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Submitting an Absence




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

Rancho Santiago Community College District Hosts
First Enrollment Strategies Learning Tour for the
California Community Colleges Chancellor’s Office —

19 Statega@yCpniatives visited SAC and SCC

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

Sign in

https://intranet.rsccd.edu

Username | |

Password




Step 2: Click on 'Continuing
Education' to access the
Continuing Education
Intranet site.
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Continuing Education
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Step 3: Go to Quick
Links and click on 'CE
System'.

Employee Services

QUICK LINKS:

Publications Request Form
(Billing Account Number: 11-0000-499900-18200-5940)

Organizational Structure
2022/2023 Noncredit Academic Calendar
Outreach & Student Support )
eRrofessional Development Gateway.

Professional Development Center

CE System
Purchasing
Self-Service Registration Santiago Canyon College SANTA ANA COLLEGE
DIVISION OF CONTINUING EDUCATION [ = School of Continuing Education
Useful Links, Forms & Docs i :
Continuing Education at Santiago Canyon College Continuing Education at Santa Ana College
» RECENT Home Page Home Page

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.
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Sign in with your organizational account

someone@example.com

Password

() Keep me signed in

Login authentication screens are changing.

Learn More - Single Sign-On FAQs
Retrieve Username or Reset Password

For Students:

« SelfServiceID@student.sccollege.edu
« SelfServiceID@student.sac.edu
Example: ab12345@student.sac.edu

For Employees:

« LastName_FirstName@sccollege.edu
o LastName_FirstName@sac.edu

o LastName_FirstName@rsccd.edu
Example: Smith_John@rsccd.edu

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.

CE Support System Dashboard Reports ~ Substitute Availability Communication Preferences Program Administration + Logout

Step 4: Click on the
'create new absence’

button.

Absent Instructor Dashboard for (1029813) Lehman, Colleen

Absent Instructor Dashboard / My Absences

Reason 4 Start Date 4 Status 4 Action Required b4




Dashboard / Absence Date and Reason

Select Absence Date(s) and Reason

Important Note:
For details about COVID-19 related absence reasons, please see the documents at the bottom of this page.

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

Absence Reason Choose Absence Reason v

Absence Date(s) 12/14/2022 6:00 AM & to 12/14/2022 10:00 PM

If you can work some of the time during your absence, you may add multiple segments.

Dashboard ' Absence Date and Reason

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

Select Absence Date(s) and Reason

Absence Reason Sick / SIC v

Absence Date(s) 12/1/2022 6:00:00 AM = to 12/1/2022 10:00:00 PM & + Add

If you can work some of the time during your absence, you may add multiple segments.

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

12/14/2022 6:00:00 AM 12/14/2022 10:00:00 PM



Choose Assignments and Provide Details

Please choose the course ir es affi d by your ab below.
Absence Reason
Sick (SIC)

Absence Date(s)

Here you will see your classes Begin End
12/14/2022 6:00:00 AM 12/14/2022 10:00:00 PM

affected by the absence.

In-person assignments affected by this absence

Check / Uncheck All
ESL 302 - ESL Beginning High @ Set Instruction Language =~ @ Set Lesson Plan |~ @ Suggest Instructor @ Add Note

#19183 Wed 12/14/2022 at 8:00 AM to 11:00 AM at CEC in CE-D D-108

Rancho Santiago Community College District Continuing Education
Santa Ana College School of Continuing Education 2900 W. Edinger Ave. Santa Ana, CA 92704
Orange Education Center, Santiago Canyon College 1934 W. Chapman Ave. Orange, CA 92868

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



B U tto N D eta | |S © Set Instruction Language © Set Lesson Plan © Suggest Instructor © Add Note

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

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

itute Name

Add a Note

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



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.

File Upload
Choose File | No file chosen

Set Lesson Plan

You may upload as many files as you like. Or, you can type your lesson plan text in the space provided below.
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Set Lesson Plan

You may upload as many files as you like. Or, you can type your lesson plan text in the space provided below.

File Upload

Choose File | No file chosen

Upload ®

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



Dashboard / Absence Date and Reason / Choose Assignments

Choose Assignments and Provide Details

Please choose the course inst: ffected by your at below.
Absence Reason
Sick (SIC)
Step 8&:
Absence Date(s)
segi o Double check that the
12/14/2022 6:00:00 AM 12/14/2022 10:00:00 PM

information on the page is
correct. If so, click 'next".

In-person ff d by this ab

(J  Check/Uncheck All
ESL 302 - ESL Beginning High © Set Instruction Language © Suggest Instructor | @ Add Note

#19183 Wed 12/14/2022 at 8:00 AM to 11:00 AM at CEC in CE-D D-108

Rancho Santi Ci ity College District Continuing Education
Santa Ana College School of Continuing Education 2900 W. Edinger Ave. Santa Ana, CA 92704
Orange Education Center, Santiago Canyon College 1934 W. Chapman Ave. Orange, CA 92868

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'.

Review and Finalize Absence

Almost done! Please review your absence and click "Finish"

Absence Reason
Sick (SIC)
Absence Datel(s)
Begin End
12/14/2022 6:00:00 AM 12/14/2022 10:00:00 PM

In-person assignments affected by this absence

ESL 302 - ESL Beginning High

i December 14th Lesson Plan.docx

Scheduled Instruction Language: -
Suggested Instructor: Brad Pitt
Note: Note supplied

Sessions Requiring a Substitute Instructor

#19183 Wed 12/14/2022 at 8:00 AM to 11:00 AM at CEG in CE-D D-108

ATTENTION: Once you click the finish button, your absence will be confirmed and you will no longer be able to make changes to it! If a change is needed, please call
instructor absence line at 714-241-5760.

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.

Dashboard ' Absence Complete

Absence Complete

This absence has been completed and will now be made available to substitute instructors.

Absence Reason

Sick (SIC)

Absence Date(s)
Begin End
12/14/2022 6:00:00 AM 12/14/2022 10:00:00 PM

In-person assignments affected by this absence

ESL 302 - ESL Beginning High

i December 14th Lesson Plan.docx

Scheduled Instruction Language: -
Suggested Instructor: Brad Pitt
Note: Note supplied

Sessions Requiring a Substitute Instructor

#19183 Wed 12/14/2022 at 8:00 AM to 11:00 AM at CEC in CE-D D-108

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

= = =
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Completing a Substitute
Availability Form



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

CE Support System Dashboard Reports ~ Substitute Availability Communication Preferences Program Administration ~ Logout
Absent Instructor Dashboard for (1029813) Lehman, Colleen

Absent Instructor Dashboard / My Absences

Reason 4 Start Date 4 Status 4+ Action Required

| | || |

@




Step 2: Click 'Create New Substitute Availability'.

Manage Substitute Availability
Dashboard /' Manage Substitute Availability

Substitute Availability Create New Substitute Availability

Term Created Updated

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

Create Substitute Availability
Dashboard / Manage Substitute Availability / Create Substitute Availability
Choose a term and click "Create" to set availability details for this instructor.
Term Code Choose Term Code v
Previous Availability Copy from previously created availability? v




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

Manage Substitute Availability Additional Availability Details
D: Substitute Availability / Edit Substitute Availability (2023FAN) These details can change your ability to receive a substitute assignment. Please review them carefullly and ch:
needed.
Please add the hours that the instructor can substitute

The hours selected here will be used to show you assignments that fit their schedule. | have an OTC (on"ne Tra'n'ng certificate) from SAC
Monday v start time end time OYes ®No

Monday
| have an OTC (Online Training Certificate) from SCC
OYes @No

05:00 AM - 08:00 AM = %

Tuesday

Manage Substitute Availability

Not Available
Dashbosrd | Manage Substiuto Avalabity
Wednesday
Substitute Availability n| | sh
Not Available
Torm Groatad Updated
Thursday 2018500 15201 15208
20198 aur019 w2ur2019
Not Available 201974 ar10z019 102019
20226AN w602 10142022
Friday 2023FAN 9162022 orier2022 b
namese
Not Available
e " a0
Saturday 1934 W, Ch CA 92868
Not Available
Sunda . .
i/ Instructor Communication
Not Available

@Yes ONo May we release your contact information to the instructor?




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.

Manage Substitute Availability

Dashboard / Manage Substitute Availability

Substitute Availability Create New Substitute Availability

Term Created Updated
‘ 2023SPN 11/30/2022 11/30/2022

Congratulations. You have successfully learned how to complete a substitute availability form.
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Thank you for watching.

For questions or to request additional training please contact:
Nicole Gallegos or Jennifer Hoeger

'q\.I SANTA ANA COLLEGE

School of Continuing Education



