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Before You Begin

Employees will receive a FOUR digit access number and a FOUR digit PIN number. This
information should have been sent to your school in a memo. You will also need to set up the
recorded message that will be used to call substitutes. In order to do this please call 540-587-0021,
you will be instructed to enter your access number followed by the star key [*] and PIN followed by
the star key [*]. Then you will be instructed to record your name, you will also want to record the
grade you teach and/or subject. It is very important that this is done — a substitute will not accept a
job if they do not know the teachers name or grade/subject.

o Create an Absence

An absence can be entered into the system one of two ways:

* By Phone
* By computer

Using the Phone

Call 540-587-0021 — the automated system will prompt you to enter your access humber and
PIN. To create an absence, press 1. You will be prompted through the process of requesting
a substitute.

Using the computer

hoals - Windows Internet Explorer provided by Bedferd County Public Schools

The SmartFindExpress — Sub-Finder
webpage can be access through the

SEMS [Substitute Employee ol llF T E T S
Management System] website or the
Bedford County website: Bea_ﬂﬁ;rgf'(’.‘o{unw
Public Schools ~
http://sems.bedford.k12.va.us
or

www.bedford.k12.va.us \




Using SmartFindExpress

W|th the SmartF'ndEXpresS |Og|n page --n|||n-:|:1p—m\'x-r:-.‘.\1.\1.4 loglim. jsp. I‘Im‘m|-\|-:-m-:rIi:[-l(-rrrp--.‘ﬂ-k-:!k-,l.l-:--lr(-r-lL-.k-r:lpl-‘ui.!'-:SIk:-(-l.'- £
H = | hepsi seme.bedfond &1 2. vaus fogorintAdion. da. - ol 8]
displayed: e Yo s TN
S| e vasn 1,04 - batn fs 0 e e Dok "
1. Enter your FOUR dlglt access * BEDFORD COUNTY PUBLIC SCHOOLS

number and your FOUR digit PIN.

Welcome 1o the Bediord Schooh WebCenter System,
Providing inermat access to the Substiute Employes
Managemant System (SEME)

2. Click the Submit button or press
ENTER.

] 0013000 i Batirn. Yok Al g et
Telerians

Ders G bberret 00 -

3. The Welcome page will be

displayed with the following R e i z

announcement: G| s wson 104 hons > YR e
** BEDFORD COUNTY PUBLIC SCHOOLS **

IF YOU HAVE NEVER RECORDED TR Smow

YOUR NAME IN SUB FINDER, YOU e st e et e o ot

MUST CALL 540-587-0021 TO DO SO A e s om

AS SOON AS POSSIBLE. IF YOUR 50,45 SOOK AS POSSISLE TF YOUR MALE 5 NOT RECORDED, SUBSTITUTES ARE LESS LIELY 70

NAME IS NOT RECORDED, o et M

SUBSTITUTES ARE LESS LIKELY TO Von Sk Bl s e, B T buc e dous NOT shom st sreason, SLVAYS

Be the navipation butions on the WetCant soreans.

ACCEPT A JOB BECAUSE THEY DO
NOT KNOW WHO IT IS FOR.

CheSeod! o0 e
4. At this point, you can Create an
Absence or Review Absences —
these links are off to the left.
Derm @ Irteret w00% -

5. To create an absence, click on the
Create an Absence link.

(= Create Absence Version 1.0.4 - createJob. jsp - Windows Internel [xplorer provided by lledford County Public Scheols [ 6- On the Create Absence
OO - [elrmmitmmimtrsiz wbrtrsrestsomssocinss “[8](4) ok screen, fill out the following
R & o B8 8 D O - information:

Waicome, HOISHGTON, D Todar e g 08,208 640 Sign0m b. Is a substitute required
- Craame Abasnce —yes or no

Empioyes Absence Information

Canaie . Abecce To complete this absance, prass ber is awigned,” Start and End date

B Ao

C.
d. You may specify a

b s Sl it GYen Ol substitute either by
e ety oaios () oo 0 entering their ID or
Nwosioprnt - I Name Lookup
s e ettt et i i e. Enter Substitute
(st Schaiie ] Instructions — keep it
whs,,.:ar.smm.vn Name Lokup brlef

Subssitute Instrections

Note: Location, Classification, Absence
e = - and Substitute Start and End times will
! be filled in for you.
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Using SmartFindExpress

7. Once the Create Absence screen
has been filled out click the
Continue button at the bottom of
the page.

8. A confirmation page will be
displayed — if all the information is

correct, click the Create Absence
button.

Create Absence Yersion 1.0.4 - createtobiietails jsp - Windows internet nplorer previded by Dedford County Public Schoals
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NS
Fle £t Vew Faertes Tk Meb
UG Crestn Aberce veron 1.0.4 - imatedcb stk 5o -8 -
" BEDFORD COUNTY PUBLIC ECHOOLS ™
Welcome, HOISIRGTON. D Today ks August 08, 2008 05:12 am Slgn Out
Home Create Absence Confirmation
emptoyen This abssnce will not be created sl the Create Absance busion is prossed
Conaie a0 Abasnce Job Seatus: OpeniOpen
e Siencn

Employes. HOISINGTON, ED
Lezation Badlord Scwnce & Tachaology Conter
Cussbcation: TEST CLASSFICATION
Rieason: 7001 Personal liness
Budget Code: Hone
Voicn Initructions. Hone
Tacct Ingtructions: My plans will ba in the 10p draw of my desk - thank you
Dates: 09/30/2008 - 0973072008

Weekdy Schedule. Employes Substitute

Mondary (500 AM - 03.30 PM 08.00 AM - 03,30 PM
Tuwaday 02 00 AM - 03.30 P 08:00 AM - 0330 PM
Wednesday 08 00 AM - 03:30 P 08:00 AM - 0330 PM
Thersday 0800 AM - 03:30 PM 08:00 AM - 0330 PM
Frdary 0800 AM - 03.30 PM 08.00 AM - 0330 PM
Specibed Substcte: SMITH. KATHRYH
Assigned Substiute

(Eet)

[ [ R e T ———
Fle [ Vew Frtes Tok heb

9. A Job Creation was successful
screen will be displayed.

10. The absence has been recorded!

Create Absence Yersion 1.0.4 - createtob, jsp - Windows internet Dxplorer provided by led

unty Public Schoals
G - 6 remibems oeort 12, va st astnenceinticton, demiinden=2
e B3 Vew Fartes Tok teb

WG| 8 Crastn Moearce Wersion 1.0.4 - rastalok. D

** BEDFORD COUNTY PUBLIC SCHOOLS ™
Walcome, HOISIRGTON, ED - Today is August 08, 2008 03:10 am

Sign O
Bome Create Absence
Empsoyee Absence Information
Cone an Adece “To complete this absance, pross Contimn and proceed wnll a job numbar s asigned.”
Beoew Aksences

Location: | Bediord Science & Technclogy Center 1004+
Classfication: | TEST CLASSIFICATION »
Fisason: | 7001 Porsonal liness =
s & Subattute regueed? @ Yes OMo

Saan End
Dates (memssdiyyyys 03002008 | [ [oamorzoos | )
Absance Timas hicrem amy. (0800 AM 1330FM
Sebotitute Timws. (b mem am). D00 AM 1230PM
REPORTING MULTIFLE DAYS?
H the days are nen-consecutive o il avary day of the abssnce dons not stan and eed af the same tins, peess Madify Schedue,”
Al
Sustratitutn

Specty & Substitae? D 2970 SWTH, KaTheyy | Name Lookup |

‘Substitute Instroctions: Wy plans wil S i B kp driw of my Sesk — Mk po|

UG Creat Abusrce enion 1,04« reatedohOstal ko

** BEDFORD COUNTY PUBLIC SCHOOLS ™

Welcome, HOISIRGTON. D Today ks August 08, 2008 05:13 am

Slgn Ou
Job Creation was successful.
Create Absence Verification
Job Mumbes: 24710
Job Saseus. Opan/Open
Employes: HOSINGTON, ED
Location: Badiord Science & Technology Conter
Classication. TEST CLASSFICATION
Fsasen T001 Parsonsl lness
Busget Coda Nong
Vowe Ingtructions: Hane
Test Instructions: My plans wil b in th 1op deaw of my desk - thank you
Distes: 09307008 - DU3Z008
Waaksy Sehaduly Erployen Substdute
Monday 0800 AM - 0330 FM 08:00 AM - 0330 PM
Tuesday 0800 AM - 03:30 PM 08:00 AM - 0330 PM
‘Wednesday 08 00 AM - 03:30 FM 08:00 AM - 0330 PM
Thersdary 0500 AM - 0330 P 0800 AM - 03.30 PM
Frctay 0800 AM - 03:30 FM 08:00 AM - 0330 PM
Specibed Substitwte: SMITH, KATHRYN
Assgned Substiute

Note: Some school principals may still want you to call. Also, the window for the system to
call substitutes is from 6:00am — 8:00am, you will need to call the school principal the closer it

is to 8:00am.



Using SmartFindExpress

0 Review Absences

The Review Absences link is used to review the absences that have already been schedule
or those that have already taken place. It is here that you can cancel a scheduled absence.

1 . C I |Ck On th e Rev | eW A b S en C es Iln k £~ Review Absences Yersion 1.0.4 - teacherfeviewAbsences. jsp - Windews Internet Cxplorer pravided by Deiord County Public Schools

_ ([ HT—— e

from the SmartFindExpress home e o

page. W & | — Sl = I LR
2. You may search for scheduled s -

absences by displaying them in a e OIS O Ol

list or calendar — click on the radio BELSSSE SuwohFrom Er |

button for the D|Sp|ay Format. o iote: Search by job number will not use the date range
3. A search date range can be entered @. ] T

in the Search From: and To:

textboxes.

4. You may also search by Job
Number.

5. Leaving all fields blank will display R
all scheduled absences — just click
on the Search button.

€5 s T avess ver... | ) Document - Merosck...

6. With the Review Absences @ ,;',:L;'m === Bl 5[ 22
displayed in a list, you can click on « & (@ p— B0 @ Qe "
the Job # to show the Review * BEDFORD COUNTY PUBLIC SCHOOLS ™
Absence Detail screen. At this point, | weies soisuston. e oo s g o8 208051 am Sian s
you may Save, Cancel Job, or —— e e
Return to List by clicking on the el . |
appropriate button. - ke Search by o umbr vl mo e the date aoge

pprop =
£ Review Assigoments Version 1.0.4 - teacherfieriewh bianceatail.jsp - Windows Iniarnat Lxplorer provided by ledtord County Publi E=E=)

e 09/15/2008 0F 00 AM Bediord Science & Technslogy Conter Personal liness
O - (e s btz Ll Vhlje] A Cancellod 03167008 0330 PM TEST CLASSIFICATION
Fle EX Vew Favotes Tok teb

WG| e At Version 1.0.4 - beacher e, .. B - @ - (e DT - TS OID/008 0300 AM Bedkord Scimen & Tachnokegy Corter Parsossl Bowss

Cancelled 097302008 0330 PM TEST CLASSIFICATION
** BEDFORD COUNTY PUBLIC SCHOOLS ™

0 0IANTO08 05 00 AM Badiord Scince & Techaclogy Canter Parsonal liness
Welcome, HOISIRGTON. D Today ks August 08, 2008 05:15 am Slgn Out
/302008 0330 P TEST CLASSFICATION Opan
tame Review Absence Detail
tmployee Job Nurnber 24710 a
[Rr— Job Sastun: OpaniOpan <
[rpre— Location Badiond Scunce & Technology Center @ vterat M
Classdeation: TEST CLASSIICATION Bt ook, | 62 Tures £ Waers socne ver... [

Foeason Personal Nness
Ve Intruttion. Menn

Taoct InSLRucCtiONS” |y plans willbe i Tha Rop drie of My S4sk - Mask you

Stat Date: 093072008

oy e e e Note: You CAN NOT cancel an absence
Spect St S within 10 hours of the absence. Example:
ety it t s You CAN NOT take a personal day and
i) [Ny (We=eres) then change your mind within the 10 hours
of the beginning of that day which would be
g‘s.‘.;].w! & 20012005 eSichosl Sohsions, Inc. All ights resermd 8:00am.
Do @ ket 00 -

V% start B rec vomanon., | 5 mmes FITT———




