Verifying Jobs in SmartFindExpress (SAMS)

As part of the district's effort to reduce overpayments, timekeepers will need to "verify"
in the SmartFindExpress (SAMS) system that substitutes assigned to your location
actually showed up and worked the assigned jobs. Substitutes will not be paid unless
the jobs they worked have been verified in SAMS. Timekeepers must verify all jobs in
SAMS by the day before the timekeeper cut-off for each payroll period at the latest.
However, it is strongly recommended that timekeepers take a few moments each day
to verify the previous day's jobs. To verify jobs, you'll need to have at-hand the printed
substitute sign-in sheet for the day(s) you want to verify; then follow the steps below.

1. In the SmartFindExpress (SAMS) system, select Job Inquiry/Reports.
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2. InJob Type, select "All". In Job Status, select "Finished". In Sub Status, select
"Filled". Then enter the 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.
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Note: If you are a timekeeper for multiple locations, click "More Search Options"
and in Location, select the location you want to verify jobs for. (Timekeepers for
only one location need not select a location as it is pre-selected for you.)
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3. Scroll down to view the search results. With your substitute sign-in sheet for the

date(s) selected above in-hand, indicate the jobs which the substitutes actually
worked (signed in) in either of the following ways:

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

-Or-

e Click Set All to Verify. This automatically checks all the jobs'
checkboxes. If not all jobs were actually worked by substitutes,
remove checkmarks for those you do not want to verify by clicking the
checkbox.
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Job # Status Employee Name Location Sp. Instr.

Start Date/Time

Substitute Name

Classification

Class Pay Rate

End Date/Time Reported On Reason Sub Pay Rate
Verify Puosition Mumber Time Worked
1152012 Finished/IVR Assigned Yacancy SCRIPPS RANCH HIGH Text
01142008 07:30 AM STINSCON, TERRY - 5P 5 - INSTR BEHAYW TECH
011442008 02:00 P 829407 10:40 And LOMG TERM WACANCY
[O] 10008816 06:30
1153121 Finished/Pre Arranged “acancy SCRIPPS RANCH HIGH Mane
01142008 07:00 A STAMDIFER, TOMMIE - ROTC OMLY  ROTC
0141442008 02:27 PM 9507 11:21 AM LOMG TERM WACANCY
(O] 10006795 o727
4. Click Save Verified.
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1152012 Finished/VR Assigned “acancy SCRIPPS RANCH HIGH Text
011472008 0730 AM STINSON TERRY - SP 5 - INSTR BEHAY TECH
01,/1442008 02:00 PM 829407 10:40 Al LOMG TERM WACANCY

10006516 06:30

1153191 Finished/Pre Arranged “acancy SCRIPPS RANCH HIGH Mane
011452005 0700 A STAMDIFER, TOMMIE - ROTC OMLY  ROTC
011452005 02:27 P /507 11:21 AM LOMNG TERM WACTANCY
10006794 0727
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5. The message "Jobs successfully verified" appears at the top of the screen. The
verification process is complete and the time for those substitutes will be loaded
into PeopleSoft Time and Labor.

Jobs successfully verified.
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If you have questions or need further assistance, please contact the Substitute
Help Desk at 619-725-8090.
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