Using Substit

ute Online (Basics)

Go to Substitute Online

Prosser Schools Home Page —
www.ProsserSchools.org (Select Substitute
Online on the left navigation bar)

. go directly to Substitute Online at:
www.substituteonline.com
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Login to

Substitute Online

Enter your User Name -

Enter your Password -

Choose Prosser SD (WA) from the
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Enter New Absence
Choose the day you will be absent. (It Alam Wlker [vean | o] |t | [Revenl | anmoun]| [Logot
automatically defaults to: w Ab
o Tomorrow if you are entering info ol kel :
during the afternoon or evening. —_— e aige S B S
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Choose WHY you will be absent. 12082005 Mo ALL v Sick Leave / Employee ¥ [D0NOT ENTEY|[D0 10T ENTER
0 Enter an authorization code if itis a :
pre-approved absence
o If you would like to add comments or -
lesson plans, click on the box. ~
o If you will be absent more than one
day, click on Add Days. N
SUBMIT your absence (Green Box) ) I W T

Submit Your Absence

Verify that everything is correct and click on
OK.

If you are entering the absence
AFTER 6:30 AM, please call the sub line also.
(509-786-1351)
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* Start Tomorvow? ' Start Other?
Edit Bar - Use to Construct Each Day of Absence
Microsoft Internet Explorer
You are submitting this 1 day absence. Your absence DOES require a substitute, After pressing OK, the screen il

clear and you may chaose the Review/Cancel aption to verify vour confirmation number and the current substituts
stahus, and enter your lesson plan or comments for this shsence.
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Substitute Onli

www.substituteonline.com

ne Contact Information

(509) 786-1351 — System Operator




