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Getting Started

Using Aesop Successfully

Note: This guide covers most of the functions that are available to employees in
Aesop. These functions are permission based. If you see something in this guide
that you are not able to do, your district may not have given you permission to

Create absences online or on the phone

Aesop offers both phone and Web services, so that you can create an absence anytime,
anywhere. Online absences can be created as far as one year in advance. As soon as you
register an absence, Aesop starts finding a qualified, available substitute for you.

Manage your schedule

With Aesop you can track how many absences you have taken and see absences you have
already scheduled in the future. You can also track the types of absences you have on
record, such as personal or professional development day. Aesop offers an easy way to
store all your absence information in one place.

Leave notes and attachments for the substitute

By writing notes or attaching documents to your absence, you can assure that your
substitute is prepared to handle your duties during your absence. Aesop lets both the
district and the employee leave notes, as well as attach Word documents and PDF’s to the
absence.

Log on to Aesop
The first step to log on to Aesop is to visit the Aesop website. Put

www.FrontlineK12.com/Aesop into your internet browser's address bar and hit the Enter
button on your keyboard.

& - C [7 wwwFrontlinekl2.com/Aesop L=Y




Employee Web Guide

This will take you to the Aesop website. At the top right corner of this page you will see
the area to login. Use the ID (most likely your 10-digit phone number) and PIN provided to
you by your district. Once you have entered this info into the boxes click the Login button.

b Aesop Contact Us
ik Sy Hisllc Search site Search

If you are new to Aesop your district may have provided you with a Welcome Letter. Your
ID and PIN will be in this letter.

Victoria County School District
Walker Middle School

TO: Chesterton, lan

1/5/2013

Daar lan

Wa have the pleasure of notifying you that Victoria County School District is using an automat
substitutas. This senice is called Aesap. The Assop senice will be available to you 24 hours

How do | interact with Aesop?

1. ¥ou can interact with Aesop on the internet at http www frontlingk 12 comiaesop. H

exercise other features such as uploading your lesson plans for substitutes ta view onlin

2 You can also call Aesop toll free at 1-800-342-3767, Simply follow the voice menu to
computar racording of your nama and ttle. To do this. press Opbon 4 and follow the prg

Important Notes:

Your ID

n

ID Number 55555651291

ing Aesop are as follows

PIN Number 4543

“When entenng an absence, please wait until you receme a confirmation number before you ter|
receive a confirmation number.

You can click the "Forgot your login" which will open a new page. On this page you can
have a PIN reminder sent to your email address.

o



Home Page

Web Alerts

Before you are taken to your home page you may first get a pop-up of your Web Alerts.
Web Alerts are alerts that have been created by your district for employees to see. They
can contain important general information that may be useful to you. Once you have read
the alerts you can click the Dismiss button to move on. These web alerts can be revisited
at any time from the Top Bar.

Important Notifications

@ Victoria County School District posted on Monday, January 07, 2013

Dontiorgat that this Friday 5 brng your pet o school fay!

+ Dismiss

Once you have dismissed your Web Alerts you will be able to view your home page.

W e

| Aesop

#  Absence  Feedback  Account  Directory  Time Entry Help
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Pladie Salec! & date Mg rces apkoes Y Advanced Wade
a Janeary i} o Substnuss Bogquired TLE ATTACHMINTS
ALbsence Reason Sxiect One =
L] L] w 1" 1 ——
[T T R TR Time:
Ful Day =
n omn NS
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Hotes 1o Adminiaaor Hotes po Subssingee
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Top Bar

At the very top of your home page you will see a black bar with three different buttons you
can click on.

an Chesterton 29 MNotifications Logout

Your Name - Clicking on your name will take you to your Account tab where you can
change things like your personal info, PIN, and your preference list. These items will be
covered in more detail later in this guide.

Notifications - Click here to view the Web Alerts your district has sent you.

Logout - Click the Logout option to log out of Aesop and be taken back to the login page.

Main Tabs

The Main Tabs will help you navigate quickly to the different areas of your Employee
website.

#  Absence Feedback Account Directory Time Entry Help

Home Tab - The tab with the blue house icon is your Home Tab. You can click this tab from
anywhere in the website to be taken back to the home page.

Absence - The Absence Tab will take you to the absence creation page.
Feedback - Clicking the Feeback Tab will take you to the feedback section of the site where
you can leave feedback for absences that ended in the past 14 days. You can also view

past feedback that you left or was left for you.

Account - The Account Tab will take you to where you can change your personal info,
change your PIN, edit your preferred subs, and view your absence reason balances.

Directory - Under the Directory Tab you can view substitute phone numbers as well as a
list of people who approve your absences.

Time Entry - If your district uses the Frontline product Veritime, you will be able to access
it under the Time Entry tab.

Help - The Help Tab will bring you to a page where you can access user guides and training
videos.



Calendar

Home Page

Just below the main tabs is your calendar. The calendar is color coded to show the

different types of days.

Absences Closed Day In-Servica Day

You can move forward and backward in time on the calendar by using the arrows indicated

below.

December 2012 January 2013 February 2013
EUN WMOM TUE WED THU PRI SAT SUN NOH TUE WED THU PRI 5aT N MOW TUE WED THU PRI BAT

1 2 2 4 5 1 2

B 1] El B L] 10 1 12 3 L] B ] T a ] ’

B i M i2 i3 4 18 i3 14 18 18 i7 iB 18 10 11 12 13 i4 1B 18
1 17 198 1% 20 21 22 20 21 B 23 M4 B 26 17 18 19 20 M 2 23
23 2™ 2 MW 27T 28 I8 i 28 8 3| 3 24 256 2% 27T 4
W N

Clicking on an individual day in the calendar will pop up information about that day. Ifitis
an absence day you will have options (depending on your permission setup) in the pop-up
to cancel the absence, view more details, or view attached documents.

February 11 ®

Scheduled Absence Conf # 99061570
B FuiDay

8:00 AM - 3:00 PM

Personal Day

Walker Middle School

Barrowman, George

Absence Tabs
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In the Absence Tabs you can create new absences as well as view upcoming, past, and
denied absences. Clicking these tabs will not take you away from the Home Page but will
change what you are viewing on the Home Page.

m 2 Scheduled Absences 3 Past Absences 1 Denled Absences
|

Create Absence - Here you can create a basic absence right from the Home Page.

Scheduled Absences - Under this tab you can view a list of upcoming absences that you
have already scheduled. Depending on your permissions you may also be able to cancel an
absence from here.

Past Absences - Under this tab you can view your past absences for the past 30 days.

Denied Absences - Under this tab you can view any absence requests that were denied by
your approver.



Absence Creation

MNote: Absence creation may look slightly different on your website
depending on your district’s settings

There are many things you can do and see on your Aesop website, but as an employee one
of the most important things is the ability to create an absence. We have made it easy for
you to do this right from your Home Page.

Basic Absence Creation

To start the absence creation process scroll down to the Create Absence tab on the Home
Page.

Create Absence 2 Scheduled Absences 3 Past Absences 1 Denied Absences

Flease select a date Meed more opliens? Afvanced Modse
o Jansary 3013 i
el ©  Substituie Required m FILE ATTACHMENTS
UE WED THU FRI SAT
Abssnce Reasor Select One =
] ] 10 " 12
13 14 15 16 17 1 18 Time
) Full Day =]
W N @B M B ® -
to | 0300 PN
7 oW oW WM 1
Naotes 1o Adminisralon Niotes o Subatilute

Helpdul Hint: waliis ¢ vizwabie by R bt | Choose File | Mo fe chosen

Related Files

« Create Absance

Most absence scenarios can be created right here from the home page.

When selecting your absence date simply click on the single day and it will be highlighted
in blue.
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Create Absence 2

Fri, Jan 18
a danuary 2013 [+ ] Subs
SUN MON TUE WED THU FRI SA
Abse

£ 0 10 M 12
13 14 15 16 47 (48 19 Timd
MM 2N M B % M
7 ¥ H» MMM 1

You can also click on multiple days to create a multi-day absence. The days do not have to
be consecutive.

Create Absence 2

Tue, Jan 15 - Wed, Jan 16; Fri, Jan 18}

J 2013
2 i 2 s

SUN MON TUE WED THL FR SAT

fhsg
b 8 W 1M 12

12 14 (480G} 17 (48] 10 Timd

B @ M M 1

Helpful Hint:
You can select multiple days individually or click-and-drag to select a range of dates.

The next step is to fill in some details.

Substitute Required w

Absence Reason Select One EI

Time
i

8r a8 vaid ime range using the FU"DS}" E

08:00 AM | 1o | 03.00 PM

HNotes to Administrator Notes to Substitute

able by Substitute (viewable by Admin & Substiute

of viewable by




Absence Creation

Substitute Required - This option may already be predetermined for you but you may
have the option to choose if a sub is required or not. To change the option from "Yes" to
"No" just click to move the slider.

Substtite Required o n

Absence Reason - Choose your absence reason from the dropdown list.

Absence Reason ;.Suiect One B
Select One
- Bereavement>Immediate Family

Bereavement>Non Immediate Family
lliness=Family lliness
lliness=Personal lliness

Military Leave

LT R T Y Professional Dw
Unexcused Absence

Time - Choose what type of absence this is. Is it a Full Day Absence? Is it a Half Day
Absence? Depending on your district's setup you may have the option to choose a custom
absence as well.

Time
Please enter a vald time range using the Full Day
HH:MM AM format
Half Day AM
Half Day PM
e Custom

If you do need to enter custom times, choose "Custom" from the dropdown and then
enter the custom times in the boxes provided.

Time !
Piease enter a valid tme rangs using the Custom |z|

HH:MM AW formal
el 0500AM to 0400 PM

Optional Details
There are a couple of optional things you can do as well before saving the absence.
Notes - You have the ability to leave notes for your administrator and for the sub who will

be filling in for you. The notes you leave for the administrator will not be visible by the
sub. The notes you leave for the sub will be visible to the administrator.
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Notes to Administrator

not viewable by Substibule)

e

255 character(s) left

Notes to Substitute

(viewable by Admin & Substiule

Please don't forget to feed the
hamster

214 characler(s

e ft

Attach a File - Aesop gives you the ability to attach files to your absence for your
substitute to see. You can attach Word, Exel, and PDF files.

FILE ATTACHMENTS

DRAG AND DROP

FILES HERE

Ma file chosen

To attach a file click the Choose File button and browse your computer for the file you
want to attach. If you are using a web browser like Chrome or Safari you may also be able
to just drag the file right into the drop area you see in the picture above.

Once you have added a file you will see the name of the file in the File Attachments area.
To delete the file use the trash can icon.

FILE ATTACHMENT S

No file chosen

Lesson Plans docx

|

Mo Description. ..

Saving the Absence

Once you have filled in all the required fields click the Create Absence button at the

bottom right corner.

10



Absence Creation

" —————————
Notes to Substitute

i — Choase File | Mo file chosen
Please don't forget to feed the
hamster Lesson Plans docx
Mo Description

Pl

Related Files

Cancel « Create Absence

Once the absence is saved you will see a message at the top of your screen which will
include the confirmation number. The absence will also show up under the Scheduled
Absences tab.

v Absence Created. Your confirmation number is #99177535 ¥ Dismiss Message

Advanced Mode

There may be times when you need to create an absence that is a little more complicated.
For example, you need to use a personal day for day 1 of the absence but an illness day
for day 2 of the absence. For situations like this you can use the Advanced Mode of
absence creation.

To access the Advanced Mode you can click the Absence Tab in the Main Tabs...

Feedback  Account Directory

February 2013

i TUE WED THU FRI 354 SUN MON TUE WED

4 B 7 -] 8 10 11 12 3 4 5 & 7

...or you can click the Advanced Mode button found under the Create Absence tab. Both
take you to the same place.

11
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U R I - ] LE - LB L B &) G B | R § R
27T =@ ¥ 3 N 24 26 26 2T 28 24 26 2% 2T 28 W MW

k)

AbgEnCEs Clozed Day rr3envice Day

3 Scheduled Absences 3 Past Absences 1 Denied Absences

Please select a date Meed mor oplons™ Agcvanced Mode

Substitte Required FILE ATTACHMENT &

4] January 2013 (-]

Advanced mode is basically the same as the normal absence creation except for one major
difference, and that is the ability to add Variations. What is a Variation? Well, let's walk
through it.

Let's say you are creating an absence like the one we described above, a different absence
reason on each of two days. While in Advanced Mode, fill out the top section like you

were creating an absence just for the first day.

Once you have done that click the button + Add New Variation.

Mon, Feb 25 =
] Febmary 2013 [+ ]
Absence Reason liness=Personal liness =
SUN MON TUE WED THU FRI SAT

2 2 M W 1 2| Tme
Full Day [=]

08:00AM i 03.00FM

3 5 5 7 B g :-f_l-:c_ .:-.I:Ir:.u :.:'J time range using the
0 1 92 13 M5 6
7 18 1 XN H 2 2
2 m % 27w (W 1 3
+ A0 Hew Vanation é

This will expand the absence creation area with a new section called "Variation #2". In this
new area you would enter the information for the second day of the absence. This allows

you to use one absence reason for the first day and a completely different absence reason
for the second day.

12



+ Create Absence Cancel

Variation #1 - Mon, Feb 25

[ ] February 2013 [ +]
SUN MON TUE WED THU FRI SAT

% B’ 3 N 1 ?
LI A R R AR I
0 11 12 13 14 16 16

17 18 19 W N 17 B
24-23 7w w1

+ Add Mew Variation

Vanation #2 - Tue, Feb 26

[ ] February 2013 [+ ]

SUN MON TUE WED THU FRI SaT

Absence Reason

Time
Peass ents
HH: MM AN e

Absance Reason

Time:

Plaass anler & vabd time rangs wsng the
HH: MM AN formead

[liness=Persanal lliness =

[Full Day =

08:00 AM w0300 PM

E
j-F'a'rs'uﬁaI.D-ay: E‘
Full Day =]
0500 AM | w0300 PM
Dedeta This Variation

Absence Creation

See the image below for another example of how Advance Mode could be used. In this
example you have a five-day absence where Mon, Wed, Fri are Half Day AM and Tue, Thur

are Half Day PM.

1] March 2043 [+]

. 2% 2 . 2
el
0 1M1 12 13 44 158 16
17 18 9 2 N o2 B
24 2% 6 7 3w @ W

M 1 2 3 4 5

+ Add New Variation

¥ ¥ W N f 2

3 4 5 6 T a ]

€ 19 20 1 22
s ] ]

+ Add Hew Variation

SUN MON TUE WED THU FRI SAT

[+] February 2013 [+ ]

SUN MON TUE WED THU FRI SAT

0 1M 12 13 W 15 18

Variation #1 - Mon, Feb 25; Wed, Feb 27; Fri, Mar 1

Absence Reason

Time

2 enter &

vaiid fime range using the
mad

Vanation #2 - Tue, Feb 26; Thu, Feb 28

tima range usang the

| Persanal Day E

[Half Day AM [=]
0500 AM | to | 11:30 AM

fpmmsl Day __E

[Half Day P [=]

112317 AM 1o | 0300 PM

Dedete This Variation

13
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You can add as many Variations as you want to create the absence the way you need it.
Once you have finished adding Variations you can also add notes and attachments. When
you are ready to save the absence click the Create Absence button.

Assigning Substitutes
Some employees will have the ability to assign a sub to their absence when they create it.

If you have been given this permission you will see a "Create & Assign Sub" button at the
bottom of the Absence Tab.

L LA A 0 OO0

Notes to Substitute
(wiewable by Admin & Substiule ) Mo file chosen

Related Files

F el

left 255 character(s) left "

Cancel «' Create & Assign Sub

Assign a Sub During Absence Creation

At the end of the absence creation process you will be given the option to go ahead and
assign a sub (see above image).

Important:
It is your Responsibility to communicate with the substitute of your choice to ensure
that they are willing to accept the assignment before you assign them. Aesop will

When you click the Create & Assign Sub button a window will open which will allow you to
choose the sub to assign. Use the search box to search for subs that are qualified and
available to fill your absence. Once you start typing in a last name into the search box,
matches will drop down below the box.

14



Absence Creation

Assign Substitute Conf# 99193983 ®

It is your Responsibiity 1o communicate with the substitule of your choice o ensure that they anre wiling to accept
the assignment before you assign them. Aesop will not notify substiute sutomatically

Search for Substitute View List of Substitutes

b3l

Baker, Dee
(555 555-8394

Baker, Tom FRTIR——————
(810) 914-5888 h W .

Barrowman, George
i, i @
(555) 555.6361 . -

When you see the name you want just click on it to select it. Then click the green assign
button to assign them to your absence.

Search for Substitute

Baker, Tom + Assign

The other option would be to select the sub from your list of preferred subs. This list will
appear just below the search box. Just click the circle next to the name of the sub and
then click the Assign button. If the person's named is grayed out that means they are not
currently available to be assigned.

Or Select from Preferred List

Baker, Tom @ ) Barrowman, George '@
(610) 914-5858 = (555) 555-6361

Caughill, David : Jackson, Jen ®
100} 000-0001 ' (355) 535-1286

MacTavish, John ®
@ (555) 555.1267

Cancel «" Assign

After you click the Assign button you will get a notification at the top of your screen
indicating that the substitute was assigned successfully.

¥ Substitute Assigned Successfully

15
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To view a list of your currently scheduled absences click the Scheduled Absences tab.
this list you will see absences that have the green Assign Sub button. Click the green

button for the absence you want to assign a sub to.

Create Absence ) Scheduled Absences 3 Past Absences 1 Denied Absences

Date & Reason Lacation Duration T

me
CONF # 88108990  UNFILLED (W0 srrrovaL Recuiren. [B] 4P # - view Details

73 Jan 2013 Hiness=Family liness Walker Middie Senoal W Fuioay 800 AM - 300 PM
CONF # 28DE1ETE  SARROWMAN cEorae | aeroven [E] 4P view Details
1 Feb 2015 Personal Day Walkar Middie Schaal W Fuioay 8:00 AM - 3:00 PM

CONF # 99193859 UNFILLED /O APPROVAL REQUIRED § « Assign Sub ¥ Deiete Wiew Details

This will begin the same assignment process which is outlined above.

Assign Substitute Confi 99108930 x

E is your Responsibity to communicate wih the subsifiele of your choice to ensure that they are willng to accept
the assignmesd before you assign them Aesop will nof eolify substiule aulomatically

Search for Subsitule Wiew List of Subslitutes

Or Select from Preferred List

Baker, Tom @ Barrowman, George ®
312) 593-T965 (335 5556361

Caughill, David Jackson, Jen ®
’ 0-000f (555 5551286

MacTavish, John @
(O35 Z33-1267

Cancel

16



Managing Absences

Once you have created absences in Aesop you will be able to view them and even modify
them when needed.

Scheduled Absences

Any upcoming absences that you have created in Aesop can be found under the Scheduled
Absences tab on your home page. The number on the tab indicates how many absences
you have scheduled.

Create Absence ) Scheduled Absences 3 Past Absences 1 Denied Absences
Date « Reason Location Duration Time
CONF #§9108930  UNFILLED (Ho srrRovaL RecuiReD. [B] P =
23 Jan 213 Niness=Family lliness Walker Middie Schaol . Fuill Day 800 AM - 3:00 PM
CONF # 88061870 BARROWMAN, GEORGE | AFPROVED E ﬁ m Wiew Deails
11 Feb 2013 Personal Day Walker Middle Schaol W FuiDay 8200 AM - 300 PM

=R oo

22 Feb 2013 Miness>Family liness Walker Middie Schodl . Fuil Day 8700 AM - 300 PM

CONF # 98193881 UNFLLED 1NO APPROVAL RECUIRED 4P

Each absence is represented by two lines, the top line showing the confirmation number,
fill status, and approval status. The second line shows the date of the absence, absence
reason, and the times of the absence.

Notes and Attachments

You can view any notes that are on this absence by clicking the paper icon. You can view
any file attachments by clicking the paper clip icon.

CONF # 88108830 UNFILLED /NO APPROVAL Réi:ﬁ E & é- m View Details
23 Jan 2043 liness=Family lliness Walker Middle School W uiosy 8:00 AM - 3-00 BM
Assign a Sub

If your district has given you the permission to assign subs to your absences you will be
able to do this by clicking the green Assign Sub button. View more information on
assigning subs in the Absence Creation section of this guide.

17
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CONF i 85108930 UNFILLED /NO APPROVAL REQUIRED @ & _?- m View Detalls

23 Jan 2013 liness>Family liiness Walker Middle School . Full Day B:00 AM - 3:00 PM

Another permission you may have been given is the ability to cancel an absence that you
have created in Aesop. To cancel an absence click the red Delete button.

CONF & §9193983 BAKER, TOM ( NO APPROVAL REQUIRED * ¥ Delete iew Deatails

08 Mar 2013 Hiness>Family lliness ‘Walker Middie School . Full Day 800 AM - 3:00 PM

This will bring up a confirmation pop-up. Confirm the cancellation by clicking the green
Yes button.

Are you sure you want to cancel absence #0919309837

-

When you cancel an absence Aesop will notify your administrator as well as the sub
in the job if a sub had already been assigned.

If the absence is a multi-day absence you can expand it to view the individual days by
clicking the expand button.

CONF # 88108830 unFiLED (N0 approva REcuRen [E] o [0 m % ViewDetalls

23 Jan - 24 Jan 2013 INness>Family Niness Walker Middle School . Full Day E:00 AM - 3:00 PM

Once the absence is expanded you will be able to see each day on its own line. Collapse
the absence by clicking the collapse button.

CONF # 89108930 uNFILLED /ND APPROVALREaURED [E] o [ P & viewDetsis
23 Jan 2013 liness>Family lliness Walker Middie School . Fuil Day 800 AM - 300 P
24 Jan 2013 Niness=>Family lness Walker Migdlie Schodl B Fui Day 8:00 AM - 300 PM

18



Managing Absences

Under the Scheduled Absences tab you will get a summary view of all of your upcoming
absences. If you want to view an absence in more detail click the View Details button.

CONF # BR10BBI0 UHFILLED | N APPROVAL REQUIRED  [S] o Py—— m % ViewDetalls

23 Jan - 24 Jan 2013 INness>Family Niness Walker Middle School . Full Day E:00 AM - 3:00 PM k

This will take you to the absence page which shows every detail of the absence.

Wiew Absence # 35108930 Slatus: Unfilled
Wed, Jan 23 - Thu, Jan 24 Hours ParDay B | Crealed VTR003 B47 PR | LastUipdsts 11112013 11:55 Al

-

Wied, Jan 23 - Thu, Jan 24 #& | ABSENCE SUMMARY
o 2013
° — o Ahsence Heason Hiness=Family liness ARt Fiey
SN NOW TUE WED THU PRl ST Yes
ETIREE TR . T T Tims Full Day
0800 AM w0 02.00 PM w-nnuu:‘r.mzz. 2013

s T 8 & 10 12 Thursday, Jan 24, 2013
- B:00 &AM - 3:00 PM
17| 5N, ar e 1 lingga=Famly Iness
w0 s >
7 3 W W M 1
Notes & Attachments. =

Hotes to Administratsor Hotas to Substitute

i watle [y Sutdifule viemdbie by A & Zutsiiine
Hone Please don't farget 1o feed the hamsier
File Amachments
Uploaded Files Related Files
e =TI e

From this page you can also assign a sub or delete the absence if you have these
permissions.

Edit an Absence

Aesop will allow you to make changes to an absence if the absence has not started yet and
if it is still unfilled by a sub. To edit an absence click the Edit Absence button on the
absence details page. This button can be found at the top or the bottom of the page.

19
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Wiew Absence # 33108930 Hatus: Unfilled
Wed, Jan 23 - Thu, Jan 24 Hours PerDay 8 | Crealed VIZ0M3 EA47 PR | LasiUpdshe 11112013 1155 Al
—
Wied, Jan 23 - Thu, Jan 24 & ABSENCE SUMMARY
Jasuary 2013
o oL o Ahsence Heason Hiness=Family liness ARt Fiey
UM WON TUE WED ThHU PRI SaT es
ETIREE TR . T T Tims Full Day
0600 AM o 0300 PM Wednesday, Jan 23, 2013
| R El 12 Thursday, Jan 24, 2013
i B:00 &AM - 3:00 PM
| A3 aN. ar e 1w lingga=Famly Iness

n 1 [ s

T I8 A W N 1

Notes & Attachments =
Hotes to Administrator Notas to Substitute
Hone Please don't farget 1o feed the hamsier
File Amachments
Uploaded Files Related Files

. =

Once you are in edit mode you will be able to...

. Change the date range

. Change the absence reason

. Change the absence time

. Change if a sub is required (you may not have the permission to do this)
. Add a new variation (click here for more on variations)

. Add, remove, or change notes

. Remove or upload documents

NOoO ok, wN R

20



Managing Absences

« Sawve Absence « Save & Asskgn Sub Cancel

Wed, Jan 23 - Thu, Jan 24

Janisary 2013
° " o Absence Reason

&

0 M 27 SR 25 26
T W 28 W N

e EI

Notes & Attachments

Motes o Adminkerator

File Antachments
Uploaded Flles

Choosa File | Mo file chosen
 Save & Assign Sub | Cancel

E Motes 1o Substitute

Piease don't forget to feed the hamster

A

Elmessaﬁm:ly Ingss [=]

B

ABSENCE SUMBLARY

Substitute Reguirad

Wednesday, dan 23 2013
Thursday, Jan 24, 2013

200 Al - 3:00 FM
Mg 2=Famly liness

You can also delete an absence while in edit mode by clicking the red Delete button. To

save your changes click the green Save Absence button.

Past Absences

Aesop will keep a list of your absences from the past 30 days under the Past Absences tab

on the home page.

Create Absence

This list shows alisences for the past 30 days. Yiew More..,

Date = Reason Location
CONF # 33083161 CAUGHILL, DA [ APPROVED o
14 Dec 2012 Persanal Day

CONF # 88073433  BAKER TOM/NOAPPROVAL REQUIRED

03 Jan 2013 liness>Personal liiness

Walker Middle School

Walker Middie School

§ Scheduled Absences ) Past Absences 1 Denied Absences

Duration

B FuiDay

B FunDay

Time

Wiaw Details

700 AM - 3:00 PM

Wit Details. Leave Fesdback

500 AM - 300 PM
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You will be able to see the basic details of each absence here. If you would like to see
more details for a specific absence click the Confirmation Number or the View Details

button.

CONF # W-—m: D | APPROVED § # Wiew Defails

14 Dec 2012 Personal Day Walker Madghs School . Full Day E:00 AM - 3:00 PM

If you need to leave feedback you can click the Leave Feedback button.

CONF # BB0T3433  BAKER, TOM I NO APPROVAL REQUIRED. ¥ View Datalls

Leave Feadback

03 Jan 2013 Inness>Personal lingss Walker Madghs School . Full Day E:00 AM - 3:00 PM

N

If you need to see your absence history from more than 30 days ago you can click the View

More link at the top of the list.

Create Absence 5 Scheduled Absences

This list shows absences for the past 30 days. View More... e

Date a Reason Location Durati

CONF # 99053161 CAUGHILL, DAVID | APPROVED &

14 Dec 2012 Personal Day Walker Middie School . F

This will take you to a new page showing your history for the past 60 days. On this page
you can also click on other options like the last 120 days or even last school year.

Displaying: 111272012 to 111/2013

€) Past Absences

Select a date range: m last@0days  Lasi120days  ThisSchoolYear  LastSchoolYear  Cuslom

Date = REss0n Location DOuratian Time
CONF # 99052895  BAKER. TOM /HO APPROVALRECURED P
11 Det 2012 lliness>Personal lliness Walker Middle School . Full Day B00 AM - 3000 PM

1

View Details

The last option is Custom. Click here to put in the specific date range you want to see

absences from.
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This School Year Last School Year Custom k

From [MEAEIEE = o [EEENN = ﬂ

Duration Time

View Details

Denied Absences

A school district may require administrative approval for certain absence reasons, such as
personal days and professional development. If your district is using the absence approval
feature in Aesop you will see a Denied Absences tab on your home page. Click on this tab
to see a list of absence requests that were denied by your approver. The basic details of
the absence request will be listed here. If you want to see the full details of the absence
request click the Confirmation Number or the View Details button.

Create Absence § Scheduled Absences 1 Past Absences

Date a Reason Location Duration Time
CONF # 98083698  LINFILLEDH I DENIED & a View Details
04 Feb 2013 Personal Day ‘Walker Migghe School . Full Day .00 AM - 300 PM

On the absence details page you will see the status of the absence request at the top right
of the screen.

Status: Cancelled / Denied (Details)

Hours PerDay. 8 | Created: 172013 1:44 PM | LaztUpdate: 111472013 1047 AM
& ABSENCE SUMMARY
Persanal Day Subsditute Required
Yies
Full Day
0500 AM to 0300 Ph Monday, Feb 4, 2013
8:00 AM - 3200 PM

Personal Day

Click the Details link (see arrow above) to get a pop-up which will include any comments
left by your approver.
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Approval Status for #99053699 *

Status: Comment:
(A Denied
Super user
Level: 1 Denied We can have you out this day, Lets

discuss an aliernale dale

Cloge
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Preferred Substitutes

Your district may have given you the ability to select a list of the subs you prefer to fill your
absences. Aesop will attempt to contact these subs first when you create an absence.
Create Your Preferred Sub List

The preferred substitutes option will show up under the Account tab.

Aesyr

® Absence Feedback Account Directory Time Entry

—

F
| Personal Info Prefarred Substitutes List

| Change Pin Substitutes included on this list will Be gran preferential treatment by Aesop when at
{ frée subes s your fop Ravortes. if they are guabfied and available, Aesop will nolify they

Absence Files
Heske: The nurmiber of favoribes you can seiect and how they are noliied may vary based of
Preferred
Substiutes

it B List
Excluded
Substitutes
Order Substilute
| Absence Reason

Balances
Edited

To add a substitute to your list start typing in their last name into the search box. You will
need to type a minimum of two letters for the search to start showing results.

Mote: The number of favorites you can select and how they are nolified mavvJ

Preferred
Substitutes

[bd Add Substitule o List
Substitutes Baker Dee '

Excluded

[ Substitute
Absence Reason | Baker, Tom

. Barrowman, George

Once you have selected the substitute's name click the Add Substitute to List button to
add the sub to your preference list.
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Preferred

Substitutes

Baker, Tom + Add Substitute to List
Excluded !
Substitutes

Order Substitute

Absence Reason

You can continue to add as many subs as you would like to your list this way. You probably
don't want to add every sub in the district though because this would defeat the purpose
of picking the ones you prefer. We recommend not picking many more than five.

Don't forget to click the Save Changes button any time you want to save the changes you
made to your preferred list.

Revert Changes v Save Changes

Favorite Five

Once you have added a number of subs to your preference list you can select up to five of
them to be your Favorite Five. The Favorite Five will get even more of an advantage when
attempting to fill your absences. Substitutes that are marked as favorites, and who are
considered "qualified and available" at the time the absence is created, will be notified
instantly by email when you create an absence that needs a sub. Also, Aesop will begin
calling the Favorite Five subs during the next evening calling period up to 120 nights before
the absence.

To mark someone as a favorite, simply click the heart icon on their row in the preferred
list. If the heart turns red you know you did it correctly.

Baker, Tam # ‘

Once you have marked your favorites you can order them by using the up and down
arrows on the left. You can also drag them up or down in the order by clicking the drag
icon and dragging them into the position you want them. Ordering your Favorite Five will
determine in what order Aesop will attempt to contact them when making calls.
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Preferred Substitutes

=g Baver, Tom v .
T - b 4 8 5 44
i 2: Titer, Rome L J s
g Chen Afice L &
N i
ta : Banowman, Baoigs L J 2
A Canohill Danidd L . b
- i
Similn, Jos &

To delete a person from your preferred list click the trash can icon.

Don't forget to click the Save Changes button any time you want to save the changes you
made to your preferred list.

Revert Changes ¥ Save Changes

Excluded Substitutes List

Another option you may have is to create a list of substitutes that you never want filling
your absences. Go to the Excluded Substitutes option under the Account tab.

#  Absence Feedback Account Directory

Personal Info Excluded Substitutes List

Change Pin Substitutes on this list will be blocked from viewing your absences

Absence Files
Prefe Add Substrute to Lig
Substitutes

Substitute
Excluded
Substitutes

Absence Reason
Balances

—

To add a substitute to your list start typing in their last name into the search box. You will
need to type a minimum of two letters for the search to start showing results.
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Excluded Substitutes List

Substitutes on this list will be blocked from viewing your absences.

Ja J v Add Substitute to List
Jackson, Jen
(]

_' Jacobs, David

James, Jesse

Jaspers, Tiffany

Once you have selected the substitute's name click the Add Substitute to List button to

add the sub to your exclude list.

Excluded Substitutes List

Substitutes on this list will be blocked from viewing your absences.

+ Add Substitute to List

| Jacobs, David

When you add someone to your exclude list you are preventing them from seeing
absences that you create. You can add as many names as you like but we recommend

keeping the list relatively small.

To remove someone from your exclude list click the trash can icon.

Excluded Substitutes List

Sushstitvies on this list wil be biocked from viewing your absences.

Add Subrstitute o Us|

Substitute

Actions

Jacobs., David

Mathers, Lily

Edited

Revart Changes

o &

+ Save Changes

Don't forget to click the Save Changes button any time you want to save the changes you

made to your list.

¥ Save Changes

Resvern Changes
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Account

The Account section is where you can go to edit some of your personal settings. You will

be able to edit things like your personal info and PIN and also view your Absence Reason

Balances.

If you are looking for information on setting up preferred substitutes, go here.

To access the Account section click the Account tab on your home page.

Aesop

a“ Absence Feedback Account Direct
March 2013 April 2013

SUN  WMOW TUE WED THU FRI SAT SUN MON TUE WED

1 2 1 o

Personal Info

To view and/or change your personal info click the Personal Info option in the left menu.

. |

Change Pin

ol Personal info Personal Info

Shared
Attachments

Preferred
Suhetitutas

General Information

Name: lan Chestertc

Phone: 5555551291

Once you open this page you are in edit mode and can make changes. Most districts allow

their employees to change their email address and phone number. You may have
permission to edit other info as well. Information that can be edited will show in a text

box. Info that cannot be edited will show as regular text.
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Personal Info

General Information
Name: lan Chesterton
Phone: 5055551291
Email Address: |ichestedon(@email com
Title: S5th Grade
Room Number: Main Office
Language |English [+]
Start Time:
End Time:
HalfDayAM End Time:

Half Day PM Start Time:

Address

Addressi: 221B Baker Street
Address2:
Addressd:
Addressd:
State: PA
city: Exton
Zip Code: 19341

If you make any changes click the Save button to save the changes.

Change PIN

The next option in your Account menu is to change your PIN. This is the PIN you use to log
into Aesop.

| Persanal Info Change your Pin

- E=xm P

Shared
Attachments Maw Fin

Preferred Confirm New Fin
Substitutes

| Excluded Clearform (g
Substitutes

Absence Reason
Balances

To change your pin:

1. Enter you old pin.

2. Enter your new pin.

3. Confirm by entering your new pin again.
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4. Click the Apply button to save.

Note: Pins must be 4 or 5 digits long and can only be numerical.

Shared Attachments

In Aesop you can upload files and documents that will be attached to all of the absences
you create. Once uploaded you can determine what date range these files will be active.

: Parsanal Info Shared Attachments Upload Fia:

-.mmu-n.m?m;a.m-m Py T
BPLETR B0 el A J BN Al L i
| Changa Pin

+ m Choase Fise | No file chosen

Preferred
Substitutes Rumbar of Flles: @

Excluded File Description Active From Active To Actions
Substitutes =

Absence Reason
Balances
|

To upload a file click the Choose File button. This will open the file system in your
computer where you can choose the file to upload.

Oiganize ®  Mew falder =~ 0 @

z
. *  HName Date madified Type Size
W0 Faverites |Ej
B Desktop 1) Lessan Plans LI/2MIE5PM Microsoft Wiord D... 13 kB
“El Recent Places =) Notes 28I 1ATPM Microsoft Ward D... 13 k8 I
A8 Downloads

A Dropbox

M S Libraries

[ Documents
& Music

=] Pictures
B videes

File name:  Leszon Plans ¥ I-Mﬁl“‘ 'l

[ open ] | comee |

Files must be in .doc, .docx, .pdf, .xls, .xIsx, .ppt, or .pptx format and no larger than 256kb.
Once you have uploaded the file you will see it in the file list. Here you can give it a

description and active to and from dates. The to and from dates will control when the files
will be visible to subs who take your jobs.
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File Description Active From Active To Actions
Motes docx Motes for subs 31172013 a 5312013 iﬁ o
¥ Save

Click the Save button to save the file or files you have uploaded.

Absence Reason Balances

Your district may be using Aesop to help track your Absence Reason Balances. You will be
able to check those balances right here on your Aesop website. To access this information
click the Absence Reason Balances option under the Account tab.

Liast Cabculated:
Absence Reason Balances anduy, barch 11, 3013
Absence Reason imitial Used Pending Balance
Fersonal Day .00 Days 1.00 Days 1.00 Days 200 Days
a5 ol Sunday. July 01, 3012 1,00 Days afier Panding

Balances can be calculated in days or hours depending on your district's settings.

Initial - This is the initial number of days or hours given to you for this absence reason.
Used - The number of days or hours you have used so far.

Pending - The number of days or hours that you have scheduled for upcoming absences.
Balance - This is your current absence reason balance. You can also see your "Days/Hours
after Pending" balance which calculates in your pending time.
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Feedback

Many districts use Aesop to help collect data about the substitute's job performance. If
your district has opted to use this feedback feature, you will see a Feedback tab at the top

of your home page.

A Absence Feedback Account Direci

March 2013 April 2013
SUN MON TUE WED THU FRI SAT SUN  MON TUE W
I/ 1 2 1 2 3

Leaving Feedback

Click on the Feedback tab to be taken to a list of all of the absences from the past 14 days
that you can leave feedback on. To leave you feedback regarding the substitute click on
the Leave Feedback button for the individual absence.

Leave Feedback Feadback that | left Feadback left for me

Feedback may be left for jobs that have ended in the past 14 days

Duration Time

Date a Reason Location
CONF # 103018017  BAKER. DEE [ UMAPFROVED & View Details  Ledve Feadback
21 Feb 2013 Perscnal Day Walker Middle School W FusDay £:00 AM - 3,00 PM L+

CONF #39193881 BAKER ToM [4FPROVED P View Details  Leave Feadback

22 Feb 2013 Perscnal Day Walker Middle School B Fue ey 8:00 AM - 3:00 P L

This will take you to a page where you can answer questions about how the substitute did.
The first thing you will want to do is choose an overall rating. Thisis a 1 to 5 star rating
with 1 star meaning their performance was "poor" and 5 stars meaning it was
"outstanding". Hover over and click on the number of stars you would like to give.
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Date a Reason Lacation Duration Time
CONF & 103018017  BaKER, DEE | APPROVED View Details
21 Feb 2013 Personal Day Walker Middie School M FuiDay 800 AM - 300 PM L

Select an overall score that represents how you would rate the experience you had in this position.
8.0 8 &

Cutstanding

Below the star rating you will see a list of questions you can answer. These question may
have been customized by your district so the questions you see in this guide may differ
from what you see on your web page.

Note: If a question is marked with *** that means the district requires an answer to that
guestion before the feedback can be submitted.

Please answer the following questions:
Questions marked with an ** are required

Was all classroom work collected?
Yes

Was the room left as neat and clean as it was found?

The room was cleaner than when | left it!

Once you have marked your star rating and answered the questions you can click
the Submit button at the bottom of the page. Once you submit your feedback you will not
be able to go back in and edit it.

Were any disciplinary issues reparted?
Hao

General Notes/Comments
Grast job overalll

N

Reviewing Feedback You Left
After you have left feedback for absences in Aesop you can review the feedback for all jobs

in the current school year. To do this, click on the Feedback that | left tab in the feedback
section.
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Leave Feedback Feedback that | left Feedback left for me

This st INclues il feedback for the curTent schooi year

Date = Time Duration Location

Fox, Tim  High School Science | #99  Report 1o Main Ofce CONF 295432060 l,::‘F:ed’[;a;‘e
Thu, 117852012 s B ruDa yanoen High Schoo “y
Chesterlon, lan  5th Grade & Report to: Main Office CONF #1011 T62534 5:wﬂF?m:a;
Fri, 1/26/2013 ey B FUI0a  aiker Middie School vy

To view the details of the feedback that you left click the View Feedback link for the
specific absence.

Location
e WR W W
CONF #05432060 gy, Fogdback
Vanderbilt High School <Y

Reviewing Feedback Left by the Sub

Your district may also allow the substitutes to leave feedback about their job experience
while filling in for you. If your district has given you the permission to see this feedback
you will see the tab Feedback left for me. Click this tab to view a list of the feedback.

Leave Feedback Feedback that | left

This list ncludes ai Teedback for the cumant schodl year

Date Reason Lotation Duration Time
CONF # 101762834  RAER, TOM (ND APPROVAL REQUIRED 9 WiewDetsls | ot RTT T
25 Jan 2013 Vacation Walker Middie School W FuiDay 8700 AM - 300 PM &

To view the details of the feedback that the substitute left about their job experience, click
the View Feedback link.

Duration Time

View Details :'.* E

B FuiDay 8:00 AM - 3:00 PM UM
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This will take you to a page where you can see all the answers they submitted to the
feedback questions they were presented with.

Date = Reason Lok ation Duration Time
CONF # 101762834  FAKER, TOM J HO AFFPROVAL RECUIRED View Details
24 Jan 2013 Vacation \Walker Middie School W Fui ay 8:00 AM - 3:00 PM [

Feedback Rating
L8 8 & &
Qutstanding

Hotes regarding lesson plans
Ve were abie fo get through fo Unit 7 in Algedra.

1 also taught
No response given

Messages for the permanent teacher
Thank you again’ The students were wonderful

HNoles reganding befavior
N prodiems

Sludents who were absent
Mana was out SicK,

Terrific helpers
Mo response gven
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If you are an employee that works at multiple buildings within your district the absence
creation process will look a little bit different for you. Aesop will take you through a 4 step
process to help you create your absence.

To start the process click the Create Absence tab on your home page.

@® Absence Feedback Account Directory Veritime

February 2013 March 2013 April 20/

SUN WON TUE WED THU FRI SAT SUN  MON TUE WED THU FRI SAT SUN MO0

1 2 1 2 1

{ 3 4 5 1 7 8 ] 3 4 -] 3 7 8 8 7 8
. 10 11 12 13 14 15 18 0 11 12 13 14 15 18 14 15
17 18 19 20 21 22 23 17 18 19 20 21 22 23 21 22

24 285 28 | 27| 28 24 28 28 27 28 29 30 28 28

k|
J Absences Closed Day In-Senvice Day Closed And In-5
Create Absence 0 Scheduled Absences 0 Past Absences
2. Location(s) & Times 3. Additional Details 4. Absence Review

Step 1 - Absence Dates
In the first step you will select the date or the date range of the absence. You will also
select the Absence Reason. You may also have to select if a substitute is needed or not if

your district requires that.

To select a date just click it in the calendar and it will turn blue. You can click multiple
dates if needed.
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1 Absence Dales 2 Locationis) & Times 3. Addibonal Detais 4. Absence Reves @5 Switch to Advanced Mode

Please select the day(s) you will be absent SELECTED DATES

Wednesday, Feb 27, 2013

8 Ry B $ub Required
Absence Reason
Persanal Day |E|
WotesSzperaie reasons per dey can be

Mext Slep Set Location(s) and Time

To move on to the next step click the Set Location(s) and Time button at the bottom of the
page.

Note: If you miss filling information that is required you will see a red warning message
like this.

+ Please select at least one Absence Reason

o Fabruary 2013 o Sub Required
SUM MON TUE WED THU FRI SAT Yes

Absence Reason
Select One [=]
Noie:Separate reasons per day can be

27 [;I:ia eonfigured en Slap2

Step 2 - Locations(s) & Times

On this next step you will first select which of your schools you will be absent from. If you
are going to be absent from more than one school you will be able to select that. For now
just pick the first school you will be absent from.

You will also see the day of the week highlighted. If you will be absent more than one day
you will see multiple days highlighted. To create your absence for the same times across
all days, leave them all highlighted. If your times will be different on different days,
deselect the days that will be different by clicking on them. You will be able to add them in
a later step.
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| will be absent from:

|Select One

[=]

On the following days:
SUM | MON | TUE | WED | THU | FR1

SA

Itinerant Employees

In this step you will also be able to edit your absence reason. You will want to select
whatever absence reason applies to the School and days you just selected. If you are going
to be absent from one school for the first half of the day and a different school for the
second half of the day, you will only have to select the one school's times here. You will
add the next school and its times later.

Absence Reason

Time

Please enter a vaid time
range usng the HH:MM AM
format

| Personal Day E
| Half Day AM )
07:00 AM | to  12:00 PM

Variations

Now that you have entered the info for the first part of your absence you can add a
Variation. A Variation is a tool that will allow you to enter any number of data
combinations to make the absence fit your schedule. To add a variation click the Add New
Variation button in the bottom left.

| will be absent from:
Williams High School

On the following days:

[=]

) | THU | FAI | S5

st vas

Please add the school(s) and limes affected by this absence:

Absence Reason

Time
Please enier a vakd hme

range using the HH MM A&

formal

M| 07:00 Al

Here are a few examples of how you can use Variations.

Absent from one school in the AM and a different school in the PM for he same absence

reason. Same schedule on both days of the absence.
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I will be absent from: Absence Reason | Personal Day [=]
Williams High Schoal y
? [=] Time | Half Day AM [=]
On the following days: Piease enter a valid time
| S | FANgE usng the HH MW AN 0700 AN O 1200 PM
SUM | MON | TUE JED | THU | FRI | SAT formal
[}
| will be absent from: Abszence Reason | Personal Day IE‘
Hamner High School C
| . = ime [Half Day PM =
On the following days: Please enter & valid time
p— range usng the HH MW AN 120 PM to  04:00 PR
SUM | MON | TUE | WED | THU | FRI | SAT format
[}
+ Add New Variation

Absent from the same school all day but using different absence reasons for each half of
the day.

I will be absent from: Absence Reason liness>Parsonal IIIn-E
Hamner High School .
p gh E Time Half Day AM |E|
On the following days: Pizase enter a valid time
T 1 range using the HH: MK AL 0700 AM | to | 12:00 PM
MO UE | WED | THU | FRY | SAT format.
[]
1 will be absent from: Absence Reason Personal Day [=]
Hamner High School —
gh [=] Time Half Day PM [=]
On the following days: Piease enter a valid time
[— range using the HH WK AL 1201 P | &0 | 04:00 PM
H MON | TUE | WED | THU | FRI | SAT format
[}

Absent from two different schools with a different schedule on Thursday than Friday.
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| will be absent from: Absence Reason Personal Day E
[ Williams High School
' 2 Time | Half Day AM [=]
On the following days: Please enter a valid time
I range using the HH:MM AR 07:00 AM | 10 | 12:00 PM
N | MOH THU | FRI 5AT Format
[}
| will be absent from: Absence Reason Personal Day E
| Hamner High School —
2 [=] Time | Half Day PM [=]
On the following days: Please enter a valid time
I range using the HH:MM AR 1201 FW  to  04:00 PM
SUN | MON | TUE | WED | THU | FRI| SAT ot
]
| will be absent from: Absence Reason | Personal Day E]
[Williams High School '
l 9 El Time | Custom E
On the following days: Please enter a valid time
7 range using the HH:MM AN | 0730 AM | to | 12:00 PWM
VON UE | WED | THU | FRA @ SAT format
[}
| will be absent from: Absence Reason Personal Day E
| Hamner High School : '
l . IE‘ Time Custom E
On the following dg,g; Please enter a valid time -
range using the HH:MM AR 1200 PM | to 0430 PM
SUN | MONM | TUE | WED | THU. | FRY @ SAT format
]
+ Add New Variation

As you can see, there are limitless combinations you can create with the Variations that
will allow you to create an absence that fits your schedule.

Note: You can delete a Variation at any time by clicking the trash can button next to that

variation.
When you have finished entering the absence information, click the Add Additional

Details button.

Step 3 - Additional Details
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1_Absence Dates 2 lLocation(s) & Times 4_Absence Review

Flease provide any additional information about this absence:

Notes to Administrator Notes to Substitute

(not viewable by Substiuie) (viewable by Admin & Substiute )

Don't forget to feed the hamster

P “
255 character(s) ieft 222 characier|s) left
Previous Step: Set Location(s) and Time MNext Step: Review Absence Summary

In this step you will be able to add notes to the absence.

Notes to Administrator - These notes will be visible to the administrator(s) at the school(s)
but not visible to the substitute.

Notes to Substitute - These notes will be visible to the substitute as well as the
administrator(s).

When you have finished entering the notes click the Review Absence Summary button to
move to the last step.

Step 4 - Absence Review
In this last step you will see a summary of all of the data in your absence. From here you
can make changes to or delete Variations. You can also add brand new Variations at this

step.

This is also the place where you can attach files to the absence.

File Attachments
Uploaded Files

Maotes. docx

Lesson Plans

]

———
Mo file chosen
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Once you are satisfied with the data as you have entered it, click one of the Create buttons
(found in the top right and bottom right corners) to save your absence.

1.Absenca Dates 2. Location(s) & Times 3. Additional Detais |
Substitute Required
\Jariation #1 - Thu, Feb 28 - Fri, Mar 1 at Williams High School a
Variztion #
(4] February 2013 [+ ]
Schoal h Schoal Thursday, Feb 25, 2013
SUM WON TUE WED THU FRI BAT Moy Hig S EI Friamy, Mar 1, 2013
Absence [ — ; Williams High School
Reason | Personal Day m 7:00 AN - 12:00 B4
Parsanal Cay
y Pregrce enter 3Gl e 1ange uEing e Half Dy Al EI
5 P MM AL ot
0700 AN | to i
% | .. 2 Trursday, Fieb 28, 2013
12:00 PM Fridmy, Mar 1, 2013
Hamner High School
12:01 P - £:00 Ful
+ Add New Variation Delste This Variztion Persanal ay
Variation #2 - Thu, Feb 28 - Fri, Mar 1 at Hamner High School F-3
o February 2013 (] S :
- . Schoal l Hamnar High School Izl
SUN MON TUE WED TefU FRI  SAT
Absence Reason [ Pemsonal Day EI
Time: i
Piaaes GemSr 3 i g R Ui TR | Half ey P [=]
RN AL AL

1201 PN o

- .. : D400 P

+ Add New Variation Delete This Varistion
Notes & Attachments F-3
Hotes to Administrator Hotes 1o Substitute
O eI O SR VEWIDE D AOTIR & SustIRAe

Don forget to feed the hamsler.

y P
e —— 222 charachera) et
File Atachments
Uplaaded Files Related Files
Maobes. docx
Lissan® P , .
—
(GasssaFila) o e chosen
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Printable Help

Each topic in this guide can be printed individually by clicking the Print icon (see arrow
below) while in that topic.
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Getting Started

Using Aesop Successfully h
Mote: This guide covers mast of the that are to employees in
Assop. These functions are permissicn based. W you ses somathing in this guide
that you sre ot sble ta do, yeur district may not have given you permission te
absences online or on the phone
Arsop offers both phore ard Web services, so that you can reate an absence armtime, anywhere. Online absences can be created as far a3 one year in sdvance.

A= soon as you register an shsence, Aesop starts finding a qualified, available substitute for you.

There is also a printable PDF version of the entire help guide that can be accessed by
clicking the link below.

Printable PDF
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https://help.aesoponline.com/Employee/Docs/EmployeeGuide.pdf
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