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Chapter 1 Introduction 
 
Welcome to BPS SubCentral (SmartFindExpress)! 
 
The Administrator�s module of the BPS SubCentral (SmartFindExpress) system allows you to 
quickly and easily access job, employee, substitute, and administrator features depending on 
your individual profile setup. You can interact with BPS SubCentral (SmartFindExpress) over the 
Internet or over the telephone. 
 
As an administrator, you can enter absences for employees, create vacancies, and review job 
information for your authorized location(s). You may also manage priority lists, record 
announcements, and view employee and substitute profiles. 
 
Your profile includes the location(s) that you are authorized to view and/or update.  
You can report your own absence if an employee profile is set up for you in the BPS SubCentral 
(SmartFindExpress) database.  

System Overview 
 
BPS SubCentral (SmartFindExpress) is a technology solution that integrates database records 
with telephone Interactive Voice Response (IVR) and Internet browser-based technology. It 
automates the absence entry process and the substitute search and job assignment. Telephone 
IVR and computer browser software (such as Internet Explorer or Netscape), both communicate 
with BPS SubCentral (SmartFindExpress) to update database information. BPS SubCentral 
(SmartFindExpress) automates the process of:  
 

• Reporting employee absences 
• Selecting the most qualified substitute available 
• Notifying and assigning substitutes to assignments 
• Reporting on detail and statistical trends and unemployment information 
• Providing reports to administrators on absence status and absence assignments 
• Recording assignment information and tracking the status through completion for record 

keeping and management reports. 
 
BPS SubCentral (SmartFindExpress) can be accessed 24 hours a day, 7 days a week by 
administrators, employees, and substitutes. 
 
In BPS SubCentral (SmartFindExpress), employees and administrators create absences. 
Administrators can create vacancies. Vacancies and absences are referred to as jobs. Absences 
are jobs for which an employee is absent. A vacancy does not have an absent employee, but a 
substitute is required at that location. 
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About this Guide 
 
This guide contains the following chapters: 
 
Chapter 1, Introduction, provides an overview of the BPS SubCentral (SmartFindExpress) system 
and describes the organization of this guide and the conventions used. 
 
Chapter 2, Getting Started, provides information on accessing the system and on BPS 
SubCentral (SmartFindExpress) system features, such as the home page and system menus. 
 
Chapter 3, Performing Administrator Functions contains all of the procedures for performing 
administrative tasks. The procedures for creating an absence, creating a vacancy, and 
performing inquiries on jobs, employees, and substitutes are detailed in this chapter. Also 
provided are procedures for obtaining and using statistical information on absences and jobs. 
 
In addition to this guide, you may receive a Quick Reference card during implementation of your 
system. 

Conventions Used in this Guide 
 
To help you effectively use your documentation, this guide follows the conventions described in 
the following topics. 
 
Guide Identification 
 
The top of every page displays a header that contains the title of the guide and the current chapter name and 
section name. 
 
The bottom of every page displays the publication month and year of the document. 
 
Information Alerts 
 
This guide uses �Notes� with the following format: 
 

Note: This is a sample of a note. Notes provide information that will help you with the current 
task. 

 
Typographical formats 
 
The following text format identifies special information: 
 
Italics Words in italics indicate action buttons such as Save, Continue, Return to 

List, NEXT, and PREV.  
 

Bold The name of commands and options are shown in bold. References to links 
also appear in bold, for example, �and click the Start Date link.� 
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Chapter 2 Getting Started 
 
This chapter provides information on system requirements and system features. 

System Requirements 
 
The minimum Internet Web Browser versions supported are:  
 

� Microsoft Internet Explorer version 5.5 or later 
� Netscape Communicator version 6.2 or later 
� Mozilla/Firefox 1.0 or later 
� Safari 1.0 or later. 

Signing In 
 
Open your Internet browser and access the BPS SubCentral (SmartFindExpress) site. Your site 
can be found at: 
http://subcentral.boston.k12.ma.us The BPS SubCentral (SmartFindExpress) Welcome screen 
displays the welcome message and any �all users� announcements. If multiple languages are 
present, the Select Language option will display on this screen.  
 
First Time Registration 
If you have never used BPS SubCentral (SmartFindExpress) or its predecessor system, SEMS, 
please go to Chapter 3 and register using the Telephone System. 
 
Two identifiers are required to log on to the system:  

• Access ID:  Your Access ID is your Employee ID found on your paystub, without a 
leading zero (ie if your employee ID is 012345, enter in 12345) 

• Personal Identification Number (PIN):  A six-digit number assigned to you when you 
registered using the Telephone System (see Chapter 4) .  

• Once both fields are entered, the Submit button must be pressed to access the system. 
 

 

Signing Out 
 
At any time during the session, the Sign Out command can be selected to end the session and 
disconnect. Selecting the browser’s Back button or going to another site on the Internet does not 
disconnect the session. To ensure security and privacy of information, sign out and disconnect, or 
close the browser when finished with your session. 
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Note: Do not use the browser�s Back button to navigate to a previous screen. There are 
buttons provided within the program to return you to previously viewed information. For example, 
the Return to List button, or use the tabs at the top of a screen. 
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Home Page 
 
After a successful login, the home page is displayed. It displays your name, general 
administrator, substitute and employee announcements, and location announcements specific to 
your authorized location. 
 

 

Announcements 
 
The Sign-In screen displays the welcome message and any general announcements. Only 
operators can set up the announcements for administrators, substitutes, and employees that 
display on the home page. Administrators can create location announcements if they are 
authorized to perform this function. 

Menus 
 
Links indicate the menu choices. Your menu is displayed based on your profile setup. After 
selecting a menu item, the corresponding page displays. 

Navigation Tools  
 
BPS SubCentral (SmartFindExpress) uses links to display user screens and various action 
buttons to perform specific functions or to navigate to other screens. Links are indicated by 
underlined text. All menu items are underlined. When you click on a menu item, the 
corresponding page is displayed. Navigation tools in BPS SubCentral (SmartFindExpress) consist 
of buttons and icons. The following table describes the common navigation tools. 
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Button/Icon 

�

Function 

 
 

After clicking in a deletion box(s), clicking Delete removes the record(s) from 
the database. 
 

 
 

Displays a new screen for entering data for that specific option. 
 

 
 

Returns you to the primary listing for that feature. 
 

 
 

Updates the database after data entry. 
 

 
 

Searches the database based on the criteria entered on the screen. 
 

 
 

Date icon. Clicking this button displays a calendar. Select a date or use the 
arrows on the calendar to scroll to the next or previous month or year. 
Selecting a day closes the calendar and places the date in the Date field. 
 

 
 
Note: Fields on the screen that are marked with an asterisk (*) denote required information. 

Displaying Locations 
 
The display of the Location field throughout the system is based on the parameter, �Search 
Locations by Name Lookup.� Either a location pull-down menu or the Location Search button will 
be visible on screens. 
 
Location pull-down menu 
 
The location pull-down menu lists all of your authorized locations. You can select a location or 
enter the location�s code. 
 

 
 
Location Search button 
 
Some screens may contain a location search button. On these screens, you can enter the 
location code (RC code), if known, or click the Location Search button to search for a location by 
name. 
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When you click the Location Search button, the Location Search Lookup screen is displayed. 
Enter the location name or partial name and then click Search. The results of your location search 
are displayed. Click on the Code link to review information on the location. 
 

 

Creating Reports 
 
You can create formatted reports if you have the Adobe Acrobat Reader installed on your 
computer. Reports are previewed in Adobe Acrobat Reader. BPS SubCentral 
(SmartFindExpress) screens that allow the creation of a report will have a  button. 
 
The Adobe Acrobat reader toolbar includes the following options. Positioning the mouse over an 
icon without movement, displays the tool tips or help information. 
 

 
 

Saves the report in Adobe format. 

 
 

Prints the report. All pages or selected pages. 

 
 

Scrolls through the report. 

 
 

Fits report in window. 

 
 

Finds information in the report. 

 
Exiting the Adobe Acrobat Reader 
 
The Adobe Acrobat reader may open a second window to display the report. This is dependent 
on which browser you are using. If you have a separate window that is displaying the report, 
close the window. If the report is displaying within the browser window, select the browser�s Back 
button. 
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Chapter 3 Performing Administrator Functions 
 
The Administrator menu includes the following features. 
 

Feature Description 
 




��
����
���
�

Create and access announcements for your 
authorized location. 
 

	������
���
���

�

Enter an absence for an employee. Employees 
should be encouraged to enter their own absences, 
but there may be times when an employee is unable 
to do so. 
 

	����������
���

�

Report vacancies by entering vacancy information, 
confirming the vacancy, and obtaining the job 
number. 
 

����������	��
��

�

Obtain the number of jobs per day for a selected 
reason and location. 
 

�����
��������������
�

Search for job detail information, print various job 
reports, and export job information. 
 

�������
�����
����

�

View the allocation and remaining balances for 
location restrictions. Substitute allocation units and 
in-house filling restrictions limit substitutes that can 
be used for a given period at your location. 
 

���������������

�

Create and use Priority Lists in order to control the 
order in which substitutes are called. 
 

���������
��������������

�

Search, review, modify, print, and export information 
on groups of employees, substitutes, and 
administrators. Create reports based on your 
inquires. Only operators have access to 
administrator profiles. 
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Announcements 
 
Overview 
 
Operators and Administrators can access announcements for their authorized locations if their 
profile allows access to this menu item. Only operators can view and modify announcements for 
administrators, employees, substitutes, the welcome screen, and �all users� messages.  
 
The Sign-In screen displays a welcome message and �All Users� announcements. Separate 
announcements are available for administrators, employees, and substitutes and display by 
clicking the Home tab for each type of personnel accessing the system. The home tab is the 
default screen that personnel view when successfully logging into the system. 
 
When announcements are modified, the operator should review those changes by exiting the 
system and then signing in again. Clicking the Home link displays all announcements for 
administrators, employees, and substitutes. 
 
The administrator or operator, in addition to creating the announcement on the Web, must voice 
telephone announcements. Announcements are played on the telephone when the system calls 
substitutes and when personnel call the system. The telephone plays announcements as follows: 
 
On substitute call-out: 
 

� After the PIN is entered, the �all users� message and the substitute message are played. 
� Location and location group announcements are played for the job�s location. 

 
When personnel call in: 
 

� After the PIN is entered, the �all users� message is played. 
� If an active administrator, the administrator message will play. Any location or location 

group announcements are played. 
� If an active employee, the employee message will play. Any location or location group 

announcements are played. 
� If an active substitute, the substitute message will play. When reviewing or searching for 

available jobs, announcements for the job�s location are played. 

Using the Announcements Screen 
 
This screen allows you to view, add, modify, or delete announcements. The list of 
announcements is displayed when you access the screen. Another way to display all 
announcements is to leave the fields on the screen blank and click Search. To display a specific 
type of announcement, choose the search criteria and click Search. 
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Adding Announcements 
 
On the Announcements screen, click New. The New Announcement screen is displayed. 
Complete the announcement settings and click Save to add the announcement. 
 

 
 

Field Name Description 
 

Type The pull-down menu lists the types of announcements that you can create. The types 
are: Welcome, All Users, Substitute, Employee, Administrator, and Location. 
 

Location When "Location" is selected as the �Type,� the location field displays on the screen. 
The location pull-down menu lists all the locations and location groups for which the 
announcement message is authorized. 
 

Language The pull-down menu lists the languages that are enabled for your system. The default 
language is the language set up at login. The options are English, French, and 
Spanish. 
 

Announcement Type in the message you want to display. 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. Some examples are: 
<i> start italics  </i> end italics 
<b> start bold  </b> end bold 
<u> start underline </u> end underline 
<a href="http://www.eschoolsolutions.com" target="_new">eSchool Solutions</a>  (To 
enter a hyperlink that will launch in a new window) 
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Modifying or Deleting Announcements 
 
You can modify and delete announcements. 
 
To Modify announcements: 
 
On the Announcements screen, click the Type link in the list for the announcement you want to 
modify. The Modify Announcement screen is displayed. Update the desired fields and click Save. 
 

 
 
To Delete announcements: 
 
On the Announcements screen, click the deletion box next to the announcement(s) you want to 
remove and then click Delete. 
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Create Absences 
 
Overview 
 
There are two options to creating a job: creating an absence and creating a vacancy. An absence 
is a job where an employee is away from their work location. A vacancy is a job for which no 
employee is absent, but a substitute is needed.  
 
An absence can be entered when a substitute is not required. This allows the system to be used 
for both tracking of employee benefits (sick days, vacation days, salary, etc.) and finding and 
paying substitutes. Parameter settings also determine if administrators can report vacancies. 
 
Job information includes the absence information associated with the employee, or vacancy 
information and the assignment information associated with the substitute. Employees are the 
only system users who can be absent. Substitutes are the only system users who can be 
assigned to an absence or vacancy. A substitute is assigned for the duration of the job.  
 
Job Numbers 
 
A job number is generated upon entry of the absence or vacancy. This same job number is 
provided to the substitute upon acceptance of the job. The job number serves as confirmation for 
successful entry and acceptance of a job. The job number is not heard on the telephone or 
displayed on the Web until all required information is entered. 
 
When creating a job, the job number notifies the creator of the successful entry of the job. 
This same job number plays to callers reviewing job information for that absence or vacancy. 
 
Job Statuses 
 
As jobs are processed, a status is displayed that indicates the current condition of that job. A job’s 
status determines what job information can be modified and what actions can be performed on 
that job. The following table provides a description of status and subsidiary status conditions that 
can apply to a job. 
 

Status Description 
 

Open 
 

Open jobs are jobs that occur today, or in the future, and are not filled, meaning that a 
substitute is required and no substitute is assigned yet. The primary function of the 
system in the morning is to make calls on open jobs for that day. 
 

Active 
 

Active jobs are jobs that occur today, or in the future and have a substitute assigned. 
No substitute required jobs are considered active because no further action must be 
taken by the system.  
 
A job can change from active to open status if a substitute�s assignment to the job is 
cancelled and another substitute is not immediately assigned to that job. 
 

Finished 
 

Finished jobs are jobs that occurred in the past. A job becomes finished when the end 
time of the job is reached or if the parameter, � Delayed time to Finished Jobs� has a 
time and that time has been reached. 
 
Finished jobs display as one segment or record for each workday included in the 
absence, while Open and Active jobs display one record for the absence period. Each 
segment will have the same start and end date. For example, an absence three days in 
length will display in three finished records once completed.  
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Note: Different segments of the same job may have different assigned substitutes, 
different reasons, and/or different budget codes. Some segments of a given job may be 
assigned to substitutes, while others are not. This situation will only occur if changes 
have been made to finished jobs. 
 
Finished jobs are saved in the database until the number of days indicated on the 
Parameters - Configuration tab. (Generally, a year or more.) 
 

Cancelled 
 

Cancelled jobs are jobs that no longer need to be on the system. Cancelled jobs can be 
past, present, or future jobs.  
 
One reason to cancel the job is if an absence does not need to be reported, such as a 
cancelled or postponed workshop or conference the employee was scheduled to be 
absent from work to attend. Employees, administrators, and operators can cancel jobs. 
 
Note: Cancelled jobs are different from cancelled assignments. A cancelled 
assignment is a record of a substitute who accepted or was assigned to a job, but 
cancelled and is no longer working the job. Substitutes cannot cancel jobs. 
 
Cancelled jobs are saved in the database until the number of days indicated on the 
Parameters - Configuration tab. 
 

Verified Whether a Finished job has been verified. Only finished jobs can be verified. Once a 
job is verified, an administrator can no longer modify it and any changes to the 
verified job will have to be made by the system operator. 
 

Stopped Operators or administrators can stop open jobs for callout. Once they are stopped, 
there will be no further calls to substitutes and substitutes cannot call or log in and 
accept the job. 

 
 

Subsidiary 
Status 
 

Description 
 

Open A substitute is not assigned to the job. It is awaiting callout. 
 

Not Filled The system has reached the end of the search rule for the classification 
of the job and no substitute is assigned; no further calls will be made for 
this job until callout begins or the administrator reopens the job. 
 

Web Substitute 
Search 

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

IVR Substitute 
Search 

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

NSR � Filled In-
House 

The system could not assign a substitute to this job because of the �In-
House Filling Capacity� for the absent employee�s l ocation. The job 
will be filled using in-house personnel instead of a substitute.  
 

NSR � Exceeded 
Sub Allocation 

The system could not assign a substitute to this job because the 
Substitute Allocation Units for the absent employee�s location have 
been exhausted during the period of the absence. 
 

NSR �Minimum 
Job Days 

The system could not assign a substitute to this absence due to the 
�Minimum Job Days� setting for the absent employee� s classification; 
the length of the job was not long enough to justify having a substitute 
for this position.  
 

NSR �User 
Request 

The system could not assign a substitute to this job because the 
employee has indicated that a substitute is not required for the job. 
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NSR �No Sub 
Allowed 

The system could not assign a substitute to this job because of the �No 
Sub Allowed� setting for the absent employee�s clas sification. 
 

NSR � No Sub 
Required Day 

The system could not assign a substitute to this job because the days 
were setup in the calendar as �no substitute requir ed days.� 
 

Admin Assigned The administrator has assigned the job to a substitute from the job 
modification screen. 
 

IVR - Assigned A substitute has been assigned the job when the IVR called to offer 
them the job. 
 

IVR � 
Answering 
Machine 

The system has left the job assignment on a substitute�s answering 
machine. 

Prearranged The system will not contact any substitutes for this job; a substitute was 
assigned when the job was created. 
 

Auto Assign The job was filled from the automatic assignment list for the location 
and classification of the job. 
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Specifying a Substitute 
 
When a substitute is required, options on the Parameters � Jobs tab and Parameters � 
Administrator tab determine how and when a substitute can be specified. The following table lists 
the parameters that impact this process. 
 
 

Option Description 
 

Ask to specify the last 
substitute assigned 
(within the past 2 days) 
 

If this parameter is enabled on the Parameters � Jo bs tab and a 
substitute is required, when the Create Absence button is pressed, 
and the substitute that was assigned to that employee in the last 2 
days is available, you will be asked if you prefer this substitute to 
be the specified substitute. When you click Yes, this substitute is 
selected and overrides any other substitute that may have been 
specified. 
 

Auto specify the last 
substitute assigned 
(within the past 2 days) 
 

If this parameter is enabled on the Parameters � Jo bs tab and a 
substitute is required, when the Create Absence button is pressed, 
and the last substitute assigned to that employee within the last 
two workdays is available, that substitute is automatically specified. 
 

Allow only if job 
classification is in profile 
 

It you are an administrator, and this option is enabled on the 
Parameters � Jobs tab, only substitutes who have th is 
classification in their profile are displayed on the list. 
 

Allow only if job location 
is in profile 
 

It you are an administrator, and this option is enabled on the 
Parameters � Jobs tab, only substitutes who have th is location in 
their profile are displayed on the list. 
 

Allow specifying a 
substitute by name 
 

If you are an administrator, and this option is enabled on the 
Parameters � Administrator tab, the Name Lookup button will be 
visible for you to search for substitutes by name. Search results 
display substitute name, access ID, call back number, registration 
and certification status, and indicates if the substitute is willing to 
work at this location for this classification. 
 

Using the Create Absence Screens 
 
Employees should be encouraged to enter their own absences. However, there may be times 
when an employee is unable to do so. The administrator for the employee�s location may enter 
the absence on their behalf. The system operator may also enter the absence. 
 
There are three major steps to creating a job: 
 

• Selecting the employee 
• Entering absence information 
• Confirming the absence and obtaining the job number. 
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Selecting the Employee 
 
Select the employee to be absent by clicking the Create Absence link. The Employee Search 
screen is displayed. Enter the employee�s Access ID or click Name Lookup to search for the 
employee by name. 
 

 
 
If you enter the employee�s Access ID and click Continue, the Create Absence screen is 
displayed. 
 
If you click Name Lookup to search for an employee by name, the Employee Name Lookup 
screen displays. The easiest search method is to enter the first few letters of the employee�s last 
name. Names in the database must contain the characters entered and do not have to start with 
the characters entered. 
 

 
 

After entering the name, click Search. The name lookup results are displayed. Click on the Name 
link of the absent employee.  
 

 
 
The Create Absence screen displays with employee information populated. Proceed with this 
process until a job number is created. 

Entering Absence Information 
 
Complete the absence information and then click Continue. If all information is entered correctly, 
the Create Absence Confirmation screen is displayed. If any errors are encountered, a system 
message displays and you are prompted to make corrections. 
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Field Name Description 

 
Employee The absent employee�s name and Access ID. 

 
Location Location is a pull-down menu. The employee�s primary location is displayed. 

 
Note: If the employee has multiple locations or classifications on their profile, 
and the absence is being reported for a different location or classification 
other than the primary location or classification, use the appropriate pull-down 
menu to change the location and/or classification of the job. Only the 
locations on the selected employee�s profile will appear in the Location pull-
down menu. Only the classifications on the selected employee�s profile for 
the selected location will appear in the �Classification� drop down menu. 
 
Note:  If �Use Itinerant Schedule� is enabled on the employee profile, all 
locations and classifications for that employee will be visible on the pull-down 
menu. The work schedule and times are obtained from the primary 
location/classification of the employee profile. 
 

Classification Classification is a pull-down menu. The employee�s primary classification is 
displayed.  
 
Note: If the employee has multiple locations or classifications on their profile, 
and the absence is being reported for a different location or classification 
other than the primary location or classification, use the appropriate pull-down 
menu to change the location and/or classification of the job. Only the 
locations on the selected employee�s profile will appear in the Location pull-
down menu. Only the classifications on the selected employee�s profile for 
the selected location will appear in the �Classification� drop down menu. 
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Field Name Description 

 
Reason The pull-down menu displays absence/vacancy reasons sorted by name or 

code. A parameter controls the display of the reason order. Select a reason 
to assign to this absence. 
 
Note: If �Use Reason Menus� is checked on the Parameters - General tab, 
the pull-down menu displays the list of reasons from the Reason menu. 
Operators can choose from all reasons listed; Administrators can choose 
from administrator and employee reasons, and Employees can choose from 
employee reasons only. 
 

Budget Code This is not currently used at BPS 
 

Is a Substitute 
required? 
Yes/No 

The default is Yes.  
 
To create the job without entering any substitute information so that the 
system finds a substitute for the job, click Yes, and then click the Continue 
button at the bottom of the screen. Otherwise, click Yes, and proceed with the 
process of creating the absence. 
 
If a substitute is not required to fill the absence, click No. The system creates 
the job and assigns the job number. No calls will be made by the system for 
this job.  
 
For example, a substitute may not be needed, on teacher professional 
development days, or when arrangements have been made to fill the job in-
house. 
 
The choice of indicating if a substitute is required is only offered to 
classifications that have been set up to use a search rule that indicates a 
substitute could be needed.  
 

Dates The default for entry of an absence is today�s date. To edit the dates, click the 
Calendar icon to display the calendar, or enter dates in the specified format. 
 
Note: You cannot create an absence for workdays that are not in the 
employee schedule. 
 

Absence Times The default is the start and end time of the selected employee. These times 
are taken from the Schedule tab of the selected employee�s profile. Either the 
employee schedule used the location�s default times, or specific times were 
entered for the employee. 
 
To modify absence times for a multiple-day absence, click Modify Schedule. 
The Create Absence - Modify Times screen displays. Using this screen is 
covered in the next section. 
 
Note: Absence and substitute times should always be entered with the same 
times. If the absence times are changed, you must also change the substitute 
times 
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Field Name Description 

 
Substitute Times The default is the same times of the absence.  

 
To edit the times, all four digits of the time must be entered in hh:mm am or 
pm format. 
 
To modify substitute times for a multiple-day absence, click Modify Schedule. 
The Create Absence - Modify Times screen displays. Using this screen is 
covered on the following page. 
 
Note: Absence and substitute times should always be entered with the same 
times. If the absence times are changed, you must also change the substitute 
times 
 

Reporting Multiple 
Days? 

If absence days are non-consecutive or if each day of the multiple-day job 
has different start and end times, click Modify Schedule to set the times for 
the absence. The Create Absence - Modify Times screen displays. 
 

Specify a Substitute? If allowed by parameter settings, you can specify a substitute for the job. After 
specifying, indicate if the substitute should be called.  
 
To specify a substitute, enter the substitute ID. If the ID is unknown, click 
Name Lookup to display the Substitute Name Lookup screen. Enter the 
search criteria and click Search. The substitute search results are displayed. 
 
If the substitute is unavailable for any reason, a system message displays the 
reason why the selection of that substitute is being prevented. 
 
If �Allow Specifying a Substitute only if location is in their profile� is enabled on 
the Parameters � Jobs tab, only substitutes who hav e this location in their 
profile are displayed.  
 
If �Allow Specifying a Substitute only if classification is in their profile� is 
enabled on the Parameters � Jobs tab, only substitu tes who have this 
classification in their profile are displayed.  
 

Has the substitute 
accepted this job? 

Click �Yes� to indicate that the substitute is know n and has verbally accepted 
the job from the person reporting the absence. The substitute is then 
responsible for accessing the system and verifying that the employee did 
prearrange them to their absence, and obtain the job number.  
 
Click �No� if the substitute has not accepted this assignment. Calls will be 
placed to the substitute to offer the job. 
 

Substitute Instructions Instructions can be entered during job creation. The message is not limited by 
length and the field will scroll as information is entered. These instructions will 
be voiced to a substitute over the telephone.  
 

Administrator 
Comments 

Comments can be entered during job creation. The message is not limited by 
length and will scroll as information is entered. Comments are available for 
viewing whenever the job detail information is displayed. Employees and 
substitutes cannot view administrator comments. 
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Modifying Schedules 
 
This screen allows you to modify absence days and times. Check the box next to the day(s) to be 
modified. Make your updates and then click Continue to return to the Create Absence screen. 
 

 
 

You can uncheck days that do not apply to absence dates. For example, if the absence days are 
for a four-week period and you normally work Monday thru Friday, but the absence is only for 
every Monday during that period, you would uncheck Tuesday thru Friday on this screen. This 
screen is also used when every day of a multiple-day absence has different times.  
 
This screen cannot be used to change the start or end date of the absence. 

Confirming the Absence 
 
The Create Absence Confirmation screen allows you to verify that the information is correct 
before the job is created. Click the Create Absence button to create the job and receive a job 
number or click the Cancel button to return to the Create Absence screen without creating the 
absence. 
 

 
 
The system could automatically change your absence request due to restrictions that have been 
set up. You may notice a job being created as No Substitute Required (NSR). If so, the reason is 
displayed on the screen. A job could also be created as Automatically Assigned. A substitute can 
be automatically assigned if substitutes are available for automatic assignment. 
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Typically, the absence is created when this situation occurs. 
 
After clicking Create Absence, the Create Absence Verification screen displays. A job number 
has been created for this absence. The receipt of a job number is critical to successfully entering 
an absence in the database. 
 

 
 
To create a different absence, create another absence for the same employee, or to create an 
absence for the same date and reason, click the corresponding button at the bottom of the 
screen. 
 
Field Name Displays: 

 
New Absence Employee Search screen. 

 
Same Employee Create Absence screen pre-filled with the employee�s information. 

 
Same Date/Reason Employee Search screen. When the Create Absence screen displays, it will 

be pre-filled with the previous absence date and reason. 
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Create Vacancy 
 
Overview 
 
A vacancy is created when no employee exists to be absent and a substitute is needed. 
Settings on the Parameters - Administrator tab determine if administrators can report vacancies. 
There are two major steps to creating a job by entering a vacancy: 

 
• Entering vacancy information 
• Confirming the vacancy and obtaining the job number. 

Entering Vacancy Information  
 
Complete the vacancy information requested on this screen, and then click Continue. If all 
information is entered correctly, the Create Vacancy Confirmation screen will display. If any errors 
are encountered, a message will display and the information can be corrected. 
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Field Name Description 

 
Calendar Calendar is a pull-down menu of all the calendars that can apply to this 

vacancy. The �All Locations� calendar is the defaul t. It dictates the work days, 
holidays, and No Substitute Required days that will apply to this vacancy. 
 

Location Location is a pull-down menu of all the locations for which this vacancy can 
apply. The locations that you are authorized to view will appear in the list. 
 
The start time and end time of the vacancy update immediately to correspond 
to the default start and end times of the location selected. 
 

Classification Classification is a pull-down menu of all the classifications for which this 
vacancy can apply. 
 
Note: For positions where the substitute may be used for a variety of types of 
coverage, a classification such as �Roving� may hav e been created. This 
classification would be selected when entering vacancies as an indication 
that the substitute will not be assigned to a particular role. Special instructions 
are useful to the substitute when the classification is unclear as to the day�s 
responsibilities.  
 

Reason The pull-down menu displays absence/vacancy reasons sorted by name or 
code. A parameter controls the display of the reason order. Select a reason 
to assign to this vacancy. 
 
Note: If �Use Reason Menus� is checked on the Parameters - General tab, 
the pull-down menu displays the list of reasons from the Reason menu. 
Operators can choose from all reasons listed; administrators can choose from 
administrator and employee reasons. 
 

Budget Code This is not currently used at BPS 
 

Dates 
Start/End 

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. 
 
You cannot create a vacancy for workdays that are not in the selected 
calendar. 
 

Substitute Times 
Start/End 

The default times are the same times as the location. To edit the times, all 
four digits of the time must be entered in hh:mm am or pm format. 
 
To modify times for the vacancy, enter the times the substitute is to report for 
the assignment. If the times vary for a multiple-day assignment, click Modify 
Schedule. The Create Vacancy - Modify Times screen displays. Using this 
screen is covered on the following page. 
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Field Name Description 

 
Reporting Multiple 
Days? 

If the days are non-consecutive, or if each day of the vacancy has a different 
start/end time, click Modify Schedule to set the times for the vacancy. The 
Create Vacancy - Modify Times screen displays. Using this screen is covered 
on the following page. 
 

Specify a Substitute? If allowed by parameter settings, you can specify a substitute for the job. After 
specifying, indicate if the substitute should be called.  
 
To specify a substitute, enter the substitute�s ID. If the ID is unknown, click 
Name Lookup to display the Substitute Name Lookup screen. Enter the 
search criteria and click Search. The substitute search results are displayed. 
 
If the substitute is unavailable for any reason, a system message displays the 
reason why the selection of that substitute is being prevented. 
 
Refer to the topic, �Specifying a Substitute� in th e previous chapter for more 
information on the parameters that impact this step. 
 
If �Allow Specifying a Substitute only if location is in their profile� is enabled on 
the Parameters � Jobs tab, only substitutes who hav e this location in their 
profile are displayed.  
 
If �Allow Specifying a Substitute only if classification is in their profile� is 
enabled on the Parameters � Jobs tab, only substitu tes who have this 
classification in their profile are displayed.  
 

Has the substitute 
accepted this job? 

Click �Yes� to indicate that the substitute is know n and has verbally accepted 
the job from the person reporting the vacancy. The substitute is then 
responsible for accessing the system, verifying that the vacancy was 
assigned to them, and obtaining the job number.  
 
Click �No� if the substitute has not accepted this assignment. 
 

Substitute Instructions Instructions can be entered during job creation. The message is not limited by 
length and the field will scroll as information is entered. These instructions will 
also be voiced to a substitute over the telephone.  
 

Administrator Comments Comments can be entered during job creation. The message is not limited by 
length and will scroll as information is entered. Comments are available for 
viewing whenever the job detail information is displayed. Employees and 
substitutes cannot view administrator comments. 
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Modifying Schedules 
 
Use this screen to modify days of the week and times. Check the box next to the day you want to 
modify. Make your updates and then click Continue to return to the Vacancy Information screen. 
 

 
 
You can uncheck days that do not apply to the vacancy.  
 
This screen can be used when creating a long-term vacancy. For example, if the vacancy days 
are on Mondays and Wednesdays only, you would set the date range on the Create Vacancy 
screen, but to indicate it is only for 2 days a week, you would uncheck Tuesday, Thursday, and 
Friday on this screen. This would create the vacancy for the date range indicated on Monday and 
Wednesday. 
 
This screen cannot be used to change the start or end date of the vacancy. 

Confirming the Vacancy 
 
If all information was entered correctly, the Create Vacancy Confirmation screen displays. Click 
Create Vacancy to create this vacancy. 
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The Create Vacancy Verification screen is displayed. A job number is created for this vacancy. 
The receipt of a job number is critical to successfully entering a vacancy in the database. 
 

 
 
To create a new vacancy, or another vacancy with the same job information, click the applicable 
button at the bottom of the screen. 
 
Field Name Displays: 

 
New Vacancy Vacancy Information screen. 

 
Retain Job Data Vacancy Information screen pre-filled with the existing vacancy information. 
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Daily Job Count 
 
Overview 
 
This feature displays the number of jobs per day for a selected reason and location in calendar 
format. The date can be a date in the past or up to one year in the future. Daily job counts can be 
used to view the absence reason totals for a location. This may be helpful if using the daily job 
limit feature. 
 
The Location pull-down menu displays the list of authorized locations and location groups. The 
Reason menu displays the list of reasons that are available. If a reason is not selected, the 
system displays a job count for all reasons. Click Search to display the calendar. 
 

 
 
The calendar defaults to the current month and year. The next and previous buttons allow you to 
scroll to other months.  
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Job Inquiry and Reports 
 
Overview 
 
This feature allows you to search for job detail information, print various job reports, and export 
job information. The search option available on the Job Inquiry screen allows you to search on a 
specific job or enter search criteria to perform job searches on multiple jobs. 
 
Numerous inquiry reports can be created and printed using different combinations of search 
criteria and report setup options. Information on multiple jobs can be accessed and modified 
without repeating the search. 
 
During daily activities, you might use the job inquiry feature to search for unfilled jobs, view open 
jobs for the day, or print reports. 
 
The availability of job detail information is impacted by parameter settings. System parameters 
determine how long job information is saved and available for reporting. Once the number of days 
indicated in the Number of Days to Keep Finished Jobs, Number of Days to Keep Cancelled 
Jobs, and Number of Days to Keep Calling Information fields have passed, that information is no 
longer accessible. 

Job Statuses 
 
As jobs are processed, a status is displayed that indicates the current condition of that job. A job’s 
status determines what information about that job can be modified and what actions may be 
performed on the job. The following table provides a description of status and subsidiary status 
conditions that can apply to a job. 
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Status Description 

 
Open 
 

Open jobs are jobs that occur today, or in the future, and are not filled, 
meaning that a substitute is required and no substitute is assigned yet. The 
primary function of the system in the morning is to make calls on open jobs 
for that day. 
 

Active 
 

Active jobs are jobs that occur today, or in the future and have a substitute 
assigned. No substitute required jobs are considered active because no 
further action must be taken by the system.  
 
A job can change from active to open status if a substitute�s assignment to 
the job is cancelled and another substitute is not immediately assigned to 
that job. 
 

Finished 
 

Finished jobs are jobs that occurred in the past. A job becomes finished 
when the end time of the job is reached or if the parameter, � Delayed time 
to Finished Jobs� has a time and that time has been reached. 
 
Finished jobs display as one segment or record for each workday included 
in the absence, while Open and Active jobs display one record for the 
absence period. Each segment will have the same start and end date. For 
example, an absence three days in length will display in three finished 
records once completed.  
 
Note: Different segments of the same job may have different assigned 
substitutes, different reasons, and/or different budget codes. Some segments 
of a given job may be assigned to substitutes, while others are not. This 
situation will only occur if changes have been made to finished jobs. 
 
Finished jobs are saved in the database until the number of days indicated 
on the Parameters - Configuration tab. 
 

Cancelled 
 

Cancelled jobs are jobs that no longer need to be on the system. Cancelled 
jobs can be past, present, or future jobs.  
 
One reason to cancel the job is if an absence does not need to be reported, 
such as a cancelled or postponed workshop or conference the employee was 
scheduled to be absent from work to attend. Employees, administrators, and 
operators can cancel jobs. 
 
Note: Cancelled jobs are different from cancelled assignments. A cancelled 
assignment is a record of a substitute who accepted or was assigned to a 
job, but cancelled and is no longer working the job. Substitutes cannot 
cancel jobs. 
 
Cancelled jobs are saved in the database until the number of days indicated 
on the Parameters - Configuration tab. 
 

Verified This status indicates that an Administrator has confirmed that the job detail 
information is accurate. Only finished jobs can be verified. Once a job is 
verified, it can no longer be modified. Any changes to the verified job will 
have to be made by the system operator. 
 

Stopped Operators and administrators can stop open jobs for callout. Once they are 
stopped, there will be no further calls to substitutes and substitutes cannot 
call or log in and accept the job. 
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Subsidiary Status Description 
 

Open The system is not currently offering this job to a substitute; 
awaiting callout; no substitute is assigned. 
 

Not Filled The system has reached the end of the search rule for the 
classification of the job and no substitute is assigned; no 
further calls will be made for this job until morning callout 
resumes, or the operator reopens the job. 
 

Web Substitute 
Search 

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

IVR Substitute 
Search 

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

NSR � Filled In-
House 

The system could not assign a substitute to this job because 
of the �In-House Filling Capacity� for the absent e mployee�s 
location. The job will be filled using in-house personnel 
instead of a substitute.  
 

NSR � Exceeded Sub 
Allocation 

The system could not assign a substitute to this job because 
the Substitute Allocation Units for the absent employee�s 
location have been exhausted during the period of the 
absence. 
 

NSR �Minimum Job 
Days 

The system could not assign a substitute to this absence due 
to the �Minimum Job Days� setting for the absent 
employee�s classification; the length of the job was not long 
enough to justify having a substitute for this position.  
 

NSR �User Request The system could not assign a substitute to this job because 
the employee has indicated that a substitute is not required 
for the job. 
 

NSR �No Sub 
Allowed 

The system could not assign a substitute to this job because 
of the �No Sub Allowed� setting for the absent empl oyee�s 
classification. 
 

NSR � No Sub 
Required Day 

The system could not assign a substitute to this job because 
the days were setup in the calendar as no substitute-required 
days. 
 

Admin Assigned The administrator has assigned the job to a substitute from 
the job modification screen. 
 

IVR - Assigned A substitute has been assigned the job when the IVR called 
them to offer the job. 
 

IVR � Answering 
Machine 

During callout, the system reached a substitute�s answering 
machine. You will only see this status if the parameter setting 
in Jobs is set to � Assign Jobs to Answering machine.�  If this 
parameter is activated, when an answering machine is 
detected, the job will be assigned to that substitute. 
 

Prearranged The system did not contact any substitutes for this job; a 
substitute was assigned when the job was created. 
 

Auto Assign The job was filled from the automatic assignment list for the 
location of the job. 
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Using the Job Inquiry Screen 
 
This screen allows you to search for a single job or group of jobs, print job reports, and export job 
information. To display a list of all jobs in the database for today, click Search. To search for 
specific job detail information, enter any combination of the search criteria and then click Search. 
The Job list displays jobs that match the specified search criteria. 
 

 
 
The More Search Options function provides additional search fields, such as location, location 
group, classification, classification group, reason, employee or substitute name and budget code. 
 

 
 
The following table provides a description of each of the search fields. 
 
Field Name Description 

 
Enter Job # The number assigned to the job when the job was created. All segments with 

the job number entered will appear in the search results. The search is 
restricted to authorized locations and location groups. 
 

Job Type Click in the appropriate box to indicate if you are searching on all jobs, 
absences, or vacancies.  
 

Job Status Select a job status to search on from the pull-down menu. The job status 
indicates the current condition of that job. Status conditions include: All, Open 
& Active, Open, Active, Finished and Verified, Finished, Verified and 
Cancelled. 
� Open jobs are for today, but not yet ended, or for days in the future and a 

substitute has not yet been assigned. 
� Active jobs are for today, but not yet ended or for days in the future and a 

substitute is assigned. 
� Finished jobs have completed. 
� Verified jobs have completed and are marked as verified. 
� Cancelled jobs are jobs that have been cancelled. 
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Field Name Description 

 
Sub Status Select a sub status to search on from the pull-down menu. Jobs can have 

various subsidiary statuses, but have been categorized into the following 
three categories: All, No Sub Required, Filled and Not Filled. 
 

Search From Select a date range to search for jobs that started on a particular date, ended 
on a particular date, or occurred within the date range. 
 

Sort Order/Then By Select the primary sort order from the pull-down menu. To further define your 
sort, select a secondary sort order from the Then by pull-down menu. Sort 
options on both menus are Budget Code, Classification Name, Employee 
Name, End Date, Job #, Location Name, Reason Name, Start Date, Job 
Status, Job Sub-Status, and Substitute name. The default sort is by job 
number. 
 

Classification Group Select a classification group from the drop-down menu or leave this field blank. 
If you select a classification group, only jobs within that classification group will 
appear in the search results. 
 

Classification Select a classification from the drop-down menu or leave this field blank. If you 
select a classification, only jobs with that classification will appear in the search 
results. 
 

Location Group Select a location group from the drop-down menu or leave this field blank. If you 
select a location group, only jobs for that location group will appear in the 
search results. 
 

Location Select a location from the drop-down menu or leave this field blank. If you 
select a location, only jobs for that location will appear in the search results. 
 

Reason Select an absence reason from the drop-down menu or leave this field blank. If 
you select a reason, only jobs with that absence/vacancy reason will appear in 
the search results. 
 
For administrators and employees, only administrator reasons will display; for 
operators all reasons are displayed. 
 

Employee Access ID To search for jobs assigned to this employee only, enter the employee�s access 
ID number. If not known, click Name Lookup to search for the employee by 
name. 
 

Substitute Access ID To search for jobs assigned to a specific substitute only, enter the substitute�s 
Access ID number. If not known, click Name Lookup to search for the substitute 
by name. 
 

Budget Code Enter the budget code assigned to the job. The budget code can be from the 
employee profile, a default location budget code, or a budget code entered with 
a reason when the job was created. 
 

Reported On Searching with this date field results in displaying jobs that were reported on the 
date indicated.  
 

Assigned On Searching with this date field results in displaying jobs that were assigned to the 
substitute on the date indicated. 
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Field Name Description 

 
Jobs with Canceled 
Assignments 
 

Check this box to search for jobs that contain cancelled assignments. 

Jobs with Same Day 
Cancelled Assignments 
 

Check this box to search for jobs that contain same-day cancelled assignments. 

Job with Minimum # 
Days Duration 
 

To search for jobs that are a minimum number of days in length, enter that 
number in this field. At least one day of the job must fall in the date range 
specified. This option applies to all statuses.  

Job List 
 
The Job List displays all jobs that match the search criteria entered on the inquiry screen. Job 
detail information can be reviewed and modified. Clicking on a job number displays the job detail 
information. Refer to the �Viewing and Modifying Job Detail Information� section for information on 
the actions you can take on a job. Numerous job reports can be created based on the job list. 
 

 
 
Jobs on the list can be verified for accuracy. A parameter controls whether the Verify buttons 
display for administrators. The Set All to Verify option places a checkmark in the �Verify� 
checkboxes of each job. The Save Verified button must be pressed to update each record on the 
page that has a checkmark. If an error is encountered during the update process, a message 
displays and the page is refreshed, re-displaying checkboxes for jobs with a status of Finished. 
Checkboxes can be unchecked if the job is not to be verified. Verified jobs can only be modified 
by system operators. 

Creating Job Reports 
 
To create job reports, click Create Report on the Job Inquiry screen after your search has been 
performed. The Job Report setup screen displays. The setup screen lets you select the details to 
include on the report. With this level of control, you can create many different types of job reports 
based on your information needs. Click the appropriate box(s) to indicate the information you 
want to include on the report and then click View Report to preview the report. The sections of the 
report are described below. 
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Field Description 

 
Report Title Name that identifies the report. The title will print at the top of each page. 

 
Print Details Select the job, substitute, and employee details to include in the report. Only 

information that is checked will display on the report. 
 

 


