
Online Absences & Substitute 
Availability Forms
Training for faculty @ Continuing Education



Submitting an Absence



Step 1: Access the District Intranet Site by visiting: www.rsccd.edu

When you click on 'Employee 
Intranet, this box will appear. Enter 
your username and password.



Step 2: Click on 'Continuing 
Education' to access the 
Continuing Education 
Intranet site.



Step 3: Go to Quick 
Links and click on 'CE 
System'.

Fun Fact: 'CE System' stands for 'Continuing Education System'. This system created specifically for Continuing 
Education and many applications we use every day were developed within this system including the online 
searchable schedule and automated faculty communications.



Step 3: Login to the 
system using your 
school email address 
and password.



You are now logged into your CE System dashboard. 

This is your top navigation.

Step 4: Click on the 
'create new absence' 
button.



Step 5: Using the pulldown menu, 
choose your absence reason and 
select the dates you will be absent.

Step 6: Click the 'add' button. Your 
absence date and time will appear 
under the blue box. Click 'Next'.

(If you would like to remove the absence 
request, click the 'X' button.)



Here you will see your classes 
affected by the absence.

You will use these buttons to provide 
information about this class to employee 
services & the substitute instructor.



Set Instruction Language: If your class is taught in a language other than English, you can clarify that 
here. (For example, some career education classes are taught in Spanish or Vietnamese.)

Set Lesson Plan: Click on this button to upload your lesson plan for the substitute. (Go to the following 
slide for more detail.)

Suggest Instructor: If you know of an instructor 
that is available to sub your class, you can add 
that here.

Add Note: Here you can add additional details 
you think Employee Services or the substitute 
teacher should know about.

Button Details



Step 7: Click on the 'Set Lesson Plan' to provide lesson details to the substitute. When 
you are done, click the 'done' button at the bottom of the page.

A. Click on the 'choose file' button.

B. Select the file from your computer. 
(Word or PDF)

C. Click 'Upload' to save your file 
to the system.

(You can also choose to type your lesson plan online in the fields provided.)



Step 8:
Double check that the 
information on the page is 
correct. If so, click 'next'.

Note: You can see that the lesson plan has been updated because the 
button is now green.



Step 9:
Confirm one last time that the information 
is correct and then click 'finish'.

Step 10:
The screen below will appear confirming that your absence 
request has been completed. Click on 'dashboard' in the top 
navigation to return to your home screen.

Congratulations. You have successfully learned how to complete an online absence request.



Completing a Substitute 
Availability Form



Step 1:
Using the top navigation, click on 'Substitute Availability'.



Step 2: Click 'Create New Substitute Availability'.

Step 3: Choose the appropriate Term code then click 'Create'.



Step 4: Choose the hours you can substitute and then click 'Add'. Then answer the questions under 
'Additional Availability Details. Next, click 'finish'.



Your substitute availability is now complete. If you ever want to modify your hours, simply click on the current 
term to make changes. The modifications will be updated immediately.

Congratulations. You have successfully learned how to complete a substitute availability form.



Thank you for watching.
For questions or to request additional training please contact:

Nicole Gallegos or Jennifer Hoeger


