
SmartFindExpress 
Guest Teacher Reference Guide 

 
System Phone Number 405-217-0260 
Help Desk Phone Number 405-366-5979 
Write your PIN number here ____________ 

SmartFindExpress Access ID is your employee ID number 
 

THE SYSTEM CALLS GUEST TEACHERS DURING THESE TIMES: 
 

 Today’s Jobs Future Jobs 
Weekdays Starts at 5:30 am and  

continues until 40%   
completion of jobs. 

5:00-10:00 pm daily 

Saturday  12:00 pm-10:30 pm 
Sunday None 12:00 pm-10:30 pm 
Holidays None 6:00 pm-10:00 pm 

 
 
 

Registering with the System 

1. Call the main system number. 
2. Enter you Access ID, followed by the star (*) key. 
3. When the system asks for your PIN, enter you Access ID again, followed by the star (*) 

key. 
4. Create your PIN.  Enter the PIN you want to use followed by the star (*) key.  The PIN 

must be numeric and at least six digits long. 
5. You will be asked to record your name.  Record your name and when you have finished 

recording, press the star (*) key. 

Logging into SmartFindExpress 

1. Open your Internet browser and access the SmartFindExpress site.  The system Welcome 
message and any district-wide announcements are displayed. 

2. Two identifiers are required to log in to the system:  User ID and Password.  Click submit 
to access they system. 

*You must be registered with the system to use this feature. 

 

 

 



Available Jobs 

Click on the Available jobs Menu 

1. Click the search to display all available jobs, or enter a date range for your search. 
2. The system displays the list of available jobs. Job listings are preceded by a “Details” 

link. 
3. View the details of the job on the Available Jobs Detail page.  You can also accept the 

job, decline the job, or return to the jobs list. 
4. To accept a job, click Accept Job.  The Available Jobs Confirmation screen displays.  If 

the job assignment is successful, a job number is displayed. 
5. To decline a job, click Decline job.  You may be required to enter a reason for the 

decline.  A Decline message displays on the Available Jobs screen. 

Finding and Accepting Jobs over the Telephone 

Call in 

From the main menu, select one of the following options. 

1. Review or Cancel Assignments 
 Job information is played. Current and future jobs are played in job number order.  After 
each job is played, you may be allowed to cancel the job.  If this option is not played, 
contact the system operator.  To cancel a job, enter a reason from the list of 
decline/cancellation reasons.  Canceling an assignment on the day of the job may result in 
being disqualified from being offered other jobs for today. 

2. Hear Available Jobs 
If feature is enabled, listen to the available jobs. During morning callout, only jobs for 
today are played. 

Call out 

Guest Teachers are called and offered jobs.  The system may also call to inform a guest 
teacher of an assignment cancellation.   

 

Job Offers 

When the system calls you about an open job, the job information will play, including the 
absent employee’s name, the location, classification, and dates and times of the job.  
Also, if special instructions were recorded for the job, they will be played.  You can 
accept or decline the assignment.  If you decline the assignment you will be asked to 
enter a reason for the decline and you may be disqualified from the other job offers for 
that day during the morning callout. 

 

	


