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"Non-Work Days" indicate when you are not available to work as a substitute, and they
inform the system to not offer you jobs on those days.
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You can then indicate the start/end times for the non-work day, enter the location(s) where
these non-work days apply (if you work as a multi-district sub), and provide an optional
reason for the entry. 

Remember to click Save once you are finished.

Removing a Non-Work Day

If you created a non-work day in error, the entry can be removed via the "Non Work Days"
tab.

Keep in mind, you will only see a "Remove" option if your district has enabled this
permission. Restrictions may occur due to absence-request timeframes, etc. Please contact
your district Administrator for assistance.

If the permission is enabled, click the Remove button for the day you want to delete.

 A confirmation box will appear. Click Remove to confirm.
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