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What is ReadySub?

ReadySub is a state of the art employee ab-

sence management and substitute placement

system. As a substitute, you can review jobs, ‘
accept jobs, add your availability, and be re- ‘

Manage Substitutes Online.

ReadySub simplifies managing teacher absences and substitute assignments
Let us save your school district time, money, and staff resources.

T—

quested for jobs for which you are qualified.
You can also can track your work history, re-
view job notes and lesson plans, and receive

announcements from administrators. \

To log in to ReadySub, enter www.readysub.com into your

internet browser. Navigate to the top right corner of the
screen and select Log in. You will be redirected to the
ReadySub login page where you can enter your email ad-
dress and password.

Once your account is activated, you will receive a Welcome
email with a temporary password. You can then update your
password for future logins. If you would like ReadySub to

orner

remember your username and password, make sure to

check the Remember Me box towards the bottom left ¢
of the screen.

Substitute Dashboard
The Substitute Dashboard offers direct Rs ReadySub Calendar Announcements

access to your existing jobs (via the

Week at a Glance) as well as your sched- Dashb&d
uled hours for the week, and a listing of
. . X . Week at a Glance < 6 HoursT%ek
all open jobs including those for which
Sun 6/19 Mon 6/20 et Wed 6/22 Thu 6/23 Fri&/24 Sat 6/25
you have been requested by an employ- 19.5

ee or administrator.

Included in each open job are the time,

date, location, individual in need of a Avllzble Jobs (3 I My Jobs (14) I
SUbStltute, and the ab|||ty tO V|eW dEta”s Filters B Thursday, July 21, 2016 Stai 8 hours 9 minutes ago
Preference

and accept the position. ' mrequested (0) Employee Organization  Richmond School District Details

Site Site Pacific Cascade Middle School

You can see your existing jobs via the I . pmeliaBerry e Z0EmPT
My Jobs tab towards the middle of the Job Posion

All

Accept

Position

i Sunday, July 31,2016 Starts in about a week

page. You can narrow your search by -
ate Range
Employee

date, site, and subject via the filters to
the left part of the screen.



Accept a Job

ReadySub offers you two methods for ac-

cepting a new job. The first is via email notifi- avaa < >

cations and the second is right from your
ReadySub Substitute Dashboard.

£ Primary +

I ReadySub Job Notification ~ New job available on 07/26/2016 - New Job Available on 07/26/2016 Summary Job Id job-18tai6uiddsj Date 07/26/2016 Organi

ReadySub Job Notification ~ New job available on 07/21/2016 - New Job Available on 07/21/2016 Summary Job Id job-w2iq8543mvko Date 07/21/2016 Organ

ReadySub Job Notification

To accept a job via email, simply click on the
incoming email link followed by the Job ID
link. If you are already logged in to ReadySub,
you will be taken directly to the Job Details
page where you can review and accept the

New job available on 07/14/2016 - New Job Available on 07/14/2016 Summary Job Id job-1xdehdtgxiwro Date 07/14/2016 Organi Jul 7

ReadySub Job Notifica. 2)  New job available on 08/25/2016 - New Job Available on D8/25/2016 Summary Job Id job-2sirpeu1hoi87 Date 08/25/2016 Organiz Jun 10

ReadySub Job Notification ~ New job available on 02/17/2016 -

New Job Available on 02/17/2016 Summary Job Id job-168y85wogimhm Date 02/17/2016 Org: Feb 12

Ready Sub Job Notification ~ New job available on 02/23/2016 - New Job Available on 02/23/2016 Summany Job Id job-1x6dhey2hdSwk Date 02/23/2016 Orgal

[1&YReadySub

ew Job Available on 07/26/2016

Feb 9

ReadySub Job Notification

ReadySub Job Notifica. (2)

Ready Sub Job Notification

job. If you are not logged in to ReadySub, you
will be taken to the login screen where you

ReadySub Job Notificatiol

Su
can login to view and accept the job. If you

Job Id job-18tai6uiddsj

Date

attempt to access a job from your email ac-

07/26/2016

Organization Richmond School District

count that has already been accepted, you

site(s) Cascade Ridge Elementary

will receive a red notification upon log-

Employee Tara Bell

Substitute

ging in saying “The Requested Job is

No Longer Available.” Itinerary

7:30 AM - 3:30 PM PDT  Cascade Ridge Elementary
Full Day 2020 Trossachs Blvd SE
Sideline, Washington 98075

RS ]

Jobon Tuesday, July 26,2016 Rs ReadySub Dashboard  Calendar  Announcements

Details | Notes  Attachments (1) The requested job s no longer available.

Employee Job Summary

Dashboard f
Id job-18taibuiddsj
Status [ open |

Classification Certified / Week ata Glance o Hours This Week
TaraBell Organization Richmond School District

Tue7/26

Date Tuesday, uly 26,2016 Sun 7/24 Mon7/25 Wed7/27 Thu7/28 Fri7/29 sat7/30

0.0
Substitute

[———]
Cascade Ridge Elementary

Full Day Room301
# 5th Grade Teacher

Available Jobs (3) My Jobs (14)

Filters & Tuesday, July 26,2016 Startsin1 day

Preference

@ I'mrequested (1) Employee

site @ Site Cascade Ridge Elementary
> 7:30 am - 3:30pm POT e
Al B

Tara Bell
Position 5th Grade Teacher

Organization Richmond School District Details

To accept a job from your Substitute [ RIReadySub omsors caenir smmorcenens

Dashboard, scroll down the page to view Dashboard

the list of available jobs. You can click on ‘ )
Accept Amelia Berry's jobon 7/21/20162
the Details link and accept the job from
the Details page or directly from your sunea?
Dashboard. Once the job is accepted, it
will be added to your Calendar and Week
at a Glance. The employee requesting the

Available Jobs (3} My Jobs (14)

absence as well as your administrators

. . e . . . Filters i Thursday, July 21, 2016 Started 8 hours 9 minutes ago
will receive notifications via email that Preference
I'mrequested (0) Employee Organization Richmond SchooNggtrict Details
you have accepted the position. site site Pacifc Cascade Midd D

7:00 am - 2:30 pm PDT
Al Amelia Berry
Position

Job Position

All

i Sunday, July 31,2016 Starts in about 2 week

Date Range
Employee




Release a Job

In the event that you are no longer able to work Option 1

one of your jobs, you can release the job so long SO0 | Wedm | Wegm | Weigm | Tugm | mow | wem 195

as it’s prior to midnight the night before the start date.
To release a job the day of, you will need to call your

administrator so they can release it for you. M‘m“\

Week at a Glance > Hours This Week

i Friday, July 22,2016 Starts in 15 hours 50 minutes
There are two Opﬁons fOr re|easing a Job you rse'f_ Op_ . Employee Organization Richmond School District Details
tion 1 is to click on your My Jobs tab from the Substitute T o sy
Dashboard and select Release. Option 2 is to release the s 2016 S
job from the details page which can be accessed from Enpioee Orpization Fchmondctee D
Site Cascade Ridge Elementary

7:30am- 3:30 pm POT

your Week at a Glance, Calendar, or My Jobs tab. Tt sosion 5tr e o

Once you’ve arrived at the Job Details page, click the

white Release button to release the job. Once released, [1{YReadySub owewe  comir o

the job will be reposted and other substitutes will be . July 2016
notified immediately so they can view and accept it.

Option 2

Rs Readysub Dashboard ~ Calendar  Announcements

Job on Friday, July 22, 2016

Details ~ Notes  Attachments

Employee Job Summary

Id job-en3ycclgccdi Rs ReadySub -

Status [ Fild |
Classification Certified Dashboard
Organization Richmond School District

Date Friday, July 22, 2016

Amelia Berry

Weekat aGlance Hours This Week

onf2o sz Whez ez Fri62a Sater2

Substitute

'/ Itinerary
| 7:00am - 2:30 pm PDT Pacific Cascade Middle School
Full Day @
Filters
Release pretere

ste ste

8 Thursday, July 21,2016

Employee. Organization

al . AmeliaBerry

Postton

Job Position

a

8 Sunday, July 31,2016

Date Range: .
mployee

Substitute Calendar

Release

The Substitute Calendar offers a monthly view of your jobs RS e I P —

(green), any leave you’ve added to the system (purple) Joban Frdy,uly 22,2016
and/or the days of the week that you’ve said you can’t
work (red).

To access your Calendar, select the Calendar button to-
wards the top of the screen. You can navigate between
months, weeks, and days using the corresponding buttons.

To view a more detailed account of a particular job includ-
ing any available notes and attachments, click on the corre-
sponding job to access the Details page.  mr— T e —




Announcements

zation wide announcements. To access

these Announcements, simply click on the Browse Announcements
Announcements tab towards the top left - o

Filters “ults ©
portion of your screen. Date Range 10 7| Date-Newest

t Long-Term Substitute Job - September 1st - October 30th 2016
, . 8 June 27,2016, 11:44AM | &
creator's name, tltle, and phOtO, the date Steve Taylor  Cascade Middle School has a lang-term substitute job available this fall. The positionis for 7th grade with amath endarsement

Included in each announcement is the

B | En

of publication, the header, and the body Showing Lof 1 total announcements.
of the post.

Your Sites

The Sites page provides quick access to RS

ReadySub Dashboard ~ Calendar  Announcements
all relevant organizations and their sites. Account

Browse Sites Password

To access information about an organi-

Results sort

10 Name- Asc Iy Sites

zation or one of its sites, simply click the : 7| [sernir s :
corresponding name. To nar- —
[RJReadySub owsows cionsr aflocnns |

Cascade Ridge Elementary

425)837-7:
w5es  Logout

Apollo Elementary

Middle School

row the results, check any of

(425)837-5500 Visit

Chall (425)837-7550

the site type boxes located

r Elementary Elementary School

Clark Elementary Elementary School (425)837-6300

on the left side of the screen

ol District

Elementary School (4258377300

Richmond School District

Profile

Discovery Elementary Elementary School Richmond School District (425)837-4100

or type your search term into

Organization

Endeavour Elementary Elementary School Richmond School District (425)837-7350

Phone

the search bar.

Showing 10.0f 24 total sites.

Website vavvtestwebsitecascaderidge.com

Schedules Full Day: 7:30AM - 3:30 PM
Half Day AM: 7:30 AM - 11:15 AM

Half Day PM: 11:15 AM - 3:30 PM

Address 222NE Wide Bend Rd.

Cascade Ridge, Washington 98075

Your Organizations

Rs Readysuh Dashboard ~ Calendar ~ Announcements

The organizations tab is another way

Account
to access information pertaining to Browse Organizations Password
the various organizations that you et ot wy sites

My Organizations

Logout

work with. This page allows you to
“nk to the Organizatlon details page Richmond School District (888) 837-7000

as well as the actual website of the Showing Lof 1 ttalorganizaions.
organization.

‘Rs Readysub Dash Calendar  Announcements

Richmond School District

Profile

Phone (888) 837-7000
Website wwww.testwebsiterichmond.com

Address 565 NW 8th Street
Richmond, WA 98027



Edit Your Profile

To access your personal account information
hover over your name and select the Account
tab towards the top right corner of the screen.

Towards the middle of the page you'll see four
tabs labeled Profile, Notification Preferences,
Scheduled Leave and Daily Availability.

To edit your Profile information, click the Edit
Account button towards the bottom right por-
tion of the screen.

|Rs Readysuh Dashboard ~ Calendar  Announcements

Account

Password

My Account
My Sites
Notification Preferences Scheduled Leave (7) Daily Availability My Organizations

Logout

Ava Boyd

Substitute at Richmond School District

Personnel Id
Richmond School District

6772878

Job Classifications i Certified
Richmond Scheol District

Phone (888)288-3407

Email avaboydled@example.com

Time Zone Pacific Standart
Address 5274 country clubrd
Buffalo, Oregon 89837

The Notification Preferences tab is an important
tab when setting up your account properly. To
access this tab hover over your name and select
Account, then Notifications Preferences.

You can be notified via text and/or email when a
job is created, when you are requested, when
you’ve been assigned to a job as well as when
one of your jobs is released or cancelled by an
administrator or teacher. To update your notifi-
cations, select Edit Notifications.

Email Notifications

Update Your Notification Preferences

‘RS ReadySub Dashboard  Calendar  Announcements

Account

Password

My Account

My Sites
Notification Settings

Logout
Event X Email Alert 0 Text Message e

New Job Available v
I'mRequested for a Job
Job Updated
Job Assigned
Job Released v

Job Cancelled v

Edit Notification Preferences

AR N N VR N
<

_—

ReadySub notifies Substitutes via
email the moment a job is posted.
Notifications are also sent out if
you’ve been requested for a job,
assigned to a job and if one of
your existing jobs has been can-
celled or released by and adminis-

composE

Inbox (40)
Starred
Important
Sent Mail
Drafts (2)

Circles

Personal

trator. To access the job, open the (ReadySub

ReadySub Job Notification  New job available on 07/21/2016 - New Job. A«m\* on 07/21/2016 Summary Job Id job-w2iq8543mvko Date 07/21/2016 Organ Jul 20

ReadySub Job Notification  You are no longer scheduled to work on 07/07/2016 - Job Released The substitute John Johnson was released from job job-3b Jul 7

ReadySub Job Notification  You have a new job on 07/07/2016 - Job Assignment on Thursda

710772016 Summary Job Id job-3b3uBdnbOpmex Date 07/07/ Jul 7

ReadySub Job Notification  New job available on 0711412016 - New Job Available on 07/14/2016 Summary Job Id job-1xéehdtgxiwro Date 07/14/2016 Organi Jul 7
ReadySub Job Notifica. (2)  New job available on 08/25/2016 - New Job Available on 03/25/2016 Summary Job Id job-2sirpeuThoi87 Date 08/25/2016 Organiz Jun 10
ReadySub Job Notification  You're requested for a job on 03/08/2016 - Job Request for Tuesday, 03/08/2016 This job s reserved for you and other requestec Mar 3
ReadySub Job Notification  You have a new job on 03/03/2016 - Job Assignment on Thursday, 03/03/2016 Summary Job Id job-31Imjd0j1Inél Date 03/03/20° Feb 29

ub Job Notification joba e on 0211712016 - New Job Available on 02/17/2016 Summary Job Id job-168y85wogimhm Date 02/17/2016 Orgz Feb12

S N E—

email notification and click on the
Job ID link. If you’re logged into
ReadySub, you will be taken di-

Organization

rectly to the Job Details page. If

site(s)
Employee

you’re not logged in, you will be

Substitute

sent to the ReadySub login page.

Itinerary

7:00 AM - 2:30 PM PDT

After logging-in you will be taken
directly to the Job Details page.

job-w2ig8s43mie
077212016

Richmond School Disrit
Creekside Elementary

Dianne Crawford

on Thursday, July 21,2016

Employee Job Summary
] iobw2iaB54amko

Status

Q Clasifcaion
DisnneCravtord Organizay
o

Substitute

Itinerary

700am-230pm POT Creeide Elementary
FulDay

Creekside Elementary

20777 Southeast 16t Street
Richmona, Washington 98075




Text Notifications

As a substitute you can receive text message notifi-
cations when you’ve been requested for a job, as-
signed to a job, or if one of your existing jobs has
been released or cancelled by an administrator.
Depending on your employer’s settings, you may be
able to receive text messages for new available jobs
as a premium service.

To adjust your text message settings, go to your
Account page followed by the Notification Settings
tab. To access the job from a text message simply
click on the corresponding link and login.

Schedule Leave

You’ve been assigned
to Substitute for Ame-
lia Berry at Lance
School on Thursday,
10/3/2017: Details:

WWW.£00.gl/R0O1MVK

You’'ve been Request-
ed to Substitute for
Amelia Berry at Lance
School on Thursday,
10/3/2017: Details:

WwWWw.g00.gl/RO1MVK

Your Job on Thursday,
10/3/2017 has been
cancelled. Details:

www.g00.gl/RO1IMVK

Your Job on Thursday,
10/3/2017 has been
Released. Details:

www.g00.gl/RO1IMVK

The Scheduled Leave tab allows you to se-
lect periods of time when you are unavaila-
ble. The requested dates will be stored by
ReadySub so that you won’t receive any no-
tifications for jobs during those dates and
your administrators will know you are una-

ble to work.

To add your leave hover over your name and
select Account. Navigate to the Schedules
Leave Tab and select Edit Scheduled Leave.
Add the start date, end date and reason be-
fore submitting.

Rs ReadySub Dashboard  Calendar  Announcements

My Account

Profile  Notification Preferences

Scheduled Leave (7)

Daily Availability

Scheduled Leave
8 Unavailable From
Mon, 2/8/2016
Mon, 2/22/2016
Tue, 5/3/2016
Tue, 5/10/2016
Wed, 7/27/2016
Mon, 9/12/2016

Mon, 11/14/2016

& Unavailable To

Fri,2/12/2016

Fri,2/26/2016

Thu,5/5/2016

Fri,5/13/2016 Vacation
Fri,7/29/2016 Vacation
Tue, 9/13/2016 Wedding

Thu, 11/17/2016 Early Thanksgiving

Edit Scheduled Leave

Select Your Daily Availabil

In addition to adding your scheduled
leave, you can select days of the week
when you’re unavailable. This is a recur-
ring form of scheduling so by selecting
Monday for example, you will never be
notified of jobs on Mondays. Your adminis-
trators will also see that you are unable to
work on this day. To update your daily
availability, hover over your name and
select Account. Click the Daily availability
tab followed-up by Edit Availability.

ity

My Account

Profile Notification Preferences

Scheduled Leave (7)

‘Rs ReadySub Dashboard  Calendar  Announcements

Daily Availability

\\\\\\\\\\\\\

Daily Availability
Day of Week
Monday
Tuesday
Wednesday
Thursday

Friday

Saturday

Sunday

Edit Daily Availability



Change Your Password

To change your password, hover over Rs ReadySub

Account

your name and select Password. Input

your current password followed by

new password. Select Change to finalize

the newly created password.

Change Password
your My Sites

Passwords My Organizations

Current password
Logout

Enter your current password

New password Confirm new password

Enter a new password Enter your new p

Forgot Your Password

In the event that you forget your
password and need to generate a
new one, go to the log in page at
www.readysub.com/account/login
and select Forgot your password?

You will be redirected to the Forgot
Password page where you can input

your email address. Upon selecting

Send Reset Link, you will be emailed

a link to create a new password.

The link is valid for 24 hours and
connects you directly to the page
where you can input and confirm

your new password.

Log Out

[1RYReadySub

Email

Email

Forgot your password?

Email

Send reset link

Forgot your password?

Your password was reset

442 AM (8 hours ago)

Forgot your password?

New Password

Click trfllsecure password link (below) to enter a new password.
securdllassword link: hiips://demo.readysub.con/accountresetpassword!

New password

Confirm new password

Confirm new passw

©Glass Arc LLC 2015.

To log out of ReadySub from any page on

Account

the platform, hover over your name and Fassuord
select Log Out. You will be taken directly B My Sies

. Ava Boyd f
out of the system and back to the login / s RS

screen.

6772878

. Certifed

858)288-3407

tede




