
The SubCentral System

for Substitutes

How To Search For Assignments



Log-In Screen 
You must complete the one-time registration by phone before you are able to access 

the system online. Enter your User ID (File/EIS number) and the Password (PIN) 

you created. Then, for security purposes, click the “I’m not a robot” box, follow the 

instructions in the pop-up window, click Verify, then click the Submit button. 



Home Page
Your home page displays various tabs that allow you to navigate through 

the system, review your information and manage your profile. It also 

contains important announcements and information pertaining to your 

employment. Be sure to read your home page periodically. 



Home Page
The tabs on the top left allow you to manage your schedule, view 

your assignments and search for available jobs. 



Available Jobs Tab
You are able to search for available jobs online at anytime. 

Note: If you chose to search during scheduled callout periods you may 

not be able to accept an assignment that is being offered to another 

substitute until they have declined the job. 

Note: There will be instances where there are no jobs displayed for the 

date range you entered. The system may not have jobs matching your 

profile location(s), classification(s), schedule or date range. Check back 

again at a later time or wait for the next callout period to allow the system 

to offer assignments via telephone. 



Available Jobs Tab
Select the date or date range you are searching for (up to 30 days in advance) 

and click Search. 



Available Jobs Tab
Click on the Details link to obtain more information regarding the 

desired assignment.



Available Jobs Tab
Review and make note of all information pertaining to the job.

If you chose to accept the assignment, click Accept Job.



Available Jobs Tab
Once you have accepted the assignment you will obtain a Job Number. 

Note: You are able to view information prior to accepting a job, however, the 

job is NOT CONFIRMED until you have been provided a JOB NUMBER. 



Available Jobs Tab
If you choose to decline, select a reason from the drop down menu 

then click Decline Job. 



Good luck and we wish you much

success as a substitute

with the New York City

Department of Education


