Substitute Calling System Process Document

e Find the link for the “Substitute Calling System’ under the “For Staff” section on the

PCSD website \
e Click on the eSchool Solutions image that says “Click to Login”
e loglin

e Click on the “Create Absence” blue button in the upper left-hand corner, a pop-up menu
will then appear on the right-hand side

monroe one
EDUCATIONAL SERVICES|

[ | Absences
Absences
Create Absence
My Calendar Job ID Reason Location(s) Classification(s) St £od Substitute Instruction
Date(s) Dates(s)
Create Absence x

e Click on the “Absence Reason” drop
down menu and choose the
applicable option

Basic Information

Absence Reason

[ For some Options you are req u i red to 260 PIT NO DEDUCT - CSE,ILC,SAC,PTSA MTG./ADMIN SUB / INTERVIEWS
“ ” 2 267PIT NO DEDUCT - CURRICULUM PROJECT
enter an Approval Com ment ’ for 262 PIT NO DEDUCT - FIELD TRIP (SPECIFY IN COMMENT BOX)

263 PIT NO DEDUCT - GR. LEVEL MTG./DEPT.DAY/STANDARDS DAY
264 PIT NO DEDUCT - HEALTH SCREENING

example, if you are attending a

workshop/conference you would 265 PIT NO DEDUCT - IEP DAY
. 266 PIT NO DEDUCT - JURY DUTY/COURT SUBPOENA
speC|fy the event here 267 PIT NO DEDUCT - MENTOR OBSERVATION/VISITATION DAY

268 PIT NO DEDUCT - RELIGIOUS OBSERVANCE

269 PIT NO DEDUCT - ASSESSMENT SCORING/F&P ADMINISTRATION

270 PIT NO DEDUCT - WORKSHOP/CONF. (SPECIFY EVENT AND CONTACT INI
272 PIT NO DEDUCT - DEATH IMMEDIATE FAMILY

e |f entering in a personal day, you DO

NOT need to give a reason for your 273 PIT DEDUCT - SICK DAY
274 PIT DEDUCT - FAMILY ILLNESS
absence 275 PIT DEDUCT - PERSONAL DAY

Absence Dates

e Use the calendar to enter the date(s) Date selection options
of your absence, and then click the | Calendar Dates v
“Next” blue button in the bottom — :
right of the pop-up menu (<J[mwor ][z V][5

Sun  Mon Tues Wed Thurs Fri Sat

23 24 25 26 27 28 29

30
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Schedule

e Then select the timeframe of your

absence Custom times for each day (Advanced Absence)
O Check With your building to Choose this 'f your absence will need D"gﬁ'b":'”f requirements on different days
get clarification on the half Monday:11/03202s  |_] No Sub Required
day (AM/PM) options, or if )
you should enter specific _) Full Day
times using the “Custom ") Half Day-AM
Day” option
) Half Day-PM
e If your position does not require a © custom Day
substitute, you can click the “No Sub
Required" box. If you are unsure ask Absence Schedule 11:01 AM 2:24PM
. ?
your administrator/supervisor
Substitute

o Best Match
e You then have the option to select
your substitute. For “Specify” and
“Prearranged” an additional box will
appear, where you can enter the
name of the substitute you desire or
have arranged ahead of time

Allow substitute to send additional messages for this job

(] Allow substitute to view my email address
e You can then select other
preferences and add notes in the Class Instructions

“Class Instructions” box Class plans and rosters will be on
the teacher desk in the

classroom. Thanks for subbing!

e Finally, you can attach rosters, Characters Remaining: 911
lesson plans, SRP sub notes, etc. by Add Files
clicking “Browse” under “Add Files” ‘m‘

ok | i

e Once you hit submit, it will bring you back to your “Absences” home page where you
began. Your pending request will appear and will change to approved once it has been
reviewed by your supervisor/administrator. You will also receive several emails showing
the creation of your absence, that it has been submitted for approval, and once it has
been approved
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