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Reminder:

the system available on the website.

and click on the Help button.

There is a helpful User Guide with full details on every aspect of

To access the User Guide go to the top right corner of the website




https://ecer.eschoolsolutions.com

Home

Here is a screen example of the
home page for Administrators.
The home page provides detail
on the number of absences
posted, and the total jobs filled for
you location(s). There are tabs
along the top to help with
navigation through the site.

Administration Tab

Announcements

In this tab, you can change the
greeting that appears on your
employee’s home page and the
messages that appear on the
location home page.
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To modify the message or welcome, click on the name you wish to modify (anything underlined will take you to
the modify screen).

In the announcement field, you can write your message. If modifying the general message, please do not delete
the HTML code that links members to the orientation videos.

You can tap enter to go down a line or you can enter <br> for a line break. <br><br> means two lines.

Note: you can create a new message; however it must fit the “type”. For operators, the messages you will be
creating or modifying will be the two “All Users” and “substitute” messages. The administrators for centres would
be creating messages for their centre locations and staff.

Creating Absences/ Creating Vacancies

Employees and their Administrators have the capability create absences. For details on creating an absence, go
to the Administration User Guide in the ecer.eschoolsolutions.com help tab, or see the notes below for a quick
reference.

Absence: when an employee is going to be away from their current position for a period of time and a substitute
may or may not be needed to replace the employee.

Vacancy: is when no employee exists, but a substitute is required (extra support on a day when the team need to
meet with a parent, or an employee leaves and you have not filled the position yet).

Daily Job Counts

This basic information provides you with the total jobs created for the coming months. It will not tell you where the
jobs are or the details surrounding the job. The detail is in calendar format with the number of jobs posted for that
day on the calendar.

Job Inquiry
This feature will tell you about the absences posted by all locations. You can search for absences, vacancies,
cancelled, open and active (filled) jobs.

Priority Lists
This feature allows the administrator the ability to set preferred substitutes on a priority call list, or identify
substitutes that are not to be called by the SFE system.

Preferred List
School Potie = el * S 8

This is where you can set as many preferred Ly 1

lists as you like. You can have a preferred : R

list for each of your employees (Substitutes _

that you want to come in when a specific

employee is away), or you can have e el :
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(classifications) at your centre. Iasitinn v

Do Not Use List

This is where you can place substitutes that T L
have added your location to their choices; kil

however you do wish to utilize them or you s ——r

have not interviewed them yet. Rocoto Pur bage [0 N
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Profile Inquiry A ST R
This is where an administrator can make

adjustments to an employee’s profile WG
(availability).

Localon

LSRR S SRR 4

Sotusiny  Name -
Thenty Access © ot
Raecoeds FerPage 50 W

@ eSchool Proe s e MgnOwh

S € .
SmatFindEpress [PRNTTRNE Jre— .ll--m

e Adsmuiion *  flepm ¥

Profile New e
This is where the system operators will *Ateaws O r
add a new employee to your centre or a Lt Hame
new substitute to the system. FstHame
Administrators do not have access to Bl
adding new profiles to the system. """""‘"“""::
. . . Addrens Line 1
You can enter information on this R
page, but can not save it. o
Nt Proy Tedutty
Oandet v
Emnay -

‘Language Eagiish ¥
‘hos

1 15 Binployes [2) st

Absence Approval i, eSchool Frome~  mew®  SgnOut
When an employee requests an — Smuindbaes sovaroe B asmmuran Wensorne
absence that requires your approval Mo ssmesvm > Fesny”
(PD, vacation, flex time), you can go
to this page to find out how many Searcn £rom — o —
approvals you need to review and MDYy
approve or decline. Lecaton v
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If you create the absences for your Pophtui: E N
centre(s), you will not have any to e

approve as you are the approver and
set the absence on their behalf.




Reports Tab

Main Reports

- Frofle ™ Mep® SgnDw
Today’s Jobs o) School
All jobs posted for the one day — SmarfndExes seecmze & somrarane Menpeves
you select. T
Set up an email notification to I
tell you about the fill rate for Toduis Jabs

the day’s jobs. This how you
will know if an absence has
been filled for a job posted
today.

Today’s Available Subs.
Search through your list of
substitutes to see who is
available on a specific day,
prior to pre-arranging for an
absence.

Active Substitutes
Check out your substitute’s
schedules and unavailable days.



Creating an Absence or Vacancy
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1. If you know the employee’s User ID ‘ 4
W S indExpress

enter it here. If you are entering an
employee and you do not know the ID
number, you can do a “Name Lookup”.
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a. Confirm that the employee is Ermployes: | 20335 Frice, Fanny
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classification is correct. Is 3 Substitute reauied?  Gvee N
c. Choose the reason for the start End
absence Dates:  [04/26/2013 |7 [D4/26/2013

d. Is a substitute required? ‘/ e e

Ch REPORTING MULTIPLE DAYS?
Oose yeS or no . If the days are non-consecutive, remember to "uncheck™ the day(s) from the weekly schedule.
If every day of the absence does not start and end at the same time, remember to change the times on the weekly schedule.

Create Absence
Absence Information
To complete this absence, press Continue and proceed until 2 job number is assigned.
Employes: 20333 Price, Fanny

e. Choose the date that yOU want Location: | Pemberly Child Care Centre - test site. Mot real 40165 vl

a substitute to begin and end. Classification: | RECE-Ifant vl
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REPORTING MULTIPLE DAYS?
If the days are non-consecutive, remember to “uncheck™ the day(s) from the weekly schedule.
If every day of the absence does not start and end at the same time, remember to change the times on the weekly schedule.




If your employee is leaving for a
portion of the day and you want to
track the total hours absent, you can e e,
enter in the time your employee has iy Sehate] A ety Y foomsbvrsiiffleasdaye
left for the day until they come back . : ,
that day, or you can leave it if the / : .
employee is gone for the whole day. " S
This part does not affect the - . /
substitute’s posting. (for example, if
your employee has left for an

appointment and taking the afternoon
off and you want to track the hours).

Set the beginning and end time for
the substitute posting. This setting is
important. It tells the system what

time you want the sub. to show up.

Choosing your Substitute (optional)

If you have a substitute that you
would like to be called first, you can
specify them here.

w9
|

Have you pre-arranged this .
substitute and they do not need to b i ¢ | i |
be contacted by the system?
Choose YES, if you do not have a
substitute in mind, choose NO.

Any special Instructions for this / L ——

posting? (is there a field trip to be

ready for, would you like them to call s
you to confirm their acceptance of

the job? Do you expect this person

to have something prepared for the € ommree [5ose
day?) Enter instructions in the

space provided. You can also attach

files if you need to.
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View the Jobs that Have Been Created for Your Location(s)

1. Choose Job Inquiry/Reports in the
Administrator tab \:// SmanfingExpres:

eSchool
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2. Ifyou wantto check on aspecificjob —— .
number, you can enter the job number at on
the tOp of the form. Jetme O O Absenceas O Vacancies
/yum S M. exciude cancelod *
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recommended to choose “All exclude
canceled”.

4. Select your search dates with a beginning

date and an end date.

5. Choose how you want the order of jobs t

be presented (optional).

6. Click on Search. The successfully created/V

jobs will be visible at the bottom of the
page.

7. You can also create a report that will
appear as a PDF.

Status Legend

Open = Job has yet to be filled
Active= job has been filled

IVR = Sub accepted job over the
phone

Pre-Arranged = Sub was pre-
arranged by the administrator or
employee

Web Search = Sub accepted the job : =
through the website. howve b 304
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Priority Lists — Preferred Substitutes and Do Not Call Substitutes

1. Choose Priority Lists in the
Administrator tab

At this point you are ready to search for
people already on your lists.

To add someone to one of your
“Preferred List”:

2. Choose “New” at the bottom of the page

3. Do a Name Look up for the substitute you
want to add to your preferred list.

4. Choose the type of list (preferred)

5. Choosing Classification: This is if you
want a substitute called first because of
their certification (RECE, Non-ECE,
Dietary)

Choosing Location: this is if you want a
substitute called first for your overall
location (doesn’t matter which room, just
an overall preferred).

Choosing Employee: This is where you
are selecting a preferred substitute to
come in when a certain employee is going
to be away.

For Location/Employee, you can only
choose one of these.

6. Don’t worry about the order number and

List Type

[C] Subs atabove aten Bueshold for Do 160t Lise fe3500

Cassmcaon -
Locssen -
[C] when selectng 2 group, INCLAs 1DCIDONS FESAPNET 10 e Jroup
Erainee [ Lok
Substtes Nastie Lookup
From 1o
Entry Date r=1 =
SonUsity  Subsiiule Name ¥ Then by v

Records PerPage S0

S fane
Classsficaon

Ertey sifesr ¢ DCIION OF empoyee Dt et Sett
e e
*Lacaton B -
Enpince S (ko
Ertec mn Order Subyiftaten o0 Toe Dwest Sub Lt and Leved are et frst
Toes o oy & Do ACT Uss A awrog —alout
‘oum 1
e

Commvants.

level unless you have a number of substitutes on a specific list (ie, location) and want to place an order in

which the substitutes would be called.

7. Click on save to finish the task.
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To add someone to your “Do Not Use List”

1. Inthe Administrator tab, click on Priority Lists
2. Click on “New”.

3. Do a name look up for the substitute you
want to add to the list.

4. Choose a reason for placing them on the list.
5. Choosing Classification: This is if you want

a substitute excluded from your call out list
because of their certification (RECE, Non-

. Anmaaty * fpeh ¢
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ECE, Dietary)

Choosing Location: this is if you want a
substitute excluded from your call out list for
your overall location (doesn’t matter which
room, just an overall preferred).

Choosing Employee: This is when you are
blocking a substitute to come in, when a certain
employee is going to be away. You may like that substitute for most of your location, but not when they work
with a certain person. For example, if your staff Amy is going to be away and substitute Megan does not work
well with the present staff Ellen, you would put Megan on Amy’s do not use list. She will not be called when
Amy is going to be away.

i el

For Location/Employee, you can only choose on of these.
6. Don’t worry about choosing an order or level.

7. Save to finish the task. At the
bottom of the search page, you
will see your Do Not Use List and
the reason’s.

- —— -

Voom
- e = 4 =
Tetiems Luzmn e L . T »
Pemmtetun 4
Pty Lot
e =Py~ S p."'" L Sormen Dot e | Cimwtuies LS | e - -
e W e - - — c— —— - - =
C0 o= &

To delete someone from a list, just check
the delete box in that substitute’s row and click on the blue Delete button. The substitute is not deleted from the
system, but from that list.
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Profile Inquiry/Reports
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To see a full list of your
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Records Per Page 2 -
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Criteria Legend

Active=actively using the system

Inactive= not presently working

Registered = with the system

Avail New Jobs= is taking on new and future jobs

Avail Long Term = will take on long term contracts

Certified = Member of the College of ECE’s

Avail General Calling = will take calls for centre’s the sub. is linked to.
Expired = RECE Status with College has expired
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Reports

Today’s Job Report

Lol of pomtiatie fagunts

This can be a quick pop up report, but also be a SRR
report that will let you know if job postings have been TP "
filled for the day and who has filled them. Job inguary

Empioyes Detad

Cnglosee imt

Emglogee Labeds

. e . Suainas Letw

To Set Up Daily Notification Emails Subainge List

SulbINde NEKCH
1. Choose Today’s Jobs in the Report List sliiiee oeten

ADSenCe Agring

¢ Dz Absees Yipaied
2. Choose the Job Status categories that you would

like details on. (Recommended: All, exclude i etn 10 ot
canceled). r— e
Date 067072013
3. Choose the location Job Stshue A."..(....,.m.-.d -
LocatenGroup Pamberty Cmid Care Conre < test ste Notieal v
4. Don’t worry about classification or reason Clasamcainiioup
Reason -

5. You can sort by job #, the status of the posting, Sutlr| Job . O Orteri Assonding 18

the employee...(recommended, Job #) it M

6. Choose your output format, or how you would like
the report to be emailed. (Recommended, PDF).

- wwww - | . ————

Ouput Format POF =

7. Choose the information you want displayed in Cosptay Piedds - [] SesochDanutect At
your report.

[¥] Job GRatus ¥ Locabon ] Empioyss Nave

] Assigrea ¥ Clasaitcation | Reasan
8. Name the report something different from o
“TOday’S Job’s”. leport T Absonce Status Repon
9. Name the report again. Same as the report Title. """":":: ey [iavs Repeit Jove 8 View

Dencriphon. Custormsesd mpon of jobe %1 0 snghs day

10. Choose “Save & Schedule”
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Choose the “Calendar Reoccurrence” button.

How often would you like the report emailed to
you? Half hour, or hourly.

What time would you like the report emails to
start and end. You can choose both AM and
PM times (remember, the system starts calling
at 6:00am until the jobs are to start and then
again from 5:00 pm to 9:00 for future jobs).

Which days of the week do you want the
emails (every day, or just weekdays?

You can choose the months you want the
emails. (if you closed for the summer, you may
want to un check the summer months so you
don’t receive emails)

Don’t worry about choosing calendar days.

Don’t worry about choosing an end date or
time. You can go back in and cancel the report
if you do not want the report anymore.

Set your email notification by putting your

Crm s P R L]

Ty

Teesies

End Dot T

email address in the To: field N.:m
]

Give the email a subject:

You can type a message if you like, but not
necessary.

Choose how you want to view the attachment.
(PDF, DOCX(word 2007 and newer), CSV (can
be converted into spreadsheets), XLS (Excel
2007 and newer))

Save the schedule to finish the task.

Sutfect

Megsaape Text

Repart Anacrenent & POF ¢

| Last gay of the Normh

) DOCX cayv (

ISREUCRERS | RS TS Vs Wapes

L0 Ty

© recews TG soTeETES
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Altering or Canceling an Assignment

fone, _  ASwpmingier = Mavem.

Soarch Criteris
1. In the Administration tab, choos '""'”‘;:
Job Inquiry. _ /vmy,. ® M O avsences O vacwnces
2. If you know the job number, enter oot [Open & Actve ¥
it in the “Enter Job #” field. b Slatve | AD ¥
3. If you don’t know the number, you BN (Gha200) - e e -
can search for the job through the i cx AADOVYYY
field choices. Bt Orsar | Job 3 then by v
Mocores Fer Page L
[Sourei JEte Raptot [Hiiet Y Fre Shan Cptian |
AT e
Dver izt T8
o=
mige S C asecy D vcssoes
4. When the list of jobs populates, A - TR
click on the job number (it will be S e x
. Semiben g0 T Smoe g =
underlined) -
St o 1 - Thes in -
Mesets PP 0 »
[rameh Jivests vt Jisenet Jf ke s ctuss |
ek om
[30¢ 20 o Verly J S Vestied
ame Narve Locesan Argcrmed Tuls Tant
Sane S San S0 San Crmodt aban Cona Py Aot Wimoe
Sttt Selb St Nasvrw et Py R Camvewerts
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IN Ten Py et Te Pt Faried; Onne Care Covie - Mt Nitise 9RO 1T
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dowr  FTONAM A SN Emehes o
1mne
Job Dot
Job Sumber: 109 Locwion  PemBerly Chiks Cam Centre - teat ste
St OpenwDpen Classificsdon  RECE
A Emplopee  Poce Faony Colentdar  Pervarly Child Care Cantre
5. To alter the assignment, go through the Mccass@ 20309 SawchRule  RECE Swarch Fue
details and change what you need to, and Bl
save. [ Creuts foport J1iing Oetish J itiset JRwtinn To Lt | Steo Calionit Jf Sowe |

6. To Cancel, click on “Cancel Job” e g g e e e
7. You will be asked to confirm the —————a

cancellation.
8. A Red notice will appear at the top of the T e
page telling you the Job Cancel was Resson  [Exen hwip 51| o
Successful. |
Dats From  [061 772013 = Yo lpg172013 e
Wieeary Schmdube Abssnce Times Substitite Times

Start Time Ert Tame: Start Teme End Time
(hhaven am)  (hhamm am)  (hhanm am| o am)
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Registering with the ECER

Employee and Substitutes

Employee and Substitutes

1.
2.

3.
4,

11.

Call 1 855 806 8805

A welcome will prompt the caller for their ID
number

Enter your ID number and then press *
The system will ask the caller to enter their
PIN number

Enter the default PIN number (your ID
number) and then Press *

The system will ask the caller to reset their
PIN number

Reset your PIN and press *

The system will ask the caller to voice their
name after the beep.

Voice your name and then press *

. Callers can then use the phone to review

assignments, manage their profile and
cancel assignments.

Sub’s can choose the locations they would
prefer to work at over the phone or online
at: ecer.eschoolsolutions.com

1. Call 1855 806 8805

2. A welcome will prompt the caller for their
ID number

3. Enter your ID number and then press *

4. The system will ask the caller to enter their
PIN number

5. Enter the default PIN number (your ID
number) and then Press *

6. The system will ask the caller to reset their
PIN number

7. Reset your PIN and press *

8. The system will ask the caller to voice their

name after the beep.

9. Voice your name and then press *

. Callers can then use the phone to review
assignments, manage their profile and
cancel assignments.

11. Sub’s can choose the locations they would

prefer to work at over the phone or online

at: ecer.eschoolsolutions.com

Employee and Substitutes

Employee and Substitutes
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Call 1 855 806 8805

A welcome will prompt the caller for their ID
number

Enter your ID number and then press *
The system will ask the caller to enter their
PIN number

Enter the default PIN number (your ID
number) and then Press *

The system will ask the caller to reset their
PIN number

Reset your PIN and press *

The system will ask the caller to voice their
name after the beep.

Voice your name and then press *

. Callers can then use the phone to review

assignments, manage their profile and
cancel assignments.

Sub’s can choose the locations they would
prefer to work at over the phone or online
at: ecer.eschoolsolutions.com
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Call 1 855 806 8805

A welcome will prompt the caller for their ID
number

Enter your ID number and then press *
The system will ask the caller to enter their
PIN number

Enter the default PIN nhumber (your ID
number) and then Press *

The system will ask the caller to reset their
PIN number

Reset your PIN and press *

The system will ask the caller to voice their
name after the beep.

Voice your name and then press *

. Callers can then use the phone to review

assignments, manage their profile and cancel
assignments.

Sub’s can choose the locations they would
prefer to work at over the phone or online at:
ecer.eschoolsolutions.com
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