SmartFindExpress (SAMS) and Time and Labor............ July 2006

SmartFindExpress (SAMS) and Time and Labor work together to help you report time
for visiting teachers. This job aid will help you understand the process, as well as
show you how to use PeopleSoft to take advantage of the SmartFindExpress (SAMS)

Interface.

SmartFindExpress (SAMS) Procedures:

1. Substitute requests, due to either teacher absences or vacant positions, are entered into
SmartFindExpress (SAMS) with the appropriate absence code by the schools.

2. SmartFindExpress (SAMS) provides a daily absence report that shows all certificated absence
activity.

3. The SmartFindExpress (SAMS) interface is run nightly to send visiting teachers’ hours to Time
and Labor along with the appropriate TRC. (Short Term SVT - First 5 days, reason in SAMS <50,
Long Term LVT - After 5 days reason code in SAMS is changed to long term, Vacancies - Short
SVT/Long LVT, Roving/Extra - Short SVT/Long LVT, Professional Development SVT) Only positive
time to pay subs comes over from the interface. Timekeeper must report absences for their
staff. It also populates the appropriate fields based on the SmartFindExpress (SAMS) absence
code used in the substitute request (see 4), which indicates the type of absence (vacant posi-
tion, teacher personal absence, or district related). Within “3” business days, the Site Time-
keeper views the hours for the substitute and completes steps 5-16.

4. SmartFindExpress (SAMS) will populate the following fields for the different types of absences:

Yacant Position
Hours
Time Reporting Code (TRC)
Pozition # {in the comments field)

Location [(of the vacant pozition where the YWT iz working)
Account Code (of the vacant position)

Teacher Personal Absence
Hours
Time Reporting Code (TRC)
Abzent TeachersEmplID and Mame {in the comments field)
Location (of the absent teacher's position)

Account Code [of the abzent teacher's position)

District Related Absence
Hours
Time Reporting Code (TRC)
abzent TeachersEmplID and Mame (in the comments field)

Lacation (of the abzent teacher's position)

POPULATED WITH A DEFAULT ACCOUNT CODE
(needs to be adjusted manually)
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Note: If the absent teacher is split funded, there will be multiple rows of time in Time and
Labor for the visiting teacher. The hours will be broken down by the percentage of the funding
and each row will have a separate account code. The SmartFindExpress (SAMS) interface will
allocate the funds to the proper accounts, and if a total of 8 hrs have been worked on the
specified days, no adjustments will need to be made. If the visiting teacher worked less than 8
hours, the Timekeeper will need to allocate the hours worked based upon the proportions that
SmartFindExpress (SAMS) originally entered. For example, if a substitute fills in for a teacher
who is 25% funded by Title | funds and 75% funded by District Unrestricted funds, there will be
two rows of time in Time and Labor, neither of which will need an adjustment: one with 2
hours with the Title | fund account code and one with 6 hours with the Resource 00010 fund
account code.

Summer School/Intersession

* Make sure long term jobs have been turned off in SmartFindExpress (SAMS) prior to summer
school/intersession start.

e |f VT assigned as primary teacher for a classroom, change default in SmartFindExpress
(SAMS) from SVT to SIVTL and change hours to 5.

* |f VT is subbing for a teacher during summer school or intersession, change default in
SmartFindExpress (SAMS) from SVT to SIVT and change hours to 5.
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HL] San Diego City Schools

Improving student achievement by supporting teaching and leaming in the classroom.

Welcome = Apply for Jobs « District Staff » General Info « Contact Us = District Home

\Welcome to the San Diego City Schools Substitute and Visiting Teacher Resource Site

On april 13th, the Substitute
Assignment Management System
(SAMS) was upgraded to
‘SmartFindExpress’, a completely new
version of SamMs.

The lock is all new and you will
notice some added features, but
much of the same functionality found
in WebCenter is the same in
SmartFindExpress . To assist with
using SmartFindExpress, new quick
reference guides{PDF) are available.

S]llﬁl‘tFiﬂdElf ess These new guides can be found here

e and Exglores &

on this web page under
‘SmarnFindExpress Documentation’,

Click the logo above to access
SmartFind Express Click for more information

Click the SmartFindExpress logo to sign in

B. How to Login? (Be sure to read instructions)
-Type in your Access ID and Pin number

S|V Saw Déego City Sctioole
HUMAN RESOURCE SERVICES DIVISION

San Diego City Schools SAMS WehCenter

artFindZEx;

M
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C. SmartFindExpress (SAMS) Information to Read
- Scroll down to view important announcements and information including
URL to the Professional Development Budget Information page.

[S|D] Saw Déege ity Sctaots
HUMAN RESOURCE SERVICES DIVISION

Welcome, DOE, JANE Today is June 26, 2006 01:32 pm Sign Out

Home Welcome DOE, JANE

Administrator Please select a menu item to continue.

Announcements

Creste Absence On April 17th, the Substitute Assignment Management System [SAMS) was upgraded to "SmanFindExpress’, a completely new version

Creste Yacanc of SAMS. To assist wnh_usmg SmartFindExpress, gI]umIes are available and can be fou?d on the Substitute and Yisiting Teacher web

Daity dok Count page at http:fwwaw. sandi.net/personnelfsubs under 'SmantFindExpress Documentation’. Please take note of the NEVY SAMS Phone
e — Mumber and Access Procedures: Systern Changes: The phone number to access SAMS has been changed. The new number to access
dob inguiryReports SAMS is B19-297-0304. To assist during this transition, the old SAMS nurnber 619-293-8003 will be forwarded to the new phone number
Brigrity Lists to give you time to take note of the change. Employees / Substitutes SAMS Access: In order to access SAMS on the phone ([512-297-
0304) you will need to enter both your Six Digit Employee 1D followed by the ™ and PIN followed by ™. If you do not know your Employee
ID, you can easily find it on one of your pay stubs located near your name. For monthly employees that also accept substitute
assignments during the year, you will now always access SAMS with the PIN assigned to your employee profile. The substitute PIN will
not work. The employee PIN will give you access to both employee and substitute functions in SAMS. Administrators f Timekeepers
SAMS Access: In order to access SAMS on the phone (5158-257-0304) you will need to enter both your Admin 1D (Starts with 800------)
followed by ™ and PIN followed by ™ Accessing SAMS on the web (https:/subweb. sandinet) is the same as before. Help: If you have
questions or need assistance, help is just a phone call or email away. Call B19.725.8090 from 6:30 a.m. - £:00 p.rm. and one of the
SAMS Operators will be available to assist you. Or if you prefer email, send questions to subhelp@@sandi.net. Thank you.

Administrator A

51706 - IMPORTANT INFORMATION FOR ALL TMEKEEPERS: To add classified substitutes to your Preferred List, select "Preferred”
next to "List Type", then specify the classification(s), ie., SET's, I&'s, Clerks, Secretaries, etc. If you just select "Preferred” without
specifying the classification, the systerm will call classified substitutes for certificated jobs.

5/9/06-- IMPORTANT INFORMATION FOR ALL TIMEKEEFERS Yhen creating "Daily Absence Report”, please do not print any
infarmation that should not be made public. On the "Job Inguiry" screen, click "Create Report”. On the Job Report screen, only select the
iterns / information that you need. It is very important to de-select External 1.D. (Social Security Mumber) both under Substitute and
Ermployee lists. If you need assistance, please call the Sub Desk at (515) 725-8090. Thank you.

5/8f2006 RE: 2006 SUMMER SCHOOL SUBSTITUTE APPLICATION FOR REGULARMONTHLY EMPLOYEES We are now accepting
2006 Surnmer School Applications from regular £ monthly employees, both certificated and classiified. Call the Sub Help Desk at (519)
275-8090 to have an application forrm faxed to your site. Please return cormpleted application as soon as possible, but not later than June
1,2006. Thank you.

372306 - ATTENTION SCHOOL SECRETARIES / TIMEKEEPERS: When SAMS is showing considerable number of unfilled
assignments, we stop callout for jobs due to Professional Development and Extra Help to give time for the system to fill assignments due
to lllness, Personal Emergency, etc. SAMS will continue to call substitutes until 11:55 a.m. Please assist by calling substitutes on your
preferred list. Thank you.

12/05/2005--IMPORTANMT! To be sure that a substitute is qualified to work a certain classification / assignment, check PeopleSoft's
listing of substitute assignments showing under 59928, or 5831H for Substitute COC Teachers and COC Assistants. A substitute will not
be paid for any assignment/classification not showing on herhis list on PeopleSoft Time & Labor. * Under NO circumstance should a
substitute be allowed to work without a job number verifiable through SAMS 7 WebCenter. For gquestions, please call the Substitute
Management Desk at (519 725-8090. Thank you very much.

10/04/05--IMPORTANT ANMOUNCEMENTII CREATING A WACANCY OR REPORTING AN ABSENCE FOR AN EMPLOYEE
ASSIGHNED TO A CENTRAL OFFICE (Education Center, Child Devt Center, Special Education, etc.) If you have to report a vacancy or
an sbsence and you require a substitute, please leave special instructions to indicate the specific location (with directions, if necessary)
where the substitute should report. Include a name and phone number the substitute can call for additional information regarding the
assignment. MOTE: When special instruction is not available, we put a "stop callout” to the assignment and no substitute will be called.
It is also very important to leave the above information as text message under "Administrator Comrments” for future reference since voiced
inmessage is automatically deleted when the assignment status is "Finished". Thank you.

8/8/05-ERY IMPORTANT ANMOUMCEMENTIN It is extremely important to maonitor daily assignments on SAMS / SmartFindExpress.
Any assignment changes, such as: Cancellations, Reassignments, Changes on work hours, etc. must be made before the end of the
watk day. Information on SAMS, especially worked hours, automatically populate Time and Labor, To avoid overpayment/underpayment
problems, you must check your absence list on SmartFindExpress multiple times, especially befare the end of the work day and make
the changes before automatic transfer of data takes effect. If you have any questions, call the Substitute Management Desk at (519) 725-
8090, Thank vou,

/27 05--5TAFF DEVELOPMENT PAGE IS LOCATED AT: hitp:/Awway. sandi.net/personnel/subsfprof_dev.asp Thank you.
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D. Professional Development Budget Information Page

1. Copy and Paste this website in the address (URL)

http://www.sandi.net/personnel/subs/prof dev.asp

- Set this website as a favorite

8/18/2006

2. Open and view the Professional Development Budget Information page

as shown below.

Fle Edt View Favorites Tools Help

a SDLCS Professional Development - Microsoft Internet Explorer

EBack v = v @D 2| Dsearch [HFavorites Dveda 8| Dv S e

—1o]x]

Address I@ http: fwwiw.sandi.net/per sonnelfsubsfprof_dev.asp

j fagel) ‘LIHKS ¢

Sau Déego

View Courses

Title (keyword):

ity Schaols
HUMAN RESOURCE SERVICES DIVISION (HRSD)

-

PROFESSIONAL DEVELOPMENT BUDGET INFORMATION

This page is designed as a retrieval tool to simplify looking up budget numbers for
FProfessional Development held by program offices at San Diego City Schools

Category: (select at least one)

Course Dates:

From
To

Searchl Reset Form |

Back to Sub Web

Other o
Counseling and Guidance

Literacy / Biliteracy / Social Studies
Math

Physical Education

Special Education

Science |

(use Shift or Ctrl key to select more than one)

]
Eiooe T e
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http://www.sandi.net/personnel/subs/prof_dev.asp
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3. Select Category or multiple categories, Keyword (not required) and
Course Dates (not required) and select the ‘Search’ button.

View Courses

Title (keyword):
Ialgehra 4

Course Dates:
From |10f01f2005 <
To |10/31/2005 <

Searchl Reset Form |

T Mot required, but used to

narrow down search.

Click 'Search' to
view results.

Category: (select at least one) <

Other -
Counseling and Guidance
Literacy / Biliteracy / Social Studies

Physical Education
Special Education
Science d|

{use Shift or Ctrl key to select more than one

At least one
category
required.

4. Results display, locate the workshop and copy the account code
needed. (Click on the ‘Copy’ link)

Math
Title

Algebra McDougal-Littell
(Adoption) at PLNU

= Advanced Algebra Prentice
Hall at PLNU

San Diego City Schools

Dates
10/4/05

10/6/05

Budget #
5442581610611920102010604 Copy

5442581610611920102010604Cany )

Select Copy' link
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5. Open up PeopleSoft Time and Labor, paste into the Combo Code field for the
substitute by right clicking and selecting ‘Paste’.

PeopleSoft.

Add to Favorites

=3
Timesheet
JAME DOE EmplIC: 699999
Job Title:  Subst Tehr Day-To-Day Empl Red Mbr: 0

o Click for Instructions

View By: Date: |10/14/2005 [ | Refresh == Previous Week Fext Week ==

Reported Hours: 1600 Hours  Scheduled Hours:  0.00 Hours

From Friday 10/14/2005 to Thursday 10/20/2005

Time Reporting Code

7 1 L I ; y .
a.00 8.00 | 5%T- - Visit Teacher Dayto v |5442903410511920102011601 Q |BEBBBB DOE, DAVID
a.00 a.00 | SYT - C - Visit Teacher Day to v| |EISSEIEIEIEIEIEIEIEI1162EH 02010000 @ |7777T? DOE, DENISE

Submit

Click the Subrnit |button when all appropriate information has been
entered.
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