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How do I find and accept jobs?
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How do I see my assigned, or active, jobs?
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New Substitute Experience User Guide
How do I find Help Documentation if I get lost?
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1 The (?) icon on the top right will 
lead you to two pages:
• “Online Help” (pictured to 

the right) – help 
documentation that is 
updated with every release 
and accessible from 
anywhere (no need to be 
logged in!). 

• “Help Center” 





New Substitute Experience User Guide
How do I set up Auto Accept?

1 Select your initials on the top 
right of the screen.

2 Select “Settings”

3 Then select “Auto Accept”.

For each location (American Samoa is selected in the 
example), turn ON the Auto Accept toggle if you want to 
Auto Accept jobs for that location.

You can also configure Auto Accept to only accept jobs for 
specific classifications for each location. For example, if 
you only want to Auto Accept Science jobs at American 
Samoa, you can do that! Just select the Classification 
Setup arrow and choose your classifications. 

Navigation Steps: 1
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4 The Minimum Acceptance Window 
(MAW) makes sure you don’t auto 
accept a job that starts in 20 
minutes! Select whichever window 
you prefer (24 hours is selected in 
the example).
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Note:
Auto Accept has changed and substitutes need to set up Auto Accept again 
once they adopt the new substitute experience. We believe this

Configuration Steps:
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Auto Accept is only 
available if your district 
allows it. If you do not 
see the Auto Accept 
option in your Settings, 
your district does not 
allow substitutes to auto 
accept jobs.




