SUBSTITUTE AND EMPLOYEE MANAGEMENT SYSTEM
Or
How To Report and Absence

First, you must sign in to our system, https://sanleandro.eschoolsolutions.com

You will need your Access ID and your PIN number. If you don’t know these
numbers, contact your administration or your tech coordinator.

<< SAN LEANDRO UNIFIED SCHOOL DISTRICT SEMS >>

Welcome to SmartFindExpress

SmartFindExpr

Substitute and Emploves Management System for Schools

Fill in the information and click “Submit.”



You will see the next interface. Notice the menu bar on the left. You will want to click on
“Create an Absence”

<< SAN LEANDRO UNIFIED SCHOOL DISTRICT SEMS >

Welcome, ANSOLABEHERE, ROXANNE Today is May 05, 2009 11:02 am

Hame Welcome ANSOLABEHERE, ROXANNE

Employee Please review your notifications, then select a menu item to continue.
Profile
Create an Absence
Review Absences

SOLUTIONS

@fSchool Temseile  Privecy

The next interface is the most important

<< SAN LEANDRO UNIFIED SCHOOL DISTRICT SEMS >>

Welcome, ANSOLABEHERE, ROXANNE Today is May 05, 2009 11:02 am

Home Create Absence

Employee Absence Information
Profile To complete this absence, press Continue and proceed until a job number is assigned.

Create an Absence Location:  SAN LEANDRO HIGH 104040 H‘v!

Review Ab: {
ol Slseneey ’ Classification: | LIBRARIAN| %
O

Budget Code: 1 ILLNESS

Is a Substitute required?; 2 BEREAVEMENT
3 JURY DUTY
4 EMERGENCY PN_ End

_>Dates (mmiddiyyyy) : 0570572000 | [B] Tos/05/2009 <—
' Absence Times (hh:mm am): | 07:50 AM 03:20 PM

Substitute Times  (hh:mm am}): 07:50 AM 03:20 PM

REPORTING MULTIPLE DAYS?
If the days are non-consecutive or if every day of the absence does not start and end at the same time, pr

Schedule.
Modify Schedule ;
Substitute
Specify a Substitute? ID: ( Name Lookup )

PRE-ARRANGED?
If the specified substitute has accepted this assignment and does not need to be contacted, press YES.
Has the substitute accepted this job?: Tves g

Substitute Instructions:

>

»F\Ie Attachments: ( Browse... ) (Maximum file size=500K)

ﬁ ( Continue ) [ Reset )

1. Make sure that the Location says San Leandro High School
2. Check that your classification is correct: you should use “Teacher”



3. Put in the reason for your absence by choosing from the drop down menu

4. After you do this, the screen will blink as it deletes the line that says Budget Code

5. Make sure the radial button next to “Yes” is clicked for “Is a substitute required?”

6. Place the dates in the squares either by copying the format or by clicking on the small
calendar next to each box and choosing the correct day(s)

7. You may specify a particular substitute

8. You may type in specific instructions in the box. It’s best if you keep this brief. You
should not put specific lessons in here. If you wish to include lessons, attach them where
it says “File Attachments.” Again, do not attach work sheets, only instructions.

9. Press “Continue”

The next interface allows you to review the information and when you are satisfied, click on
“Create Absence”

Welcome, ANSOLABEHERE, ROXANNE Today is May 05, 2009 11:02 am

Home

Employee
Profile
Create an Absence

Review Absences

Create Absence Confirmation
This absence will not be created until the Create Absence button is pressed

Job Status:
Employee
Location
Classification
Reason

Woice Instructions
Text Instructions
File Attachments
Dates:

Weekly Schedule:

: Open/Open

: ANSOLABEHERE, ROXANNE

: SAN LEANDRO HIGH

: LIBRARIAN

o1 ILLNESS

: Mone

: None

: None

: 05/05/2009 - 05/05/2009

Employee
Tuesday 07:50 AM - 03:20

PM

Specified Substitute:
Assigned Substitute:

_."C{eale Absence ) [ Cancel )
Ne—

Substitute

07:50 AM - 03:20
PM



The next page confirms the absence. You may print this out for your records.

Home

Employee Job Number:
Profile Job Status:
Create an Absence Employee:

Review Absences

Classification:
Reason:
Voice Instructions:

Text Instructions:

File Attachments:
Dates:
Weekly Schedule:

Specified Substitute:
Assigned Subsfitute:

THAT’S IT!

Location:

Create Absence Verification

51458

Open/Open

WILSON, CYNTHIA

SAN LEANDRO HIGH

ENGLISH

1 ILLNESS

MNone

Lesson plans are on top of the wooden desk. Please don't use the

" computer.
None
05/06/2008 - 05/06/2009
Employes Substitute

Wednesday 07:10 AM - 02:00 PM O7:10 AM - 02:00 PM



