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Administrator User Guide

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

Logging into SmartFindExpress

1. Open your Internet browser and access the
SmartFindExpress site. The system District-wid
L . istrict-wide
Welcome message and any district-wide
) Annopncements
announcements are displayed.
2. Two identifiers are required to log in to Enter
. . Weicome to SmartFindExpress!
the system: User ID and Password. Click soumt s o e eSchool | your user
. 0123 123 ol . .
Smelt to access the SyStem' Your Artess D is your Employee 1D =~ SmanFindExpress* ID and
s pemesmucims o sl aismss e Password
Questions? Call 407.123.1234 or Email me. Rosanne Brown
3. If you have forgotten your password, i
click the ‘Trouble signing in?’ link. :
4. Follow the instructions on the screen and
then click Submit. Your password will be
sent to the email address on your profile.
® (_‘SChOO[ 1. Enter User ID
L=, SOLUTIONS 2. Enter Security
— SmartFindExpress: Code
5. Upon successful login, your home page is . .
. Plasaasar entier your Uses 10 aned the security code shiown below, 3. Click Submit
dlsplayed' From your home pagel you can Your password will be sent to the emall address on your profile.
manage your personal information and '
perform a variety of administrative tasks. e
"User
MGA K& €
oy ESChool e ¥ Cod shown 00w

SOLUTIONS
— SmartFindExpress

Home. Administrator ¥ Reports ¥

it [t

Welcome Brett Brown

There are 3 pending requests for Absence Approvals I

From your Home Page you can:

SYSTEM CONFIG LOGIN IS 866666 You must first register with the system by calling: 1.888.999.1111
Your User D is your 5 Digit Employee ID number found on your pay stub.

For a full online tutorial click here: - Sadie Online Training

Administrator Announcements
THIS IS AMESSAGE FOR ALL ADMINISTRATORS: To access online training anytime, click here - Sadie Online Training

Location Announcement for LOCATION 010001
THIS IS ATEST 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.

Change Phone or Web Password

1. To change your Phone Password, click the
Phone Password option. Type in your
current password and your new password.
You can enter up to 9 digits. Click Save.

2. To change your Web Password, click the
Web Password option. The web password is
alphanumeric. Type in your current
password and your new password. Click
Save.

Help

Getting Help While You Work

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

E‘Proﬂle' ) Help Sign Out

Infarmaticn
Update Email
Change Passwaord J

Change Phone

Change Password Password (PIN)
@assword (PINy € Web@ or Web
Password
Current. | |
Mew: | - — |
Mumeric up to 9 digits ¢*-—
Confirm New: | |
Sign Out
Exiting the System

Click the Sign Out tab to exit the system.
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Select Role

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
absence approval requests.

The Reports menu enables you to quickly create a
variety of job, employee and substitute reports for
your location(s), save report settings for re-use and
instantly generate job and substitute reports for the
current day for your location.

Administrator User Guide

Profile =

Help Sign Out

Select Role: -.ll).l Adminiztrator ‘l Employee 'E_-:; Substitute

Home

ReportsV

Home

Administrator -

nu

Announcements
Create Abzence
Create Vacancy
Daily Job Count
Job Inquiry/Reports
Location Balances
Priority Listz

Profile Inquiry/Reportz »
Profile New
Absence Approval

Adminiztrator « 3

Reportz «

ralez Today is

remail addres

General
Employee

Administra:

Reporiz

Report List
My Saved Reports
Today's Jobs

Today's Available Substitutes
Active Substitutes: Schedule/Unavailability
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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.

Saareh Critarin

e [Locanca =]

Lacation -

Language | -]
Recards Per Page Ibu A
(5= ]

MHew Announcement

Tipe:  [Locabon =

Location "

Languags: |

Announcemant:

| Svver [ Rtiam T it

Announcamant Lint

| e teem toame

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

Enter Name (or partial name), then press Search
LastName: l:l  Beginswith ' Contains
FrstName: || @ geginswith € Contains
Records Per Page: lﬂ

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

I
| e | Type - | - [ Languege + | Anmouncement |
I Vipkzome ) the Hew nd mongved SmantFl

O e
it

FOSTIR———
Create Aisence
ABSEnCE Wlormaton
T Compiots Bin ahistnee, D Continus A0 Hroceod UNGI 3 K8 number i &ssgnil.
Emples: 1100 Acosta, Kan

Lecation  |Washington Elememary 1333 -
Classibcabion. | Ad )
Reason  |Prafessional Develapmen (4} -

Apeoval Comment
;] {Maximum Chasacter=256]
Hudgel Code
|5 3 Substiute requined” & ygs T No

Stant End
Outes:  DR7232010 = [y =
Absance Substiite

SmaTme  FnaTime  SmaTime  EndTime
Wnakly Schacids  (heemm am)  fhhemm s} (heemmoam)  fhhemm aen)
Woncsy (0720 AM 0320FM 0720 AM 0320 PM

Tuesdsy W [0720AM 0320PM 0720 AM x20PM
Wednesesy & [0720AM | D3z0PM | [0720AM | ma0PM
Thusey  FF 0720 AM w0 PM 0720 AM o320 PM

-4

Friday G720 AM WA PM U720 AM G20PM

Suttitute

Speecily & Subsifube? 1D

e’ Illlulmum Characters=1000)

SubsHule F¥rucions.

Administrator
Commnts d
=l
[Fonte [t |
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Select a reason for the absence from the
drop down menu.

Budget Code — will default to school
system default budget codes.

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

The employee’s weekly schedule is
displayed. Make any modifications to
the schedule times and/or days.
Uncheck days that do not apply to the
absence. Multiple-day jobs can have
different start and end times.

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:  Art
Reason:  Professional Development (4)
Approval Comment:  Attending the Training seminar.
Budget Code 123456
Voice Instructions:  None
Text Instructions:  None
File Attachments:  None
Dates:  09/24/2010 - 09/24/2010
Weekly Schedule Employee Substitute
Friday 07:20 AM-03:20 P 07:20 AWM - 03:20 PM
Specified Substitute:  Tate, Bill

Assigned Substitute

Create Absence

Administrator User Guide

Croats Abasnce
Atrence information
T Gyt ihis

Empicyen
Lecaton
Clssificsban

Fogason
Appioreal Comrmsnt

r

Budget Code

5 a Subsitute requined?

Datas:

153 hcosta, Kan
eashingion Elemantary 1733 v
A4 -
Professional Development i4) -

2 [———"
Eves o
stan i

OWESEN0

Slrnmrc, ks Conirum and peicind ol  foli rrmbe in wasigned

T e

Substtute

Seaaiy 5 SUBEINAST D

\ Suizalitats nsbudions

Fils Sfnehmants

Brows.. | imasemum o sure-sodsn)

= | tutaximum Characters=1000)

8. Add any instructions for the substitute.

10

11

Please state in “Special Instructions i.e.,
grade level, length of day, if you work at
different locations other than school listed,
supervision duties, school trips etc. The
instructions are also voiced to substitutes
over the phone. The System only allows 60
seconds of recording.

Add Administrator comments on the
absence. These are for Administrative use
only! The comments can only be viewed by
Administrators.

Click Continue to confirm the job.

On the Create Absence Confirmation page,
verify that the absence information is
correct and then click Create Absence to
create the job or Cancel to return to the Job
Create form.
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16. The Create Absence Verification page
displays the job number for the absence.

Create Job

Job Creation - Successful.

Create Absence Verification
Job Number: 24380
Job Status:  Open/Open
Employee:  Acosta, Kari
Location:  Washington Elementary
Classification: At
Reason:  Professional Development (4)
Approval Comment:  Mone
Budget Code 111111
Voice Instructions:  Mone
TextInstructions:  Mone
File Attachments:  Mone
Dates:  09/24/2010 - 09/24/2010
Weekly Schedule: Employee Substitute
Friday 07:20 AM-03:20PM 0720 AM-03:20 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 = ——

Craate Vacancy

this vacancy.

Vatancy Mlomanon

ToCompletn S vacancy, press Contisue Bnd DOcesd LR & o0 METOO! & ASEgRed

Cawnzat  [ANLocabons L
Locaben: |22 TEST LOCATION 595999 »
3. Location is a pull-down menu of all the e AC :
locations for which this vacancy can apply. st o
. . . Dates:  mdE010 = maaEn
The locations that you are authorized to view
will appear in the list. anmatou G| @FE] 8] mnn
REPOETING MULTIPLE DAYSY
e . . M e days are non Sonsecutive o IF every dey of e racancy o nol slar el end of e weme b, (eis Bodfy Times
4. Classification is a pull-down menu of all the

classifications for which this vacancy can
apply.

assgrment and doe:
* Cwn &g

1o, press TES.

=l

] [T ——

¥ e AEactmects Browse... I._u;..--m.m wir= JOEENY
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5. The Reason pull-down menu displays
absence/vacancy reason.

6. A Budget Code field may display and will s ] | S— .
default to system default budget codes. s (B Voo B
7. The default for entry of a vacancy is today’s . am T
date. To edit the dates, click the Calendar icon v es G| G| 56

to display the calendar, or type in the new -<
dates in the specified format.

xfim o i owey dhay of e sazancy doers rusl abard arctend ) the nam s, press oy Times.

Speoty a Substhie? 0
8. The Substitute Times defaults to the location " M“w — Al
t!mes. To edit the tlmgs, all four digits of the _— =i
time must be entered in hh:mm am or pm
format. e El

L]

9. The amount of unpaid break time in minutes
(i.e., lunch) for this Classification. Unpaid
Break minutes (such as unpaid lunch breaks)
can be optionally configured for

SR Uncheck days that do not apply to the vacancy.
Classifications.

10. Click Modify Times if the days are non-

consecutive, or if each day of the vacancy has Create Vacancy - Modify Times
a different start/end time. The Create Vacancy From:  09/23/2010 - 09/22/2010
- Modify Times screen displays. Substitute

Start Time End Time
Weekly Schedule  (hhemmam)  (hhemm am)

Monday [ [0730AM | [0330PM |
Tuesday [ [07.30AM | [03:30PM |
Wednesday [ [07.30AM | [0330PM |
Thursday & [07:30AM | [03:30PM |
Friday [ [0730AM | [03:30PM |
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11. Add any instructions for the substitute. Please

12

13

14

15

16

state in “Special Instructions i.e., grade level,
length of day, if you work at different
locations other than school listed, supervision
duties, school trips etc. The instructions are
also voiced to substitutes over the phone.
The System only allows 60 seconds of
recording.

Add Administrator Comments — these are for
school tracking purposes only they will not be
voiced or viewed by anyone else.

Click Continue for the next page. If any errors
are detected on the form, you will have the
opportunity to make corrections.

On the Create Vacancy Confirmation page,
verify that the absence information is correct
and then click Create Vacancy to create the
job and receive a job number. To modify
vacancy information, click Cancel to return to
the Create Vacancy form.

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

Click Create Vacancy to display the Create
Vacancy Verification screen. A job number is
created for the vacancy.

Create Job

Administrator User Guide

Create Job

Create Vacancy Confirmation

This vacancy will not be created until the Create Vacancy button is pressed

Job Status
Calendar:
Lacation

Classification:
Reason:

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

‘Weekly Schedule

Specified Substitute
Assigned Substitute.

Open/Open
All Locations
Sunnyland Elementary
Art 406
Jury Duty (5)
MNone
Mone
MNone
Mone
09/24/2010 - 09/24/2010
Times
Friday 08:00 AM - 03:30 PM

Job Creation - Successful.

Job Number: 24381
Job Status:  OpeniOy
Calendar:  All Locations
Location:  Sunnyland Elementary
Classification:  Art 406
Reason:  Jury Duty (5)

Budget Code  Mone
Voice Instructions:  Mone
TextInstructions:  None
File Attachments:  Mone

Dates:  09/24/2010 - 09/24/2010

‘Weekly Schedule

Friday 08:00 AM-03:30 PM

Specified Substitute:
Assigned Substitute

m Retain Job Data

Times
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Daily Job Counts

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

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

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

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

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

Job Inquiry/Reports

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

2. To search for job information for a specific
job, enter the job number.

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.

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

r
Daily Job Counts

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

Reason | V‘

Location |AII Locations V‘

Search

= i Hetemeer a0

Job Inquiry

Search Criteria

OoR
JobType: @ 4 Apsences " Vacancies

Job Status: IOpsn & Active &

Sub Status: All -
Search from: 09/23/2010 === Searchio 09/23/2010 =1
(MMDDAYYYY) (MM/DDAYYYY)
SortOrder: [Job # x| Thenby| =]

Records Per Page: ISrD vI
Create Report More Search Dptions

Search Crteria
i Joe ®
oA
JoTpe & a © smences  © vacances
N T |
sub St [An =]

Bearshbem ]

Ll 3eg010
Classcason *
Clansdcaton Givup ~
Loesson -
Locaten Geoup bt
Ressen “
Ermpres secans 0 [ 1k
‘Subbtle Access IO
Todpe Cade
T Jota wit Canceted Aasignmants
Reaperind st == T ot wi same iy Cancated Aasigeminty
AR e = 2wt i # days uabon.
sonciee [T0T SR =
AcarsPerPage [50 =]
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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 heen 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.

NSR(various)

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.

Telephone - Assigned

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

After the search has been performed, the

list of jobs matching the search criteria is

Search Criteria

Entar Jot &

displayed. oR -

To verify the accuracy of finished jobs on —— T,

the Jobs List, use the Verify buttons (if o e
displayed). Click Set All to Verify to place a iz e
checkmark in the Verify field of each job. remrre. T - -

[Sesrch [crnate Roport [ Fsport

Job Li
T o verty L save veried
»__Employes Hame H ceation
Slaws tan Sub S1ary Classificaten Class Pay Rate Voice

7. To create a report from the search results, i o e VO W UoFuTds:  Commuu

click Create Report. s

Actnul
Fro srranged

Click Save Verified to update each record
with a checkmark.

Reported Date. Text

Sunngland Esemnentary 011200 104TAM Mo
CEOOAM  Grade Mo
RPN FMLA Mo

WO I11121240000 Mo

Andurssn Kanen Joan atien
; " =
1

8. The Job Report setup page is displayed.

244012 Beam Athea Gpen French Prairie Midole School - oiher 08302010 $85PU o
©ponl  10ASZOOTAS A 1BMSZ0100T45AM  Geade 6 Math Mo
Open  10MSS0100F45PM  10MSS010034EPU  Non-Contract Mo

0RO 0011211345050 Mo
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9. Select the report details and the options for Rags T
. . . . T P Sorl i3 on a New
displaying totals on the report. With this el R i sl bl e
level of control, you can create many % prntDotats
different types of job reports. o g s
F messon F Job Time F venhed datlety
F DabesTimes T Budge! Code ™ Comments
10. Click View Report to display the Job Report st nstore
F tiam F rame
= m:sln F acoess 0
F Exemal o ¥ Edems 0
¥ Time Worked
P Pay Rals
F Lavel
F Ciass PayRate
. o Tl stnr Cunn PR Job St Sty End L g »
— procet- S it S el i Aoty el PO PrintToalnfor Prmary St
Veerified By Verified On ™ Bint a signature ling
@ ActvePre Amanged Grae 4 1071200 0R-00 A NN TN ™ Tetsls by Resson
—— v e PRI SERNRL e I ot by inng wemos
™ Tetsts by Budgat Codes.
15 CpmiCpm Jrsp—— 1022 0800 A WM 83 T Totats by Job Status
Aawa ban " " atheoson Blemwemany 07112092 00 A A X W

Frint Totals at the snd of the repor
T Totats by Reason
T~ Totats &y Filleg Metod
™ Totsts by Rusgst Cossn
™ Totats by Job Status

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

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.
*Format € Figed Length

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

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

display the exported job information in etimiter ||

Notepad, or click Save to save the export

document as a file.

e Fixed Length format applies to SEMS 3.0 formats.
EFile Download b e Delimited refers to SmartFindExpress formats.

[0 you want fo open o save this hle?

3 Name: Exportiobinfo201009241949, 0t
Type: Text Cocument, 617 bytes
From 172169225

9 ;wrmmpm “ source, do an v thes s
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+Job List

14. To view/ mOdl!! |°b deta“s. from the Job Job#  Employee Name Substitute Name Location Reported Date Text

LiSt C|ICk on the jOb number Of the jO Status  Job Start Sub Start Classification Class Pay Rate Voice
’

Job End Sub End Reason Sub Pay Rate ‘Comments

. Sub Time Worked Budget Code File
want to review.

Joan Allen Sunnyland Elementary 09/13/2010 10:47 AM No
1/2010 08:00 AM 10/11/2010 08:00 AM Grade 4 No
. . . Pre Arranged 12M17/2010 03:30 PM 12/17/2010 03:30 PM FMLA No
15. The Job Details page is displayed. From the w30 0011412125000 e
JOb DEtaIIS pagel you Can VleW/mOdlfy JOb 24402 Beam, Althea Qpen French Prairie Middle School - other  09/30/2010 3:55 PM No
. . . . . . Open/ 10M15/2010 07:45 AM 10/15/2010 07:45 AM Grade 6 Math No
details; create job detail reports, view job Open  10MSE010CI4EP  {0MAR01003.45 P o Contac o
08:00 1001121121342050 No

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.

Job Detail
Job Humber: 24384 Location.  Washinglon Elernertary
Status:
l Emplores.  Agosta Kar Calendar. Al Locations
Access D 1183 Search Rule  Teacher Search Ruls
L ocalion
g Details § Reso!
Create Report-- SRR -
. . g . e unddl Save is pressed
Creates a job detail report for the specified job. Oe
Reason,  |Parsenal (3) -
Budgel Code
Date Fom: 092952010 = T e
Mmﬂ;« I mml. o Sudsntute Times
Fi"ing Details-- StstTime  Endfeme  StartlTime  EndTime
" . . . . fhhemm am)  fhhemmam)  (héomen am)  {hbomm am)
View the calling information for the job an&Treate Job wonday I 000AM | [0s30PM | [peooam | [bvem
Fl"lng Detalls reports Tussday [ OB.00 AM D430 PM IDBEKIFM 10430 PM
Wweanesday F 0B:00 AM 04:30 PM (0200 AM 0430 PM
Thursday 0720 AM 0320 PM 07 20 AM [pxzaPm

Frday T O0720AM 0320 PM 0720 AM 0320PM

Job Detail ABSIGNed SUDsURITE Moty the assigned subsuise

Harng. Bubsihue ID:

Job Filling Details Acces3 10
Search Criteria P
Job Number: 24363 Liya
Pay Raty
Display Calls: Substuts Pay Rats
Display Disqualified Substitutes: [~
Spocifiod Substitute Modity the specifiod subssman
Records PerPage:  [50 vl Hame Substute D, | ame Lookup |
Acoess 1D
Create Report | Return To Job
Last ime called
Job Filling Details List e =

Date/Time Substitute Step  Order#  Disposition/Description
09/13/2010 10:47:21:0 AWM Joan,Allen 7 5056 Pre Arranged

;IiMa»mun Characters=1000)
Admiresvater Comments ﬂ

H

Filg Atachmants Hone

raaa s Browse... | e

Start Callout-- Repored Dale, 932420100454 P Last Uosied On

Reporied By, Frank Claire LastMoafied By

Displays only if the job has a status of Stopped, [Fiews Dk, | Reet |
Unfilled, or NSR during a callout period.

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

Priority Lists give substitutes preference over other
substitutes and determine the order in which jobs
are offered over the phone.

Search Critena

It Type: -

shid for Do HeoA Lise feason
Prefemed
| Auto Assagnenent
Active Do Mot Use
Inactve Do Mot Uise

Classificaion
Location

[T When seiscing a group, Include locabons assigred 1o he goup.

Employes

Subsinge [ ALame | ook |
1. Select a list type for the search. Refer to g S0 _m® o
following table for Priority List =
. . Soruisty  [Subssiute Name _w] Thenty =]
descriptions. - |
[Seorc [ Ereate Report [ New
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.

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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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 emp

General Profile

1.

To search for

loyee and substitute profiles.

a specific profile, click the

General menu option. The Profile Inquiry

screen is disp

layed. Enter the search criteria

for the profile and click Search. From the
search results, select the profile to

view/update.

Employee Profile
To access information on multiple
employees at one time, click the Employee
menu option. The Employee Profile Inquiry
screen is displayed. Enter the search criteria
for the profiles and click Search.

1.

From the sea
can be viewe
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d and modified. Employee
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Records Per Page:
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Calendar.
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Records Per Page:

Create Report m More Search Options

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

Prim. Location

Prim. Classification

Name - Access D Status
Acosta, Kari 11283 Active
Adams. Jamie 1299 Active
Adcock, Debra 2051 Active

Washington Elementary
Heritage Elementary - other
Woodburn District Office

Art

Kindergarten Bilingual - Spanizh

Program Secretary
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3. To create employee reports, click Create
Report to display the Employee Report
Detail page. Select the report options for
the Detail report and click View Report to
display the report.

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

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

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

Substitute Profile

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

screen is displayed. Enter the search criteria

for the profiles and click Search.

2. From the search results, profile information
can be viewed and modified. Employee
information can be exported and employee
reports can be created.
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To create substitute reports, click Create
Report to display the Substitute Report
Detail page. Select the report options for
the Detail report and click View Report to
display the report.

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.

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.

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

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

Substitute Export

Return To Inquiry

Fixed Length Format
Substitute Information:

Export

Delimited Format

Delimiter:

i

Profile Basic Information:
Substitute Daily Availability:

Frofile Dates:
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Substitute Report Detail

Return To Inquiry

Detail Report
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Reports

10.

Click Report List to display the list of
available reports in the system.

Click the link of the report you want to
create.

The report’s setup page is displayed. <

Select the search criteria to be used for the
report and select the information to display
on the report from the Display Fields
section of the setup page.

After entering the report parameters, click
View Report to view the report, Save &
View to save and view the report, or Save
Report. Saved reports display in the “My
Saved Reports” folder.

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

Click the View Report link to open the
report. In Report view, you can review the
contents of the report and export the
report data to any of the output format
displayed at the top of the report page.

Click the Edit Report link to edit the report
parameters and rerun the report. The
report’s setup page is displayed. Make any
changes to the existing search criteria fields
and to the display field selections.

To give the report a new name, enter a
name in the Name field. You can overwrite
the original report by not entering a new
report name.

Click View Report to view the report, Save &
View to save and open the report, or Save
Report.
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Reportz =

Report List
My Sawved Reports
roayieSTallable Substitutes
Active Substitutez: Schedule’Unawailability

——_

Report List

List of available Reports:

Today's Jobs

Today's Available Substitutes
Active Substitutes: Schedule/Unavailability
Job Inquiry

Employee Detail

Employee List

Employee Labels

Substitute Detail

Substitute List

Substitute Statistics
Substitute Labels

Absence Approval

Descroton: Cumcmaed repon of cobs dor o single day

[ Views sieport [ Rietuen To Lt

Saved Report List

E'I.j Today's Jobs

[0 Today's Jobs \Wiew Report  Edit Report

—I.Z Today's Available Substitutes
[0 Today's Available Substitutes-Complete  View Report  Edit Report
D Job Inquiry

'D Employee List
-D Substitute Labels

Delete Selected

Report data can be exported as a
PDF, Excel, Word, or CSV file.

e T @ % @)
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11. To generate an on-demand report, click

12.

13.

14.

15.

the quick link for the report from the
Report menu.

e The Today’s Jobs report displays all job
information for the administrator’s
location(s) for a single day.

e The Today’s Available Substitutes
report displays availability information
on all substitutes for the current day.

o The Active Substitutes report displays
schedule and unavailability dates/times
for all active substitutes who can
accept jobs for the administrator’s
location(s).

The report is automatically generated for
your location.

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

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

Enter the new search criteria and click
Run Report. The system displays a new
version of the report.
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Reportz v

Report List

My Sawved Reportz

Today's Jobs

Teday's Available Substitutes
Active Substitutes: Schedule/Unavailability

Report View

= Collapse Filters

Date: [10/01/2010 ==
(MM/DDYYYY)
Start Time: |[12:00 AM End Time:[11:58 PM

(HH:MN AM) (HH:MM AM)

Location/Group: [All Locations |

Classification/Group | v‘

Son By | Substitute Name ¥ Sortorder | Ascending v
Run Report
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