking on the up/down
arrow in that column.

R n heno

Create Report m

Reason Menu List  Records Fer Page: | B0 - I

Ma items found.
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Adding/Deleting Reason Menus

On the Reason Menu screen, click New to display the New Reason Menu screen. Enter the required
information and then and click Save.

New Reason Menu

* Location Group: | v|
* Classification Group: | v|
*Reason: | v|
Field Name Description
Location Group The pull-down menu displays all location groups sorted by name.
Classification Group The pull-down menu displays all classification groups sorted by name.
Reason The pull-down menu displays all defined reasons sorted by name.

To delete a reason menu:

From the Reason Menu list, click the deletion box next to the reason menu(s) you want to delete and then

click Delete to remove the reason menu from the list.

Printing Reason Menu Reports

From the Reason Menu list, click Create Report. The report will automatically display in the Adobe Acrobat

reader. Use the Adobe toolbar to print or save the report. A sample report is shown below.

Reason Menu
Location Group Clappification Typs Roagon
All Locatioms All other Claspificationa E Barsavemsnt
All Locaticmo All Teacher - District Widse € Bar=avem=nt
All Locatioms All Teacher - District Wide 33 Comg Time
All Locatioms All other Claspificationa 83 Comp Time
&All Locaticmo &All Teacher - District Wide - Jury Duty
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Search Rules
Overview

Search Rules determine how the system is going to find a qualified substitute to fill an assignment. Each
classification has a search rule attached to it. The search rule determines which lists apply to jobs for a given
classification, and the order in which those lists are used in order to call substitutes. Search rules are designed to
meet the needs of specific types of absences. The system provides four standard search rules: Typical I, Typical I,
Specialized I, and Specialized Il. Additional search rules can be created to meet a location’s needs and policies.
These are called custom search rules. Refer to the section on Custom Search Rules for more information.

While search rules determine the order in which lists are used for a job’s location and classification, the search
type determines where the system starts calling on each level within a given list. Refer to the “Classifications”
section for detailed information on search types.

Standard Search Rules

This section describes each search rule and includes an illustration of the steps performed in each search rule.
Within each step, sublists and levels are used to designate the order calls are made within a list. The step in the list
corresponds with the step that appears on the job detail indicating how far the system has gone in using the
search rule for a specific job.

The Restart Search step in the search rule indicates that the system starts over for each individual job in its search
through prior lists beginning with Step 1. If substitutes have been added to the list after the job has been called out
on and the system has gone through the lists, the new substitutes on the list will be considered for the job
opportunity. The restart allows another opportunity for the system to call qualified substitutes who were not
reached on the first attempt. Substitutes who declined the job are not called again. Substitutes are called in ID
order once the search type has determined the starting substitute for the list and sublist.

The Do Not Use list is always consulted prior to qualifying any substitute to be called.
Typical |

This search rule is the most common. It attempts to meet employee and location requests for substitutes before
moving to substitute profile information. The substitute’s profile is used in this search rule to create the
classification and general lists. This rule is recommended for teachers and general-duty assignments that do not
require special licensure. The classification list is created from the classifications that are listed on the substitute’s
profile.

This search rule uses the following features:
= Minimum Job Duration
= In-House Filling
= Substitute Allocation Units
=  Automatic Assignments

Step List

1-6 Automatic Assignment Lists
7 Specified Substitute

8-13 Preferred Lists

14 Classification List
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Step List
15 Restart Search
16 General Location List
17 Restart Search

The following table shows the breakdown of Steps 1- 6 for the Automatic Assignment List and the order the
Automatic Assignment lists are called. This example uses a Science teacher from Lincoln High School to show how
the lists work.

Step List Notes/Examples:

1 Employee Classification Science

2 Location Classification Lincoln HS - Science

3 All Locations Classification Whole District - Science
4 Employee

5 Location Lincoln HS

6 All Locations Whole District

The following is a breakdown of the order of the Preferred Lists, how steps 8-13 are called.

Step List Notes/Examples:

8 Employee Classification Science

9 Location Classification Lincoln HS - Science

10 All Locations Classification Whole District - Science

11 Employee

12 Location Lincoln HS

13 All Locations Whole District
Typical Il

This search rule is designed to intensify the search for qualified substitutes when it is preferred, but not required,
that the substitute be specially qualified. The system calls the classification list before the location’s preferred list
for this search rule. The classification list is created from the classifications that are listed on the substitute’s
profile. This search rule is recommended for those teaching positions where the desire is to match the
classification to the absence before the location’s preference of substitutes. The primary difference between this
search rule and Typical | is that the Classification list is called before the location’s Preferred lists.

This search rule uses the following features:
= Minimum Job Duration
= In-House Filling
= Substitute Allocation Units
= Automatic Assignment

Step List

1-6 Automatic Assignment Lists
7 Specified Substitute

8 Classification List

9 Restart Search

10-15 Preferred Lists

16 General Location List

17 Restart Search
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The following table shows the breakdown of Steps 1- 6 for the Automatic Assignment List and the order the
Automatic Assignment lists are called.

Step List Notes/Examples:

1 Employee Classification Science

2 Location Classification Lincoln HS - Science

3 All Locations Classification Whole District - Science
4 Employee

5 Location

6 All Locations Whole District

The following is a breakdown of the order of the Preferred Lists, how steps 10-15 are called.

Step List Notes/Examples:

10 Employee Classification Science

11 Location Classification Lincoln HS - Science

12 All Locations Classification Whole District - Science

13 Employee

14 Location Lincoln HS

15 All Locations Whole District
Specialized |

This search rule is the most restrictive. The system calls lists where substitutes are matched with the job’s
classification. If a classification match is not found, the job is unfilled. If no qualified substitute is found, the
absence is left unfilled. This search rule uses the Minimum Job Duration feature. This search rule is recommended
for personnel that need special licensure or training such as nurses, bus drivers, and interpreters.

Step List Notes/Examples

1 Specified Substitute

2 Employee Preferred - Classification Nurse

3 Location Preferred - Classification Washington Elementary — Nurse
4 All Locations Classification Whole District — Nurse

5 Classification List Nurse

6 Restart Search

Specialized Il

This search rule is designed for employees whose substitutes do not have to be strongly qualified, such as clerical
workers or teacher aide positions. A substitute who has only Specialized Il classifications can be called during a
general list search for Specialized Il jobs only. A substitute with only Specialized Il will not be considered for
General list absences for other search types.

This search rule uses the following features:
= Minimum Job Duration
=  General List calls substitutes having at least 1 classification with this search rule.
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Step List Notes/Examples

1 Specified Substitute

2 Employee Preferred - Classification Special Education Aide

3 Location Preferred - Classification Washington Elementary - Special Education
Aide

4 All Locations Classification Whole District - Special Education Aide

5 Classification List Special Education Aide

6 Restart Search

7 General Location List All Substitutes with a Specialized Il classification
in their profile

8 Restart Search

Designing Custom Search Rules

The standard search rules give you considerable flexibility in controlling how the system selects and calls qualified
substitutes. You can modify a standard search rule by re-ordering the sequence of the lists, or by adding/removing
lists that do not apply. Additionally, the system can utilize "custom" search lists designed to meet your policies and
contract requirements. Once a custom list is created and placed in the search rule, you can then add substitutes to
your list by using the Priority List feature.

An example of defining and using a custom list could be the creation of a list called, “Unqualified.” The
Unqualified list might contain teachers at that location who have no classifications, and who can be called
on the day of the job.

Note: Custom search rules should be documented as to why the lists are used and why they are in the specified
order.

Contact eSchool Solutions for assistance in determining which of the standard search rules will best meet your
needs for a given classification, or to discuss having a custom search rule developed.

Using the Search Rule Screen

This screen allows you to add, modify, and delete search rules and search rule lists, and print search rule list
reports.

Create Report m

Search Rule List

Delete? MHame Modify Lists
i Call Fattern 4 Lists
[T Callpattermn 2 Lists
- Call Pattern 3 Lists
- Call Pattern 4 Lists
[T Callpattem s Lists
- Call Pattern & Lists
I_ Mew custom rule Lists

If search rules exist, they are listed in name sort order when this screen displays.
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Adding Search Rules and Search Rule Lists

On the Search Rule screen, click New. The New Search Rule screen is displayed. After selecting the parameters for
the search rule, click Save to add this search rule to the database.

Field Name
Name

Use Minimum Job
Duration (MJD)

Mews Search Rule

Mame:
I™ Use Minimum Job Duration
™ Use In House Filling
™ Use Substitute Allacation Units
™ Allow general job searching

r Lizts with no classifications, call substitutes hawving at least 1 classification with this search rule.

Save | Return To List

Description
Name for the new search rule. The name must be unique.

This parameter indicates that this feature is used in this search rule. Classifications
and Reasons must also be set up to use this feature. This parameter defines the
shortest absence for that classification which can require a substitute. This
prevents a substitute from being assigned to the first day(s) of absences for
designated classifications. When the MID for a classification is set to any number
other than zero, the system checks to see if all absences entered for that
classification are shorter than the MJD.

Absences that equal or exceed that limit are split into two jobs, each with a
different job number. The first job, for the beginning of the absence, is marked "No
Substitute Required — MJD," and is one day shorter than the MJD setting. The
second job, for all remaining days of the absence, is created as per the user's
specifications, unless affected by other system criteria.

Specifically, substitutes on a location's Automatic Assignment list will not be
assigned to any absences shorter than the MJD limit for the absentee's
classification. However, they can be assigned to the portion that is equal to, or
exceeds the MJD limit. Also, the MJD feature overrides a request for a specified
substitute, or an attempt to prearrange the absence for any portion of an absence
that is shorter than the MJD for the absentee's primary classification.
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Field Name Description
Use In-House Filling This parameter indicates that this feature is used in this search rule. Location

Profiles and Reasons must also be set up to use this feature.
This parameter defines the number of absences that should be filled with in-house
personnel at this location for each workday before a substitute can be assigned.

Use Substitute This parameter indicates that this feature is used in this search rule. Location
Allocation Units Profiles and Reasons must also be set up to use this feature.

This parameter allows each location to have its own limit for the number of
absences at that location which may be filled by substitutes during a given period.
This gives the location the ability to directly control its budgeted substitute
allocation. When a location reaches its limit of the units requiring substitutes for a
given time period, all additional absences are reported as No Substitute Required-
SAU. This prevents employees from specifying and prearranging substitutes once
the allotment of substitutes is met. The system tracks the number of SAUs used in
each period from one year prior to the current date to one year after the current
date. Historical tracking begins with the first period for which this information is
entered, and expands as each period is completed until the historical record
contains one full year of past information.

Allow General Job This parameter allows all substitutes that call in or log on to the system to view the
Searching job regardless of whether the IVR is calling from that step. The substitute must still

qualify for the job to hear or view the job. Using this feature will allow less-
qualified substitutes to view and accept jobs before your more highly qualified
substitutes. Please use considerable caution when considering this feature.

List with no When search lists are processed that do not “use a classification,” the substitute
classifications, call must have at least one classification that belongs to this search rule to be

substitutes having at

considered for the list.

least 1 classification
with this search rule

After you have created the new search rule and it appears on the Search Rule list, click the Lists link for the newly
created search rule. The Search Rules — Lists screen displays. Click New. The New Search Rule List screen is
displayed. The name of the search rule is displayed at the top of the screen.

To build the new search rule list:

Enter the order number for each step. The order must be numeric.

Select the list to apply to that step. Some lists require additional parameters.

Enter the number of days before the start of the job that callout on the job should begin. This field is
optional.

Click Save to add the step to the search rule. The new search rule displays on the bottom half of the
screen. When the process of adding steps is complete, click the Save button on the Search Rule-Lists
screen to add this new search rule to the database.
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Search Rule Members
Mews Search Rule Member
Mame: Call Pattern 1
* Order:
T List: | Any Substibute list - |
Use Holiday Rule: |_
Callaut Begins: days before job stars
[save | Roturn To List |
Field Name Description
Name The name of the search rule is carried over from the Search Rule screen.
Order Enter the number of the step in the search rule where the list is to apply. The
order number is entered one step at a time. The step number cannot already
be in use in the rule.
List The pull-down menu displays all defined standard lists and custom lists. The list you

Callout Begins___days
before job starts

select determines what additional fields, if any, need to be defined for the rule.

For the Preferred, Auto Assignment, and Do Not Use lists, also indicate if the
Classification list should be used, and in the Type field, select the type of list, either
location or employee. If “Location,” you have the option of selecting a location group
from the pull-down list.

For all list selections, except Auto Assignment and Restart, the Use Holiday Preferred
List checkbox will display. Check, this box if special holiday processing rules are to
apply to this list. Lists that include this special processing will have higher priority over
lists that do not. In the search rule, lists that use a Holiday Preferred List must precede
a list that does not.

For the Custom list, also indicate if the Classification list should be used, if the Location
or Employee list should be used, and enter a name for the custom list. The name must
be unique.

The General Classification List calls substitutes that have the classification in their
profile, but not the job’s location.

The Any Substitute List calls substitutes even if the location and classification is not in
their profile.

For the Restart Search list also indicate the order number where the system should
start over in its search through prior lists. The default is “1.” A valid order number
must be entered.

Enter the number of days before the job starts for the system to begin callout on this
list. The values are:

Blank begin callout immediately. This is the default.
0 begin callout the day of the job.

1 begin callout one day before the job.

The value must be between 0 and 365.
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Modifying/Deleting Search Rules

To modify search rules, click the Name link of the search rule you want to modify. The Modify a Search Rule screen
displays. You can modify the name of the rule and the parameters for the rule. Click Save after your updates are
complete.

Modify Search Rule

Hame:  |Call Pattern 4

W' lze Minimum Job Durstion

¥ Lize In House Filling

W Lse substitute sitocation Units

l_ Allow general job searching

I™ Listswith no olassifications, all substitutes having at least 1 ol assification with this search rule.

Mote: Stop =l system activitwservices before making changes to Search Rules

m Return To List

To delete search rules, on the Search Rule List screen, click the deletion box next to the rule you want to delete,
and then click Delete.

[Create Report | New-

Search Rule List

Oelete?  Mame Modify Lists
|l Call Pattern 1 Lists
r Call Pattern 2 Lists
I Call Pattern 2 Lists
I Call Fattern 4 Lists
- Call Pattemn 5 Lists
- Call Pattern & Lists
I_ Mew custom rule Lists

The search rule and the search rule list records are deleted. If classifications exist that use this search rule, the
search rule cannot be deleted.

Modifying Search Rule Lists

To modify search rule lists, click the Lists link of the search rule list you want to modify. The Search Rule - Lists
screen displays the current search rule list. Complete your changes to the list and then click Save.

To delete a step from a search rule list, click the deletion box next to the step you want to delete and click Save. If
you remove all the steps on the list, click New to display the New Search Rule List screen to add new steps. The
name of the search rule is carried over to the new screen.

Click Reset to cancel your pending changes and redisplay the list.
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Name: Call Pattern 2

[ Mew | Return To List

Delete?

E—I—I—I—I—I—I—I—I

Order

Search Rule Members List

List

Specified Substitute

Frefemed

Prefemed

Prefemed

Prefened

Frefemed

Uses Hol Rule  Uses Class  Type
No
No ‘es Employee
Mo Yes Location
Mo Yes Location
Mo Yes Location
Mo ‘es Location
Mo Location

Classification List

Restart Search

Group Restart # # Days

All Types
All Regians

All Locations

Printing Search Rule Reports

From the Search Rule list, click Create Report to print the report. The report is sorted by search rule name and then

by order. The report is automatically displayed in the Adobe Acrobat reader. Use the Adobe toolbar to print or

save the report. A sample report is shown below.

Search Rules

Hame Tees: MID? IFC? SAT? Gen Search? Clasa?

order List Class? Holiday? Type aroup Regtarth t Days
Specialized T Ho ) no vem W

1 Frererrad Yea Tes Locaclian

2 @eneral Location List ves

) Praferrsd vea o Location

4 Frererrad Yea Ho Locaclian

5 Praterrad ves o Lacation 211 Regions

3 Praferrad Ha o Lacation

7 Classification List o

[ Restart Search o 1

o TUnqualified Ha o Lacation
gpecialized IT vea T He ves e

1 Specified Substitute Ho

2 Fraterrad Yea Ho Employse

4 Praferrad vea o Lacation

7 Classification List o

[ Restart Search o 1

a General Location List o

10 Restart Search o 1
Typical I o o Ho Tes No

1 Zuto Assigrment ves o Emplcyee

2 Auto Assigrment vea o Lacation

3 AuLo Assignment Yea Ho Locaclian

4 Zuto Assigrment ves o Lacation 211 Regions

5 Auto Assigrment vea o Location ALl Locaticns

3 Auto Assignment Ha Ho Employse

7 Zuto Assigrment Ho o Lacation

3 Auto Assigrment Ha o Lacation

9 AuLo Assignment Ho Ho Locaclian All Eeglons

10 Zuto Assigrment Ho o Lacation 211 Locaticns

May 2014

eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute

249



SmartFindExpress System Administrator User Guide
Release 2.5

System Configuration Menu
Custom Fields

Custom Fields

Overview

This feature provides 10 "spare" fields on the Profile record that can be used to store and use additional district-

specific information. The New Profile page contains a “custom fields” section. Only the custom fields with the

status of “active” will appear on the Profile page. Administrators can add the custom field values at the time the

profile is created. Operators can control administrator access to custom fields by setting the View/Modify

permissions on the Administrator Profile - Menu Access page.

Configuring/Modifying Custom Fields

The Custom Fields configuration page enables operators to activate and configure the parameters for custom

fields. Custom fields can be configured as text, numeric or date fields. Custom field parameters are modified by

clicking on the Name link for the custom field.

Custom Fields

Custom Fields
Field -+ | Status | Name | Type | Length | Administrator Access
1 Inactive  CustomField1 Text 20 Mo
2 Inactive  CustomField2 Text 20 No
3 Inactive  CustomField3 Text 20 No
4 Inactive  CustomField4 Text 20 No
5 Inactive  CustomField5 Text 20 No
6 Inactive  CustomField6 Text 20 No
T Inactive CustomField? Text 20 Mo
8 Inactive  CustomField8 Text 20 No
9 Inactive  CustomFieldd Text 20 Mo
10 Inactive  CustomField10 Text 20 No

Configuring Custom Fields

To configure the parameters for a custom field, click on the Name link for the custom field. The Modify Custom
Fields page is displayed. Provide the required information for the custom field and then click Save.

Custom Fields

Modify Custom Fields
*Status ' Active

® |nactive

* Name: |CustDmF

ield1

* Type: Text

“length: 20 |

* Administrator Access 0 Yes

@ ReturnTo List

=
Allowed Values 1 to 200)
® Np
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Field Name Description

Status Custom fields can be active or inactive. Only custom fields with an “Active”
status display on the Profile page.

Name Unigue name assigned to the custom field. Clicking on the Name link for a
custom field displays the Modify Custom Fields page.

Type Custom fields can be configured as text, numeric or date fields. If the field
type is date, the format must be YYYY/MM/DD.

Length Number of characters must be between 1 and 200. If the custom field type

is Numeric, the number of characters must be between 1 and 200 and all
characters must be numbers.

Administrator
Access

Indicates if the custom field is configured for administrator access. Only
custom fields that are configured for administrator access will appear on
the Profile page of the Administrator module. If the custom field is
configured for Administrator Access, only administrators with view/modify
permission will have access to the custom field.

Modify Custom Fields Page

The parameters for a custom field can be modified by clicking on the custom field “Name” link on the Custom

Fields page. The Modify Custom Fields page is displayed. The Status, Name and Administrator Access fields can be
modified. The values in the Type and Length fields will appear grayed and are not editable.

Modify Custom Fields
*Status @ Active ( Inactive

*Name:

CFN 1 test *(En)
CustomField 1TxtFr (Fr)
CustomField1TxtEs (Es)

* Type: IText ﬂ
*Length: |200 (Allowed Values 1 to 200)

* Administrator Access @ yes (O Mo

[Save |RetrnTo List
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Parameters Menu

Parameters in SmartFindExpress allow trained personnel to control the operation of many of the system’s optional
features. In most cases, these parameters are adjusted during installation so that the system operates at peak
efficiency in your environment. Parameters are changed only when you wish to start or stop use of an optional
feature. Many SmartFindExpress parameters interact with other parameters and features. The effect of changing a
given parameter is not always obvious, especially when other parameters and features are involved. It is
recommended that you make no changes to the system parameters unless you have discussed the proposed
change(s) with an eSchool Solutions Client Services Representative and completely understand the effects of these
changes.

Parameter Description

Configuration Set values for the length of time to keep data in the system,
PIN number setup, and other global configuration settings.

General Set values for Reason Menus, general settings for jobs,
budget codes, and browser access options.

Jobs Set values for job creation, job cancellation, telephone
access, and holiday processing rules.

Telephone Set values for telephone dialing, pausing jobs on the
telephone and other dialing configurations.

Administrator Set values for administrator accessibility for browser and
telephone options.

Employee Set values for employee telephone and browser access.

Substitute Set values for substitute telephone and browser access and
other general substitute parameters.

Email Set values for the generation of job and assignment email
notices.
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Configuration Parameters

The Parameters: Configuration page collects information on global system configuration parameters. After

entering the system configuration parameters, click Save.

Name: |5 chool District
# of days to keep Finished Jobs: (1800

# of daysto keep Cancelled Jobs: 1800
# of days to keep Calling Information:  |1800

# of days to keep Disqualified Information: 1800

# of days to keep System Log: |30
# of days to keep ImporfExpart logs: |20

Maximum # of Erorz recorded in the System Log: (500

Delayed Time to Finish Jobs:  |12:00 Ak | (HH:W 200

Minimum number of digits for FIN numbers; |5

Uze Service?  Hao

Import’Export Log Server:

The following table describes each parameter and provides information on the values to enter for the optimal

functioning of your system.

PARAMETER

DESCRIPTION/ACTION

Name

The name entered here will display in the header of reports and screens. The
operator can revise the content of this field.

# of Days to Keep
Finished Jobs

Finished job segments are retained for the number of days indicated by this
parameter. After the designated number of days, jobs are removed from the
database. The maximum that job information can be retained is five years (1825
days). It is recommended that you retain finished job information for at least the
length of your school year, or longer to be able to print end-of-year job reports.

# of Days to Keep
Cancelled Jobs

Information about job and assignment cancellations is retained for the number of
days indicated by this parameter. After the designated number of days, cancelled
jobs are removed from the database. The maximum that job information can be
retained is five years (1825 days).
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# of Days to Keep
Calling
Information

Information on all call attempts made on each job, and all job transactions
(assignments, cancellations, etc.) is retained for the number of days indicated by
this parameter. After the designated number of days, the information is discarded.
The maximum that job information can be retained is five years (1825 days).

Calling information may be useful when researching unemployment claims.

# of Days to Keep
Disqualified
Information

Information on all disqualified substitutes for each job is retained for the number
of days indicated by this parameter. After the designated number of days, the
information is discarded. The maximum that job information can be retained is five
years (1825 days).

Disqualified information may be useful when researching unemployment claims.

# of Days to Keep
System Log

Information on the system activity log is retained for the number of days indicated
by this parameter. Activity log records with a message type of “ERROR” are kept
for seven days, but records with a message type of “INFORMATION” will use the
value entered in this field. Thirty days is the maximum number of days that system
log information can be retained.

# of days to Keep
Import/Export
Logs

Information on system import and export files is retained for the number of days
indicated by this parameter. After the designated number of days, the information
is discarded. The maximum that this information can be retained is five years
(1825 days).

Maximum # of
Errors Recorded in
the System Log

This number is a total error count parameter, regardless of the number of days to
keep the logs. Errors that occur when calling substitutes or processing data are
recorded in the activity log along with informational messages about successful
interactions. The system will keep the specified number of errors indicated by this
parameter. This indicator prevents the system from running out of disk space by
recording the same continuous error.

It is recommended that this field be set to “1000.” The number of existing errors
appears in the notification area of the home page. If 1000 errors are logged, Client
Services should be called.

Delayed Time To
Finish Jobs

Once a job is in finished status, the administrator cannot extend the dates of the
job on the telephone or via the browser. This parameter allows the job to stay at
open or active status, so the administrator can extend the job if the absent
employee has called to say that they cannot come to work on the following day. It
is recommended that the time entered be one hour after the end time of the latest
school in the system. This allows enough time for administrators to modify jobs at
the end of their workday.

Minimum Number
of Digits for PIN
Numbers

This parameter controls the number of digits personnel must enter when choosing
their PIN or when assigning a PIN. The longer the number, the more secure it is
considered to be, within reason.
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Use Service? This parameter is set by eSchool Solutions. If eSchool Solutions provides

SmartFindExpress as a service, “Yes,” is displayed in this field. Some configuration
options are not available to districts that use SmartFindExpress as a service. Service
is defined as not having SmartFindExpress hardware onsite.

Import/Export Log | Displays the location (TCP/IP address) of the server that is used to store and

Server display the import/export log files. This setting is used if there is more than one
server.
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General Parameters

The Parameters: General page collects information on global general parameters, budget code management
options, and browser access options. After entering the general parameters, click Save.

Faramet

General :

[T Use Reason Menus

Start Calling on Jobs |90 days before it starts
Open Specified Jobz |1 days before it starts at [08:00 PR | HiH00 2
Jobs are Unfilled |35 % after the job stars

Budget Code:

|7 Budget codes contain alphafnumeric characters
l_ All Jobs require a Budget code on Verification

p Administrators can always enter budget code

Length of Budget code:  Minimum |1 Maximum |24 (1-495)
Budget Code Label: Budget Code = (Em
Budget Code F
Budget Code (Es)

Erowser Access: MoEEicEe D Telepae ACess)

Date Format: | mm/dd/wyy = I
I_ Display Reazans by Code

p Allow PIN modification on Employee & Substitute Profiles
IU Wiew Cancelled Jobs

|7 Search by location name

The following table describes each parameter and provides information on how SmartFindExpress operates if the
parameter is enabled (box checked) or disabled (box unchecked). It also provides information on the proper values

to enter for the optimal functioning of your system.

PARAMETER DESCRIPTION/ACTION
General:
Use Reason Menus This parameter determines if a menu of reasons will be offered over the

telephone or browser. If checked, Reason Menus must be set up to identify the
reasons that can be offered. If this feature is disabled, one list of Reasons is
used. This option can be used if you have separate reasons for teachers,
administrators, and classified personnel or for various locations. For example,
Classified personnel are allowed a vacation reason and teachers are not. The
reason “vacation” will only be seen and heard if you belong to that classification
or location group.

Start Calling on The system waits to find a substitute until the number of days indicated by this
Jobs__Days Before it | parameter. Set the parameter to zero to allow the system to offer any open job
Starts immediately, regardless of how far in advance the job is entered. To have the

system wait until the day the job starts, enter 1. To have the system wait until
the day before the job starts, enter 2. The maximum number of days prior to a
job start that calling can begin is 365 days.

Open Specified Jobs Jobs that are created with a requested (specified) substitute will be offered only
__Days Before it to that substitute until the deadline entered here or until the specified substitute
Starts at (hh:mm am) declines the job, takes another job during that same time period or becomes
unavailable. At this time, the system begins to offer the job to other substitutes.
Prior to this time, it tries to reach the specified substitute every hour during
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callout.

To release jobs to other substitutes on the day of the job enter zero. To release
jobs on the day before the job starts, enter 1. To release jobs two days before
the job starts, enter 2. The maximum number of days prior to the start of the job
that the job can be offered to substitutes other than the specified substitute is
365 days.

When that day is reached, the “At” field indicates how long on that day to hold
the job for the specified substitute. At the time indicated, the system attempts
one more time to reach the specified substitute. Then other substitutes are
called. The time must be entered in HH:MM am/pm format. If a substitute is
requested the morning of a job and the parameter is set to one (1) day before
the job starts, that particular substitute will only get one phone call that morning
to be offered the job. The system will then release the job to other substitutes
because the job is past the time specified.

Jobs are Unfilled__%
after the Job Starts

This parameter determines when the system should cease trying to find
substitutes for an open job. It is entered as a percentage in order to apply to jobs
that start at different times of the day.

Enter 0% if jobs should stop callout and be marked as unfilled when the job
starts. If you want the system to call substitutes after the job has started,
consider the following method:

e  Decide on what is the shortest amount of time you will pay a
substitute. If it is a half-day, enter 40-45%. That would give the
substitute time to get to the job from home for at least four (4) hours
of an eight (8) hour job. Select the percent of the job that represents
the minimum number of hours you will pay a substitute for working.
Add some time for travel to the location. Subtract this total from 100%
and enter the difference in this field.

Budget Code:

Budget Codes This parameter allows a budget code to contain alpha and special characters.
contain When entering budget codes, the entry is validated for numeric values only if
Alphanumeric this parameter is unchecked. If the collect budget code feature is enabled on the
Characters Absence/Vacancy Reasons setup, and absences are being entered on the

telephone, this parameter should not be enabled because the IVR only accepts
numeric entries via the telephone.

All Jobs Require a
Budget Code on
Verification

This feature ensures that each job record has a budget code entered. If this
parameter is enabled, when finished job are verified, the job is validated to
ensure that there is a budget code entered on the job. If this parameter is not
checked, the program does not check for the presence of a budget code on the
job record.

Administrators can
always enter Budget
Code

This parameter controls whether an administrator can override and enter
budget codes during job creation. If enabled, during absence/vacancy creation, if
a budget code is entered, it overrides the default budget code set for the
location or location group. If disabled, a budget code can be entered only when
the absence reason has been set up to collect a budget code.
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Length of Budget
Code:
Minimum/Maximum

When a budget code is entered during job creation or modified, the length of the
budget code can be validated to ensure that the correct number of
digits/characters has been entered. A minimum and maximum value of zero
indicates that a budget code is not being used and will not display in the system.

Budget Code Label

The label for this field can be changed to the verbiage used by the location. This
label appears on all screens where the budget code label and value appear.

Browser Access

Date Format

Select a date format for entering and displaying all dates in the system including
dates on reports. The default is MM/DD/YYYY.

Display Reasons by
Code

If this parameter is checked, Reasons in the drop-down list are displayed in
reason code order. The reason code and reason name appear in the drop-down
list. If this parameter is not checked, Reasons are shown in alphabetical order by
reason name.

Allow PIN
Modification on
Employee and
Substitute Profiles

If this parameter is checked, administrators and operators can change employee
and substitute PIN numbers via the browser. If unchecked, the operator or
administrator cannot change a PIN, however they are allowed to reset the PIN
number. Resetting the PIN will force the employee or substitute to reset their
PIN before using the system.

View Cancelled Jobs

If this parameter is checked, administrators, employees, and substitutes can
view cancelled jobs. Jobs that are cancelled are easily identifiable on the Job List
as “CANCELLED.” Cancelled jobs cannot be modified.

Search Locations by
Name Lookup

If this parameter is checked, the Location Search button will be visible on screens
when searching for a location by name.

May 2014

eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute

258



SmartFindExpress System Administrator User Guide

Release 2.5

Jobs

Parameters Menu

Job Parameters

The Parameters: Jobs page collects information on options that impact the absence approval feature, job creation
and cancellation, substitute assignments, telephone access, and holiday processing rules. After entering the job

parameters, click Save.

Parameters: Jobs

Job Approval:
[ Reuire for selected reasons
# of hours before job start for approval request.
Allow pending requests 1o be filled
Skip approval prosess if Administrator that approves requests creates absense for an employee

Skip approval process if Administrator that approves requests creates their own absence
Job Creation:

#of days before starting that jobs can be reported: {250
Askif 3 substitute is required
Allow separate Absence and Substitute fimes
Specify a Substitute:
Check Daily Availability
Checkthe Do Not Use List
Check if Registered

Allow only if job loeation is in profile

D08 E

Allawr anly if job classification iz in profile
Joh Cancellation:
Allow Assigned Job Cancellation
Telephone Access: Mot sppticahis to Browser Access)
Maximurn # of seconds 1o record voice instructions: |30
[0  Assign Jobs to Answering Machine

Holiday Rule Lists:
Before Holiday Wark Status

0 ‘Work Days Before Holiday Start Date
After Holiday Waork Status
0 Work Days After Holiday End Date

The following table describes each parameter and provides information on how SmartFindExpress operates if the
parameter is enabled (box checked) or disabled (box unchecked). It also provides information on the proper values
to enter for the optimal functioning of your system.

selected reasons

PARAMETER DESCRIPTION/ACTION
Job Approval:
Require for Enabling this parameter turns on the Absence Approval feature.

# of hours before
job start for
approval request

The value entered in this field determines the number of hours before a job starts that
an approval request can be entered into the system. The system will not allow the
request to be entered if the job start time is less than the number of hours configured in
this parameter. When an absence request is denied due to this parameter setting, the
system sends an email to the administrator and to the employee.
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Allow pending If checked, callout on jobs that are pending approval is allowed. Jobs can go into callout
requests to be before the absence request has been approved.
filled

When this parameter is enabled:

. The substitute assigned to the absence is not available for other jobs.

. If the absence request is DENIED before the job starts, the job is automatically
cancelled by the system and the substitute receives an assignment
cancellation email and SCAN call.

. If the absence is still PENDING at job start time, the job is not automatically
cancelled by the system; however an administrator can manually cancel the
job. The job goes into Finished status, with an “approval pending” status. The
job can still have an assigned substitute in this case if the district was allowing
jobs to be filled before approval.

Skip approval If enabled, the approval process is skipped if the Administrator that approves requests
process if creates an absence for an employee.

Administrator that
approves requests
creates absence
for an employee
Skip approval If enabled, the approval process is skipped if the Administrator that approves requests
process if creates their own absence.

Administrator that
approves requests
creates their own
absence

Job Creation:

# of Days Before This parameter controls when employees, administrators, and operators can report a
Starting, that Jobs job. The job cannot have a start date that is farther in the future than the number of days
in this field. The end date of the job is not checked by this parameter. The maximum
number that can be entered is 365 days.

can be Reported

This field has no impact on when the system begins to place calls to substitutes for the
job. The Start Calling on Jobs__Days Before it Starts parameter controls when
SmartFindExpress begins to place calls for a job.

Ask if a Substitute This parameter determines if the system should ask, each time an absence is reported,

is Required whether a substitute is required for the absence. If this feature is enabled, absences that
do not require a substitute can be reported for classifications that normally require a
substitute to be found. If this box is not checked, the prompt is not played or shown and
the system assumes that all absences require substitutes. Employees with a classification
that never requires a substitute are exempt from this parameter.

Allow Separate This parameter disables the requirement of having both the absence and substitute
Absence and times be the same when creating or modifying a job. If enabled, the job will have only

Substitute Times one set of times that apply to both the employee and substitute.
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Specify a Substitute:

Check Daily
Availability

This parameter determines if the profile of a requested substitute is checked by the
system to see if that substitute is available for the job. A check in this box directs the
system to check the substitute’s profile and prevent that substitute from being
requested if unavailable. If the parameter is enabled and a substitute is unavailable, the
system will indicate that the substitute cannot be requested because the substitute is
unavailable during the time of the job. If this box is not checked, a substitute can be
requested despite being unavailable for the job.

Check the Do Not
Use List

This parameter determines if the Do Not Use list is checked when a substitute is
specified. This applies to job creation by an employee, administrator, or operator. A
check in this box indicates that the system will check the Do Not Use list and prevent the
caller from requesting a substitute that is on a location’s Do Not Use list.

In addition, the DNU restriction applies to searches conducted on the Substitute Profile
Inquiry page and on the following Substitute reports: Substitute Detail, Substitute List,
Substitute Statistics and Substitute Labels.

Check if Registered

If this parameter is checked, a substitute can be specified only if registered in the system.

If the substitute is not registered, they cannot be specified.

Allow only if Job
Locationis in
Profile

If this parameter is checked, substitutes can be specified only if they have the job
location in their profile as a work location. In the browser, and if the Name Lookup
button is pressed; only substitutes that meet this restriction will be displayed. If this
parameter is not checked, all substitutes can be specified regardless of their location
setup.

Allow only if Job
Classification is in
Profile

If this parameter is checked, substitutes can be specified only if they have the job
classification in their profile. In the browser, and if the Name Lookup button is pressed;
only substitutes that meet this restriction will be displayed. If this parameter is not
checked, all substitutes can be specified regardless of their classification setup.

Job Cancellation:

Allow Assigned Job
Cancellation

This parameter allows employees, administrators, and operators to cancel jobs that have
a substitute assigned. A check in this box allows job cancellation. If jobs are not yet
assigned to a substitute, they can be cancelled regardless of the setting of this
parameter.
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Telephone Access: (Not applicable to Browser Access)

Maximum # of
Seconds to Record
Voice Instructions

This parameter indicates the maximum number of seconds that voice instructions
can be recorded. The instructions are played to substitutes that are offered the job
and to administrators and operators that are reviewing jobs. These instructions
provide general job information to substitutes. Voice instructions should not be
used to leave messages for a particular substitute. The maximum recording time is
240 seconds (four minutes).

It is recommended that your recording is no longer than 30 seconds because the
longer the message, the longer the job description, which is played each time that
the job is offered to a substitute. This can dramatically impact the number of calls
that can be made on a job in a given amount of time.

When complicated instructions are required, the caller reporting the absence
should direct the substitute to an alternative way to receive instructions.

Assign Jobs to
Answering
Machine

If this parameter is checked, when the system calls a substitute for a job and
detects that there is an answering machine, it will treat the call as an “Accept” and
assign the substitute to the job. When the substitute determines that they have
been called, the substitute can call the system or use the browser to access the
jobs to which they have been assigned.

When this parameter is enabled, a checkbox displays on the Substitute profile,
Optional Information tab. When checked, the substitute can be assigned to jobs by
leaving a message on their answering machine. Operators and administrators can
update this checkbox if their profile has Modify Profile enabled. New profiles have
this checkbox disabled.

Holiday Rule Lists

Note: This feature allows substitutes that work during the “before holiday” period to receive preference for
jobs during the “after holiday” period. The preference order is determined by the list setup in the Search
Rules. This feature is enabled by entering a value in both the before and after holiday work status fields. The
holiday period is defined in the “All Locations” calendar.

Before Holiday
Work Status

__Work Days
Before Holiday
Start Date

Enter the number of workdays prior to the holiday start date that special holiday
processing rules will apply. This is a two-digit field. The default is blank or zero. This
feature allows for substitutes who work during the defined “before holiday” period
to receive preference for jobs that fall after the holiday. The system calculates the
“before holiday” workdays using the number entered in this field. On the calendar,
these workdays are labeled “Before Status.”

Note: If both Holiday Rule Lists parameters are left blank, the Use Holiday
Preferred List checkbox will not display on the Calendar or on Search Rule screens.

Note: When a value is changed for this parameter, the system will display a
confirmation message. Click “Yes” to confirm and save the changes made.
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After Holiday Work
Status

__Work Days After
Holiday End Date

Enter the number of workdays after the holiday end date that special holiday
processing rules will apply. This is a two-digit field. The default is blank or zero.
Substitutes who worked during the “before holiday” period are given “after
holiday” preferred status for jobs. The system calculates the “after holiday”
workdays using the number entered in this field. On the calendar, these workdays
are labeled “After Status.”

Note: /f both Holiday Rule Lists parameters are left blank, the Use Holiday
Preferred List checkbox will not display on Calendar or on Search Rule screens.

Note: When a value is changed for this parameter, the system will display a
confirmation message. Click “Yes” to confirm and save the changes made.
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Telephone Parameters

The Parameters: Telephone page collects information on telephone call parameters. After entering telephone
parameters, click Save.

[ poramters: Totsnane |

Maximum # of calls before unfilled:  |9999
# of Calls perjob before Pausing calling: |5
# of Substitutes Searched before Pausing calling: |30
# Retries for Invalid Entry (0-5). |3
# of Qut-bound Rings before Hang-up (1-10). |7

# of In-bound Rings before Answer (1-3):

pry

Time to wait for a key press before invalid (1-10):
Time to detect a Hang-up (1-10):
Time to wait between Hang-up and new calls (0-10):

Time for Tone length when dialing (1-15):

o e

Time between digits when dialing (1-20):

V¥ Allow 11-digit Telephone Numbers

Dialing suffix used with 11-digit dialing:

[ allow 10-digit Telephone Numbers

Home Area Code: ™ Include Home Area Code when dialing 10-digits
™ Allow 7-digit Telephone Mumbers

™ pial emergency contact when a CP is not working (Fer systems with multiple CF's)
V' Checkif substitute is on a call

The minimum number of digits that must be entered to identify the codes are:

Locations: |6 Reasons: |3
Classifications: |3 Calendar. |3

The following table describes each parameter and provides information on how SmartFindExpress operates if the
parameter is enabled (box checked) or disabled (box unchecked). It also provides information on the proper values

to enter for the optimal functioning of your system.

PARAMETER DESCRIPTION/ACTION

Maximum # of Calls Jobs go Unfilled when one of the following conditions occur:

before Unfilled
o Calling has completed all steps in the search rule

o The parameter setting for the percentage after the start time before
jobs go unfilled has been exceeded and no substitute has been
assigned to the job.

This parameter sets a limit on how many calls the system will make on a job
before changing the status to Not Filled regardless of which step the calls are in.
Once this limit is reached, the job cannot be opened for callout.

If SmartFindExpress is hosted by eSchool Solutions as a service, this field is not
updateable.
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# of Jobs before This parameter controls the number of call attempts the system will make on a

Pausing Calling

given open job before pausing callout on that job to allow callout on other jobs.
Enter the number of attempts from 1 through 9999 that the system should
make. When all open jobs have been paused, paused jobs are automatically un-
paused and callout is resumed.

It is recommended that the value entered be in the range of 3 to 7 call attempts.
If substitutes readily accept jobs, higher numbers work well because that
number of calls will rarely be made for a particular job. If many calls result in a
failure to reach substitutes, lower numbers should be used to allow the system
to address more jobs.

Note: This parameter works in conjunction with the “# of Substitutes Searched
before Pausing Calling” setting. Jobs are paused when the value entered in either
of these two fields is reached.

# of Substitutes
Searched before
Pausing Calling

This parameter controls the maximum number of substitutes from 1 through
9999 that the system will consider calling for a job before pausing callout on
that job to allow callout on other jobs. The system keeps a count of all
substitutes it has been unable to call for a given job. When it finds a substitute it
can attempt to call, the system starts the count over. If the count reaches the
number in this field, SmartFindExpress automatically pauses callout on the job
and looks for another open job. When all open jobs have been paused, paused
jobs are automatically un-paused and callout resumes.

It is recommended that the value entered be in the range of 20 to 50
substitutes. The recommended number depends on the size of your substitute
database. If many substitutes are expired, unavailable, or are not registered,
higher numbers work better. If most substitutes are frequently available, are not
expired, and are registered, lower numbers are suggested.

Note: This parameter works in conjunction with the “# of Jobs before Pausing
Calling” setting. Jobs are paused when the value entered in either of these two
fields is reached.

# of Retries for Invalid
Entry (0-5)

If the IVR detects an invalid entry response from the person on the telephone,
the number indicated by this parameter is the number of times the person can
enter invalid data before the system disconnects. Three attempts is the default.
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# of Outbound Rings
before Hangup (0-10)

This parameter specifies the number of out-bound rings the system will allow
before it hangs up on an outgoing call. The default is four rings.

# of Inbound Rings
before Answer (1-3)

This parameter specifies the number of in-bound rings the system will allow
before it answers the call. One is the default.

# Time to Wait for a
Key Press before Invalid
(1-10)

This parameter specifies the amount of time that the system will wait for a key
press before the call is determined to be invalid. Ten seconds is the default.

Time to Detect a
Hangup (1-10)

This parameter specifies the time the system waits before determining that a
call was a hang-up. One hundred milliseconds (or 1) is the default.

Time to Wait between
Hangup and New Calls
(0-10)

This parameter specifies the number of seconds the system will wait between
validating a hang-up and placing a new call. Zero is the default.

Time for Tone Length
when Dialing (1-15)

If the system is dialing too fast, this parameter allows the Tone length to be
specified. Five is the default. The measurement is in milliseconds.

Time between Digits
When Dialing (1-20)

If the system is dialing too fast, this parameter defines the time between dialing
each digit that the system should wait. Ten is the default. The measurement is in
milliseconds.

Allow 11-digit
Telephone Numbers

A check in this box indicates that the system can call substitutes whose callback
number has eleven digits, such as long distance numbers.

Dialing suffix used with
11-digit Dialing

This parameter is used to enter access codes or a PIN needed for dialing long
distance numbers. If any digits appear in this field, they will be dialed after the
11-digit telephone number. If this feature is used, commas may need to be
placed prior to the digits to indicate a pause. Each comma represents a two-

second pause. For example, “,,,123” will result in an eight-second pause before
dialing 123.

Allow 10-digit
Telephone Numbers

A check in this box indicates that the system can call substitutes whose callback
number has only ten digits, such as numbers that must have the area code, but
are not long distance.

Home Area Code

This parameter identifies the area code of the system phone number. This field
is used in conjunction with the Include Home Area Code feature and applies only
to 10-digit telephone numbers. There must be an area code in the “Home Area
Code” field in order to use this feature.

Include Home Area
Code when Dialing 10
Digits

This parameter indicates if the system includes the “home area code” when
dialing 10-digit callback numbers that contain that area code. A check in this box
tells SmartFindExpress to use all ten digits when dialing. If unchecked, the
system will only dial the last seven digits of 10-digit numbers with the same area
code as the Home Area Code field.

Allow 7-Digit
Telephone Numbers

A check in this box indicates that the system can call substitutes whose callback
number has only seven digits.
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Dial emergency contact
when a CP is not
working

(For systems with
multiple CPs)

If enabled, the call processor will dial the number of the emergency contact
defined in the Administrator profile.

System configurations with a single call processor or server will not use this
feature because when that call processor is down, no other call processor is
available to place the notification call.

Check if Substitute is on
a Call

If enabled, then before making a call to a substitute, the system checks to see if
the substitute’s access ID is already fully logged into the IVR system. If yes, the
system will not make a call, nor will it update the telephone monitor. If no, the
telephone monitor display is updated to indicate that the substitute is being
called.

The minimum number of digits that must be entered to identify the codes are:

Locations

The minimum number of keys that must be pressed when a location code is
entered on the telephone.

Classifications

The minimum number of keys that must be pressed when a classification code is
entered on the telephone.

Reasons The minimum number of keys that must be pressed when a reason code is
entered on the telephone.
Calendar The minimum number of keys that must be pressed when a calendar code is

entered on the telephone.
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Administrator Parameters

The Parameters: Administrator page collects information that determines what will be included on the job

summary verbal reports that location administrators hear when they call the system. After entering Administrator

parameters, click Save.

Parameters: Administrator

General:

Telephone Access: (Nof applicable to Browser Acceas)

Browser Access; (Not spplicable to Telephone Access)

=

[0 Werify Finished Jobs
Allow Vacancy Creation

Play Job Number

[0 PlayJob Classification
[0 Play Substitute ID

Play Substitute Mame
Flay Employee Name
Play Reason Name

[] FPlayBudget Code

Play Special Instructions

Stop/Reopen Jobs

Create Finished Jobs

Update Finished Jobs

Update Verified Jobs

View Employee ID

View Substitute ID

[ Allow Profile Export (When enabled, Administrators can view profile PINs)
Wiew Substitute Telephone Mumber

Allow Specifying a Substitute by name

The following table describes each parameter and provides information on how SmartFindExpress operates if the
parameter is enabled (box checked) or disabled (box unchecked).

PARAMETER

DESCRIPTION/ACTION

General:

Verify Finished Jobs

If this parameter is checked, location administrators can view and verify
finished jobs. Jobs are verified from the list of jobs (where a page of jobs
can be verified), the job modification screen, or on the telephone. If this
parameter is not checked, jobs cannot be verified and references to this
option are not displayed or heard.

Allow Vacancy Creation

This parameter indicates if administrators can report jobs for which no
employee is absent, but a substitute is needed. A check in this box allows
administrators to report vacancies for their location(s) only.

Telephone Access: (Not applica

ble to Browser Access)

Play Job Number

The job number for each job is played first.

Play Job Classification

The classification of the job is played.
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DESCRIPTION/ACTION

Play Substitute ID

The substitute’s Access ID is played.

Play Substitute Name

The recording of the assigned substitute’s name is played. If a name is
not played, the job is still open. Open jobs are played first. When an
administrator hears the assigned substitute’s name or “no substitute
required,” this indicates that all other jobs that will be heard are filled.

Play Employee Name

The recording of the absentee’s name is played.

Play Reason Name

The reason for the absence or vacancy is played.

Play Budget Code

The budget code that was entered when the absence or vacancy was
created is played.

Play Special Instructions

The voice recording made by the caller who reported the job is played.
The length of this recording will vary. A maximum limit is set for all
special instructions on the Jobs tab.

Browser Access: (Not applicable

to Telephone Access)

Stop/Re-open Jobs

If this parameter is checked, administrators can view and use the Stop
and Re-Open buttons on job modification for Open and Stopped jobs.
Stopping a job will stop the IVR from any further callout on the jobs. Re-
open will resume callout.

If this feature is not checked, the Stop and Re-open buttons are not
displayed.

Create Finished Jobs

If this parameter is checked, administrators can create finished jobs. If
this feature is not checked and an administrator tries to create a finished
job, an error message will display. A finished job is a job after the
absence has occurred, for example, entering an absence for yesterday.

Note: Operators can backdate jobs regardless of the administrator
setting for this parameter.

Update Finished Jobs

If this parameter is checked, administrators can modify the reason,
schedule, budget code, and assigned substitute information on a finished
job. If this parameter is not checked, the Update and Verify buttons will
not be visible on the Job Modification screen.

Update Verified Jobs

If this parameter is checked, administrators are able to modify jobs in
the ‘Verified’ status without having to contact the system
administrator/operator to make the changes.
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DESCRIPTION/ACTION

View Employee ID

If this parameter is checked, the employee ID is displayed throughout
the Administrator module. This will also include the External ID and PIN if
allowing the administrator to view employee profiles (set up on
individual administrator profiles).

If this parameter is not checked, the employee ID cannot be entered and
is not displayed in the Administrator module. To search for an employee,
the Name Lookup button must be used.

If the access ID of the employee contains a SSN or SIN, this feature can
be used to protect the privacy and confidentiality of this information.

View Substitute ID

If this parameter is checked, the substitute ID is displayed throughout
the Administrator module. If this parameter is not checked, the
substitute ID cannot be entered and is not displayed in the administrator
module. To search for a substitute, the Name Lookup button must be
used. If the access ID of the substitute contains a SSN or SIN, this feature
can be used to protect the privacy and confidentiality of this
information.

Allow Profile Export

If this parameter is checked, administrators can view the profile PINS of
employees, substitutes and other administrator profiles at their location
via the exports. If this parameter is disabled, the Export button does not
display on the Employee or Substitute Profile Inquiry pages.

View Substitute Telephone
Number

If this parameter is checked, the telephone number of substitute is
displayed throughout the Administrator module. If this parameter is not
checked, the telephone number is not displayed.

This feature can be used to protect the privacy and confidentiality of the
substitute’s telephone number.

Note: If the View option for Substitute Profiles is enabled on the
individual administrator profile and a number is in the Telephone
Number field, it will be visible to the administrator even if this parameter
is disabled.

Allow Specifying a Substitute
by Name

If this parameter is checked, the Administrator can specify a substitute
by name. The Name Lookup button is visible if this option is enabled for
the Administrator on the Menu Access screen. If the Name Lookup
button is not accessible and substitutes can be specified, their Access ID
must be entered.
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Employee Parameters

The Parameters: Employee page collects information on global parameter settings for employees. After selecting
the employee parameters, click Save.

Can cancel an absence up until 00:00

Telephone Access: Vot 3aplicable fo Bowser Access)

Browser Access: (ot 3oplicasle to Telephore Access)

Parameters: Emplovee

General:

(HH:hihdy hiefore it starts

Play Substitute ID during Job Review
Yiew Substitute Telephone Mumber
Allowe Specifying a Substitute by name

[ wiewReason Balances

The following table describes each parameter and provides information on how SmartFindExpress operates if the
parameter is enabled (box checked) or disabled (box unchecked). It also provides information on the proper values
to enter for the optimal functioning of your system.

PARAMETER

DESCRIPTION/ACTION

General:

Can Cancel an Absence up
until__ Before it Starts

Employees can cancel an absence up until the time indicated by this parameter. It
is entered as hours and minutes before the job starts. When this parameter is
met, the employee cannot cancel a job and must call the system operator or
administrator. If this field is left blank, or contains zeros, jobs can be cancelled up
until the start time of the job.

Telephone Access: (Not applicable to Browser Access)

Play Substitute ID during Job
Review

This parameter determines if the substitute’s Access ID is played to the absentee
employee when the employee calls the system to hear who is assigned to their
absences. If the box is checked, employees will hear the substitute’s ID.

Browser Access: (Not applicable to Telephone Access)

View Substitute Telephone
Number

If this parameter is checked, telephone numbers will display on the Substitute
Name Lookup list on the Job Creation screen in the Employee module. If this
parameter is not checked, telephone numbers will not display.

This feature can be used to protect the privacy and confidentiality of the
substitute’s telephone number.

Allow Specifying a Substitute
by Name

This parameter controls whether the Name Lookup button is visible to
employees. If the Name Lookup button is not visible and substitutes can be
specified, their Access ID must be entered.

View Reason Balances

This parameter controls whether an employee can view their reason balances on
the web. If enabled, a Reasons Balances tab will display in the Employee module.
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Substitute Parameters

The Parameters: Substitute page collects information on global parameter settings for substitutes. After entering
substitute parameters, click Save.

Parameters: Substitute

General:

Allow Assignments to be Canceled
Length of time before a job starts that it can be canceled: [00:00 |
Require a Reason for Canceling an assignment

20O

Other Assignments are not allowed if cancellation is the day of the assignment
Notify Substitutes of Assignment Cancellation (SCAN Calling)

© Mo Notification

@ Immediately during callout, then every| 60 » minutes

Require a Reason for Declining an assignment

Allow Daily Availability to be Modified

Restrict Available Jobs based on Daily Availability

Restrict Substitutes to Maximum Work Units

Allow Access to Available Jobs

OEEOEO

Restrict Available Jobs to Specified Substitutes

Call Specified Substitutes every | 60 » | minutes

=

Allow Calling times to be modified
Waximum # of hours to allow for Temporary Do Not Call: 2400 |
WMaximum # of Declines before Disqualified today. |0
Hours Restrictor:
[ setmaximum hours per day to |8:00 {HH:MM)
Set maximum hours per week to 23:59 {HHH:MM
[0 setmadmum hours per month to [0:00 HHH: MW
Telephone Access: (Not spplicsble to Browser Access)
Allow Specified Substitutes to Skip Jobs
Time to Start Future Jobs Review: [12:01AM |k an
Waximum # of Jobs offered during AM Calling Period: |0 (0~ 33 where O iz egual fo OFF)
Waximum # of Hang-ups before Disqualified: |0 (0 - 839 where 0 is equal fo OFF)
Waximum # of No Answers before Disqualified: 0 (0~ 33 where 0 is equal to OFF)
Maximum # of Operator Intercepts before Disqualified o (0 - 99 where 0 iz equal to OFA
Browser Access: (Nof sppiicabie fo Telephone Access)
Allow Location Review
Allow Location Modify
Allow Classification Review
Allow Classification Modify
Allow Verified Status Review

Allow Email Address Update

E!DDDDD

The following table describes each parameter and provides information on how SmartFindExpress operates if the
parameter is enabled (box checked) or disabled (box unchecked). It also provides information on the proper values
to enter for the optimal functioning of your system.

PARAMETER

DESCRIPTION/ACTION

General:

Cancelled

Allow Assignments to be

to a job, provided the job has not yet started.

system operator can cancel the assignment.

This parameter determines if a substitute may call in and cancel their assignment

Consequences of canceling an assignment depend on other parameters. For
example, if Ask the Reason for Canceling is enabled, the substitute is prompted to
provide a reason for the cancellation for data collection purposes. Also, if Other
Assignments are not allowed if cancellation is the day of the assignment is
enabled, the substitute will not be able to work any other job on that day if the
assignment was cancelled on the day of the job. Once a job has started, only the

May 2014

eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute

272



SmartFindExpress System Administrator User Guide
Release 2.5

Parameters Menu
Substitute

Parameter

Description/Action

Length of Time Before a Job
Starts that it can be Cancelled

Substitutes can cancel a job up until the time indicated by this parameter. Once
this time is reached, the substitute cannot cancel a job. If no value is entered, or
the field contains zeros, jobs can be cancelled up until the start time of the job.

The open portion of multiple-day jobs can also be cancelled when some of the job
days have already been finished if this parameter is set to 00:00.

Require a Reason for
Canceling an Assignment

This parameter requires substitutes to enter a valid reason when they access the
system to cancel an assignment to a job. A check in this box enables this feature.
These reasons are used for data collection purposes. The menu of possible
Decline/Cancellation reasons must also be set up if this feature is enabled.

Other Assignments are not
Allowed if Cancellation is the
Day of the Assignment

This parameter determines if the system will allow a substitute to cancel an
assignment on the day of the job and then later accept another job on the same
day. A check in this box indicates that a substitute who cancels a job assignment
should be automatically disqualified for all other jobs that day. A substitute who
cancels a multiple-day job assignment on a day of the job is disqualified from being
offered other jobs for only the day that they cancelled. If this field is not checked, a
substitute who cancels a job assignment can accept another job for that day.

Note: This parameter controls the system calling and offering
assignments; it does not prevent the substitute from being assigned by an
administrator or from being specified or pre-arranged for an assignment
on that day.

Notify Substitutes of
Assignment Cancellation
(SCAN [Substitute
Cancellation Notification]
calling)

When a job assignment is cancelled, the system will ask the person canceling to
notify or not notify the substitute to advise them of the change. Assignment
cancellations can occur if the job is reassigned to another substitute, or if the
entire job is cancelled.

The notification option provides for SCAN calls to be placed immediately during
callout times, with the system placing subsequent calls every 30, 45 or 60 minutes.
If a job is cancelled during non-callout times, the SCAN call is made at start of
callout.

If the “No Notification” option is chosen, the system will not place a call to the
substitute to advise them of the assignment cancellation.

Require a Reason for Declining
an Assignment

This parameter requires substitutes to enter a valid reason when they decline a
job. A check in this box enables the feature. These reasons are used for data
collection purposes. The system does not use decline reasons when determining
which substitute to call for a job. The menu of possible Decline/Cancellation
reasons must also be set up if this feature is enabled.

Allow Daily Availability to be
Modified

This parameter determines if substitutes may hear, view or modify the contents of
the Daily Availability fields in their profile. If this parameter is enabled, substitutes
can indicate the days and times they can work. If this parameter is not checked,
substitutes cannot maintain this information.

Restrict Available Jobs based
on Daily Availability

This parameter controls whether job shopping should consider the daily
availability of the substitute while filtering jobs for the substitute on the
web/IVR/mobile. If unchecked, job shopping does not restrict based on the
substitute Schedule.
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Restrict Substitutes to This parameter limits each substitute to working no more than the number of
Maximum Work Units work units indicated in the Maximum Number of Work Units field in their profile.

Each substitute may have a separate limit. A value of zero (0) in this field on the
substitute profile indicates that this parameter does not apply to the substitute. In
this case, the substitute will not be restricted from jobs due to work units. A check
in this box directs the system to use the Maximum Number of Work Units field in
the profile. If this box is not checked, this feature is disabled regardless of what is
entered on the profile.

When a substitute has worked the allowable work units, the system will not offer
any more jobs to that substitute. If the duration of a particular job would cause the
substitute to exceed (not merely to reach) their limit, it will not offer that job to
the substitute and will not allow the person who reports such an absence to
request that substitute.

Work units can be manually assigned on the Optional Information screen or can be
assigned to all substitutes via the Set Maximum Work Units option on the Tools
menu. This option is typically performed each year, before the start of the school
year.

Allow Access to Available Jobs | This parameter determines if substitutes who access the system can hear or view
available jobs. The list of available jobs changes as other substitutes accept
assignments and as jobs are being created. Jobs can be heard or viewed by
substitutes if:

e They are Active, Registered, Not Expired and Available for new jobs

o They are specified for the job

e They are on the same list and level that the telephone (IVR) s currently

calling.

Note: A substitute’s daily availability or periods of unavailability are not considered
when the substitute checks for open jobs.

Restrict Available Jobs to This parameter allows jobs to be offered or viewed only by substitutes who are
Specified Substitutes specified or requested for the job. This parameter applies only when substitutes
call or log into the system. If this box is checked, only jobs they are specified will be
displayed or heard.

Call Specified Substitutes This parameter enables you to choose how often the system makes calls to
Every__Minutes specified substitutes to offer them jobs. The frequency of these calls can be set to
every 30, 45, or 60 minutes.

Job offer calls to specified substitutes are made immediately when the
specification occurs during callout times. If a substitute is specified during non-
callout times, the specified offer call is made at start of callout.

Allow Calling times to be This parameter indicates if substitutes can modify the times they do not want to
Modified be called by the system for jobs. If enabled, fields that allow the substitute to
specify the times that they do not want to be called will be visible on the Schedule
screen of their profile.
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Maximum # of Hours to Allow | This parameter allows substitutes to specify a temporary Do Not Call period. When
for Temporary Do Not Call using the temporary Do Not Call option, a substitute can enter a specific time
sooner than this timeframe for calls to resume. The default time is entered in this
field in hours. Entering a zero value in this field deactivates this feature and does
not allow the substitute to set a Do Not Call period. However, when a Do Not Call
period is set, substitutes can hear and view job offers. The maximum time that can
be entered 24 hours.

It is recommended that the maximum number of hours be only long enough to
prevent the system from calling a substitute again during a single callout period.

Maximum # of Declines This parameter determines the maximum number of times (from 1 to 99) that
before Disqualified Today substitutes can decline jobs during morning callout. When a substitute declines the
number of job offers indicated by this parameter during morning callout, that
substitute is disqualified for the remainder of the callout for that day’s jobs. To
disable this feature, enter zero. If zero is entered, a substitute will not be
disqualified based on this parameter. Substitutes can decline jobs in the browser
and on the telephone.

It is recommended that a range between three and five be entered. In most cases,
substitutes decline during morning callout due to illness or other obligations rather
than because they are not interested in working a particular job that day.
Therefore, a low number is adequate to prevent calls to substitutes who are
unable or do not want to work that day. This prevents blocking a substitute who
does wish to work that day, but is being selective about which job to accept.

When reopening hard to fill jobs, you may increase this number and the settings
for maximum hang-ups and no answers to give the system additional opportunities
to find substitutes for those positions. Increasing the number by two (2) is
recommended in this situation. After callout has ended, reset the numbers to their
normal settings.

Hours Restrictor:
Set maximum hours per day This parameter specifies the maximum number of hours per day that a substitute
to: can work. A substitute can no longer be assigned to jobs once the maximum
number of work hours for the day is reached. Exemptions from work hour
restrictions can be set on individual substitute profiles.

Set maximum hours per week | This parameter specifies the maximum number of hours per week that a substitute
to: can work. A substitute can no longer be assigned to jobs once the maximum
number of work hours for the week is reached. Exemptions from work hour
restrictions can be set on individual substitute profiles.

Set maximum hours per This parameter specifies the maximum number of hours per month that a

month to: substitute can work. A substitute can no longer be assigned to jobs once the
maximum number of work hours for the month is reached. Exemptions from work
hour restrictions can be set on individual substitute profiles.
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PARAMETER

DESCRIPTION/ACTION

Telephone Access: (Not applica

ble to Browser Access)

Allow Specified Substitutes to
Skip Jobs

This parameter determines if substitutes who are specified for a job can
bypass accepting or declining the job. If this parameter is unchecked, a
substitute must decide upon hearing only the first job whether to accept
or decline the job.

A check in this box allows substitutes specified for jobs to skip to hear
other job offers without making a decision on the skipped job(s).

Time to Start Future Jobs
Review

NOTE: This option is also applicable to Browser access.

On the IVR and Web, when the time entered for this parameter is
reached, the system begins to offer/display open jobs for a future date if
the substitute qualifies for the job.

When substitutes review open jobs on the Web prior to the time
specified in this parameter, the system displays jobs for the current day
only, if they qualify for the job and have the job location in their profile.
(For specified substitutes, location does not matter.)

NOTE: If a substitute qualifies for a job through the General

Classification or Any Substitute lists, they will not see the job

displayed on the web if they do not have the job location in
their profile; however, they may still be called for the job during
callout.

On the Substitute web page for Available Jobs, the

“Search From” and “Search To” are both set to today’s date and cannot
be changed prior to the time entered for this parameter is reached. The
“Search From” field defaults to the current date and “Search To” defaults
to tomorrow’s date with both dates editable after the parameter time is
reached.

It is recommended that a time close to the completion of morning
callout be entered to minimize the use of the telephone lines during
peak calling times.

Maximum # of Jobs Offered
During AM Calling Period

(0-99 where 0 is equal to OFF)

This parameter determines the maximum number of jobs the system can
offer when a substitute calls the system during morning callout. This
parameter prevents incoming lines, needed to report absences and
vacancies for that day, from being monopolized by substitutes. This
number does not guarantee that the substitute will be offered the
maximum number of jobs. All jobs played will be for the current day
unless it is past the time entered in the “Time to Start Future Jobs
Review” field. If the value entered is zero, the system can play all open
jobs that have reached or passed a list that contains the substitute. Open
jobs are also offered to substitutes in the browser, using the same
method with no limitation on the number of jobs that can be viewed.
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Maximum # of Hang-ups
before Disqualified

(0-99 where 0 is equal to OFF)

This parameter determines the maximum number of times that calls to a
substitute can result in the disposition of “Hang-up” during morning
callout. A “hang-up” occurs when the telephone line is answered, a PIN is
entered, and a hang-up is detected before an action is recorded. When
calls to a substitute reach the number entered in this field during morning
callout, the substitute is disqualified for the remainder of that day’s
callout for jobs. To disable this feature, enter zero. If zero is entered, the
system will not disqualify substitutes based on this parameter.

Maximum # of No Answers
before Disqualified

(0-99 where 0 is equal to OFF)

This parameter determines the maximum number of times that calls to a
substitute can result in the disposition of “No Answer” during morning
callout. When calls to a substitute result in the maximum number of “No
Answers” during morning callout, the substitute is disqualified for the
remainder of that day’s callout for jobs. To disable this feature, enter
zero. If zero is entered, the system will not disqualify substitutes based on
this parameter.

Maximum # of Operator
Intercepts before Disqualified

(0-99 where 0 is equal to OFF)

If the IVR detects an operator intercept, the number indicated by this
parameter is the number of times the call will be re-tried before the
substitute is disqualified for the remainder of the callout for the current
day. This parameter prevents continuous attempts to contact substitutes
with an invalid or out of service phone number. The count for the
substitute is reset for the next morning callout.

To disable this feature, enter zero. If zero is entered, the system will not
disqualify substitutes based on this parameter.

Browser Access (Not applicable

to Telephone Access)

Allow Location Review

This parameter controls whether substitutes can view the locations in
their profile. If checked, a Locations screen will be included in the
substitute’s profile. Viewing locations allows substitutes to confirm that
their locations were correctly entered into the system.

Allow Location Modify

This parameter controls whether substitutes can modify locations in their
profile. If checked, substitutes can add new locations to their profile and
delete locations from the Location List in their profile.

Allow Classification Review

This parameter controls whether substitutes can view the classifications in
their profile. If checked, a Classifications screen will be included in the
substitute’s profile. Viewing classifications allows substitutes to confirm
that their classifications were correctly entered into the system.

Allow Classification Modify

This parameter controls whether substitutes can modify classifications in
their profile. If checked, substitutes can add new classifications to their
profile and delete classifications from the Classifications List in their
profile.

Allow Verified Status Review

When the “Allow Verified Status Review” parameter is enabled,
substitutes are able to view on the web whether their finished jobs are in
a “Verified” state. An indicator will display on the substitute’s Review
Assignments page for jobs that are in a “Verified” state.

Allow Email Address Update

This parameter controls whether a substitute can modify the email
address in their profile. If checked, substitutes can change the email
address in their profile from the Profile, Update Email page.
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Email Parameters

The system can be configured to automatically send emails to employees, substitutes, administrators and
operators to provide notification on jobs, substitute assignments, profile expirations, absence approval requests
and reason balance threshold alerts.

Parameters: Emails

Empl i inistrator  Operatol
Jobs
Job creation notice
Job modification notice
Job cancellation notice
Sub Assignments
Assignment notice
Assignment cancellation
Rermind sub | days before assignment
*lalid values e 1-99 aad O for o marimder
Profile Expirations
Profile Expiration Motice O O

Motify |0 days hefore profile expiration
*lalid values am 1-99 aad O for o expimtion rotice

Reason Balances
Alert Threshold O O (]

Email Fregquency
@ oOnce after exceeding threshald
(@] Every time after threshold exceeded

Parameter Description

Jobs Employee can receive automatic emails when jobs are created, modified, or cancelled.
Location administrators can receive emails when jobs are created and/or modified for
their location.

Substitute Assignments Administrators and employees can receive email notification when a substitute
accepts an assighment and also when a substitute cancels the job after accepting.

Substitutes can receive automatic emails for job assignments, assignment
cancellations, and assignment reminders. The “Remind sub__days before assignment”
option is used to set up assignment reminders. A value between 1 and 99 must be
entered for the field to be active. Days are based on the Gregorian calendar, not the
school calendar or business days. For multi-day jobs, the first date of the assignment is
used as the basis for sending the email reminder. Emails contain data about the event,
such as job number, substitute name, job location, classification and job start and end
dates.

Profile Expirations Administrators can generate profile expiration alerts to notify employees and
substitutes of pending profile expirations. If a person happens to have both roles and if
both profiles expire on the same day, separate emails are sent for each role to that
person.
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Description

Absence Approval

Employees and administrators can receive automatic emails on the status of absence
approval requests in the system. An email can be sent to the employee and
administrator when an absence approval request is submitted in the system.
Employees can also receive email notification when an absence approval request
passes an approval level (partially approved) and when a request is approved or
denied.

Reason Balances

Administrators can configure reason balance threshold alerts to automatically send
notifications to employees, administrators and operators when a reason’s usage
threshold is reached/exceeded. The email alerts can be sent once after the threshold
is exceeded, or each time the threshold is exceeded. The email notification is sent to
the location administrators and operators.
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Telephone Menu
The Telephone menu provides access to the following Telephone features:
e Telephone Lines

e Telephone Monitor
e Telephone Voicing

Feature Description

Telephone Lines Configure incoming and outgoing lines and set daily callout times,
dialing prefixes and shutdown periods for the telephone lines.

Telephone Monitor | Monitor activity on all of the configured telephone lines in real-
time.

Telephone Voicing Record voicings for codes that must be played over the telephone

Telephone Line Control

Telephone line control plays an integral role in the functionality of the system. It allows you to determine when
calls are made to substitutes.

Each telephone line is set up during implementation of your system as incoming or outgoing. This setup
determines which telephone lines are available for absence reporting and substitute callin, versus the number of
telephone lines dedicated to calling substitutes for jobs.

An incoming line is a line used to receive incoming phone calls for the reporting of absences or for substitutes to
search for open jobs, review assignments or modify profiles. The telephone company configures these lines in a
“hunt group.” This means that only one telephone number is distributed to users regardless of how many phone
lines are actually used. When that line is busy, the incoming call rolls over to the next available phone line. A busy
signal is heard only when all incoming lines are in use.

An outgoing line is a line used to place outgoing calls. Calls are made at times designated for that day of the week.
Outgoing lines are not setup in a hunt group with themselves or with the incoming lines. Also, telephone numbers
for outgoing lines should not be distributed to users.

While these numbers may appear on caller-ID, users will not be able to call the system by dialing the number for a
line designated as outgoing. This activity will be recorded as an error in the activity log.

A line can also have a designation of both incoming and outgoing. These lines will be used to accept calls or make
calls. Having a certain portion of the lines with this status increases the line usage.

Telephone line control is initially configured with assistance from your eSchool Solutions representative. Do not
attempt to add phone lines and or change the line type of existing phone lines. Changing phone lines from
incoming to outgoing and vice versa requires collaboration with the local phone company to manage the hunt
group. Contact Client Services before making any changes to the phone line control settings.
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Telephone Lines Configuration

The Telephone Lines Configuration page allows you to display configuration settings for each phone line in your
system and add, modify, or delete telephone lines. Telephone Lines —Configuration reports can also be generated.
Lines can be configured as incoming, outgoing, incoming and outgoing, all incoming, all outgoing and shutdown.

A search on all incoming lines will display both incoming phone lines and incoming and outgoing lines. A search for
all outgoing lines will display all outgoing lines and incoming and outgoing phone lines

To display specific line information, select the line type from the Status pull-down menu and click Search. To obtain
a status on all lines in your system, leave the Status field blank and click Search. The Telephone Line list for your
system is displayed.

orfiguration
Search Criteria
Status: | In&Dut ;I

[Search | Create Report | New |

Telephone Line List

Mote: The number of telephone lines corfigured for this system is 23,
Line Telephone # Status  Time Sy Mo Tu We Th Fr Sa
1 217128147827 Out AllDay N N N N A
2 2 In AllDay N N N N A
2 2 In AllDay v N N N N A
4 4 Qut AllDay N N N N A
5 Line § In AllDay ¥ ¥ v ¥ Y ¥ ¥
=3 Line & In AllDay N N N N A
z 7 In AllDay N N N N A
= 2 In AllDay ¥ ¥ ¥ ¥ ¥ ¥ ¥
a Line 9 In AllDay N N N N A
a0 Line 10 In AllDay N N N N A
11 11 In AllDay ¥ v v ¥ Y ¥ Y
az Line 12 Qut AllDay N N N N A
az 12 In AllDay N N N N A
14 14 In AllDay ¥ v v ¥ Y ¥ Y
a5 Line 15 Qut AllDay N N N N A
il Line 16 Qut AllDay N N N N A
ar 17 Qut AllDay v N N N N A
ag 12 Qut AllDay N N N N A
a9 Line 19 Qut AllDay N N N N A
20 Line 20 Qut AllDay N N N N A
21 Line 21 Qut AllDay N N N N A
22 Line 22 Out AllDay ¥ ¥ ¥ ¥ ¥ ¥ ¥
22 Line 22 Qut AllDay N N N N A

Lires that are not listed are swvailable all day with 3 status of both incoming and ocutgoing.

The telephone list displays information on the total number of lines configured for your system, the line
number, telephone number, line status, and line availability. Telephone lines that are not configured on
this page are still active and will be considered as incoming and outgoing lines.

Adding Telephone Lines

To configure new telephone lines for your system, click New. The New Telephone Line screen is displayed. Enter
the settings for the new telephone line and click Save.
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Telephone Lines: Configuration

Mevvwr Telephone Line
*Line: |1 = I
® Status: | Shutdown - I

® Days: Zun  Mon  Tue Wed Thu Fri Sat

| I R I A A A

F Times: Start:
SOR- Dy |

(HHIW &0
End:
CHHM &
[ Save [ Return To List |
Field Name Description
Line The pull-down menu lists the lines that are available in your system.
Status Select the line status. The values are incoming, outgoing, both incoming and outgoing
and shutdown.
Telephone No Enter the telephone number associated with this line. Telephone numbers can include

special characters such as () - . This number is used for data collection purpose only.
Days Select the days of the week to indicate when this line is available for calls.
Note: The line cannot have overlapping days and times.
Times Either All Day or a time range must be present. Entering All Day indicates that the line is
available all day for the designated days. Each day of the week can have a different start

and end calling time.

Note: The line cannot have overlapping days and times.

A line can have multiple statuses on the same day. For example: A line can be incoming from 5:00 am until 6:00pm,
and incoming and outgoing from 6:01 pm until 11:00 pm. When lines have multiple statuses, remember that the
hunt group must include all of your incoming lines.

Modifying/Deleting Telephone Lines

To make changes to the settings for a line, or to delete a line from your system, click on the Line link on the
Telephone list. The Modify Telephone Line screen is displayed. You can modify the telephone line number, status,
or line availability information.

To delete a line from your system, display the desired telephone line on the Modify Telephone Line screen and
then click Delete.
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Telephone Li

iguration

Fdodify Telephone Line

Line:

Telephone Humber:

© Status:

F Days:

" Times:

5

Line 5

In

Sun

Start:

End:

[

Mon  Tue Wed Thu

V¥V M M F VW

(HHMIWAI - OR-

HHAOW A1

Fri Sat

All Dray: p

Creating Telephone Line Reports

You can create a telephone line configuration report by clicking Create Report. The report displays daily callout

times for morning and evening callout, telephone line configuration information for all lines, and lists the callout
phone prefixes. The report is automatically displayed in the Adobe Acrobat reader. Use the Adobe toolbar to print

or save the report.

Daily Callout

Telephone Lines - Configuration

Daily Callout

Today's Jobs Start

Future Jobs Start

Future Jobs End

Monday
Tuesday
Vednesday
Thursday
Friday
saturday
Sunday
Holiday

05
05
05
05
05

30 AM
20 AM
30 AM
20 AM
20 aM

05:00 BM
05:00 EM
05:00 EM
05:00 BN

05:00 BM
05:00 BM

10:30 BN
10:30 BM
10:30 BM
10:20 BN

10:30 BM
10:30 BM

Telaphone Lines

Telephone #

Type

w
e

=

B
Fl
5

=
B
|
=
]
]
w
w

Time

In
In
In
In
In
In
In
In
In
In
In
In
In
In
In
In
In
In
In
In
In
In
In

R R R A R R AR

R R R R R R R R e

R R R R R R e

A1l Day
211 pay
a1l pay
B11 Day
a1l Day
a1l Day
A1l Day
A1l Day
211 Day
211 Day
21l Day
a1l pay
B11 Day
a1l Day
a1l Day
a1l Day
A1l Day
211 Day
211 Day
21l Day
211 pay
a1l pay
a1l Day

o o
o o ot o
e e
R e e

This screen controls when the system makes calls to substitutes. Each day of the week has its own time to begin
and end calling. Today’s Start displays the times for morning callout for jobs for the current day. Future Start and

Future End display the times for evening callout.
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Telephone Lines: Daily Callout

Callout Tirmes Tod=y's Start Future Start Future End
[Rb:rmm =m) [Rh:rm=m]  (Rhemmoam)

Monday 0525 Abd 04:00 P 10:30 P

Tuesday  |05:25 Ak 04:00 Phd 10:30 P

Wednesday 0525 A 04:00 P 10:30 P

Thursday  |05:25 AM 04:00 Phd 10:30 P4

Friday |05:25 4M 04:00 P 05:45 P

Saturday  |171:59 A 12:00 P 05:00 P4

Sunday 1259 PM 01:00 P 10:00 P

Holiday 03:30 Pk 09:00 P4

| Save |

Morning callout (also called “Today’s callout”) happens any time between the time entered in the “Today’s Start”
field and the beginning of evening callout. There is not a designated stopping time for morning callout. Instead,
calls for today’s jobs stop when a certain percentage of each job has completed. This percent amount is entered on
the “Parameters - General tab. The assumption is that once that time has passed, the job has been filled by in-
house personnel, a substitute cannot be paid for the remaining time only, or it is not worthwhile to have a
substitute accept and arrive at that time or later due to travel.

Future Callout fields are for evening callout. There is a designated start and end time for this callout period. The
system makes calls during this time for jobs for tomorrow or the future. The number of days prior to a job that the
system can look for a substitute is controlled by options on the Parameters - Jobs tab.

Holidays also have a callout time. Times for holidays are for evenings only. Because jobs cannot be reported for
holidays, morning callout is not needed. A time can be placed in the “Today Start” field, but it will not be used.

The system looks at the calendar associated with the job to determine whether callout should occur. Only days
that are designated as holidays on the calendar use holiday callout times.

Note: When there are several holidays in a row, calls are made each night whether the following day is a holiday,
weekend, or workday.

Note: The “Start Callout Min” field on the New Classification screen can also control when calls are made to
substitutes. If “0” is entered, callout for the jobs with that classification will occur according to the settings in the
phone line control. If any other number is entered, the system will begin to call substitutes on the day of the job, for
jobs with that classification that number of minutes prior to the start of the job, regardless of callout times
established for that day of the week.

Note: System default callout times can be changed on the Location Profile — Times tab.

After entering the times desired for each day and for holidays, click Save in order to save your changes.
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Dialing Prefixes

This screen allows you to display, add, modify, and delete callout prefixes. When you access this screen, the
prefixes stored in the database are displayed. The default prefixes are displayed first and then the remaining
prefixes sorted by telephone number.

Default prefixes used when dialing on outgoing telephone lines are entered into the system as callout phone
prefixes. If the telephone lines are going through a telephone switch (ex. PBX) and a number has to be dialed to
access an outside line, that number is entered on this screen. Also, if you have access to special long distance or
extended area calling telephone lines that require a number sequence, you can designate in the sequence what
should be used for those area codes and exchanges that do not use the default prefixes.

Telephone Lines: Dialing Prefixes

Telephone Dialing Prefixes List

Delete?  Telephone Humber Prefix
Lefault Local
Default Long Distance 1

The Default Local prefix is the number that is dialed before all local telephone numbers that do not match other
entries in the callout phone prefix list. It is the default prefix for all local numbers. If there are no matching entries
in the callout phone prefix list for a local 7 or 10-digit number, but there is a dialing prefix in “Default Local,” this
prefix will be used when dialing. For example: 9,

The comma shown after the 9 indicates a 2-second pause before dialing the rest of the number.

The Default Long Distance prefix is the number that is dialed before all long distance telephone numbers that do
not match other entries in the callout phone prefix list. It is the prefix used as the default for 11-digit numbers. If
there are no matching entries in the list for the 11-digit numbers being called, but there is a prefix in “Default Long
Distance,” this prefix will be used when dialing.

For example: 9, 1: The comma indicates a 2-second pause before dialing the rest of the number.

Entries in the prefix list can consist of a combination of a long distance value (1), area code, and calling area (first 3
digits of the 7-digit phone number), indicating 7, 10- or 11-digit dialing.

For example, if you live in Dallas (972 area code) and want to dial a Fort Worth (817) area code, to avoid long
distance charges or take advantage of extended area calling, designate (817) area codes as needing to dial “8,”
before all numbers in the (817) area code.
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The system selects which prefix to use in the following sequence:

This sequence is used to determine which prefix

If the callback number has the following: to use:

1+ Area Code and Calling area match,
A long distance value of 1 (indicating 11-digit 1+ Area Code match,
dialing) Default Long Distance

Area Code + Calling area match,
An area code and no long distance value Area Code match,
(indicating 10-digit dialing) Default Local

Calling area match,

A calling area and no long distance value or area code
Default Local

(indicating 7-digit dialing)

Adding New Prefixes

To add a dialing prefix, click New. The New Dialing Prefix screen is displayed. Enter the information on the new
prefix and click Save to add the prefix to the list.

Telephorne Line=s: Dialing Prefi

Meswvy Dialing Prefix
Long Distanee Indicatar:
Area Code:
Calling Area:

Mote: Prefix can applyto the long distance indicator, ares code andfor calling ares,
but not to the |a=t 4 digits of the telephone number

* Dialing Prefix:

Mote: Dizsling Frefix can contain commas

[Save
Field Name Description
Long Distance This number can only be “1.”
Indicator
Area Code The area code must be three digits.
Calling Area Enter the numbers against which the callback number will be matched in order to select
the appropriate prefix. The calling area must be three digits.
Dialing Prefix Enter the prefix that should be dialed before dialing the telephone number. Up to

eleven characters can be entered in this field.

Use a comma to indicate a pause in dialing the rest of the numbers. You may enter
multiple commas to indicate a long pause. Pauses are sometimes needed to allow time
for the system to connect and obtain a dial tone before dialing the rest of the numbers.

Note: A comma indicates a 2-second pause.
Note: When not using the “Include Home Area Code” feature in the system parameters,

and there is a dialing prefix for the home area code, the dialing prefix is used even
though the area code is not dialed.
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Modifying/Deleting Prefixes

From the Telephone Dialing Prefixes list, click on the Telephone Number link of the prefix you want to modify. The
Modify Dialing Prefix screen is displayed. Update the Dialing Prefix field and then click Save.

Telephome Lines: Dialing Prefizes

bodify Dialing Prefix
Telephone Mumber:  Default Long Distance
® Dialing Prefix: |'|

Mote: Dialing Prefix can contain commas

m Return To List

From the Telephone Dialing Prefixes list, click in the deletion box of the prefix you want to delete and then click
Delete. The default local and default long distance entries cannot be deleted. If the prefix is not needed, you can
remove the data from the prefix field and save the changes.

Shutdown

This screen allows you to set up a temporary shutdown period. This screen displays the current and future
shutdown periods by line number.

m Mote: The delete will remowe all shutdown periods

Telephone Line Shutdown Period List

Line Start Ernd Tirme

2 05/2442010 05242010 Al Day
3 05242010 05242010 Al Day
5 05242010 05242010 Al Day
o] 052402010 05242010 Al Day
7 05/242010 05242010 Al Day
=] 05/242010 05242010 Al Day
=] 05/242010 05242010 Al Day
10 05242010 05242010 All Day
11 052402010 05242010 Al Day
13 05/242010 05242010 Al Day
14 05/242010 05242010 Al Day

During a shutdown period, telephone lines are shutdown by selecting the line statuses. The system will not answer
incoming calls to a "shut down" phone line and will not use outgoing lines that are shut down during callout,
regardless of the callout times entered for that day. A possible use of this feature is for school closure, such as
inclement weather or a union strike.

Note: In most normal operations, there are no shutdown periods.

Adding Shutdown Periods

Click New to establish a shutdown period. Enter the information on the phone line(s) to be shutdown and click
Save to save the shutdown period for the selected line.
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" Line: All Lines ;I Mote: Multiple lines can be selected from the pull-down list.
* Date Range * Tirmea All Day
ctane  |08/22/2010 ) IR
T DDA HHMW A
Eng: 057222010
T mmDanr (HHMI A
[ Save | Return To List |
Field Name Description
Line Select the line(s) to be shutdown. Multiple lines can be selected from the pull-
down list.
Date Range Enter the start and end dates for the shutdown period.
Time Select either All Day or enter the start and end time for the shutdown period.

Telephone Monitor

This screen is a real-time display of the activity on all of the telephone lines configured for your system. It
shows the line number, line type, line status, current date/time, and length of call. When an outbound call
is made, the name, access ID and PIN number of the substitute who was called is shown in the Status
column. For incoming calls, the following message displays, “answering an incoming call.”

If a problem existed with the call processor, it could be detected by viewing date and time information. If
the current date and time were not displaying, that could indicate a problem with the lines.

The number of seconds to refresh the screen can be changed from the default setting of five seconds by
entering a new number and clicking Save.

Each line configured on the Telephone Lines screen appears on this screen. The lines are listed in line
number order. The line types for each phone line are displayed on the screen. The various line types you
will see are: In-bound, Out-bound, and Shutdown. Refer to the “Telephone Lines” chapter for more
detailed information on line types.

Information on the screen will change or be refreshed as activity on the IVR occurs.

Seconds to refresh: (30

[ save |

Line Type Status Date This Call (hh:rmm)
1 Out-bound  Line hasstopped  0S5M13/2010 10:52 AWM 90354:45
2 In-bound Line hasstopped 05/M3/2010 10:52 A 90354:45
2 In-bound Line has stopped  05M123/2010 10052 AWM 90254:45
4 Out-bound  Line hasstopped  05/13/2010 10:52 AWM 90354:45
5 In-baund Line has stopped 0S5M3/2010 10:52 AWM 90354:45
[ In-bound Line hasstopped 05/M3/2010 10:52 A 90354:45
7 In-bound Line has stopped  05M123/2010 10052 AWM 90254:45
g In-bound Line hasstopped 05M13/2010 10:52 AWM 90354:45
a In-baund Line has stopped 0S5M3/2010 10:52 AWM 90354:45
10 In-bound Line hasstopped 05/M3/2010 10:52 A 90354:45
11 In-bound Line has stopped  05M123/2010 10052 AWM 90254:45
12 Out-bound  Line hasstopped  05/13/2010 10:52 AWM 90354:45
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Telephone Voicing

You can record a voicing at your site for codes that must be played over the telephone. For example, new
locations, classifications, calendars, and reasons are voiced after they are created. Although the system menus are
already voiced, certain voicing IDs such as the “Welcome message,” can be customized and re-voiced. Items that
can be customized have the Can Modify flag set to “Yes.” There are some voicing IDs that cannot be modified.

A voicing ID number is automatically generated by the system for each item and is entered on the telephone.
Using the Telephone Voicing Screen

Use this screen to search for all voicing IDs in the database. When more than one language is being used by a
district, the Language field will have a drop-down box of selectable languages.

To search for voicing IDs, enter the desired search criteria and click Search. The search results are displayed on the
Telephone Voicing list. The listing can be sorted by the column headings by clicking on the up/down arrow in that
column.

If a Voicing ID is set up as modifiable, the annotation and/or description can be modified, and the recording can be
voiced or re-voiced. It is recommended that the annotation reflect an accurate representation of the telephone
voicing. You can also print a report containing the voicing IDs and annotations.

Telephone “oicing

Type: | Classifications - |

Language: - I

Code:
CanMadityz: @ o v T

Annotation Word Search:

m Create Report

Telephone YWoicing List Recards Per Fage: | B - I

3 item= found, displaying all tems.
1

Language | 1D~ | Modify? - | Code < | Description - | Annctation

Englizh E) es 200 TEACHER
French 5 Yes 400 TEACHER
Spanish ] Yes 200 TEACHER

3 item= found, displaying all tems.
1
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Field Name Description

Type Select a type to narrow the list to only specific voicing IDs. The types are: Calendar,
Locations, Classifications, Absence/Vacancy Reasons, Decline/Cancel Reasons,
System Menu, and System Utility. If a type is not specified, all voicing IDs in the
database are displayed on the list.

Language Select the language for the Telephone Voicing list. The choices are English, Spanish,
and French. If a language is not selected, all language voicing IDs are displayed.

Code To search by code, enter the code assigned to the item. For example, for locations,
enter the code for locations; for classifications, enter the code for classifications.

Can Modify? Select All, Yes, or No to indicate if the search should include only Voicing IDs that can

Annotation Word Search

Modifying Voicing IDs

be modified, only Voicing IDs that cannot be modified, or both.

The Can Modify option refers to whether or not the system operator can make
changes to voicing ID descriptions. Some system prompts are not modifiable by the
system operator, for example, the prompt that plays “Invalid.” Other prompts are
modifiable, including the prompts for locations, reasons for absences, and welcome
messages.

To search for a voicing ID by its annotation, enter the wording of the item and click
Search. This field is case-sensitive. If an annotation contains this value, it is
displayed. The annotation should be an accurate reflection of what is being voiced.

To modify a description and/or annotation, click the desired ID link. The Modify Telephone Voicing screen is
displayed. Make your updates to the description and/or annotation. Click Set Annotation to automatically have
the Description information copied to the Annotation field. Click Save to update the voicing ID in the database.

Modity Telephone Voicing

Load On Starup:  Ves

m Return To List

Type: Classifications
Language: English

Woicing ID: 4
Code: 800
Description: | TEACHER

Annotation:

Can Modify:  Yes

Note: A checkmark is displayed in the “Can Modify” box if updates can be made to any fields. The Can Modify and
Load On Startup fields are not updateable.
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Creating Voicing ID Reports

Click Create Report on the Telephone Voicing screen to print a report of voicing IDs for the search criteria selected.
The report automatically displays in the Adobe Acrobat reader. Use the Adobe toolbar to print or save the report.

A sample report is shown below.

Telephone Volcing Report For Type:System - Menu

Language

Hodify?

Lo

adr In

Amnotation

English
English
English
English
English
English
English
English
English
English
English
English
English
English
English

Tag
Tes
ji=3
b=l
N
o
N
b=l
N
jii=)
o
ji=3
N
jii=)
o

Ho
Ho
Ho
Ho
Ha
Ho
Ho
Ho
Ha
Ho
Ho
Ho
Ha
Ho
Ho

ee
a1

as

a7

98

10l
103
105
107
109
111
113
115
117

Welcome To eSchool Soluticna.

Thig 12 the SmartFindExpresa syatem calling for
Invalid

Utilty

Manu

iz

oot voloed

Fleage enter your district Id followed by the * Key.
Fleage enter your access 14 follewsd by the + key.
Pleage enter your pin followed by the * ey

Ta
It
It
It
Ta
Ta

exit press 9.

you ars calling ag an Employee Press 1

you ars calling as a Substitute press 2
you ars calling a8 an Adminiatrator press 3
Teview or cancel your asaigmments prees 1
hear available jobe presa 2

Voicing IDs

Follow this procedure to modify and voice IDs:

N

Select Telephone Voicing from the menu and locate the voicing ID.
Modify the annotation if you are voicing something different than the description listed.
Call the system and enter your Access ID followed by the star (*) key; enter your PIN followed by the
star (*) key.
Press “5” on your telephone keypad to record system voicing.
Follow the prompts to record and replay the recording
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Reports

The Reports menu enables administrators to create customized job, employee, and substitute reports, access

saved reports, schedule reports and generate on-demand reports all from one central location. All report data is
limited to the location access in the Administrator’s profile. The reports available from this menu are also
accessible from the Administrator drop-down menu, Job Inquiry/Reports and Profile Inquiry/Reports options. The

ability to perform reporting functions directly from the Reports menu enables administrators to access critical

information for their location(s) with added speed and convenience. Report data can be easily exported in a
variety of formats including, CSV, PDF, DOCX and Excel.

The Reports menu contains the following features:

Reports

Report List

My Saved Reports

Today's lobs

Today's Available Substitutes

Active Substitutes: Schedule/Unavailability

Feature

Description

Report List

Displays the list of job, employee and substitute reports that are
available in the system. Each report has a set-up page for selecting the
data to display on the report. Reports can be run, saved and scheduled.
When a report is saved, it is saved to the “My Saved Reports” folder.

My Saved Reports

Displays the reports that have been saved for re-use. Saved reports can
be viewed, edited and scheduled/unscheduled. Reports can be scheduled
to run immediately or at specified intervals. New reports can be created
and run using the saved report parameters or with modified parameters.

Today’s Jobs

Generates a Today’s Jobs report for the current day for the
administrator’s location.

Today’s Available
Substitutes

Generates a Today’s Available Substitutes report for the current day for
the administrator’s location.

Active Substitutes:
Schedule/Unavailability

Generates an Active Substitutes: Schedule/Unavailability report for the
current day for the administrator’s location.
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Administrator Access

Administrator profiles must have the Reports Module option enabled on the Administrator, Menu Access page to

display and use the Report feature. Once enabled, the Reports option displays on the main menu bar of the
administrator home page.

Note: Report data is limited to the location access configured for the administrator profile.

Report List

The Report List feature enables administrators to create reports on job, employee and substitute data for their

Administrator

Name:  ZZ Test Administrator,
AccessID: 999999999

ReturnTo Inquiry

Administrator
Announcements
Jobs
Allow Specifying a Substitute
Allow Prearranging a Substitute
Allow Job Overrides
Location Balances
Priority Lists
Do Not Use
Auto Assignment
Profiles - Employee
Profiles - Substitute
Profiles - General
Custom Fields
Reports Module
Custom Reporting
Operator
System Configuration
System Operations

Do Not Use Threshold Email

View Meodify

a3

RAAF[AFTAA
ddO0""a"xOx A

o=

.
o0

location(s). The following reports are accessible from the Report List. Click on the link o f the report you want to

create.

Today’s Jobs

Employee List

Substitute Labels

Today’s Available
Substitutes

Employee Labels

Absence Approval
(if configured for the
district)

Active Substitutes:
Schedule/Unavailability

Substitute Time
Worked

# Days Absent/Worked

Job Inquiry

Substitute Detail

Active Employee Profiles

Employee Detail

Substitute List

Employee Reason
Balances from
Employee Detail report

Substitute
Statistics
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Report Detail Page

List of Customizable Reports:

Today's Jobs
Today's Available Substitutes
Active Substitutes: ScheduledInavailability
Job Inguiry
Erployes Detail

Erployee Reason Balances
Employee List

Employee Labels
Substitute Time Worked

Substitute Detail
Substitute List
Substitute Statistics
Substitute Labels
Absence Appraval
#Days AbsentVorked
Active Employes Profiles

Clicking on a report link displays the report detail page for the report. After the report parameters are
entered on the detail page, the report can be saved and/or viewed. The following fields are common to

most of the setup pages.

. TIP: To manually add a second date line to the report header to show the date the report is for, use the Report
Title field on the report’s setup page. Add the desired date to the report title when running the report.

Today's Jobs
Report Criteria
Dae:fomeonts |7
(MRD DA
Jab Status:
Location/Graup: [All Lacations v
CIaSS\ﬂcaUUanruup.| "‘
Reasun:| ”"
Sort By Sort Order.
Output Format;

Display Fields - [OselectDeselect Al
Job Status Location

Assigned Classification Reason
Substitute

Employee Name

Report Title:  Today's Jobs |

Save Report As:
Mame: Today's Jabs

| Save Report Save & Schedule

Custom Report Detail

Description: \Custnm\zed report of jobs for a single day

View Report | Return To List
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Field

Description

Search Criteria

The fields in this section of the setup page allow you to specify the report search criteria.
Search criteria fields vary depending on the report type.

Output Format

The following output formats are available for reports: HTML. PDF, RTF, CSV, and XLS.

Display Fields Lists the data fields that can appear on the report. Display fields vary depending on the report
type.
Report Title A new report name can be entered in this field to save the report to the My Saved Reports

page. This name appears in the report header.

Save Report As

Displays the default report name.

Description

A brief description of the report can be added.

Save Report

Saves the report description and the report parameters for future use. The saved report will
display on the ‘My Saved Reports’ page.

View Report

Generates the report in the specified output format.

Save and View

Instantly saves the report to the “My Saved Reports” folder and displays the report in the
specified output format.

Save and Schedule

Instantly saves the report to the “My Saved Reports” folder and displays the Schedule Report
page. Reports can be scheduled to run immediately, run once, or on a recurring basis. The
Schedule Report page also includes an Email Notification option for distributing the report
output.

Expand
Filters/Collapse
Filters

(These links display on the actual report page). Re-displays the selection criteria fields once the
report has been generated. The report can be re-run with different filters. The Collapse Filters
option displays the original report page.

Date Fields

Date fields on report detail pages default to the current day; but a different date can be entered.

Select/Deselect All

The Select/Deselect All option in the Display Fields section of the setup page can be used to clear the display fields
or to select all of the fields for the report with one action.

Export Formats

Display Fields - [~ Select/iDeselect All

¥ Job Status ¥ Location ¥ Employee Name
¥ Assigned ¥ Classification ¥ Reason
Substitute

Report data can be easily exported. When a report is generated, the export options for the report are displayed at
the top of the report page. Click on an export icon to display the report data in the export format.

Expand Filters
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Export icons are as follows:

Output Format Description
Icon
@ Exports to a PDF file.

Exports to an Excel file.

Exports to a CSV file.

@ Exports to a DOCX file.

Expand/Collapse Filters

Once a report is generated, it can be re-run with different search criteria from the same window by clicking on the
Expand Filters option located above the Export icons.

b Expand Filters

¢ T ® & &

When selected, the system re-displays the search criteria fields for that report. Additional filters can be applied to
the report and the report can be re-run by clicking the Run Report button. Click the Collapse Filters option to
return to the original report page.

w Collapse Filters

Today’s Jobs Report

The Today’s Jobs report displays all job information for the administrator’s location(s) for a single day. On the
report setup page, select the search criteria for the report and the data to display on the report. Enter a name and
description for the report. The report can be saved, saved and viewed or saved and scheduled.
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Sample Report View

Today's Jobs

Report Criteria

Classification/Group |

Job Status
Assigned Substitute
Job Times

Date: [11/08/2013 B

{MM/DDAYYY)

Job Status:| Open & Active W

Return To List

Location/Group: [All Locations

¥

El

Reason: |

¥

Output Format

Display Fields - [] Select/Desalect All

Location
Classification

Report Title: \Today‘s Jobs ‘

Save Report As:

Employee Name
Reason

Description: [Customized report of jobs for a single day

View Report | Return To List

Report View

¥ Expand Filters

wme B & & @

(He H E B

As of Nov 08, 2013 11:35 AM

Today's Jobhs

Status Start/End Time

Opan 8:00 AM
Open 8:00 AM
Open 5:00 AM
Open 8:00 AM
Open 5:00 AM
Open 8:00 AM

Location Employee Name
- 4:00 P ZZ Test Location Vacancy
-4:00 FM ZZ Tast Location Vacangy
- 4:00 FM ZZ Tast Location Vacangy
-4:00 FM ZZ Tast Location Vacangy
- 4:00 FM ZZ Tast Location Vacangy
-4:00 FM ZZ Tast Location Vacangy

Assigned Sub

Classification Reason
ZZ Tast Classification ZZ Tast Reasen
ZZ Tast Classification ZZ Test Reason
ZZ Tast Classification ZZ Test Reason
ZZ Tast Classification ZZ Test Reason
ZZ Tast Classification ZZ Test Reason

ZZ Test Classification ZZ Test Reason

Today’s Available Substitutes Report

The Today’s Available Substitutes report displays availability information on all substitutes for the current day.

On the report setup page, select the search criteria for the report and the data to display on the report. Enter a

name and description for the report. The report can be saved, saved and viewed or saved and scheduled.
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Sample Report View

Today's Available Substitutes.

Search Criteria

ReturnToList

Date: 11/06/2011
DDAYYYY

Start Time: 12:00 AM

HH MM AN

End Time:[11:59 PM
HH 1M A

Location/Group. All Locations v
Classificabon/Group -
Sort By | Substitute Name ¥ | Sort Order | Ascanding

Output Format: [HTML =]

Display Fields - [~ Select/Deselect All

= AccessiD [ CallBack # [+ Active Substitute
[ Substitute Level

[ Expired

[ New Jobs

[ Certied

' Registered
[¥ Last Work Day

Report Title: Today's Avaliable Substilutes

Save Report As:
Name: Today's Avallable Substitules

Save Rt | Save & Viow | 5av . 5cwchde|

Descnption. Customized report of substitutes avaiable for jobs within a spedific timeframe

View Report | Return To List

As of Dec 13, 2013 12.00 AM-11.58 PM

Today's Available Substitutes

Substitute Name
ABERCROMBIE, ASHLEY
ACEVES, AMANDA
ACUNA, BARBARA
ADAMS, ANITA

ADAMS, BERTHA
ADDINGTON, CARROLL
ADKINS, ANGELINA
ADKINS, CARLA

Access ID  Call Back # Status Level New Jobs Is Reg
30403 4075551234 Active 1 Yes Yes
32621 4075551234 Active 1 Yes Yes
32832 4075551234 Active 1 Yes Yes
32830 4075551234 Active 1 Yes Yes
32629 4075551234 Active 1 Yes Yes
32416 4075551234 Active 1 Yes Yes
12097 4075551234 Active 1 Yes Yes
33304 4075551234 Active 1 Yes Yes

Is Exp

Is Cert
Yes
No
No
No
No
No
Yes

No

Last Day Worked

04/12/2010
04/13/2011
04/13/2011
04/12/2010
04/12/2010
06/07/2010
10/23/2009
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Active Substitutes: Schedule/Unavailability

The Active Substitutes report displays schedule and unavailability dates/times for all active substitutes who can
accept jobs for the administrator’s location(s).

On the report setup page, select the search criteria for the report and the data to display on the report. Enter a
name and description for the report. The report can be saved, saved and viewed or saved and scheduled.

Report Detail

Active Substitutes: Schedule/Unavailability

Search Criteria ReturnToList
Qutput Format: | HTML LI

Display Fields - [~ Select/Deselect All
[# AccessID [+ CallBack #

Schedule: @& aygilability Schedule ' Unavallability Schedule

Report Title: Active Substitutes: Schedule/Unavailability

Save Report As:
MName: |Active Substitutes: Schedule/Un R L 48 Save & Schedule

Description” |Customized report of active substitutes

Sample Report View
As of Dec 13, 2013
Active Substitutes: Schedule/Unavailability
Name Access ID Call Back # Daily Avail. Start Time End Time
ABERCROMBIE, ASHLEY 30403 4075551234 Monday 12:00 AM 11:59 PM
30403 4075551234 Tuesday 12:00 AM 11:59 PM
30403 4075551234 Wednesday 12:00 AM 11:59 PM
30403 4075551234 Thursday 12:00 AM 11:59 PM
30403 4075551234 Friday 12:00 AM 11:59 PM
ACEVES, AMANDA 32621 4075551234 Monday 12:00 AM 11:59 PM
32621 4075551234 Friday 12:00 AM 11:59 PM
Job Inquiry Report

The Job Inquiry report can be used to create numerous inquiry reports and can be run with different combinations
of search criteria and report parameters. Searches can be conducted on a specific job or search criteria can be
entered to perform job searches on multiple jobs. Select the details to include on the report and the options for
sorting and for displaying totals. The report can be saved, saved and viewed or saved and scheduled.
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Report Detall

Job Inquiry
Search Criteria
Enter Job #
OR
dobType: & a1 € asences  Vacancies
JobStatus [Open & Actve ¥
swsaws [ar %]
Search from:[11/06/2011 & Searchto: (111062011 =}
ADDYYYY) oY)
Classffication v
Glassfication Group. v
Location: v
Location Group: v
Reason ~
Empioyee Access ID-
Substaute Access ID
Budget Code
[~ Jobs with Canceled Assignments
Reported Date B T Jobs with same day Canceled Assignments
(AMDOYYYY)
Accepted On e Job with minmum # days duration.
Sotorder [Jobs  |¥] Thenty[ ]

Output Format [HTML 3.

Display Fields - [~ SelectDeselect All
[ Primary Sortis on a New Page

Mote: Report Sections must be selected for the fields to print

[ Print Detalls
¥ Location [ Filing Method [ Last Madfy datelby.
¥ Classfication [ Subsiitte Alcation Units [ Reported datelby
 Reason ¥ Job Time [ Verfied daiefty
 DatesTimes [ Budget Code [ Comments
Substitute: Employes:
7 Name [ Hame
7 AccessiD [ AccessiD
 Estemal i [ Exemal D
 Tene Worked
¥ Pay Rate
F Level

¥ Class Pay Rate

Print Totals for Primary Sort
[ Print 3 signature ine
[ Totas by Reason
I Totads by Filing Method
[ Totais by Budget Codes
[ Totais by Job Status

Print Totals at the end of the report:
[ Totais by Reason
[ Totals by Filing Method
I Totals by Budget Codes
I Totals by Job Status

Report Title: Job Inquiry

Save Report As:

Name: Job Inquiry Save Report Save & Schedule

Description: | Customized report of jobs

[ View Report [Return To List

Sample Report View

As of Dec 13, 2013 2:51 PM

Job Inquiry

59 Open/Open ZZ Test Classification 12/16/2013 07:30 AM 12/20/2013 04:00 PM 08:30
ZZ Test Employee, 888888888 ZZ Test Location 12/16/2013 07:30 AM 12/20/2013 04:00 PM
ZZ Test Reason 0 Q: Solutions, eSchool 12/13/2013 02:50 PM 15.0

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 300



SmartFindExpress System Administrator User Guide

Release 2.5

Reports Menu

Employee Detail Report

The Employee Detail report displays information on a single employee or on multiple employees based on the
search criteria and on the profile data selected for the report. Many customized reports can be created.

On the report setup page, select the search criteria for the report and the data to display on the report. Click the
Expand link to display additional report criteria. Enter a name and description for the report. The report can be

viewed, saved, and scheduled.

Sample Report View

Employee Detail
Report Criteria Return To List
¥ Expand
by
Output Format: | HTML
Display Fields - [Cselectmeselect Al
[ Prirnary Sortis on a new page
[ Secondary sort prints on a new page
Absences: From To
(MMIDDATTT) MMDDNT)
Mame [] Address [] Priatity Lists
[ Access 1D [ Basic Infarrnation [ Reasan Balances
[N [ Comments [] Schedule
[] wweb UserID [] Dates
[ web Passward [ Customn Fields
[ External ID
Report Title: [Employee Datail |
Save Report As:
Name: Employee Detail Save Report Save & Schedule

Custom Report Detail

Description: Customized report of employees

View Report | Return To List

<«scc T B A &

e @ @ 5

As of Oct 27, 2010

Employee Detail

#orn, wwem s

. stost 1 izt R sttaprov. or
stast 2ppocts o

prionty Lite nams s K sunust
Lastwoary cssication Low
Commnts
re— e
aoress stost1 287 W r sttsprov. o
stostz — s
oy Moo
st wageanpecn
oty ity nams s e subust
LastWouthy Classation [
Commants
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Employee Reason Balances Report

The Reason Balances report displays reason balance information on a single employee or on multiple employees
based on the search criteria. The report is based off of the Employee Detail report.

I Custorn Report Detail

Employee Reason Balances

Report Criteria

Access D

|

Return To List

~ Collapse =
status: @ Al O active O Inactive
Registered: @ a1 Oves Onao
tinerant: & a1 O ves O o

Tren
Qutput Farmat | HTL +

Display Fields - |_|SelectDeselect all
[ Primary Sortis on a new page

[ Secandary sor prints on a new page

Calendar: -
C\assmcalmn.‘ vl OR
\ 4
Location: | ~| OR
\ ¥
Tyne From To
Dates: M ] = [ ] =
CMAD DAY MDD
H | [ |
MDD (MMIDDATTY)
Expired Dates | ‘ =] | ‘ ==
(MMIDDATYY) (MM

Absences: From To
[MM!DDNYM | |(MMJDDNYYY] |
Mame [1 Address [1 Priority Lists
Aecess D [ Basic Infarmation Reason Balances
PN [1 Comments [1 schedule
[ web UserID [ Dates
[ Weh Password [ Custom Fields
[] External ID

Report Title:  Employse Reason Balances

Save Report As:

Marne: ‘Employee Reason Balances

| Save Report Save & Schedule

Description: \Customized report of employee reason balances

View Report | Return To List
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Sample Report View

As of Dec 13, 2013 2:52 PM

Employee Reason Balances

27 Test Employee,

Test Administrator 02 B, Admin

Test Administrator 01 A, Admin

999999001
Reason Balances Reason Uses From Date Balance
27 Test Reason 10/01/2013 500:00 500:00
999999002
Reason Balances Reason Uses From Date Balance
ZZ Test Reason 10/01/2013 500:00 500:00
888888888
Reason Balances Reason Uses From ion Date Balance
ZZ Test Reason 10/01/2013 500:00 448:00

Employee List Report

The Employee List report displays profile information on employees that match the search criteria.

On the report setup page, select the search criteria for the report and the data to display on the report. Enter a

name and description for the report. The report can be saved and/or viewed.

Employee List

Report Detail

Display Fields - [ SelectDeselect All

[ Primary Sort is on a new page

Report Title: Employee List

Save Report As:

Name: |Employee List |

Search Criteria
Status: @ Al © Active © Inactive
Registered: @ 1 C yes C Np
tinerant & oy © ves © No
Calendar[ |+
Classification v
~
Lacation: v
v
Type From Tor
Dates: | ~ o
(MM/DDAYYYY MWDDAYYY)
= —
(MM/DDAYYYY) (MM/DD/YYYY)
Expired Dates =
(MMDDYYYY) (MMDDYYYY)
Sont List by’ [ Name ll
Thensy [Acoass D 7]
Output Format: [HTML =]

Save Report | Save & View

Description ‘Custolmzed report of Employees

View Report | ReturnTo List

OR

OR
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Sample Report View

Employee Labels

The Employee Labels report displays labels based on the specified label type for all employees that match the
search criteria. Labels include name, address, city, state, and zip code if this information is provided on the

< T OE W O

FEloe B E B B

As of Oct 27, 2010

Employee List
= = = = = = ]

oosa Kan e = Ailomons wasningin Blemertary an w2 An-G20m MR

Aoosta-Gonzalez San e nz e AllLocatns
e, e e ane VearRorn  HerageCemet-oher  Kioeganen Singal- 0720 A0 03209 ut
ook, Detra E = Year Rowed MTWmE

employee profile. The label types are:

Avery 5162 (1.33” X 4”) 2-up
Avery 5163 (2” X 4”) 2-up

Avery 5164 (3.33” X 4”) 2-up
Avery 5160 (1” X 2.63”) 3-up

Custom Report Detail
Employee Labels
Report Criteria Return To List
status: @ anl O active O Inactive
Registered: @ al Oves Ono
tinerant. @ ai O ves O'No
Calendar: v
Classification: | OR
\ E|
Lacation: ~| OR
\ 9
Type From: To
Dates: L | =) [ | ez
(MDD (MDA
¥ & | |
(WMD) MDA
Expired Dates: ‘ | =] ‘ ‘ =l
MMADDATTYY) (MMIDDACTY)
Then by.
Output Format: | HTML »
Display Fields
Label Type: | Avery 5162 (133" % 4" 2-up v
Report Title: Employee Labels ]
Save Report As:
Mame: |Emp\nyaa Labels ‘
Deseription: [Employee Labels |
View Report | Return To List

May 2014

eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute

304



SmartFindExpress System Administrator User Guide Reports Menu
Release 2.5

Sample Report View

<ma T E) & &

[=erzs 6] [4] [ W]

Willam Adrian Natalla Alzsiey
11254 Micnzel Ra 2457 Merign DF

Ceralron, OR 9702 WoouDum, GR 7071

B0 Agention e Angz
118 Jarame POBa 3

Sihemn oR 7381 w2 Angel OR 97362

Substitute Time Worked

The Substitute Time Worked report enables administrators to generate a report of the calculated total hours
worked by a substitute. The report can be filtered by Location/Group and Classification/Group. Report output can
be saved, saved and viewed, or saved and scheduled.

Custom Report Detail

Substitute Time Worked
Report Criteria Return To List
Search from: pg02/2013 == Searchto: gg/13/2013 ==
(MWD (MMIDDAYYY)
Lacation/Group: |All Locations vl
CIassiﬂcationIGroup:| v|
SortBy: | Substitute Mame v Sort Order:

Output Format | HTRML »
Report Title: [Sybstitute Time YWorked |
Save Report As:

Mame: [Substitute Time Worked | Save Report Save & Schedule

Descrintion: [Custamized report of substitute time warked |

Yiew Report | Return To List

Sample Report View

As of Dec 13, 2013 2:55 PM

Substitute Time Worked

Substitute Name Access ID Total Hours Worked

ZZ Test Substitute ,Sub 77777777 43.00
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Substitute Detail Report

The Substitute Detail report displays information on a single substitute or for multiple substitutes based on the
report search criteria and on the Profile and History data selected for the report. Click the Expand link to display
additional report criteria. Many customized reports can be created. The report can be viewed, saved and

scheduled.

Substitute Detail

Report Criteria

¥ Expand

Qutput Format;

Display Fields - [ selectDeselect Al

[ Each Substitute is on a new page

Profile:
Narne [ Address
[ Order# [ Basic Informatian
[ Access ID [ Certifications
PN [ Classifications
[ weh User 1D [ Dates
[ weh Password [ Locations
[ External ID [ Custam Fields
Histony:
From To
672013 | T Dem7013 =
MDD MMIDDACTY)

[] Phone &\eh Joh Actions
[] Phone &Weh Statistics

[ Daily Availahility Changes
[ Classifications [] Locations

[] Do MotUse Lists

Report Title: [Substitute Detail

Save Report As:

Return To List

Then by.

[ BalancesiLast Call

[ Daily Availahility

[ Unavailahle Dates

[ Priority Lists

[J Do Mot Use Reason Taotals

O Comments

[] Do Mot Call Settings

[] Unavailable Dates Changes
ancellation Calls to ignment;

Oc Calls to Substitut [ Assig

Mame. Substitute Detail Save Report Save & Schedule

Deseription: [Customized report of substitutes

View Report | Return To List

Sample Report View

«ws [ B 4G

Wasecsuint Cot [
o e Uty

et Prom & vbo <6 twes

eoes Gz S e

- sty e
oty
o -
- woguarpe o
BmssssLt c o sty s
o vz et s

G a0 10 ke
e naren

- CataTova Catet [P
Ler— Cusreatie

CutaToma Catee Locston
Togaces Haron Cusemeate

[ =t [K I
A:olOdlL, 2010
Substitute Detail

Dasoem
ot
Lant ugoution
-
P Dapsstion
nd DutTwe o onscn
e
Satr on
2pvoun i
wt cama S A
m zapenter et
Lt Dap Vv L
e CutTine Owseumn
253 DutaTI" -
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Substitute List Report

The Substitute List report displays Daily Availability and/or Unavailability Dates information for substitutes that
match the report search criteria. A variety of customized reports can be created.

Sample Review View

Substitute List

Search Criteria

Status. & A © Active © inactive

Registered @ 1 © yes C o

Avalable New Jobs: @ ay € yes © g

Available Long Term™ @ ay € ves  po

Cenified & a3 € yes © Ho

Available General Caling: @ ay C ves C po

Expired Subs @ py € ves € o

RetirnTolist

Avaiable On = From To
Note:
Available On will check Do Not Call, Daily Availability, E: d; h dates, and
Daily Availabity ﬁ From To
Glassfication Group: v
Lewet
Cassiication v or
v
Location v oR
[# Include locatiens that belong to lacation groups
Centfication v oR
v
Hoiday Rule List ~
Dates: Type From: To:
- —
(MMDDYYYY) (MM/DDAYYYY)
T -
(MWDDAYYY) (MWDDPY)
Unavailability Period B
MMDOYYYY) (MMDDAYYY
Expired Dates =
MDOYYY) (MMDDAYYYY
Disquakfied =
MDD YY) (MDD YYY

Minimurm # Days Worked

Sort List by: [ Name -
Output Format: [ HTML =]

Display Fields - [ SelectDeselect All

(MM/DDS

[ Daiy Availabilty

[ Unavailable Dates
Report Title: |Substitute List
Save Report As:

Mame: Substitute List

Description: Customized report of substitules

view Report | RetirnTo List

..... MM/DDYYYY)

Thenby | Access ID hd

S o[ ave s Vi

e T &

Report View

=l [

E E M

As of Oct 27, 2010

Acon et JLeem scne
Dely Avallebtty Dot wisst From
oy e
T iz
Wespesdar iz
Trursr R
sy e
Acoste-Gorsez Sz xarm 200 re] acne
Dl Avallabity Dayot viest: From
ooz oy
Teeees Moy
Wesmscar e
Trursay iz
ey N

Substitute List

e e ™

i3 T
e
Al
Al
Aalsie
e

e
-
Az
Adlatie
Adlate

v

s

sz s
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Substitute Statistics Report

The Substitute Statistics report displays statistics on assignments calls, type of assignment call, and assignment
type for all substitutes that match the search criteria. A date range must be entered for the statistics.

Sample Report View

Report Detail

Substitute Statistics

Search Criteria

ReturnToList

Status: @ a9 C actve C Inactive

Registered: @ a5 C yes C o

Avaiiable New Jobs: & a3 C yes C No

Avaiiable Long Tem: & a5 C yes C jo

Certified: @ o1 C Yes C o

Available General Caling: @ a5 C yes C Ho

Expired Subs: @ a3 C yes C No
Available On

Note
Available On will check Do Not Call, Daily Availability, Expiration dates, Unavailability dates, and Assignments

Daiy Availabiity =] From: To

Classfication Group: bt
Levet|g
Classification: L OR
v
Location: v OR
v

¥ Include locations that belong to location groups

Certfication v OR
v
Holiday Rule List ~
Dates: Type From: To:
v —_ —
(MMDO/YYYY) MM/DD/YYYY)
v —— —
(MMDO/YYYY) (MMDDYYYY
Unavailabilty Penod - et
(MMDDIYYYY) MMDDYYYY)
Expired Dates: == =
(MMDDIYYYY MWDDIYYYY)
Disqualified == ==
(MMDD/YYYY (MM/DOYYYYY)
Minsmum # Days Worked e ==
(MM/DDIYYYY) (MMDD/YYYY

Sort List by m Then by [—:lAcoesr.IDv

Output Format: [ HTML | »

Display Fields

Date:[11/07/2011 T Giuozz0m

MMDDYYYY) (MMDDIYYYY
Report Title: |Substitute Statistics

Save Report As:
Name: Substitute Statistics

Description: Customized report of substitutes

View Report | ReturnTo List

e FE A

Report View

FEeo @ E B B

As of Oct 27, 2010

Substitute Statistics
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Substitute Labels Report

The Substitute Labels report displays labels based on the specified label type for all substitutes that match the
search criteria. Labels include name, address, city, state, and zip code if this information is provided on the

employee profile. The label types are:

o Avery 5162 (1.33" X4")2-up e
o Avery 5164 (3.33" X4")2-up e

Avery 5163 (2" X 4”) 2-up
Avery 5160 (1” X 2.63”) 3-up

Substitute Labels
Search Criteria
Status: @ py C Active © Inactive
Registered. @ pj © yes C No
Available New Jobs: @ pj © yves o
Available Long Tem: @ a1 € ves € no
Centfied & p1 € ves C No
Available General Callng @ a1 € yes © o
Expired Subs: @& a1 € yes € o
Avadable On === From To.
MNDDAYYY) (HH-NN ALY (HH-M AN
Note:
Available On will check Do Not Call, Daily Availability, Expiration dates, Unavailability dates, and Assignments
Daily Availabilty: ’—ll Erom To
(HH MM AM| (HH MM AN
Classiication Group: v
Level g
Classification v OR
5
Location: v OR
5
¥ Include locations that belang to location groups
Certification: v OR
=
Holday Rule List v
Dates Type From: To:
. — —
. — —
MMDDIYYYY) (MMDDVYYYY,
Unavailability Period: =l =l
Expired Dates: =1l |
MMDD/YYYY (MM/DDIYYYY)
Disqualfied B 114
Minimum # Days Worked == =]
(MM/DDAYYYY (MM/DDYYYY
Sort List by m Then by m
Output Format m
Display Fields
LabeiTpe [y SR (1T HAT 200 5]
Report Title: Substitute Labels
Sava Report As:
Name: Substitute Labels m
Descrption: Substitute Labels
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Sample Report View

[fomrivn ————— ]
« Back @ @ E @
[Ee © @ B H
— R
. -
e i
e B

Absence Approval Report

The Absence Approval Report displays information on absence approval requests based on the search criteria

entered and on the fields selected for the report. A report name and description can be added to the report. The
report can be saved and/or viewed.

Sample Report View

Report Detail

Absence Approval

Search Criteria RetirnToList

= =

Search From ‘

(MM/DDAYYYY) (MM/DDIYYYY)

Location: v

Status: [ Pending [~ Approved [ Denied [~ Canceled
Output Format:[ HTML |+

Display Fields - I SelectiDeselect All
[ Job# [~ Employee Name [T Date
[ Reason [ Status [ Level

[~ Comments

Report Title: [Absence Approval J

Save Report As:

Name ‘Absence Approval ‘ Save Report | Save & View

Description ‘Custolmzed report of absence approval requests

View Report [ReturnTo List

amck T W R) &)

Report View

= H E B E

As of Oct 27, 2010

Absence Approval
AM PM

Approval Comments

Person Date Comments
Agenbrosd, Brag 10/18/2010 10:28 AM Required training st the District Office.
24228 Moris, Liss. 10/21/2010 08:00 10/21/2010 03:30 Training Pendging o3
Am 2]

Approval Comments.
Person Date Comments

HARRIS, ADMIN 10/25/2010 04:21 PM i can add @ comment
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# Days Worked /Absent Report

The # Days Absent/Worked report enables system operators and administrators to run a report to get a total for
the number of days an employee was absent and run a report to get a total for the number of assignments a
substitute has worked. Both report types have additional filtering options. The ‘Break at Holiday’ and ‘Break at
NSR’ checkboxes can be used to indicate if the consecutive days’ calculation should break at these occurrences.

The report can be output in HTML, PDF, RTF, CSV, or XLS format.

Custom Report Detail
# Days AbsentWorked
Report Criteria Return To List
Search from: Il Search to. Il
(MMDDAYYYY) IMKDDATT)
Minimum # of days: |1 [[] Consecutive Days Break at Holiday Break at NSR
Report Type: O Employee @ Substitute
[] Same Location
[] Same Employee/vacancy
Qutput Format: |PDF ﬂ
Display Fields - [ SelectDeselect All
[] Access ID [] External ID [] Certifications
[] Job Detail [] Total Days and Work Units  [_] Totals by Reason
ReportTitle: % Days Absent/Worked
Save Report As:
Name: [# Days Absent/Worked Save & View
Description: |Customized report of # Days AbsentyWorked requests
Refur To Lt

Report Type - Employee

Administrators can run a report that gives a total for the number of days an employee was absent, for a specified
date range. The report can be filtered for consecutive days’ absences; with the ability to also indicate a minimum
number of days consecutive. In addition, the report can be filtered for consecutive days worked for the same
employee or the same location. The report will separately list the results when there is more than one occurrence
for consecutive days absent. Each occurrence and total for the occurrence is listed separately.

Sample # Days Absent/Worked Report — Employee Details

Report period = 0101111 - 0610643
Minimum days = 1 Consecutive = Ho Same location = Ho Same employee/vacancy = Ho
Name Raole Access 10
Ford, Shirley EMPLOYEE &
Days wfork Units Job # Start Date End Date Location Classification Reason
5 o
22 o1z1zZ0mE 012172013 Linceln Elementary Second Grade Family Niness
08:00 AM 0200 PR
23 01/zz/2013 012272013 Linceln Elementary Second Grade Family Niness
08:00 AM 0200 PR
23 01/23/2013 01232013 Linceln Elementary Second Grade Family Niness
08:00 AM 0200 Ph
23 01/242013 0172472013 Lincoln Elementary Second Grade Family Niness
08:00 AM 0200 Ph
23 01282013 01/28/2013 Lincoln Elementary Second Grade Family Niness
08:00 Abd 0200 Phi
5 a Subtotal Totals by Reason
Rezzon Day= Totzal HHHHHH:MM
Family Nliness a 3500
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Report Type - Substitute

Administrators can run a report for the number of days a substitute worked during a specified date range,
including an option for consecutive days worked. The report can be filtered for consecutive days worked for the
same employee or the same location. The report can be filtered for a minimum number of consecutive days. The
report will separately list the results when there is more than one occurrence for consecutive days absent. Each
occurrence and total for the occurrence is listed separately.

Sample # Days Absent/Worked Report — Substitute Details

# Days AbsentWorked

Report period = 0101112 - 0702112

Minimum days =1 Consecutive = Ho Same location = Ho Same employeevacancy = Ho

Days Weork  Absent Job # Start Date End Date Lacation Classification
Units  Emplayee

Reason

£ oB/282012 0B/282012 Losatian 008 2Z Test Classification 22 Test Reason
07:30 AM 04:00 PM

ar 0872772012 0872712012 Location 009 ZZ Test Classification 22 Test Reason
07:30 AM 04:00 PM

45 06/28/2012 06/28/2012 Location 010 ZZ Test Classification ZZ Test Reason
730 Al 04:00 PM

g2 06/20/2012 06/20/2012 Location 010 ZZ Test Classification ZZ Test Reason
07:30 Al 040 PM

a5 O70zi2012 070Z2012 Location 002 ZZ Test Classification ZZ Test Reason
07:30 AM 04:00 PM

131 ] Subtotal Totals by Reason
Reason Days Total HHHHHH: MM

ZZ Test Reason 131 1113:30

Active Employee Profiles Report

The Active Employee Profiles report enables system operators to generate a report on the total number of active
employee profiles for the district. The report displays totals for the number of active employees, the number of

active employees who require a substitute and for the number of active employees who do not require an active
substitute. The report is for the current day only.

Custom Report Detail

Active Employee Profiles

Report Criteria Return To List

Substitute Required: ® a)) O ves O Na

sort List by.
Output Farmat | HTpAL w

Display Fields - [ selectDeselect All

Access D Mame Substitute Reguired

Report Title: |active Employee Profiles |

Save Report As:
Mame: [Active Employee Profiles [§ Save Report

Description: |Cust0m|zed report of active employee profiles ‘

View Report | Return To List
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Report View

<sac T @] & &
o [ H B E
As of Dec 19, 2012 3:14 PM
Active Employee Profiles
For Dec 19, 2012
Access Id Hame Sub Required
2581 Reason, Balance s
22 Test Employee. ves
59891 ZZ Test Administrator, Ne
sass R y— o
188881 ZZ Test Employee, Ne
R — ves
§98989951 ZZ Test Administrater, No
P o Ty— ves
Total number of employees 8
Sub Required 4
Ho Sub Required 5

The My Saved Reports feature provides access to all reports that have been created and saved. Reports can be

viewed, edited, scheduled, or deleted from the Saved Report List.

Saved Report List

=7 Substitute Detail
=17 Substitute List
=17 Substitute Labels

=7 #Days AbsentWorked
‘[0 # Days Absent/Worked  View Report

Delete Selected

‘[0 Substitute Detail ~ View Report  Edit Report

‘[0 Substitute List ~ View Report  Edit Report

‘[0 Substitute Labels  View Report  Edit Report

Edit Report

Schedule Report

View Report

To view a saved report, click the View Report link for the report. The report content is displayed for review. The
report can be exported into any of the programs displayed at the top of the report page.
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Edit Report

To edit and re-run a saved report, click the Edit Report link. The report’s setup page is displayed. Changes can be
made to the original search criteria and to the report detail used for the report. The report can be rerun and/or

saved. If saving the new version of the report with the same name, you will be asked to confirm the overwrite

action.

Report Detail

Overwrite Confirmation

A Report with the same name already exists. Do you want to overwrite?

If saved, the new version of the report will appear on the Saved Report List.

To delete a saved report, click the box next to the report name and then click the Delete Selected button. You will
be asked to confirm the delete action. Click Confirm to delete the report.

Saved Report List

Delete Confirmation

Confirm | Cancel

All the Selected Reports will be deleted. Are you sure you want to delete?

Schedule Report

When the Schedule Report link is selected, the Schedule Report page is displayed. Reports can be scheduled to run
once or on a recurring basis at specified intervals. Email notifications can be configured for distributing the report

after it has run. The report output can be formatted as a .PDF, .DOCX, .CSV, or .XLS file.

Schedule Report

Date
Schedule start

(MWDDAYYYY)

Time

(HH MM AM|

Date to begin this schedule
Leave blank for current dateffime

® One Time € Simple Recurrence

" Calendar Recurrence

Email Notification:
*To

Subject

Message Text

Report Attachment: & PDF C DOCX © CSV © XLS

] ||

Save Schedule |Return to Saved Reports
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Scheduling Option: One Time

Select the “One Time” scheduling option to run the report immediately, or on a defined date/time in the future.
Click the Calendar icon to select a future date and time, or leave the fields blank to run the report immediately.

Click Save Schedule to run the report. The report output is generated based on the schedule and in the specified
format. Email notification is sent to the recipients identified in the Email Notification section.

Schedule Report
Date Time
Schedule start: | | | ‘ Date to begin this schedule
Leave blank for current dafeftime
(MM/DDIYYYY) (HH:MM AN)
@® One Time ' Simple Recurrence " Calendar Recurrence

Scheduling Option: Simple Recurrence

Select the “Simple Recurrence” scheduling option to run a report at defined intervals.

" One Time @® Simple Recurrence " Calendar Recurrence

*Every: Dayis) =]

“Until © gnd DaterTime | ‘ ]

(MM/DD/YYYY) (HH:MM AM)
[ T\mes
@ Indefinitely
Option Description
Every The interval between reports (hours, days, or weeks)
Until The report’s duration. The report can run until the specified calendar date and
time is reached and for the specified number of times, or indefinitely.

Once the schedule is defined, click Save Schedule to run the report. The report output is generated based on the
schedule and in the specified format. Email notification is sent to the recipients identified in the Email Notification

section.

Scheduling Option: Calendar Recurrence

Select the “Calendar Recurrence” scheduling option to run the report on a recurring basis until the end date/time
is reached. The recurrence can be defined in hours, days and months:
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' One Time  Simple Recurrence @ Calendar Recurrence

“Every: [hour ;I

* Time(s): 21 234567
UL N I S N I

PMCCCCCCCO

e
Oe
aTe
o=

*Day(s)}: @ Every Day “Month(s):  [v u
© Days of the week [v/Jan ¥ Feb ¥ Mar ¥ Apr ¥ May ¥ Jun
™1 Monday - Friday ¥ Jul ™ Aug ¥ sep ¥ Oct ¥ Nov ¥ Dec
7 sun " mon ™ Tue ™ wed I Thu I Fri I sat
€ Calendar Date(s)
1.2 3 4 5 6 7 8 910
rorooooCCron
11 12 13 14 15 16 17 18 19 20

rooorororrrr
21 22 23 24 25 26 27 28 29 30 31
rooooorrrrr

I Last day of the Month

End Date/Time: ‘ ‘ fr===1| ‘

(MM/DD/YYYY) (HH:MM AM)

Every

Runs the report hourly or on the half hour.

Time(s)

Check the boxes for the hours of the day the report will run in the AM or PM.

Day(s)

Check the boxes for the days the report will run, every day, weekdays, calendar dates
or last day of the month.

Month(s)

Check the boxes for the months the report will run.

End Date/Time

The end date/time the report runs.

Once the schedule is defined, click Save Schedule to run the report. The report output is generated based on the
schedule and in the specified format. Email notification is sent to the recipients identified in the Email Notification

section.

Edit Schedule/UnSchedule Report

Once a report is scheduled, an Edit Schedule link and an Unschedule link become available for the report.

Saved Report List

=7 Today's Jobs

[ Today's Jobs  View Report  Edit Report  Edit Schedule  Unschedule
=HZ  Job Inquiry

‘O JobInquiry  View Report  Edit Report  Edit Schedule  Unschedule

Delete Selected

To edit a report schedule, click the Edit Schedule link. The Schedule Report page is displayed. Make any changes to
the report schedule and click the Save Schedule button to save the new report schedule.

To delete a report schedule, click the Unschedule link. The Schedule Report link is redisplayed for the report.

May 2014

eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute

317



SmartFindExpress System Administrator User Guide Reports Menu
Release 2.5

Today’s Jobs Report

When the Today’s Jobs report quick link is selected, the report displays all job information for the administrator’s
location(s) for the current day. To run the report with values other than the system default values, click on the
Expand Filters option to display the search criteria fields for the report. Change the values for the report and then
click Run Report. A new version of the report is displayed.

Report View

» Expand Filters

<ma B 8] &) &)

= H B B

As of Sep 30, 2010

Today's Jobs

24397 Cpen Sunnyland Elementary Bank, Tedd At Training

Today’s Available Substitutes

When the Today’s Available Substitutes report quick link is selected, the report displays all availability information
on all substitutes for the current day. To run the report with values other than the system default values, click on
the Expand Filters option to display the search criteria fields for the report. Change the values for the report and
then click Run Report. A new version of the report is displayed.

Report View

» Expand Filters

ame T @ W&

e W E B B

As of Sep 30, 2010 12.00 AM-11.59 PM

Today's Available Substitutes

Adion, Nesl 112232444 Active 1 Yes Ves Mo vas
2180 4071224507 Active

Yes Yes Mo Yes 087112010
Afon Ans 2082 2071224587 Active 05128/2010

Alvarez, Filomeno 1800 4071224887 Active Yes Yes Mo No 047282010

i
i

Anderson, Christopher 1897 2071224567 Active Yes Yes Ho ves 09/25/2009

Active Substitutes: Schedule/Unavailability

When the Active Substitutes: Schedule/Unavailability report quick link is selected, the report displays
schedule/unavailability information on all active substitutes who can accept jobs at the administrator’s location(s).
To run the report with values other than the system default values, click on the Expand Filters option to display the
search criteria fields for the report. Change the values for the report and then click Run Report. A new version of
the report is displayed.

Report View

¥ Expand Filters

<ma 0 @) & @

M= [ E EE

As of Sep 30, 2010
Active Substitutes: Schedule/Unavailability
| Wame  AccessiD  CalBacks  DalyAval.  SaTme  EndTme

Ackon,Nes! 112223444 Manday 12.00 AM 11.59 P

112232444 Tussday 12.00 AM 11.58 FM
112233424 Wednesday 12.00 AM 11.59 Pt

112232444 Thursday 12.00 AM 11.59 P

112232444 Friday 12.00 AM 11.59 P
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Configuring System Features to Limit Substitute Assignments

The system provides you with several ways to limit substitute assignments at your location. The following
system features can be used:

e In-House Filling —lets you define the number of absences that should be filled by in-house  personnel at this
location for each workday before a substitute can be assigned.

e Substitute Allocation Units — lets you define a location’s limit for the number of absences at that location
which may be filled by substitutes over a given time period.

e Minimum Job Days — lets you define the number of days that an employee must be absent before a
substitute is required.

Using In-House Filling

In-House Filling applies to both absences and vacancies, but not to long-term jobs.

When this feature is active, substitutes are not assigned to jobs until the number of jobs exceeds the value
specified for each location on a daily basis. Each job is counted as one (1) when being applied to the value set for
each location.

The following system features are used to set up In-House Filling:

Location Profile
Search Rules

e Reasons
Classifications

Location Profile

A location's In-House Filling Capacity (IFC) is the number of absences and vacancies in any one day that the
location can absorb without requiring a substitute. The IFC for a given location is entered in the In-House Filling
Capacity field on the Location Profile screen.
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Modify Location Profile

Address Line 1

i

ity

" Code:

T Name:

Address Line 2

State/Prow.:

Telephone Humber:

Fax Humber

In-Housze Filling Capacity:

Employees:

[FRANKLIN EL * (En)
| |
| | 9
: |'IUEI2 (eorge Carver
|
© [Cantan |

Zip/Postal:  |19056
| |
215-665-8765

|7 Allow Specifying 3 Substitute

F Allow Preamanging a Substitute

m Return Te List

Each location can designate the number of absences that can be covered by in-house personnel. This field is only
active if a number greater than zero is entered.

Search Rules

On the Search Rules screen, click in the Use In-House Filling checkbox to indicate that this feature is being used in

the search rule. You may want to set up a search rule only for the classifications that will use In-House filling.

Reasons

Modify Search Rule

Name:  [Typical 1

I lse In House Filling

l- Allow general job se

| 'save | Return To List

¥ Use Minimum Job Duration

|7 Use Substitute Allocation Units

arching

p Lists with no classifications, call substitutes hawing at least 1 classification with this search rule.

Naote: Stop all system activity/services before making changes to Search Rules

On the Reasons screen, click the Location In-House Filling Capacity checkbox on all reasons that use this feature.
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Classifications

Reasons

* Code:

*MName:

~Reason applies 1o
Reduires Approval
Level

Max Daily Absences:

Budget Code:

Nao Substitute Reguired:

Notify when reason used
Employee Balances

Modify Absence/acancy Reason

=)
[
e

C 1

[ Collect a budget code

[ verify budget code

[ classification Minimum Jah Days (D)
[ Location In-house Filling Capacity (IFC)
[ Lacation Substitute Allacation Units (SAU)
O administrator ] operator

Restrictto allocation automatically restrict when balance is zeroh
Uses allocation from: | Personal lliness 1 -
= Aot Threshold: B0 | % (valia vatues are 0.00, 0 maans no atert

Hote: Since this reason uses allocation from another reason, the
Alert Threshold of that reasen will be automatically applied.

Return To List

On the Classifications screen, enter values in the work unit fields (including the work units for long-term jobs) for
all classifications that belong to the search rule that uses In-House Filling.

How Jobs are Processed

When this feature is active at your location, the system processes jobs in the following way:

Modify Classification

* Code: Juli]

® Hame:

[CERT-GEMERAL ELEM = (En)
| o
| €2

Search Rule:

® Search Type:
F ay Rate:

® Start Callout:

b
= Wrork Unit:

il

minutes before job start time

minutes

Mote: For Sub Mlocation Units ($8U] and reporting.

" Long term job: units

Maote: Excludes lang term jobs from In-House Filling Capacity
[IFC], Sub Alocation Units [S8U]and Minimom Job Doration (MI0]

rules,

kini mur Job Durstion (k10

® Aszign a sub aften: Elda“'s

o day length: minutes

D=ily work schedule

Maximum walue ta repart:
Unpaid break:

Applies aftervoking:

minutes

o
Dminutes
o

minutes
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The system determines that the job will be created and assigned a sub-status of “No Substitute Required - IFC”
when all of the following conditions are met:

e The reason for the job has the IFC option enabled (the box is checked).

The job is not marked "No Substitute Required--MJD" due to the "Minimum Job Days" feature.
The job is for a search rule that uses IFC.

The location's Automatic Assignment List is exhausted.

The absence is not a long-term job.

If the job meets all of the above criteria, the system checks the location's remaining IFC balance for the day(s) of
the absence, then:
o |[f there is sufficient capacity remaining to absorb the absence, the absence is assigned to "Filled In-House."
o |[f there is not sufficient capacity remaining to absorb the absence, the system creates the  absence as an
open absence, unless prevented by some other criteria.
e |f a multiple-day absence would exceed the location's IFC for any day of the absence, the entire absence is
opened for substitutes, unless prevented by some other criteria.

If a job that was created with In-House Filling is cancelled, the next job created will be created as “No Substitute
Required — IFC.” Jobs that were created after In-House Filling capacity was met are not affected by the
cancellation.

Note: System operators and administrators that have override authorization can override the NSR — IFC and obtain
substitutes.

Using Substitute Allocation Units

This feature allows a location to define its own limit for the number of absences at that location which may be
filled by substitutes over a given period. This feature also gives a location the ability to control their budgeted
substitute allocation.

Substitutes are assigned to jobs until the total work units for jobs exceed the value specified for each location on a
daily, weekly, monthly or yearly basis. Substitute Allocation units apply to both absences and vacancies, but not to
long-term jobs. The work units of the job are counted when being applied to the value set for each location.

When a location’s SAU limit is reached, all additional absences are reported as No Substitute Required-SAU. This
feature also prevents employees from specifying and prearranging substitutes once the allotment of substitutes is
met.

The following system features are used to set up substitute allocation units:

e Location Profile
e Search Rules

e Reasons

o (lassifications
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Location Profile

On the Location Profile page, SAU tab, select the substitute allocation period for the location. The allocation period
can be daily, weekly, monthly, or yearly. In the Allocated field, enter a value for the number of work units being

allocated. Work units are defined on the Classifications screen. Locations that use the yearly period will have to
enter a start date for the year.

Balances

Code: 1032
Mame: DISTRICT OFFICE

Mews Substitute Allocation Units

Substitute Allocation Period: | | v |
Allocated: D

MDD

Mote: Erter only when allocation period i=s yearly

m Return To List

Search Rules

Click the Use Substitute Allocation Units checkbox on the search rule to indicate that this feature is being used in

the search rule. You may want to set up a search rule only for the classifications that will use Substitute Allocation
Units.

Search Rules

Modify Search Rule

Name:  [Tppical 1

F Use Minimum Job Duration
¥ Uize In House Filling

¥ se Substitute Allocation Units
[2 Allow general job searching

p Lists with no ol assifications, call zubstitutes hawing at least 1 clazsification with this zearch rule

Note: Stop all system activityiservices before making changes to Search Rules

m Return To List

Reasons

Click the Location Substitute Allocation Units checkbox on all reasons that use this feature.
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Classifications

Reasons

Modify AbsenceNacancy Reason

" ame [7Z Test Reason | ~En
| &
| &)

*Reasaon applies to Employee b
Reguires Approval

Level

il

Max Daily Absences:
Budget Code:  [] Collect a budget code
[ verity budget code
Mo Substitute Required: [ classification Minimum Job Days (MJD)
[ Location In-house Filling Capacity (FC)
[ Location Substitute Allocation Units (SALY

Motifywhen reagon used: [ administrator [] Operator
Employee Balances:

Restrict to allocation tAutomatically restrict when halance is zera)
Uses allocation from: | Persanal lliness 1 >
* Alert Threshald: E % (walid walues are 0-99, 0 means no aler)

Hote: Since this reason uses allocation from another reason, the
Alert Threshold of that reason will be automatically applied.

Return To List

Enter values in the work unit fields (including the work units for long-term jobs) for all classifications that belong to
the search rule that uses Substitute Allocation Units.

Modify Classification
® Code: Jula]

I

Mame: | CERT-GENERAL ELEM

* (En)
)
| Ea

Search Rule:

® Search Type:

il

Fay Rate:

® Start Callaut: minutes before job statt time

® Wifok Unit: minutes

Mote: For Sub Allocation Units (52U and reporting.

® Long term job: units
Mote: Excludes long term jobs from In-House Filling Capacity
[IFC], Sub Mlocation Units [S8U) and Minimum Job Durstion (MO0
rules,

Mini rurn Job Duration [M.J0)

® Assign a sub after: El days

®fark day length: minutas

Diaily wor k =chedule

faximum value to report: minutes

o
Unpaid break: D minutes
0|

Applies after woing:

Return To List

minutes
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How Absences are Processed

An absence is subject to the SAU feature if all of the following statements apply to the absence:
e The absence is not a long-term job as determined by parameter settings.
e The absence is not marked as "No Substitute Required” or IFC.
e The job is for a search rule that uses SAU.
e The caller indicates that a substitute is required for the absence.
e There is no substitute available on the Automatic Assignment list at the location of the job.
e The Location Substitute Allocation Units field for the reason is enabled.

When an absence which is subject to the Substitute Allocation feature is entered, the system checks whether there
are at least as many SAUs remaining for the period(s) of the job as the number of work units the absence will
occupy during the period(s):

o |f enough SAUs are available for the absence, the system creates an open absence (or specified, or pre-
arranged job, as appropriate), and seeks a substitute normally.
e |f not enough SAUs are available, the system creates the absence as an "Exceeded SAU" job.

Note: System operators and administrators that have override authorization can override the NSR — SAU and
obtain substitutes.

Using Minimum Job Days

Substitutes will not be assigned to jobs unless the duration of the job exceeds the value specified for the
classification. All absences including long-term job are considered for this feature. This feature does not apply to
vacancies.

The following system features are used to set up minimum job days:

e Search Rules
e Reasons

e C(lassifications

Search Rules

Click the checkbox for Use Minimum Job Duration on the search rule to indicate that this feature is being used in
the search rule. You may want to set up a search rule only for the classifications that will use Minimum Job Days.

Modify a Search Rule
Note: Stop all system activity/services before making changes to Search Rules
Marme: | Typical |

Use Minimurm Job Duration

Use In House Filling

Use Substitute Allocation Units

[J Allow general job searching

Lists with no classifications, call substitutes having at least 1 clagsification with this search rule
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Reasons

Click the Classification Minimum Job Days (MJD) checkbox on all reasons that use this feature.

When the MJD box is checked on a reason, the system checks the Minimum Job Days field in the classification for

the absence to see if a substitute is required.

Reasons

Modify AhsenceMacancy Reason

*Code
* Name

+Reason applies fo
Renuires Approval
Level

Wax Daily Absences

Budget Code:

Mo Substitute Required.

Motify when reason used
Ermnployee Balances:

Classifications

-En
I '

I )

L]

[ collect a budget eode

[ verify budget code

Clagsification Minimurm Job Days (MJD}
[ Location In-house Filling Capaity (FC)
[ Loeation Substitute Allocation Units (S4U)
[ rdministrator [ operator

Restrictto allocation (sutormatically restrictwhen balance is zera)
Uses allocationfrom: | Personal lliness 1 v

* et Threshold: 0| % cvaiis values are 0.8, 0 mesns no alery

Hote: Since this reason uses allocation from another reason, the
Alert Threshold of that reason will be automatically applied.

Save | Delete |Return To List

Enter a value in the minimum job duration field for the number of days that an employee must be absent before a

substitute is required.

Modify Classification

"Mame: | [CERT.GENERAL ELEM

T(Em)

| o

| &=

Search Rule:
" Search Type:
Fay Rate:

® Star Callout:

il

|
= Wlotk Unit:

Mote: For Sub flocation Units [SAU) and reporting.

® Long term job: units

Mote: Excludes long term jobs from In-House Filling Capacity

minutes before job start time

minutes

tdini murm Job Duration (k4J0)

® Aszign a sub after Eldays

* Work day length: minutes

Diaily work schedule

M aximum value to report: minutas

o]
Unpaid break: D minutes
L

Applies afterwoking:

minutes

m Return Toe List
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How Jobs are Processed

When the MJD box is checked on a reason, the system checks the Minimum Job Days field in the classification for
the absence to see if a substitute is required. If the number of days duration of the absence is less than the
minimum job days value, the job is created as “No Substitute Required.” If the number of days duration of the
absence is greater than or equal to the minimum job days value, two jobs are created; one job is created as “No
Substitute Required,” and the second job is created for the days that a substitute is required.

Note: System operators and administrators that have override authorization can override the NSR — MJD and
obtain a substitute.
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Configuring System Features to Limit Employee Absences
The system provides you with methods to limit employee absences. The following system features can be used:

e Reason Balances —prevents employees from entering absences once they have used their allocated amount

for that reason.

e Maximum Daily Absences — prevents absences or vacancies from being reported once the maximum number

district-wide is reached.

Using Reason Balances

Reason Balances prevents employees from entering absences, once they have used their allocated amount for that
reason. In order to enter an absence, they would have to use a different reason. Reason balances are counted by

minutes and apply to long-term jobs.

Note: Employees are allocated a reason balance (typically on a yearly basis) in order to limit the number of

absences that can be created using a particular absence reason.

On the Absence/Vacancy Reasons screen, click the Restrict to allocation (Automatically restrict when balance is 0)

checkbox and enter a reason if the allocated amount is found in a different reason.

Reasons

Modify AbsenceMacancy Reason

+ Code;

*Name:

*Reason applies to
Requires Approval
Level

Max Daily A sences:

Budget Code:

Notify when reason used:

Ermployee Balances

Allocating Amounts to Employees

L)

7 Test Reasan = (En)
(Fry

(Es)

Na Substitute Required:

[Save [ Delete [Return To List

Employse v

1%

[ collect a budget code

[0 verify buduet code

[ classification Minimurn Job Days (MJD)
[ Loeation In-house Filling Capacity (FC)
[ Lacation Substitute Allacation Units (S44)
[ agministrator (1 operator

Restrictto allocation (autoratically restrict when balance is zero)
Uses allocation from: | Personal liness 1 v
*AlertThreshold: B0 | % Gualid values ars 0:25, 0 maans no sler)

Hote: Since this reason uses allocation from anather reason, the
Alert Threshold of that reason will be automatically applied.

You can allocate reason balances to a group of employees based on classification group and location group. These

groups must already be set up in the system.
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On the Absence/Vacancy List screen, click the Set Balance link next to the reason you want to allocate to
employees.

Reasons

Absenceacancy
[New |
AbsenceMacancy List Records Per Page
34 iterns found, displaying all tems:.
1
Code Name Employee Balances Requires Approval ‘ Alert Threshold
999 I7 Test Reason Personal liness Yes a0
80120 RMO_EPB M RMO_E_OB_N Mo o
20121 RMO_E_PB_S RMO_E_CB_S Mo a
80200 RMO_A_NB_N Mo o
80210  RMO_A_CB M SetBalance Mo 0
80211 RMO_A_OB_S Set Balance Mo 1}
80220 RMO_A_PB_N RMO_A_OB_N Mo o
80221 RMO_A_PBE_S RMO_A_0B_S Mo o
80300 RMO_O_NB_N Mo o
80310 RMO_O_OB_M SetBalance Ma 0
80311 FRMOO OB S Set Balance Mo 1]
1 Perzonal liness Set Balance Mo a0

The Modify Reason Balances screen is displayed.

Reasons

Modify Reason Balances

*Code: 1
*Mame: Personal lliness

* Classification Group: | v

* Calculation Starts: l:l ===

(MDD

*Balance: l:l O addto ORepIace

(HHHHHH: b

Mote: All Employees with the selected classification group will be updated

Return To List

o Select the Classification Group from the drop-down menu. All employees with the selected classification group
will be updated.

o Inthe Calculation Starts field, enter a start date for the calculation. This date determines how many absences
should be counted. Use the Calendar icon to select a date, or enter the date in the format shown above the
field.

o In the Balance field, enter the number of time you want allocated towards this reason for this group of
employees. Select the Add to or Replace option.

Click Save to update the employee records.
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Allocating Amounts to Individual Employees

You can also allocate amounts to individual employees. The Reason Balances tab of the employee profile lists the
employee’s reasons and reason balances. The Reason Balance List can be sorted by Code or Name by clicking on

the up/down arrow in that column.

Mame: ZZTest Employee,
Access|D: 985088085

Reason Balances

Reason Balances List

Mame - | Uges Allocation From | Caleulation Date | Allocation | Balance
Family liness Perzonal liness 0200472013 0:00 -70.on
Personal lliness 02/04/2013 0:00 -70:00
EMO A OB S 05001 F201 3 100:00 100:00
RMO_A_PB_S RMO_A_CB_S 0501 2013 100:00 100:00
EmMO0 E OB 5 0301 72013 100:00 00:00
RMO_E_PE_S RMO_E_OB_S 0510112013 100:00 100,00
EmMd O OB S 0301 f2013 100:00 A00:00

To modify a Reason, click on the Reason name. Update the desired fields and click Save.

Mame: ZZ Test Employee,
Access D 888888888

Return To Inquiry

Reason Balances

Modify Reason Balances

Reason Mame:  Personal lliness

* Calculation Date: 02/04/2013 Fe=m]

(MWD DAY

(HHHHHH: bt

Return To List
Reason Balances List
Name - | Uses Allocation From | C Date | Allocati

Family iness Perzonal liness 02i04/2013 0:00 -70:00
Fersaonal lliness 02/04/2013 0:00 -70:00
EmO A OB S 05i01/2013 100:00 100:00
RMO_&_PE_S RMO_&_CB_S 0501 2013 100:00 100:00
EmO E OB 5 05i01/2013 100:00 100:00
EwO F DR T L= = NS 012 A00-00 A00-00

Using Maximum Daily Absences

Maximum Daily Absences applies to all absences and vacancies for the district regardless of the type of employee.
Long-term jobs are included when determining the job count for the day.
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Reasons

On the Absence/Vacancy Reasons screen, enter a limit for the maximum number of same-day absences or
vacancies that may be reported for this reason district-wide in the Max Daily Absences field. Each reason's

maximum daily absences limit is determined by the value entered in this field:

o |f the Max Daily Absences field is set to a non-zero number, the system allows no more than the entered

number of same-day absences for the given reason.

o |f the Max Daily Absences field is set to “0,” the system does not set a limit. The feature is not used.

Reasons

New AbsenceMacancy Reason

* Cade:

*Name:

*Reason applies to
Requires Approval
Level

Max Daily Absences

Budget Code

Na Substitute Redquired

Notifywhen reason used:
Employee Balances

Save | Return To List

*(Em
9

Es)

Employse ¥

O

[ collect a budget code

[ verify budget code

O classification Minimum Job Days (D)
[ Laeation In-house Filling Capacity (FC)
[ Loeation Substiute Allacation Units (SAU)
[ administrator [ operator

[ Restrictto allocation (Autormatically restrictwhen balance is zero)

Uses allocation from:

* Alert Threshald: 0 % (vslid valuss ste 0.58, 0 means no slert)

Mote: New reasons must be voiced

When the limit for the reason is reached for a particular day, the system refuses to accept any more absences and
vacancies for that day and reason. Another reason must be selected.

Note: When calculating the number of absences for a given day, partial-day absences are counted as if they were

whole day absences.
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Job Searching Methods for Substitutes

Substitutes will see/hear jobs if they are on the same list, sub list and level set on the job. Only the IVR moves the
job to a new list, sub list, and level. This method ensures that the most qualified substitutes are offered jobs before
the less qualified substitutes as determined by search rules. A list is defined as a step in the search rule. The chart
on the following page describes the lists and how the sub list and level are determined.

When a job is created, it is immediately advanced to the first list, sub list, and level that have substitutes on it.
Substitutes on this list can immediately see the job. No other substitute can hear/see the job until the IVR moves
to a new list, sub list and level during callout times. The lowest ordered sub list and level within each sub list is
processed in order.

For example:

List Sub List Level
Preferred List — Employee - 1 1
No Classification

1 2
2 1
3 1

If there are many substitutes on the same list, sub list, and level, they will all be able to see and accept the job on
the Web, while the telephone offers the jobs one at a time, cycling through the list. The search type determines
who is called first.

IVR is offering a job to a substitute:
The IVR “locks” the job:
= Substitute calling (telephone) to search for jobs will not hear this job.
= Substitutes using the Web to search for jobs will see the job. They will not be allowed to accept it.
Depending on when the job was locked, substitutes will either not see the Accept button or they will

receive a message informing them that the job is not available

A substitute is searching for jobs on the telephone and is hearing a job, while another substitute is
viewing/accepting the job on the Web:

= The job is not being offered to a substitute.
=  Whoever accepts it first will get the job. The other substitute will receive a message informing them that
the job is no longer available.

Two (or more) substitutes are searching for jobs at the same time on the Web and accept at the same time:

=  Whoever accepts it first (in milliseconds) will get the job. The other substitute will receive a message informing
them that the job is no longer available.
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General Job Searching

Searching for jobs can be affected by the parameter that enables “General job searching” setup on the Search

Rule.

= |f this parameter is enabled, any substitute that qualifies on any list, sub list, and level of the job can hear/view
the job and accept the job (if the job is not locked by the IVR). The telephone will still call in the order specified

in the search rule.

The following table shows how lists, sub lists, and levels are defined and used in search rules.

List

Description

Sub List and Level

Auto Assignment

Substitutes will be automatically
assigned to the job without a
telephone call. Typically, these are
permanent substitutes always assigned
to a school and on a paid salary.

Defined by Priority List

Specified

A substitute can be specified on job
creation.

N/A

Preferred — Employee

Preferred list of substitutes for an
employee (Classification) specific/not
specific)

Defined by Priority List

Preferred — Location

Preferred list of substitutes for a
location or location group
(Classification specific/not specific)

Defined by Priority List

Custom List — Employee

Custom list of substitutes for an
employee (Classification specific/not
specific)

Defined by Priority List

Custom List — Location

Custom list of substitutes for a location
or location group (Classification
specific/not specific)

Defined by Priority List

Classification List

Substitutes will work at the location
and classification of the job

Defined by the Location and
Classification tab. Sub list is
not applicable. Level is the
classification level. If there is
no level found, the level is
used from the Optional
Information tab.

General Location List

Substitutes will work at the location of
the job

Defined by the Location tab.
Sub list is not applicable. The
level is used from the
Optional Information tab.

General Classification
List

Substitutes will work at the
classification of the job

Defined by Classification tab.
Sub list is not applicable.
Level is the classification
level. If there is no level
found, the level is used from

the Optional Information tab.

Any Substitute List

Substitutes are offered jobs regardless
of location and classification or priority
list setup

Sub list is not applicable. The
level is used from the
Optional Information tab.
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Appendix A: PRI Error Message Descriptions

This section provides descriptions for PRI error messages that may appear in the System Activity Log.

PRI Error Message

Description

Interworking Unspecified

Long distance 1 required on this number, or not a long distance number.

Unspecified Cause

Subscriber not accepting calls. Using the phone to block the system. Operator
should talk to the user to set a schedule in SmartFindExpress so the system does
not spend time trying to call someone who is not going to answer.

Call Has Been Rejected

Subscriber not accepting calls. Using the phone to block the system. Operator
should talk to the user to set a schedule in SmartFindExpress so the system does
not spend time trying to call someone who is not going to answer.

Normal Clearing Operator Intercept

Operator Intercept message from D channel. Callback number should be called
and checked by Operator.

Voice Channel Operator Intercept

Operator Intercept message from B channel. Message played to system on the
audio of the call is most likely voicemail.

Resource Unavailable

Phone company issue with route. Newer technology in the central office switch
at the phone company did not get the most recent software push. Open a case
with the phone company to have them resolve the issue with placing a call to
this number.

No Circuit Available

Phone company issue. The substitute’s callback number circuit is down (all
circuits are busy when dialing the destination number). Open a case with the
phone company to have them resolve the issue with placing a call to this
number.

Invalid Number Format

Bogus phone number in the substitute’s callback number field or the call is being
rejected by the phone company. If a valid phone number, contact phone
company to resolve.

Requested Circuit/Channel Not Available

Open a case with the phone company to have them resolve the issue.

Service or Option Not Implemented

No long distance on phone service. Contact phone company to resolve.

Event Was Unexpected.
Current State: <x> Event: <x>

Common Event Codes found in the System Event Log for Unexpected Events.
These are unexpected errors when placing calls over the PRI. This can happen at
any time if the call does not follow the programming of the system. If the switch
sends us messages we are not expecting in our call flow, or the circuit drops
during a call, then Dialogic CCAPI event codes are provided to tell you where the
call was at the time of the error.

Temporary Failure

A temporary network failure at the physical layer on the ISDN (PRI) network has
occurred. Can be one of the following: The failure of channel negotiation with
the remote interface, a data link layer malfunction has occurred locally or at the
remote network interface, or T call is being cleared as a result of one or more
protocol errors at the remote network interface
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