Instructions for Creating an Aesop Vacancy

1 From your Homepage, click Create Vacancy
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For a LICENSED Vacancy choose
100Lic Reg Ed Vacancy

For a CLASSIFIED Vacancy choose
the Range of the job being covered.

Do NOT use 115, 648, 651, 661 or 627




3. Set Dates, choose School, Set times (lunch is not removed)
THIS IS MOST IMPORTANT: YOU MUST ENTER A QUICKCODE

Creating A Yacancy: RANGE 16 Para Classroom, Preschool, Daycare
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If a quickcode is not entered, the substitute will be paid out of your site's extra duty account. This

might result in the need for a journal entry. Avoid the extra work and be sure to enter the Quickcode
in the first place.

4. Next
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4. Once the QuickCode is entered, click Mext.




5. Always enter an explanation of the work the sub will be performing like "Front Desk Clerk" or "Third
Grade Classroom Teacher."

Modify Vacan
Creating a Vacancy: 101Cls Reg Ed Vacancy
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Motes to substitute: School Default Information
{ Maximum length is 255 characters.) Mot used for multi-location Vacancy Profiles.
255 characters left.

Front Desk Clerk L’

5. Inthe Motes to substitute; field enter the type of job.
‘1 mee | Example for classifed: "Front Desk Clerk”,
Example for Licensed, "Third Grade".




