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OCMBOCES w“ﬂ SUBSTITUTE QUICK REFERENCE
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mCm mmx<_nm

USE ONLINE - subserviceocmboces.eschoolsolutions.com
1l CAN’T USE WEB UNTIL PHONE REGISTRATION IS COMPLETE !!!

FIRST LOGIN: Password: PIN you made when you registered
AND you must validate your email Read & follow
LATER LOGINS: Use password created during first login screen prompts

HOME PAGE (screenshot, abbreviated)

"

Home ST EU TR ARV | Select “Classification” or “Locations” to see
the districts that employ you as a sub and
for which grade level(s), areas, etc.

General
Temporary Do Not

Classifications DISTRICT PROVIDES THE LIST

LOeons ONLY DISTRICT CAN CHANGE INFO
Unavail Dates

Certifications ~ TELL DISTRICT IF CORRECTION NEEDED ~

UNAVAIL DATES (enter “I’'m not available!” dates)

1 smartFind Express  OCMBOCES Vsaﬂ SRk thepn Jmon

Home

_ ACTION BUTTONS
Home

Hover over or click to
Welcome your name & role here Click to validate your email addre| i
| @Xpand or open option

! substitute Announcements

PROFILE (drop down menu)

Personal Info to view and keep current your information, especially:
Email very important to keep email current!
Password or PIN
Phone Number (“callback or call back” number)
Notification Pref How you receive job confirmations or changes

ACTION BUTTONS

Hover over "Schedule” to
access and / or modify the
modules that appear

Feature not used

mmZmz)_. (to see the :chn\&aﬁ <o: re av SEm to work ::Q more. c

W Substiute Scheduln

Home Schedule '  Review Assignments

Unavaii Dates change your work hours or restrict the

Certifications system from calling at certain times.

Use “New" to modify days or time of day. When changing, select only the day(s) to
change. To remove Friday as an available day, check the box next to Friday (on the
“Available” row) and select “Delete.” If you want to add Friday as a work day, click |
“New” and select Friday's check box. Always double check your “Schedule List” after
changes are saved

| DO NOT CALL - TEMPORARY or FULL BLOCK (input “don’t Zarzm 883& .

Contact .

Schedule'>  Review Assignments
| Call Back Number: ® DoNotCal

General o By G T ‘ irarmnow. & b

,
‘
. _
am:i, . , , . , . ,*
Clas: Block phane calls trom SmartFind Express |

% CLICK CHECKBOX FOR NO SYSTEM CALLS V

Unavail Dates

TS After clicking “Temp Do Not Call,” scroll down to “Contact Info” |

t section, enter time; up to 4 hrs from the time of entry; to stop A u?a\\: _
> |
|

.
w<m~m3 nm__m S .\o:q c:o:m note ?3:: Z_ :mm >50Qw§ @:

v Assignments

Hover over opens this info - click "new” sy
Then click

Unavailable Dates

@

1. Enter the date range
2. Check the “all day” box ~or ~ time of day that you’re unavailable
© May enter certain hours of the day — eg...unavailable in the morning
(can work afternoons) or vice versa
3. Decide about the “Call for future assignments” checkbox:
© Checked - YES, call me during this period!
... system will call with jobs beyond your unavailable period
o Unchecked — NO, don’t call me at all during this period!
...system will not call you until your unavailable period ends

- o

e —

Schedule ¥ * Review >mm_m33m:~m

REVIEW ASSIGNMENTS Home

view _mu_n.m w:‘:n:o:m\aog:\_m:”mo_‘ to nmznm:oc (view in list or calendar format)
_

| Review Assignments
|

Display Format ® izt of Calendar

Search From: To:

JOB NUMBER LINK
click it to change (or view!)

fate range

Job Status: oAl Active

View Canceled jobs Yes ®No

list Job# Start Date/Time Location Employee in for
. End Date/Time Job Status Classification Work Days
view
1532563 (all details about the jab will be listed here)

IF YOU CANCEL A JOB
MAKE SURE SYSTEM GIVES CONFIRMATION OF CANCELLATION
ONLINE: IT’S ONSCREEN / ON PHONE: IT'S SPOKEN




