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Red Rover’'s Absence Management Solution
Reference Guide for Admin Users

Welcomel!

Teachers On Call, Kelly Education Company® is pleased to present Red Rover’'s Absence
Management Solution. We utilize the online scheduling system in order to request and fill
substitute vacancies.

As an Admin User for your Center, you have 24/7 access to the Red Rover portal to place
vacancies and view real time reports. These reports show which vacancy requests have been
filled by what substitute and what requests are still unfilled. Please note, you cannot assign a
substitute to a vacancy without first confirming and receiving the approval of the substitute.

Substitutes proactively fill their work calendars by similarly searching through their Red Rover
portal for available assignments.

You can view real-time status of your current vacancies by logging onto your Red Rover
online account and/or the mobile phone application. Additionally, under Notification Settings
you will have the ability to select when you will receive notification emails including any time
a vacancy is edited (i.e., when a substitute picks a shift up, cancels from a shift, start/end times
are changed, etc.). If you receive these email notifications it is best to log in to your Red Rover
portal to view what has been edited. If you have any questions, please contact the Client
Services Team.



Internet Feature of the System

A: Accessing the System

Step 1: Log on to the Red Rover website: https://app.redroverk12.com/admin.

Step 2: Enter your Red Rover ID and Password in the appropriate fields. If you have not yet
created your Red Rover ID and password, please look for a separate email from no-
reply@mg.redroverk12.com to create your account.

Step 3: Click Sign In. This will take you to your Red Rover home page.

You can also access Red Rover by going to www.teachersoncall.com and hovering over the
“Login” button and then selecting “Red Rover” in the top right corner.

As an Admin User you will use Red Rover for:
Viewing Vacancy Statuses

Creating Vacancies

Modifying Vacancies

Setting up your Center’s Shared Files
Reporting

abrwn =

B: Setting Notifications

To change your notification settings:

1. Click on your profile icon, and select My profile

Red Rover Q,

Today

< Thu, Feb 3 >

2. Check the box next to the notifications you'd like to receive and uncheck the box next
to notifications you do not want to receive. Then click Save.
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C: Creating and Modifying a Vacancy

When logged into Red Rover you can click on the question mark (?) and “Help” in the upper
righthand corner of the webpage. This will bring you to a library of Red Rover reference
documents and FAQs. Below we have highlighted helpful day-to-day tips.

Viewing Current Vacancy Statuses:

The Homepage will give you a quick snapshot review of your vacancy statues, this is also
called your Daily Report. The Daily Report will list the number of unfilled and filled vacancy
requests for that day.



Today

<Tue, Mar 1 >

Good morning, Matthew

172 2
Unfilled (50%) Total

Teacher (1)

@ e
1540345 FU

Schasi
' TOC Elementary
715 4M- 245 M

If you would like to view another day,
simply hit the arrow key on the date
towards the top left of the Homepage.

Today

<Tue, Mar 1 >

Good morning, Matthew

1/2 2
Unfilled (50%) Total




Entering Vacancies:

Vacancies should be entered to indicate to Teachers On Call whenever you have a staff
member out and need a substitute to fill in. You can select a specific vacancy profile in the
system to indicate the age group (infants, toddlers, preschool, etc.) and the qualification
needed for the position (aide, assistant, or teacher).

Vacancy Details Substitute Details

Position type

Substitute schedule
I Tescher - l

Tue-Fri, Mar 1-4
Title B:00 AM - 5:00 PM ECE Center
| Acct: Mot specified

| Teacher Vacancy

Contract schedule Chzngs [[] Hide from subs Allow sub to accept part
Teacher

Motes to substitute
anauun Can be seen ay ine admini strator, employees and substituie
| ECE Center - | ‘
Bell Schedule

| ECE Bell Schedule

Administrator comments
Can be seen and edited by administrators only.

Dates SELECT DATES
Mar1-4

Vacancy reason

| Extra Help - |
Times

| Full day {B:00 AM - 500 PM) - |
Pay code Accounting code

Same time for all days Same reason for all days

When creating the vacancy, under the Substitute details you have the option to check off two
boxes: "Hide from subs” and “Allow sub to accept part”. If you would like the position on hold
because you are requesting a specific substitute, please ensure to click and check “"Hide from
subs” and follow up with the Order Fulfillment Team to contact the sub you are requesting. If
you create a multi-day vacancy, the "Allow sub to accept part” will automatically be checked.
This means a substitute may pick up part of the shift, opening the remaining unfilled days to
other available substitutes. If you would like only the same substitute to pick up the entire
shift please uncheck this box. We highly suggest leaving this checked as it provides the
opportunity for a greater fill rate by opening the position up to allow substitutes to accept
what they can work.



Do not pre-assign a substitute without first confirming with the substitute. If you need
Teachers On Call to contact the substitute please call your request into the Order Fulfillment
Team.

Modifying Vacancies:
If you need to remove or add days to a vacancy you have already created, you can modify a
vacancy by:

Step 1: Selecting the vacancy confirmation number you are looking to modify.
Step 2: In the middle of the vacancy

details you will see an option to “Select ~ DPates
Feb 9-10

Dates”.

Select dates for your vacancy

Step 2: Update the dates in the calendar view
by clicking on each date you are looking to add. < February 2022 >
The date will then be highlighted in red. If you
are looking to remove dates re-select the date
and it will turn back to white. When finished, : 2 3 4
save updates by clicking “Select Dates”.

21 22 23 24 25

28

Cancel SELECT DATES

Deleting Vacancies:

If you are no longer in need of a vacancy you have the ability to delete the vacancy. Any
canceling of vacancies past 6:15am the day of must be called into the Order Fulfillment Team
at Teachers On Call so we can notify the substitute of the cancellation. You must cancel the
vacancy at least 1.5 hours prior to the start time or you will be billed for the 4-hour minimum

shift.
Step 1: Select the vacancy confirmation number you are looking to delete.

Step 2: At the bottom of the vacancy you will see an

Opt|on to ”Delete". Delete ASSIGN SAVE

Delete vacancy
Step 3: SeIeCt Delete and Conﬁrm the Are you sure you would like to delete this vacancy?
deletion by selecting Delete again.

Mo, go back | DELETE



Find Available Substitutes
If you have prearranged a shift with a substitute you are able to assign a substitute to a
vacancy during or after creating the vacancy.

Step 1: Ensure you have confirmed with the substitute that they can work the vacancy you are
requesting

Step 2: While creating a vacancy in Red Rover or after you have created, you can select the
“Assign” button while in the vacancy. It will then show you a list of available substitute for the

vacancy.

Step 3: Select and assign the substitute to the vacancy.

D: Setting up Your Center’s Shared Files

In order to increase communication with substitutes, you may want to upload Shared
Attachments that will automatically be attached to any vacancies entered for your center.
Examples of helpful attachments could include parking instructions, center schedule, list of
center office staff, emergency instructions, etc.
e To set up specific attachments, send Lilli Speakman copies of the files you would like
to be uploaded at lillian.speakman@teachersoncall.com.

E: Viewing a Substitute Qualification

You can find the qualification of a sub that has accepted an assignment by clicking on the
confirmation number of the vacancy. This will then show the details of that vacancy, including
the position type. The position type indicates the qualification of the substitute.


mailto:lillian.speakman@teachersoncall.com

F: Reporting

On the left-hand side of your homepage, you will see a subcategory called “Analytics and
Reports”. By clicking this subcategory, it will bring you to a list of the following reports:

Notable Reports
Red Rover AbSE‘nC-\ES &
Vacancies Sub Sign-In Report
On the top right of the Homepage
Reports you will find a link to a Sub Sign-In

Page/Report. This report provides a
real-time list of those assigned to the
day’s vacancies. You have the option
to print off this report if you would
Schools Absence & Vacancy (Print View like to keep a physical sing-in page at
your Center.

Absence & Vacancy

Andlytics & Reports Absence & Y

People Daily Report

Absence & Vacancy

Bulletin Board s R This report breaks down the number
Fill Rate of daily fills and/or unfills with bar
charts. It also provides a list of
Saved Views substitutes currently assigned to the

vacancy requests.

Daily Report

This report lists out who is assigned
to your vacancies for that specific
day.




G: Logon Information

Follow the steps below to update your Red Rover password:

Step 1: Click on the greeting drop down menu and then click on Logout.

Step 2: Click on the | forgot my Password link.

Step 3: Enter your Red Rover username on the next screen, then click Continue.

Step 4: The system will send you an email with a link you can click to reset your password.

Forgot your password, Bob?

Please click the link below to change your password.

Change Password

I you did not request to change your account password, you can disregard this email. If you believe
someone may have accessed your account, you should update your Account Settings.

Resetting Passwords

Password
a Password
To change your password, you must select the “Don't
remember your password?” link on the Red Rover Red
Rover |Ogih page Don't remember your password?

LOG IN

You will be asked to provide the email address associated with
your Red Rover account. Enter your email address and click 0 RedR
“Send Email”. An email will then be sent to your account LS Lot

directing you to a password reset page where you can create a
new password.

Please enter your email address. We will send you
an email to reset your password.

& Email
Return to login

SEND EMAIL



Users can recover their Red Rover logon information by
selecting the “Can’t remember your logon details?” link on
the Red Rover login page. Red Rover will send an email to Welcome back!

reset your password. ,
Enter your email address and

password to access your account.

Can't remember your login details?




Red Rover Mobile App

H: Red Rover Mobile App

Your organization can gain access to the Red Rover mobile app! The app provides increased
accessibility to view open vacancies and filled vacancies for your center.

1. Go to the App Store or Google Play and search ‘Red

Rover’.

2. Click "Get Started” (this will only appear the first

time you log in)

3. Enter your login credentials, including your Red

Rover ID and password.

4. If you don't remember your password, tap Can't
remember your login details? and you will receive

an email to reset your password.

Home Page: The homepage displays the unfilled
absences at the locations you have access to within
Red Rover. You can adjust the list of absences to
show "Unfilled," "Filled," "No sub required," or "All"
by tapping each filter card or by tapping Filter and
selecting the filter you want to view.

Creating a Vacancy

Welcome back!

Enter your email address and
password to access your account.

Can't remember your login details?

< Sun, Nov 29 Tue, Dec1 > < Sun, Nov 29 Tue, Dec 1
Mon, Nov 30 [ Mon, Nov 30 [
1 1 o] 1 1 0
| Fitter unfiled > || | Fitter Al
\

Unfilled assignments Al

Done
Vacancy: Teacher Vacancy
Playground Help
Nov 30
Playground Help

All

To create a vacancy in the Red Rover mobile app tap the Add button at the bottom of the home
screen then select Vacancy. Next, select the position type.



Add new Create Vacancy (3] Create Vacancy Create Vacancy [5)
Absence peationtyne Select.. Position type Infant Teacher YOUR VACANCY HAS BEEN SAVED
[ Jeei b Confirmed #950790
Notes Edit Title Infant Teacher Vacancy
. Vacancy f Position type Infant Teacher
Create a new vacancy > Substitute N Contract o ECE Staff
Title Infant Teacher Vacancy
o No substitute selected tion ECE Center
Contract ECE Staff
Bell schedule ECE Bell Schedule
Location ECE Center
Dates Select...
Bell schedule ECE Bell Schedule
Notes Edit
Dates March 1, 2022
Substitute
Time Full Day
No substitute selected
Reason Extra Help

Once you've selected the position type, you will see the dropdowns to see the location, bell
schedule and date(s). Once you've selected the date, you will see the dropdown to choose
the time, notes to substitutes and assign any prearranged substitute. Once you've completed
all steps, select Create Vacancy at the bottom of the screen. You will receive a green
message with the confirmation number, confirming that your vacancy has been placed.

Editing a Vacancy

To edit a vacancy in the Red Rover mobile app, tap the vacancy which you wish to edit on the
home screen. You can then edit the date, time, notes to substitute, etc., then select Save. You can

also delete a vacancy

from this screen.

< Tue, Mar 1 Thu, Mar 3 >

Wednesday, Mar 2 [

Teacher

Vacancy: Teacher Vacancy
Extra Help

Mar 2 - Mar 4

TOC Secondary

Teacher

Vacancy: Teacher Vacancy
Extra Help

Mar 2 - Mar 4

TOC Secondary

Teacher o

/ﬂr

Edit Vacancy

Paosition type
Title
Contract

Location

Infant Teacher
Infant Teacher Vacancy
ECE St
ECE Center

Bell schedule o ECE Bell Schedule

aff

Dates

Vacancy: Infant Teacher Vacancy
Extra Help

Mar 2

ECE Center

Infant Teacher

Time

Reason

Accounting code

Create Absence

March 2, 2022

Full Day

Extra Help

Select...

For additional Red Rover Admin Mobile App questions and user notes please visit the Red

Rover Help Center.



https://help.redroverk12.com/hc/en-us/categories/360006140352-Red-Rover-Mobile-App
https://help.redroverk12.com/hc/en-us/categories/360006140352-Red-Rover-Mobile-App

General Information

I: Need Help?

Contact the Teachers On Call Client Services Team to:

Modify vacancies that the system is not allowing you to update yourself

Notify Teachers On Call of vacancy changes if the change is made the day after when
the substitute worked and may affect the substitute’s timecard

Locate your Login Red Rover ID

Receive assistance or information if you are unable to access the system

Request an attachment be added to your center profile

Ask questions regarding the use of Red Rover or Teachers On Call

Call 1-800-713-4439 during regular business hours if you experience technical

difficulties using Red Rover or need assistance logging a vacancy.

We look forward to providing you the convenience of Red Rover’s Absence

Management Solution.
Please share your feedback with Teachers On Call.

Thank you!




