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Timekeeping in SEMS for: 

• Substitute Teachers 
• Substitute Special 
Education 
Paraeducators 
• Substitute Cafeteria 
Workers 
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Entering, viewing, modifying, and approving time-
keeping history from job details  

 

1. When the job has ended, 

Admins/Operators who can view the 

check-in history based on Menu access 

permission, will view the highlight link 

within job details.  

 

 

 

 

2. The timekeeper will enter the checked-in and checked-out time-card entries for the substitute, only when the job has ended. For multi-day job, there 

will be a row each for dates of the multi-day job.  

Notes: 

• Admin/Operator will enter the hours worked and breaks (24-hour format, i.e.: 08:00, 14:00, etc.).  

• If substitute hours changed the timekeeper is able to modify the start and end times of the corresponding job.   

• Include any breaks including 

lunch break.  

• Hours for substitute teachers and 

special ed paras cannot exceed 7 

hours. 

 

Once correct hours are entered for the 

substitute, click on the “save” button 

below the checked-out time entry. 

 

 

 

 



3 
 

Elementary schools, skip to step 4 

 

3. Class Coverage for secondary schools 

ONLY: 

When emergency class coverage needs to 

be reported, the “CLASS COVER” code will 

need to be added in the “assigned 

substitute” section of the job detail 

screen.  

 

Enter “CLASS COVER” in the Substitute 

Pay Rate box and click “save”.  

 

Once the Class Coverage is entered click 

on “check in history” to complete the next 

step.  

 

If there is no emergency class coverage to 

report skip to the next step. 
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4. Once all time entries are completed, the 

Admin/Operator will check the “Reported” box, 

and then click on the “Save” button below this 

box.  


