
WOOD COUNTY SCHOOLS SUBSTITUTE EMPLOYEE MANAGEMENT SYSTEM (SEMS) 

Quick Reference Guide 

 

SEMS AUTOMATED NUMBER    HELP DESK – Terry Harris, Operator 

304-699-0278 or 877-214-9163     304-893-9799 or 304-420-

9663/9670    Ext. 111 

 

INITIAL REGISTRATION 

The Board of Education approved your employment for the position of a substitute of Wood County 

Schools.  First, you must complete all required paperwork with Human Resources.  Contact Angie 

Gant in Human Resources to be sure you have met all requirements.  To receive phone calls for open 

substitute positions you must call the SEMS automated line to register.   

 

 Call SEMS and when prompted, enter your Access ID (996______________) followed by the 

star key.   

 Enter your Access ID once again for the password followed by the star key.   

 Respond to voice prompts from the system to complete your registration and to change your 

PIN to 5-8 numbers and continue following the voice prompts. 

 

SEMS CALL-OUT 

Once you have completed your registration, you are ready to receive job offers.  Upon receipt of a 

position call: 

 Caller ID should read WOOD CS SEMS. 

 When prompted, enter your PIN number followed by the star key to hear the job offer and 

follow the voice prompts to accept or decline the position.  The system will keep calling you if 

you do not decline the job.  Hanging-up the phone does not automatically decline the job.  You 

must enter a reason for not taking the job. 

 When you accept the job assignment, you will receive a Job Number.  You will need this 

number to complete your payroll timesheet.  If you forget the number, the school office 

personnel / or SEMS Helpdesk can assist you. 

 

DECLINE JOB CODES 

 

To decline a job, choose the number next to the reason: 

1. Illness   5. Not available   9. Death in Immediate Family 

2. Emergency  6. Illness in Immediate Family 10. Vacation 

3. Take another Job  7. Lack of Child care   11. Personal 

4. Out of Town  8. Lack of Transportation 

 

WEBSITE SEMS REGISTRATION 

 

 You have to register via telephone first before online access is available. 

 You must have a valid email address listed on your SEMS profile. 

 You can access the SEMS Website at directly at woodcounty.eschoolsolutions.com  

 The password must contain a minimum of 8 using upper/lower case, numbers, and any 

characters. 

 Sign-in using your 996# as your Access ID 

 Directions for password reset and password setup are on the left side of the screen. 



STANDARD SEMS AVAILABILITY SCHEDULE 

The standard profile is set up so that you are available to work anytime Monday through Friday.  If this 

default schedule does not fit your schedule, you are responsible for logging into SEMS to make 

adjustments.   

WHEN SEMS WILL CALL YOU 

TODAY - For the current day calls begin at 6:00 am.  

TOMORROW – Future jobs will begin calling at 7:30 pm and continue calling until 10:30 pm.  Bus 

operators may receive calls as early as 4:00 am due to early start times. 

IF YOU SIGNED UP TO BE A SUBSTITUTE – YOU SHOULD BE READY TO GO  

Now that you know when the system will call you in the mornings, you should be ready to go to work 

and be on time.  If you receive a call for a job that starts in 20 minutes, you should call the school to let 

them know you just received the call and you are on your way.  The SEMS Operator and School 

Personnel can see what time an employee called off and when you accepted the call so they will know 

it is not your fault for being late.  We ask that you be ready upon acceptance of the call and leave 

shortly thereafter.  If you need to contact a school, call the Central Office at 304-420-9663 and the 

Receptionist will transfer you or call the SEMS Help Desk for assistance.  If you are a substitute 

teacher and did not receive special instructions check with the school secretary or administrator to see 

if they have any material for you. 

Other performance options available in SEMS: 

1. Review a job assignment   5. Review or Modify Daily Availability 

2. Cancel a job you accepted   6. Change your PIN or re-record your name 

3. Change your phone number   7. Create separate dates of unavailability 

4. Review or Modify Do Not Call times 

REQUIRED PROCEDURES FOR ALL WCS EMPLOYEES 

All employees are required to report their absences using SEMS.  This is necessary for accurate payroll 

preparation.  Absences should be reported promptly so the substitute can arrive by the scheduled time 

and prepare before first period. Please provide special instructions to assist the substitute such as time 

for lunch, extra duty, etc., or alert them to where they can find this information when they arrive.   Job 

cancellations or corrections must be reported in a timely manner to school personnel to cancel a 

substitute call.  If this issue should arise, please contact the SEMS Help Desk. Ensure the start and end 

times for the absence are accurate.  Pay attention to AM versus PM.  Hours are 2-digits ~ HH:MM.  

Check with your school administrator to ensure a substitute is needed.  If not, check NO SUB 

REQUIRED.  Otherwise, the system will call out a substitute and the sub will report.   An absence is 

not created until the “Create Absence” button is pressed, resulting in a job number. Substitutes use 

these job numbers for their time sheet. 

When calling-off for a half day, be certain the job does not exceed four hours.  One minute over four 

hours will result in the system recording your absence as a full day. 


