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Creating an Absence

The absence management system is designed for employees to create their own absences
in the system. But as an Administrator, you may have to create an absence for an employee

from time to time when certain circumstances arise.

To start the creation process, click the Create Absence button found in the "Quick Actions"
box on your home page.

Quick Actions

Q Search ©
Create Absence Create Vacancy
17
Approve Reconcile

Select Employee

The first step to create an absence is to select the employee you would like to create the absence for.
You can search for the employee by their last name using the search box at the top of the page.

Step 1: Select Employee /

Search:

Search by Letter Name

Abernathy, Beth

Abrams, Steve




You can also narrow down the search results by the first letter of the last name by using
the letter selector in the left column.

Click the radio button next to the name of the employee you would like to choose and then
click the green Fill out Details button to move on to the next step.

Search:

Step |: Selea Employee LTS v Rl out Details

Search by Letter Nama identifier Phone School
£ Abernathy, Beth HA17RS 1475) 7574573 Kirkpatrick Elomentary Schoal
|
Abrams, Steve HAYSEYS %) N A8 Brown Eamantary {+1)
Active, Missing CRUEE A L15) JET4dE) Cannor School

Adams, joan BASGESH {£15) 787488 Caunnor Schcol

Adams, Ken BAIST7S {272) 254-7295 ZCoNCore Camantary

Fill Out Details
On the second step, you will fill out the absence details.

Note: Each district sets up absence management in a different way. If you see an
option in this guide that does not show on your screen, then your district may not
have enabled that option.

Each district sets up absence management in a different way. If you see an option in this
guide that does not show on your screen, then your district may not have enabled that
option.

Absence management provides two different methods to choose the date(s) for an
absence. You can use the date range feature or select the individual days(s) from the
calendar.



For the first option, click the calendar icon in both the "From" and "To" sections to select a
date range.

Select the day(s) you will be out:

School
02/10/2014 £8 - | 02/10/2015
ot
February 2014 >
< February 2
L MO
1 =8 B2 .

7 8 g 10

14 15 16 17

W

 jo Gl B A - G T

ey
(=]

21 22 23 24

+ Add Newvar 2° 24 25 26 27 28

Notes & Attachments

Or, for your second option, click the individual day(s) from the calendar (as seen below).

Select each date one at a time or drag the mouse across multiple days. Absence
management automatically highlights your selection(s) in blue.

February 2014
o = o Absence Reason
SI»I!.‘ MON TUE NED THU FRI SAT
‘ .
Time
q I 1.,
16
Budget Code

A £3 Coodea




Next, complete the other details of the absence including the absence reason, time, and
optional codes. The absence reasons you have to choose from will be determined by your
district.

Use the drop-down boxes to choose these details. The only fields that are required to
create an absence are date, absence reason, time, and time absent. All other fields are
optional.

Absence Reason Select One

a

Time

<,0

Full Day

08:00 AM tO (03:00 PM

Time Absent

Budget Code Select One

“-

Accounting Code Select One

“

Substitute Required

Your district may require you to determine if a substitute is required to fill this absence.
Choose whether or not a substitute is required by clicking the slider to toggle between "Yes"
and "No". Depending on the district's settings and the employee you are creating the
absence for, this setting may already be determined for you.

(ORI ¢ Review & Confirm

ABSENCE SUMMARY A

Substitute Required

D «

Hold Until
No Hold :
Monday, November 23, 2015
Tuesday, November 24, 2015

Wednesday, November 25, 2015




Putting the Absence on Hold

When creating an absence, you will have the option to put the absence on hold. This means
that substitutes will not be able to see the absence as an available job until a time
determined by you. Use the drop-down menu to choose how long you would like to put the
absence on hold once it's created.

We suggest not using this feature unless absolutely necessary. The sooner a job goes out
for substitutes to see, the faster the job will be filled

Hold Until

v No Hoid

Hold For 30 Minute(s)

Hold For 1 Hour(s)

Hold For 2 Hour(s)

Hold For 4 Hour(s)

Hold For 12 Hour(s)

Hoid For 1 Day(s)

Hold Until 1 Day(s) before Absence Start
Hold Until 12 Hour(s) before Absence Start
Hold Until 4 Hour(s) before Absence Start
Hold Until 2 Hour(s) before Absence Start
Hold Until 1 Hour(s) before Absence Start
Hold Until Absence Start

Hold Indefinitely

Notes
There are three different types of notes that can be added to an absence.

Notes to Administrator - The employee can put notes here for you to see. You have the
ability to add notes here as well.

Notes to Substitute - The employee can put notes here for the substitute to see. You have
the ability to leave notes here as well.

Admin-Only Notes - This is where you can put notes that will not be visible to the
employee or substitute.

Notes & Attachments -3

Notes to Administrator Notes to Subistitute

Admin-Only Notes




Attachments

When creating an absence, the employee will have the option to attach files (lesson plans,
seating chart, etc..) to the absence for the substitute to download. As the admin, you can
attach files to an absence as well.

One way to attach a file is to drag the file from your computer into the designated area on
the absence creation screen.
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The other option is to click the Choose File button and browse your computer for the file to
attach.

To edit the description of the uploaded file, click the pencil icon. To delete the file from the
absence, click the trash can icon.

Uploaded Files

Review and Confirm

Once you have filled out the required and optional information, click the blue Review &
Confirm button to move to the final step.

D& v Review & Confirm

A ABSENCE SUMMARY ; ~

Substitute Required

\

\

)

'
ool

Hold Until

Select One

“~

Substitute Report Tim

No Hold

«

Monday, November 23, 2015
Tuesday, November 24, 2015

Wednesday, November 25, 2015




Here you will be able to review all the details of the absence before you complete the
process. If you need to make changes, click the Fill out Details to go back to the previous
step.

Click the Create Absence to create the absence.

To assign a substitute to the absence, click the Create Absence and Assign Sub button.

Next Step: v Create Absence and Assign Sub v Create Absence

ABSENCE SUMMARY ’ \ N

Substitute Required

- @)

Hold Until

No Hold :

Monday, November 23, 2015
Tuesday, November 24, 2015
Wednesday, November 25, 2015

Once you have created the absence, you will see a big green box that lets you know the
absence has been scheduled. You will also see a confirmation number. This number can be
used to search for the absence later in the system. Below the green box is where you can
take a number of "Next Step" actions including assigning a sub, approving/denying the
absence, deleting the absence, and a few other options.

v/

Your Absence has been scheduled.

Your confirmation number is 152275765

Absence Surmenuey for Abernathy, Beth Pring this Page

Next Steps
Substitute Required Yes
View Absence ¥ Assign Sub To this Positon
File Attachments 3 Files (View
Notes to Administrator Nane Approval Status

Approvals Recelved: /1

November 10 Last Approval Action: Mot Available

School Kirkpatrick Elementary Schood Comments:
Absence Reason YProfessianal Day

Starv/End Times Ful Day (8:00 AM-3200 PA)

Substitute Report Time Ful Day (245 AM 3110 PAY)

T

r2ate anothar Absenc

Logout of Aesop

PRAETTTROSRl  0d for 30 minutes




Splitting an Absence

You can use the "Split Absence" feature to break a multi-day absence into separate
absences. A typical use for this would be to break an absence into multiple absences so
different substitutes can fill the individual days.

First, find the absence's details by using the dashboard.

Summary for: | 05/27/2016 2 ¢  Today » @ Anserces B Vacancles Quick Actions
Q i Search @
Al Sehanis Schonls « All Empoyes Typels) Employee Types =
> Create Absence Create Vacancy
Total Y Filled No Sub
7 Unfilled Required 27
a4
DAILY
r Reconci
4 [42.9%] 0 REPORT Approve concile
[57.1%] & Prine

@ vrfitted
Conf# « Name s School & Reason s Shift v Created 3
196290547  Beasley, Pam Coal Hill 5ancol Jury Duzy . 5/27/2016

2% AM
156890548  Cody, jell Harnner High Stheol MnessaPersonal lliness 512772016

7 : @ R26 AM

1562890550 Uetk, Tony Wiliams High Schao Persana Day 52772018
R ' & E2% AM
196890551  Fox, Tm Coal Hill schoal Parsara’ Day . SI2772016

R2% AM

From the "Absence Details" page, click Split Absence.
View Absence #196890551 - Fox, Tim
May 27; May 31 - June 01

m Phemeais S

Eciit Absence

Reconcile

May 27; May 31 - june 01 at Coal Hill School

Select the dayl(y) you will be out
Absence Reason

Time
< June 2016 >
Budget Code
N B 2 3
[ 1] n " 0 Accounting Code

1m M % w% W

20 N 2 DN

2 1! ¥ N 1




This will open a new page where you can select the day(s) you would like to split. Check the
boxes next to the days you would like to break off as a separate absence. If you want to split
off one day as a separate absence, simply click the box beside that day. If you would like to
break off multiple days, check all boxes that apply. Then, click Create Split Absence.

m Absence Log Approvers Approver Log Available Subs Call History

Cancel v Create Split Absence

Date Duration  Location

Friday, May 27, 2016 ‘ Coal =il Schoo
B Tuesday, May 31, 2016 . Coal Hill Schoo
B Wednesday, June 1, 2016 . Coal Hill School

(‘.'r..ri m

A pop-up window will appear, asking you to confirm splitting the absence. To proceed, click

Save Split Absence. To cancel and keep the absence as-is, clickCancel.
=l

Approve Absence Split

You have chosen to create a new absence with the following dates

Date

Tuesday, May 31, 2016
Wednesday, June 1, 2016

Cancel v Save Split Absence

eerooroooern e . b i nnnnnnininn-—— 4|

Once you have saved the split absences, you will be taken back to the "Absence Details"
page. You will see a small pop-up box in the top right corner of your screen letting you know
that the split was successful. It will also have the confirmation number for the new split

absence.

To be taken to the split absence, click on the confirmation number. To dismiss the message,
click the small X at the top right corner of the message.

Absence Split Successful
@ Click here to view new absence

J

10



The new absence will carry over the attributes of the absence it was split from. This means
things like the approval status, file attachments, budget and accounting codes, and even the
substitute if one was already assigned will be the same as they were in the original absence.
Don't forget to edit these details in the new absence if needed. For more on editing an
absence, read the article Editing Absences.

Note: If you havevariations in your absence, each Variation will be displayed as a
separate instance that can be split off of the absence.

11



Approving or Denying an Absence

Certain Absence Reasons at your district may require your approval. If you are an approver
at your school, you will be able to view a list of the absence requests that need your
approval and approve or deny them right in absence management.

On your home page in the "Quick Actions" box, you will see a button that says Approve.
There will be a number on this button indicating how many absence requests still need your
approval. Click the button to be taken to the "Absence Approvals" page.

Quick Actions

Q Search ©
Create Absence Create Vacancy
19 3 75
Approve Reconcile

Absence Approval Page

When you first come to the page, you will be shown all absences that need your approval
over the next month. The details of each absence will be shown including the confirmation
number, date, reason, and duration of the absence request. At the end of each row will be
buttons that allow you to approve or deny the request.

° Absence Approvals

-

Conf# ¥ HMHame ¥ Date - v Reason Duration Status Actions

123662689 Jones, Martha 31772014 ramonatlay/. | ¥
123663683  Clark, Ken 3iZ002014 Fersonzl Day 133y Deny

123658690 Heoed, James 3252014 - 32772014 Personal 03y Zdays v Approve Deny Part

Need more detail? Click the Confirmation Number of any absence to be taken to the
absence details page

12



Above the absence list you will see an area where you can change the date range for the
absences shown.

There are also filters that allow you to view absences in various states of approval.

Start Date: 08/25/2015 {9 EndDate: 10/16/2015 #% Status: @ Unapproved §J Partislly Approved — Approved [ Denied

Approving an Absence

To approve an absence request, click the green Approve button at the end of the row.
o Absence Approvals

Cont# +~ HName ¥  Dae - v Reason Duration Status Actions

123668694 Cll"OI’d._.RIy 3122014 Personal Day 1day
s dones.arra | 1701 T v | 0

_123668691  Clark Ken w004 ParsanaiDay 1 dav | o nnece | oo, B

This will open a window where you can leave comments about the approval. Leaving
comments is optional. Comments left here may be sent to the employee in a notification
email.
When you are ready to finalize the approval, click Approve in the window.

Approval Status for #152278653

Approval Status:

Approvals Received: 0/1
Last Approval Action: Not Available

Comments:

When an absence request is approved, it will be removed from your list of unapproved
absences. You can view it again by changing the filters to show approved absences.

13



Denying an Absence

If you need to deny an absence request, click the red Deny button at the end of the row.

o Absence Approvals

Conf# <= Hame s  Date « «  Reason Duration Status
123668694 Clifford, Ray V12/2014 Parsenal Oay 1 day

R e
123662603 Clark. Ken 32002014 Persenal Day 1 day

&th Grades Teache

Actions

«

This will also open a window where you can leave comments about the denial. Comments
are optional. The comments you leave here may be sent to the employee in a notification

email.

Click Deny in the window to finalize the denial.

Approval Status for #152278656

Approval Status: Unapproved

Approvals Received: 0/1
Last Approval Action: Not Avallable

Comments:

14



Editing or Deleting Absences

When an absence is created in absence management, you will be able to go back to the
absence and make changes as necessary. To edit a specific absence, first go to the
"Absence Details" page. You can do this by using your absence management dashboard.

Summary for; | 05/27/2016 8 ¢ Today @ Absences @ Vacances Quick Actions
Q
Al Schaois Schooks « Al Employee Type(s) Employes Types
Create Absence
i Unfilled Filled oo 27
7 3 f’ﬂ:}] 0 _R"!:g-;' Approve
(42.5%] a print

Confg = Name e School 8 Reasan $ Shift v Created
196230548 Lady, jeff Hamner kagh Schoal Iness>Hersanal dness SXInmMs
@ 8:26 AN
196800550 Do, Tom Wilkams High School Parsonal Day 812712016
. 828 AN
196290551  Fox, Tim Coal 1l Schoot Persanal Day 2706
‘ 120 AN

Create Vacancy

Reconcile

Search ©

Once on the "Absence Details" page, click Edit Absence to enter edit mode.

Absence

Absence Log

v Reconcile

May 27 at Coal Hill School

Approvers

Edit Absence

Select the day(s) you will be out:
Absence Reason

05/27/2016 - 05/27/2016

Time

4 May 2016 >
Budget Code

Accounting Code
16 17 18 19

23 24 25 26 |27

30 31

N
w

15



Change the date and other details

To change the date of the absence, use the "From" and "To" date range selector or click on

the date you want in the calendar. When a date turns blue, that means you have selected it.

You can select multiple days by clicking the dates one at a time or by clicking and dragging
the cursor across multiple days.

05/31/2016
<
2
8 9
15 16
23
) 30

£ - 06/01/2016
May 2016
3 4 S5 6
10 11 12 13
17 18 19 20
24 25 26 | 27
S 2 3

®

Select the day(s) you will be out:

Absence Reason

Time

Budget Code

Accounting Code

You can change the other details of the absence as well including the absence reason, time,

codes, and notes. Use the drop-down boxes to make those changes.

Time

Budget Code

Absence Reason

Accounting Code

Personal Day

Full Day

to

Select One

Select One

“

“>

“«

“

16



File Attachments

At the bottom of the "Absence Details" page, you can edit existing file attachments or add
new ones. Click the pencil icon to edit the description of an existing file or thetrash can
icon to delete it.

Click Choose File to add a new file from your computer.

File Attachments
Uploaded Files

| Lesson Plans docx P

Ao Nsencintion
No Descriptio

| Choose File No file chosen

Sub Required and Hold Until

Change whether or not a substitute is required by clicking the slider to toggle between Yes
and No.

You can also change if the absence is on hold by clicking the Hold Until drop-down menu.

Substitute Required
\I
/
Hold Until

No Hold

ar

Tuesday, May 31, 2016
Wednesday, June 1, 2016
Coal Hill School

7:30 AM - 3:30 PM
Personal Day

17



When you have made all the necessary changes, click the Save Absence button to save

your changes.

23

05/31/2016

Approvers

Select the day(s) you will be out:

+ Save Absence v Save Absence and Assign Cancel

May 31 - June 01 at Coal Hill School

Absence Reason

] 06/01/2016 2
Time
May 2016 o [
= =

3 4 5 6 Budget Code
ol el S (Nl Accounting Code
17 18 19 20 20
24 25 26 28
31 |1 2 3

When making changes to an absence that will affect the substitute, like start time or a

date change, absence management will notify the substitute of the changes.

Deleting an Absence

If you would like to delete the absence, you can do this on the "Absence Details" page as
well. The Delete button will show whether you are in edit mode or not. Simply click the

button to delete the absence.

Avallable

NEXT STEPS

Call History

Status: Unfilled

Approval Status: |

Approvals Received: 0/1
Last Approval Action: Not

X Delete

18



You will be asked to confirm your decision. Click the Yes button to confirm and delete.

Confirm

Are you sure you want to delete Absence #196890551?

19



Editing Days in a Multi-Day Absence

When absences cover multiple days, you might have to make adjustments to just a few days
within that multi day absence. You may need to do this when adjusting absence reasons or
budget codes for days within the absence. While it may seem daunting at first, it's actually
quite simple! This article will show you how.

First, search for the absence and go to its "Absence Details" page. You can do this by using
your absence management dashboard.

Summary for: | 09/02/2015 2| <  TYoday ? B Ansences B Vacanoes Quick Actlons

Q Search ©
All Schools Sthools - All Employee Typels) Employee Typas
“ Create Absence Create Vacancy
Total N Filled No Sub
Unfilled Required 2
1 0 7 DAILY A 16 R il 8
3 70.0%] 0 REPORT pprove econcile
(30.0%] & Print
Conf®# =~ Name $ School $ Reason ¢ Shifr v Created $
152278251  Adams Jean Connar School *Persona © v 8/26/2015
1112 A
152278705 Plerce Bengamin Crabapple Cove High School DM - No approval . 8/31/2015
153 FPM
152278763  Piccolo-Emp Jessa Riverside Elementary Vacation . 9/1/2015
SA4PM

While viewing the absence, click Edit Absence.

Edit Absence Split Absence

September 22 - September 25; Septen

L4 September 2015 >
- Abs
31 1 2 3 4 S
Tim
6 7 8 9 10 N
Hal
13 14 15 |16 | 17 18 19 124
21 22 23 24 35
Tim

20



On the calendar, deselect the days you want to make changes to by clicking on them.
< September 2015 >

SU MO TU WE TH FR SA

30 31 1 2 3 4 5
6 7 8 9 10 17 12

13 14 1517 18
- t
d O

Now, click Add New Variation.
< September 2015 >

U MO TU we T fr s AbsenceReason
30 3 'Y 2 /2% 4 S
Time
6 7 12 Plea nter a valid tin
the HH MM AM format
131 19 | Half Day PM
20 21

26 12201 PM | tO

27 . 29 30 1 2
ime Absent

viease enter a vaid ou

Accounting Code

+ Add New Variation é




In this view variation, you can enter separate details for the other days in the absence.
Select the days by clicking them on the calendar.

£ September 2015 >

31 1 2 3 4 5

6 7 8 9 0 n 12

20 21 22 23 24 25 26

29
e

Now, adjust the details for those days by using the drop-down menus and text boxes.

Absence Reason *Professional DSy v
Time Substitute Report Time

Full Day v °o /

08:00 AM | tO0 | 03:00 PM to
Time Absent 04:00
Budget Code All-Sub Salary/Personnel v
Accounting Code LTRC ACC CODE 1 v

When you are finished, click the green Save Absence button.

Absence Absence Log Ap

v Save Absence v Save Absence and Assigh

Varlation # 1 September 22 - September 25; Septem|

< September 2015 >

= NE TH IR Absence Reason




Finding a Specific Absence

If you're looking for a specific absence, there are a number of easy ways to find it. If you
have the confirmation number, the fastest way to track down an absence is to type the
confirmation number into the search box on the "Quick Actions" panel. Once you've entered
the confirmation number, click Search to jump right to the absence.

Quick Actions

Q 154571813 Search |©
Create Absence Create Vacancy
17
Approve Reconcile

If you don't have the confirmation number on hand, you can look the absence up by date
using the "Daily Report".

Open the Daily Report by clicking Daily Report in the "Summary" panel on the Dashboard.
Employee Types «

. KR
- 29

DAILY
REPORT

SPrint

23



On the Daily Report, select the date that the absence is for by typing the date, or clicking
the calendar icon and choosing the date from the calendar.

ABSENCE REPORTS

Daily Report: Wednesday, September 2, 2

Date: | 09/01/2015 < Today > @ Abg

AllScho < September 2015 > AlEm

Q se

Sumr
7' ‘& | 9 46 13

14 15 16 17 18
20 21 22 23 24 25 26

27 28 29 30

IlIllllllllllll_lllllllllJIIII__

Now that you've navigated to the correct date, scroll down to the "Unfilled" box to see
absences that have not been filled by a substitute, or scroll down to the "Filled" box to view
absences that had been filled by a substitute and click the confirmation number next to the
absence that you want. This will take you right to the absence.

o Filled

Conf# ~ Name School * Reason

Teacher

152276798] Beattie Melanie Riverside Elementary *Personal
Emp: 7:00 AM - 12:00 PM
Sub: 7:.00 AM - 12:00 PM

?

If the absent went unfilled or if the absence did not require a sub, click on the
confirmation number for the absence in the other windows.

24



Using the Substitute Sign-In Report

when they arrive for their job? Well, now you can!

Don't you wish there was a way to generate a list of substitute's jobs so they can sign in

To access the report, first click on Reports in the side navigation bar. Then, under the
"Absence" heading, click on Substitute Sign In.
NAVIGATION

€
@& Dashboard

Absence
™ Absences

Substitute Sign In
X Reports

Absence Feedback
b
£ Settings

Day of Week Absence Analysis
Employee

Staff List

Now, select the date range you want to print the sign-in sheets for by clicking the text boxes
with the calendar icons, and then adjusting the month and day on the pop-up calendar.

Date Range:  09/16/2015 % 09/16/2015 £ Absences W
All Employees ¢

September 2015
All Vacancy Pt

> nployee Types
T ™ e

i By: @ Date
3 -

Now adjust the check boxes to show absences, vacancies, or both. For this example, we will
be printing jobs for absences, so we will uncheck the "Vacancies" box.
Absences Vacancdes

25



If you want to print a sign in sheet for a specific employee, employee type, or substitutes,
you can do so by using the drop-down boxes. Just click on the button and check the boxes
you want to show on the sign in sheet.

Now, select if you want to order the list by the employee's name or by date by clicking the
radio button.

Order By: @ Date Employee

When you are ready, click the Search button.

Date Range:  09/16/2015 B3 09/16/2015 £
All Employees Employees « Al

All Vacancy Profiles Vacancy Profiles o]

A list will generate below.

o Substitute Sign In

Substitute Signature Start/End Employee Cont, @
Weadnesday, September 16, 2015
y Fuli Day Hurniout, B 15227
~ 0700 AM -0 PN mobin
Crabapple Cove High Sthaol 07:00 AW = 03307 ENEOSOpIY
Ful Duy Prerce, Benjarmr
x e 07:4% AM - (1478 BN Chinl 1ol

Crabapple Cove High Sthaoot

To print the list, click the Print button at the upper right corner of the list, or the Print link
beside the "Search" button.

Date Range:  09/16/2015 B2 09/16/2015 £2
All Employees Employees Al

All Vacancy Profiles Vacancy Profiles O

Brn |

Now your substitutes can sign their names when they arrive for their job!

26



Using the Substitute Call History Report

The "Substitute Call History" report will allow you search for specific substitutes to see if they
were called. You can also select a date range to see all the substitutes who were called
during that time-frame. To learn how to use the "Substitute Call History" report, keep
reading!

First, click on Reports in the side navigation bar. Then, under the "Substitute" heading, click
Substitute Call History.

NAVIGATION &)
Absence

& Dashboard

Substitute Sign In

Absences > Absence Feedback
Day of Week Absence Analysis
X Reports >
. Employee
& Settings
Staff List
Substitute

Substitute Call History

Excluded Substitutes

Now, select a date range by clicking the text boxes with the calendar icons in them.

Date Range:  09/21/2015 B3 09/21/2015 £3  All Schot

Printwith | ¢ September 2015 >

Q Search

[+)
~
(-]
X}
—
o
—
-t
N
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If you would like, you can choose a specific substitute by clicking Substitutes and checking
the box next to the name in the drop-down menu. If you want to see all the substitutes called
within the specified date range, you can ignore this drop-down menu.

All Substitutes Substitutes v
Filter: ord View all (%)

* Aylestock, Aaron

Baker, Dee
| Baker, Tom

Barker, Bob
4 M
k Barrowman, George
— Caughil, David -
Chan, Aice

When you are ready, click Search.

A list will generate below sorted in columns by date/time, status of the call, if the line was
answered or not, name of the substitute, the school, the date of the absence, and the
confirmation number.

The circle at the top left corner tells you the total number of calls for that date range.
Click on a substitute's name to be taken to their profile. Click on the confirmation number to

go to the absence's page where you can edit, reconcile, or assign a substitute to the
absence.

° Substitute Call History

Date/Time  Direction  Status Line Substitute School Start/End Conf. ¢
RGOS Dutbaunn Refectad Arswer Led Tyl smaka Der TIARANS - 11180115

flova i ] £nd Cals

AN

QN8I Dutbound Rejectad Arawer Acuna DEGBIE Z Binh Super VIAT20E - NN702005

2320 PM End {35

Total Calls: 2

To print the report, click the Print link beside the "Search" button.
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Using the Substitute Availability Report

The "Substitute Availability" report shows you what substitutes are available to work on the
date specified.

To access the report, first click on Reports in the side navigation bar. Then, under the
"Substitute" heading, click Substitute Availability.

NAVIGATION &)
Absence

@ Dashboard Substitute Sign In Absentee Report

% Absences : Absence Feedback Absence Approval Status
Day of Week Absence Analysis Absence Call History

X Reports >

: Employee

£ Settings
Staff List
Substitute
Substitute Call History Substitute Availability
Excluded Substitutes Substitute A?sences

Now choose the date by clicking on the text box with the calendar icon and choose the
month and day on the pop-up calendar.

Date Range:  09/21/2015 £ 09/21/2015 £2 | Al Schod

£

Printwith i € September 2015 >

13 14 15 16 17 18 19

20 21i 22 23 24 25 26
gin,
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You can choose to view one or more substitutes by clicking on Substitutes and checking
the box(es) beside the name(s). If you want to view all the substitutes for that day, you can
ignore the drop-down menu.

All Substitutes Substitutes v
: : (%]
nt Filter: View all

* Aylestock, Aaron

Baker, Dee

| Baker, Tom

Barker, Bob

Barrowman, George
fo ) Caughil, David

Chan, Alice

You can choose whether to show skills or not by checking the box beside "Show Skills”, and
then you can choose which skills to show if you wish.

Substitutes ~ Show Skills
Spedial Para Skills ~ «
Filter: View All ©
Music
No PE
Substitute Availability PE I
School Nurse

Special Para
TB Test

"1 Teacher

"\ Tancher ooy

When you are ready, click Search.

A list will appear below with all the substitutes who are available for jobs that day. You can
print this list by clicking the Print button.
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Using the Excluded Subs Report

The "Excluded Substitutes” allows you to see which substitutes are excluded from seeing
jobs at your school. You can also choose to see who your employees have excluded from

the absences they submit.

To access the report, first click on Reports in the side navigation bar. Then, under the

"Substitute" heading, click on Excluded Substitutes.

NAVIGATION
@& Dashboard
Absences
X Reports

& Settings

€

Absence

Substitute Sign In

Absence Feedback

Day of Week Absence Analysis

Employee

Staff List

Substitute

Substitute Call History

Excluded Substitutes

W

You can choose whether you want to show the substitutes your employees have excluded

by checking the box beside "Show Employee Exclusion?". You can also choose to view the
list by "Preference List" or "Substitute”.

| Show Employee Exclusion?

View By: @ Preference List

Substitute

When you are ready, click Search.

All Schools

= Print
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A list will generate below with the excluded substitutes and from where they are excluded.
o Excluded Substitutes

Preference List Owner Excluded Substibuteis) Comments

Schoal: Coal Hill 5choal

1er Excluded priar mo 20017-12-12

School: Hamner High Schooal

o ¥ Excluded priar o 2007-12-12

Excluded priar oo 20017-12-12

School: Jaspers Elementary SChool

Baker, Dee Excluded priar o 2017.12-12

School: Walker Middle School

Barker, Bak Excluded priar o 20017.12-17

School: Willlams High School

Barker, Bak Farluded priar to 20017.12-17

To print the report, click the Print link beside the "Search" button.

All 5chools Schools -
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Managing the Excluded Substitutes List

Your district may have given you the ability to exclude substitutes from viewing or accepting
jobs at your school. When excluding a substitute, it is best to check your district’s policies to

make sure an exclusion is warranted, because it prevents the substitute from viewing any

available assignments at your school.

Adding Excluded Substitutes

Using the side navigation bar, hover over Settings and then click Excluded Substitutes.

NAVIGATION €
(5 Dashboard

i Absences

Il Reports

x Settings >

School
General Information
Time Settings

Preferred Substitutes

Excluded Substitutes

Shared Files

Account Settings

My Profile

If you have visibility of multiple schools, you'll be prompted to select which location you want
to exclude the substitute from. If you have visibility to only one school, you'll be taken directly

to the "Excluded Substitutes” list (tab).

Select a School

Select a School

Search: hool Name

v Victoria County Community Schools 7

atian Bullding

v VC Elementary Schools 4

v VC High Schools 3
er Migh 5choo

bilt High Schoo
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Once on the "Excluded Substitute" page, click Add Substitute(s) to add a substitute to the
"Excluded" list.

Ganeral Information Time Settings Preferred Substitutes Excluded Substitutes Shared Files

Excluded Substitutes

+ Add Substituteds)

Name Comments Select Action

Jark but Eaclacded orior 10 2017-12-12

7’
LA 2.8 2 |

+ Add Substituteds)

After clicking "Add Substitute(s)", you may view a list of substitutes - in alphabetical order -
by last name. You can search for a specific substitute by using the search box at the top of

the page, or you can filter the results by selecting the first letter of the substitute’s last name
in the left column.

If you do not see the name of the substitute that you want to exclude, it may be
because they are on the "Preferred Substitute" list for your location. To exclude
these substitutes, you would need to remove them from the "Preferred Substitute”
list for your school before excluding them.

Excluded Substitutes
Search 25T Narr Back to Exdluded Substitutes
Soarch by Lettor Substitute Name SELECTED SUBSTITUTES

_ Currersty, there ara no Substrures se acrad

[Ma Raring)

Al ]
L 2.2 8 2/

A dd

Click the check box corresponding to one or more substitutes to select them. You can select

as many substitutes as you want from the list. As you select them, their name appears in the
"Selected Substitutes” column.

34




Once you have selected the substitute(s) you want to exclude, click the Next button.

Exciuded Substitutes

Search 357 Name Batk o Excloded Substitutes

Search by Letter Substitute Name SELECTED SUBSTITUTES

_ Barrowman, George n
B SEOTEE

Mo Rawregd

{ } | | INo Rsting)
Ll
(¥ aughil, Dava
L 2.8 8 ¢

Arirdrdrd

Cittord, Wendy
L 8 8 8 8 |

Based on your system setup, you may be required to include a reason within the
"Comments" section that explains the reason for this exclusion. Once you make an entry,
click Add to Excluded Substitutes List.

General Information Time Settings Preferred Substitutes Excluded Substitutes Shared Files

Excluded Substitutes

Cance V#0010 Excludes SCbsttute List

Name Comments *

lardiness recorded on 3 olcesons

cance VASH 10 FExcludes Substingte List

|

This adds the substitute(s) you selected to the Excluded Subs List, and they will not see job
offers for absences you create.

It's important to note that the excluded substitutes are not automatically removed from any
future absences they may be assigned to at your school. They would need to be removed
manually, if necessary.
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Removing Excluded Substitutes

When you’re on the "Excluded Substitute" page, click the check box in the "Select" column
that corresponds to the substitute that you want to remove from the "Excluded Substitutes"

list. Then click Remove Selected Substitute(s).

Preferred Substitutes Exciuded Substitutes

General information Time Settings

Shared Flles

Excluded Substitutes

Name Commenty
Barrowman, George
No Rating)

Chen, Jule
(No Rating}

Parker, Peter
{No Rating)

8 Tnrmove Selected Substitutedy)

’

| 8 Nemowe Seiccted SatrtRitny) I
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Seeing Substitute Availability

As an Admin, there may be times that you need to assign a substitute to an absence. For
example, a substitute cancels last minute and you need to assign a new substitute as soon
as possible. Here is how to check which substitutes are qualified and available for a specific
absence.

To see which substitutes are qualified and available, first navigate to the "Absence Details"
page for the absence. You can do this by using the absence management dashboard.

Summary for; 0902/2015 2 < Yoday > 8 Absences (@ Vacancies Quick Actions
Q Search (7]
Al Schanls SUhonls = All=mplayae Typels) Emplayes Types
m Create Absence Create Vacancy
Total No Sub
Required 2
1 0 DALY 16 -
0 REPORT Approve Reconcile
= Print
o Unfilled
Conf# = Name e School 2  Reason : Shift v Created 2
152278251 Adams Joan Comncr School “Persanal BI26/2015
R @ V 1112 AM
152278708  Pierce Berjamin Crabapple Cove High Schao DM - No appraval . 8/31/2015
141 PN
152278768  Plecole-Emp jesse Fiverside Elemenzary vacation ’ 212015
s rm

Available Subs Tab

Once you reach the "Absence Details" page, you will see a number of tabs above the
absence information. Click the Available Subs tab to be taken to the list of qualified and
available substitutes for this absence.

Related Absences: 172277771 J
Absence Log Approvers App Log le Subs Call History

EdtAbsence Spit Absence Reconcie X Daleta
September 02 - September 03 at Connor School A NEXTSTERS
< September 2015 > Status: Unfilled
™ . . . Absence Reason *pPersanal
v Assign Sub
N1 | S 4 -
Time iUtute Report Time
? : d 0N Custarm Approval Status: Approved
o bl B AL 1130 AM to 03:00 PM i Approvals Recetved: 11
21 22 23 214 26 2 Last Approval Action; $/2002015 1127
Time Absent 0700 AR
2% 20 30
Budget Code Nane Selected
ABSENCE SUMMARY
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At the top of the page, you can search for a specific substitute by last name. You can also
toggle if the list is showing all substitutes or only qualified and available substitutes. Check
the box to show only those who are qualified and available. Uncheck the box to show all
substitutes.

Search for Substitute:

Only show qualified and available substitutes

"Qualified and available" means that the substitute has the correct skills to fill in for the
absent employee and they do not have any conflicting jobs or "Non-Work Days".

The absence management system will do a number of checks to see which substitutes are
gualified and available. If you see a green indicator across all columns, that means the
substitute has passed all checks and can be assigned.

If you see a red x in a column for the substitute that means the substitute has failed that
check.

Qualified and Available Checks Additional Checks
Substitute Name Assign kil oehar ron exciudng  Profurred  Over Mujpctad  Vinble s In Sub Call Block/Unblock
et work sthool wWorked by Sub [0 M1 Thonw Now
Do
(8025 154 2365 © Qualified and Available . Black
e
h92] 1543771 © Qualified and Available . Black
o S

(802 1502383 © Qualified and Avallable . Block

yiuzioe elle
(8923 1541589 © Qualified and Available . Block

{RISTINA

(8927 154-2755 v Assign © Qualified and Avallable . Block

The Available Subs tab is not only great for seeing which substitutes are available but
also for seeing why a particular substitute cannot see a job. If you see ared x in their
row, that means the substitute cannot see the job on their website and they will not be
called for this job.
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System Checks

Each column in the list of substitutes represents a check the system is making to determine
if a substitute is qualified and available. Here is some more detail on what the system is
looking for:

Qualified and Available Checks Additional Checks

Skill Other Non Excluded Preferred Over Rejected  Visibie to In Sub

Match job work School worked by Sub Sub Call Time

Skill Match

Is the substitute qualified based on the skills assigned to them to fill in for the employee?

If the column is blank, the substitute is qualified.

If there is an x in the column, the substitute is not qualified.

If there is a time and date in the column, this represents the time/date that the substitute will
become qualified and available based on your district's settings.

Other Job

Is the substitute already working another job that conflicts with this one? If the column is
blank, there is no conflicting job.

If there is a red x in the column, the substitute has a conflicting job.

Non-Work Day

Did the substitute indicate they cannot work on this date? If the column is blank, there is no
conflicting "Non-Work Day".

If there is a red x in the column, the substitute has scheduled a "Non-Work Day" that
conflicts with this job.

Excluded

Has the substitute been marked as excluded by the employee, school, or district? If the
column is blank, the substitute has not been marked as excluded.

If there is a red x in the column, the substitute has been marked as excluded.

Preferred School

Does the substitute prefer to work at this school? If the column is blank, the substitute is ok
with working at this location.

If there is a red x in the column, the substitute has indicated they do not prefer to work at this
location.

Rejected by Sub

Has the substitute already been offered this job and rejected it? If the column is blank, the
substitute has not previously rejected this job.

If there is a red x in the column, the substitute has been offered this job and has rejected it.
Visible to Sub

Based on your district's settings, is this job within the substitute'slead time visibility?

If the column is blank, the job is within the substitute's lead time visibility.
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If there is a date and time in the column, this means the job is not currently in their visibility
but will be at that date and time.
If there is a red x in the column, the job will not be visible by the substitute.

In Sub Call Time

Is the substitute ok with being called at the current time? If the column is blank, the current
time is within the substitute's call times.

If there is a red x in the column, the substitute has indicated they do not want to be called at
the current time.

Assign the Sub

You will be able to assign any substitute who is qualified and available. Depending on the
permissions you have been set up with, you may be able to assign a substitute who does not
pass all system checks. For example, a substitute who does not prefer to work at a school
could still be assigned to a job at that school.

If there is a green Assign button next to the Substitute's name, you can assign that
substitute to the job. Simply click the button and the substitute will be assigned.

a7 T e

&~ @ Qualinied and Avallahie

8 8

r. Arianne

(802) 154-2771 ¥ Assign @ Qualified and Avallable

Always confirm with the substitute that they are willing to work the job before you
assign them. Clicking Assign is not a request for them to work the job. It is you
indicating that you have confirmed with them that they will be working the job.
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Setting Up a Preferred Substitute List

Your district may have given you the ability to set a preferred list of substitutes for your
school. This will allow you to give certain substitutes an advantage when looking for jobs at
your school.

Adding Preferred Substitutes

First, if you have not done so already, expand your side navigation bar by clicking the menu
button.

Absence Management v

Ll

o

To access the "Preferred Substitutes" list, click on the Settings on your side navigation bar.
Then, click Preferred Substitutes.

MAI AT
NAVIGATIO!

School
@& Dashboard

General Information

9 Absences : Time Settings
Preferred Substitutes

) Reports <
Excluded Substitutes

X Settings >

Shared Files
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Now, search for and select the school you want to set up the Preferred Substitutes List for.

-
Select a School

Select o Sovool

Search Crabappie cove

v BCADistrict 4

|
v Blue's Ocean School District 70

At the top of the Preference List, you will see the "Calling Sequence" and "Job Visibility"
settings. These settings were most likely already set by your district. Before changing these
settings, you will want to check with your district's Aesop Administrator.

Preferred Substitutes

DEFAULTS
Calling Sequence Job Visibility
© Use Call Order 90 |% Lead Time Min: 0 Hrs 0 Mins

Use Random Order
Visibility Calculator Max: 90 Days 0O Hrs

To get started adding substitutes to your Preference List, click the green Add Substitutes
button.

* + Add Substitute(s)

Select Action
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This will take you to a page where all substitutes will be listed in alphabetical order by last
name. You can search for a specific substitute by using the search box at the top of the page

or you can narrow down the results by the first letter of the last name by clicking a letter in
the left column.

Preferred Substitutes

Search: Lanfair Back to Preferr
Search by Letter Substitute Name
(No Rating)
-

Back to Preferry

To select a substitute, click the check box next to their name. You can select as many

substitutes as you want on the list. As you select them, they will show in the "Selected
Substitutes" area.

When you have selected the substitutes you want to add to your Preference List, click the
green Add to Preferred Substitutes button.

Preferred Substitutes

Search: lanfair

Back to Preferred Substitutes v Add to Preferred Substitutes

SELECTED SUBSTITUTES

_ Garcia, Linda
MO Tating)

[ | INo Rating} Walkington, Mary u
NGO Ratirg)

Lanfair, Sydnoy
Ng ATl

Search by Letter Substitute Name

Back to Preferred Substitutes ¥ Add to Preferrad Substitutes

That's all there is to it! The substitutes you selected will appear on the School Preferred
Substitute list.
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Assigning a Substitute while Creating an Absence

If you know which substitute you want to assign, you can assign them during the absence-

creation process.

Start by creating an absence. (Page #)

In the "Review & Confirm" step of the absence creation process, you will see a button that

says Create Absence and Assign Sub. Click this button to save the absence and manually

assign a substitute.

ABSENCE SUMMARY

Substitute Required

ves @)

Hold Until

No Hold

Select Employee Fill out Details Review & Confirm Done

Next Step:] V' Create Absence and Assign Sub I v Create Absence

“r

This will bring up a window where you can search for the substitute you want to assign. Type

the last name of the substitute you are looking for, or browse the list.

Absence Absence Log Approvers Approver Log Available Subs Call History

Search for Substitute:

| Only show qualified and available substitutes

. 100 Call(s) remaining

Qualified and Available Checks Additional Checks
Substitute Name Assign sks Othe: Mon | Exclated | Preferred|  Ower | Mejected  Visdleto inSub Call Block/Unblock
thatch Jour Wors Sthow | worked | By Sub e | CaliTime  Now
owy
w03 1543770 © Qualified and Avallable . Block
*Matrunand, SHARDN
utingedddl © Qualified and Available & Block
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To assign a sub, click the green Assign button next to the substitute's name.

"Hraym Aramnne

03 3542078 ( © Qualified and Avallable L Block

A pop-up window will appear, asking you to confirm the assignment

Itis important that you communicate with the substitute and confirm with them that
they are willing to fill the job before you assign it to them.

To assign the sub to the absence, click the green Confirm and Assign button.

Assign Substitute For # 152278705

Confirm Assignment

*Braymer, Arianne
(802) 154-2771 Available

Please confirm that you have already communicated
this position with the person you are about to assign.
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Assigning a Substitute to an Existing Absence

To assign a substitute to an already created absence, you must first find the absence you
wish to assign, and you can do this via the dashboard.

Summary for; 090272015 % ¢  TYoday > @ absences @ Vacanties Quick Actions
Q Search (7]
A¥ Schaals Sthwols = AllEmalayer Typets) Ernplayes Types «
= m Create Absence Create Vacancy
Total No Sub
1 o Unfilled Required 2
Y 16
3 I 0 n‘::g;' Approve Reconcile
[30.0%) = Print
© unitted
Conf®# =~ Name £ School 2 Resson s Shift v Created s
152278281 Adams Jean Conner School “Persanal 8/26/2015
@ v t1am
152278708 Plerce Benjamin Crabapole Cave High S¢hao DM - No appraval . 8/31/2015
143 PM
152278763 Piccolo-Emp Jessa Fiverside Elemeriary Vacatien . 9172015
A4 DM

Once you are on the "Absence Details" page, click the green Assign Sub button
on the right side of the page.

Approver Log Available Subs Call History

X Delete

A NEXT STEPS A

Status: Unfilled

Crabapple Cove High School
—

DM - No approval
ABSENCE SUMMARY A

Substitute Report Time
Substitute Required Yes
Fu

1 to
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This will bring up a window where you can search for the substitute you want to
assign. Type the last name of the substitute you are looking for, or browse the list.

Absence Absence Log Approvers Approver Log Avallable Subs Call History

Search for Substitute:

| Only show gualified and available substitutes

. 100 Call{s) remaining

Quaolified and Availoble Checks Additional Checks

Substitute Name Assign Sk Ot Non Excioged  Prefored  Ovar Najocted  VeuSleto InSub Call Block/Unblock
tatcn Jot Wure Sthoo! worked by S0b Seh Call Teme Now

*Braymer, 4 "

fean) ses-a27y v Assign © Qualified and Avallable < Block

"Harmvmoand, SHAK

oz $he-2577 v ASSHED © Qualified and Available . Block

Gy

To assign a sub, click the green Assign button next to the substitute's name.

"Wrayn ranna

w4 © Qualfed and Availabe Gl | o mas

A pop-up window will appear, asking you to confirm the assignment.

It is important that you communicate with the substitute and confirm with them that
they are willing to fill the job before you assign it to them.

To assign the sub to the absence, click the greenConfirm and Assign button.

Assign Substitute For # 152278705

Confirm Assignment

*Braymer, Arianne
(802) 154-2771 Available

Please confirm that you have already communicated
this position with the person you are about to assign.
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Switching an Assignhed Substitute

If you need to switch out a currently-assigned substitute with a different substitute, you can
easily do so!

First, find the absence. You can do this by using your absence management dashboard.

Summary for; 09%02/2015 % ¢ Today 2 @absences @ vacaniles Quick Actions
Q Search @
Al Schanls Schodls = All Emplayoe 1ypes) Employee Types -
z m Create Absence Create Vacancy
Toual No Sub
Unfilled Required 2
1 0 | 0 DAILY Approve = Reconcile
‘ REPORT. ke
{(30.0%) = Print
© unfitied
Conf#¢ = Name 2 School £ Reason 2 Shift v Created 2
152274291 Adams Jean Cannor Schoel *Persanal B/26/2015
3 g @ V 1112 AW
152270708  Pierce Benjaman Crabapple Cove High Sthoo DM - No appraval . 8/31/2015
1431 PM
152278763 Plecolo-Emp jesse Fiverside Elemeraary vacaticn . 9/172015
A4 P

Once you are on the "Absence Details" page, click the green Reassign Sub button. This will
allow you to remove the current substitute and replace them with another substitute.

rLog Available Subs Call History

~ NEXT STEPS

Status: Filled by /

X Remove Sub

Approval Status:

Approvals Received: /1
Last Approval Action: Not Avalable

Comments

oo ||
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This will bring up a window where you can search for the substitute you want to assign. Type
the last name of the substitute you are looking for, or browse the list.

Absence Absence Log Approvers Approver Log Call History

Search for Substitute:

| Only show gualified and available substitutes

L 100 Call{s) remaining

Qualified and Available Checks Additional Checks

Substitute Name Assign 5k Other Hon txciuded  Proferred  Ovay Najected  Visdleto InSub Call Block/Unblock
Match Joo Wors Schou worked by Sub e Call Twme Now
Oey

oA © Qualified and Avallable L Block

*Hammong, SHARCN

(807 1841517

v Assiprs © Qualified and Available Block

To assign a sub, click the green Assign button next to the substitute's name.

*Brayn Arlanine

womr (A © Qualiied and Avaliable <0 e

A pop-up window will appear, asking you to confirm the assignment.

Itis important that you communicate with the substitute and confirm with them that
they are willing to fill the job before you assign it to them.

To assign the sub to the absence, click the greenConfirm and Assign button.
Assign Substitute For # 152278705

Confirm Assignment

*Braymer, Arianne
(802) 154-2771 Available

Please confirm that you have already communicated
this position with the person you are about to assign.
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Removing a Substitute from an Absence

If plans change for an assigned substitute, you can easily remove that substitute from the
absence.

First find the absence you want to assign the substitute to. You can do this with your
absence management dashboard.

Summary for: 09/02/2015 22 $ Today > @ Absences (@ Vacancies s aco%enlia

Q Search ©
Al Schools Schocls = All emplayoe Typets) Empioyee Types ~
- m Create Absence Create Vacancy
Total N No Sub
Unfilled Required 2
1 o Py 16 e ®
o REPORT Approve Reconcile
[30.0%) = Print

Conf# = Name $ School 2 Reason s Shift v Created 2
152278251  Adams Jean Connar School *Personal @ < B/26/2015

1112 AM
152270708 Flerce Benjamin Crabapple Cove High Sthoo DM - No apperavsl . 8/31/2015

15PN
152278763  Piccole-Emp jesse Toversde Clememary Vacaticn ’ 941/2015

t44 P

From the "Absence Details" page, click the Remove Sub button on the right side of the
screen.

Log Available Subs Call History
A NEXTSTEPS A

Status: Fllled by Arianne *Brayme
X Remove Sub v Reassign Sub
pproval /
Feedback

Leave Feedback about Substitute

Cove High School

t Report Time
Leave Feedback from Substitute

to 0415 P} ABSENCE SUMMARY N
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A pop-up window will appear where you can record who requested the removal. There are a
couple other options you have here as well.

Remove Substitute from #152278705

*Braymer, Arianne

(555) 236-7437 Assigned

Allow substitute to see job after removal
Notify substitute regarding removal
—| Restrict the substitute from seeing jobs on 09/02/2015 because

he or she is cancelling within 1 hours of the start time.

Requested By: Administrator J

Cancellation Reason: No Response 9

Allow substitute to see job after removal - Leave this box unchecked if you don't want this
job to show up to the substitute as an available job after they have been removed.

Notify substitute regarding removal - If you want the absence management system to
send the substitute a notification that they have been removed, leave this box checked.

Requested By - Choose who requested that the substitute be removed or if the substitute
was a no-show. Absence management will record this information.

Restrict the substitute from seeing jobs on [date] because he or sheis canceling
within 1 hour of the start time - Checking this box will prevent the substitute from seeing
jobs on the same day of the cancellation since they are canceling within an hour of the
absence's start time.

Once you have made your selections, click the red Remove Sub button.

If the job is still in the future, absence management will begin to attempt to fill the job again
with qualified and available substitutes.
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