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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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

in your Internet browser address bar enter
www.aesoponline.com and click the Go button.

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

Teacher

Substitute

Aesop

1o:
o LOGIN PROBLEMS

= (Login ) TRAINING & SUPPORT
Aesop Login Page
Home Page

> oo | Faseout

Havigabon

IN REMINDER

Chelsea Elementary School
211172006

Dear Greg Adams

We have the pleasure of notdfying you that Chelsea School has irmp d 8 new
Thes semice 8 called AESOP [Automated Educationsl Substitte OPsrator)

cerwee that will greatly simg]

The AESOP serace will be svalabio 10 you 24 hours 3 day. seven days a week You may nteract with the system sdiur on the Inteme|
Ene

How do| register with AESOP?

1 Simply dial 1-800-942.3767
2 Entor your identéicstion (10] ang PIN numbers  The nformution m ss fnllows
{Please notdy the central ofice f your identdication number ksted below is ot comect

—

3 Once you e logged in the system you will be grven prompts for the vanous menu choices

# 1D number - 1234557690
» PIN pumber - 7688

When you sccess the AESOP aystern over the phone for the first Lme, i 18 very mporteni that you record yeur name and ssss
and sswprment should be recorded, (e g John Doe, I Grade) 83 AESOP wl! play this recordng to potent sl susstitutes for all
wdomation each time you RGISIer & &DSENCE

* When entenng an sbsence please wait until you receive a confrmation number bafors you termmate the phene cafl Your

Personalized Welcome Letter

Message Section

Interactive Calendar Currently Scheduled

Absence section
Absences requiring
approvals*

» Ej A ] . Alsoacs Aaemen

. > l‘l'-?‘bﬂ mfn::.‘ar:w '::l::l:lm 7100 aM 400 PM Pl Omy
Action Menu ’mm Sriac fnadback oo s aubebtuta .

»wm T Absence feedback

£ Schonl Absoacy

.m i ’;?-mm- ca:‘: .67933’7:“ x-u/z.eu
Contact Information

Personal Information

* Indicates functions that might not be used by your school
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Manage Absences Online

Create an absence

1. Select the Create an Absence Chaota an Employes | Entar Abmance informatian |
tab on the left Creating an Abs_ence: Emplovee, Test
school: Cash Sealor Hiah School
2. Enter the Start and End Dates |Su|rt Date End Date Absence Reason Type Substitute Absence Type
(see below) : : Required
27772006 (3[2/772008 [ | Selectan Absence Reason v YES FullDay v
Sun Mon Tue Wed Thu Fri Sat Starting
3. Choose the day(s) of the week O @ 0 at: - BAM v .00
Create absences on these deys of the Ending
::ﬁ'u&m the date range specified at: 4PM v . 00
4. Choose the Absence Reason
Type
5. Select if a substitute is required Screen One
6. Specify the Start and End Times
(if available)
7. Click the Next button
v {
Start Date End Date Start Date End Date Absence every
= I " : , Tuesday for the
2712006 [ (272008 3 272006 [Fh](3/17/2006 next six weeks.
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
OMMM&M8MMO DDDDDD————J
Create absences on these days of the Create absences on these days of the
veeek within the date range specified week vithin the date range specified
above above
Single Day or Sequential Multiple Recurring Absence
Day Absence
For an absence recurring several weeks in a row, enter the
For an absence covering a single day Start & End Dates and click the day(s) of the week boxes.
or multiple days in a row, enter the
Start & End Dates, but leave the days *Note: Only a single substitute can be assigned to a

of the week boxes checked. recurring absence created under one confirmation number.

This may make finding a substitute more difficult.

* Indicates functions that might not be used by your school
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© Verity all information.

® Enter any notes for substitutes in the

Notes to substitute box. Substitutes can view
these notes before they accept an assignment.

© 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

Craating an Absence: Beaple , Glenn

Mudlty Absinee

vazor [ SckDay  » FuDsy v a
oduy

Startng at Ending at

BAM v ;30  4PM v .00
Noteg to substitute:

(M langth ia 214 rhpracten

Notes to administrator (not 1 able by Substitute):

Maximum length s 236 char:

substitute.

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

(4006 [
wanday
—

[4ii2006 [
| Toeaday

asaoss  [3

Wednesdey

Budget Code: | - none selected -

|Bodoet Code: - rone ssincted -

Budget Code: ~rone selectad - »

Creating an Absence: Enployes, Test
School: Cash Senjor tigh Schoal

Hold Until:| ho Holg A

Absenc e Reason Albsenie 1 /pe

Sick v Fufl Day - [u)
Starting at Ending 2t
8AM = .00 4PM = : 100
Pay Code: - none selected - -

Sick ~ Full Day - 0
Starting at Ending at
8AM v : 00 4PM = . 00
Pay Code: " none selected - A

Sick - Full Day - O
;zmn_oa ) Ending at
8AM ¥ : 00 4PM » : /00
Pay Code: —none salecied - bd

Screen Two: Multiple Day or Recurring Absence

Assign a substitute to an 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 Assian 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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proTE: In is y:u';nmpoﬂswliw to communicate with the sistllste of your cholce

you assign them to cover the absence. ALSOP will

Please type the first few letters or choosa a [Ink from the list below,

-~

Adams, Ahen 610) 347-6676 LT
[Aschers. Shem 610) 724-0207 | axgn
Brocks, Duane [216) 797-2005 |dsson
Budd, Nathan (610} 722-9745 [Aspan
Clark, Duck (610) 993-9933 JEXTEE ]
Coolie, Mary 610) 331-1696 _JAssic
Cribey James 1484) 889-2047 |Asm
Doe. Jamas 1610) 3311998 s
= +
IDo:tr John {610} 451-9898 AsSean
PR -
Assigning substitute

Aesep






