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All Employee Instructions 
 


Updating Notifications in ReadySub 
All employees/substitutes will want to update their notification settings. The system defaults to 


notifying employees on all potential events via email. Employees have the option to allow text message 


notifications, but these must be activated by the employee. 


Step Action 


1. Navigate to your name and click Account. 
 


 
 


2. Click Notification Settings > Edit Notification Settings. 
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3. Check the boxes for the notifications you wish to receive, then click Save. 
 


 
 


 


How to Add Attachments to my Profile 
Instructions on how to add attachments to your profile. Adding attachments allows you to save 


documents directly to your employee account, where they can be quickly accessed by administrators. 


Up to 10 attachments can be uploaded to your profile. Individual attachments can also optionally be 


synced to jobs, so they automatically appear on all of your absences where they can be viewed by 


substitutes as well. 


Step Action 


1. Hover over your name and click Account, then navigate to Attachments> Add 
Attachments. 
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2. Click Select File to locate and upload the file from your computer. The File Name will 
automatically populate after upload. Click Save. 
 


 
 


3. The attachment is now saved on your profile and can be accessed by administrators. 
 


 
 


 


4. To sync the attachment to all absences where it can be viewed by substitutes, click the 
three dots then Edit. 
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5. Click Sync to Jobs then Save. 
 


 
 
Note: If Sync to Jobs is enabled, the attachment will be included on absences and can be 
accessed by substitutes. Do not enable Sync to Jobs for any attachmnets that should not be 
viewed by substitutes. 


 


How to Post an Absence and Request Substitutes 
Instructions on how to post an absence and request up to 5 substitutes. 


Step Action 


1. Navigate to Absences> Post an Absence. 
 


 
 
 
 







  ReadySub Instructions for Sequim School District Employees 


7 
 


2. Select Single Day or Multi-Day, then enter the Date(s), Start/End time, Job Reason, and 
Job Position. Click Next. 
 


 
 


3. Click Request Substitutes, then choose up to a total of 5 substitutes from your pre-defined 
favorites list and/or the option to Select a Requested Substitute. Click Next. 
 


 
 
Note: Favorite Substitutes count toward the overall total of 5. You can remove Additional 
Requested Substitutes by clicking X.  
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4. Add any notes/attachments then click Next. 
 


 
5. Verify your job details and click Post Job. 
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How to View Your Account or Post an Absence from a Mobile Device 
Instructions on how you can post absences and view your account options on a mobile device. 


Step Action 


1. From your mobile device click on the menu button at the top right. Select Absences> Post 
an Absence. 
 


 
 
 


2. Enter Job Date, Schedule, Job Reason, and Job Position. The Room and Report To fields 
are optional. Click Next. 
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3. Choose the Substitute Configuration and click Next. 
 


 
 


4. Add notes or attachments as needed and click Next. 
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5. Confirm job details and click Post Job. 
 


 
 


 


How to Post an Absence and Assign a Specific Substitute 
Instructions for posting an absence and assigning a substitute that has already agreed to work for 


absence date(s) being entered. Employees must ensure they are reaching out and confirming with 


substitutes prior to assigning to a specific substitute. 


Step Action 


1. Navigate to Absences> Post an Absence.  
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2. Select Single Day or Multi-Day, then enter the Date(s), Start/End time, Job Reason, and 
Job Position. Click Next. 
 


 
 


3. Select Assign to Substitute, enter the substitute’s name in the Substitute box and click 
Next. 
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4. Enter Absence Notes and upload Attachments as needed, then click Next. 
 


 
 


5. Click Post Job. 
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How to Post a No Substitute Required Absence 
Instructions on how to post an absence when your position does not require a substitute. 


Step Action 


1. Navigate to Absences> Post an Absence. Select Single Day or Multi Day, then enter the 
Date(s), Schedule, Job Reason, and Job Position. Click Next. 
 


 
 


2. Click No Substitute Required then click Next. 
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3. Enter Absence Notes and upload Attachments as needed, then click Next. 
 


 
 


4. Click Post Job. 
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How to Post a Multi-Day Absence 
Instructions on how to post a multi-day absence. 


Step Action 


1. Navigate to Absences> Post an Absence. 
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2. Select Multi Day, then click directly on the displayed calendar to add Dates to the absence. 
Choose the Schedule, Job Reason and Job Position. Click Next. 
 


 
Note: To add dates with a different schedule, job reason, or position to the same absence you 
can add an Itinerary. See the section on multi-day absences with different schedules at the 
end of this article for more information. 


3. Choose the Substitute Configuration then click Next. 
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4. Add any notes/attachments for substitutes or administration then click Next. 
 


 
 


5. Review and click Post Job. 
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How to Post Absences with Separate Absence and Substitute Times 
Instructions on how to post an absence when the substitute will not be required to work the same shift 


as the employee inputting the absence. For example, there may be a special duty you have prior to 


starting that a substitute is not able to complete. In this instance, they would have a different substitute 


schedule. 


Step Action 


1. Navigate to Absences> Post an Absence. 
 


 
 
 
 


2. Select Single Day or Multi Day, then enter Date(s), Start/End Time, Job Reason, and Job 
Position.  
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3. Check the Separate Substitute Schedule box, then adjust the employee absence times and 
substitute job times. Click Next. 
 


 
 


4. Choose the Substitute Configuration then click Next. 
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5. Add any notes/attachments for substitutes or administration then click Next. 
 


 
 


6. Review and click Post Job. 
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7. Once the job has posted you can switch between the absence hours and the substitute 
hours by clicking Switch. 
 


 
 


 


How to Post a Single Day Absence with Two School Sites 
Instructions on creating an absence with multiple sites/locations. This will only be possible if your 


position is assigned to work at more than one site. If you are trying to post an absence to more than one 


location but don’t see an option for the second site, please contact the Human Resources Substitute 


Coordinator. 


Step Action 


1. Navigate to Absences> Post an Absence. 
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2. Select Single Day or Multi Day, then enter the Date(s), Start/End Time, Job Reason, and 
job Position for both sites. Click Next. Use Remove to delete a site if necessary. 
 


 
 


3. Choose the Substitute Configuration then click Next. 
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4. Add any notes/attachments for substitutes or administration then click Next. 
 


 
 


5. Review and click Post Job. 
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How to View a List of all Substitutes Available for an Absence 
Instructions on how to find out which substitutes are available for an absence. 


Step Action 


1. Navigate to Absences> Post an Absence.  
 


 
 


2. Select Single Day or Multi Day and enter the Job Date, Schedule, Job Reason, and Job 
Position. Click Next. 
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3. Click Request Substitutes> Select a Requested Substitutes to view a list of all available 
substitutes. If you have five favorite substitutes, deselect one to access the Select a 
Substitute field. 
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How to Add Notes to an Existing Absence 
Instructions to leave notes for your substitute or your administrator when you will be out. 


Step Action 


1. Navigate to Absences> My Absences. 
 


 
2. Find the desired absence and click Details. 


 


 
3. Select the Notes tab and click Add Notes. Notes can be added for both the substitute and/or 


administration. 
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How to Edit my Favorite and Blocked Substitutes 
Instructions on how to add favorite and blocked substitutes. 


Step Action 


1. Hover over your name and select Account, then click Substitute Preferences. 
 


 
 


2. Click Edit Substitute Preferences. 
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3. Enter Favorite Substitutes and/or Blocked Substitutes and click Save. 
 


 
 


 


How to Cancel an Absence 
Instructions on how to cancel an absence. If your absence already has a substitute assigned, please 


make sure you notify the substitute of the job cancellation as well. 


Step Action 


1. Navigate to Absences> My Absences. 
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2. Navigate to Cancel. 
 


 
 


3. Enter a Reason and select Cancel to confirm. 
 


 
 
Note: Absence cancellation may not always be available. Please contact Human Resources if 
you are unable to cancel. 
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How to View Past Absences 
Instructions on how to view your past absences. 


Step Action 


1. Navigate to Absences> My Absences. 
 


 
 


2. Use the filters and edit the date range. For a more granular look at a specific absence select 
Details. 
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ReadySub Site Admin Instructions 


How to Verify an Absence 
Instructions for verifying an absence. Absences need to be verified once the employee and/or substitute 


have signed so that Payroll is able to batch these out 


Step Action 


1. Navigate to Jobs>Verify Jobs. 
 
 


 
 
 
 
 
 
 
 
 


2. Check the box next to each absence that you would like to verify. You can also click the 
uppermost check box to select all absences. 
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Note: You will only see absences that require verification from the verify jobs page. In order to 
require verification, an absence must be Unverified and in the past or within 2 hours of the 
start time of the absence. 
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How to Approve an Absence 
 


Step Action 


1. Navigate to Dashboard. 
 


 
 


2. Select Jobs Pending Approval. 


3. Click Actions button within the job listing. 


4. Select Approve. 
 
Note: This is also where you would deny an absence if needed. 
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Printing Daily Substitute/Employee Absence Timesheet 
Instructions for printing the daily sub sign in sheet.  


Note: Employees who do not require a substitute are no longer required to sign the daily sign in sheet. 


Please see Completing Monthly Absence Summary Timesheets for instructions on what needs to be 


printed and signed to submit to Payroll for these employees. 


Step Action 


1. Navigate to Jobs> Sign-In Sheet. 
 


 
 


2. Adjust Settings to Substitute and Employee, then click Print. 
 


 
 
Note: There will not be a line for the Administrator’s approval signature. They just need to 
sign on the bottom of the page. 
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Printing Monthly Absence Summary Timesheets 
Instructions on printing the monthly absence summary timesheet for employees whose positions does 


not require a substitute. 


Step Action 


1. Navigate to Reports> Employee Absences. 
 


 
 


2. Filter the dates, search for the employee, and click Time Sheet. 
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3. Click Print. 
 


 
 


 


How to Edit the Start/End Times and Unpaid Break on a Job 
Instructions for editing the times on a job. 


Step Action 


1. Navigate to the job Details page of the job you need to edit and click Edit Segment. 
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2. Edit the Start and End times using the drop down. Edit the Unpaid break durations with the 
arrows or by entering a number. Click Save. 
 


 
 


How to Post a Single-Day Job to the Substitute Pool 
Instructions for posting a single day job for an employee. 


Step Action 


1. Navigate to Jobs> Post Job. 
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2. Select the Employee and Job Classification, then click Next. 
 


 
 


3. Enter Job Date, Schedule, Job Reason and Job Position. The Room and Report To fields are 
optional. Click Next 
 


 
 


4. Choose the Substitute Configuration and click Next. 
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5. Enter optional Notes and Attachments and click Next. 
 


 
 


6. Review and click Post Job. 
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How to Post a No Substitute Required Absence 
Instructions on posting an absence for employees whose positions do not require substitutes. 


Step Action 


1. Navigate to Jobs> Post Job. 
 


 
 


2. Select the Employee and Job Classification, then click Next. 
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3. Enter Job Date, Schedule, Job Reason and Job Position. The Room and Report To fields are 
optional. Click Next 
 


 
 


4. Select No Substitute Required and click Next. 
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5. Enter optional Notes and Attachments and click Next. 
 


 
 


6. Review and click Post Job. 
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How to Assign Two Substitutes to a Single Day Job 
Instructions on how to create a single day absence, with one absence reason and two substitutes. 


Step Action 


1. Follow instructions for How to Post a Single Day Job to the Substitute Pool. 


2. Navigate to the Job Details page of the job you just created. 
 


 
 


3. Click Edit Segment, then edit the Schedule and Start/End time of the job to match one of 
the two jobs you are trying to create. In this case, the job is being changes to the AM job 
(7:30-11:30). Click Save. 
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4. Click Add Segments. 
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5. Enter the Site and select the Date of the afternoon job segment and click Next. 
 


 
 


6. Enter the Schedule, Start and End times, Job Reason, and Job Position then click Add 
Segment. 
 


 
 







  ReadySub Instructions for Sequim School District Employees 


47 
 


7. Click Split to split the two job segments into two jobs. 
 
Note: Itinerant Schedule means the job has multiple job segments on the same day. You 
can view the job segments by using the corresponding arrow. The date within the calendar 
will also turn orange. 
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8. Use the checkbox to select the job segment to split and click Split Segment button. In this 
example, the afternoon job segment. 
 


 
 


9. The afternoon job segment has been successfully split. View it by clicking the Child Job ID 
link. 
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10. From the child job details page, return to the original job by clicking the Parent Job ID link. 
Both jobs can now be managed separately. 
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How to Release a Substitute from a Single Day of a Multi-Day Job 
Instructions on how to release a substitute from one day of a multiple day job. 


Step Action 


1. Navigate to Jobs> Browse Jobs and click Actions> Release Job. 
 


 
 


2. Use the check boxes and click Release. 
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How to Change a Job to No Substitute Required 
Instructions for changing a job that is posted to the sub pool as no substitute required. 


Step Action 


1. Navigate to Jobs> Browse Jobs>Details. 
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2. Click Switch to Not Required. 
 


 
 


3. Enter a Reason and click Switch. 
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How to Change a Job from No Sub Required to Sub Required 
Instructions on changing a job from no sub required to post to the sub pool. 


Step Action 


1. Navigate to Jobs> Browse Jobs>Details. 
 


 
 


2. Click Switch to Required. 
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3. Enter a Reason and click Switch. 
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How to Edit the Absence Reason on a Job 
Instructions for editing the absence reason a job. 


Step Action 


1. Navigate to Jobs> Browse Jobs>Details. 


 
 


2. Click Edit Segment. 
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3. Change the Reason and click Save. 
 


 
 
 


 


How to Re-Post an Open Job to the Pool of Substitutes 
Instructions on reposting an open job to the pool of substitutes.  


Step Action 


1. Navigate to Job Details page and click Switch to Not Required. 
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2. Click Switch to Required. 
 


 
 


3. Click Switch to Required. 
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4. Check the box for Post this job to the Substitute Pool and click Switch. ReadySub will send 
an additional notification post to the pool. 
 


 
 


 


How to Transfer a Filled Job to Another Substitute 
Instructions for transferring a job that has already been filled to another substitute. 


Step Action 


1. Navigate to Jobs> Browse Jobs, then click Actions> Transfer Jobs. 
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2. Click on the substitute you wish to assign. 
 


 
 


3. Click Assign to confirm. 
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How to Cancel a Job 
Instructions on how to cancel a job. 


Step Action 


1. Navigate to Jobs> Browse Jobs, then click Actions> Cancel Job 
 


 
 


2. Enter a Reason then click Cancel to confirm. 
 
Note: The reason input into the Reason field will be stored on the job’s history tab. 
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How to View a Job’s History 
Instructions on how to see any job’s history. Use these steps to view any changes that happened to that 


job. 


Step Action 


1. Navigate to Jobs> Browse Jobs> Details. 
 
 


 
 


 


2. Click History. 
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How to View a Job’s Notification Details 
Instructions on how to view a job’s notification detail, including who was notified when the job was 


posted to the Substitute Pool and who was skipped due to not having the qualifications. 


Step Action 


1. Navigate to Jobs> Browse Jobs> Details. 
 
 


 
 


 


2. Click Notifications. 
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3. A list of notification events will be displayed. Click View to view the notification details. 
 


 
 


4. A list of users, which notifications they received, and when they received them will be 
displayed. Click on the notification icons to view the notification they received. If any user was 
skipped, hover over the icon in Status column to see why. 
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How to Post a Vacancy 
Vacancies will replace what we referred to in SubOnline as “Roving” positions. These are used when 


there are open positions waiting to be filled, or when an employee vacates a position and the decision is 


made to replace with a Long-Term Sub for the remainder of the year.  


Vacancies must be approved by Admin/HR and will typically require an Employee Data Sheet to be 


completed. Please send an email to the Substitute Coordinator when a vacancy is posted. 


Step Action 


1. Navigate to Jobs> Post Job. 
 
 


 
 


2. Select Vacancy, choose the Job Classification and click Next. 
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3. Select Single Day or Multi-Day then the Job Date and click Add Segment. 
 


 
 


4. Select the Site. 
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5. Fill out the Itinerary: Schedule, Job Reason, Job Position (Room and Report To are optional) 
then click Next. 
 


 
 


6. Choose the Substitute Confirguration and click Next. 
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7. Add Optional Notes/Attachments then click Next. 
 


 
 


8. Review and click Post Job. 
 


 
 


9. Send an email to the Substitute Coordinator that a Vacancy has been posted. 


 






