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Assigning a Substitute
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Some employees will have the ability to assign a substitute to their absence when they create it.
If you have been given this permission, you will see a Create & Assign Sub button at the bottom
of the "Absence" tab.

Assign a Substitute During Absence Creation
At the end of the absence creation process, you will be given the option to assign a substitute
using the Create Absence & Assign Sub button. If you are not ready to assign a substitute just
yet, click Create Absence. You can always assign a sub to this absence later.

Important: It is your responsibility to communicate with the substitute you are assigning to
assure that they are willing to accept the assignment before you assign them. Absence
management will not notify the substitute automatically.

When you click the Create & Assign Sub button, a window will open which will allow you to
choose the substitute you want to assign. Search by the substitute's last name, browse the entire
list of available substitutes, or choose from your "Preferred Substitutes" list. 
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Once you've chosen the substitute you would like to assign to this absence, click the Assign to
Selected Sub button to complete the process.

Assign a Substitute to an Existing Absence
To view a list of your currently scheduled absences, click the Scheduled Absences tab on the
home page. In this list, you will see absences that have the green Assign Sub button. Click this
button for the absence you want to assign a substitute to.  
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Clicking the Assign Sub button will open the substitute selection window outlined above.

Was this article helpful?

Have more questions? Submit a request
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