How To Cancel a Job in SEMS/SmartFind
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Click the "Enter Job #:" field and type in the job number. Alternatively, you can
search by Job Status and/or dates.
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6  Click on the Job Number hyperlink.
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Job#  Employee Name Substitute Name Location Reported Date Text
Status  Job Start Sub Start Classification Class Pay Rate Voice
Job End Sub End Reason Sub Pay Rate Comments
Verify  Job Duration Sub Time Worked Workshop Code Split from Job # File
2555669 Leopold, Amanda ‘YoungAlexa REDLAND MS 08/30/2024 7.05PM  No
Address: 6505 Muncaster Mill Road
Rockville, MD 20855
Finished/ 12/02/2024 07:45 AM 12/02/2024 07:45 AM MATH Ne
Admin Assigned 12/02/202403:13PM  12/02/2024 03:15PM  PERSONAL LEAVE Ne

O o730 No
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8  Click "Cancel Job."
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9 Click "Yes." Please note that you cannot undue the cancellation of a job.
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