
Using ‘Save & Assign’ in Aesop  

1. You will enter your absence in Aesop as you normally do – select the date(s) of the absence, if a substitute is 

required, time that you will be gone and substitute report time if it is different from your hours. Also add any notes 

or attachments for the substitutes, if necessary.  

2. Once all of the information is filled out, select “Create Absence and Assign Sub” (as circled in red below). This 

feature will allow you to assign a pre-arranged substitute to your absence immediately, rather than it going out to 

the entire sub pool on Aesop. If you are assigning a substitute, please be sure that you have spoken to and 

confirmed with the substitute that they are available for this specific absence before assigning them.  

 

  

3. Once you have selected “Create Absence & Assign Sub”, you will receive a pop up from Aesop. It will allow you to 

type in the name of the substitute in a search bar or select from your preferred substitute list right away (circled in 

yellow below). If you have already arranged this absence with someone that is not on your preferred substitute list, 

you can also select “View List of Substitutes” (circled in red below).  

  If the sub you are looking for does not show up on the list of substitutes, the sub is already on another 

job, has a non-work day in Aesop, or may have some other setting not allowing you to select them for 

this job.  Contact Teachers On Call if you are having trouble assigning a substitute.  

  

 
  



4. If you selected “View List of Substitutes” you will see a screen similar to the picture below. You will be able to scroll 

through the available substitutes to find the sub that you have already spoken with about this job. Once you find 

their name, select the green “Assign” button (circled in red below).  

  

  

 
  

Key things to remember when using Save & Assign:  

1. Make sure that you have confirmed this absence date and time with the substitute before assigning the sub.  

2. If you hit cancel or exit the screen after you have selected “Create Absence and Assign Sub” on the first page, 

your absence will still be created and will then go out to the sub pool if you did not assign the sub to it.  

If you have any questions, please contact our Substitute Services team by calling 800-713-4439. Teachers On Call 

Office hours are 6am-6pm Monday through Thursday and 6am-5pm on Fridays.   

  

  

  

  

  

  

  

  

  

  

  

  

  

  


