Welcome to

SUBFINDER

York County

School Division

Site Contact Training



Substitute Work Hours

Full Day = 7 hrs 30 min

|
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Three—quarter Day hrs 38 min
Half Day = 3 hrs 45 min




Substitute Work Hours

—— Full Day = 7 hrs 15 min

Three—quarter Day = 5 hrs 26 min
Half Day = 3 hrs 37 min
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Substitute Work Hours

____ Full Day = 7 hrs
Three—quarter Day = 5 hrs 15 min
Half Day = 3 hrs 30 min

@Plus 30 minute unpaid lunch break



SUB SECRETARY OR OFFICE CLERK

Full Day 8 hrs
Three-quarter Day 6 hrs
Half Day 4 hrs

*Plus unpaid lunch break as determined by supervisor




The rules are job specific.

Teacher
Health Services Personnel
Para-Educator

Secretary/Clerical
Interpreter/Transliterator

Hali Day/Whole Day
Hali Day/Whole Day
Hali Day/Whole Day

Hourly
Hourly




One minute can make the difference!

Be carefull One minute difference
determines whether to charge a teacher
a whole day or a half day! Use
timesheets on SID.

Take your time. Compare your sign
In/sign out log with your Subfinder
reports. They must match.




DEFINITIONS

Prearranged Substitute Jobs:

*Employee has spoken with substitute and the
substitute has agreed to take the job.

*SubFinder does not make any phone calls!

*Principals may choose to allow employees to
report “prearranged” jobs or may restrict this
option to the SubFinder Site Contact.




DEFINITIONS

Requested Substitute Jobs:

Employee has not spoken with the substitute but wants SubFinder to
offer the job to the requested sub before contacting any other sub.

SubFinder will attempt to call the requested sub until 12 hours
before the start of the job. SubFinder then moves to call other
subs.

Employee must not enter job as Requested if they have verbally
prearranged with the sub—risk of 2 subs showing!
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¢ 4 Digit ID Number #

Subs are assigned a four digit number by SubFinder.

Teachers, site contacts and administrators use this
number to request a particular sub for a job.
(SubFinder will call that sub first for that job.)

Teachers and administrators also use this number
to enter a sub for a prearranged job.

For prearranged jobs, it is the site contact or teachers responsibility to
inform the sub of the job number or have the sub call Subfinder.

In the event of a job conflict, the substitute with the job number,
gets the job!
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Please take note... S

One hour before the start of their workday,
employees are no longer able to report an absence
for that day.

Employees will have to call their site contact and
have him/her enter the job into SubFinder.

If the site contact cannot be reached, call the
SubFinder Operations Specialist at 898-0483.

Twelve hours before the start of an absence,
employees are no longer able to cancel the
absence.



Dial Subfinder 898-0521

Employees must enter their PIN number
and then press the # sign.

In order to use Subfinder, employees must call
N Subfinder to record their name.

Please give individual training to new employees.



Subfinder Tips

Midnight is 12:00 AM, Noon is 12:00 PM

Time cheat sheets and SubFinder tips are
available on SID.



Special Instructions on Subfinder

Employees may record special instructions for
substitutes.

Employees should record special instructions when:
itinerant schedule
special events are scheduled
lesson plan location




Subfinder Call out Parameters

5:30 AM Begin call out for high school jobs for that day only

6 AM Begin call out for all other jobs for that day only

11 AM End morning call out session

3:45 PM Begin call out for all jobs up to 60 days in advance
10 PM End evening call out session

SubFinder calls up to 30 minutes past the start time of a job



Reasons for Absences

001 Sick — Personal lliness
002 Sick — Family lliness
003 Personal Leave

!\D

004 Family Medical Leave D—‘J #xllm,@mﬂ' ey

005 Administrative Leave
— = 006 Bereavement (Death in Immediate Family)



Reasons for Absences (cont)

007 Professional Development, Division Funds
008 Civil Leave (Jury Duty, Subpoenaed Witness)
009 Leave w/out Pay
010 Vacation (Annual Leave)
011 Military Reserve Duty
012 Prof. Development, Site-Based Funds

— = 017 Absent without Approved Leave



Reason #12

Professional Development, Site-Based Funds
may only be entered by SubFinder site
contacts. Employees will not hear this option
when calling into SubFinder. Site contacts
must enter the absence for the employee
when this absence reason applies.



Personnel Information Changes

Please have employees and substitutes fill
out the personnel sheet when address/phone
number changes are made.

Exception: Employees with legal name
changes must make an appointment with
Caroline Gutshall (ext. 2470).



Kronos vs. Subfinder él/

Para-educators, Health Services Personnel, and
clerical staff only use subfinder when they need a
sub. Their leave time is kept in Kronos.

Teachers report ALL absences in Subfinder,
regardless if they need a substitute. Subfinder is the
sole timekeeper for teacher hours.



Points to Ponder...

No substitutes are allotted when new employees
attend New Employee Orientation. Their positions
should be filled in-house.

Site contacts are responsible for training new
employees on Subfinder. Training PowerPoint
presentation is available on SID.

Comments or suggestions? Please let us know!



Mark your calendars

At the end of the month, we will request
verification that you have reviewed the month’s
Subfinder data for accuracy.

We will also request the names of any long term
substitutes you have at your site.

After you release the month’s data to us — you
are no longer allowed to change the data. Notify
Marsha Kilburn if you need corrections.

Prompt replies are required to enable payroll
processing and leave posting.




Log book @

Substitutes must sign in and sign
out of the substitute log book.
Site contacts may NOT sign in or
sign out of the log book for
substitutes.

Keep log book in a central
location.

Keep log for 5 years.



Web Connect Pro- Overview

View employee

Information

subfinder I

View substitute
Information

Add and edit jobs on
the computer

Generate reports

http://subfinderweb/wc?2/




Employee

View employee
Information for your
site only

Can use search
fields or display rows
to modify list view

Enter last name
Click Get Employees

Substitute
Preference List
Site Message

Site Directions

Log Out

Make sure
you click Get
Employees

Employee List

 Get Employees
Last Name (stants with)  First Name (s/w) Number (sin)  PIN (siw) 10 Phoned (s}
> I I | I |
I = | | | | |
Home Site: | Bethel Manor Elementary =




General Information Tab

Displays:
General Information
Home site
Job position
Job times

Job List
Reports
Employee
Substitute

Preference List

Site Message

Site Directions

Log Out

Employee List

User Defined | | Certification ] | Leave Control | _ Change Log
| | Memedddr | Schedule | MinerantSchd

Last Name Eirst Name

e -E—-w

M MNumber

_1]7l_

BN D Emp Sub Notice

EMPLOYEE GENERAL INFO

Note: Leaving this tab without saving will cause your changes to be lost

Home Site Hire Date Date Added
[Bethel Manor Elementary =] Josmizoo0 T jes1/2000
Calendar Track

[180 Day (PED) =] Start Work End Work
Primary Job Position |UE:ED Al I0333D PM
|Para-Educator =]

Secondary Job Position F IMakeUp TEEChE;_ N
I ﬂ F Clas = Inacti

Main List |




Schedule Tab

Schedule:

Shows days absent
Shows scheduled days off

Employee List
NPQNIT]  UserDefined | Certification | LeaveControl| Chengelog |
Generalinfo | HemeiAddr | | _tinerant Schd )
Reports MIEEETRS First Neme. Wl Namer S T
A F
Employee g
u
Substitute IR
EMPLOYEE SCHEDULE
Preference List ‘
- e = ZiL] 2 Color Key:
Site Message Sun Mon Tue Wed Thu Fri Sst Sun Mon Tue Wed Thu Fri Sat

Cursor
Absent

Site Directions

Log Out




Change Log

View any changes
made to the record
(after 1-1-05) by the
employee via phone or
SubFinder Operations
Specialist.

Substitute

Preference List

Site Message

Site Directions

Log Out

Employee List
\ User Defined l Certification l\g\[@uggﬂmll l

| Generalinfo | WemeiAddr | Schedule | HinerantSchd ) MainList |
s Last Name Eirst Name Ml Number PIN D Motice
T
A
T
u
S
Change Lo ,__l I__l I—
4 9 Display | 20 X rows on page |1 X of|1

Enter Date Enter Time Log Name
8/30/2007 Add new employee

11/14/2008 PIN changed

;Bﬂ 4/2008 Employee work start hour changed
181 4/2008 Employee work end hour changed
18/14i2008 Home site changed

1812512008 Person note changed

|10/7/2008 Person note changed

Click on Detalls to see
who made the changes



Substitutes

Substitute List
NPYJRRY | Ausiaviity ) | serDetined | | Corifcstion ) Discusication) . Changeloa ) )
| | Hemeddr | Schedule |  Sites |  Positions | MeinList |

Reports LastName  FirstMame b Number PN D  Eme Sub Netice

AImOSt Same I
VI eWI n g O ptl O n S aS ﬂ SUB GENERAL INFO Note: Leaving this tab without saving will cause your changes to be lost

Employee

heAp-n]|

Preference List

Max Days To Work ,— Hire Date Wl}
for el I I p I Oye es Site Message Total Days Worked [0.0 Date Added [08/07/2007
; " 7 Certified Job D 0.0
Site Directions eiifecldob Days
Max Hours Per Week ’_
Log Out

W Certified ¥ Re
[ Classified Eir

Home Site Group

[sBO =l




Create an Absence

Click job List
Add New Absence _
Se|eCt Emp|0yee Repors Add a Job: Reported at: 0682172009  03:12PM

Employee Site [Bethel Manor Elementary ;]

Se I ect Reason Substitute Empleyee

CalendarTrack i18l] Day (PED) _'J

Add Job

Position | Para-Educator ~|

E nter Abse n Ce I nfo e Reason [Dﬂi Sick - Personal lliness =l

Site Message Absence Info

E n te r D ate (S) Site Directions Start dateftime End dateftime

[pr2172009 T [os:00 Am pizo0s E [p330PM

Select Job Type Log Out [ ——

Job Info

1 Start dateftime End dateftime
Prearran g ed Wi I I [s2172009  E [os:00 AM rizo0s  TE 0330 PM
g Ive yo u th e @ Follow Employee Schedule € Same Time Daily
option to select crrtisccode |
S u b Job Type ISubstilute Required =~
Job Status IUnﬁIIed EI

Choose Job status

Please enter special instruction:

Use special 3
Instructions as
needed -

D

Click Save Job



WebConnect Pro Reports

Job List
Reports
Employee
Substitute

Preference List

Site Message

Site Directions

Log O

A notice will pop up stating that your report is

Report Selection

Please select an online report

Absence Report by Site ~
Select Report

OR select a PDF report

! Reports

Absence Report By Site

|Absence Authorization Report
|Absence Days Report
|Absence Report By Employee
Ahsen

Al

en { Site
|Absence Report By Site (ftinerant)
[Absence Report By Site by Employee
Absence Report Francis Howell {line)
[Absence Summary Report

Il Substitute Listing

Employee Absence Analysis
Employee ID

Employee Leave Control
Employees by Primary Job Position
Individual Substitute Jobs
Individual Substitute Jobs (line)
[Job Log Report

Overall Absence Analysis
Overall Substitute Jobs

Overall Substitute Jobs (line)
Overall Substitute Responses
Preference List for Employees
Preference List for Substitutes
Substitute By Site

Substitute Certifications

Click Check Report Status to access your report.

Absence Report By Site
Job List

@ All Sites Assigned to User
© Single Site

SWEBT | @ Al Job Positions

ETROMO | Single Job Position [ Cla

 Job Position Group
Preference List

¥ Absence Date Range Start Date [09/01/2009

7% End Date [06/30/2010 ]

Site Message
4 Time Units |F‘ama| Days z|

EILASIEELIEY | [ Include Sites Without Absences
I Include Canceled Absences
(BLINeIN | 7 nclude No Sub Required Absences

I™ Add Page Break Between Sites
I~ Show Only Summary

I substitute Q)

[2]]| m Reason [G07 Sk -7

aIm @

I Job Status  |Ca ed F " Job Type
I Category
Report Options Centified/Classifed Options File Options
I™ Include Employee Numbers || ¥ Certified [Use Current =]
I™ Include Inactive Employees || ¥ Classified

I™ Include Restricted Emplayees|| I Certified and Classified
¥ Non Certified and Non Classified

now ready.




So, what’s my job again?

Site Contacts:
Access SubFinder system by phone and WebConnect

Verify accuracy of SubFinder data entry and correct
as needed

Keep your back-up “in the loop”
Train new employees on SubFinder

Keep sign in/sign out sheet in a central location (keep
for 5 years)

Know your long term subs

Communication is the key. \QOO
Call us... - @



Contact Information

SubFinder })1‘101’1@ number is 898-02521

SubFinder Operations Specialist

898-0485
Hours: 0:30am to 3:00pm Michele
3.00pm- 3:00pm Marsha




