
​  

 
Create an Absence in SmartFind Express 

End User 
 

Log in using the link below: 
https://cps.sfe.powerschool.com/logOnInitAction.do 
  

Click to login via Microsoft 
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https://cps.sfe.powerschool.com/logOnInitAction.do
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Click on Create an Absence 
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Select Reason from the Drop down Box 

 

 

Select Date from the Calendar 
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Select Time off:  
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Select Custom to put specific hours in 

 
 

Once submitted you will see the below message of “Absence 
created successfully.” 
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After an absence is entered you can click on “My Calendar” 
to see your absences 
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“My Schedule” will show your work times with half day and 
full day timeframes 
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Or you can create an absence over the phone 

 
CALL TO CREATE AN ABSENCE 

NOTE:  If an employee has multiple schedules for the same 
classification, they may not be able to create an absence on 
the telephone for every one of the schedule entries for that 
classification. They will be able to do that on the Web. 
 
1.​ Enter the Absentee's access ID, followed by the star (*) 

key 
PRESS 1 if Correct 

If the employee has more than one work schedule, 
confirm the location and classification choice.  

PRESS 2 to Enter another access ID 
2.​ Enter dates and times for the absence  

If using allowed duration when creating an absence, 
select Full Day, Morning Half Day  

PRESS 1 if the Absence is only for today 
PRESS 2 if the Absence is only for tomorrow 
PRESS 3 to Enter the dates and times 

3.​ If you pressed 3 to Enter Dates and time 
Enter Start Date 
​ PRESS 1 to Accept the date offered 

PRESS 2 to Enter start date (MMDD) 
4.​ Enter the reason from page 1 followed by the star (*) key 

or wait for a list of reasons 
5.​ Record Special Instructions 
​ PRESS 1 to Record special instructions. Press the star 

(*) key when done 
​ PRESS 2 to Bypass this step  
6.​ Is a Substitute Required? 
​ PRESS 1 if a substitute is required 
​ PRESS 2 if a substitute is not required 
7.​ If you pressed 1, a substitute is required 
​ PRESS 1 to Request a particular substitute 
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​ Enter the substitute access ID, followed by the star (*) 
key 

​ PRESS 1 to Accept requested substitute 
​ PRESS 1 if the Substitute should be called 

​ PRESS 2 if the Substitute has already 
agreed to work and does not need to be 
called 

PRESS 2 to Bypass requesting a substitute 
 

8.​ Complete Absence 
PRESS 1 to Receive the job number 
Record the Job Number. The Job Number is your 

confirmation. 
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