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Completing a Substitute
Availability Form



Step 1: Access the CE System by going to Self Service at either rsccd.edu or sac.edu
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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 2: Login to the
system using your
school email address
and password.



Step 3: Click on
'Employment' drop down
and click on 'CE System'.
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Parking Permits:
Parking Permits are now available for purchase through the permit portal.

Employment Hello, Welcome to Colleague Self-Servicel!
Choose a category to get started.
Employee
Employee i Course Catalog
Attendance Web — Please see the Employee navigation menu for links to common employee applications including eForms, g Here you can view and search the course catalog.

OCDE EIS, Parking Permits and maore.
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Step 4.

Using the drop down on your Dashboard, please select
your sub status. Then, click on 'Substitute Availability' .
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Step 5: Choose the hours you can substitute and then click 'Add'. Then answer the
guestions under 'Additional Availability Details. Next, click 'save'.
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Step 6: Update your communication preferences. Most importantly- your cell
phone number.
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Your substitute availability is now complete. If you ever want to modify your hours, simply return to sub

avairLatbility to make changes. The availability listed will be active across terms and does not need to be updated
each term.

Please note that if you would like to be considered for sub assignments, these steps must be completed.
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Congratulations. You have successfully learned how to complete a substitute availability form.



For questions or to request additional training please contact:
Adriana Morales (morales_adriana@sac.edu)
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