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West Contra Costa Unified School District 

Employee Quick Reference Card 
          
 

System Phone Number:  510-323-2895  

Help Desk Phone Number: 510-231-1168 Classified 
510-231-1164 Certificated  

Write your Access ID here:     

Write your PIN here:  ___________   

Web Browser URL: https://westcontracosta.eschoolsolutions.com 

 

THE SYSTEM CALLS SUBSTITUTES DURING THESE TIMES: 

 
 

https://westcontracosta.eschoolsolutions.com/
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 PRESS 2 if the Substitute has already agreed to work and does not need to be 
called 

PRESS 2 to Bypass requesting a substitute 

7. Complete Absence 
 PRESS 1 to Receive the job number 
  Record the Job Number. The Job Number is your confirmation. 
    
 

 

TO REVIEW/CANCEL ABSENCE OR MODIFY SPECIAL INSTRUCTIONS 

1. Hear the job information 
 PRESS 1 to Hear absence information again  
  PRESS 2 to Modify special instructions 
        PRESS 3 to Cancel the absence 
 
If you pressed 3 to Cancel the job 

 PRESS 1 to Confirm the cancellation request 
If a substitute is assigned to the absence 

PRESS 1 for the System to call the assigned substitute 
PRESS 2 to Not have the system call the substitute 

 Once you confirm a request to cancel the job, you MUST wait for the system to say "Job 
Number has been cancelled." 

 

TO CHANGE PIN or RE-RECORD NAME  
 

1.  PRESS 1 to Change your PIN 
 PRESS 2 to Change the recording of your name 
 
 

WEB BROWSER ACCESS INSTRUCTIONS 
SIGN IN 
Open your browser and access the SmartFindExpress Sign In page. Enter your Access ID and PIN.  
 

PIN REMINDER 
The “Trouble Signing In” link supports users who want to log into the system, but have forgotten 
their PIN. When this link is selected, the system displays the PIN Reminder Request page. The user’s 
Access ID and the security code being displayed must be entered on this page.  Note: You must be 
registered with the system 
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 Select the Classification 
o Choose from the drop-down menu 

 Select the Reason for this absence from the drop-down menu.  
NOTE: If you select a reason that requires administrator approval, the system displays a 
notification that the selected reason requires approval. You can continue with the job 
create with this reason or choose another reason. You can also provide an Approval 
Comment. *Absence Approval may not be enabled for your district. 

 Indicate if a substitute is required for this absence 
o Choose Yes or No 

 Select Start and End Dates for your absence 
o Enter the dates with forward slashes (MM/DD/YYYY) or use the calendar icon 

 Select Start and End Times for your absence.  Default times are listed 
o To change defaults, enter time in HH:MM am or pm format 
o Ensure that the correct time is entered. If the times for the substitute are 

different than the absence times, please enter the adjusted times 
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SIGN OUT AND WEB BROWSER INFORMATION 
At any time during the session, the Sign Out link can be selected to end the session and disconnect 
from SmartFindExpress. Selecting the browser's back button or going to another site on the 
Internet does not disconnect the session from SmartFindExpress.  
 
To ensure security and privacy of information, use the Sign Out link to disconnect from 
SmartFindExpress, and close the web browser when you finish with your session.  
 
You can click the Help link to access Help Guides and How-to videos. 
 
Important Note: Do NOT use the browser's BACK button to navigate to screens. 
Navigation buttons are on the bottom of SmartFindExpress screens, such as the Return to List and 
Continue buttons. 


