
Adding substitute custodian or positions 

 

To enter a substitute: Select to Master Data>Substitute>Add and Enter for the following tabs 

 

General Information TAB: All fields that are in red asterisk should be completed  

• First Name, Last Name,  
• Title: School Custodian 
• Identifier (the code you would use for a district employee),  
• Email and phone number, and pin (4 digits) 
• Pay code is XX-District Managed Sub 
• Permanent Sub: CO- Custodial Services 
•  

Permissions Tab: 

• Check Sub can search for Jobs on web and Subs can cancel accepted Jobs 
• Default List should be “Edit List” 

 

Configurations Tab (Skill set) 

• Select Custodian- District Managed Sub 
 

Preferred Substitute list Tab (Add Schools) 

• Select: KES Bibb County GA 216F* (this is so the sub can see jobs needed for all schools within 
the district). 

 



 

 


