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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.

2. Two identifiers are required to log in to the
system: Access ID and PIN or District login.
Click Submit to access the system.

3. If you have forgotten your password, 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.

5. Upon successful login, your home page is
displayed. From your home page, you can
manage your personal information and
perform a variety of administrative tasks.

Lo eSchooJ

JLUTION

——/ SmartFdexpress

Profile v Help

Home. Administrator ¥ Reports ¥

‘Welcome Brett Brown

4
There are 3 pending requests for Absence Approvals I

District-wide
Announcements

SmarnFindExpress system has a new phone
number to use for calkin. Please updale your
phone list.

SmartFindExpress new number is 425-
3201337
Begiaing Deto

Efiective November first he 888 numiber will na longer be

g

tober first employees whe call the 858

LTS Wil NEBT IS NUTCSF 148 BEEN CNANGES

message and wil be rEMinged of tne new teiephane
micer.

Enter User ID
and Password

Sign Out

SYSTEM CONFIG LOGIN IS 888666 You must first register with the systel

calling: 1.888.999. 1111

Your User ID is your 5 Digit Employee ID number found on your pay stub

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

Administrator Announcements
THIS 13 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

May 2014

1. Enter User ID

2. Enter Security
Code

3. Click Submit

~e» €5ChOO0]
=--/ SmanFlndExpna\.ss'
Phesasa et your Uses 10 ane the security code shown below,

Your pasaword will be sent 1o the emaill address an your profile.

“User I

“For secunty. pléase enter

e code Shown above

From your Home Page you can:

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
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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.

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

User D l:l Name Lookup

Saareh Critarin
e [Locaten =]
Location b4
b I |
Recoeds PerPage: [50 =]
el

M Announcement

Tpe: |Locabon =

Location "

Language -

3

Annpuncemant

| K

Announcamant List

e tem foane

—

'
e | Tipe | L | Langusge = | Announcement |
LoGon  ArLes Engia® Velcome 03 the Hew and moroves SmeeFL
O T T —
1

[Detare

0 i 0 ok mmes 13 @S EIgned.

s o s wessky chedls
Apsence Sutntrusy
inafme  Sanfme G Tise
o am)  Amean) b s
PiIGEEM | DI0AM | DtOPM
ADCPM | 0730AM | CHOPM
IOEPM | 0F30AM | BAGOPM
BA0CPM | 0730AM | D400PM
DA0CPN | 0730AM | DHGOPM

e
Enter Name (or partial name), then press Search W:-:::\?‘,T::f\'-lo"“-'\-fl--dlﬂ:'.‘('\-llq("l PR
> Last Name I:l @ Beginswith ¢ Contains -
FirstName: | | @ Beginswih ¢ Contains S . arnc
Records PerPage:  [50 | = TPy s EBRal| i e
[Eut | B —
;o . -
3. The employee’s primary location is shown. | e
To select a different location, use the drop-
down menu.
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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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ST CaTws  fiTme  OndTee

Wieokly Schedse  fworman)  (Mimman)  (hove ) hecr am
ey WA [0e0Pi | DYIAM | Daparw
M [onsoPu | DrEAM | DAoanw

oLS0PW | DrIAM | BaodPw
oeooPu | hrvam | paooew

OVIOPW | BT0AM | BatoPm

o ATET T Browse | wuer

Sammistiane

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

10. 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

Pending/Open.

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

Create Job

Job Creation - Successful.

Create Absence Verification

Job Number:

2% <

~

Job Status:  Open/Open
Employee:  Phillips, Ned CI|C|
Location: 27 Test Location
Classification:  ZZ Test Classification JOb
Reason: 777 sick
Budget Code 777

Voice Instructions
Text Instructions
File Attachments

Dates

Weekly Schedule

Specified Substitute
Assigned Substitute

Mone
Mone
Mone
09/05/2012 - 09/05/2012
Employee Substitute
Wednesday 07:30 AM-04:00PM  07:30 AM - 04:00 PM

Same Employee | Same Date/Reason

Create Vacancy

obtain the job number. 1. Click on Create Vacancy from the
Click “No” if the substitute has not accepted Administrator menu.
this assignment. Calls will be placed to the
substitute to offer the job. 2. Calendaris a pull-down menu of all the
calendars that can apply to this vacancy.
11. Add any instructions for the substitute. The The “All Locations” calendar is the default.
instructions are also voiced to substitutes
over the IVR. The calendar dictates the workdays, holidays, and
“No Substitute Required” days that will apply to
12. Attach any files to the job. Up to three this vacancy.
attachments can be added.
3. Location is a pull-down menu of all the
13. Add any comments on the absence. locations for which this vacancy can apply.
The locations that you are authorized to
view will appear in the list.
14. Click Continue to confirm the job.
4. (Classification is a pull-down menu of all the
15. On the Create Absence Confirmation page, classifications for which this vacancy can
verify that the absence information is 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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Hote - The selected reason requines approval. The system will submil the request for approval when you confism this absence.
Create Absence Confirmation
™ nol baersce b prussed
Job Statss. Approval Penangipen
Employes.  Waren Todd
Lotabion.  WASMINGTON ELEMENTARY SCHOOL
Classification.  TEST CLASSFICATION 101
Reasor  REASON ABSENCE 001001
Voice Inatructions. None
Tedlnshructions.  None
Fils Aachments.  Nooe
Dates. 07242010 - GT282010
Weehly Schedule Emplayes Ungaid Break  Substiute Unpuid Begak
Mondsy 0800 AM-0400PU 30 minules 00 AM-0400PH 30 minules
TEST. £

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

Create Vacancy
Vacancy ilermanon.
‘Cabensar [MLKM 'I
Locasen: [ZZTEST LOCATION 998550 -
Classibcasen |27 TestClassiicasion 399 &
Reasen Stk Loave (1) ol
Start End
Dales: {010 T DEpemnn =
Start End Unpasd Broak

SutmdeTmes  730AM | D330FM | (0| mieoss

EPCSTON UULTILE DATS?
A the days v day pross

V—
Sutabute
Spectya Sunssae? 10 i e ook |
PRE ARRANGED?
asugrment and doos pressYES.

s B Subabcte Sctephed BB BT e B nig

H
_:jsumnnm Charactors=1000)

Fiia Afachments Browsa... |c«ummwmm

Shstte instrudiens:
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5. The Reason pull-down menu displays
absence/vacancy reason.

6. 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.

7. The default for entry of a vacancy is today’s
date. To edit the dates, click the Calendar
icon to display the calendar, or type in the
new dates in the specified format.

8. The Substitute Times defaults to the
location times. To edit the times, all four
digits of the time must be entered in
hh:mm am or pm format.

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

Classifications.
10. Click Modify Times if the days are non-
consecutive, or if each day of the vacancy
has a different start/end time. The Create
Vacancy - Modify Times screen displays.
11. To specify a substitute, enter the
substitute’s ID. If the ID is unknown, click
Name Lookup.

May 2014

Uncheck days that do not apply to the vacancy.

4 Lecwos 22 TEST LOCATION 559999 ©
Claasteson |22 Tot Clavsbcaton 399 ©
Musson  GickLasva (1) ©
e e
Dawt  pagamon0 T oamen 7]
s End Unpaid Erosk
SubsiueTmes:  G730AM | [0330PM | [0 | meeses
HEPOHTING &
Wthe days o o o rvvey clay cf the wacancy dos el alart ared orel al the s bime, greas oty Times
Sttt
P — [Name Lok |
PREARRANGLOT
H e sgmcifiod sutss ot Ran mecoplind e axsigrenent and toas no nesd 1o b contacten, fress 115
a8 e SUDRBN ACMIRITIS 00T C ey O N
Sutennte Mstuctons
\ ] [ ——

Fite amachmarts

] - [

Commants =

5|

(Contine JRecet |

Create Job

Create Vacancy - Modify Times

From: 09/23/2010 - 09/22/2010
Substitute
Start Time End Time
Weekly Schedule  (hlemmam)  (hhemm am)
Monday [ [0730AM | [03:30PM |
Tuesday  [0730AM | [0330PM |
Wednesday [ [07.30AM | [0330PM |
Thursday & [07:30AM | [03:30PM |
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 lﬂ

eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 9
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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?:  C 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 p
1. Click the Da||y Job Counts Menu to d|sp|ay
h ber of jobs per day for a selected seareh crtena
the number of jobs p y Month:  [October | = | Year 2010 ¥ |
reason and location. < 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 g
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 L ——
to Table A for descriptions of Job Status Searen Creria
and Sub Status conditions that can apply to iy o >
a jOb- JonTv:: oA O) apsences [0 Vacancies
Jab Status Opsen & Activer Jhed |
2. To search for job information for a specific ey Di— o
X i | b 04/27/2014 s " 042772014
job, enter the job number or the Split from
Soit Order  [Job T ~ Thenty [ ]
Job number. nacosrarrae [
 Search | create Report | Bwort |
3. To search on job information for a group of
jobs, select the search criteria. Click the
More Search Options button to display B —
additional search fields. Wi o
4. Todisplay a list of all jobs in the database e 3 A
for today, use the defaults values and click Se—— S
Search.

(% e

M | gy
o i ottt Rkt
Forgaded Date b otk il a3y Cascaked Ad b guariti
Adagred n = 255 wilh nuraan § cas uraion
sarcrsee [o67 & T =
mecoss Pupan. [ 9]
[ Scarch [ creute ieport | ot |
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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.

Search Criteria

Entee Job W o

— Sewcb GiRggon

=] thent =

7. To create a report from the search results, : —
click Create Report. e o

Reporied Date Teat
Class Pay Rabe Viice
Sub Pay Rate
Spin brom Job § i

Job End
Vardy  JobDuratios

SubEnd
Sub Tima Waeked

Opan
OTIOMM  DLB0T0T40730 M
AOIAGAO0PY  DADOSOLLDA00PY  IT Test

TR AL Mo

8. The Job Report setup page is displayed.

May 2014 12
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9. Select the report details and the options for Ragsa e
. . . . T Primasty Soelis on a New Page
displaying totals on the report. With this i RN S
level of control, you can create many # prmdmsns
different types of job reports. it oot SONURE ey
¥ meason F Job Time ' verined datety
W DatesTimes T Budgel Code ™ Comments
10. Click View Report to display the Job Report - ——
[T F niame
W acoess i F acoess 0
¥ Eaemaro F Exems o
F Time Worked
P Pay Rale
F Leval
F Ciass Pay Rate
= PP o oyt aba  dam S ———
e femn frtmat® P et m&h ™ Ponta signature ling
RS-y — Gramd WG B0 AM I Totals by Resson
—— :-: N ;T"im ' ::::.2::' [ Tetais by Filing Method
T Teasis by Budgat Codas
(] Bocgy 011209 0200 A WA MNP X I Totate o Job Semn
Aceas Kan 53 1 Winhecten Sty 07112090 D800 AN A0t A20N0 D4 X0 P T
T Totats by Reason
T — - — - — I Totais By Filkneg Method
T Totsts by Rudgat Coden
™ Totals by Job Status.
10. To export job data for all jobs on the Job A
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.
FileDownload kY
I Do you want 1o open or save this file? Job Inqu'nr EKDOI'I
] Name' Exportiobinfo2ilmioed 1949, it
Type: Text Document, 617 bytes *Format. € Fixed Length
From 172.169.225
Type: @ Normal ¢ Extended
& Delimited
Delimiter: I:l
Run fow
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
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Job Detas
e
s OpenOpen
Emplores  Line Kate
Access I ASEATALST

Locsssn  IX TastLocimen

ClassiScabon  ZZ TestClassicaton.

Calandar I Lscaons

SaarchFue Typscall

Slep  Classdcadon LiskLocaton

Chcking the “Cascel Job™ Dumon wil not save oiher changes

Changas are pol updated usis Save is preased

Bassen (72 TestRenscn 356

Buoge Code.
Ouee Fuem:  DERED01A = T enene =
\iskiy Schedui: Apsance Tunes Sabiatitzte Fenes
SanTme  EndTme  SunTme  EndTme
Mimmam)  (hmemam)  (kmsaml  (Mmem ss)
Monday ¥ U730AM | [DEOOPM | D730AW | fanoPmM
Tuesdsy % [0730AM | Q400PM | 0730AM | [Da00PM
Weonesday ¥ U730AM | DEDOPM | 0730AM | [DinoPM
Thusaay (] D730AM | p40oPM | 0730AM | jM00PM
Foam 1 D730AM | [peo0PM | D730AM | DanoPM

sl

i

Job Detail

Job Filling Details

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

Record:

Create Report Accenn O
Tabsphons

Accepted On

Job Filling Details List Pay e

DatelTime Subs

‘Substiete Fay Rate

09M3/2010 10:47:21:0 AM  Joan,

Pearne Sutesnne I Hame Lookup
hecess IO
Talaghons
[P

P lmsruesons

IMaximn Charetins = 1000]

Ageisighate Commants

File ASachmenss:  Hone

Adan File Buowbe. | {Maxieum s sire=51260)

Reperiss By

Jones, Kate Last boiied By

[Ervats st |l g Dot | St Job f weset | wetuars ¥ it | st Callout J e |
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Location Balances

Location Balances

1. Click on Location Balances from the
Administrator menu.

Location | Vl

Type: & gubstitute Allocation Units & In-House Filling

From To

a A

2. Todisplay a location’s remaining SAUs or In- DateRange:  [0/25/2010 |7=  [osr52010 | &
11 . {MM/DDAYYYY) {(MMDD/YYYY)
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

substitutes and determine the order in which jobs gl S—
are offered via the web, call-in, or call-out. A Csstcson: [ -
substitute can be placed on a location, location EE Lot
group, or employee’s Preferred list. Priority Lists can o %
be modified and reports can be created. from o
S = =
1. Select a list type for the search. Refer to the e }E"”L‘ Tl =
following table for Priority List [Svarch [ Create Regart Joew |

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 C >
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.

Priocity |ist

21 teme founs, deeplaying 1 b0 50,

[FRSTIPREVIOUS |1, 2, 3, 4, 5, 6, T [ NEXT / LAST]
Make: Print 2 Lndry i - . - _— Lecation/ Sub
Delete imelive || Leiter Substilule + Access 1D ek LisL Reason (Do Mol Use) = | Classilication Emginen Hame List Level | Orders
r r [T Anderson,Christopher T8 UHUEII00Y  Actve Us NotUge Locsben  Waghngton biementary - Specal kd. 1 1 484
r r [T Anderson Christphes 1887 BUOAPO0S  Active D Nul lse localen Viashinglon Fenentary 1 1 4884

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
¥ subs atiabove alert threshold 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
rocssst: [ ]
s T —
Lisd Typ:
shold for Do Not Lise fason Call Back #: l:l
Fretered
Classficabon’  |Aua Assignment s Records PerPage: (50 =
i Ackva Do Notlse =
OCOT Inactive Do Motz

T Whan sséeciing 3 group, inciude locaions aasigned 1o e group
Empiores

s [ tont
From To
Enlry Diale: = =
sonListty  [Subsimse Name =] Then by =]
Receads PerPage:  [50 =
eec | Creto rport T |

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.

search for a specific profile, click the

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: & Al € Acive € Inactive
Registered: & Al € ves  No
ttinerant & Al € Yes  No

Calendar.

Classification: v‘

B

Location v‘

L

SortListby.  |Name
Then by, |AccessID

I
<
<<

Records Per Page

Create Report | Export More Search Options

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

May 2014 eSchool Solutions Proprietary Documentation — Company confidential/Do Not Distribute 19



SmartFindExpress 2.5

3. Tocreate 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.

May 2014

/

-

Substitute Profile Inquiry

Administrator User Guide

Employee Report Detail
Return To Inquiry

Detail Report

ReportTitle: |

™ Primary Sortis an a new page
™ Secondary sort prints on a new page

Absences:  From To

MM/DDAYYY) (MMDDAYFY)
I Name
I Access ID

PN

™ Address ™ Priority Lists
I Reason Balances

™ schedule

I Basic Information
© Comments

I Dates

™ External ID

View Report

Employee u’h

eport Title:

™ Primary Sortis on a Mew Page

Employee Label
Label Type: | Avery 5162 (1.33"X4") 2-up =

View Report

Employee Export

Return To Inquiry

Fixed Length Format
Employee Information:

Delimited Format
Delimiter:
Profile Basic Information:
Employee Work Schedule:

Frofile Dates:

Search Criteria
Stans
Rugistered

L
& an

© Aowe 7 Inactie
T ovez T Mo
© Ha
Coves T Mo
vz Mo
T ovez T Mo
© Ha

Ayailable On —

Avall New Jobs: & o © Was

AuallLong Tenmc & 4
L

& an

Cansad
doail Ganeral Calling
Expired Subs:

& ves

From; Tar
MMIE e HH MM A HA MM AN

Hote:  Avellable On will check Do Mot Call, Daily lability, C: lity dates, and

Sorl List by

=] Tentr [AccessID =]

|Nama
Reconds Ber Page [50 =

| Search | Create Report ™ore 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.)

To approve/deny pending absence
approval requests, click the Absence
Approvals link in the notification
message on your home page, or select

Administrator User Guide

Home Administrator v Reports =

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

There are 1 pending requests for Absence Approvals l

Absence Approval from the
Administrator menu.

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

To approve or deny an absence request,
click the Select box for the absence request
and then click the Approve or Deny button.

To view the history on a request, click the
Level link to display the Absence Approval
History log for the request. The log shows
the history of actions performed on the
request (for each level), such as when the
request was submitted, emails sent, and
request status.

To provide any additional information on
the absence approval request, enter
comments in the Comments box and click
Add.

Absence Approval History

A 4

Please 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

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

Search From: a=n Ta =

Locatan v

s W Pending T approwed T Denied I Cancalled

Raconds Par Page: 50 'I
i eenor

Absence Approval List

e e founa

San Do ML L Aodvon Lot s | Levavm
DHONIUINCII0AM  OWIOQUIOCII0PU  Prosesscns @vsbsment  Pendny 02

A Select box appears next to
the requests that you can
approve/deny. Click the
Select box and then click
either the Approve or Deny
button.

Click the Level link to display
the history page for the
specific absence approval
request. View the history,
approve/deny the request/
add comments.

Job Number: 24418

Action | Person | Date | status
Submited  Acostaari 10012010 Pending
EmpEmal AcostaKari 10012010  Pending

[Return T rpprove Joery

Comments:

Na items found.
Add a new comment:

GIEEI

May 2014

Characters=256)

To search for existing or future absence
approval requests, enter the date range for
the search, select the location from the
drop-down, and select the status
condition(s) for the search.

Absence Approval

Search From: p—

(MM/DBYYYY)

Location | v‘

Status: ™ Pending [ Approved [~ Denied [T Cancelled

Records PerPage: [50 =
Create Report
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9. The Absence Approval List displays
summary information on the absence
requests.

10. Click the Level link to review the history

on the absence approval request.

Comments may still be added to the

request.

11. To create an Absence Approval Report, click
Create Report.

12. On the report detail page, enter the
search criteria, choose the output format
and select the fields to display on the
report. Click View Report to display the
report. Click Save Report to save the
report to the My Saved Reports” folder,
(accessible from the Reports menu).
Click Save & View to display and save
the report.

Reports

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

Absence Approval List

0One item found.

1

select | Job #+ | Employee Name
24427

0One item found

1

Start Date End Date Reason | ¢@lus+ | Level
101172010 07:30 AN 10/11/2010 03:30 P Professional Development Do Mt 4/3

Anglin, Eric:

Absence Approval History

Job Number: 24427
Action | Person [ Date [ status
Subritted  Davis Carol 10112010 Pending
Emp Email  Angiin Eric 10/1122010  Pending
Denied  Solutions,eSchool 10132010 Denied
Emp Email_Angin Eric 101132010 Denied

Comments:

No items found
Add a new comment:

GIEEI

Characters=256)

e

hbsence Approval
Search Criteria. Return To List
Soarch From grsira0nn T [owirzo10 &
Locsion -
Sats [T Pending ¥ Apoioved F Oened I Gancili
Gutput Format [T =
Dsptay Fiedas - [ SelectDisstect A
I Joow ™ Employes Name I Date
I Reason ™ stz I Lol
T Comments
Hsme Absencs Approval [EREFRST TS|

k o n{‘»..dl_n
[V peprt [eturm ot |

approval raquasts

l

Reportz

Report List
Iy Saved Reportz
Today's Jobs

Today's Available Substitutes
Active Substitutes: SchedulefUnavailability

May 2014
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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. 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 e a—" o

menu. The Saved Report List is displayed.

e View Report — Displays the
contents of the report and the
export formats.

e Edit Report — Displays the report
setup page. Edit the report ——— R———
parameters and rerun the report. N
Make any changes to the existing =L
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.

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  View Report  Edit Report  Schedule Report
=7 Employee List

and unavailability dates/times for all [ Employee List  View Report  Edit Report
active substitutes who can accept jobs Delete 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

Reportz « [CReportview
i w Collapse Filters
Report List
My Sawved Reports cafioptpot |
Today's Jobs Start Time: 1200 AM End Time
Today's Available Substitutes Location/Group: [All Locations ~
Act S b tl't .t . 5 h d Le.‘ll_l | bl C\assiﬁcationicroup:‘ "|
ive Substitutes: Schedule/Unavailability Son8y.[Supstive Nams =] sonovse [iscarang =]

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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