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How to use the Substitute Teacher Search 

1. To locate a Substitute Teacher, click on the Substitute Teacher tab and then select Find 

Substitute Teacher. 

 
 

2. On the Find Substitute Teachers page: 

(a). Read the Disclaimer. 

(b). Enter or select a search criteria.  If needed, refer to the Search Methods Guide 

for additional assistance. 

 

FIGURE 1 – SEARCH FIELDS AND DISCLAIMER 

 

(c). Click Search Substitute Teacher to display the list of teachers who meet the 

search criteria.  
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3. In the search results grid, the following information for each Substitute Teacher will 

display:  

• Name 

• Business Email 

• Business Phone 

• County(ies) of Business 

• Age Groups served  

BD 

 
FIGURE 2 – RESULTS USING SEARCH CRITERIA “SCHOOL AGE (5+ YEARS)”. 

 
 

Note: Only Substitute Teachers who have achieved a Substitute Teacher Micro Credential will 
appear in the search results. 
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Search Methods Guide 

This guide outlines various search approaches to help you effectively locate individuals using 

First Name, Last Name, County, and Age Groups. Each method is designed to accommodate 

different levels of information and search needs. 

Search Method What to Do Example 

Basic Field Search Enter exact values in each field • First Name: Flint 

• Last Name: Stone 

 

Single-Criteria Search Use one field only • Age Group: School Age 

 

Multi-Criteria Search Combine multiple fields  • First Name: Flint 

• County: Muscogee 

• Age Group: Family Childcare 

 

Group-Based Search Select multiple checkbox  • Age Groups: Toddler + School Age 

 

Partial Search Use partial names to broaden 

results 

• First Name: Fl 

• Last Name: St 
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This user guide was written with the assistance of Microsoft Copilot. 


