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SmartFindExpress 2.5 Administrator User Guide

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

Logging into SmartFindExpress

1. Openyour Internet browser and go to
polson.eschoolsolutions.com. The system
Welcome message and any district-wide
announcements are displayed. District-wide
Announcements

2. Two identifiers are required to log in to the

system: Access ID and PIN or District login. eSchool
. . e 8 T ¢
Click Submit to access the system. i et . « [l S " SmanfindExpress:
|
SmanFIndEXpress SYSiem has & naw phong - i‘- ﬁ
numher o use for calkin Flease updste your ' .
phone kst
SmartF iIndExprass naw numbor is 425- ...
. 320-1337 > sarin
3. If you have forgotten your password, click Enghing ettt e b e o B T B st }
P . . . ' T m?:annnllr&r:mmnnn!:‘g s hiephone ..q i
the ‘Trouble signing in?’ link. T R ] .T"
e ol ” b
-k £k

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

5. Upon successful login, your home page is
displayed. From your home page, you can

manage your personal information and @) @SChOO" 1. Enter User I.D
perform a variety of administrative tasks. —_ .SII‘I;TIIEI:T.F-;iﬁtI:IéxipIre\Iss‘: Z-CE":jtef Security
ode
3. Click Submit

Phesaaser orstir yous Lses 11 snel thae ssecurity code shown Delow,
— 2/ Your password will be sent to the emall address on your profile.
B>
< Choo‘ Profie > Help Sion: out B

— SmanFingExpress:

Home Admnstrator ¥ Reports » “UseriD

Tielcome Brett Browm

“For secunty. please enter
me code shown above

q
There are 3 pending requeats for Absence Appiovals I

SYSTEM CONFIG LDGIM IS 666555 You mustnmregls'isrwnn'mz ay=teMegcalling 1888.399.1111

Your Usar D s your & Digil Emplayea 1D number found on rour pay stub

For atull onling tutanal click here: - Sagis O & Trainine
Administrator Announcemants .
THIS 13 AMESSAGE FOR ALL ADMINISTRATORS: To access onling training andime, dick here - Sadie Online Traming From you r Home Page you Can:

Location Announcemeant tor LOCATION 010001
THIS IS ATEET FOR LOCATION 010001

v" Modify Profile Information

v" Get Help While You Work

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

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

View Profile Information

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

Update Your Email Address

Type in your new email address and click Save.

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

Change Password

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

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

Help

Getting Help While You Work

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

Change Password

E‘Pmﬂle ~ ) Help Sign Out

Infarmaticn
Update Email
Change Passwaord J

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

Re-enter email: |

Save

|| —

Change Phone
Password (PIN)

Change Password

Phone Passward (PIN)

Current: | |

MNew: | - — |
Numeric up to 9 digits

Confirm New: | |

Sign Out

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

May 2014
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Select Role

Profile = Help Sign Out

Change User Role

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

Administrator Menu

The Administrator menu enables you to perform a
variety of tasks from creating announcements,
absences and vacancies to performing job and
profile inquires, obtaining daily job counts,
maintaining priority lists, and working with Anmouncements
absence approval requests. Create Absence
Create Wacancy ralez Today is
Daily Job Count
Job Inquiry/Reports -
Location Balances remail addres
Priority Listz
Profile Inquiry/Reportz »
Profile New
Abzence Approval

Home

Adminiztrator « >

Adminiztrator « Reportz «

General
Employee

Reports Menu

The Reports menu enables you to quickly create a Home Adminiztrato
variety of job, employee and substitute reports for
your location(s), save report settings for re-use,

schedule reports and instantly generate job and
substitute reports for the current day for your

location.
Reports «
Report -
Report List

List of Customizable Reports: My Saved Reports
Today's Jobs Today's Jobs
Today's Available Substitutes Toeday's Available Substiutes
Active Substitutes: Schedule/Unavailability Active Substitutes: Schedule/Unavailability
Job Inguiry

Employee Detail
Employee Reason Balances
Employee List

Employee Labels
Substitute Time Waorked

Substitute Detail
Substitute List
Substitute Statistics
Substitute Labels

# Days Absent/Worked

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



SmartFindExpress 2.5

Administrator User Guide

Announcements

1. Click on Announcements from the
Administrator menu.

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

Carriage returns can be used when entering the
text to start a new line. HTML tags can be used to
create bold. underline and italics text.

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

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

Create Absence

1. Click on Create Absence from the
Administrator menu.

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

Employee Search

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

UserID: l:l Name Lookup

Employee Name Lookup

Enter Name (or partial name), then press Search

FrstName: || @ geginswith ¢ Contains

Records PerPage: [50 | =

Saareh Critria

T [Lecaten =]

Location -

vangusge. [ =1

Receros PerPage [50 =

L i

M Announcement

T#  |Lacaton =

Location ~

Language: -

Annpuncamant

e Ly

Announcamant List
| G e oume
Y —
ote | Ty | L | Languege » | Anmouncement |
LHER0n  ARLecgfftg  Ergis Vépizome 0 the Hew 850 Improved SmerFlL.

Doe T W —
'

[Oatete]

3048 it b TR 5 BT

104 00 ot weky B

GraoaM | oA0eEW

g B SN 31 005 D D FOBAr MBI, v E S

|

v e Fhg

Ea oo
=
3. The employee’s primary location is shown. =T |
To select a different location, use the drop-
down menu.
May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 5
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4. Select areason for the absence. If the
reason for the absence requires absence
approval, an Approval Comment box is
displayed. Add any special notes on the
absence request.

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

6. Change the default value of Yesto No if a
substitute is not required for the absence.

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

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

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

Create Job

Create Absence Confirmation
This absence will not be created until the Create Absence button is pressed
Job Status:  Open/Open
Employee:  Acosta, Kari
Location:  Washington Elementary
Classification: At
Reason:  Professional Development (4)
Approval Comment.  Aftending the Training seminar.
Budget Code 123456
Voice Instructions:  None
Text Instructions:  None
File Attachments.  None
Dates:  09/24/2010- 09/24/2010
Weekly Schedule Emplayes Substitute
Friday 07:20 AM-03:20 P 07:20 AM - 03:20 PM
Specified Substitute:  Tate, Bill
Assigned Substitute

Create Absence

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 6
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10.

11.

12.

13.

14.

15.

Samaistane

Click “Yes” if the substitute is known and
has verbally accepted the job from the
person reporting the absence. The
substitute is then responsible for accessing
the system and verifying that the employee
did prearrange them to their absence, and
obtain the job number.

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

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

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

Add any comments on the absence.

Click Continue to confirm the job.

On the Create Absence Confirmation page,
verify that the absence information is

16. If the absence was created for a reason that
requires approval, a note would display on

the Create form and the job would be
created with the status of Approval
Pending/Open.

17. The Create Absence Verification page
displays the job number for the absence.

Create Job

Create Absence Verification

Job Humber:
Job Status
Employee
Location
Classification
Reason

Budget Code

Voice Instructions
Text Instructions
File Attachments
Dates

Weekly Schedule

Job Creation - Successful.

% <
OpeniOpen

Phillips, Ned

77 Test Location

Z7 Test Classification
TT7 sick

TiT

Mone

Mone

Mone

09/05/2012 - 09/05/2012

~

Employee

Substitute

Wednesday 07:30 AM-04:00PM  07:30 AM - 04:00 PM
Specified Substitute
Assigned Substitute

Same Employee | Same Date/Reason

Create Vacancy

1. Click on Create Vacancy from the
Administrator menu.

2. Calendaris 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.

3. 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.

4. (Classification is a pull-down menu of all the
classifications for which this vacancy can

i apply.
correct and then click Create Absence to
create the job or Cancel to return to the Job
Create form.
May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 7
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Mote - The selected reason requines approval. The systom will submil the roquest for approval whon you confiem this absence.
Create Absence Confirmation
bl ot l e buthon i# prussed
Job Staher. Approvet PenangTipen
Eenployes.  Waren Togd
Location  WASMINGTON ELEMENTARY SCHOOL
Classification:  TEST CLASSFICATION 101
Reasorr  REASON ABSENCE 001001
Vol natudens. None
Tetlnstnchons. Moo

Filn Afachments  Mone
Dates. 07242000 - OT2G2010
Weehy Schedule Emplapes Ungald Boeal  Subsiaute Urpusd Bruak.
Mondsy 08.00 AM-0400PU 30 minules 0800 AM- D400 PU 30 minules
TEST.
ASugnes Sctstie.

A vacancy is created when no employee exists to
be absent and a substitute is needed.

Create Vecancy
Vacancy inlocmaton
I st
Caenzar fManm -'v!
wocamen, [ZE TEST LOCATION 53065 L}
Ciassiicasen |27 TestClasssicason 999 v
-
Start End
awtdeTme  0TI0AM | D3NFM | 0| meen
REPOREING M TS ORYS?
fthe days ¥ day L prowy Modfy Times.
Susstaste
Bpacity 3 BueTie? I I i Lok
PRE ARRAMSED?
e el coars e TEL,

a4 D auba B SO B BT T B g

Seosshe institens:
:Jsunnum Enacactirs~ 10061

e - [T ——
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10.

11.

May 2014

The Reason pull-down menu displays

absence/vacancy reason. Uncheck days that do not apply to the vacancy.

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

ZZ TEST LOCATION 33999 %
22 Tamt Cistpleaton 3905 o
e Bieklaswe (1) w
sty [

TR0

<

The default for entry of a vacancy is today’s '
date. To edit the dates, click the Calendar "”' ot e toone
icon to display the calendar, or type in the - st e o e o
new dates in the specified format. » 2l
[ | Sl o | [R—————————.
The Substitute Times defaults to the e |
=l

location times. To edit the times, all four
digits of the time must be entered in
hh:mm am or pm format.

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.

Create Job

Create Vacancy - Modify Times

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

Click Modify Times if the days are non- Substitute
consecutive, or if each day of the vacancy Start Time End Time
has a different start/end time. The Create Weekly Schedule  {himm am) - {hizmm am)
. . . Mond : ;
Vacancy - Modify Times screen displays. onday @ [0730AM | [0330PM_|
Tuesday [ [07:30AM | [03:30PM |
To specify a substitute, enter the Wednesday [ [0730AM | [03:30PM |
substitute’s ID. If the ID is unknown, click Thursday [ [07.30AM | [0330PM |
Name Lookup. Friday [ [0730AM | [03:30PM |

Substitute Name Lookup

Enter Name (or partial name), then press Search

LastMame | ‘ & Begins with © Contains

First Mame | ‘ & Begins with ' Contains

Records Per Page 50 -

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

1 Substitute
is kn.own and has verbally accepted ———
the jOb from the person reporting the PRE-ARRANGED?

. . we oS accepic fes not need to be contacted, press YES.
Vacancy. The Su bstltute IS then Has the substitute accepted this job?:  © yes & No
responsible for accessing the system, — -

Substitute Instructions:

verifying that the vacancy was assigned | aximum Cheracters—10001
to them, and obtaining the job number. File Afachments Browse... | asimun fie size-2042K)

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

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

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

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

Create Job

Create Vacancy Confirmation

15- C|iCk continue fOF the neXt page. If any This vacancy will not be created until the Create Vacancy button is pressed
. Job Status:  Open/Open
errors are detected on the form, you will g Al Locatons
H H Location:  Sunnyland Elementary
have the opportunity to make corrections. Caaton: Sunm
Reason:  Jury Duty (5)
. 3 Budget Code MNone
16. On the Create Vacancy Confirmation page, Voice Instructions:  None
. . . . TextInstructions:  Mone
verify that the absence information is File Atachments:  None
. Dat 09/24/2010 - 09/24/2010
correct and then click Create Vacancy to Mooty Schedue e
create the job and receive a job number. To Friday  08.00 Al - 03:30 P

Specified Substitute
Assigned Substitute.

Create Yacancy

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

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

Click Create Vacancy to display the Create Seaeon

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

Calendar. Al Locations
Location:  Sunnyland Elementary
Classification:  Art 408
Reason:  Jury Duty (5)
Budget Code Mone
Voice Instructions:  Mone

18

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

Retain Job Data

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 10
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Daily Job Counts

1.

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

r
Daily Job Counts

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

Reason | V‘

Location |AII Locations V‘
2. Select the Month and Year for the search.
Dates can be any date in the past, or up to
one year in the future.
3. Select the reason from the list of available
reasons. If a reason is not selected, the
system displays a job count for all reasons.
4. Select alocation from the list of authorized
locations/ location groups.
5. Search results display in Calendar format for
the current month and year. Use the Next
and Previous buttons to scroll to other
months.
Job Inquiry/Reports
1. Click the Job Inquiry/Reports Menu. Refer e —————
to Table A for descriptions of Job Status search Crtaria
.g e Crvter Job # OR
and Sub Status conditions that can apply to ot
a job. o —
Job Type: - A ! Ausences Vacancies
lob Slits. [Open & Achwe. 3]
2. To search for job information for a specific il ———_ N
job, enter the job number or the Split from o
Sonl Order ] Then by | ]
Job number. Recorids Per Page. |50 %]
[Search | Create Report | Export
3. To search on job information for a group of
jobs, select the search criteria. Click the
More Search Options button to display —
additional search fields. e G
) ] o Pl
4. Todisplay a list of all jobs in the database S =L
for today, use the defaults values and click g
Search. -
Barirsar :—Jei )
e e ey
May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 11
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Table A: Job Status and Subsidiary Status Descriptions

Job Status Description

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

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

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

Verified Job detail information has been confirmed as accurate.

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

Stopped Open jobs that have been stopped for callout.

Subsidiary Status

Open

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

No Sub Required (NSR)

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

Filled

A substitute has been assigned to the job.

Not Filled

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

Web Substitute Search

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

IVR Substitute Search

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

NSR(various)

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

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

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

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

Admin Assigned

Job assigned to a substitute from the job modification screen.

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

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

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

Automatic Assignment

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

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

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

Seaqch Critaria

7. To create a report from the search results,

A" W
. Status Job Stan Sub Stany Chas sl aton Chass Pay Kale Viice
click Create Report. e savEnd Feason o0 Py Aot Commests
Varly  Job Durstios Sub Tums Weekes Fsdgel Cade Spla from Job 8 i
. . QEFOEVTE OT. 30 AW 2 HEEnmY ::::
8. The Job Report setup page is displayed. o oatsioP 2 te
May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 12
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9. Select the report details and the options for
displaying totals on the report. With this
level of control, you can create many
different types of job reports.

10. Click View Report to display the Job Report

Administrator User Guide

Hepea Tite

T Primsar Setis an a Hew Page
Wcte: Repant Sections mast e salectsd for the feids 1o prim

¥ prnt Detants
P Locion I #aitng Matnog ™ Lastuoaty datety
¥ Crasaifica F Substiute Asiecation Unit F Repentod daiey
& Reazon R JowTime ' vertied dstey
P DatesTines T Budget Code ™ Comments
Substitute: Employe:
F rame W raame.
F hooess 1D F actess
& Eawnai F Eneinain
B Tirse Worked
F PasRals
= Leval

@ Ciass Pay Rats

- e e o R s s
Verind By it 3 Signatine in
RS-y — a4 TN 000 M I™ Tolabs by Reson
_—— : g mED 17 e by FiBna Moo
I~ Tatsin by Budgat Coces.
1 Bcgr 20000 A WML (80 I Totais by job Status
Aceas Kan 53 1 Winhecten Sty 07112090 D800 AN A0t A20N0 D4 X0 P -o'"‘.'w..’mmm“‘m
T Todats by Resson
— e — = — T Torats by Filkrsg Method
™ Totsis ey Buagat Cosss
™ Totais by Job Stahs
10. To export job data for all jobs on the Job EETEm S
List, click Export on the Job Inquiry page
after the job search has been performed.
Exported information can be used in other
databases or applications.
11. The Job Inquiry Export page is displayed.
12. Select the export format and click Run Now.
13. On the File Download page, click Open to
display the exported job information in
Notepad, or click Save to save the export
document as a file.
EFile Download b
I Do you want 1o open o sove this fila? Job Inquiry Export
=l Hame: | Exportiobinfoani00Rs1640. 5t
Type: Tast Conument, 617 bytes *Format. € Fixed Length
From 172169225
: Type: @ Normal ¢ Extended
Opos sei || Concsl |
: : & Delimited
ﬁ yur camper Iypu&wvﬁsh;;:udommn&mn&dn. Delimiter:D
[Run Now.
e Fixed Length format applies to SEMS 3.0 formats.
e Delimited refers to SmartFindExpress formats.
May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 13
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Job List

Set All to Verify | Save Verified

Job#  Employee Name
Status  Job Start
Job End

Substitute Name
Sub Start
Sub End

Location
Classification
Reason

Reported Date
Class Pay Rate
Sub Pay Rate

Text
Voice
Comments

Verify  Job Duration Sub Time Worked Budget Code File
24363 Anderson, Karen Joan Allen Sunnyland Elementary 09/13/2010 10:47 AWM No
Active/  10/11/2010 08:00 AM 10/11/2010 08:00 AM Grade 4 Mo
Pre Arranged 12172010 03:30 PM 12M17/2010 0330 PM  FMLA Mo

07:30

1001111121250000

Mo

24402 Beam, Althea

Open/  10/15/2010 07:45 AM

Open  10/15/2010 03:45 PW
08:00

Open
10/15/2010 07:45 AM
10M5/2010 03:45 PM

French Prairie Middle School - other
Grade 6 Math

Non-Caontract

1001121121342050

09/30/2010 3:55 PM

No
No
No
No

14. To view/modify job details, from the Job

List, click on the job number of the jO
want to review.

ou

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

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

Filling Details--

View the calling information for the job and create Job

Filling Details reports.

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

Start Callout--

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

Stop Callout--

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

May 2014

eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute

14




SmartFindExpress 2.5 Administrator User Guide

b Dotad
dob Marmber: - 7 tecaman T2 TarLomsen
s OpenOpen Classdcabon 22 TestClassiicaion
Emples e Kae Cimnze M Lacatons
Arcess @) ASESLELST SawchRue  Typeat

Sup  Clsssdcaion Lisk ocagon

Chiching the “Cascel Joi™ IeiDon Wil wl 5awe sihedr Changes

Changas s sl upduned usth Seve i prevsed

Basion 77 TastRenscn 356

Buogs Code
Dime Pz 0E060018 T Teimg =
\eakly Schedute: Absance Tanes Sabistitate Tinen

SanTme  EndTe  SanTme  EndTme

s and @l am)  (ane dm) e an)
Moodsy ¥ D70AM | CAODPM | D7I0AM | BdooPM
Tueaday ¥ [OT0AM | D400PM | TI0AM | DicoPM
vemesowy ¥ GT30AM | D4DOFM 0730AM | D40OPM
Thusday DPMAM | BAOOPM | 0THAM | DdDOPM
Fron (1 O730AM | DaogPM | 07a0AM | DsoPM

Sl —

Job Detail

Job Filling Details
Search Criteria
Job Mumber: 24363
Display Calls:
Display Disqualified Substitutes: r

e s [lcne oot
Create Report Accaia O
Tebbphona &

Accepted On:
Job Filling Details List .-..l.::

‘Substiate Fay Rate

Record:

DatelTime Subs
09/13/2010 10:47:21:0 AM  Joan,

i Sostam | =r=m

hacess 0
Tadegincma &
Lantbmg cates
Pt inaruchons
It Charmebiry=41500]

Amunisiiat Comment

Filo Mamens  thona
AdanFa Erowse. | {Bmosmum fie sue=51290

FaperieaBy  Jonas, Kae Lastbe-aed By
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Location Balances

. . Location Balances
1. Click on Location Balances from the | |
.. Location i
Administrator menu. - — -
Type: & Substitute Allocation Units € In-House Filling
From A To A
2. Todisplay a location’s remaining SAUs or In- DateRange:  [o3j2572010 |7=  [osr52010 | &
House Filling Capacity balance, choose the
location from the Location drop-down
menu, select the type of balance to be
displayed, specify the date range and click
Search.
Substitute Allocations Units are the number of The In-House Filling capacity is the daily limit
absences at a location that may be filled by a location is assigned for the number of
substitutes during a specific time period. When a absences to be filled by in-house personnel
location reaches the limit, all additional absences before a substitute can be assigned.
are reported as No Substitute Required - SAU
Priority Lists
Priority Lists give substitutes preference over other oty

substitutes and determine the order in which jobs
are offered via the web, call-in, or call-out. A
substitute can be placed on a location, location
group, or employee’s Preferred list. Priority Lists can
be modified and reports can be created.

IS Type -

shicdd for Bt 1ok LiS0 reason
Slassificaiion

Locason: ||

FL T aite Lok
Suorngs e Lok

Entry Date: e e

1. Select a list type for the search. Refer to the
following table for Priority List
descriptions.

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

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

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

If a substitute on the list for that location is available, the system assigns that
substitute to the job and notifies the absence creator that the job has been assigned
from the Automatic Assignment list.

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

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

Custom Custom lists can be used to identify substitutes for specific circumstances. Custom
lists are created by the operator and inserted into the search rules. Each custom list
has a name that is shown in the pull-down list of list types.
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and then click the Make Inactive button at
the button of the screen.
2. If the list type selected is Active Do Not Us
or Inactive Do Not Use, a Reason field will \
appear next to the List Type field. Select the

reason for the substitute being added to
the list.

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

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

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

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

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

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

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

Priority | ist

1 gems Touna, deplaying 109 b0,

[FRSTIPREVIDUS 1, 2,3, 4, 5.6, T [HEXT/LAST] i
Delete m :;‘;’;:r:mumm; Becessi0 R.T | st Rearson (Do Mot Use) - | Chassilication Emlnlﬂmlm' E: Levet | orsers
G i I ‘ngerson Chistopner VR THUEUDY Actve Do ol Use Locaben  Vashinglon Eismeniary Specalkd. 1 1 sugn
- [ [T Anderson Christaphes 1847 ENAT0NY  Acthe Do Nol T lmcafee Washiglon Frmentay 1 1 4584

10. To change an Active DNU entry to [nactive,
checkithe Make Inactive box for the entry
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Search Criteria

List Type: IActlve DoMNotUse = Reason: vl

Search Criteria

List Type - l Reason: - l

p Subs at'above alert threshaold for Do Mot Use reason

Profile Inquiry/Reports

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

1. Click on Profile Inquiry/Reports from the
Administrator menu. Profile searches can
be performed for a single profile or for
multiple employee and substitute profiles.

General Profile

1. To
Profile Inquiry
Search Criteria
P
Search Critena
External I
st Typt: ernal
Clagsification i Records Per Page: |50 w
Locaton ~
:
EMmpiones.
suvsnte
From i
Enlry Dishe. =) e
sotintty [Snbemas Mo =] Thants | = search for a specific profile, click the
Receady RerPage;  [50 =

0N O

11. To send a notification letter to a substitute
to inform them of their entry on an Active
Do Not Use list, click the Print Letter box
next to the entry and click the Print button
at the bottom of the screen. A notification
letter can be generated for every Active
DNU entry.

General menu option. The Profile Inquiry

screen is displayed. Enter the search

criteria for the profile and click Search.
From the search results, select the profile to
view/update.

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

Employee Profile Inquiry

Search Criteria

Staus: & A C oamme © nactive
Registered: & a1  vas O no
linerant @& A © ves © Ha

Galendar =l
Classification; "l
¥
Locafion: vl
4
sotlstoy [Name M
Thenby. | Access|D il

Records Per Fage: 51}| vl

treate Report | Export [Jll More Search Optinns

menu option. The Employee Profile Inquiry
screen is displayed. Enter the search criteria
for the profiles and click Search.
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2. From the search results, profile information
can be viewed and modified. Employee
information can be exported and employee
reports can be created.

v

L Profile Inguiry/Reports » General
A Absence Approval Employes
Employee List
542 items found, displaying 1 to 50.
[FIRST / PREVIOUS 11, 2, 3, 4, 5, 8, 7, 8 [ NEXT / LAST]
Name + Access ID Status Prim. Location Prim. Classification
Acosta, Kari 1183 Active Washington Elementary Art
Adams, Jamie 1299 Active Heritage Elementary - other Kindergarten Bilingual - Spanish
Adcock, Debra 2051 Active Woodburn District Office Program Secretary
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3. To create employee reports, click Create
Report to display the Employee Report
. . Detail Report
Detail page. Select the report options for 7| reporme |
the Detail report and click View Report to ™ Primary Sortis on & new page
dIS Ia the re Ort. ™ 2acondary 3ort prints an a new page
p y p Abesncas:  From To
[ E =
4. To create an Employee List report for all e
. . F Mame C Address ™ Frionty Lists
employees appearing in the search results, I hccessiD T Basicinfommafion T Reason Eslonces
click View Report in the Employee List LS I': g I schecite
ales
section of the report page. T EdarmaliD
5. Tocreate an Employee Labels report for all Empioyee List
employees appearing in the search results, N\ N e

[C PrAmary Sor iz on & Hew Page

select the label size from the Label Type
drop-down and click View Report.

Empicyes Latel

Label Type: | Avery 5162 (133" X 4"} 2up vI
6. To export employee data, click Export to

display the Employee Export screen. Click
the Export button next to the data to be

exported. The exported file is automatically

created as a text file in Notepad. Return To Inquiry

Fixed Length Format

Employee Information:  [ZHeead

Delimited Format

Delimiter: D
Profile Basic Information: m
Employee Work Schedule:  [Siiasd

Profile Dates:
Substitute Profile

1. To access information on multiple
substitutes at one time, click the Substitute
menu option. The Substitute Profile Inquiry
screen is displayed. Enter the search criteria searchCrten
for the profiles and click Search. il S

Registerod & ag T oyes T Mo
ivallMewJobs: & an € vos € Mo
MialilongTerm: & an ves Mo

2. From the search results, profile information Conmes B Coyes C e
can be viewed and modified. Employee s, e D i

ExplredSuds. & ag  © ves O Ho

information can be exported and employee xatabie O = Fem T
reports can be created.

HRAIN A4 e I AR

Hote:  Aveilabie On will check Do Not Call, Daily Hability, £ i . Us ilodslity dates, and

SodListty  [Name =] Thentr [AccessiD -]
Ruconts Borkage [51 =]

Create Report More Search Dptions
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3. Tocreate substitute reports, click Create
Report to display the Substitute Report
Detail page. Select the report options for
the Detail report and click View Report to
display the report.

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

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

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

Administrator User Guide

Substitute Report Detail

Return To Inquiry

Detail Report

Report Title:

™ Each Substitute is on a new page

Profile:

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

(MM/DDAYY YY)
I Phone & Web Job Actions
™ Phone & web Statistics
™ Cancellation Calls to Substitute
I Daily Availability Changes

View Report

(MM/DD/YYYY)

™ Do Not Call Settings

™ Unavailable Dates Changes
™ Assignments

" Do Not Use Lists

Substitute Liﬁl\
ReportTite: |~

™ Daily Availability
™ Unavailable Dates

View Report

Substitute Labels

wvery 5162 (133" X 4" 2-up

Report.
Substitute Staﬁsh}
7. To export substitute data, click Export to e
display the Substitute Export screen. Click Date:  From To
the Export button next to the data to be 0w [T (10122010
. . . (MM/DDAYYY) (MM/DDAYYY)
exported. The exp.ort.ed file is automatically
created as a text file in Notepad.
Substitute Export
Fixed Length Format
Substitute Information m
Delimited Format
Defimiter || |
Profile Basic Information:  [EHeeed
Substitute Daily Availability: (Sl
Frofile Dates
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Absence Approval (Absence Approval may
not be used in your district.)

Home Administrator v Reports =

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

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

message on your home page, or select There are 1 pending requests for Absence Approvals l
Absence ApprOVal frOm the r Please make sure to update your email address in your profile to receive important messages and recaver your PIN!
Administrator menu. Questions? Call 407.123.1234 or Email me: Rosanne Brown

Location Announcement for All Locations
Welcome to the New and Improved SmartFindExpress 2.01!

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

3. To approve or deny an absence request, ] S— ® =
click the Select box for the absence request i 3 &
and then click the Approve or Deny button. -

Trimali Hepiort

4. To view the history on a request, click the
Level link to display the Absence Approval oo | STy ame - | Dot | Embwn | Ressan
History log for the request. The log shows Lol MONE Tmmenm e e Qe i 12
the history of actions performed on the
request (for each level), such as when the
request was submitted, emails sent, and

G pem fong.

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

Add.

Absence Approval History
Job Number: 24416
| acton | rerson | pate stows |
Submtled  Acoste Han  10EZ0IE Pending
EmpEmad  Acostafan  1UH201C  Pending

Comments:

Mo ftems faund.
Add 2 vew comment:

Abzence Approval

Search From: = \T—I p— Ta l-— - —
. . Location -
8. To search for existing or future absence Ses 7 Pznong [ sppraved [ Denes I Cancsied
approval requests, enter the date range for msteie: ol

the search, select the location from the

drop-down, and select the status
condition(s) for the search.
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9. The Absence Approval List displays Asence Approval List
summary information on the absence [
P
requests_ Select | Job# - | Employes Name - | Start Dato - End Uate - Reason - | < | Level:
24877 Angin, Erc 104 VRO D730 AM  10AVEDI0 0330 P Professional Development 43

| e fem foung

4

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

Comments may still be added to the

requ est. Absence Approval History
Job Number:; 24437 ) )
Action | Person | Date | Status
11. To create an Absence Approval Report, click Simtsd Dwecam WG Pendng
Ermp Email  Angiin Eric. WI201¢ Pending
Create Report. Denied SelubenseSchaol  WI2010 Denied
[P S R Jondeath oenied ™
[Retian |
12. On the report detail page, enter the
search criteria, choose the output format SRR
and select the fields to display on the il IR
report. Click View Report to display the [ |

report. Click Save Report to save the 2 stasamum characiers-25
report to the My Saved Reports” folder,
(accessible from the Reports menu).

Click Save & View to display and save

the report.

Search Criturla Feturn To List
Fearch From’ 412312010 T howisae i
Locaticn B
< stines: [T Penting ' Apguoved  Oeried ™ Gancaiin

Sutpit Format [HTIL =

gty Fiedds - [ SotectDisesect &

I Jopw ™ Employes Hame I~ Date
I Rezson I sas I Lot
T Comments

wane bserce opioal e oot TSt Vo
_b'w Report P.:lulll To List

Reports l

Reportz

1. Click Report List to display the list of -
. . Report List
available reports in the system.
Iy Saved Reportz

Today's Jobs
Today's Available Substitutes
Active Substitutes: SchedulefUnavailability
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. . List of Customizable Reports:
2. Click on the link of the report you want

Today's Jobs
to create. _—

Today's Available Substitutes

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

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

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

Substitute Detail
Substitute List
Substitute Statistics

5. After entering the report parameters, click Substitute Labels
View Report to view the report or one of i Days S Murked
the “Save” options: Save Report, Save &
View or Save & Schedule. Saved reports
display in the “My Saved Reports” folder.

section of the setup page.

6. To access your saved reports, click the My

Saved Reports option from the Reports
menu. The Saved Report List is displayed. §
e View Report — Displays the -1

contents of the report and the
export formats.

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

e Schedule Report —Displays the
Schedule Report page. Reports can
be scheduled to run immediately,
one time, or on a recurring basis.

S O T

2 gt 28k T 4 g hay

7. To generate an on-demand report, click the
quick link for the report from the Reports

e Today’s Jobs - displays all job
information for the administrator’s

o Today’s Available Substitutes - displays
availability information on all
substitutes for the current day.

e Active Substitutes - displays schedule

=17 Today's Jobs

[0 Today's Jobs ViewReport Edit Report  Schedule Report
='.7 Employee List

and unavailability dates/times for all [) Erigloyestas, WiwBited EOtRapit
active substitutes who can accept jobs Delets Selected

for the administrator’s location(s).
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8. The report is automatically generated for
your location.

9. To export the report data, click on an
export icon at the top of the report page.

10. To apply different filters to the report,
and re-run the report, click the Expand

Reports ~ T
= Collapse Filters
Report List
My Saved Reports Dm:!f?"“"'?..n.li.
TUdﬂ‘}"IS Jlob=z Stanl nme:!-lzj ,au\,\ | EndTImE:iT:?-g-_:FT,:t'_l

LocalianSraup: | All Locasons L

Today's Available Substitutes
Active Substitutes: Schedule/Unavailability

ClazsmeatanEroup: -

EORE'-'-ESuhsn'mne Mame 'vl Son Dfdef-FRscending vl

Run Report

Filters link to display the search criteria
fields for the report.

11. Enter the new search criteria and click
Run Report. The system displays a new
version of the report.
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Report data can be exported as a
PDF, Excel, Word, or CSV file.
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