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displayed in this field. If you are a site group administrator, you can use the drop down arrow at 
the end of the field to select the appropriate site. 

 Employees List Box: This is the area that displays the names of the employees based on the 
selection criteria. You can change the number of employees displayed on each page and which 
page of the list you would like to view by using the drop down arrows in the upper right corner of 
the employee list box.  

 

Adding an Employee 

 
To add an employee, click Add Employee. If you have been granted permission to add employee 
records, the following screen will appear:  
 
Enter the new employee’s 
Last Name, First Name, 
Middle Initial (MI), Employee 
Number and PIN. Select the 
employee’s Home Site, the 
Calendar Track the employee 
will follow, Primary Job 
Position, and Secondary Job 
Position (if applicable).  
 
If you wish to assign the Skills List to this employee, check the box beside the Assign Skills List field. If 
a preference list or the skills list is not assigned to the employee, SubFinder will not be able to fill an 
absence for the employee. 

 
NOTE: If you are adding an employee who is already entered in the SubFinder system as a 
substitute, simply enter the substitute’s Employee Number in the area below the heading Add 
Employee Status to Existing Sub. Once the number is entered, click on Add Status. This will 
create a record with the name and address fields already completed. 

 
Once you have entered all of the required information, click Save. The General Info tab will appear. 
 
 
The General Info Tab 

 
The following fields appear on the employee’s General Info tab: 
 

 Status Box: This field will show 
you the Employee’s Name, 
Employee Number, PIN, ID 
Number, if they are a substitute 
as well as an employee, and 
notice of expired certifications. 
This box will remain present as 
you navigate from tab to tab.  

 

 

NOTE: If you are adding a new employee or editing an existing one, the status box will also display 
notification of successful updates after clicking Save. Failure to Click Save after the entry of any new 
or modified information will result in the loss of all changes. 
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 Home Site: If you are an administrator for a single site, this field will automatically populate with 
the correct information. If you are a site group administrator, you can click on the arrow at the end 
of the field and select the appropriate site from the list presented. 
 

 Calendar Track: Click on the arrow at the end of the field and select the appropriate calendar 
track from the list provided. 
 

 Primary Job Position: The Primary Job Position is one factor that can be used to match the 
employee, when absent, to an appropriate substitute. Click on the arrow at the end of the field 
and select the appropriate primary job position from the list provided. 
 

 Secondary Job Position: To select a specific position, click on the arrow at the end of the 
Secondary Job Position field and select it from the list presented. SubFinder will use this 
secondary position in the following ways: 

o Any substitute that is displayed a job for this employee will hear both job positions. 

o If SubFinder can’t find a substitute for the Primary Job Position, and there is still time 
available on the morning of the absence before the job is scheduled to change to Failed 
to Fill, SubFinder will process the Skill List again based on the Secondary Job Position. 

NOTE: Home Site, Calendar Track, Primary Job Position, and Secondary Job Position will 
automatically populate with the information that you entered in the initial Add Employee screen. 

 Hire Date: What date was this employee hired by your district? Dates should be entered using 
the format MMDDYY. For example: June 30, 2011 would be entered 063011. Using this format, 
the slashes (/) will be entered automatically when you tab out of the field. You can also click on 
the Calendar icon to the right of this field and a calendar will appear which defaults to the current 
month and year. You can select the correct month, day and year from this calendar. 
 

 Date Added: This is the date on which the employee was entered into SubFinder. This field will 
automatically be completed with the current date and is not available for editing. 
 

 Work Hours – Start and End: If the employee’s normal working hours are the same as the open 
and close times at the employee’s home site, leave these fields blank. If this employee has 
working hours that differ from the open and close times for the site, enter them using the format 
HHMM A/P; for 7:30 a.m. you would type 0730A. Using this format, the colon (:) will be entered 
automatically when you tab out of the field. 
 

 Make-up Teacher: If this employee will serve as a make-up teacher, working during an off-track 
period, place a check in this box. This field is used for reporting purposes only. 
 

 Certified: If this employee is considered certified, a third grade teacher for example, place a 
check in this box.  
 

 Classified: If this employee is considered classified, a food service worker for example, place a 
check in this box. 
 

 Restricted: Flagging the employee record as restricted will prohibit the employee from reporting 
any absences to SubFinder. 
 

 Inactive: Flagging the employee record as inactive will also prohibit the employee from reporting 
any absences to SubFinder. It also marks the record for deletion the next time the employee 
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purge is run. 

Once you have filled in the appropriate information, click Save. The information you entered will be saved 
and you can move to the next tab to enter additional employee information. 

NOTE: If you fail to click Save before moving to another tab, the information you entered will be lost.  

 
The Name/Address Tab 

 
The Last Name, First Name, MI, 
Number, and PIN fields will 
automatically populate with the 
information you previously entered 
for this employee. If any 
adjustments are needed to these 
fields, they can be made here. This 
tab also allows you to enter the 
employee’s address, phone 
number, email, gender, and 
ethnicity. 

 
 

NOTE: Your organization may choose to send employees email notifications regarding the status of their 
absences. The notifications may be sent anytime their absence is approved or disapproved, a substitute 
agrees to one of their jobs, anytime a substitute is cancelled out of one of their jobs, substitutes notes are 
added or edited or their certification is about to expire. Your central SubFinder operator will be able to tell 
you if they are using the email notifications feature. 

 
Once you have filled in the appropriate information, click Save. The information you entered will be saved 
and you can move to the next tab to enter additional employee information. 

 
 

The Schedule Tab 
 

The Schedule tab displays the employee’s schedule, color-coded as follows: 
 

 White: A normal workday for the 
employee. 
 

 Yellow: An absence day for the 
employee. 
 

 Red: A scheduled day off for the 
employee, such as a weekend or 
holiday.  

 

The days off are based on the Calendar Track assigned to the employee on the General Information tab. 

 
The screen will display two months at a time. To view previous or future months, click the arrows in the 
upper left or right corners of the calendars. If you click on a day that is marked as an employee absence, 
a grid will appear below the calendar displaying the reason for the absence along with the start and end 
dates and times of the absence. 
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The Itinerant Schedule Tab 

 
If this employee is an itinerant employee, one who travels from site to site, you will want to record his/her 
schedule in SubFinder. SubFinder will use the schedule to determine which administrators should hear or 
see the employee’s absence on any given day. SubFinder will also show the itinerant schedule to the 
substitute when they are job shopping. 

 
To add a schedule item for an itinerant employee: 

 
1. Select the appropriate day of the week from the list presented by the drop down arrow to the 

right of the field. 

2. Enter the start and end times that the employee works at this particular site. 

3. Select the appropriate site from the list presented by the drop down arrow to the right of the 
field. 

4. Select the appropriate job position from the list presented by clicking the drop down arrow to 
the right of the field. 

5. Place a check in the Add box. 

6. Click Save. The item you just entered will be saved and will now be displayed on the screen. 

7. Repeat steps 1-5 until you have entered the employee’s schedule for the entire week. Be sure 
to include those portions of the schedule that occur at the employee’s assigned home site. 

8. Additional functions allowed: 

a. You can change any of the information displayed on the itinerant schedule. Simply use the 
drop down arrows to select a different day of the week or site, job position, or change the 
start and end times by highlighting the current entry and input the appropriate time. Click 
Save. 

b. You can delete an entry if it was entered incorrectly or if it is no longer needed. Simply 
check the Delete box next to the entry and click Save. 

NOTE: The substitute will be able to view the employee’s schedule when job shopping via the 
Internet. The employee will need to voice their itinerant schedule by calling into SubFinder for 
substitutes to hear the details when job shopping over the phone. 
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User Defined Codes Tab 
 

 
The User Defined Codes tab allows you to keep track of up to 10 additional pieces of data pertaining to 
the employee. 

 
The various codes available have different character lengths: 

 

User Defined Codes 1-2: up to 32 alpha/numeric characters 

User Defined Codes 3-5: up to 10 alpha/numeric characters 

User Defined Codes 6-10: up to 6 alpha/numeric characters 

 
Your SubFinder Operator will notify you of any User Defined Codes being used. Once you have entered 
the employee’s User Defined Codes, click Save. 

 
 

The Certification Tab 
 

You can use the Certification tab 
to enter up to eight different 
certifications that the employee 
holds, along with an expiration 
date for each one. 

 
To add a certification for an 
employee: 
 

1. Enter the certification 
name and expiration 
date in the appropriate 
fields. 

2. Click on Add and the 
certification information will be placed in the Current Certifications Box. 
 

3. Repeat steps 1and 2 until all certifications have been entered. 

Once you have added all of the certifications, click on Save. 

Additional functions allowed: 

 You can change any of the information displayed for the certification. Simply highlight the 
certification name or expiration date and enter the updated information. Click Save. 

 You can delete an entry if it was entered incorrectly or if it is no longer needed. Simply check the 
Delete box next to the entry and click Save. 
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If the employee has a certification that is expired, a notice will appear on the right hand side of the status 
bar alerting you of the expiration. This notification will be present upon entry into the employee’s record. 
You can simply click on the Certification Tab to view which certification has expired. 

 

 
 
NOTE: The employee will be alerted of a pending or existing expiration when they attempt to contact 
SubFinder to report an absence or if enabled they will receive an email notification. SubFinder will not 
generate a separate call to notify them of this information. 
 
 

The Leave Control Tab 
 

SubFinder’s Leave Control is a powerful tool that allows your district to track employee leave and 
entitlements. This tool provides the following features: 

 
 Leave can be calculated in units of either hours or days. 
 Each controlled leave reason can have a unique limit. 
 You have the ability to view both Leave Used and Leave Available. 
 Leave can be accrued at the intervals you require – monthly, quarterly, annually, etc. 
 You can roll unused leave over to the same reason or to a different reason. 

 

To apply controls to a particular reason: 

1. Select the desired reason(s) 
in the Available Reasons list 
on the left side of the Leave 
Control tab by checking the 
box under Select. 

 

2. Click >> to transfer the 
reason(s) to the Assigned 
Reasons list on the right side 
of the Leave Control tab. Click 
Save. 

 
 
3. Click on the Details hyperlink 

next to the transferred reason. 
SubFinder will display the 
Employee Leave Reason Details 
screen: 

 
 
 
 

 
 Reason: If the unused balance of leave time for this reason is to be accrued from year to year, 

what reason should it be accrued to? To select a specific reason, click on the arrow at the end 
of the Reason field and select the reason from the list presented. The default reason will be the 
same reason for which you are applying the controls. 
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 Accrual Type: How often will you run an accrual on this reason? The available choices are: 
Annual, Monthly, Semi-monthly, Bi-weekly, Weekly, and Others. 

 Use Hours Not Days: What time unit do you want to use to calculate leave for this reason? To 
select hours, place a check in the box below the heading. To select days, leave the box 
unchecked. 

 List as Selected Reason: If this is a reason that accrues from year to year (the unused 
balance is to be carried over each time a manual accrual is run), check the box below this 
heading. When this box is checked, any unused balance shown in the Time Available field will 
be carried over to the reason specified under the Reason heading when a manual accrual is 
run for the particular Accrual Type. 

 Refuse if Limit Reached: When the employee has used all the leave time allowed for this 
reason, should SubFinder refuse to accept any more absences for this reason? If the answer is 
yes, check the box below the heading. If the box is not checked, SubFinder will allow the 
employee to continue reporting absences for this reason, even when the limit has been 
reached. 

 Last Accrual: This field will display the last date on which an accrual was manually run. If you 
have not yet run an accrual, this field will indicate when this particular reason was set up. This 
field is automatically completed by SubFinder and is not available for editing. 

 Allotment per Period: How much leave time is allotted for this reason during the period 
specified under Accrual Type? Typically, this will be equal to the amount of leave given for the 
period. However, if you are setting up leave control mid-year you may need to set this to a 
smaller amount of time. While this field is typically not available for editing, it can be changed by 
using Override. 

 Accrual from Last Period: SubFinder will automatically generate how much leave time was 
carried over from the last accrual period. This number will be generated at the time a manual 
accrual is performed. While this field is typically not available for editing, it can be changed by 
using Override. 

 Accumulation: This is the total of the Allotment per Period and Accrual from the Last Period 
fields. While this field is typically not available for editing, it can be changed by using Override. 

 Time Used: This field represents that amount of leave time that has been used for this reason 
since the last manual accrual was run. SubFinder will automatically keep track of this for you as 
absences for the employee are entered in the system. Please keep in mind that this field will 
include scheduled absences which have not yet occurred, i.e. future absences. While this field 
is typically not available for editing, it can be changed by using Override. 

 Time Available: This field represents the amount of leave time still available to the employee 
for this reason. SubFinder will automatically keep track of this for you as absences for the 
employee are entered in the system. While this field is typically not available for editing, it can 
be changed by using Override. 

 Override: Override is used to either change the default setting for the above five fields or to 
establish a value for a field where there is no default. Clicking this will provide you with the edit-
access to the above five fields. After clicking Override, you may change any of the fields as 
necessary. 

 Calculate: Calculate is used to recalculate the values in the Accumulation and Time 
Available fields whenever a change is made using Override. Once you click Calculate, the 
values will be recalculated and the fields will become grayed out again. 

Once you have entered all the desired information on the Employee Leave Reason Details tab, click 
Save. 
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The Change Log Tab 

The Change Log tab will show any 
changes made to the employee record. 
On the initial Change Log screen you will 
see a list of all changes made to the 
particular employee’s record, along with 
some Display options. The Display 
options will allow you to select how many 
log entries are displayed on a page and 
will give you the ability to jump through 
the list a page at a time. Simply use the 
drop down arrows to make your 
selection. 

 
 

The information in this screen will include the date on which the change was made, the time at which it 
was made, the type of change made, and who made the change. To view more specific details on a 
particular entry, click the Details hyperlink at the right of the entry. 

 
The Change Log Details page will give you 
more specific details on the selected entry. It 
will include the date and time the change 
occurred, the type of entry made, the new 
information, the previous information (if 
applicable), how the change was entered, 
and who made the change. When you are 
finished viewing the information, click Close 
and you will return to the previous page. 

 
 
 

 
 
 

The Main List Tab 
 

Clicking on the Main List tab will return you to the Employee List screen. 
 

 
 


