©@©DDSB

Ignite Learning

How to Book Yourself Unavailable in SFE

1. Loginto Smart Find Express I
2. At the top right-hand corner select “Add | [ Y-
Unavailability” :

3. If you do not see “Add Unavailability” please click on
your initials in the top right corner and click “switch
to substitute” then select Add Unavailability.

=&  Switch To Substitute

'ﬁ} Personal Information

[ Sign Out

Add Unavailability Date

Select Date

4. Enter your future unavailable dates and times in SFE
and click Save. R End Date (e
If you would still llike to receive calls from SFE during =" &) [w=o2 2]
your unavailability please click the box “continue
receiving calls during periods of unavailability”.

Time/Duration
o All Day (00:00am to 11.59pm)
() custom Time

Future Calls

[ | continue receiving calls during periods of
unavailability

Add Unawvailability Date
. . g ﬂ Start DaterTime must be in the future. For
+ If you are entering a same day unavailability, please creating unavailabily for today. select the
ustom 1ime option
select “Custom Time” and enter a future unavailable
time and click Save.

Select Date

Start Date
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Tirres/Duration
0 Al pay (00:00am to 11.59pm)
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