Greenville County Schools Substitute Quick PHONE Reference

Substitute Quick PHONE Reference Card THE SYSTEM CALLS

HEAR THE JOB OFFER
System Phone Number 422-2300 1. PRESS 1 to Hear the job offer
PRESS 2 to Set temporary Do Not Call
Help Desk Phone Number 355-2500 PRESS 9 to Exit and hang-up

2. If you pressed 1 to Hear the job offer

Write your PIN number here i o U
PRESS 1 to Hear the job description

Web Browser URL PRESS 2 to Decline the _job (without hearing the description) . ] ]
http ://subs.greenvnle. K12.5C.US IrEeZtseOrnt?e decline reason from page 1 followed by the star (*) key or wait for a list of
THE SYSTEM CALLS SUBSTITUTES DURING THESE TIMES: 3. If you pressed 1 to Hear the job description
PRESS 1 to Accept this job
Today’s Jobs Future Jobs Record the Job Number. You are successfully assigned to the job.
PRESS 1 to Hear the job number again
Weekdays Starts at 6:00 am and 5:30 - 10:00 pm PRESS 2 to Repeat the job description
continues until % of PRESS 2 to Repeat the job description
completion of job PRESS 3 to Decline the job
Saturday None 6:00 — 9:30 pm Enter the decline reason from page 1 followed by the star (*) key or wait for a list of reasons
Sunday None 6:00 - 9:30 pm PRESS 1 to Accept
Holidays None 6:00 — 9:30 pm PRESS 2 to Re-enter
PRESS 9 to Exit and repeat this step
DECLINE/CANCELLATION REASONS 4. If you pressed 2 to Set temporary Do Not Call, hear a time offered
1 ILLNESS PRESS 1 to Accept the ti_me t_)f'fergd o
2' DISTANCE PRESS 2 to Enter an earlier time in HH:MM format. Enter two digits for the hour and two
3: BEREAVEMENT digits for the ml'nutes. Enter 1 _for am or 2 for pm
1 OUT-OF-TOWN PRESS 9 to Exit and hear the job offer
5. SCHOOL NOT PREFERRED HEAR THE CANCELLATION
6. PREVIOUS ASSIGNMENT

1. Hear “This assignment has been cancelled” and the job information

TELEPHONE ACCESS INSTRUCTIONS . .
2. PRESS 1 to Repeat the job information

1. Enter your Access ID, followed by the star (*) key PRESS 9 to Exit and hang-up

2. Enter your PIN, followed by the star (*) key CALLING THE SYSTEM
(If you do not have a PIN, enter your Access 1D again, when prompted for your PIN. You will then be MENU OPTIONS
able to enter a new PIN to use.) 1 - Review or Cancel Assignments
2 — Hear Available Jobs
When the system calls you, pressing the star (*) key will make the system wait for 2 minutes for you to enter 3 - Change your Callback Number
your Access ID and PIN. 4 - Review or Modify Temporary Do Not Call Time

5 - Review or Modify Unavailability Dates

6 - Review or Modify Daily Availability

7 - Change PIN, Re-record Name, or Change Language Preference*
REGISTRATION 9 - Exit and hang-up

* If multiple languages are configured.
1. Record your name followed by the star (*) key

PRESS 1 to Accept 1-REVIEW OR CANCEL ASSIGNMENTS
PRESS 2 to Re-enter
PRESS 9 to Exit and hang-up 1. Hear assignments in chronological order
2. Hear your callback telephone number PRESS 1 to Hear assigned job information again
PRESS 1 to Modify your callback number PRESS 2 to Cancel this assigned job
PRESS 1 if Correct PRESS 8 to Hear another assigned job
PRESS 2 to Re-enter PRESS 9 to Exit to menu options
PRESS 9 to Exit to next step 2. If you pressed 2 to Cancel assignment
3. If your PIN is the same as your access ID, enter a PIN at least six (6) digits in length followed by the PRESS 1 to Confirm cancellation
star (*) key Enter cancellation reason from page 1 followed by the star (*) key or wait for a list of reasons
PRESS 1 if Correct PRESS 1 to Accept
PRESS 2 to Re-enter PRESS 2 to Re-enter
PRESS 9 to Exit and hang-up PRESS 9 to Exit and hear next assignment

PRESS 9 to Exit and hear next assignment (assignment will not be cancelled)
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2-HEAR AVAILABLE JOBS

1

Hear assignment information
PRESS 1 to Repeat assignment
PRESS 2 to Accept assignment
PRESS 3 to Decline assignment
PRESS 8 to Hear next assignment
PRESS 9 to Exit to menu options

If you pressed 2 to Accept assignment, hear the job assignment
PRESS 1 to Repeat assignment

PRESS 2 to Hear next assignment

PRESS 9 to Exit to menu options

If you pressed 3 to Decline assignment

Enter decline reason from page 1 followed by the star (*) key or wait for a list of reasons
PRESS 1 to Accept

PRESS 2 to Re-enter

PRESS 9 to Exit and hear next assignment

3 - CHANGE YOUR CALLBACK NUMBER

1

Hear the Callback telephone number
PRESS 1 to Modify callback telephone number
PRESS 9 to Exit to menu options (number will not be changed)

Enter new telephone number followed by the star (*) key. Hear the new telephone number
PRESS 1 if Correct

PRESS 2 to Re-enter the number

PRESS 9 to Exit to menu options

4 - REVIEW OR MODIFY TEMPORARY DO NOT CALL TIMES

1.

Hear the temporary Do Not Call time
PRESS 1 to Enter a time

PRESS 2 to Delete this time

PRESS 9 to Exit to menu options

If you pressed 1 to Enter a time, hear a time offered

PRESS 1 to Accept the time offered

PRESS 8 to Enter an earlier time in HH:MM format. Enter two digits for the hour and two digits for
the minutes. Enter 1 for am or 2 for pm

PRESS 9 to Exit to menu options

5- REVIEW OR MODIFY UNAVAILABILITY DATES

1

PRESS 1 to Review or delete unavailability period
PRESS 2 to Add a new unavailability period
PRESS 9 to Exit to menu options

If you pressed 1 to Review or delete, hear the unavailable period information
PRESS 1 to Delete this unavailability period

PRESS 2 to Hear the next unavailability period

PRESS 9 to Exit to menu options

If you pressed 2 to Add dates

Enter Start Date; two digits for the month, two digits for the day, two digits for the year (MMDDYY)

Enter End Date; two digits for the month, two digits for the day, two digits for the year (MMDDYY)

Indicate unavailable all day?
PRESS 1 for Yes
PRESS 2 to Enter time
Enter Start Time in HH:MM format. Enter two digits for the hour and two digits for the
minutes. Enter 1 for am or 2 for pm
Repeat procedure for End time

Receive calls for future assignments during unavailable period?
PRESS 1 to Receive calls for future jobs during this unavailability period
PRESS 2 if you do not want to receive calls for future jobs during this unavailability period
PRESS 9 to Exit and review or modify unavailability dates (without saving unavailability period)

6 - REVIEW OR MODIFY DAILY AVAILABILITY

1

PRESS 1 to Review or delete, hear a time period you are available to work
PRESS 2 to Enter a new time period you are available to work

PRESS 3 to Review or delete, hear a time period you should not be called
PRESS 4 to Enter a new time period you should not be called

PRESS 9 to Exit to menu options

If you pressed 1 to Review or delete a time period you are available to work, or pressed 3 to review
or delete a time period you should not be called, hear the day and time period in chronological order
PRESS 1 to Delete this time period

PRESS 8 to Hear the next time period

PRESS 9 to Exit to review or modify daily availability

If you pressed 2 to Enter a new time period you are available to work, or pressed 4 to a new time
period you should not be called
Select the day of the week
PRESS 1 for Monday thru Friday
PRESS 2 - 8 for Sunday thru Saturday (2=Sunday, 3=Monday, 4=Tuesday, 5=Wednesday,
6=Thursday, 7=Friday, 8=Saturday)
If you pressed 1 thru 8, enter a time
PRESS 1 for All day
PRESS 2 to Enter start and end time
Enter the time in HH:MM format. Enter two digits for the hour and two digits for the
minutes. Enter 1 for am or 2 for pm
PRESS 9 to Exit to review or modify daily availability (without saving changes)

7 - TO CHANGE PIN, RE-RECORD NAME, OR CHANGE LANGUAGE PREFERENCE

1.

PRESS 1 to Change your PIN

PRESS 2 to Change the recording of your name
PRESS 3 to Change the language preference
PRESS 9 to Exit to menu options

If you pressed 1 to Change your PIN

Enter a new PIN at least six (6) digits in length followed by the star (*) key
PRESS 1 if Correct

PRESS 2 to Re-enter

PRESS 9 to Exit to menu options

If you pressed 2 to Change the recording of your name
Record your name; press the star key (*) when finished
PRESS 1 to Accept

PRESS 2 to Re-record name

PRESS 9 to Exit to menu options

If you pressed 3 to Change the language preference

Enter language followed by the star key (*) when finished
PRESS 1 to Accept

PRESS 2 to Hear more language options

PRESS 9 to Exit to menu options (without saving language)
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