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EZ Substitute Management - Substitute Instructions 
Substitutes should contact your school (or agency) when any type of support is needed.  You can use 

the ‘Contact Support’ link to reach them. 

1. Go to www.ezschoolapps.com/SubstituteLogin.aspx 

2. Login with your email address and password if the school assigned a password for you, skip to #11. 

 

3. If the school did not assign you a password, click on Forgot Password. 

4. A popup box will appear. 

 

5. Type in your email address at your and click Send Password. 

6. You will see the following box. 

 

https://www.ezschoolapps.com/SubstituteLogin.aspx
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7. You will get an email containing a link.  

 

 

8. Click on the link that says “Click here to reset your password. A box will appear that allows you to change 

your password.  Your password cannot contain special characters. 

 

9. The following box will appear.  Click OK. 

 

10. Click on EZ Substitution Management on the left under applications. 
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Selecting a Substitute Job 

1. Click on the Substitute Requests tab. 
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2. Click on a date that shows a number after Available.  Notice that the employee name appears under 

Available Substitute Opportunities. 

 

Click Review. A popup box will appear.  Click Accept Substitute Job. 
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3. Notice that the employee is now listed under Scheduled Substitute Job(s). 

 

Declining a Preferred Sub Job 

1. A teacher has the ability to choose one or more preferred substitutes for a job.  Those will only show for 

the preferred subs chosen.  If you know you will not be able to take that job, you have the ability to 

decline it.  That allows it to go out to other substitutes who may not have been chosen as a preferred sub. 

 

2. Under Available Substitute Job(s) click on Decline if you will not be taking the job. 
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Deleting a Job 

1. It is possible to delete the job as long as it has not been approved by the school.  Click on Review.   

 

2. The following box will appear.  Click Remove Scheduled Job. 

 

3. Notice that the employee is now listed back under Available Substitute Jobs. 

 

4. If you click on Remove Job and it has already been approved by the school, the following message will 

appear.   

 

5. You would then need to call the school or substitute agency to remove yourself from this job.  
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Attempting to Schedule Two Jobs on the Same Day 

1. If an attempt is made to schedule a second Available Substitute Opportunity on the same date, the 

following message will appear. 

 

Selecting a Multiple Day Job 

1. This teacher has requested multiple days, the July 29th through July 31st.     

 

2. Click Review. 

3. Click Accept Substitute Job. 

4. The following popup box will appear. 

 

5. Choose Yes or No. 
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Install Mobile App 
• Go to the Apple or Google Store from your phone or tablet. 

• Search for “EZ School Apps” and you will see the free download.  

 

 

 

• Notice the Scheduled (0) and Available (0) 

boxes in each day of each month. 

• The Available numbers will change as jobs 

are requested. 

• The Scheduled numbers will change as you 

accept jobs. 

• Tap on a calendar day to view the list of jobs 

at the bottom of your screen 
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• It will show you basic information about 

that available job. 

 

• If you were selected as a Preferred Sub 

and want to decline, then click the 

Decline option. 

 

• If there is a job you would like to take 

click on the “Review” button 

 

• The box on the next page then opens. 
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• You can review the additional information 

to decide if you want to accept the job. 

• If you so want to accept it, click on “Accept 

Substitute Job”. 
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• You will get a popup that states, 

“Absence request accepted.” 

• Click “OK”. 

• You can also remove a job. 

• Click on Review on the Scheduled 

Job. This will open the Additional 

information seen on the next 

page. 

•  

• The job will then move to the 

Scheduled Substitute Job(s). 

• This allows you to view those 

scheduled jobs at any time. 
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• Click on “Remove Scheduled Job”. 

• You may get a pop-up that says you are 

unable to remove.  You will need to 

contact the school or staffing agency. 

 

• If successful, you will see a popup box. 

• It states, “The job has been removed 

successfully”. 

• Click OK. 
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• You Can bring up your alerts page by 

clicking on the menu on the top left 

• Once you click open the side menu 

select Substitute Alerts 
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• On this page you can set up your 

Mobile Notifications 

• Click on the “Add” button to bring 

up the Mobile notification popup  

• Use the dropdown to select if you 

would like sound or not and then 

click add 
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• Once you add the Mobile phone 

alert, you will receive a success 

Popup 

• Click Ok 
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1. Type in your email address. 

2. Click Send Password. 

• If you ever have trouble logging in, 

you can use the “Forgot Password” 

button 

 

• From there type your email in the 

box below 

 

• Click “Send Password Reset Link”, 

this will send you a reset password 

link to your email address 
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Setting Substitute Alerts (Optional) 

1. The following steps are not necessary, if you are using the mobile app.  

2. Remember that you can also login the www.ezschoolapps.com/SubstituteLogin.aspx anytime to 

check for available substitute jobs. 

3. Click on the Substitute Alerts tab.  

 

4. Click on Add Alert Type. 

5. A popup box will appear again. 

6. Type in an alert name in the box after Alert Type Name. 

 

7. Click on the dropdown arrow after Alert Type to select the type. 

8. Type in the Email Address that should receive the alert. 

9. Click on the dropdown arrow after Timezone to select the time zone. 

10. Click Add.  

 

 

 

 

 

 

https://www.ezschoolapps.com/SubstituteLogin.aspx
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11. Click on the Add Alert Type.  

12. A popup box will appear again. 

                                    

13. Type in an alert name in the box after Alert Type Name. 

14. Click on the dropdown arrow after Alert Type to select the type. 

15. Type in the phone number you want to receive the text. 

16. Click on the dropdown arrow after Phone Service to select your type of phone service. 

17. Click on the dropdown arrow after Timezone to select the timezone. 

18. Click Add.  

19. Notice that the Alert Types are now listed. 
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20. Click on Schedule Alerts. 

 

21. A popup box will appear. 

22. Click on the dropdown after Alert Type Name to select the alert type. 

 

23. Use the dropdowns to schedule the time you wish to be alerted. 

24. Check the days of the week you would like to be alerted. 

25. Click Save.  

26. Notice that the alerts are now listed below Schedule Alerts. 

 

27. You can set as many substitute alerts as you would like. 

28. Remember that you can also login the  www.ezschoolapps.com/SubstituteLogin.aspx anytime to 

check for available substitute jobs. 

https://www.ezschoolapps.com/SubstituteLogin.aspx

