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Creating an Absence for: 

• Teachers 

• Special Education 

Paraeducators 

• Cafeteria Workers 

With a confirmed substitute 
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Substitute Entry 
Entering a Substitute Job and Assigning a Substitute  

1. From the homepage, click on “Administrator” in the side bar, 
and then select “Create Absence” 

 

 

 

 

 

2. Enter the Employee ID number of the person the substitute is 
for, and then click “Continue” 
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3. The employee name, location, and classification will be 
auto-populated based on the employees’ profile.  

 

 

You will need to enter the reason, start, and end date. 

 No workshop code is needed. 

 

Then, adjust the day and hours for the job as needed. 
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4. Next you will enter the ID number for the assigned 
substitute and select “Yes” that the job was pre-
arranged.  

Then, hit “Continue” and the system will ask you to 
confirm the information that has been entered. 

 

 

 

 

5. The system will then generate the 
confirmation and provide you with the 
substitute job ID number, which you 
can later use to review the absence 
and post time.  

 

 

 
 


