
Aesop QuickStart Guide for
Employees

This guide will show you how to:

-Log on to the Aesop system

-Navigate your Aesop home page

-Create an absence online

-Assign a substitute to an absence*

-Attach a file to an absence*

-Check your absence reason balance

-Manage your schedule

-Cancel an absence *

-Manage your personal information

-Find substitute phone numbers*

-Track your absence history

-Select your preferred substitutes*

-Create an absence as an

itinerant employee*

-Understand absence approvals

-Create an absence over the phone

-Access user guides and training videos

* Indicates functions that might not be used by your school
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Employee QuickSlart User Guide

Using Aesop Successfully

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 a year in advance. As soon as you register an absence, Aesop starts
finding a qualified, available substitute to take your spot.

Manage your schedule

With Aesop you can track how many absences you have taken and how many remain. You can also track the
types of absences, 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.

• Indicates functions that might not be used by your school
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Online Services

Log on to Aesop

Employee QuickStart User Guide

Enter your ID and PIN from the personalized
welcome letter you received from the district.

Interactive Calendar —

Action Menu

Personal Information —

Message Section

Currently Scheduled
Absence section

Absences requiring
approvalsa

Absence feedback*

Contact Information

* Indicates functions that might not be used by your school

Home Page
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In your Internet browser address bar enter
www.aesoponline.com and click the Go button.

As a Teacher
I wanted the best substitute teacher roe my clooorooen

• I needed to upioedleooon plans to peep.eca my cu’s

As a Substitute
I wanted proactive. 24a7 job-oeeschmg by phone oe web.

• I needed to customize my ochedute
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Manage Absences Online

Create an absence

Employee QuickStart User Guide

1. Select the Create an Absence
tab on the left

2. Enter the Start and End Dates
(see below)

3. Choose the day(s) of the week

4. Choose the Absence Reason
Type

5. Select if a substitute is required

6. Specify the Start and End Times
(if available)

7. Click the Next button

Screen One

Ir ir

Absence every
Tuesday for the
next six weeks.

Single Day or Sequential Multiple
Day Absence

For an absence covering a single day
or multiple days in a row, enter the
Start & End Dates, but leave the days
of the week boxes checked.

* Indicates functions that might not be used by your school

Recurring Absence

For an absence recurring several weeks in a row, enter the
Start & End Dates and click the day(s) of the week boxes.

*Note: Only a single substitute can be assigned to a
recurring absence created under one confirmation number.
This may make finding a substitute more difficult.
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Choo*. en ErcIcs.. Ertcr Atctn, IrF:,rr.tien -

Creating an Absence: Emlovee, Test
School: Cash Senior I-huh School

Start Date End Date Absence Reason Type Substitute Absence Type
Required

2J7J2D6 - j2/7/2OO6 j SelectsnAbsenceReason YES FuliDsy
“

Sun Mon rue Wed Thu Fu Sot —

U [i I (J LI a’ SAM : CC]
Creat, absence. on thee. da5, of the F d..k -oth,n the deter.,5.c*ec,S,d

flQ 4PM : 00

to

Start Date End Date

2/7/2006 2/7/2006
Sun Mon Tue Wed Thu Fri Sat

E EED
Create absences on these days of the
week v.ithin the date range specified
above

Start Date End Date

2/7/2006
-

3/17/2006
Sun Mon Tue Wed Thu Fri Sat

Create absences on these days of the
week t,jthjr, tne date range specfied
abc ye
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Employee QuickStart User Guide

I.d.et Code: cc soleS

:4(5gg Sick —

NotDadmhde11Lor (not ebb by Soboiltuto):
elBnI. 0-08.,.

Assign a substitute to an absence*

Screen Two: Multiple Day or Recurring Absence

If you chose Save & Assign in the last step, you
will need to find the substitute you wish to assign
from the list and click the Assicin link.

It is your responsibility to contact the substitute
you have selected; Aesop will not!

* Indicates functions that might not be used by your school
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Assigning substitute

Creating an Absences Beagle Glenn

en j Ut’rnn:,w.no: :,r’lrw ,mtnl

1:22,3(07 Ock

Staryng at Ending at

3AM ,3_ 4PM :00

o Verify all information.

O Enter any notes for substitutes in the
Notes to substitute box. Substitutes can view
these notes before they accept an assignment.

O Enter any notes for only the administrator to
see in the Notes to administrator box.

o Finalize the absence.

• Save — Aesop will find a substitute.

• Save & Assign — Assign your own
substitute.

Aesop will display the day of the
week underneath the date.

L9Iwtt..t0ifTTT01ntIVT0flo,.
).faoIt Start Thee: 8:30CMr End 11w.: 4:00 Pt-I

OI.e, It.. loll day: 0 boor.
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axhnsart Absence Ietigtli: 8 hOtly.
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CretIttq 80 Absence: EwG1Sco109L
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Held Until: No I-fob

Sick 01 FoIl Day
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Budget Code, — none selected —

1406
- J Sick

,00,d.y

D

Startng at Ending at

(A’.I o : SC 4PM 0

Pay Code: —none selected-- — - —

FOIIDOy 01

45tQ

OPAl 01,00

Pay Code: —nun, s&.ut.d - 00

01 o!l DAy 01

Stant,.g at EnDing on

SC 4PM V ,00

Pay Code: — none sMeLled—

-- -

Budget Code: —flon050lecteG — V
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ConfirmationNumber

Aesopwill give you a confirmation
numberwhen the transactionis
complete.

EmployeeQuickStartUserGuide

\ Confirmation#:
Employee:
School:
Createdon:
Last Update:
Status:
Sub5tituteRequired:
EmployeeHoots Per DoyO 8

2a19r5b t5tJCnrse

Approval Status: Urrapproved
ApprovalsReceived: 0
Last Approval ActIon:
Approvers:
Approval Comments: Show/HideComments

Notesto administrator(not viewubleby SubstItute):

ConfirmationPage

In the Upload Files dialog box selecta file using the
Browsefeature.You can attacha Word document
or a PDF to the absence.

Type a descriptionand click Upload to attachthe file.

* Indicatesfunctionsthat might not be usedby your school

Upload Filesdialog box

The file hasbeensuccessfullysavedandwill be
displayedin the Attachmentssection.

*Note: Substitutescannotview attachmentsuntil
they haveacceptedthe assignment.
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30345673
Doug Brown
Lincoln t.liddie School
Dec29 2008 8:41:25AM
Dec 2820088:41:25AM
UnFdled
Yes

Altadiments:

tJIoadNow

,JtW

12/30/2008
T*.ad.v

Attacha file*

To attacha file for the
substituteto the absence,
click the Upload New link
on the confirmationpage.

—I-ioresslonaTtay

Notesto substitute:

AbsenceRelSon Ahs..rrceType Start md
tue van ,:uL, ur1-J:uuFrq

File

DesCription

UploadFlies

I 8owse

FiIs nu5i be .doc, or .df and into thus 200KB.

$ Internet

More

.nomm..malWnT!Ta..ooqomnT0OteFtftWe0fltt00lnmnOtflfl

Conllrmatlona: 00696300 *ttadtmeats:
Employee: an’ 3rdf,, 4

______________

5*6*01: LIdro4neIkmon1ooy.1sI.oui

Last Update: 3*5 1320068:32:27PM
Status: unFad

ReooaoHe& No

Sobstitat.R.qofr.d: van

8,0,0001status: 1)nap050vnd
Inst uppro*eI *51100:

Approvers: gjg6Jjg
*00,00.1comments,560cR-Odecoounares Unload1w Et

n. tmm..3..m-. ll tnamn
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