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
-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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Employee QuickStart User Guide

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 Enter your ID and PIN from the personalized
www.aesoponline.com and click the Go button. welcome letter you received from the district.

Chelsea Elementary School
2117/2006

As a Teacher

Dlear Greg Adams,

it L 31

Wi'e have the pleasure of notifying you that Chelsza El itary School has d a new service that will greatly simp
This senvice is called AESOP [Automated Educational Subatitute OPerator

The AESOF senice will be available to you 24 hours a day, seven deys aweek You mey interact with the systam siher on the Inteme|
line.

How do | register with AESOP?

1 Simply dial 1-800-542-3767
2 Enter your [dentification (IO} and PIN numbers The information is aa foilows
|Please notity the ceniral office d your identficziion numbser lisied below s not correct )

/ « IO number - 1234567650
« PIN number - JEB

1. Once you ar= logged in the system. you will be gven prompts for the vanous menu choices

Aesop

Wher you aocess fhe AESOP ayslem over the phone for the first time, it ie ve
and assignmeni should be recarded, fe.g. John Doe, 3nd Gradel 25 AESOP wil
Information esch fime you regisier an absence.

ani thai you record your name ard aasi
lay thiz recording fo pofential substifutes |

APIN REMINDER

& LOGIN PROBLEMS

RAINING & SUPPORT *Whan entering an abeence. plaaze wail until you receive a confirmation number bafore you terminats the phone call, Your transaction

i Login }

. Personalized Welcome Letter
Aesop Login Page

Home Page

Friday, February 17 2006/

Navigation > Homa
Inberactiv

Logout
Calendar

Good morming, Greg Adams

Message Section

Interactive Calendar it = Currently Scheduled

Absence section

4:000M  Full Day

Absences requiring
approvals*

Mo records found

Provide feedback for the past 14 days of Absences

Caks Schoal Almsncs Rmancn  Start fame  End Tams  Duration
STATUS: BnFilled CoRFe 837 0
2/13/2008  Chalsas Elamentary Scho rarsonal TIOOAM  @D0oM  Full Day

Fasslback: Erter Faadznck on this subsbbute

Action Menu

Absence feedback*

Dusratinn

[T T —
arting: 2/13/2008
Paracnal TiOOAM 400 0M  Full Cay

* Absence History
- .

* Quick Start User Guide
o

Contact Information

if vou have questions ab
t {800} 942-3767 or amail:

Change Personal
Information

Personal Information e Souicast et

Changs Parssn

Home Page

* 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 Chocse an Employes | Enter A fon
tab on the left S T TR
2. Entel‘ the Stal’t and End Dates E'lSEﬂCE End Date Absence Reason Type Substitute Absence Type
Reguired
(See below) é,’?,’ZDDS 2;_?,'2005 _@I ‘Selectzn Absence Reason VEYES E-Full Day V
Sun Mon Tue Wed Thu Fri Sat e ; =
3. Choose the day(s) of the week OF @ E@EE@ D0 st oeAM ¥z ]
S%:ttﬁ:hi;ﬂac:-d::err;n-gﬂec;pv::i?ile;ﬂ - Etl'l:dll'lg |4 Fi v :DD :l
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
\ 4 \ 4
I — i s Tuesday for the
272006 [BHag7i0006 [ 272006 [Ed(31712006  [FH|  next six weeks.
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat I
O M & M M M O E f &E & 1 B
Create absences on these days of the Create absences on these days of the
weak within the date range specified wealk within tha date range specifiad
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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(1] Verify 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

Modily Absence

Creating an Ahsence: Beagle | Glann

Absence Reason Absence Type

|Full Day “

Sick Day

Etarting at
BAM =

Ending at

e

School Dafault Information
Default Stort Time: 2:30 AM
efault End Tim, 100 PM
Hours in a full day: & hours
inimum Absence length: 3 hours
Maximum Absence length: 5 hours

Nolii 1o substitute:
LM

Save || Saveddssin | Carcel

substitute.

M /Y RGN Chcking the “eave and 2ssign” buttan indicshes
that vou have PREARRANEED wich the substitube that you
o o the nect page.

creating an Absence: Emploves, Tegt
School: Cash Senier High School
Hold until:| No Hold i |
savs|| SavedpAsegn || cancel
Date Absence Reason Absence Type Delate
Aesop will display the day of the s | [sox 4 [rupy @ %
Mond =y
week underneath the date. L . .
Starting at Ending at
8AM -0 | [4PM =: o0
Budget Code: | — nona scloctad ~ » Pay Coda: !— none salacted - |
42006 | | sick v [FulDay ™ o
Tuesday
Starting at Ending at
aan vzl faem wfom |
Budget Codes:| — none selected - ) Pay Code: |~ none seieried —1
=t [sick v FulDay ™ o
Wednesday
Skarnng at Ending at
BAM &0 | |4pm &m0 |
Budget Code: — none selected - ¥ Pay Code: |~ none selecied -

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 Assign 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

March 2009

Aesdp

r conf#:3A56806
if

NOTE: It is your responsibility to communicate with the sabstitute of your choica to emsure that they are willing to
accept the Assignment befora you assign them to cover the absence. AESOP will not notify the substitute
automaticalty,

Please type the first few lotters or choose a link from the st below. |m |
A1 IR 54
Adams, Allen (&1 6RTE n
Aschiers, Sherr D207
Brooks, Diane 2905
Build, Nathan 5
Clark, Dick I 033
Caoke, Mary (610) 331-1996
Crlley, James 484} BEa-2047
Do, James (0103 331-1990
Dazer, John (610} 452-0008

Assigning substitute
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Confirmation Number

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

Create a new absence
Confirmation#: 30345673

Employee: Doug Brown Attachments: AttaCh a file*

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 fOI’ the

Employee Hours Per Day: 8

substitute to the absence,

- -
click the Upload New link

Approval Status: Unapproved on the confirmation page.
Approvals Received: v]
Last Approval Action:
Approvers: View List
Approval C 52 Show/Hide Comments Upload New Edit —

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):

Confirmation Page

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

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.
Maore
Files must be .doc, or .pdf and less than 200KB.
Confirmation#: 10696308 Attachments:
1 Tammy Gritfn W Leszon Plan 36

School: Eldredge Elementary Schoal

Created on: Jun 13 204 6 PM

Last Update: ]un_]] 2006 B:12:27 PM .

:‘:::;IM: ::F'I.:I"iimm &] Done ® nternet

Substitute Required: Ye:

s Upload Files dialog box

Approval Status: Unappravad

Last Approval Action:

Approvers: Niew Lisk

Approval Comments: Show/Hide Commsnts Uplond Hew Edit \

(e | (B ) _ The file has been successfully saved and will be

o140 2005 Dz e displayed in the Attachments section.
Hotes:

*Note: Substitutes cannot view attachments until
they have accepted the assignment.
* Indicates functions that might not be used by your school
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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
February 2006

IEFun Mon|TueiWed|Thu| Fri |Sat
21 (1 2 |2 [
7 |8 |2 |10 S
14 [15 [@6(17)

21 (22 |23 1

;@1 2 Iz |a

| School Closed Day

» Closed — you cannot create an absence on this date

* No Substitute Needed — if you normally need a
substitute, Aesop will not find one on this date

+ Absence — you have created an absence on this date

Use the calendar arrows to select different months Mo Substitute Needed

- Absence

* Indicates functions that might not be used by your school
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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 future.

. G0 £ Current Weak
View the current week week View from 2/13/2006 - 2/17/2006 Chengehte:.

ey ] (2 )

I Create an Absence
Monday, Feb |Tuesday, Feb |Wednesday, |Thursday, Feb |Friday, Feb 1/ S
13 14 Feb 15 [ —raheeyete \
[Tue Wad{Thu| Fri Sat
Schooel In- School Closed |School In-
service service

| March 2006 |

3-month
calendar view

Change Earliest Start and Latest End Times Frintabla versios =
Calsndar Kay
Currently Scheduled Absences for the selected month School Closed Day

. . [Date School Absence Reasom  Start Time  End Time  Duration NS0 bettata Naadad
V|eW a” Jobs Created sTATUS: UnFilled CouF= BATO837 | sesrhing: 2/13/7008 = -
2/ 13/2006 Chals=a Hamantary Scheol Parsnnal 7100 &M 4:00 BM Full Day
STATUS: UnFilled CONF= BETO8T1 | Starbng: 2/18/2008
In the Current month =f18/2006 Sick: 7100°AM 4100 PM Full Day

STATUS: Filled CONF= EG708732 |, Starting: 2/24) 2006, Substitute: Martin, Silly

2/ 2452006 Professional Day 7100 AM 4100 PM  Full Day
STATUS: UnFilled CONF= UB758/75 | Starbing: 3/1/2006
Ti0DAM 400 FM  Full Da:

271/ 3006 Parsonal

* Indicates functions that might not be used by your school
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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 12/29/2008 - 1/2/2009 You can cancel a scheduled absence by

Create an Absence clicking the trash can under the assignment
Monday, Dec |Tuesday, Dec |Wednesday, |Thursday, Jan |Friday, Jan 2 you wish to cancel.
29 30 1
//
7o —
800
Windows Internet Explorer E]
A warning message will appear: “Are you sure you _:%) #re vou sure you want ko cancel this absence?
want to cancel this absence?” Click OK to cancel.

[ 0K l [ Cancel

Go to Current Week
Week View from 12/29/2008 - 1/2/2009

Create an Absence

Monday, Dec (Tuesday, Dec |Wednesday, |Thursday, Jan |Friday, Jan 2 The canceled absence no longer appears on

2 Dec31 L your calendar and is listed as canceled on your
i, list of currently scheduled absences.
7
goo
Currently Scheduled Absences for the selected month
Date School Absence Reason Start Time End Time Duration
STATUS: UnFilled conFs 30345673 , Starting: 12/20/2008
12/30/2008 Lincoln Middle School *Professional Day 7:00 AM 3:00 PM Full Day
The absence is listed as canceled ———p |sTATUS: canceled conFs 30347137 , Starting: 12/31/2008
12/31/2008 *Professional Day 7:00 AM 3:00 PM___ Full Day

* Indicates functions that might not be used by your school

for education
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Other Home Page Features

Messages

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

Posted:2,/17 /2006

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

Currently Scheduled Absences

Currently Scheduled Absences for the next 14 days
Date School Absence Reason Start Time End Time Duration
[STATUS: UnFilled CONFz 8679874 | Starting: 2/18/200&

2/18/2006 Chelsea Elementary School Sick 7:00 AM 4:00 PM  Full Day Aesop Wi“ Show yo.u a'bsences Up t0l1 4 days in
advance. Aesop will display the details of your

absence, as well as the name of the substitute

STATUS: Filled CONF= B679B73 | Starting: 2/24/2006, Substitute: Martin, Billy

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

STATUS: UnFilled CONF2 8079875 | Starting: 3/1/2006

3/1/2006 Bersonal 7:00 AM 4:00 PM_ Full Day
T

Name of substitute

Absences Requiring Approval*

Review the approval status of your absence request.

+ Unapproved — request has yet to be reviewed
« Approved — request has been approved
+ Denied - request has been denied approval

Provide feedback for the past 14 days of Absences

Date Scheol Absence Reason  Startl Time  End Time Duration
STATUS: UnFilked ConFs 8679837 | starting: 2/13/z008

2/13/2006 Chelsea Bementary Scheol Perzonal 7400 AM 4100 PM  Full Day
Faadhack: Entar fasdback on this substituts

who has accepted the assignment.

Ahsence Absanca : o Last Last Approval
ERINER Start End Aﬂa":e it Approver Action
8E79874 02/1B/2006 02/18/2006 i Unzpproved
8€75875 03/01/2006 03/01/2006 I Unapproved

Absence Feedback*

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

Absences that the substitute has reviewed for the past 14 days

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

Date School Absence Reason  Start ime  End Time Duration
[STATUS: UnFilled CONF# 3879837 , Starting: 2/13/2006

2/13/20056 Chelsea Bementary School Personal 7:00 AM <4:00PM  Full Day
Feedback: Review faadback an thiz abs =

Questions

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

* Indicates functions that might not be used by your school

March 2009

If you have questions about the rules or setup of the system contact School Secretary

ext 10 at (555) 555-5555 or email: suboffic

@yourdistrict.org.

for education
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Absences Needing Approval

Absence Approval Status*

Start Date: 23- 2006 i! End Date: {_éf'2§f?035- @ Statuses: [7] Unapproved [7]
. Approved [7] Denied
On the action menu on the home page, (St |
click Absence Approval Status. Select =

Last Last Approval

Sk Action

Approver

a date range to review the status g
of absences requiring approval. il ‘

Unapproved

Users allowed 1o Approve for your Absences

Name Receives Email Notifications

Absence Approvers*

loz Paschall B Ne

Darren \Waterbury N

Secondary Vendar Hex

feakCanpbelor 0 tes Aesop displays the list of users allowed
Bob Isaman & Yas

Chelses Elementary School Acrimstrator 53 o to approve your absences.

James Crilley Ne

leffrey Fritz B Ne

James Crilley B Ng

Absence Files*

AbsencefVacancy Files

Upload generic notes about your classroom,
such as a snack or recess schedule, that
will automatically be attached to every File Description
absence you Cl’eate. Mo records found, Upload Mew Files

Upload New Files [I5haw inacave Files

Active From Active To

A hitp:{fstaging.aesoponline.comfupload. asp?ot=

Upleoad Files

Click the Upload New Files
link to attach your

File C ‘Documents and St |_3_n:|T
Description NP

Active From i Bl

Active To B

Files must ba doc, or .pdf and lass than 200KE.

] cone M Ttenat

To attach a specific day’s lesson plans, see

% the Attach a File* section.

document. Specify the
Active From and To dates
and click Upload. Aesop
will attach this document to
every absence created
during that time frame.

On the next screen you can:

+ edit the description,

+ change the active dates, or

« delete the attachment

[CIshaw Inactive Files

Dascription

Active From

' = I

Thurzday Sarurday

/i

* Indicates functions that might not be used by your school

March 2009
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Change PIN
You can change your PIN at any time.

Change your PIN

Current PIN

New PIN |

Retype PIN | ] Substitute Phone List*
Apply Changes ][ Cancel ]

Need help? PIN Guidzlines. Aesop provides you with a list of available and
qualified substitutes. Contact the substitute before
entering your absence; confirm the substitute
accepted the job and then immediately assign
him/her to the absence.

Substitute Phone List

Please type the first few letters. | Search
Substitute Name Phone
- Abrams, Chios [916) 353-2630
Change Personal Information* leac o SR
"Rouers. Buck (515) 616-5156

You can edit all or some of your

personal information. You may need

to contact your district about any changes;
review your district’s policies for details.

Change Personal Information

Internal ID 115403
School(s) Chelsea Elementary School
First Name Greg -
Middle Absence History
Last Name Adams
Title Super Guy
Phone (123) 456-7590
E-Mail greg.adams@comcast.net

View all absences for the past 366 days

Room # 12 and the next 90 days. If you need a
Shar Time 7000 greater range, refer to View My Schedule on the
1st Half End Time 2,30 &M .
2nd Half Start Time 9:32 A action menu on the home page.
End Time 4:00 FM
Absence History for the last 386 days and the next 80 days.

Address 1

s titute Name Start Date ] Status
: c 04/25/2006 103 3 mentary Schoal Filled

City 03/30/2008 ntary Schoal UnFilled
State/Province 03/16/2008 1 Mam Street Elementary Schoal Canceled
zip Ad: 03/14/2008 1 Main Street Elementary Schoal Filled
Edit Info

* Indicates functions that might not be used by your school

for education
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Preferred Substitutes*

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

Employee: James Cnlley
Preterred Substiutes
Add New Substitutes

@ Viaw All
O View Excludes

Orview Indudes

Substitute Exclude Tnclude
= Hicks, Ricky o (5]
= Knight, Brad @
[ Hammer, Kent O @
Berg, lim (O]
[ |Bnrjn1er_. Bob &
[ IBane, Sandy O @

£pply Changes Cancel

To add a substitute:

1. Click the Add New Substitutes link

2. Click on the alphabet letter for the desired substitute’s last name
(or enter substitute’s last name into the “Search” box and click Search

3. Click the On List box next to the name of the substitute you wish to select
4. Select either Exclude* or Include
5. Enter days and hours if you wish to override the default visibility

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

8. Click the View Current Substitutes link to view your list

* Indicates functions that might not be used by your school
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“Favorite Five” *

Employees who can set up a substitute preference list

tsion | anfigeration Betiings] Absenos Rzasors | Freteras Botrliams | Acs=nce Aposoien | Aepons]

can also select five substitutes as their “favorites.” - *"""":-%;in'n-?'?;%;:w’ -.r.m*"‘q[c?l;‘tmumUm'
Caling Sequence: Jab visibiley (Days/Hours):
Substitutes marked as favorites will be notified instantly GumerSioatpatainon (12 [0
by e-mail when an absence is entered by/for an g
employee that has selected them as a favorite. it Neaw Sabstitates
Please type the first few letters, ﬁ'

Further, Aesop will begin calling the favorite substitutes S view Al

. . . . (2 View Excludes
during the next evening calling period, up to 120 days O view st

before the absence.

Owerride Visibility
# 1
Hours @

Exclude Include Default
Visihiliry

2 3 4 5

*
Days

1204 oh

| 1204 oh

.]ZDU oh

| 1204 0n

|120d Oh

1204 Dh

e 8|z |;|;|;

| 120d Dh

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).

2. On the preferred substitute page, click Edit.

3. Choose your “favorite five” by clicking on the radio buttons below the column rank you wish
to give each one.

After you enter an absence, Aesop will send an e-mail immediately to all five of your
favorite substitutes. They will also receive a phone call during their first available evening
calling period.

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

5. Repeat Steps 2-4 to change the favorite five substitutes.

* Indicates functions that might not be used by your school
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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.

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.

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

Select Yes or No
if a substitute is
required

Hold the Ctrl key
and click to select
all the schools

Select the Absence
Reason Type

Choose an IEmEI bs i I

Create Absence
Start Date End Date School

Enter the Start

Ab: Reaf Substitute Ab: T
sence Reakon _R:qzl_:'l_lajde sepee Ty Leave the

- 1 ) __hvpe L =
and End Dates (/92006 [E[2110/2008  [E[Selecta School ~ || Alarm Malfunction | Yes v| [FulDay v Absence
et R o Sehoo! |MlarmMatiunction §l| Yes B |[FulDay &) e e
Sun Mon Tuz Wed Thu Fri Sat |[[NEMEEEESENENEET=TL]| — : — :
Selectihedays W 5§ 'g ] ot i School i+ Sertnoav i || Full Day

of the Week I [P e e T days of the
week within the date range specified
above

s [3Pm §:[0 |

\
Click Next

Itinerate Employee Absence
Screen One

* Indicates functions that might not be used by your school
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Enter the absence information according to the schedule.

Choose an Etnpltvy'EE1 Enter Absence Information l
Creating an Absence: Bollenbach, William
Create Absence
Start Date End Date School Absence Reason Substitute Absence Type
- - : Eywe Koo, . :
(21012006 [Ed[2/10/2006  [E|| EastElementary School v || Sick ¥|YES |Custom ¥
'I"F;ur;da‘,l Iél.'li.d;‘,r
Sun Mon Tue Wed Thu Fri Sat s S = -
Starting| I
O O |
Create absences on these days of the :
week within the date range specified En.dlng
boua at: :
(2j9/2008 [ |2/09/2006 [ | North High School [ sick w [ YES [ custom ~|
Thursday Thursday
3un Mon Tus Wed Thu Fri Sat Startingl o oo o oo
F O at: [9AM w45 |
Create abserces on thase days of the Ending | - -
week within the date range specified i: 11 AM e = 145
above : y B at: 3 s |
(2j912006 [ [2/09/2006  [B|| Main Street Elementary School v || Sick ¥|YES |Custom ¥
'I-'.Hur;da‘,l 'I"‘I;u;—‘sda‘,l
Sun Mon Tue Wed Thu Fri Sat Starting[ =
O O o |ZPMEN:(15 |
Create absences on these days of the Ending | T =
weelk within the date range specified t: IPM & - 100
zbove . i - a .a = .. 1§60 e R
(211012006 [ 211072006 @<l Olson Elementary School + || Sick + | YES | Custom ~|
Frid=y Friday
Sun Mon Tue Wed Thu Fri Sat e
Starting| 1T 1
D D at: :_‘HAM vi::1.5 |
Create absences on these days of the : r = T --
wizek within the date range specified Egdlng 3PM el = DD‘l
above at: 3 o i O

\ 4

Itinerant Employee Absence Screen Two

2,‘9,‘2006 2{10-;20&!3 ,lEastElementawSchool
'I-:I'.'iur.s;day lﬁ;-i.d;':i*,r
Sun Mon Tue Wed Thu Fri Sat

| O
Create absences on these days of the

wiaek within the date range specified
above

Type
+ | Sick

Required

w [ YES | Custom V

Starting| Ee 7
o6 |7AM ¥ |z |30
Soed [oam ] :[15

Both 2/9 and 2/10 are entered 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.

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.

* Indicates functions that might not be used by your school
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Employee QuickStart User Guide

Verification Screen

Review all information and make any necessary
changes.

*Modify the Start and End times for 2/10’s absence.

Enter any Notes.

Click Save.

I".‘.'_ resvamnasi | st | Lo all Histom | | Avrven|
Creating an Absence: Sallenbac
Hodd Until:| Mo Hold -
Ahsance Reason
East Elamentary Schoal *| | Sick *| Custom L o
Starting at Ernding 3t
7aM W30 | oA #-0E |
Budget Code:
~ e selected - |
290006 (3 Nodh High School < sk w|lcusom = -
Thursday -
Starting at Erviing at
{oAM wiplas ({114 #lglas |
Burdget Code:
~none selectad - ~|
252006 &I IMain Sree Elemantsry Schaol | Sick | | Custam v o
Thuradey 1
Starting at Ering at
12PM &[5 | [3PM Miine |
Budget Code:
- NEAE seleced - =
East Elamentary Schoal +| | sick =| | Gustom - &
Starting at Ending 3t
7am pizion [ 1amslfn |
Budget Code:
~none selecied - v
ajiopo0e B | Oson Elementary Schaal D" ¥ [Custam v -
Friday .
Starting at Erving at
1Mam = a5 | [arm &|iloe |
Budget Code:
—none selectad - 5]
NOtes: (Mawimim langth = 295 chamcars.)
schaol Default Information
Mot used for muiti-location Employees.
Save | Sme b assgn || Caacel

bzence

8679021

Wilham Bollenbach

Feb 8 2006 1:33:41 PM

reate a new al
Confirmations:

Created on:

Last Update: Feb 8 2005 1:33:42 PM
Status: UnFilled
Reconciled: Mo | Bezsense |
Substitute Required: Yes

Assign Sub

EdR/Canca
[5o]
Approval Status: Lnappraved

Last Approval Action:

Approvers:

Approval Comments: i/Hide Comments

[(Bprve | (D= ALL | [(emyrart |

Itinerate Employee Absence
Verification Screen

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

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

Data
02/09/2006

School

Absence Reason  Absence Type

East Elemeantary School Sick Custom
Thursday
0z/09/2006 MNorth High Schoal Sieke Custom
Thuraday
02/09/2006 Main Street Elementary School  Sick Custam
Thursday
olzfmfzuuﬁ East Elementary Schonl Sick Custom
[Friday
Sick Custom

Slart - End
7130 AM-2:15 AM

9:45 AM-11:45 AM

12:15 PM-3:00 PM

Ti00AM-11:15 AM

11:45 AM-3:00 PM

02/10/2006 Oison Elementary School
Friday

Notes:

Modify Absence Screen

* Indicates functions that might not be used by your school
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The Employee Side of Approvals

A school district may require administrative approval for certain absence reasons, such as personal
days and professional development. The absence status will show you if approval is needed after you
create the absence. Aesop also handles absences requiring multiple approvers.

ood afternoon, Jason Herr

Posted:12/2/2008

MNotice: The system will be unavailable due to scheduled maintenance this Saturday The employee creates an
morning, December 6th, from 5:00 a.m. until 10:00 a.m. EST. Thank voul absence that needs approval.

Currently Scheduled Absences for the next 14 days

Date Schaool Absence Reason Start Time End Time  Duration

STATUS: UnFillad CONF= 29492700 , Starting: 12/3/2008

12/3/2008 Omega Elementary Professional 7:55 AM 3:15 PM Full Day

STATUS: UnFillad CONF= 29533442 |, Starting: 12/35/2008 The administrator approves
iz/s5/2008 Prafessicnal 7:55 AM 3:15 PM Full Day

or denies the absence.

Status of Future Absences that Reguire Approval

# of
CONE# Absance Absence Absence Status Last Last Approval

Start End Fe—— Approver Action

28482706 12/03/2008 12/03/2008 1 Partially Approved Bill Approver Dec 2 2008 2:11:26 PM
289553442 12/05/2008 12/05/2008 1 Unapproved

The employee can check the status of the absence on the Web site or via phone.

This email is to notify you that the shsence
Confirmation #29492706 has been Partially Approved by
Eill Approwver.

The following are the details of the job:

Aesop can send the employee an e-mail when
the absence is approved or partially approved. Job Surmary
Itarting on : 1z/03/2008
School : Cmega Elementary
Title : Math
Teacher : Herr, Jason
Substitute : not assigned yet
Confirmation No. 29492706 Thiz absence

needs a substitute.

FEERFEFRER

Jokh Days

FEETEEETES

Gchool /4 Reason Date
From Tao

(mega Elementary 12703708

7:55AM 3:15FM
Reason: Professional

* Indicates functions that might not be used by your school
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Once the absence is approved or denied by the next approver, that status appears to the employee
on their Web page and a notification comes through e-mail.

Tuesday, December 2 200
Good afternoon, Jason Herr

Posted:12/2/2008

Motice: The system will be unavailable due to scheduled maintenance this Saturday
morning, December 6th, from 5:00 a.m. until 10:00 a.m. EST. Thank you!

Currently Scheduled Absences for the next 14 days
Date School

Absence Reason Start Time End Time  Duration
Status of STATUS: UnFilled CONF= 29492706 |, Starting: 12/3/2008
approvals 12/3/2008 Omega Elementary Professional 7:55 AM 3:15 PM Full Day
Status of Future Absences that Require Approval
# of
CONE# Absence  Absence Absence Status Last Lasl_: Approval
Start End d Approver Action
ays
29492706 12/03/2008 12/03/2008 i Approved Assistant Dec 2 2008 2:21:18
Superintendent PM
29553442 12/05/2008 12/05/2008 1 Denied Bill Approver Dec 2 2008 2:28:00
B
This email is to notify you that the absence Thiz email is to notify you that the absence
Confirmation #29492706 has been Approved by Assistant Confirmation #29553442 has heen Denied by Bill Approved
Superintendent.
\ fhe following are the details of the Jjob: \
The following are the details of the job:
o o o o o
EXERRXERARTTRLR \ JDb Swmary
Job Swanary ETEEETEEEYEEE]
"'*“*’_‘“”*** Brarting on 12 /05/ 2008
S:tart.lng on 12/03/2008 Echool : Cmega Elementary
En:,l'hl:\ol : Omega Elementary Citle : Math
:ltiie: ¥ g:zh e eacher : Herr, Jasaon
habia ¥ ki Son Bubstitute : not assigned yet
Substitute :.not assigned yet Fonfirmation No. : 29553442 This absence
Confirmation No. : 29492706 This absence heeds & substitute.
needs a substitute.
e e
EXXRERXEEES Job Days
0.
JOb Davs e o
EEEEXTERERS
School / Reason Date 3ChDDl ¢ Reason Date
From To rom To
Cmega Elementary 12/03/08 prega Elementary 12/05/08
7:SSAM  3:1SPH f:55aM 3:15ENH
Reason: Professional Reason: Professional
Some districts may HOLD absences requiring approval until they have been approved.
* Indicates functions that might not be used by your school
March 2009 19
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Absence Feedback - Employee page

March 2003
: AT
sun|Mon [Tus Wed|ThulFn isat

=

" BT

i *:
1e |19 [30/

Click to leave . ENERTRT
feedback about the BN

FRONTLINE

PLACEMENT + TECHNOLOSIES

Monday, March 16 2009

Good marning, Teacher Fabulous 2 Absences are awaiting your feedback.

as5aq
5¢ call 1-800-942-3767 in order to record your name with AESOP.

Currently Scheduled Absences for the next 14 days
Data  Schaol Abcanca Raason Start Tims. End Tima Duratian
Mo Absences found

School Closed Day

substitute’s
performance

Ho Substibube He=ced

B aozance
» Crente An Absence

il

»View My Schedule

» Absence Approval
Status

’Mﬂiﬂa&fﬁ

» Absence Files

M Leave Feedback

b View Substitutes®
Experience Feedback

¥ Change PIN

Click to View Substitute
Feedback on your
absence

Y

» Substitute Phone List
¥ Preferred Substitutes

Status of Future Absences that Require Approval

# of
conps  Absence Absence s i bt Last Approval
Start End s Approver Action

Mo racords found

s about the rules or setup of the system cortact Sandy Price at
or amail: sprice @district com.

Navigation > HomE > Feedback | Logout

Substitute
Test Substitute
Test Substitute

26054090
26054092

Absences awaiting your Feedback

Start Date
3/12/2009
3/13/2009

FRONTLINE

PLACEMENT s TECHNOLOGIES

Monday, March 16 2009
Return to Homepage

End Date
3/12/2009
32/13/2009

Leave Feedback
Leave Feedback

Click to leave feedback

Feedback about Substitute
Performance Survey. An
employee can Rate the
Substitute’s performance and give
feedback by answering a series of
questions. There are default
questions and then these can be
customized by the Web Navigator
user.

Tuesday, March 17
Beturn o Hon

Feadback about Substitute Performance
CONF# Subslitule

Test Substitute

Starl Date End Date
3r16/2009 3/16/2009

Selact an overall score that ¢
represants how you think the
substitute performed his/ her
duties.

Nevar 39301

Please Answer the following questions:

{Querticar madked with an T are raquired)

Was all classroom work collected? |

‘Was the room left as neat and claan asfit was |
ound?

Was classreom work explained satisfactorily? |

Did stutents report that they were treated fairty |
and consistently?

Were any discivlinary issues reported? |

General Notes/ Comments |

* Indicates functions that might not be used by your school

March 2009

Aes@p

for education

20



Feedback about Substitute Performance

CONF#
26054090

Substitute
Test Substitute

Select an overall score that
represents how you think the
substitute performed his/her
duties.

o
@
o
(@]
o

Start Date End Date
3/12/2009 3/12/2009
(Outstznding)

(Better than average)
(Mo complaints)
(Lacking)

(MNever =gain]

Please Answer the following questions:

{Questions marked with an *

Was all classroom work collected?

Was the room left as neat and clean as it was
found?

Was classroom work explained satisfactorily?

Did students report that they were treated fairly
and consistently?

Were any disciplinary issues reported?

General Notes/Comments

yes

better than I had left it

generally - thers were some question
students

no problems

no

are reguired)

The Employee completes
the rating section and

L Answers to questions,
then click “Save”

A

Saved Feedback

Feedback about Substitute Performance

CONF#
26054090

Substitute
Test Substitute

Rating:

Was all classroom work collected?
Was classroom work explained satisfactorily?
Were any disciplinary issues reported?

Was the room left as neat and clean as it was
found?

Did students report that they were treated fairly
and consistently?

General Notes/Comments

End Date
3/12/2009

Start Date
3/12/2009

Yes
generally - there were some questions from students

no

better than I had left it

no problems

fine

**note — The employee cannot change the feedback

once it is saved.

* Indicates functions that might not be used by your school
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Phone Services

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”
(as defined on the previous two pages).

» On the phone, you have to create each S —
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 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).

* Indicates functions that might not be used by your school
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User Guides and Training Videos

QuickStart User Guide Web Guide (Revised January 2008)

Phone Guide (Revised January 2006)

Print out your Web Guide and the Phone Guide.

Adobe Acrobat reader is required to view the manual.

Favorite Five Feature Guide

Covers the basics for choosing your Favorite Five
substitutes.

Basic Training Video

This video walks you through the Aesop welcome letter, logging
on to the Aesop home page and creating an absence.

Advanced Training Video

The advanced training video discusses Aesop’s functions
beyond creating absences, many of which are covered in this
QuickStart Guide.

Favorite Five Feature Video

This video explains how to select your Favorite Five substitutes
to be notified by Aesop first.

* Indicates functions that might not be used by your school
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