EMPLOYEE DIRECTIONS FOR SUBFINDER

Our district uses an automated system for you to report your absences which will also secure an appropriate substitute when one is needed.  The system is called SubFinder and is very similar to the systems you have already used when dealing with your bank, insurance company or any airline. 

 Once registered by phone, you can go to our district website to find the SubFinder link under “quick links” or call into SubFinder at 877-483-7965 and enter the specific dates and times and reason for your absence, plus leave special instructions for the substitute filling in for you.  SubFinder does the rest; the new system will actually call on the appropriate substitutes to fill your absence.  

In addition to the telephone system, you can enter your absence, review past absences, and much more using the Internet link to SubFinder.  Using SubFinder online allows you to perform the exact same functions available as over the phone system.

Call Kat Wion at ext. 1000, or Lorrie Evers at ext. 10511 for your PIN number (Password).

 Your user name is your last name, lower case.

When you find subs you prefer to ask for, see your site secretary to add those names to a substitute preference list to indicate the substitutes you prefer to work in your absence.  SubFinder will contact these individuals first when filling your absence.  These preferences are very important to ensure SubFinder is offering your jobs to your favorite substitutes each time.  If your preferred sub has not registered with our system, they cannot be called.  If you know of a sub that you would like registered, have them contact our SubFinder Operator at 241-3261.

Employee Process to get registered into the system:  

1. Using a touch-tone phone, call SubFinder at this toll free number:  877-483-7965
2. SubFinder will identify itself and ask you to enter your PIN (Personal Identification Number) followed by the # key.  Enter your PIN using the touch pad of your telephone.  Your Administrative Secretary at your site has a copy of your PIN number.

3. Once you have entered your PIN and pressed the # key, SubFinder will acknowledge that this is the first time you have called and ask you to voice your name.  Please say your first and last name clearly, as you want it to be heard by other people using the system.  When you are done speaking, press the # key.  After pressing the # key, SubFinder will play your recorded name back to you for verification.  If it is correct, press 1.  If you want to re-record your name, press 2 and repeat this step again.

4. Once you have recorded your name and accepted it, SubFinder will play your Main Menu.  Please choose option 4 – To Review Personal Information.  If any of the information is incorrect, contact Kat Wion, your SubFinder Operator, at 241-3261 or ext. 0 from your classroom phone.

5. Congratulations, you are now registered!

6. IMPORTANT: Now you can go to the district web site to find Subfinder Online under “quick links”.  Click on “Tutorial” for an easy lesson on how to use Subfinder Online.

