Aesop QuickStart Guide for

Employees

This guide will show you how to:

-Log on to the Aesop system As 3 Teacher

[wanted the best substitute teacher in my classroom.

-Enter your absence

-Change your absence B Ineededtoupload lesson plans to prepare my subs.
-Add additional days to an absence As a Substitute
-Attach a file to an absence* [wanted proactive, 247 job-searching by phone or weh,

* B Ineededto customize my schedule.
-Remove your absence

-Assign a substitute to your absence *
-View your schedule Aes C) OR FOR
-View Substitute Phone Numbers* p RLERES

-Manage your preference list *

ID: APIN REMINDER
-Change your PIN/Profile oo & LOGIN PROBLEMS
; i Login | E3 TRAINING & SUPPORT

-Instructions for Itinerant Employees*

-Absence Approvals
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Employee QuickStart User Guide

Log on to Aesop

In your Internet browser address bar enter:
www.aesoponline.com and click Go button.

Enter your ID and Pin numbers from your
personalized Welcome Letter you received from

the district. Teacher

Chelsea Elementary School ACSL‘P

v

e 7 ) Substitute

APIN REMINDER
o LOGIN PROBLEMS

Welcome Letter Pin: . .
 Login | E3) TRAINING B SUPPORT

Home Page

Navigation > Home | Logout
e ol Good morning, Greg Adams

February 200¢
Sun|Mon[Tus|Wed Thu| Fri_|sat| Bl=Sii[E]

Friday, February 17 2006

Message Section

s il 23 B
. : [ Currently Scheduled Absences for the next 14 days
= 7 |8 9 |10 =8
Interactive Calendar g E Date Schoal Absence Rosson  StartTime End Time  Dissaki
‘; 20 ‘;‘ é; ;g '*17]:: STATUS: Filled CONF# 8679873 | Starting: 2/24/2006, Substitute: Martin, Bi Currently SChedUIed
= 2/24/2006  Chel School Dzy 7:00 AM 4:00 PM__ Full Day 1
I s e s s . = e Absence section
School Closed Day Status of Future Absences that Require Approval
Nio Substitute Needed Absence  Absence Tl Last Last Approval
bsence Status i
Bl rbsence conFx g End Al oM o -
o recoras ouna Absences*requmng
» Create An Absence
» Absence Reason approvals
Balances Prowsle feedback Tor tha past 14 k= ol Alseaces

» View My Schedule

= : Date Schoal Absence Reason  StartTime End Time Duration
AT b, STATUS: UnFilled ConFr 8670837 , Starting; 2/13/2008
rAha i a 2/13/2006 Chelsea Elementary School O 7:00 AM  4:00 PM  Full Day

: sence Approvers 3 st b

Action Menu e in Feedback: Enter feedback on this substitute A ‘ K

¥ Ghanie Perstnial Absences that the substitute has reviewed for the past 14 days bsence feedbac
Information Date “School Absence Reason  StartTime End Time Duration

»-Absence History STATUS: UnFilled CONF# 8679837 . Starting: 2/13/2006
> Interactive Tutorial 2/13/2006 Chelsea Elementary School Parsonal 7:00 AM  4:00 PM  Full Day

» Quick Start User Guide |Feedback: Review fzedback on this absence
f—

If you have questions about the rules or sefup of the system contact School Secreta| Contact Information
lat (800) 942-3767 or email: support: line.com

Change Personal
[Information

Personal Information — | g2 iEeconeastner

Phone: (123) 456-7890

lchange Parsonal

Home Page
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Employee QuickStart User Guide

Messages

Any messages from the district office will appear in the
Messages section.

Currently Scheduled Absences

Aesop will show you absences up to 14 days in the
future. Aesop will also show you the name of the
substitute who has accepted your job.

Absences Requiring Approval*

Review the Status of your approved absence request.
Unapproved — have yet to be reviewed

Approved — approver has approved your request
Denied — approver has denied your request

Absence Feedback*

Click Enter feedback on the substitute link to write a
review regarding the substitute’s performance.

Click Review feedback on this absence link to review
the substitute’s assessment of you.

Contact Info

If you have any questions regarding Aesop please
contact this individual.

December 2008
* Indicates functions that might not be used by your school

g
Posted:2/17 /2006

an In-Service Day is scheduled for 2/21/2006. Thank you.

Currently Scheduled Absences for the next 14 days

Date School Absence Reason  Start Time End Time Duration
STATUS: UnFilled CONF= 80708874 | Starting: 2/18/2006

2/18/2006 Chelsea Elementary School Sick 7:00 AM  4:00 PM  Full Day

STATUS: Filled CONF= BG79873 | Starting: 2/24/2006, Substitute: Martin, Billy

2/24/2006 Professional Day  7:p0AM  4:00 PM  Full Day

STATUS: UnFilled CONF# 8679875 |, Starting: 3/1/2006 [

3/1/2006 Parsonsl 7:Io AM__ 4:00 PM__ Full Day

Name of substitute

# of

Absence Absence . Last Last Approval
(SONE Start End Ll dav";‘ Eants Approver Action
2579874  02/18/2006  02/18/2006 1 Unapproved
8675875 03/01/2006  03/01/2006 1 Unapproved

Provide feedback for the past 14 days of Absences

Date Schoal Absence Reason  Start Time End Time Duration
[STATUS: UnFilled CONF= B679837 |, Starting: 2/13/2006
2/13/2006 Chelsea Elementary School Personal 7:00 AM  4:00 PM  Full Day

Feedback: Enter feedback on this substitute

Absences that the substitute has reviewed for the past 14 days

Date School Absence Reason  Start Time End Time Duration
[STATUS: UnFilled CONF= 8679837 | Starting: 2/13/2008
2/13/2006 Chelsea Elementsry School Perscnal 7:00 AM  4:00 PM  Full Day

Feedback: Review feedback on this absence

1If you have questions about the rules or setup of the system contact School Secretary at
(800) 942-3767 or email: support@aesoponline.com.

for education
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Employee QuickStart User Guide

Interactive Calendar

Interactive Calendar

February 2006
Aesop will display three types of days: Sun|Mon|Tue/Wed|Thu| Fri |Sat
g f=2g (211 (2 |2 M
Closed — you cannot create an absence on this BE |7 |8 |9
date o e
No Substitute Needed — if you normally need a o0 (21 22 [23
sub Aesop will not find one on this date. 7 BEl = s
Absence — you have created an absence on this :
date School Clased Day

Mo Substitute Meeded

- Absence

1. Create An Absence

Screen One GfmmElwWyﬁlEMﬂkbsenm\nfﬂmalinnl ] !
1. Enter Start Date O ihoo Cash Senior High Seneol ™~
2. Enter End Date Etse"m End Date AliZehce Reisom Type gnhst_i:ﬁe.khsenceType
equirt
3. Day(s) of Week (see below) ozove [ larzos (B |eloctan Avsonco Roason <['ES  FulDay ]
4. Choose Absence Reason Type SRR RN Sertinafsam_#]:[o0 ]
5. Choose if a substitute is required e i [sPm fz[o0 ]
6. Specify Start and End times for the
absence (if available)
Nedt=] 7. Click the Next button Absence Creation Screen One
Y A 4 \ 4
Start Date End Date Start Date End Date Start Date End Date
2712006 [ (270006 [ 272006 B (372008 [BH|  |27iz006 (3172006 [
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

] [l
Create absences on these days of the
week within the date range specified
abave

Single Day Absence. Enter
the Start & End dates; you can
disregard the Days of Week
boxes.

O Ll
Create sbsences on these days of the
week within the date range specified
above

g B & 5 B F

Create absences on these days of the
week within the date range specified
above

Long Term Absence. Enter
the Start & End dates and leave
all days checked.

Recurring Absence. Enter the
Start & End dates and click the
Day(s) of Week boxes.

Example above: every Tuesday
for the next six weeks.

December 2008
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for education

Aesc)p )



Employee QuickStart User Guide

Modify Absence

Creating an Absence: Beagle , Glenn Screen Two
e = O Verify all information
pow E] SickDay ¥ FulDsy  ¥| O ® Enter notes for subs (if desired) into the
o starting st Encing at Notes to substitute box
L EELE © Enter notes that only the administrator will see in

Motestoswstmue: the Notes to administrator box
‘ ' o ! o b ol Ao O Finalize absence

(2 i W i Pt 1. Save — Aesop will find a substitute

- _ _ 2. Save & Assign® — you will assign a

e Sub with whom you have pre-arranged

e the absence.

Single Day Absence

Modify Absence List Absences | Mosity | Absence Log | Gall History | Availeble Substtutes | Approvers|
Creating an Absence: Emploves, Test
school: Cash Senior High School Modify Absence
Creating an Absence: Emplovee. Test
Hold Until:| No Hold v School: Cash Senior High School
Hold Untit:|No Hold v
Date Absence Reason Absence Type Delete
;f}/dZDDS = Sick | FulDay v o Date = Absence Reason Absence Type Delete
on (4472006 = Sick v Full Day W O
Starting at Ending at D f Week Tufsday
8AM v|:[00 | [4PM ¥]:[o0 ayo ee Starting at Ending at
[ 8AM v|:[00 | [4PM ¥]:[o0
Budget Code: | - none selected - v Pay Code: | - none selected — 2 d|3p|ayed == =
= Budget Code: |~ none selected— v Pay Code: |~ none selected — v
[apar006 |34 Sick v FulDay v o e L M il
S e Sick v FulDay v/ O
Starting at Ending at Teesizy
8AM v|:(00 | [4PM ¥]:[o0 Starting at Ending at
| l 4 8AM v]:(00 | [4Pm ][00
Budget Code: | —none selected -~ Pay Code: —none sslected — v
Budget Code: |~ none selected — v Pay Code: | -~ none selected — v
« v v - =
:’E;/ZDDE E‘ i / Ful Dy O 4ig2006 3 Sick v FulDay v o
Wednesday Tussday )
Starting at _ Ending at. Starting at Ending at
BAM ¥|:(00 | [4PM ¥|: |00 8AM v|:[00 | [+Pm ¥]:[o0
Budget Code: |~ none selected - v Pay Code: |-~ none selected - % Budget Code: |~ none selected — v | Pay Code: |~ none selected— v
Long Term Absence. Aesop will Recurring Absence. Aesop will display

display the Day of the Week underneath the Day of the Week underneath the
the Date. Date.

2. Assign a Sub to an Absence*

Assign a substitute for conf#:9456896

Bsturn to Absence Nodify Find the substitute you wish to assign and click the
:315: It is your responsibility to communicate with the substitute of your choice to ensure that they are willing to ASSi n Ilnk
pt the Assignment before you assign them to cover the absence. AESOP will not notify the substitute g .
jautomatically.
Please type the first few letters or choose a link from the fist below. | It is your responsibility to contact the substitute because
R Aesop will not!
Name Contact Info Assign

Adams, Allen (610) 347-6876 Assign

Aschers, Sherri (610) 724-0207 Assign

Brooks, Diane (216) 797-2905 Assign

Build, Nathan (610) 722-9745 Assign

Clark, Dick (610) 993-9933 Assign

Coolie, Mary (610) 331-1996 Assign

Crilley, James (484) 888-2047 Assign

Doe, James (610) 331-1996 Assign

Dozer, John (610) 452-9898 Assign

Assigning sub to absence

December 2008 A 2
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Employee QuickStart User Guide

3. Confi rmation Number Lull Modify | Absenos Log | Call History | Avsilable Susstitutes | Approvers|

Confirmation#: 208899
Emplovess Test Emplovee
3 Cash Senior High School
Created on: Feb 7 2006 5:33:25 PM
Last Update: Feb 7 2006 5:33:25 PM
H H 1 H Status: Filled
Aesop will give you a confirmation number when / swus: i
i i Substitute Required: Y
the transaction is complete. e RS T o
Feedback: Enter Feedback on Substitute Assignment
Enter Feedback on Substitute
Date Absence Reason Absence Type Start - End
04/04/2006 sick Full Day 8:00 AM-4:00 PM
Budget Code: -- none Selected -- Pay Code: -- none Selected
04/11/2006 Sick Full Day 2:00 AM-4:00 PM
Tuesday
. . Budget Code: -- none Selected -- Pay Code: -- none Selected --
Aesop will d|sp|ay the Day of Week. 94/18/2006 Sick Full Day 8:00 AM-4:00 PM
o
Budget Code: -- none Selected -- Pay Code: -- none Selected —
04/25/2006 sick Full Day 8:00 AM-4:00 PM
Tussday
Budget Code: -- none Selected - Pay Code: — none Selected —
Notes:
Confirmation Number
4. Attach a file*
Modify Absence Create a new absence | Create another absence for this employee
You can attach a file to the absence for the substitute Confirmations: 10695308 Attachments:
. Employee: Tammy Griffin
to review. You can attach a Word document or a School: Eldredge Elementary School
. Created on: Jun 13 2006 8:12:26 PM
PDF file. Last Update: Jun 13 2006 8:12:27 PM
Status: Unfilled
i No [ Reconcie
Click the Upload New link.
Approval Status:  Unapproved
Last Approval Action:
Approvers: View List
Approval Comments: Show/Hide Comments Upload New Edit
Date Absence Reason Absence Type Start - End
06/14/2006 =personal Full Day 8:15 AM-4:30 PM
Wednasday
Notes:
p://staging.aesoponline.com/upload.asp?ot= i _
. . . . Upload Files
In the Upload Files dialog box select the File using >
the Browse feature and then assign a Description. _ [ Bigusa. |
Click the Upload button to load the file. -.

Files must be .doc, or .pdf and less than 200KB.

ig] Done 4 Internet

Upload Files dialog box

for education
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Employee QuickStart User Guide

Fl h b f ” d Modify Absence Create a new absence | Create another absence for this employee
lie as €en successiu y save Confirmation#: 10696308 Attachments:
Employee: Tammy Griffin Vescon Plan 98
School: Eldredge Elementary School
Created on: Jun 13 2006 8:12:26 PM
Last Update: Jun 13 2006 8:12:27 PM
i i i Status: UnFilled
The attachment will be displayed in the .
Reconciled: No | Reconcile
. — —
Attachments section. Substitute Required: Yes
Approval Status: Unapproved
Last Approval Action:
Approvers: View List
Approval Comments: Show/Hide Comments Upload New Edit
Date Absence Reason Absence Type Start - End
06/14/2006 “Personal Full Day 8:15 AM-4:30 PM
Jvednesday
Notes:

Absence Reason Balances*

. Absence Reason Balances
View your current balances. AeSOp deducts from Your Absence Reason Day balances are as follows:
your balance when the absence date arrives.
(Future absences are not deducted until the e EnRat
b date arrives.) £ ks Bow 5
absence da ) Bereavement o]
Golf Day -7
Iliness T35
Leave of Absence 0
Personal 5]

Go to Current Week

View My Schedule i

Create an Absence

Monday, Feb [Tuesday, Feb |Wednesday, |Thursday, Feb |Friday, Feb 17
13 14 Feb 15 16 = Breagy g
Sun Mon|Tue |Wed|Thu| Fri
. EID_smmnn- School In-  |School Closed |School Tn- ORI L
View the current week Z i i Py service o -

12 14 15

BE

20 |21 122
- BB

March 2006
un Mon| Tus|Wed[Thul Fri |[Sat
ke 27 |28 2 |3 |§

BGc |7 |8 |9 |10 (&8
el d2 [16 |17 M

o0 [21 22 [23 24 [B
27 (28 129 |30 |31 |1

3-month view

April 2006
fsun Mon|Tus|Wed| Thul Fri
ps |27 |28 |29 |30 |31
Bl 2 s |6 7
g g 1o 13 [14
B8N 17 |18 [19 |20 [21
B>/ [25 [26 [27 [28
BN o o s

To remove a job click the trash can* m

HEEERR

Change Earliest Start and Latest End Times  Printable Version
cCalendar Key

Currently Scheduled Absences for the selected month School Closad Day
Date Schaol Absence Reason  StartTime EndTime Duration

s No Substitute Needed
|STATUS: UnFilled CONF 8679837 , Starting: 2/13/2006
3/13/2006 Chelsea Elementary School  Personal 7:00 AM  4:00 M Full Day Absence

i i i [STATUS: UnFilled CONFs 8679874 |, Starting: 2/18/2006
View all jobs created in o
the cu I'I'ent month STATUS: Filled CONF# 8679873 |, Starting: 2/24/2006, Substitute: Martin, Billy
2/24/2006 Professional Day  7:00 AM  4:00 PM__Full Day
|STATUS: UnFilled CONF+ 8679875 |, Starting: 3/1/2006
3/1/2006 Personal 7:00 AM___ 4:00 PM__Full Day

for education
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Absence Approval Status*

Use the date range and review the Status of all your
absences that requires approval.

Absence Approvers*

Aesop displays your absence approvers.

Absence Files*

You can attach generic notes regarding your
classroom that will automatically be attached to every
absence created.

Create a Snack schedule, recess schedule, or a daily
work schedule for your classroom.

To attach a specific day’s Lesson Plans you
should see the Attach a File* section.

Use the Upload Files dialog to attach your document.
Enter Active From and To dates and Aesop will
attached this document to every absence created
during that time frame.

Once saved you can:
+ change the Description,
» change the From or To dates, or
+ deleteit

December 2008
* Indicates functions that might not be used by your school

Absences Needing Approval

Start Date: ;_i_h'?_/zo'os E‘ End Date: 2"fz'8f2'005 @l Statuses: Unapproved

Approved Denied

# of
Absence Status

Absence Absence
tart End

Last Last Approval
Approver Action

8679874 02/18/2006 02/18/2006 1 Unapproved

Users allowed to Approve for your Absences

Name Receives Email Notifications
Joe Paschall & No
Darren Waterbury & No
Secondary Vendor No
Test CampusUser & Yes
Bob Isaman & Yes
Chelsea Elementary School Administrator & No
James Crilley No
Jeffrey Fricz B No
James Crilley & No

AbsenceNacancy Files

Upload New Files [IShow Inactive Files

File Description Active From Active To
No records found. Upload New Files

2} http://staging.aesoponline.com/upload.asp?ot-... Elﬁ‘@

Upload Files

_:C:\Dccumems and Seﬂ\i
.Lesson Plans
e

More
Files must be .doc, or .pdf and less than 200KE.
%] Done ® Internet
Upload Files dialog box
Upload New Files [Jshow Inactive Files
File Description Active From Active To
1 Todavs Lesson plans.doc [E]] = &
Thursday Saturday

Aesc)p 0
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Change PIN

You can change your Pin number at any time. Current PIN |

New PIN |

Retype PIN |

Apply Changes H Cancel ]

Need help? PIN Guidelines.

Change Personal Information*

Internal ID 115403
School(s) Chelsea Elementary School
First Name Greg

You can change all or part of your personal

information. You may need to contact your district e
. . . . asl ame ams
regarding any changes so please review all district Title Super Guy
pO|ICIeS Phone (123) 456-7890
' E-Mail greg.adams@comcast.net
Room # 12

Start Time 7:00 AM
1st Half End Time 2:30 AM
2nd Half Start Time 2:32 AM
End Time 4:00 PM
Address 1
Address 2
City
State/Province
Zip
Edit Info

Absence History

Absence History for the last 366 days and the next 90 days.

. Substitute Name Start Date CONF# Days School Status
View all absences from the past 366 days and 90 Bogors, Bugk st |wgiein | 8 | Nehsrscisesi Filed
days into the future. If you need a bigger time from s [epte |1 | Eatescesnnssa |t
please refer to VieW My Schedule Adams, Allen 03/14/2006 9803033 1 Main Street Elementary School Filled

Substitute Phone List*

Substitute Phone List

, \ , \ \ Please type the first few letters. [(searen )
Aesop will provide you with a list of available and cosevpe The i few e

qualified substitutes. Contact the substitute before
entering the absence, confirm they accept the job and Abrams, Chioe (516) 353-2630
then immediately assign them to the absence. Asches,;Shee Eo1A)j222-4207

Rogers, Buck (515) 616-5156

for education
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Preferred and “Favorite 5” Substitutes*

Create a list of preferred substitutes who Aesop will contact
first when you create an absence.

Employee: James Crilley
Preferred Substitutes
Add New Substitutes

To add a new substitute: Ouaw
D View Excludes
O view Includes

1. Click the Add New Substitutes link
ABCDEEGHI 2 Click on the alphabet letter representing the desired
substitute’s last name (or enter substitute’s last name ot e — e

Apply Changes Cancel

into the “Search” box and click the Search button) Hicks, Ricky ° ®

3. Click the “On List” box to select the substitute e - °
4. Select either Exclude* or Include Berg, m o ®

5. Enter days and hours if you wish to override the default e bt f g

visibility
6. Click the Apply Changes button to save *
7. Repeat Steps 2-6 for additional substitutes
8. Click the View Current Substitutes link to view your list

Apply Changes Cancel

Apply Changes

*If you do not wish to save the changes click the Cancel
button.

Employee’s “Favorite 5” Substitutes

An employee is also able to select up to five
substitutes as their “favorites”. Subs marked as

. . - : To Mark a Substitute as One of the “Favorite 5”:
favorites will be notified by email the moment an

absence is entered by/for an employee that has 1. Follow the directions to add substitutes

selected them as a favorite sub. Further, Aesop if necessary.

will begin calling those favorite substitutes during 2 Click the “Edit” button.

the next evening calling period, up to 120 days 3. Click the radio button(s) under the 1-5 columns to

away from the start of the absence.

el ntormaton] [Pt Gortouraton Seirga] Poanes reaeors | R e Posores| s |

Select Another Emplovee | Create an Absence | Add Emplovee| Send Letter/Email
Employee: Sarah Chauncey
Substitute List

© view Al
O View Excludes
O view Includes

“Apply Changes

Override Visibility
Substitute Exclude Include Default * #
visibility Days  Hours

Burrows, Martha _ (nR) 120d 0h

]

Carter, Bob _(uR) 120d 0h

Carver, George (1) 6668 120d oh

]

&

Cook, Lee (1) S&&& 120d oh

]

Criley, James  (3) SSSES 120d oh

Griffev Jr. Ken (32) @668 120d 0h

&

&

Guffy, Connie  (NR) 120d oh

lo|o| ofo|o| ©|0|0O
® @ @(®|® @ |6
O| 0| o|Oo|C| ©|0| @ R
0| 0| o|0o|Co| @ 0| 0KCH
0| 0| o|lo|o| o|@®|oKCH

0| 0| O|®|C| ©]0| 0 Ry

0| 0| @[O0l 0|0 0KCH)

&

120d Oh

Hasselhoff, David (iR}

December 2008
* Indicates functions that might not be used by your school

designate who the Five Favorite subs will be.

4. The number corresponds to the order in which the
substitute could be called to hear about this new
absence.

Calling Sequence: Job Visibility (Days/Hours):
(i e it 2 o 5. If the substitute is qualified and available for the
(& In "Random Order’ ("Call Order” is not used . e . .
absence at the time it is created, an email will be
e e sent immediately to alert the sub about the
pleuse type the frot few leters newly entered absence and will be called during

the first evening call cycle after the absence
was created.
6. Click the Apply Changes button to save*
7. Repeat Steps 2-3 to change the favorite five subs.

*If you do not wish to save the changes click the Cancel
button.

Aesop 0

for education
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QUiCkStart User GUide Web Guide (Revised January 2006)

Phone Guide (Revised January 2006)

Print out your Web Guide and the Phone Guide.

Adobe Acrobat reader is required to view the manual.

AR

Creating an absence for an Itinerant Employee*

If you are an employee who works at more than one location, you will be able to enter your absences on
the Aesop website with just a few easy steps. Consider the schedule below.

Thursday: East Elementary 07:30 a.m. to 09:15 a.m.
North High School 09:45 a.m. to 11:45 a.m.
Main Street Elementary 12:15 p.m. to 03:00 p.m.
Friday: East Elementary 07:00 a.m.to 11:15 a.m.
Olson Elementary 11:45 a.m. to 03:00 p.m.

Let’s say you want to create an absence for both days. How would you go about doing this?

2. Schools . "
While holding down the 3. Absence Reason 4. Substitute Required
1. Start & End Dates : Type Yes or No
Ctrl key click all the
Enter the Start and Select the correct
schools
End dates: make sure \ reason for the absence
the Days of Week are
selected

5. Absence Type
Ceating an Absence: Bollenbach, William You Can Ieave at
Create Absence

Start Date End Date school Absence Reason  Substitute Absence Type Full Day

Type _Require
# ||| Alarm Malfunction ¥ || Yes v Full Day v

S [

Starting L
v 2 7AM ¥|:[30

Ending N '
o 3PM %|:|30

6. Click Next

Itinerate Employee
Absence Creation Screen
One

December 2008 A 2.
* Indicates functions that might not be used by your school eSUp 11
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Enter the absence information according to the schedule

Cheoose an Eﬂvwl Enter Absence Information I
Creating an Absence: Bollenbach, William
—ysiart Date End Date School Absence Reason _Subslitute Absence Tvpe
] Type 'Required ]
(292006 [E¢[2/10/2006  [Fi| EastElementary School v || Sick 8 =S Custom v
'I.'.I;ur.sda',l Fll'lilda',l
Sun Mon Tue Wed Thu Fri Sat .
Startin [
i 2 O 2 - o 9[7AM v |30
Create absences on these days of the Ending T
week within the date range specified at: 9AM »|:|15
b . | ] - e
202006 [Bl[2/0972006 [ North Figh School v sick &S [ousom v
"I'I"lursda',r "I'I"lursda',r
Sun Mon Tue Wed Thu Fri Sat Starting[ o o
O ] at: IAM v |45
Create absences on these days of the Ending T
week within the date range specified S 11 AM v |- |45
=tiove ; : ; : z i
(292006 [E4[2/09/2006  [E|| Main Street Elementary School v || Sick 8= Custom v
'I"Hur‘sda',l THursda',l
Sun Mon Tue Wed Thu Fri Sat Starting !
O F M M M M O R 12PM % - |15
Create absences on these days of the Ending 1
week within the date range specified = 3IPM & |- |00
abave ) = : "
| 2/10/2006 ._EH:Q‘ID,QDDS E;i leonlEIemlen?E!lry School b S|ck v |YES C.L'.Stcfm »
l.:rida',r I;rida',r
Sun Mon Tue Wed Thu Fri Sat -
Starting| [
O O ot g1 AM ¥ ;|45
Create absences on these days of the Ending T
week within the date range specified at: 3PM v :EDD‘l
above » -
Itinerant Employee Absence Creation Screen Two
Review all absence information before continuing
Please change the Date Range, School, Absence Reason, Start and End times for
each line entry.
Y
: Type 'Required :
| 2/9/2006 @1@;10;2005 =@*|,EastEIementawSchool w || Sick w |YES Custom v
'I:i'lurs-da',l ":I-'ida',l
Sun Mon Tue Wed Thu Fri Sat Starting| r
0 O Starting[7 am (¥ : [30
Create absences on these days of the Ending ==
week within the date range specified % IAM | |-115
above ; :

You will notice we entered both 2/9 and 2/10 in the date range because the itinerant employee goes to East Elementary
School on both days. At this point enter 2/9’s Start and End times — you will have an opportunity to adjusts 2/10’s start
and end times later.

Once finished click Next. | Mext=

for education
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Employee QuickStart User Guide

Verification Screen

Aesop gives you one last chance to change any
absence information.

Notice we changed the Start and End time for

i e o e R |

Modify Absence
Creating an Absence: Bollenbach, William

Hold Until: No Hold v
Date School Absence Reason Absence Type Delete
292005 B | EastElementary School v Sick | [custom v o
Thursday

Starting at Ending at

7AM ¥ :|30 [9AM |- |15

Budget Code:

- none selected - ~
2532006 [B| | Norih High School ~| [sick v|[cusom  » o
Thursday
Starting at Ending at
9AM w|:[4s | [11AM v |:]45
Budget Code: :
~ none selected - v
[2/22008 " [E| | Main SteetElementary Sechool | [ Sick v| [cusom = o
Thursday

Starting at Ending at
12PM ¥ : |15 3PM |v|:|00

Budget Code:

- none selected ~ ~
Fz';omos B |EastElementary School ~|  [sick v|[cusom v =
iday

Starting at Ending at
7Ai‘| |00 ‘HfM =] 15

2/10’s absence at this point.

il i e
-~ none selected - v

2102006 [# [OlsonElementary School v [Sick | [Custom 1w o
Friday
Starting at Ending at
Tam ][5 | [3Pm ¥ [o0

Budget Code:
- nane selected - ~

Notes: (Maximum length is 256 characters.)

School Default Information

[Not used for multi-location Employees.

You can now enter your Notes.

Click Save. [Save]

Aesop will now update the Daily Report, your Absence
History, and your calendar.

The sub will see all the school locations associated with
this job.

December 2008 A 2
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Itinerate Employee Absence Creation Verification
Screen

List i I Moty | Log | Call Histery | Availatle Substitutes | Agpravers |
Modify Absence Create a new absence | Create another absence for this emplovee
Confirmation#: 8679821
I william Bollenbach
Created on: Feb 8 2006 1:33:41 PM
Last Update: Feb 8 2006 1:33:42 PM
Status: UnFilled

Reconciled: No

Substitute Required: Yes

Assign Sup
Edi/Cancel
Spit

Approval Status: Unapproved
Last Approval Action:
Approvers: View List

Approval Comments: Show/Hide Comments

Date School Absence Reason Absence Type Start - End
02/09/2006 East Elementary School Sick Custom 7:30 AM-9:15 AM
Thursday

02/09/2006 North High School Sick Custom 9:45 AM-11:45 AM
02/09/2006 Main Street Elementary School  Sick Custom 12:15 PM-3:00 PM
Thursday

02/10/2006 East Elementary School Sick Custom 7:00 AM-11:15 AM
Friday

02/10/2006 Olson Elementary School Sick Custom 11:45 AM-3:00 PM
Friday

Notes:

Modify Absence Screen




The Employee side of Approvals

A school district may require administrator approval for certain absence reasons. These often include
personal days and professional development. If your district requires approval you will see that in the
absence status once it is created. An employee creates the absence and an administrator can approve it.
Some absences require multiple approvers, Aesop is able to provide that process as well. The employee
c?ln get an email when the absence gets approved. They can also check the status of the absence on the
phone.

Employee Creates an Absence that needs Approval —
The Administrator Approves or Denies the Absence

Employee can check the Status of the absence at their website or on the phone.
AN

Good afterhoon, Jason Herr
Sat '
Posted:12/2/2088
2 | . . . . .
o Bh MNotice: The system\ill be unavailable due to scheduled maintenance this Saturday
= morning, December &My, from 5:00 a.m. until 10:00 a.m. EST. Thank youl
=
El
Currently Scheduled Absences for the next 14 days
4 Date School Absence Reason Start Time End Time Duration
STATUS: UnFilled CONF= 2949270 | Starting: 12/3/2008
12/3/2008 Omegz Elementary Professicnal 7:55 AM 3:15 PM Full Day
3 STATUS: UnFilled CONF= 29553442 \gtarting: 12/5/2008
12/5/2008 Brofessional 7:55 AM 3:15 PM__ Full Day
Status of Future Absences that Require Approval
# of
CONE# Absence Absence Absence Shatus Last Lasi_: Approval
Start End Fi— Approver  Action
[s 23452706 12/03/2008 12/03/2008 1 Partizlly Approved Eill Approver Dec 2 2008 2:11:26 BM
25553442 12/05/2008 12/05/2008 1 Unspproved

Thi=s email is to notify you that the asbsence
Confirmation #29492706 has been Partially Approved by
Eill Approver.

T ing are the details of the job:

EEEEEEEEREADN

Employee can get an email
when the absence is a_pfroved
— even when it is Partially

Job Sunmary
FETHFETAERENES

Approved. Starting on : 12/03/2008
School 1 Omega Elementary
Title : Math
Teacher : Herr, Jason
Substcitute i not assigned yet
Confirmation No. : 29492706 This absence

needs a substitute.

TEETEETEE LS

Jok Days

AETEETEEAT

School / Reason Date
From To

Cregs Elementary 12/03/08

T:55AM 3:15FN
Reason: Professional

for education
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Once the absence is approved or denied by the next approver — that status appears to the employee in their
webpage and email.

PLACEMENT *TECHNOLOGIES

Tuesday, December 2 2008

P08 Omegs Elementary

Absence Reason
UnFilled CONF= 29492700 |, Starting: 12/3/2008

Start Time

Professionzl 7:55 AM

End Time  Duration

3:15 PM Full Day

Status of Future Absences that Require Approval
# of

Absence  Absence Last Last Approval
EHNES Start End AI::::':ES':E':HS Approver Action
29452706 12/03/2008 12/03/2008 1 Approved A; tant Dec 2 2008 2:21:18
Superintendent =
29553442 12/05/2008 12/05/2008 1 Denied  Bill Approver Dec 2 2008 2:28:00

M

* Indicates functions that might not be used by your school

Aesdp

This email is to notify ¥ou that the asbsence This_emai% is to n%that th'? a.bsencg
Confirmstion $29492706 has been Approved by Assistant Confirmation #29553442 has heen Denied by Eill Approver.
Superintendent.
The following are the details of the joh:
The following are the details of the job:
FEEEEETELEESTLL
FEEEFEELEELSSE Job Slmﬂary
Joh Sunmary FEEEREEERERLESE
FRRRRmERRREEE Starting on 12/05/2008
Srarting on 1z2/03/2003 School Omega Elementary
School Croega Elementary Title Hath
Title Hach Teacher Herr, Jason
;E_:Ch?r Herr, Jésond Substitute not assigned yet
stitute not assigned yet o Confirmation Ho. 29553442 This shsence
Confirmation No. 29492706 Thiz absence .
. needs a substitute.
needs a substitute.
[ FTEFHEELETNS
Job Days Job Days
EEEEEEEELE FEERETLLES
Zchool / Reason Date 3chool / Reason Date
From To From To
Cwegs Elementary 1z2/03/08 Cmegs Elewentary 12/05/08
TiSSAM 3:15FM T:55AM 3:15FNM
Reason: Professional Reason: Professional
It is possible that the district has absences requiring approval HELD until they
are approved.
December 2008



Employee QuickStart User Guide

When creating an absence on the phone, you can follow the instructions in the AESOP Phone Guide for
Employees, with a couple exceptions, noted below.

»  When creating an absence on the phone, AESOP will prompt you to “enter the number of days.”
Think of “days” as “Absence Instances” (as defined on the previous two pages).

» On the phone, you have to create each Absence Instance in a separate step. On the web, the
Absence Instances are displayed as rows that you can modify as you please. For the absence on the
preceding pages, you would have to enter the information for the first row, then the second row, etc.

Following is an example of an employee calling in sick early in the morning. The substitute will have to be in
two schools during the course of the day.

1. Call AESOP at 800-942-3767 and login.

2. Press 1 to create an absence. AESOP will tell me that it knows | can work at multiple locations.
3. Select the location of the first Absence Instance.

4. Press 1 for today.

5. AESOP asks for the number of days, but enter the number of Absence Instances instead. For

this example, enter 2. A single day absence at 2 schools is equal to 2 Absence Instances.

6. Enter the times as needed for this first Absence Instance. If you are entering a one day absence
in which you will be absent from more than one school, you may NOT enter a full day absence.
You must select Half Day AM/PM or Custom times. If you select a full day absence, your
absence will only be recorded at the first school selected.

7. Select the reason for this first Absence Instance. (Remember, each row can be different if
necessary, as seen on the previous page.)

8. Press 1 to confirm this Absence Instance.
9. Select the location of the second Absence Instance.
10. Press 1 for today.

11. Enter the times as needed for this second Absence Instance. Again, this will be a Half Day
AM/PM or Custom time.

12. Select the reason for this second Absence Instance.
13. Press 1 to confirm and save the absence information.
14. Depending on your profile settings, you may get a confirmation number at this point. If not, you'll

need to: 1.) tell AESOP whether or not you need a substitute for this absence, and/or 2.) assign
a substitute if you've already pre-arranged this absence with a substitute (see page 6).
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