
SmartFind Express

SUBSTITUTE SYSTEM INSTRUCTIONS



CONGRATULATIONS ON YOUR 

PERMANENT EMPLOYMENT! 

▶ All absences must be reported to your School Office Manager, preferably with 

advance notice.  

▶ You must enter your absence in SmartFind Express (SFE) sub system, in order 

to have coverage for your assignment when you are out. 

▶ SFE Sub System link: 

https://cajonvalley.eschoolsolutions.com/logOnInitAction.do

▶ The following pages are step-by-step instructions to enter an absence.

https://cajonvalley.eschoolsolutions.com/logOnInitAction.do


REGISTRATION AND CREATING A PIN

STEP 1 - Register by calling 619-333-2578. 

These steps must be done before accessing the website:

▪ Your access ID number is your six digit Employee ID number

▪ Your PIN number is also your six digit Employee ID number

▪ Follow the prompts to change your password and record your name

▪ Press 9 to exit the system



Accessing the SmartFind System 

ONLINE

Go to: 

cajonvalley.eschoolsolution

s.com

Log in with your User ID 

(employee ID) and PIN

Captcha Instructions: To

help prevent third-party

access, the login screen

has changed. Type in your

user ID and PIN, then click

the “I’m not a robot” box.

https://cajonvalley.eschoolsolutions.com/logOnInitAction.do


Home Screen

▶ Once you log in, you will be taken to the Welcome screen.

▶ Notices will be posted here, please make sure to read them each time you log in.



Entering your absence

▶ STEP 2 - Select “Create an Absence”

SEE SAMPLE BELOW



• Select a reason from the drop 

down menu (vacation, personal 

necessity, illness, etc.)  

• Select the date of absence

• Verify the times, edit if necessary

• Enter Pre-Arranged Substitute ID 

number (if applicable) or select 

Name Lookup to search by name. 

If none, leave blank

• Specify if the sub has accepted the 

job or not

• Click Continue



Creating the job

▶ STEP 3 - You must click on

“Create Vacancy” in order for

your absence to go through.



▶ This page shows the job has

successfully been entered.

▶ Please see your School Office

Manager if you have any questions.

Absence Verification



We’re also here to help. 

Dida Bautista – Sub desk

(619) 588-3037

subdesk@cajonvalley.net

Monday – Friday 7:00 am – 3:30 pm

Personnel Main Office

(619) 588-3047

Monday – Friday 8:00 am – 4:00 pm


