
Smart Find Express (SFE) Quick Reference for AFSSs 
Managers 

 
Web Browser URL: https://cslausd.sfe.powerschool.com/ 
Click to sign in with your LAUSD Single Sign-On (SSO) 

 
Create Absence 
 
Create Absence:  

• Classification: FSW (4391)—only 
 

Reason for Absence: 
• Illness,  
• Industrial 
• Vacation 
• Jury duty  
• Leave-to-higher  

 
Hover the mouse over the toolbox on the left and click Create Absence (as 
shown below): 
 

 

https://cslausd.sfe.powerschool.com/


Enter the Access ID—Employee Number or click on Name Lookup and 
continue (as shown below) 
 

 
Enter the Reason for Absence, Date, and Time (as shown below); in 
addition, ensure the weekly schedule matches (must be check-marked) the 
Start and End Dates 
 

 
 
 
 
 



Specify Substitute field remains blank—unless you have prearranged to 
have a current FSW substitute assigned to the job request (as shown below) 
 

 
 
Follow the steps shown below to assign an FSW substitute:  

• Input the Employee Number or Name Lookup in the Specify 
Substitute field to assign a current FSW substitute to the job request 

• Click Yes—only if the substitute employee accepted and is aware of 
the assignment details such as location, dates, and time 

• Click Continue, and once you complete the steps, the substitute 
should appear in the Assigned Substitute field 
 

 
 



Create Absence field: 
• Click Yes to confirm the assignment exceeds the 3-hour length of the 

work day for the FSW substitute job classification (systematic 
maximum allowed hours) 

 
 

Complete Create Absence for the job creation: 
 

• Click Create Absence to finalize the job creation and obtain the Job 
Number 

 

 



*Avoid Recurring Circumstances (two individuals reporting to the 
same work location): 

 
• With the job number, verify that the assigned substitute appears in 

the Assigned Substitute, not only in the Specified Substitute field  
• Specified Substitute only means the manager or AFSS would like the 

specified substitute, if available 
• The Smart Find Express does not guarantee to assign the “specified 

substitute” and will attempt to call any available substitute; this 
results in two substitute employees at the same location 

• An employee with a valid job number is permitted to remain at the 
designated work location 

 
Releasing undesired or unspecified FSW substitute & Assigning a specific 
FSW substitute: 

 
• If there is a substitute in place (at the site), you must: 
•  Release the “assigned” substitute and compensate the employee with 

two hours of travel time (paid) since they have lost the workday; it will 
be challenging to find another assignment by then 

• Assign the current substitute to the job 
 
 
 
 
 
 
 
 
 
 
 
 
 



Create Vacancy 
 
Classifications:   

• FSW (4391)—true vacancies only 
• FSW II (Driving) (4388)—applies all the reasons below 
• SFSW (4395) —applies all the reasons below 
• Managers (all) —applies all the reasons below 

 
Reason for Vacancy: 

• Vacant Position (true vacancy) 
• Industrial 
• Vacation 
• Jury duty  
• Leave-to-higher  
• Staff Development 

 
Hover the mouse over the toolbox on the left and click Create Vacancy (as 
shown below): 

 
 
 
 
 



• Click on Location Search) as shown below): 
 

 
 

• Enter the name of the location and click Search (as shown below): 
 

 
• Click on the Location 

 

 



Enter:  
• Classification 
• Reason (select the applied reason, such as vacancy or in place of one 

of the higher job classifications for coverage purposes)  
• Dates 
• Times 

 
 
***Required Field***  
Administrator Comments/Notes: 
 
Enter the required notes as shown below: 
 

 



Examples: 
 
Administrator Comments/Notes: 
  

• IPO: 
6.5 HOURS/FSW VACANCY (30008880) 
SITE CURRENTLY INTERVIEWING  
INITIALS 

  
• SFSW VACANCY (30008890) 

SITE CURRENTLY INTERVIEWING  
INITIALS 

  
• SFSW 

DIANE SMITH 738005 
VACATION 

 INITIALS 
  

• DIANE SMITH 738005 
• NMCC TRAINING 
• NET CLASS 
• SERVSAFE 
• DISTRICT EXAM 

INITIALS 
  

• DIANE SMITH 738005 
LTH/FSMI/KENNEDY EL (PENDING LTH DOCUMENTS) 
INITIALS 
FSW 4 HRS/RELIEF POSITION (30089020) 
FROM 03-01-2024 – 09-02-2024 
INITIALS 

 


