
Smart Find Express (SFE) 
Tips Sheet - Elementary 

 
 

The following document will highlight additional information on some of the areas in the absence creation process 
to ensure that the Smart Find Express (SFE) system is utilized to its full capacity. Please note that for Occasional 
Teachers (OTs) this system drives payroll and as such it is imperative that absences are recorded accurately and 
completely. 
 
This document outlines information based on the web use of the system but the functionalities are also available 
through the phone system (aside from the file attachment feature). For further instruction with respect to utilizing 
the system by phone, please refer to the Employee Quick Reference Guide that you were provided upon initial 
implementation.   
 
The quick reference guides and other resources are also available in First Class under Resources, Human 
Resources, SFE Dispatch Info or on the Board website www.rrdsb.com through a quick link on the left side of the 
homepage or under Staff, General Staff Resources, SFE Automated Dispatch System. 
 
Please see the attached document entitled SFE Absence Creation for a system printout/example of the absence 
creation process (the numbers below correspond to the areas of highlight in the example document).  
 
Create Absence 
 
1. Approval Comment 
 
Recording your absence in the SFE system has replaced having to create a hardcopy Request for Leave.   
 
Provide your Administrator with information that will be pertinent to the approval process in the Approval 
Comment area (i.e. SIM Conference in Toronto). 
 
Include the Account Code that you would normally provide on your Request for Leave in the Approval Comment 
area so that your Administrator has the information necessary to approve/complete your absence request.   
 
2. Weekly Schedule 
 
Ensure to adjust the default times for both the absence and substitute so that they correspond with your daily 
schedule and so your OT knows what their workday will entail. 
 
You only need to adjust the default times for the date(s) that you will be absent (i.e. if you are absent on a Monday 
that is the only day in the Weekly Schedule where Start Time and End Time should be modified to agree to your 
schedule). 
 
Substitute 
 
3. Specify a Substitute 
 
As an Elementary Teacher you have the option to specify and/or pre-arrange an OT to cover your class in your 
absence.   

https://www.rrdsb.com/sites/www.rrdsb.com/files/hr/Employee%20Quick%20Reference%20Guide.pdf
http://www.rrdsb.com/
https://www.rrdsb.com/sites/www.rrdsb.com/files/brdadmin/finance/SFE%20Absence%20Creation%20-%20Elem%20Teachers.pdf


 
If you do not wish to specify a substitute this field can be left blank and the system will callout from the OT List. 
 
If you specify a substitute, the system will attempt to call the book the person that is specified until 7:00 pm the 
night before the assignment. If at that time the system is not able to secure the specified substitue, it will begin 
calling other Occasional Teachers to cover the assignment. The system will move on prior to the evening before the 
assignment if the specified substitute becomes unavailable or declines the assignment. 
 
If you wish to specify a substitute they MUST be captured in the Specify a Substitute? box. Noting your specified 
substitute in your Approval Comment and/or Substitute Instructions is not sufficient. The system will callout from 
the OT list unless the specified substitute is indicated in the appropriate area. 
 
You can specify a substitute by their ID or by using the Name Lookup feature. 
 
4. Name Lookup 
 
You can search for a substitute using the Name Lookup feature. To search you must enter at least the first letter in 
the OT’s first or last name (i.e. will not bring up everyone if you leave the Last Name and/or First Name blank). 
 
If a substitute comes up under Name Lookup Results then they are available to work at your school and you can 
specify/pre-arrange them. Do not worry about the headings to the right (Reg? Cert? Loc? Class?) as stated 
previously, if the substitute comes up in the Name Lookup Results they can work in your class. 
 
5. Pre-arranged 
 
If you have confirmed the absence date(s)/time(s) prior to recording your absence, click Yes. The confirmed 
substitute will still receive an email confirmation of their assignment but the system will not call them. 
 
If you have specified a substitute but have not confirmed the absence date(s)/time(s) with them, click No. The 
system will then call them specifically to offer the job to them. Under this alternative the system will attempt to 
book the specified OT three times before the assignment. If the OT has not confirmed acceptance by that time or 
the OT has declined/cancelled the booking for which they were specified, the system will then callout using the OT 
list to fill the vacancy. 
 
6. Substitute Instructions and File Attachments 
 
Take advantage of this section to provide OTs with specific instructions related to your class i.e. “John Doe’s grade 
3 class”, “please check in at the office upon arrival”, “lesson plan in the top left drawer of my desk”, “School Spirit 
Day – please dress appropriately”, etc. These comments with be voiced through the call system and replayed for 
your OT to hear. 
 
You also have the ability to attach up to 3 files (i.e. lesson plans, slides, etc.) through the system that will then be 
provided to the OT assigned to your absence. This is available to them when they login to their profile on Smart 
Find Express and go to the assignment.   
 
If you are booking an absence well in advance and planning to attach a file closer to the date of the assignment, it 
is a good idea to notify your replacement when you attach the file as they do not automatically receive a 
notification when a file attachment has been made. The Board has advised SFE that the notification would be an 
asset so hopefully this will be a system enhancement in the future.  
 
  



Create Job 
 
7. Create Absence Confirmation   
 
The Create Absence Confirmation page gives you an opportunity to review all the information that you have 
entered to ensure that it is correct. If there are changes to be made please click the Cancel button and you will be 
taken back to the Create Absence page to amend your information. If there are no changes to be made press the 
Create Absence button. 
 
After pressing the Create Absence button, if the specified substitute is unavailable for the date(s)/time(s) indicated 
you will receive a warning at that time. You then have the opportunity to specify a different substitute or to the 
leave the field blank and have the system callout from the OT List. 
 
If you have chosen not to specify a substitute or the specified substitute is available for the day(s)/time(s) indicated 
you will then be taken to a Create Absence Verification page.   
 
8. Create Absence Verification 
 
Congratulations – your absence has been created! The Create Absence Verification page provides you with a 
summary of your absence information for your records. 
 
9. Job Number 
 
You will know that your absence has been created properly when you receive a Job Number.   
 
As stated above, the remaining information on the Create Absence Verification page provides you details with 
respect to approvals, date(s)/time(s), instructions, assigned OTs, etc. for your records and review. 
 
Help Desk 
 
Please feel free to contact our SFE Help Desk with any questions that you may have while working your way 
through the system. We can be reached at by phone at (807) 274-8731 or 1 (866) 765-0872 or by email at 
sfehelpdesk@mail.rrdsb.com. 
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