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Updates and Updates and Updates and Updates and 
ClarificationsClarificationsClarificationsClarifications



N  E l  O i t tiNew Employee Orientation

1. Absence Reporting

2 Substitute Assignment2. Substitute Assignment

3   Ti k i3.  Timekeeping



Reminders…

a Register with SAMS a. Register with SAMS 
b.Report absencep
c. Distribute packets of 

i f tiinformation



ABSENCE REPORTINGABSENCE REPORTING

1. School calendar / Track codes

2. Reason codes for absences and 
vacancies

3. Specify or prearrange substitutes



4 L  i l i t ti  if 4. Leave special instructions, if 
necessary

5. Wait for a job number5. Wait for a job number

6   U d t  j bs b f  th  6.  Update jobs before the 
assignment is “Finished” and/or 
“V ifi d”“Verified”



Timekeeping Errorsm p g E

• Incorrect Classification • Incorrect Classification 
and/or Location (not matching 
with those in PS)

• Inaccurate Position Number • Inaccurate Position Number 
entered for a Vacancy

• Inactive Assignment in PS (due 
to LOA  Termination  etc )to LOA, Termination, etc.)



PREFERRED / PRIORITY 
SUBSTITUTES

• Certificated Substitutes
– Employee or School Preferred – Employee or School Preferred 

Specify Classification (option)
• Classified Substitutes

– Employee or School PreferredEmployee or School Preferred
– Specify classification (required)



P A R  Information for P.A.R. Information for 
Regular Employees

I l d  p ti t i f m ti   

g p y

• Include pertinent information on 
PAR:

-Classification / grade level
-work days/hours  if part timework days/hours, if part time



Important NotesImportant Notes…

 f   l d • Compensation for:  Displaced 
substitutes and incorrect work 
hours in PS/T&L

• SmartFindExpress Announcement • SmartFindExpress Announcement 
Page has updated information 
(  l f  d  / (new classifications, updates / 
upgrades on SAMS, etc.)pg , )



VERIFICATION OF JOBSVERIFICATION OF JOBS
• Common Errors:

– Jobs are missed – additional jobs could 
be listed on the next pagebe listed on the next page

– Important items are overlooked:  
Hours worked (incorrect format?) • Hours worked (incorrect format?) 

• Absence reason - field trip is not an 
b  (l  t ?) absence (long term?) 

• Substitute assigned
• Position Number used



Verifying Jobs in SmartFind Express
• Have at hand the printed sign-in sheet
1  In the SmartFindExpress (SAMS) system  1. In the SmartFindExpress (SAMS) system, 

select Job Inquiry/Reports.



2. Job Type:"All“; Job Status:"Finished“; Sub 
Status, "Filled“; Date range (Search From date and Status, Filled ; Date range (Search From date and 
To date) of the jobs you want to verify. If verifying 
daily, enter the previous work day. Click Search.



3   Manually click the checkbox for each job 3.  Manually click the checkbox for each job 
for which the substitute signed in.
_______________________________________



4  Click Save Verified4. Click Save Verified.



5. The message "Jobs successfully verified" g f y f
appears at the top of the screen. The 
verification process is complete and the time p p
for those substitutes will be loaded into 
PeopleSoft Time and Labor.p



Timekeeping: PSp g
• Correcting data in PSCorrecting data in PS

– Hours worked (Adjusting work 
h  f  th  d t  f  l h  hours for the duty free lunch; 
multiple jobs on the same day)

– HCM Account
– Any corrections missed on – Any corrections missed on 

SAMS



We Thank You All!We Thank You All!

Th  S b tit t  M t U it t ffThe Substitute Management Unit staff


