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What is ReadySub?

ReadySub is a state of the art employee ab-
sence management and substitute placement
system. As an employee you can post absenc-
es, upload lesson plans and notes, assign and
request substitutes, receive email and optional
text notifications, select favorite substitutes,
track your absences and receive announce-

ments from administrators.

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
remember your username and password, make sure to
check the Remember Me box towards the bottom left corner

of the screen.

Announcements

As an employee, you have access to or-
ganization wide announcements. To
access them, simply click on the An-
nouncements tab towards the top left
portion of your screen.

Included in each announcement is the
creator’s name, title, and photo, the
date of publication, the header, and the
body of the post.

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

Manage Substitutes Online.

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

Try ReadySub Free Request a Demo
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%Y ReadySub —

Organization

Browse Announcements

Results Sort

Filters

Date Range 10 v| Date-Newest ~

B | Startdate Author Announcement

District Wide In-Service Day September 21,2016
B uly24 2016 341PM | &
The Richmond School District will be observing anin-service day on September 16, 2016. All schools in the district will be closed.

Michael Lucia

Teacher Training - October 1-2,2016
B July 24,2016, 337 PM | &

Michael Lucia  The Richmond School District will be administering a teacher training on October 1st and 2nd for 6thto Bth grade teachers, Please
submit your absence request early to we can be sure to locate substitutes for all positions.

Showing 2 of 2 total announcements.




Post an Absence

To post an absence, navigate to the Absences tab followed
by Post an Absence. Select the absence date, reason, and
the corresponding classification (qualification). You can
then choose to assign a substitute, request up to 5 substi-
tutes or leave the section blank in which case ReadySub
will notify all qualified and available substitutes.

To assign a substitute, click the Assign Substitute field and
choose any sub that meets your classification and schedul-
ing requirements. Once you’ve assigned a substitute, the
absence will be automatically filled however you will need
to check the Confirm Prearrangement so that ReadySub
knows you’ve already spoken to the substitute and they’ve
agreed to take the job.

To request one or more substitutes, click the Add button
next to Requested Substitutes and select your substitutes.
All requested substitutes will have a certain number of
hours or days (set by your administrator) from the time
the job is posted to accept the position. The standard is 72
hours or until 5:00PM the night before the job local time
(whichever is sooner), however your administrators can
change the 72 hour duration. If none of the requested
substitutes have accepted the job after the reservation
period, the job will be posted for all qualified substitutes
to view and accept.

In addition to the date, reason for the absence, and classi-
fication, you can designate the room number and add any
job notes and attachments. To complete the absence re-
quest, click Post and you will be sent to the absence sum-
mary page for review. If the absence requires administra-
tor approval you will be notified of its pending status and
when your admin approves/denies it.

Cancel an Absence

To cancel an absence, access the My Absences page and
click Cancel next to the absence you’d like to cancel. You
can designate a reason for cancelling the absence
(optional) so your administrators are fully informed.

You can cancel an open absence as well as one that has
already been filled. In the event that a substitute has al-
ready been assigned to the absence, they will be notified
that their job has been cancelled. If the absence is open,
only your administrators will be notified and the absence
will be removed from the list of available jobs.

Rs ReadySuh Announcements  Absences-  Organization

I
My Absences

Post an Absence

Summary

Absence Date

Absence Classification

| Select

Assign or Request Substitutes (optional)

Assign a Substitute @ (Select date and classification to enable)
1

o~
| Lonfirm prearrangement

Request Substitutes € (Select date and classification to enable)

Na requested substitutes selected

Cascade Ridge Elementary Itinerary

Schedule

© | Selectaschedule v| | select

Job Position (optional) Room (optional)

# | NotSpecified .| ®

Information /

Job Notes (optional)

I Substitute Administration I

Attachments (optiol
No attachments sele¥gd

[} 8YReadySub

My Absences There is noway toundoajob cancellation.

Reason

Cancel Tara Bell's Absence on 07/25/20162

NoLonger Sick
N Results

Filters

Job Status

Filled (1

Gpen
Cancelled (1
Substitute
Pending Administrator Approval (1 st Cascade Ridge Elementary
Notassigned 7:30am-3:30 pm POT
Date Range
Classification Certified

& | 0724
B 07242016 Position 5th Grade Teacher

& sunday July 31,2016 [N Startsin6days

Substitute Site. Cascade Ridge Elementary Details
7:30 am- 3:30 pm PDT
Classification Certified

#vaBoyd
Position




View your Absences

Organization

To view any of your absences, navigate to Rs Readysub cments  Absences-

the My Absences page at the top of your

Post an Absence

My Absences

Job Status

screen. Included in each listed absence is its
status, time, date and your organization,

site, and name. /

To narrow down your search by date, use

Results Sort

5 VJDEIE'ASC v
Filed (18
Open (3 ETuesday.Ju\yZ&.ZO

Cancelled (1

Startsin 1 day

Substitute Site

Cascade Ridge Elementary
Not assigned

7:30am - 3:30 pm PDT

Pending Administrator Approval (1

the filters to the left side of the screen. You

Date Range
Clasgffication Certified

07/24/2016

can also quickly differentiate between your 5th Grade Teacher

open absences, those that have been filled,

i@ Sunday, July 31,2014 Starts in 6 days

and any that have been cancelled by you or

Substitute

Cascade Ridze Elementary
7:30 am - 3:30 pm PDT

Details

your administrator.

pssification  Certified

AvaBoyd

To view absence details, upload notes and
attachments or to cancel an absence, click

Rs Readysuh Announcements  Absences~ Organization

Absence on Tuesday, July 26, 2016

the Details button next to the absence
you’d like to view. In addition to the time,
date, organization, and site, you'll see the \
absence history (when the job was posted),

Details Notes Attachments (1) Sub Preferences (3) History (5) I

any preferred and blocked substitutes, and Ermployee Job Summary
, 1d job-18taibuiddsji
any notes and attachments you’ve already @ o -
added to the post. LN Reasan liness
Tara Bell Classification Certified

Organization Richmond School District

Date Tuesday, July 26,2016

Substitute

Add Notes & Attachments to Your Absence
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There are two methods for uploading notes and

attachments to your absence request. The first is Absence on Tuesday, July 26, 2016

during the actual posting process (see the Post an

History (5)

Absence section).
Employee

job-18taiuiddsij

The second method for posting notes and attachments is =

b 4 AN lliness
via the Absence Details page which is accessible from el oo e
Date Tuesday, July 26,2016

your My Absences page. Towards the middle of the

Substitute

details page, you will see two tabs titled notes and

Not assigned

Itinerary
attachments. You can upload notes specifically for 30am-330pm T (meate g emertry

# 5thGrade Teacher

the substitute and administrators and attach docu-
ments for all parties to view.

RS R ‘w i RSTTTERE

Absence on Tuesday, July 26, 2016 Absence on Tuesday, July 26, 2016

Details  Notes(1)  Attachments(1)  SubPreferences(3)  History (6)
Details  Notes(l)  Attachments(1) = SubPreferences(3)  History (6)
Notes to Substitute

Please Arive 15 minutes early and don'tlet Jason and Jeffrey sit next to each other no matter how badly they'd like to. ) Everything else should be covered in the attached

lesson plan. Thariks again forpicking up this absence and good luck Attachments

File Uploaded By Upload Date

\ & LessonPlan June 26, 2016 png Tara Bell June 20,2016 @ 2:34 PM

r'd

Add Attachment




Edit Your Profile

To access your personal account information, |Rs ReadySuly _sroucenen

hover over your name and select the A
tab towards the top right corner of the

Towards the middle of the page you’ll see

three tabs labeled Profile, Notification
ences and Substitute Preferences.

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

tion of the screen.

preferences by hovering over your name and se-
lecting Account followed by the Notifications Prefer-

ences tab.

You can be notified via text and email when an ab-
sence is created, edited, or cancelled, when a substi-
tute is assigned to/accepts the job, and if they’ve
provided feedback on their classroom experience.

Depending on your administrator preferences, cer-
tain absence reasons (vacation for example) may
require an administrator approval. In these cases
you can be notified via text message and email when

an administrator approve/denies your

Email Notifications

ReadySub can notify employees via
email when absences are created,
edited, cancelled, accepted by a sub-
stitute, assigned to a substitute by
an administrator, approved or
denied by an administrator and if
a substitute has left any feedback
on their classroom experience.

To access the absence, open the
email notification and click on the Job
ID link. If you're logged into
ReadySub, you will be taken directly
to the Job Details page. If you’re not
logged in, you will be sent to the
ReadySub login page and upon log-
ging-in, you will be taken directly to
the Job Details page.

As an employee you can update your notification

Absences-  Organization Tara -
ccount Password
My Account
screen. Logout

- Notification Preferences Substitute Preferences (6)

Tara Bell

Employee at Cascade Ridge Elementary

Prefer-

2814378

Personnel Id
Richmond School District

Phone

Email tara.bell1e0@example.com

Time Zone Pacific Standard TimeY
Address 4295 saddle dr
Gresham, pennsylvania 44271

Announcements ~ Absences-  Organization

Password
Logout

Substitute Preferences (6)

Notification Settings

Event X Email Alert Q Text Message Alert

Absence Approved
Absence Denied
Absence Created

Absence Updated
Absence Assigned
Absence Released

Absence Cancelled

AR TR N N

Substitute Feedback Submitted

N

Edit Nof ion Preferences

request.

[ | °0

] More =\ o3

ReadySub Job Notifica. (3)  Job created for 05/02/2016 - Job Created for 05/02 ZDWEI\mmar, Job Id job-nSya19rmadpo Date 05/02/2016 Organization Wi

hi May 30
Inbox (604) ReadySub Job Notification  Job created for 05/17/2016 - Job Created for 05/17/2016 Summary Job Id job-3bkfaaf5qw0aq Date 05/17/2016 Organization Wh May 30
‘S‘a”“ ReadySub Job Notifica. (2)  Job created for 05/18/2016 - Job Created for 05/18/2016 Summary Job Id job-1safh087161x Date 05/18/2016 Organization Whit May 30
SME:?:;:\ ReadySub Job Notification  Job created for 05/09/2016 - Job Created for 05/09/2016 Summary Job Id job-mizg3yebulat Date 05/09/2016 Organization Whit May 30

Drafts (7)
» Circles

ReadySub Job Notification Job on 05/06/2016 cancelled - Job Cancelled Job job-10xkuldsbsbmw on Friday, 05/06/2016 has been cancelled. © Glass Arc L May 30

B ' ReadySub Job Notification Job created for 05/0672016 - Job Created for 05/06/2016 Summary Job Id job-10xkuldsbsbnw Date 05/06/2016 Organization Wh May 30
ersonal

Travel ReadySub Job Notification  Job created for 05/05/2016 - Job Created for 05/05/2016 Summary Job Id job-idjtgcacv68] Date 05/05/2016 Organization Whits F May 30

More~
e ReadySub Job Notifica. (3)  Job created for 05/0412016 - Job Created for 05/04/2016 Summary Job Id job-75cqykwptw Date 05/04/2016 Organization White May 30
Apr 18

BdySub Job Notification

Apr 18

Absence Createdor 05/02/2016

Details Attachments  SubPreferences  History (5)

Job Id Employee Job Summary

ob-nSya19rmqdpo

05/02/2016

Id Job-nSya19rmadpo

Status  Filed |

Reason

Date

Organization Richmond School District

Personal

Classification Certified

Site(s) Cascade Ridge Elementary Tara Bell

Richmend School District
Monday, May 2, 2016

Organization

Employee Tara Bell Date

Substitute

Substitute Cedric Shegog

Itinerary

Itinerary

7:30 am - 4:00 pm COT Cascade Ridge Elementary
Cedric Shegog Regular Room215
7:00 AM - 4:30 PM PDT  Cascade Ridge Elementary # ¢t Grade Teacher



Text Notifications

As an employee you can receive text message noti- Your job on Thursday Your Job on Thursday,
fications when absences are created, edited or can- 10/3/20.17 e 10/3/2017 LS| 2
by Substitute Ava proved! Details:
celled by an administrator, accepted by a substi- Boyd. Details:
. . - . .gl/RO1IMVK
tute, assigned to a substitute by an administrator, WWW.200.2l/ROIMVK trw.£00.61/R0

approved or denied by an administrator, or if a sub-
stitute releases a job prior to the start date or has

left any feedback on their classroom experience.
Your Job on Thursday,
10/3/2017 has been

updated. Details:

Your Job on Thursday,
10/3/2017 was re-
leased by Substitute
Ava Boyd. Details:

To adjust your text message settings, go to your

Account page followed by the Notification Settings
WWW.£00.8|/ROIMVK

tab. To access the absence from a text message,
WWW.g00.gl/ROIMVK

simply click on the corresponding link and login.

Set Favorite & Blocked Substitutes

Rs ReadySub Announcements  Absences-  Organization

ReadySub offers employees the ability to estab-

Password

lish up to 5 favorite substitutes and block as

many substitutes as they like. Edit Substitutes Preferences

Logout

Substitute Prefereg

Favorite Substitutes automatically populate

into each of your absence posts as Requested “imz”'”ﬁh“:“j
Substitutes and Requested Substitutes are the

¥ George Bailey

# John Johnson

first to be notified of your absences.

Requested Substitutes can access and accept

% Leonard Barnes
% Camila Barrett

your absences/jobs before the rest of the avail-

% Genesis Bell

able and qualified substitutes in your organiza-

Select a blocked substitute

tion are notified.

Blocked Substitutes are unable to view any of
your absences or receive notifications. Should
an administrator attempt to assign a blocked
substitute to one of your absences, ReadySub
will notify them that they’ve been blocked.

AvaBoyd
Roberta Brewer

Showing 10 of 53 total substitutes. ‘Showing 10 of 53 total substitutes.

Your Organization

The Organizations tab is a way to

Rs Readysub Announcements Absences-

Richmond School District

access your administrator’s con-
tact information including phone
number, address, and the website

of your organization.
Profile

Phone (425) 837-7000

wwww.testwebsiterichmond.com

‘Website

Address 565 NW 8th Street

Richmond, WA 98027



Change Your Password
To change your password, hover over Rs ReadySub _tmomeoens  toece._ o -

Account

your name and select Password. Submit
Change Password Logout

your current password followed by your
new password. Select Change to finalize Passwords
the newly created password. Current password

New password

Forgot Your Password

In the event that you forget your

[1RYReadySub

Email

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

and select Forgot your password?

Login

[¥] ReMagber me Forgot your password?

Your password was reset

Email

Send reset link

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

in your email address. Upon se-
lecting Send Reset Link, you will be
emailed a link to create a new

442 AM (8 hours ago)

assword.
P Forgot your password?

The link is valid for 24 hours and
connects you directly to the page

New Password

Ciick trillsecure password link (below) to enter a
securdllassword link: hiips.//demo readysub.c

©Glass Arc LLC 2015.

New password

where you can type and confirm

Confirm new password

your new password.

Log Out

To log out of ReadySub from any page on RS

the platform, hover over your name and My Account

select Log Out. You will be taken directly

out of the system and back to the
ReadySub login screen.




