Aesop QuickStart Guide

for Substitutes

This guide will show you how to:

Log on to the Aesop system
Navigate the Aesop Web site

Find and accept jobs online

Manage your schedule

Cancel an assignment

Manage your availability

Specify your call times

Change your PIN

Manage your personal information
Find and accept jobs over the phone

Benefit from Aesop notifications
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Using Aesop Successfully

Proactively fill your schedule

Aesop offers you the flexibility to proactively search for jobs and fill your own schedule the way you
want. To help you benefit most from automated substitute placement, Aesop offers you both phone
and web services for finding and accepting jobs. Substitutes can call in to Aesop toll-free at 1-800-
942-3767 or log in online at www.aesopeducation.com.

Manage your preferences

With Aesop, not only can you plan your schedule ahead of time, but you can also view work history
and receive phone and e-mail notifications of available jobs.

Find out about available jobs

Aesop notifies substitutes of available jobs they qualify for. Most employee absences are entered
the day before the absence occurs, but they can enter their absences very far in advance.
Depending on the district’s settings, substitutes can discover available jobs days, weeks, or even
months in advance.

Aesop can alert substitutes to new jobs through both phone and e-mail services. Substitutes can
then choose to accept or reject the assignment.
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Online Services

Log on to Aesop

In your Internet browser address bar enter

www.aesopeducation.com and click the Go

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

button
. ‘
NEED HELP? | AESOPID [l PIN | LOGIN ©
.

ABOUT US

CONTACT US NEWS / EVENTS

N

Aesop Login Page

Aesop User License Agreement

Chelsea Elementary School

2/17/2006

Dear Greg Adams

We have the pleasure of notifying you that Chelsea El School has impl d a new d senvice that will greatly simpj
This senvice is called AESOP (Automated Educational Substitute OPerator)

The AESOP semvice will be available to you 24 hours a day. seven days a week. You may interact with the system either on the Internej
line

How do | register with AESOP?

1. Simply dial 1-800-942-3767
2. Enter your Identification (ID) and PIN numbers. The information is as follows
\ (Please notify the central office if your identification number listed below is not correct.)

* ID number - 1234567890
o PIN number - 7888

3. Once you are logged in the system, you will be given prompts for the various menu choices

When you access the AESOP system over the phone for the first time, it is very important that you record your name and assigi|
and assignment should be recorded, (e.g. John Doe, 3rd Grade) as AESOP will play this recording to potential substitutes for al
information each time you register an absence.

* When entering an absence, please wait until you receive a confirmation number before you terminate the phone call. Your transaction

Personalized Welcome Letter

The first time you log into Aesop you will have to agree to the terms of use. Please read through the
terms and click the “I Agree” button at the bottom of the page. You will not be able to access Aesop
online without agreeing to these terms.

Good Morning, David Caughill

Before using the system further, please accept the following End User License Agreement

tn acca

AESOP® USER LICENSE AGREEMENT

THIS AESOP® USER LICENSE AGREEMENT (“Agreement”) is made for the benefit of FRONTLINE PLACEMENT
TECHNOLOGIES, INC., a Pennsylvania business corporation (“Frontline”), by YOU, the person who indicates your
acceptance of the terms of this Agreement by indicating your agreement to the terms and conditions of this Agreement
when prompted (“User”).

RECITALS

WHEREAS, Frontline provides its clients with a subscription to its proprietary product, Aesop®, which allows its clients

Aacnn® far tha niirnnca of antnamatina enihetitiita amnlavas nlacamant:

m




MM/AddANVE s~ Automated _ ._
‘—I'XCD\.) S:b::‘itzle Placement v 'FRONTL' NE

& Absence Management 3 *TECHNOLOGIES:
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Home Page

Interactive Calenda Good Morning , Portland Public Substitute

June 2011
Sun|Meon [Tus[wed[ThulFri|sat]
29 30 (21 (1 (2 |3 @
6 (7 (8 |9 |10/ !

" IENITEICHICHEl Posted:5/20/2011

= <—Message Section
= z0)21 25
" > e o ol = Welcome to Aesopl!l

Nen-Wark Day

Search for Jobs

Interactive Calendar —>

- iy Click HERE to view the Aesop QuickStart Guide specifically for Portland Public Schools.
Work Day
— System Mon-Weork Day
Upcoming Assignments for the next 30 days
» Search for Jobs
View My Schedule
» View My Schedule CONF# District School Employee [Title [Room |Location Date [Time . .
» Add Non-Work Da Phone <—Upcoming Assignments
» Setup Calling Times 63045882 [Portland = Public La/ss [Main  |5039166190 [5/22/2011 [8:15
» Change Pin Public & "‘berneth'-‘Emplc"ee' Office A M
Schools = flPortland EXR -]
. » View Personal B
ACtIOﬂ Menu —_ Information 5045882 |Portland = Public LA/SS Main 5035166150 [6/24/2011 8:15
» Preferred Schools Sublic % AbernathyFTmloves Office M
» Manage District List Schools - ‘[ort=nd éa:m
B 65045882 [Portland o Fublic La/s5 [Main  [5033186150(7/1/2011 (11:30
User Guides Fublic . I.‘berneth._‘Emplc',ee, Office A M
» Quick Start User Guide Schools - f|Pertlznd 3;“15
pgCosiGiiamin _\{ldeo 55045282 [Partland o Public Le/ss [Main  [50253186120(7/8/2011 [2:15
’AFVEHCEd Trainin Fublic * Ab h”EmpIc',ee, Office ]
— Video Schools Abernethylog iz ng 2:15
M

Personal Information
Email:
IPhone: (555) 555-3306

Personal Information —>

For assistance with the system contact you

sop Administrator The Substitute Office, <— Contact Information

view Perscnal Informaticn at (503) 916-3330 or ppssub@pps.kiz.oru
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Find and Accept Assignments Online

e i Tl Good Morning , Portland Public Substitute
June 2011

Sun|Mon [Tuelwed|ThulFri|Sstl[c oo oh For Jobs

Search for Assignments B b

g
d:6/20/2011

14
. H \Welcome to Aesopll!!
1. Click the Search for Jobs tab in the
. . Click HERE to view the Aesop QuickStart Guide specifically for Portland Public Schoaols.
action menu on your home page or just below
your name to see a list of all available jobs. > Scarch for Jobs Lpconing Aocnnents opitonaxt 20 days
:%ﬁ ICONF# [District ISchool Employee [Title [Room |Location |Date [Time
Add Non-Work Day Ph
» Setup Calling Times [ss045882 [Portland ) Public [La/SS [Main iu;‘;fsawu le/22/2011 [B:15
> Change Pin potic (B aperetnfirriorse: | fofe
» View Personal T lom
Information [5504352E2 [Portland -1 Public ILA/SS [Main  [S039166190(6/24/2011 [8:15
» Preferred Schools lPublic ¥ Abarmethyfmeleves: loffice lam
» Manage District List [Schoals a *|Pertland oao?
. [5504352E2 [Portland -1 Public LA/SS [Main  (S039166190[7/1/2011 |11:30
User Guides [Public * ..‘berneth“Empllc',se. [office lam
» Quick Start User Guide lschosls A Yeartian Be1s
A P " P
:Wm [53045882 [Portland (=1 Public ILA/SS [Main I5029166130(7/8/2011 |B:15
Advanced Training - P yee, Fic A
Video o Cimes apernathyE 1502 7 G
PM
earch s0sin Sort By... (& Date/School O Datef(Employee) O School/Date O(Empl\:yee)-’ﬂate 2 ) ) ) ]
rv—— » Click the Details link to view more
StartDate  Starting School Employee Title View 1 1 1 1
01/07/10 Killy Court High School - No Nuts Romney, Mitt Elem. English Details . |nf0rmat|0n On the aSS|gnment For mUItIpIe
Date From To Duration School H . H
e (thus vemion a ssos00 bl e Bty Cout Hgh S - o ate day assignments, Aesop will list the
01/27/10 Eagle Trace High Romanov, Nicolai Middle English Details )
e © school employee’s name once and then all dates.
01/27/10 (Wed.)  8:00:00 AM 4:00:00 PM Full Day M ole Trace High
02/24/10 Killy Court High School - Mo Nuts Francis, Brad Music Details
Date From To Duration School
02/24/10 (Wed.)  8:00:00 AM 3:30:00 PM Full Day &Kmv Court High School - No Huts
Accept or Reject Assignments
3 « Click Accept Job if you would like [In order for you to accept this Job, please click the "Accept Job" button below.
to accept the job or Reject Job if you |Ermemms
X School Employee Title Room Location Phone Date Time Duration
do not Want to accept the Job If you &Ea le Trace High Bemancy. Hicolai Middle English Main Office January 27 2010 8:00 AM-4:00 PM Full Day
. Eagle lrace High

reject the assignment, you will not  [retes:

be able to view it again later. Click Rejectdob | [ Acceptdob | [ Cancel |
Cancel if you are not making a
decision at this time to accept or reject
the job.
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4. vou will receive a
Confirmation Number when you
have successfully accepted an

. . *—
assignment. You should bring —
th IS co nfl rm atl on num ber Wlth You have accepted this Absence.Your Confirmation number is: 43224525
you to the school when you
. School Employee Title Room Location Phone Date Time Duration
Start th e JO b i &Eaule Trace High Remenev. Hicolsi Middie English Main Gffice January 27 2010 8:00 AM-4:00 PM Full Day
Notes:
Attachments:

Test File 2

5. You can view any notes left
by the employee or the district in
the Notes section.

View your schedule or cancel this job or search for more assignments.

6. At this point, you can also

Your home page will

accebsst?]nydattta_c?metﬁts left for ;""“WWM automatically be updated with
yOU y e aistrict or e i Type: Microsoft Word Document, 25,5K8 the neWIy-accepted
employee. Click on the ow,[ms = assignment. The Interactive
attachment; in the File Download j Calendar and the Upcoming
dialog box click Open or Save. @ Dl e e Assignments for the next 30
days sections will reflect the

new information.
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Other Home Page Features

Messages

Posted:5/20/2011

Any messages from the district office will appear
in the Messages section. Welcome to Aesop!!!
Click HERE to view the Aesop QuickStart Guide specifically for Portland Public Schoals.

Upcoming Assignments for the next 30 days

CONF# District School Employee [Title Room Il_,?lia“tiun Date Time Upcoming Assignments for the next 30
43466411 E1:hs::lnutten (%:tﬂg‘l”gh E:zl;:iz, Music g':a':ii:E 1/4/2010 iMDD days
Cristrict 12:00
School - No M
Muts
I i % r‘L(ill—I|I{gh I AR - vsizoio @00 | Aegop will show you absences you have already
oistrct School - No cn° | accepted up to 30 days in advance. Aesop will
Mt
) [ R T A e T 7erme res|  also show you the name of the employee and
School i Peannette |english Office & . . . . .
District Court High : 12:00 school. A map icon indicates that directions to the
_ huts , , school are available from Googlemaps.com.
42224525 [Massanutten & Eagle R.cma.nc';, Mldc!le MEI.H 1/27/2010 |2:00 . . « - R
Scheel Trace High ['eo/=  [rlish  [office v | Clicking on the “map” icon will open your default

ll web browser and display the school on a map.

Questions

If you have any questions regarding Aesop
e 0 e e e S Sl s g ot Sehool secretan| - please contact the individual listed or e-mail the
contact at your school district.
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Manage my Schedule

Interactive Calendar

Interactive Calendar
To view your assignment schedule, you can click P January 2010

on the View my Schedule tab on the action menu
or you can choose a specific date on the Sun|Mon| Tue/Wed Thu
Interactive Calendar. 27 |28 (29 |30 |31

Aesop displays two types of days on the
calendar:

* Non-Work Day — days/hours you have
indicated you are unable to work

* Working — jobs for which you are scheduled

to work Use the calendar arrows to select different months
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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 numbered day 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 future.

Change View: Month View | Go to Current Week
Week View from 1/4/2010 - 1/8/2010 Change Date

g oo fom 42010 1272010 SR
Add Non-Work Day m 2010 .

Tuesday, Jan |Wednesday, |Thursday, Jan |Friday, Jan 8 \
5 Jan 6 7 | January 2010
Sun|Mon|TusWed[Thu Fri | sat

7:00 27 |28 (29 |30 |31 |1 |&
Non-work & 7S N
Da EEN11 12 |13 |14 |15 [&&

Monday, Jan 4

Dr.vA:ppumtment 18 19 20 [21 [22 [B®
R 25 26 st 20 |8 3-month
= calendar view
Weekly Schedule R

=
31 |1 2 3 |4 |5 |8
9 |10 |11 |12 &=

15 |16 |17 |18 |19 |8
=22 |23 |24 |25 26 |88
E1 2 3 Ja [5 [s

PM March 2010
Sun|Mon| Tue Wed|Thu| Fri | Sat
1:00
PM 2 (1 2 3 [4 5 B
e (o [10 [11[12 88
2=|E'3 15 [16 (17 [18 |10 [
822 [23 [24 |25 [26 BB
3:00 o0 30 31 )t 2 |2 -/
PM
4:00 Calendar Key
PM
Hen-Work Day

Change Earliest Start and Latest End Times  Printable Version
Work Day

ICONF# |District ISchool Emplnvee [Title IRoom |Location [Date ime
IPhone
Absences scheduled Frsean fosarenen BB ily  frnes ese e
—— ICourt High
School - No
for the current month huts
[Status: Fill=d
Notes:

Email: jfrancis@frontlineplacemant.com

ICancel:
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Add Non-Work Day

Click the Add Non-Work Day link on your action menu
to indicate days or portions of days that you are
unavailable to work.
For a single non-work day, select the date you will

.. . . Date
be unable to work. Enter a description if desired. ;20000 1%

Description
. . . . . My Birthday
Adjust the Start Time and End Time if you will be _
unavailable for only a portion of the day. ————— 550 "0 . 0 &
End Time

4PM ~|: |00 v

Repeat Event

Until )

i

Every
[IMonday [Tuesday []Wednesday

Cthursday ClFriday
CJall week

[ Save ] [ Save and Add Another ] [ Cancel ]

The Districts expectation is that you have full time availability to work. If a permanent
unavailability is entered by you on the system we will take this as an indication that you are
not available to sub for PPS.

10
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Deleting a Non-Work Day

You are able to delete any Non-Work day
that has not already started.

To delete a single Non-Work day, find the
Non-Work day on your Interactive
Calendar and click on it. You will be
brought to the weekly view for that week.
Click on the single trash can icon for that
day to delete that single day.

You are now available to work this day.

Monday, Feb |Tuesday, Feb |Wednesday, |Thursday, Feb |Friday, Feb
15 16 Feb 17 18 19
7:00
AM
Non- ATF» | Non- Ak | Non- AT | Non- AT | Non- AT
Work ﬂ ﬁ Worlk ﬂ ﬂ #aﬂ/ﬂ ﬂ Work ﬂ ﬂ Work ﬂ ﬂ
8:00 Day: Day: ay: Day: Day:
- Wacation Vacgl Vacation Wacation Vacation
AM U0 AM-4:00 8:00 AM-4:00 8:00 AM-4:00 8:00 AM-4:00
PM M PM PM

8:00 AM-4:00
V
_

To delete an entire repeating Non-Work

day, click on the trash can with the arrows\

pointing away from it. This will delete the
selected Non-Work day as well as all
other Non-Work days that were created at
the same time.

You are now available to work on every

Non-Work day that was deleted.

10:00
AM
Monday, Feb |Tuesday, Feb |Wednesday, |Thursday, Feb |Friday, Feb
15 16 Feb 17 18 19
7:00
AM
Non- AJMf» | Mon- ATMF* Non- ATf | Non- A+
Work ﬂ ﬂ Work ﬂ ﬂ Work ﬂ ﬂ Work ﬂ ﬂ
o oo | Day: Day: Day: Day:
e [Wacation Wacation Vacation Wacation
AM 8:00 AM-4:00 8:00 AM-4:00 8:00 AM-4:00 8:00 AM-4:00
PM PM PM PM
9:00
AM
Monday, Feb |Tuesday, Feb |Wednesday, |Thursday, Feb |Friday, Feb
15 16 Feb 17 18 19
7:00
AM
Non- ATMfe | Non- AT Non- A7 | Non- AT »
Work ﬂ a Work ﬂ ﬂ Work ﬂ ﬂ Work ﬂ ﬂ
g8-00 Day: Day: Day: Day:
- Vacation Vacation Vacation Wacation
AM 8:00 AM-4:00 8:00 AM-4:00 8:00 AM-4:00 8:00 AM-4:00
BM BM BM BM
9:00
AM
Monday, Feb |Tuesday, Feb |Wednesday, |Thursday, Feb (Friday, Feb
15 16 Feb 17 13 19
7:00
AM
8:00
AM
9:00
AM

11
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Tell Aesop When to Call

Define Call Times
Call Times
Your District has defined available call times:

Select Tell Aesop When to Call to review Morning: 5:30 AM - 10:00 A
the District defined call times. ' o

v

You have further defined your call times as listed below.

Choose from below

O Specify Call Times
O Specify No Call Days
O 1Prefer not to be called by AESOP

Cancel

& Any modifications you make to the call out times as defined by
the District will be removed from your profile.

12
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Change PIN e
Current PIN |
You can change your PIN at any time. The ,
PIN is used both on the Web site and the Somenl
Retype PIN I

phone system.

[ Apply Changes ] [ Cancel J

Need help? PIN Guidelines.

Change Personal Information.
Internal ID 556620
First Mame Brown
Middle
Last Name Derby
Phone (999) 555-9999
E-Mail derby@aesoponline.com
Calendar Earliest Start Time
Calendar Latest End Time
Resume and Photograph
Resume No Resume on file

Photo

Address 1
Address 2
Address 3
Address 4
City
State/Province
Zip

Edit Info

View Personal
Information

Review the
demographic
information the district
has on file for you.

*You can change the
information by clicking
the Edit Info link.

% NOTE: You will only be allowed to edit the
information the district allows you to edit. If you
need to edit any information that you are unable to
edit on this page, please contact your district’'s Aesop
Administrator.

13
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Phone Services
Answering an Aesop call

When Aesop calls, your Caller ID will probably show
1-800-942-3767. Occasionally, it may display a
school district name, depending on how the phone
company handles the 800 number. The important
factor is the number. If the phone number is Aesop’s
1-800 number, it is a call about a job in a district you
work in.

Answer the phone with a “hello.” You must speak
into the phone. Aesop is voice activated and will hang
up if it does not detect your response.

If you hang up on Aesop, or if Aesop gets your
answering machine/voice mail, the system will
wait at least an hour before calling you back. =y

When Aesop calls it will ring for 30 seconds. If you % NOTE: Aesop will not leave details of jobs or

have an answering device make sure the setting is notifications it was calling you about on an answering
set to pick up calls after the fourth ring. machine/voicemail. If you miss a call, you can always call
right back into Aesop and hear that same information if it is
still available at the time you call back in.

Listening to the notifications and
available assignments

After you answer the phone, Aesop will say: “Hello, | am calling for (your name). If you are interested in a job
today, please press 1. To prevent further calls today, please press 2. If the substitute that I'm trying to reach is
unavailable.

Press the appropriate key in response, in this case, press 1 to hear about the job(s).

Aesop will then say: "I'm calling on behalf of (school district), for an assignment at (school). Please enter your
PIN Number, followed by the # key.

After you enter your PIN and press the # key, Aesop will play any Substitute Notifications, such as canceled
absences and changed start or end times.

For each available assignment, Aesop will provide the details, including the number of days of the assignment,
the school name, the name and title of the absent teacher, the start and end times and the room or office to
report to.

Responding to the offer

After you have heard the details of the assignment, you will be prompted to choose 1 to accept the job, 2 to
hear it again, 3 to reject it but allow further phone calls, or 4 to reject the job and prevent more calls that day.

If you accept the job and no other substitute has accepted the job in the meantime, Aesop will read the

Confirmation Number. If you reject a job, Aesop will still call you back, even within 15 minutes, if other jobs
need to be filled.

14
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Receiving Notifications

You may receive notifications by phone, web and/or e-mail for the following:

* A single-day absence is canceled or modified
* Any or All days of a multiple-day absence are canceled <« You are completely removed from a job
* The times of any day in an absence is modified * You are assigned to a job

Web Notification*

Substitute Notification Page

You must click the CONFIRM button at the bottom of the page to indicate you have read the following notifications.

Notifications for all of the above

reasons will appear on your Hide Details_]
home page When you Iog”:] to Notifications for Massanutten School District
AeSOp_ You will need to click the REMOVAL NOTIFICATIONS: Your services are no longer needed for the following Jobs.

. e . 5 R ed
Confirm Notifications button to onfirmation # Date/Time Employee Name
. . 43481014 12/30/2009 8:07 AM Dobler, Lloyd
confirm you have read the notice Date Start £nd Room
. 2009-12-31T00:00:00 8:00:00 AM 4:00:00 PM Catastrophe Canyon
before yOU can dO anythlng else =Job Maodified notifications: The Following Jobs have been Modified. .
within the site. Web ob# Dot rame
notifications will be posted for faasmase = o . e p kgl
a” Of the reasons ||Sted 2009-12-30T00:00:00 8:30:00 AM  3:00:00 PM Kingdom of Nye
above. ‘You must click the CONFIRM button to indicate you have read the preceding notifications.
[ Confirm Notifications

Substitute Notihication Page

Aesop will show you a confirmation page indicating
you have successfully confirmed the Web notification.

2 entries were confirmed.

Mo notifications found.
Click Home (an the navigation line) or the Back button or here to continue.

A follouing job that you are assigned to starting on 81/27/2616 has been modified.

The following are the details of the job:

E-mail Notification

starting on : e1/27/2018

If Aesop has your e-mail address on file, you

may receive notifications through e-mail. Conirestion ™

Email notifications are sent for all of the preseress

reasons listed above e e

- gnm - Click the following link to CONFIRM you have received this email.
Phone Notlflcatlon Clicking will also stop future notification attempts (emails and/or phone calls)
http: //wn ponline. com/confirmlotification.asp?0ID=117948NID=41108534T=44SID=55662080K=43224525811=20
Please do not reply to this system generated message.If you need help or have additional questions, please send an email to
mailto:icappellini@frontlineplacement.com.

Aesop can call you when you are completely
removed from an absence. These calls are

Thank vou for using the substitute assignment system. Powered by Aesop.

typically placed in the evening up to 2 nights in Notification Confirmation

advance, but these calls can take place in the

morning if you are removed from an absence % NOTE: No phone notifications are sent if a day is
that starts that same morning. Phone “closed* within a multiple-day absence (even if it's the
notifications are ONLY placed when you are first day). This most commonly happens when school is

closed due to weather (i.e. Snow Day). If school could

completely removed from an absence. possibly be closed due to weather, it is your responsibility

_Phone _n_Ot'ﬁcat'onS are not made if the job to check your local news sources for information on whether
is modified. or not you should report for your job that day. Aesop will not

necessarily be up-to-date with this crucial information.
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