Substitute Online ™

Go to www.substituteonline.com - 3 Click Absence
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Y ou must first Logon. The Logon screen should
appear with the Logon button visible. If you do

not see the Logon button, you need to first adjust
your System Monitor Propertiesto 800 by 600 User Name H

pixels. passwors 1 N
The program requires your L ast Name and
Password. Click the Logon button when ready.

The program assumes you are reporting a New
Absence.

7l New Absence - Microsoft Internet Explorer [_[=]x]
: ! | Fle Edt Wiew Favotes Tools Help
BARBARA AAKER prip  Personalinfo | NewAbsence | Review/Cancel | Close Ready

New Absence
. Last Name: AAKER.
The option to enter a new absence appears e o % o T 11500
i am To 03:00pm

automatically. oo e 2

tari Today? O Start Tomw. ~ow? # Start Other? Sub Needed? O Yes ®No
th N Edit Bar for Each Day of Absence
Barbara Aaker teaches 5™ grade at Gomm / Cug
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Elementary. Sheislogging in on Sunday evening E : DONCTEN DO NOTENTER

so the system assumes she will be absent
tomorrow, Monday, ALL day shift due to SICK
USE charged to her. She may make changes on
this Edit Bar regarding the date, shift, and/or
reason. If it isonly for one day, she may click
SUBMIT ABSENCE now.

Comments/Lessgn Plan | SUBMITABSENCE |  Gancal |
Add consecutive Attach lesson plans. (Copy and Review requested
days paste from word processor. substitutes
3 Help is just a click away. At any time she may click the Review/Cancel button
to verify a sub or cancel an absence request

The 3 and final click isto say OK if the A S
Conf.| rmation s:r%n iscorrect. Barbarawill then BARBARA AAKER &‘P’ Personalinfo | Newabsence | Review/Cancel | Close Ready
receive a confirmation number. e e
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You are submitting this 1 day sbsence. Your absence DOES require a substitute. After pressing 0K, the screer wil
clear and you may choase the Review/Cancel option to verify your confimation number and the cument substitute
status.
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