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What is ReadySub?

ReadySub is a state of the art employee ab- 18007856650
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.

U

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.

Once your account is activated, you will receive a Welcome
email with a temporary password. Upon first log in, you can

[i8YReadySub

Email

update your password.

To log in to ReadySub, enter www.readysub.com into your
browser and navigate to the top right corner of the screen to
select Log In. You will be redirected to the ReadySub login
page where you can enter your email address and password.

Forgot your password?

If you would like ReadySub to keep you logged in, make sure

the Remember Me box towards the bottom left corner of

the screen is checked (it will be checked by default).

Dashboard

The substitute Dashboard offers direct ac-

cess to your existing jobs via the Week at a

Readysub Dashboard  Calendar  Announcements Sara ~

Dashboard
Glance as well as your scheduled hours for I
the week. Further down the page you can \ < Weekoof April 26,2015 3 Week Hours
see a list of all open jobs including those s e | vem | oz | mw |
un ue 51 Thu 5/2 Fri5/3 Sat5/4
16.0

for which you have been requested by an

9:00am -5:00pm i 8:00am - 12:00pm

employee or administrator.

Included on each open job are the time, \
date, location, absent employee (when

Available Jobs (102) My Jobs (4)

applicable), and the ability to view job de-

\ Started 4 hours 30 minu

Filters & Tue,4/30 .
. ) Preference =1
tails and accept the job. vt Employee Organization FunlandD I [ ]
I declined f CurrentSite  Happy Village Elm e r
You can also see your existing jobs via the DateRange Tony Neal " e i
B 04/30/2019 Position pecire

My Jobs tab towards the middle of the

&2 Tue, 4/ Started 4 hours 30 minutes ago
page and narrow your search by date and LA

Employee Organization Funland SD

preference via the filters to the left part of
the screen.

Louise Smith

Current Site  Thunder High
7:30am - 3:30pm POT

Position

.
Details

Decline




Accept a Job

ReadySub offers several methods for ac- = Mol Q s
cepting jobs including email, text, call and/or b oo o- ¢ e 0 B g
right from your ReadySub Dashboard. = p s M
* Sened [ | RezcySun Joo Notf, Job i3/ TigadHgr sitte Classiécation o
. . . ) Snoozed FeadySub Job Notif. 2 | 115 2019 - Friday, Ju.
To accept a job via email, open the emailand | > = st .EEReadYS“h | —
B oefs . +
click the Job ID link. If you are already logged v ::S‘N““‘"’:' | New Job Available on 5/9/19 o
. . . bhad
in to ReadySub, you will be taken directly to s T | a—
the Job Details page where you can review
and accept the job. o e
Organization Funland SD
Site{s) Tigard High School
If you are not logged in to ReadySub, you will Employes Vi Frasier
be taken to the login screen where you can substiuts
Classification Teacher
login to view and accept the job. If you postionts)  Hot Spectted
attempt to access a job that has already been Option 1 inerary
accepted by another substitute, you will be oD e |
8:00 AM - 4:00 PM PDT 121 Boardwalk Dr.
taken to a “Job No Longer Available” page R ERETITES
. . . . REEI’(TO mnsEsc\ﬁed
with a link to your Dashboard to view the list
. . Instructions
of available jobs.
Sample notes to the substitute.
K Readysub Dashboard  Calendar  Announcements o
Job on Thursday, May 9, 2019 RS T T —
Details | Notes(l)  Attachments  Substitute Feedback Job No Longer Available
Employee Job Summary Where did it go? \
Id Iob-31c9sbvoosxFh This job has either been cancelled, or has b ted by another substitute. I you were directed to this page via an email or text notification, another substitute that got
‘s notified for thi - ccepted it first.
%} Zatu; " ﬁ Please visit yo} d to fheck for any available jobs.
K assification [eacher
Miriam Frazier Organization Funland SD

\ Total Hours [\, 80

\ Substitute
Not assizned

N

Accept Itinerary
1day e 1remaining

Decline

Q Tigard High School
© 8:00am - 4:00pm PDT

FullDay * 8.0Hours

Option 2

To accept a job via phone call, simply answer the
call and press 1 to accept or 2 to decline.

To accept a job from your Dashboard, scroll down
to view the list of available jobs and click accept or
decline. You can also click the Details link and ac-
cept the job from the Details page.

Once the job is accepted, it will be added to your
ReadySub Calendar and Week at a Glance. The em-
ployee requesting the absence will be notified as
well as any relevant administrators in accordance
with their notification preferences.

Dashboard ~ Calendar  Announcements Sara ~
s ReadySub

Dashboard

Accept Miriam Frazier's job on Thursday, 5/97 \
eek Hours

Cgocel
Sun5/5 s

0.0

Available Jobs (64) | My Jobs (4]

Filters = Starts in about & week
Iz 1day + 1 remaining
Preference
[ I'm requested (0) Employee Organizati Funland SD
[ I declined § on
Q Details
Date Range Site Tigard High School
Miriam Frazier 8:00am - 4:00pm POT
&  05/09/2019 Decline
Position
B | roddate

4




Release a Job

In the event that you are no longer able to work Option 1 ReadySub owuesrs caersor arveurcencns sor -

one of your scheduled jobs, you can release the Dashboard

job so long as your administrator has turned on the abil-

Release yourself from Miriam Frazier's job on 5/9?

ity to do so.

You will no longer be scheduled towork the job, and the job will be returned to the pool of

Suns/s m openjobs.

Reason

There are two options for releasing yourself from a job.
Option 1 is to click the My Jobs tab from the Substitute
Dashboard followed by the Release button. Option 2 is

to click Release from the job details page which can be frolibie ora 09 | Miete®
. Filters = Thu, Startsinabout a week
accessed via the Week at a Glance, Calendar, or My F— = s :

& 04/30/2019 Employee Organizati Funland SD
Jobs tab. [ ¢ -

& Release
& roddate Site Tigard High School

Miriam Frazier 8:002m - 4:00pm PDT

Position

Once released, ReadySub will notify the absent employ-
ReadySub Dashboard  Calendar  Announcements Sara -

ee and any relevant administrators in accordance with

their notification preferences and automatically post < May2019 >
the job to the pool of available/qualified substitutes. Dommmmy | Diurmmmy | Doty | Distcsamr | Ditams | Domtr | ©oemaim

4
‘Arctc Alegiance H.. [ NotAvaiabie ]
-00am- 1:00pm

Option 2

Readysuh Dashboard ~ Calendar ~ Announcements

14 15 16 17, 18

Job on Thursday, May 9, 2019 Y Y A ——

Details ~ Notes(l)  Attachments  Substitute Feedback

Dashboard
Employee Job Summary
1d job-31c9sbucoBish = e
! Week Hours
I'§ Status  Fied |
£
2N - 50
Miriam Frazier Organization Funland SD N
Total Hours 80
Substitute
Itinerary P
1day * 1remaining
S Avallable Jobs (103) | My Jobs (3)
s dsmes Q Tigard High School
i - Startsin about aweek
Release © 8:C0am - 4:00pm PDT Filters & Thu,5/9 ECIr T
FullDay  80Hours Date Range
& | 04302019 Employee Organization Funland SD
o Site igard High School Release
& e . 8:00am - 4:00pm PDT
Wiriam Frazier
Position

Announcements

As a substitute you have access to an-

Calendar §  Announcements

Substitutes: Check in with Main office

Rs ReadySub Dashboard

nouncements that have been posted by
your administration. To view these An- Browse Announcements

nouncements, click the Announcements tab

Hello and thank you for coming to our school on such short notice, We would like you to check in with our main office attendant upon

’ Results that you have chy atthe correct Thank you again for your 1
Filters time here with us.

towards the top left portion of your screen. Date Range

E ota
Included in each announcement is the crea- .

, le the d f bubl d & cdoote | Tiedls Ao g Substitutes: Check inwith Main office N
tor’s name, title, the date of publication an o
’ " Tue,4/16  Addison Notice: - Construction on Campus - Students found in caution zones will be placed in

the header. To view the body of an an- 10%pmPOT  Fuller detention! Read
nouncement, click the Read button next to |I_“E-_4’1§T paden New Policy: No Open Toe Footwear in gym cass Read

the corresponding announcement.

Showing 3 of 3 total announcements.




Calendar
iEReadySub Dashboard  Calendar  Announcements .

The substitute Calendar offers a monthly view of your jobs
< May 2019 »

i
(green), any leave you have entered (purple) and the days | jwonhursdoyvay 2,201

THURSDAY FRIDAY SATURDAY

 set Availabilit  set Avallability.

© set Availability

of the week that you have limited or no availability (yellow/ -

red), all of which can be edited from this page.

To access your Calendar, click the Calendar button at the
top of the screen. You can navigate between months using

the corresponding arrows.

To view a more detailed account of a particular job includ-
ing any available notes and attachments, click the corre-

30 31

sponding job to access the Details page.

Set Leave on Individual Dates

Readysuh Dashboard ~ Calendar  Announcements Sara -

The Set Leave function allows you to select specific
. < April 2019 »
dates when you are unavailable. The leave dates

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

will be stored in ReadySub and you will not receive S Setnataity |3 Sat oty TRy Osetwabit | Gt | Oseasibin | O set ity
notifications of jobs on those dates. Your admin- R ’ ) ) ’
istration will also see that you are unable to work. b 1

7 s [ oOnieae ] IBY 1 12 13
To add leave, hover over the date and select Set
Leave. Once selected, you will see a purple rectan- e 1 " . 1 10 20
gle denoting that you are On Leave for that date. S
To remove leave, hover over the selected date and - ” m..*"‘ = 25 * 7
click Remove Leave. The leave will be removed and
you will be able to work on that date. |

Edit your Daily Availability

Dashboard ~ Calendar ~ Announcements Sara~
ReadySub

The Daily Availability function allows you to set
recurring availability for any day of the week.

< May 2019 »

To update your daily availability, navigate to SUNDAY MONDAY TUESDAY WEDNESDAY HURSDAY FRIDAY SATURDAY
the Calendar and click Set Availa b|||ty jUSt be- £ Set Avallability £ Set Availability £ Set Availability 3 Set AvRability 3 Set Availability £ Set Avallability
low the day of the week. 1 2 3 4
Avctic Alegiance H.. [ NotAwiable |
9-00am- 1:00pm

Update your availability to Full, Partial, or No

Set your repeating availability for every Tuesday

Availability. If partial, specify the start/end

5 3 7 You will not be notified of jobs and you will not be able to accept jobs that occur while you are

time that you are able to work on that day of ot valltle.

Availability

Set your repeating availability for every Friday

the week. o . i Rl vty
Once saved ReadySub will only notify you dur- L e -r

ing the days/times when you are available and o o "

your administrators will see when you are e B
available/unavailable to work.



Your Profile

Readysub Dashboard Calendar Announcements

To access your ReadySub profile,

hover over your name and select My Account —
the Account tab towards the top \ -
right corner of the screen. profie Notificstion references  Avilabilty My Organizations
b Log Out
Towards the middle of the page you
) ) Sara Barnes
will see four tabs labeled Profile, Substitute at: Funland SO
Organization, Notification Prefer- Phone
ences, and Availability. Emal tesjayrsszamailcom
Time Zone Pacific Standard Time
Access the Profile tab to VIEW/ Address 6787 railroad st
update your profile information. R \

Notification Preferences

To access your notification preferences, hover over your

Rs Readvsuh Dashboard ~ Calendar  Announcements Sara ~

name and select Account followed by the Notifications My Accou

Password

Preferences tab. You can be notified via email, text mes- S

Availability My Sites

Notification Preferences

My Organizations

sage, and phone when you are requested or when a job Notification Seffings
. . Event % Email Alert O Text Message Alert & Call Alert Log Out
is posted to the pool of substitutes. e -
I'm Requested for a Job v
You can also be notified via email and text message e
when you’ve been assigned to a job, and when one of JobReteased v \
Job Cancelled ~

your jobs is released, cancelled or edited. To update

your notification preferences, select Edit Notification

Calling Quiet Hours

Preferences and update the corresponding boxes.

Quiet Hours Enabled

You can also set Quiet hours for ReadySub’s calling fea- Cpdet Hours End e \
ture to limit the hours of the day that you are called.

Email Notifications

As a substitute you can receive email notifica- = M Gmi Q& .

tions for new available jobs and if you’ve been e Zc ' .

requested for a job. You can also be notified via N T ——

email when you are assigned to a job, or if one E + I S B

of your existing jobs has been released, edited, e e

or cancelled. (ReadySub_oewr coer e 91 et Wb b 7201 B
Job on Thursday, May 9, 2019 1l15,2019 - Wednesday, Aprl 24, 2019- e ey Apl 24,20

1152010 - Friday, Apil 19,2019 - New Jol 3, April 15, 2010 - Friday, April 19, 2019 Summary Job Id ob-mefuinjink3a
r

To access a request via email, open the email WdySub
notification and click on the Job ID link. If 0 < » I, S
you’re logged into ReadySub, you will be taken :

Summary

you will be sent to the ReadySub login page. o e '

Substitute

to the Job Details page. If you’re not logged in,

Organization  Fuililitd SO

© 800am- 400pm POT

A
RYReadySub ouews  conior  amouncemen " Sara - Sitels) Tl High School

From the details page you can accept the
job (if available). If the job is no longer

Employee fffam Frazier

Substitute

Where diditgo? Classificapl Teacher

sition(s) Not Specified

available you will see a Job No Longer Avail-

. . Iti
able” page with a link to your Dashboard. nerary
5/9/2019 Tigard High School
7 Faon o e g 1otz

ReportTo (unspecified)



Text & Call Notifications

As a substitute you can receive text notifications You've been assigned Your Job on Thursday,
and/or calls for new available jobs and if you’ve been t.o Slbieosinss 10/3/2019 has peen
' ' - lia Berry at Lance cancelled. Details:
requested for a job. You can also receive text notifi- School on Thursday,
. . . . . He- . .gl/RO1IMVK
cations when you are assigned to a job, or if one of 10/3/2019: Details: www.£00.£l/RO
your existing jobs has been released, edited or can- WWW.g00.8|/ROIMVK

celled.

To accept the job from a text message, click the cor- | You've been Request-
responding link followed by the “Accept” button. If
you are not logged in, you will also need to loginon | school on Thursday,
that device. To accept the job from a call simply 10/3/2019: Details:

press 1 to accept or 2 to decline.

Sites

The Sites page provides quick access to all
of the sites in your network.

To access information about one of your
sites, simply click the corresponding site
name. The Site Details page allows you to
link to the site profile and website.

To search for a specific site, type the
name of the site in the search bar.

Organizations

Your Job on Thursday,
10/3/2019 has been
Released. Details:

ed to Substitute for
Amelia Berry at Lance

www.g00.gl/RO1IMVK

WwWWw.g00.gl/RO1MVK

Rea d yS u b Dashboard ~ Calendar  Announcements George ~
Account

ReadySub Dashboard ~ Calendar  Announcements
\ Password
Bourbonnais Elementary
Results Sort. My Sites
Name - Asc Profile ! My Organizations
O ut
Phone g
Bernie Elementary Website — (425) 837-4100 Visit
Blue Ridge Elementar Schedules il Day:7:45 AM - 3115 PM (425) 837-6903 Visit
lf Day AM: 7:45 AM - 11:30 AM

Half Day PM: 11:30 AM - 3:15 PM
Bourbonnais Elementary Early Rlease Wednesday: 7:45 AM - 145 PM (425)837-5522 Visit

Custom Schedule: 12:00 PM - 12:05 PM
Edison Park Elementary Address 2020 Seapponse e (425) 837-5200 Visit

Richmond, Washington 98075
Elk Grove Elementary rupne Scnoor rIcnmona senoors (425) 837-5000 Visit
Elmwood Park Middle School Public School Richmond Schools (425)837-5100 Visit
Garrison Middle School Public School Richmond Schools (425) 837-7500 Visit
Green Middle School Public School Richmond Schools (425) 837-5900 Visit
Jefferson Park Public School Richmond Schools (425)837-7925 Visit

The organizations tab provides ac-
cess the organization or organiza-
tions at which you work. The Organi-
zation Details page allows you to link
to the organization profile and web-
site.

Ei Readysub Dashboard ~ Calendar  Announcements

Richmond Schools F

Rs Readysub Dashboard ~ Calendar ~ Announcements George ~

Account

Browse Organizations \ Password

My Sites

Results Sort

0 My Crganizations

Organization Log Out

Richmond Schools

Showing 1 of 1 total organizations.

State / Region

(509) 234-2343

Profile

Phone
Website

Address

(509) 234-2343
www.richmondschools.org

2323 E. Farwell Rd.
Richmond, WA 99021



Change Password

Rs Readysub Dashboard ~ Calendar ~ Announcements

To change your password, hover over
your name and select Password. Enter
your current password followed by a
new password. Select Change to finalize
the newly created password.

Forgot Password

Change Password

Account

My Sites

Passwords My Organizations

Current password Log Out

Enter your current passwo

New password Confirm new password

Enter a new password Enter your new p

In the event that you forget your pass-
word and need to generate a new
one, go to the Log In page and select
Forgot your password?

You will be redirected to the Forgot
Password page where you can enter
your email address. Upon selecting
Send Reset Link, you will be emailed a

link to create a new password.

The link is valid for 72 hours and

connects you directly to the page Forgot your password?

where you can enter and confirm
New password

your new password.

Confirm new password

Log Out

Forgot your password?

[iRYReadySub

Email

Emal

Forgot your password?

Your password was reset

442 AM (8 hours ago)

Click the secure passu

secure password linkintips /idemo.re

dysub com/accountresetp

©Glass Arc LLC 2015.

WReady8ub Dastbosrd  Calendar  Announcements

To log out of ReadySub, hover over your p—

name and select Log Out. You will be taken

1 Account

Password

Sn¥12 Meny1s Tueyaa

out of ReadySub and back to the login
page.

Acsable Jo (106)

Filters
Preferenc

8 Thursday, March 16,2017

ursday, March 16,2017

Week ata Glance I
My Sites
Weaais  Tiis

Fria suwis

My Organizations

Empioyee.

Enpioyee

LilieHal



https://app.readysub.com/account/login

