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
-Manage your schedule
-Cancel an absence
-Manage your personal information
-Track your absence history
-Select your preferred substitutes
-Create an absence as an

itinerant employee
-Create an absence over the phone

-Access user guides and training videos
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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 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.
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Online Services

Log on to Aesop

In your Internet browser address bar enter
www.aesopeducation.com and click the Go

button.

Aesop Login Page

-
m
"

D HELP? AESDP 1D PIN

' LoGIN O

ABOUT US CONTACT US NEWS / EVENTS

Home Page

Interactive Calendar

Action Menu

Training Material

Personal
Information

Interactive Calenda Good Morning , Portland Public Employee

June 2011
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School Closed Day
In-Service Day
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» Create an Absence

» Absence Reason
Balances

» View My Schedule

» Absence Files

» Change Pin

» Change Personal
Information

» Absence History

» Preferred Substitutes

User Guides

» Quick Start User Guide

» Basic Training Video

» Advanced Training
Video

» Favorite Five Feature
Guide

» Favorite Five Feature
Video

Change Personal
Information
Email

IPhone: (503) 555-5555

|Shange Personal Infarmation

IPosted:5/17/2011

\Welcome! Click HERE to view the Assop QuickStart Guide specifically for Portland Public
Schools.

Currently Scheduled Absences for the Next 14 Days

Date School Absence Reason StartTime End Time Absence Type
Status Filled CONF# 69045882 |, Starting: 6/22/2011, Substituts: Public Substitute, Portland
5/22/2011 Abernethy  FAMILY ILLNESS 811 2:115 M Full Day
6/24/2011 FAMILY ILLMESS 8:15 AM 12:00 PM  Half Day AM
7/1/2011 FAMILY ILLNESS 11:30 AM  3:15PM  Half Day PM
Status Filled CONF= 69045267 |, Starting: 5/23/2011, Substitute: Public Substitute, Portland
6/23/2011 PROFESSICNAL DEVELOP 8:15 AM 3:15 PM__ Full Day

For assistance with the system contact vour Aesop Administrator The Substitute Office,
lak (503) 916-3330 aor ppssub®pps.k12.or.us.

Home Page

Aesdp
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—— Message Section

—— Currently Scheduled

Absence section

Contact Information
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Manage Absences Online

Create an absence

. Select the Create an Absence

Creating an Absence: Francls, Brad
Create Absence
ar

Ab: R T Substitute Ab: T
tab On the Ieft ate n ate Sence keason lype Rl;qi';l:-ellde sence lype
05/10/2010 w'fli 05/10/2010 ﬂf‘. Select an Absence Reason v | Yes v Full Day v
Monday Manday
' Enter the Start and End Dates sun Man Tue Wed Thu Fri Sat Starting 8AM v |:|00
(see below) at:
Create absences on these days of the week within the Ending 3PM v .30
date range specified above at: *
. Choose the day(s) of the week
(o] [Conee]
. Choose the Absence Reason
Type
. . Screen One
. Specify the Start/End Times, AM Only, PM
Only, or Full Day as applicable
. Click the Next button
v v
Start Date End Date Start Date End Date Absence every
. s it Monday for the
05/10/2010 i 05/10/2010 iz 05/10/2070 AL 06/18/2010 | next five weeks.
Monday Monday Monday Friday
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
O O O O
Create absences on these days of the week within the Create absences on these days of the week within the
date range specified above date range specified above

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.

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.

The example above shows how to create an absence
for every Monday from 5/10/2010 to 6/18/2010.

*Note: Only a single substitute can be assigned to a
recurring absence created under one confirmation
number. Substitutes can only accept the entire
confirmation number and all absences contained

within.

Aesdp
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0 Verify all information.

Absence Reason Absence Type
9 ) i 05/10/2010 [ [lliness > Sick ~| [FulDay ~ o O
Enter any notes for substitutes in the T
arting af nding
Notes to Substitute box. Substitutes can sam ;o0 | [sPm ][50

VieW these nOteS before they accept a-n Notes to substitute: School Default Information

H (Maximum \ength 255 characters.) Defaul StartlTime:S:m] AM
assignment. =l petaurfend e 35 71

IMin Abgence length: 1 hours

e IMax Abfence length: 10 hours

Notes to Administrator (not viewable by

© cnter any notes for only the administrator
. R Substitute):
to see in the Notes to Administrator box. (s langta s 255 coaractrs.)

255 characte \&

9

9 Finalize the absence.

(4]

» Save — Aesop will find a substitute.

* *Save & Assign — Assign your own

substitute.
Modify Absence
Creating an Absence: Francis, Brad
[Sa'.fe“ Save & Aszsign J[ Cancel ]
v Date Absence Reason Absence Type Delete
W' AR MIMG! Clicking the "save and assign bukton indicates 060012010 lliness > Sick v FulDay v 0
that wau have PREARRAMGED with the subskituke thak ywau || Tuesday
are going to assigm on the next page, Starting at Ending at
8AM v ;00 | [3PM v|:30
06/0212010 |1 liness > Sick v Full Day v 0
Wednesday
Starting at Ending at
8AM v :00 |[3PM v|:30
. . 06/03/2010 E lliness > Sick v Full Da v O
Aesop will display the day of S !
the week underneath the date. Starting a¢ Ending 3¢
3AM v ;00 | [3PM v|; 30
Screen Two: Multiple Day or Recurring Absence
Assign a substitute to an absence

This Absence was entered 0 days, 0 hours, 0 minutes ago.
0% of the lead time {43 days, 19 hours, 49 minutes) has elapsed.

If you chose Save & Assign in the last step, you

NOTE: I:‘I" VOUF resps b"f ity tor : I ate with the ; b 'l'J' f your cholllslo to mlsllilrelihat tl?nlu are willing to
H H H H ;c<op| the assignment before you assign them to cover the Absenc o Aesop will not notify the substitute
will need to find the substitute you wish to Swtomaticly
assil g n Please type the first few letters. [Seercn

from the list and click the Assign link. T

A T AR sssan

It is your responsibility to contact the e Raggedy kA e

substitute you have selected; Aesop does assian
. . gird, w! foid

not contact subs to notify them if they have i

been assigned to an absence! et s

Assigning substitute

for education

Aesy op :
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Confirmation Number

Aesop will give you a
confirmation number when the
transaction is complete.

Create a new absence

Confirmation#: 30345673 Attachments: 1

Employee: Doug Brown AttaCh a fl Ie

School: Lincoln Middle School

Created on: Dec 29 2008 8:41:25 AM

Last Update: Dec 29 2008 8:41:25 AM

Status: UnFillad .

Substitute Required: Yes TO attaCh a f||e tO the

Employee Hours Per Day: 8

absence for the substitute

. .
to view, click the Upload
Approval Status: Unapproved .
Approvals Received: v] / NeW ||nk once yOU haVe
Last Approval Action: .. .
Approvers: View List / fInIShed Creat|ng yOUI’
Approval C 52 Show/Hide Comments Upload New Edit b
apsence.
Date Absence Reason Absence Type Start - End
12/30/2008 *Professional Day Full Day 7:00 AM-3:00 PM

Tuesday

Notes to substitute:

Motes to administrator (not viewable by Substitute):

Successfully Created Absence

A http://staging.aesoponline.com/upload.asp?ot=

In the Upload Files dialog box select a file using
the Browse feature. You can attach a Word
document or a PDF to the absence.

Upload Files

[[Browse... ]
Description

Type a description and click Upload to attach

the file. More

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

Modify Absence Create a new absence | Create another absence for this employee

Confirmation#: 10696308 Attachments:

Employee: Tammy Griffin | L ecson plan 36

School: Eldredge Elementary School

Created on: Jun 13 2006 8:12:26 PM

Last Update: Jun 13 2006 8:12:27 PM — —

Status: UnFilled 4

Reconciled: No €] Done ® Internet

Substitute Required: Yes

Upl . .
oad Files dialog box

Approval Status: Unapproved p g

Last Approval Action:

Approvers: View List

Approval Comments: Show/Hide Comments Upload New Edit

The file has been successfully saved and will

Date Absence Reason Absence Type Start - End . . .
06/14/2006 “Personal Full Day 8:15 AM-4:30 PM be displayed in the Attachments section.
[Notes:

% NOTE: Substitutes cannot view attachments until they
have accepted the assignment.

Aesc)p ‘
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Manage my Schedule

Interactive Calendar

To view your assignment schedule, you can click on the View my Schedule tab on the action
menu on the home page or you can choose a specific date on the Interactive Calendar.

Aesop displays three types of days on the calendar: Interactive Calendar

December 2009
» Closed — you cannot create an absence on this Sun |Mon | Tue \Wed| Thu | Fri | Sat
date. You typically see “Closed” days during national 20 (30 1 |12 |3 |4 |8
holidays. K 10 -12
* No Substitute Needed — if you normally need a 17 118 |5
substitute, Aesop will not find one on this date. 24 (25 |26
This option is most often seen in conjunction with 29 |30 |21 |1 |2

Professional Development days or In-Service days. School Closed Day

« Absence — you have created an absence on this SR LA
date . Absence

Use the calendar arrows to select different months

Aesc;»p .
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View my schedule

On your schedule, you can view your assignments in three ways:
*  Weekly schedule

» 3-month calendar view

* All absences scheduled for the current month

Click on a date in the 3-month calendar view, and the weekly schedule will change to that week.

Use the Change Date drop-down
window to review absences further
in the past or futurg.

Go to Current Week

View the current week Week View from 12/21/2009 - 12/25/2009 Change Date
Create an Absence December v| ‘ 2009 v‘
I Monday, Dec [Tuesday, Dec|Wednesday, |Thursday, Friday, Dec
21 22 Dec 23 Dec 24 25 Dec 2000 \
Tue |wed| Thu [ Fri
7:00 School In- School School
AM Service Closed Closed
Winter Break  |Winter Break
8:00
AM
9:00 January 2010
AM Sun | Mon | Tue [Wed| Thu| Fri | sat
27 [28 [29 [30 [31 8
hm : ¢ :
4 El & 7 8 9
AM -
0 Wl [: 14 15 [ 3-month
11:00 : 18 [19 [20 |21 |22 |8 i
AM R calendar view
12:00 R 2 3 4 5 6
PM
1:00 February 2010
PM Sun | Mon [ Tue [Wed| Thu| Fri | sat
31 |1 2 3 4 5 6
SN15 |16 |17 |18 [19 =&
3=|']33 [ ] Bz> 23 25 (26 |80 _/
s 2 [z J4 s s
4:00
PM Calendar Key
. ” . b Change Earliest Start and Latest End Times  Printable Version ‘ School Closed Day
_J Currently Scheduled Absences for the selected month In-Senvice Day
Cl‘ea'[ed in the Date School Absence Start  End  Absence Absence
Reason Time Time  Type
t th STATUS: Filled CONF= 40431891 , Starting: 12/9/2003, Substitute: Ann, Raggedy
current mon 12/8/2009 m'; Court High School - No o 0o MyOB 8:00 AM  3:30 PM Full Day
12/11/2009 Personal MYOB 8:00 AM  3:30 PM Full Day
| 12/15/2009 Personal MYOB 8:00 AM  3:30 PM Full Day
12/16/2009 Personal MYOB 8:00 AM  3:30 PM Full Day
|STATUS: Filled CONF# 40507008 , Starting: 12/14/2003, Substitute: Claus, Santa
12/14/2009 Sick Family 8:00 AM  3:20 PM Full Day

Aes@p 0
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Cancel an Absence

First enter your schedule by clicking on the Interactive Calendar or the View My Schedule tab.

Go to Current Week

Week View from 1/11/2010 - 1/15/2010

Create an Absence

Monday, Jan
11

Tuesday, Jan
12

Wednesday,
Jan 13

Thursday, Jan
4

Friday, Jan 15

7:00
AM

8:00
AM

A warning message will appear: “Are you sure
you want to cancel this absence?” Click OK to

cancel.

Go to Current Week

Week View from 1/11/2010- 1/15/2010

Create an Absence

/

Windows Internet Explorer

You can cancel a scheduled absence by
clicking the trash can under the
assignment you wish to cancel.

"

3

\_:%/ Are you sure you wank ko cancel this absence?

[ 8] 4 l [ Cancel

Monday, Jan |Tuesday, Jan |(Wednesday, |Thursday, Jan |Friday, Jan 15
11 12 Jan 13 14
7:00
AM
8:00
AM

The canceled absence no longer appears
on your calendar and is listed as canceled
on your list of currently scheduled
absences.

Aesc;)p 0
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Other Home Page Features

Messages :
Posted:5/17/2011
Welcome! Click HERE to view the Aesop QuickStart Guide specifically for Portland Public

Any messages from the district office will ~Schoels

appear in the Messages section.

Currently Scheduled Absences
Date School Absence Reason Start Time End Time Absence Type
STATUS: Filled CONF# 43400411 |, Starting: 1/4/2010, Substitute: Derby, Brown
1/4/2010 Killy Court High School - Mo Muts Sick 2:00 AM  12:00 PM Half Day AM H
STATUS: Filled CONF# 43456413 | Starting: 1/7/2010, Substitute: Johnson, Lady Bird Aesop Wl” ShOW you absences up to 14 days
1/7/2010 Professiongl Dev. 8:00 AM  3:30 PM  Full Day in advance. Aesop will dlsplay the details of
_ your absence, as well as the name of the
_ Name of substitute substitute who has accepted the assignment.
Questions

If you have any questions regarding Aesop,
please contact the individual listed or e-mail the

contact at your district.
)
For assistance with the system contact your Aesop Administrator The Substitute Office,

at (503) 916-3330 or ppssub@pps.k12.or.us.

Absence Files

Absence/Vacancy Files

Upload generic notes about your Upload New Files [IShow Inactive Files
classroom, such as a snack or recess DR et i Active To

schedule, that will automatically be o records found. Chlusdfisw flss

attached to every absence you create.

Upload Files Click the Upload New
_ C:\Documents and Seﬂil[m FiIeS I|nk to attaCh yOUI‘
Emerg. Lesson Plans document. SpeCIfy the
120172009 T8 Active From and To dates
and click Upload. Aesop ]
022812010 will attach this document to On the next screen you can:
every absence created . edit the description,

« change the active dates, or
e delete the attachment

More  during that time frame.

Files must be .doc. .docx, or .pdf and less than 250KB.

Upload New Files LIShow Inactive Files
Description Active From Active To
@ Sign In Sheet.doc fﬂ

Tussdsy Sunday

To attach a specific day’s lesson plans,
see the Attach a File* section.

Aesdp 0
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Change PIN

You can change your PIN at any time.

Change your PIN

Current PIN _.

New PIN |

Retype PIN |

Apply Changes H Cancel ]

MNeed help? PIN Guidelines.

Change Personal Information

You can edit your phone number and
email. You may need to contact your
district about any changes; review your
district’s policies for details.

Change Personal Information

Internal ID 883958
School(s) Killy Court High School - No Nuts
First Name Brad
Middle Name
Last Name Francis
Title Middle English
Phone (999) 222-0054
E-Mail 1Zmonkeys@aesoponline.com
Room # Main Office
Start Time §:00 AM
1st Half End Time 12:00 PM
2nd Half Start Time 12:00 PM
End Time 3:30 PM
Address 1
Address 2
Address 3
Address 4
City
State/Province
Zip
Edit Info

Absence History

View all absences for the past 366 days

and the next 90 days. If you need a

greater range, refer to View My Schedule on
the action menu on the home page.

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

Substitute Name Start Date CONF# Days School Status
02/24{2010 (43279577 | 1 Killy Court High Schoal - No Nuts  [UnFilled
Johnson, Lady Bird 01/07/2010 (43466413 | 1 Killy Court High Schoal - No Nuts  |Filled
Derby, Brown 01/04/2010 (43466411 | 0.5 Killy Court High School - No Nuts  |Filled
12/23/2009 |43440600 | 1 Killy Court High Schoal - No Nuts  |UnFilled

Aesdp i

for education
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Preferred Substitutes

You probably have a list subs who you prefer. You can create a list of these substitutes who Aesop
will contact first, and may even hold the absence for a period of time for these subs, when you
create an absence. |If they are set and ranked as “Favorite Five” they can receive an email and a
call during the first evening after absence creation
Some qualifying points to this:

*Sub must be available for the time (no other job)

*Sub cannot have a Non-Work Day

*Sub must meet any Qualifying Skills the district has set

*Aesop may make the absence available to a larger group of subs right when the

absence is entered depending on district settings for absences created close to their

start time.

** Keep in mind that subs who are preferred may be preferred by many employees. This means
that the closer an absence is to starting, the less likely a preferred sub would be able available for

an absence. Slchccllclczled Dal',-
To add a substitute: B osence

» Create An Absence
» Absence Reason Balances|
. . . » View My Schedule

1. Click the Preferred Substitutes link » Absence Approval Status

» Absence Approvers

» Leave Feedback

» View Substitutes’
Experience Feedback

» Change Pin

» Change Personal
Information

» Absence History

» Substitute Phone List

» Preferred Substitutes

2. Click the Add New Substitutes link

Employee: Brad Francis
Preferred Substitutes

To select Preferrefl Substitutes you must click "Add New Substitutes” — and check the box to the left of their name.
To give the substffutes “Favorite 5” status, you must use the “Favorite 5” radio buttons to select and rank them.
Pending availabjfity and qualification, these substitutes will receive instant notification of your absence by email (if
they have an epfiail address in the system) and/or phone. You may select up to 5 favorite substitutes to function in
this manner, gfly additional substitutes added to your list would not receive the email.
*Your Distrift may have applied adjustments to this process.
User Guides
» Quick Start User Guide
» Basic Training Video
Please type the first few letters. = -
» Advanced Training Video

» Favorite Five Feature Gui
» Favorite Five Feature Vid;
3. The list of names will appear, or you may
. Employee: Brad Francis
need to click on the alphabet letter for the by . Preferred Substitutes
) . iew Current Substitutes
desired substitute’s last name, or enter the
substitute’s last name into the “Search”
box and click Search

Add New Substitutes

Please type the first few letters.

4. Click the box next to the name of the
substitute you wish to select in the Q@_List

On List Substitute Exclude Include

Column O Aikman, Troy WA W ®
] Ann, Raggedy W AW ®
5. Se|eCt |nC | u d e | O Beaver, Eager (no rating) > ®

6. Click the Apply Changes button to save or
Cancel if you do not wish to save the
changes

7. Repeat Steps 2-6 for additional substitutes

Aesdp 2
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“Favorite Five”

Employees who can set up a substitute preference list can also select five substitutes as their
“favorites.”

Substitutes marked as favorites, and who are considered “qualified and available” (licensed
appropriately for your absence ex. Advanced Math teacher the “favorite” must hold an Advanced Math
endorsement) at the time the absence is created will be notified instantly by e-mail when an absence
is entered by/for an employee that has selected them as a favorite.

Further, Aesop will begin calling the favorite substitutes during the next evening calling period, up to
120 nights before the absence.

To mark a substitute as one of the “Favorite 5”:

1. Go through the steps to add substitutes to
your preference list if you haven’t already (see
Preferred Substitutes on the previous page).

Plaase type the first lew lettors, ewe

2. On the preferred substitute page, click Edit.

3. Choose your “favorite five” by clicking on the
radio buttons in the last 5 columns to rank the
subs in the order you want them to be listed. : :
NOTE: Aesop will call these subs in this order, o) &)
but email notifications to these subs will
be simultaneous. The job will also be able to
be viewed by all of your Favorite Five AND
any other preferred subs that you have
selected at the same time.

Favorite 5
Substitun> Exclude Include

4 5
LI

After you enter an absence, Aesop will send AkToYd, Dan (no rating) ® ® o |o o |o
an email immediately to all five of your Bird, Big AAAR N e o le |o |o |o
favorite substitutes who are available. Claus, Santz Nd= [ofo fe |o o
They will also receive a phone call during Ruspin, Teddy WA sy ® 0|0 |0 |® |0
the first available evening calling period Snowman, Erosty (no rating) ® 0 |0 |0 |0 |@®
depending upon their call settings and/or Head, Potato (no rating) ol_fo |0 |0 |o |O
response to previous calls. Hemingway, Ernest % ® 0|0 |0 |0 |0

You can choose to have 1 to 5 favorite subs.

Example — 5 preferred subs and only 1 has the
favorite five radio button selected, the 1
favorite sub will get an immediate email
and a phone call during the next call out
period. All preferred subs would see
the job online or hear the job over the
phone at the same time. If you have 5
favorite subs ranked in order 1 to 5 they
would all receive an email immediately
and would get called in the rank order 2
during the next call out period. A€§pp 13

4. Click the Apply Changes button to save
your selection(s) or click Cancel if you do not
wish to save the changes.

5. Repeat Steps 2-4 to change which
substitutes are listed as your favorite five or to
change the order of your favorite five subs.
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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 Web site with just a few easy steps. Consider the schedule below.

Monday: Eagle Trace High 07:30 a.m. to 09:15 a.m.
Massanutten Elementary 09:45 a.m. to 11:45 a.m.
Mountainside Middle School 12:15 p.m. to 03:35 p.m.
Tuesday: Eagle Trace High 09:45 a.m. to 11:45 a.m.
Massanutten Elementary 12:15 p.m. to 03:35 p.m.

Click on Create an Absence on the home page. Then follow the steps below to
create an absence for both days listed above.

llj(-;))lldat‘lhde Ccl:itcrli to Select the Absence
select all the Reason Type
schools

Creating an Absence: Francis, Brad

Create Absence
Start Date End Date

School Absence Reason Type Substitute Absence Type

Entel‘ the Required
—l/13/2010 t“,’t 09/14/2010 E Select a School liness = Sick | Yes ¥ Full Day v

Start and End Monday Tuesday Eagle Trace High
D Sun Mon Tue Wed Thu Fri Sat [[UEEEENNICHNEENENERTY -

ates OO d Mountainside Middle School Starting|7AM ;|30

b hese days of
i Endrg [3pm v ;3

SElect the specified above at:
days of the
week

Itinerate Employee Absence Click Next

Screen One

Aesdp
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Leave the
Absence
Type as
Full Day

14
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Enter the absence information according to the schedule.

Creating an Absence: Francis, Brad

reaata Ahcanra

Start Date End Date School Absence Reason Type Substitute Absence Type
Required
09/13/2010 [5(09/14/2010 L Eagle Trace High | llness > Sick w |YES Custom v

Monday Tuesday
] Sun Mon Tue Wed Thu Fri Sat

O 0o
Create absences on these days of R
the week within the date range Eﬂldlﬂg 9AM v |: (15
specified above at:

Starting 7AM v -(30
at: -

09122010 E[09/14/2010  § Massanutten Elementary || lliness > Sick v [YES Custom v

Monday Tuesday
Sun Mon Tue Wed Thu Fri Sat

O 0o
Create absences on these days of -
the week within the date range Egdlﬂg 1TAM » |- |45
specified above at.

Starting GAM v |- |45
at: -

09122010 1E[og/14/2010  FE Mountainside Middle School || liness > Sick ~ [YES Custom v
Monday Tuesday
Sun Mon Tue Wed Thu Fri Sat

Starting .
F B B o 12PM + | |15

Create sbsences on these days of .
the week within the date range Egdlﬂg IPM »|: (35
specified above at:

Itinerant Employee Absence Screen Two

Start Date End Date School Absence Reason Type Substitute Absence Type
Required

09/13/2010 TE-. 09/14/2010 ﬁﬁ*.-. Eagle Trace High + || lliness = Sick v |YES Custom hd

Monday Tuesday

Sun Mon Tue Wed Thu Fri Sat

O OO
Create absences on these days of ;
the week within the date range Egdlﬂg 9AM % |[- 15
specified above at

Starting 7AM .30
at: "

Both 9/13 and 9/14 are entered in the date range, because the itinerant employee goes to Eagle
Trace High on both days. At this point enter 9/13's Start and End times — you will have an
opportunity to adjusts 9/14’s start and end times later.

Review all absence information before continuing
Select the Date Range, School, Absence Reason, and Start and End times for each line entry.

Click Next when finished. [ext> ]

Aesdp 5
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Verification Screen

Review all information and make any necessary
changes.

*Modify the Start and End times for 9/14’s absence.

Click Save.

Modify Absence

Creating an Absence: Francis, Brad

Soe|[ Smmssssign || Cancel

Date School Absence Reason Absence Type Delete
09/13/2010 [ |Fagle Trace High » liness > Sick w | | Custom o O
Hanzay

Starting at Ending at

TAM » .(30 GAM v .15
09/13/2010 [ |Massanutten Elementary & liness > Sick ~| | Custom v "
Manday

Starting at Ending at

SAM » ;|45 11 AM s ;|45
091372010 [ | Mountainside Middle School liness > Sick | |Custom i O
Hianaay

Starting at Ending at

12PM » : |15 3PM ¥ :|35
09/14/2010 3 | Eagle Trace High ~ liness > Sick | | Custom v a
Tuesaay

Starting at Ending at

AM |45 T1AM v, |45
09/14/2010 [ | Massanutten Elementary ~ liness > Sick » | | Custom v O
Tussaay

Starting at Ending at

12PM » : |15 3PM .45

School Default Information

Mot used for multi-location Employees.

Notes to substitute:

[Mancmum langen i3 55 craractar )

Maotes to Administrator (not viewable by
Substitute):

= charsctans

—
e (=
Itinerate Employee Absence
Verification Screen
Modify Absence Create a new absence .
Eggl?;;e: 43472737 ﬂTcehsrt";T:; Ae'.s.op will now update the
Created on: Dec 28 2009 6:31:54 PM - Daily Report, your Absence
Sty e O EsA Ry History and your calendar.
B B eyt s s All Secretaries/Principals at
all school that you are an
Date School Absence Reason Absence Type Start - End employee a.t W|” see ALL
gogr{dla?rﬂl]lu Eagle Trace High lliness = Sick Custom 7:30 AM-9:15 AM Segments Of thlS absence,
gugr{dlj,IZOIO Massanutten Elementary Iliness = Sick Custom 9:45 AM-11:45 AM even the Segments that
gogr{dla;’;flﬂlﬂ Mountainside Middle School Iliness = Sick Custom 12:15 PM-3:35 PM occur at SChOOIS that are not
%9;;;{2010 Eagle Trace High Tliness = Sick Custom 9:45 AM-11:45 AM their own.
E.?eij:f2010 Massanutten Elementary Iliness = Sick Custom 12:15 PM-3:45 PM

Notes to substitute:

Motes to Administrator (not viewable by Substitute):

Modify Absence Screen

The substitute will see all the
school locations associated
with this job online and hear
that this is a “multi-location”
absence if they accept the
job via phone.
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Entering an ltinerant
Absence on the Phone

When creating an absence on the phone, you
can follow the instructions in the Aesop Phone
Guide for Employees, with a couple
exceptions:

¢ When creating an absence on the phone,
Aesop will prompt you to “enter the number of
days.” Think of “days” as “Absence Instances”.

¢ 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 because the employee in this example is an
itinerant employee.

1. Call Aesop at 1-800-942-3767 and log in.

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, because a single day absence at two schools is equal to two Absence Instances.

6. Enter the times for the 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 be recorded
only at the first school selected.

7. Select the reason for the first Absence Instance. (Remember, each row can be different.)
8. Press 1 to confirm this Absence Instance.
9. Select the location of the second Absence Instance.

10. Repeat Steps 4-8.

11. Depending on your profile settings, you may receive 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 2) assign a
substitute if you've already pre-arranged this absence with a substitute (see page 5).

Aesdp
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