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

View your personal information

Find and accept jobs over the phone
Benefit from Aesop notifications

View user guides and training videos

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

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.aesoponline.com.

Manage your preferences

With Aesop, not only can you plan your schedule ahead of time, but you can also choose Non-Work Days,
and adjust call times to fit your schedule. 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 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.

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

Online Services

Log on to Aesop

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

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

As a Teacher

it & hest su

4 .Lc}gin_ A

APIN REMINDER
& LOGIN PROBLEMS
2 TRAINING B SUPPORT

Aesop Login Page

Home Page

Chelsea Elementary School
2117/2006

Dlear Greg Adams,

d a new

Wi'e have the pleasure of notifying you that Chelsza El v School has
This senvice is called AESOP [Automated Educational Subatitute OPerator

service that will greatly simp
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 )

L

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

« IO number - 1234567650
« PIN number - JEB

Whert you acoess fhe AESOP ayslem over the phone for the first lime, it ie very i
and assignmeni should be recarded, fe.g. John Doe, 3 Gradel 2z AESOP will pl
Information esch fime you regisier an absence.

i thai pou record pour name ard aagir
recording fo potential substifufes |

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

Personalized Welcome Letter

Interactive Calendar

Action Menu

Personal Information

ol S=arch for

Good afternoon, James Doe

Postad:2/27/2006
| |Walcome ta &esapl Please click the Search for Assignments link to find and accept

signments

¥our Rating: (ur)

Message Section

Nen-Work Day

W woriing

p Search for
Assignments

* View My Schedule

* Add Non-Work Day

»Tell AESOP When To

Call
» Change PIN
>

» Preferred Schools
* o i
* Quick Start | i

| [conFE_Jpistrict Toyes il fima
[SZSZ006 |CF =r County otz Fhyz.ad 190  [3/6/ i H H
Soun [Gabchestsr Spone e s Upcoming Assignments

Assignments requiring feedback

Districk

School

& [Chastar County
5chool District

Absence Feedback*

M85, a5 hington i

Elementary Schoal

=/14/2006 [7:00
——

Feedback:

Entar fesdbace oo this assignment

Email:
icrilley@assoponline.com
Phone: (510) 331-1928
Earliest Start Time: 7:30

. ———
Latest End Time: 3:30 FM

Wiew Fersonal Informaton

Tf you have questions abeut the rufes er setup of the system contact School S!
(B00) 542-3767 or email: support@ assoponline, com,

Contact Information

* Indicates functions that might not be used by your school
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Find and Accept Assignments Online

Search for Assignments

1. Click the Search for Assignments tab on the action

lable jobs. ;
/ » View My Schedule
» Add Non Work Day
+Tell AESOP When To

menu on the home page to see a list of all avai

Interactive Calendar

ar| S=arch for Assignments

Good aftarnoon, James Doe Your Rating: {xs)

asted:2/27/2006
Walcome to Aesapl Plaase rlick the Search for Assignmants link to find and accept jobel

| [conFE Jomteice Behool [Employes itk ima
5252008 |Chazier County  (MBB, Chasier & |go=.  Fhaw=d 140 [7erzoos [rioe
=ehoal Dinkrict Ehaster Sprngs [Fany [

Senior High Schoal

froe
ot

07/11/06 Washington Elementary Schoal Woods, Tiger Bhy= Ed

Date From To Duration School

07/11/06 {Tue.)  07:30am 02130 pm  OE:00 M, 2 rington Hemants
07/14/06  Washington Elemantsry Schoal Woods, Tiger Dhys B4

Date From To Duration School

037/ t4/06 (Fri-} 07:20 am  03:30 pm Full D3y My shingbon Hementa
07/17/06 washington Elamantary Schoal Woads, Tiger Shys Ed

Date From To Duration school

07/17/06 (Mon.)  07:30 am 0330 pm  0Bi00 &w“.-.i.—.gbon Hementa
07/18/06 Chela=a’ El=mentary School Adarra, Gr=g 1st Grad=

Date Fram To Duration School

07/18/06 (Tue.)  08:00am 0400 pm  Full Day L e Elamentzry =
07/18/06 Evanstan Township - Math Dept. Clark;, Bab Spanish

Date From To Durstion School

07/168/D6 (Tue.) 07:00 am  03:00 prn Full Day Evanston Township - Math

:mge PIN ents requiring feedback
IvPr;fane: Schools B A = ‘
Details :_m'L— S onl Distct.” ki r il lggn
ry School
Dataile
ry School . . . . . .
Dataile 2. Click the Details link to view more information
o Sehzal on the assignment. For multiple day
assignments, Aesop will list the employee’s
i name once and then all dates.
Dept.

Accept or Reject Assignments

3. Click Accept Assignment if you would like to
accept the job or Reject Assignment if you do not

want to accept the job. If you reject the assignment, otes:

you will not be able to view it again later. Click
to return to the Search for Assignments page.

4. You will receive a Confirmation /
Number when you have successfully
accepted an assignment.

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

Employes Tithe Room Date Time Duration
W8 o ldron Elementary Waldron, Tom  Tach Extrordinaira Nain  Dac2 2008  Bil0 AM-Zi300M Full Day
Cancel | Rejaci Assgnmart | | Accept Assignment | | Cancal |

In order for you to accept this Absence, pleasa click the "Accept Assignmant” button below.

Selected Assignments
Schoel

5chool

%88, Chelsea Elementary School

Nobes:

% | esson Plans

You have accepted this Absence.Your Confirmation number is: 9617285

Selected Assignments

Employae nitle Room Date nime Duration
Adams. Greg ist Grade 12 Jul LB 2005  5:00 AM-4:00 PM Full Day
Attachments:

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

/

6. At this point, you can also access any
attachments left for you by the district or
the employee. Click on the attachment;
in the File Download dialog box click
Open or Save.

File Downioad
Do you want lo open or save this file?

k) tame: Todays Lesson Flans.coc
| Type. Microsoft ¥ord Document, 25,5 K8
Fom  etaging, sesoponine, oom

Your home page will automatically be
updated with the newly-accepted
assignment. The Interactive Calendar

Le= JL == JL== ]| and the Upcoming Assignments for

the next 30 days sections will reflect

freem 1ha irlemel il

saves s fle. What s the nzk?

@ b your competsr Byew do ot s the souroe, do not open or

the new information.

* Indicates functions that might not be used by your school
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Other Home Page Features

Messages

Any messages from the district office will appear in the

0
Posted:2/27/2006
Messages SeCtion Wwelcoma to Aesop! Plezce dlick the Search for Assignments link to find and accept jobs|

Upcoming Assignments for the next 30
days

Aesop will show you absences you have already
accepted up to 30 days in advance. Aesop will also

CONF# [Districl School ploy [Title R Date [Tume

e o 8 chestersprings (T Phvmed A5 [IREROEE0 show you the name of the employee and school. A
Genior High Schoal , . . . . .
i i map icon indicates that directions to the school are

available from MapQuest.com.

Assignments requiring feedback*

Click the Enter feedback on this assignment link to

. . . . CONF# |District School Employ [Title [Firme
write a review regarding the assignment. 5373175 [chester County | B8 woshington Thompsen, |Wet1jpa [z/14/z005 [rioa
School District Elemantary schocl Richard T; I
?.\;
Feedhack: Encer fesdoack on this assignment,

Questions

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

If you have questions about the rules or setup of the system contact School Secretary)|
ext 10 at (555) 555-5555 or email: suboffice@vourdistrict.org. yOUr SChOOl diStriCt

* Indicates functions that might not be used by your school
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Manage my Schedule

Interactive Calendar :
Interactive Calendar
To view your assignment schedule, you can click on & February 2006
the View my Schedule tab on the action menu or you \ Sunl ManifusWedi Thal Eriloss
can choose a specific date on the Interactive —
Calendar. 28 120 131 {1 |2 |3 :‘E
B |7 |8 |9 |iopse

Aesop displays two types of days on the calendar: A= 11-15 16 117 l:FE:

B0 |21 122 |23 2488
+ Non-Work Day — days you have indicated you $ fz?] 28 |1 2 3 |4

are unwilling to work Non-Wark Day

+ Working — days you are assigned to work - Werking

Use the calendar arrows to select different months

* 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.

Weekly Schedule

Absences scheduled
for the current month

* Indicates functions that might not be used by your school

January 2009

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 2/6/2006 - 3/10/2006

Add Non-Work Day

ONFE  |District

Monday, Mar Wednesday, |Thursday, Mar |Friday, Mar 10
6 Mar 8 9
Han-Wark
Day: m
Hon-work Day
7o 07:30-15:30
|
g0 _|
7 | —
1
. _|
" —
o T—
400
2ED _
355 _|
Chenge Earlimst Start snd Labest End Times Print=ble Version

Employsa [Tt |[Room

Data Tima

3257051 [Chester County

chocl DHstrict

gton
school

15

Phys [Room
Ed |1

3/8/2006 (7130

Etatus: Fillad

otes: good luck

mail: s oureed sesnponline. com

feancer, B

Printable Version

!___Rianch

ChangeDate
] [z005 ¥ [60]

-

Hon-Work Day

Aesép

for education

3-month
calendar view



Substitute QuickStart User Guide

Remove Myself from an Assignment

First, view your schedule by clicking on the

Interactive Calendar or the View My Schedule tab

on the home

page.

Change View: Month View | Go to Current Week

"

Good afterncon, lJames Doe Your Rating: (uR)

P laat]| S=arch far Assignments
=
|| |posted:2,27/2006
b |welcome to Sesap! Flease click the Search for Assignments link to find and accept jobs!

View My Schedule
¥ Aidd Non-Work Day
3

» Change PIN
>

i e Titie [fime |
Preferred Schools EEER T p— T T R T
¥ Manaue Time Sheets ool Dt (= WASINGLON e I

» Duick Start User Guide ;

[Bistrict
5252206 [Chastar County
= choal Binkrict

Echosl

% Chester Sprngs
Szniar High Sehaal

fima
57672006 [7100
fasr

o= Fhyz.=c [140
[T

Effeld
=

[Dimtrice Schonl

fam
|\2.f.n
=

Week View from 12/22/2008 - 12/26/2008

You can remove yourself from an accepted
Add Non-Work Day assignment or a Non-Work Day by clicking the
Monday, Dec |Tuesday, Dec (Wednesday, |Thursday, Dec |Friday, Dec 26 . . .
22 23 Dec 24 25 trash can in the assignment you wish to
cancel.
/

700 "]
BDD

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

Change View: Month View | Go to Current Week

Add Non-Work Day

Week View from 12/22/2008 - 12/26/2008

Monday, Dec
22

Tuesday, Dec
23

Wednesday,
Dec 24

Thursday, Dec
25

Friday, Dec 26

?DD

goo

* Indicates functions that might not be used by your school

January 2009

Windows Internet Explorer

x|

\__?(] Are you sure you want ko cancel this job?

[ Ik ] [ Cancel

The canceled assignment no longer appears
on your calendar or list of assignments.

for education
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Add Non-Work Day

Click on Add Non-Work Day on the home page to indicate

days or portions of days when you are unable to work.

For a single non-work day, select the date you will
be unable to work. Enter a description if desired.

 —

Adjust the Start Time and End Time if you will be
unavailable for only a portion of the day.

 ———

You can use the Repeat Event feature if you
have a recurring unavailability status.

Date

January  ~|9 ~|2009 v 1

Description

Start Time
12AM v || 00 »

End Time 2
3PM (¥|:|30 »

Repeat Event

Until

January |30 % |2009 v 3
Every

[Omonday [OTuesday [Jwednesday
[OThursday [#]Friday 4
CJall week

[Save] [ Save and Add Ancther ] [ Cancel ]

5

Date

January |9 »|2009 v

Description

Start Time
12PM v |- |00 »

End Time
3PM v|:|30 v

Repeat Event

Until
December » |31 2008 «

Every

[OMonday [dTuesday [Jwednesday
O Thursday [ Friday

Al week

Save and Add Another

[Save] [ ] [Cancel]

1. Select the date for your first non-work day.

2. Fill in the Start and End Times.

3. Select the date for your last non-work day.

4. Check the box for the day(s) of the week that
you will not be between your first and last non-
work days.

5. Click Save to save your information, Save and
Add Another to save your changes and create
another non-work day, or Cancel if you do not
wish to save the information.

* Indicates functions that might not be used by your school

January 2009
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Tell Aesop When to Call

Select Tell Aesop When to Call on the home
page to ask Aesop not to call during certain hours
of the day or an entire day. These restrictions will
repeat every week until you change or remove the
restriction.

 ——

Specify Call Times

Start Time _ :
[08AM (| ;|00 ¥

End Time

[04PM ¥|:[00 ¥

Select a day{s)
O sun FMon [ Tue O wed [ Thu [ Fri [ sat

[_ Apply Changes

H Cancel ]

Your new call time will appear on the schedule. If
you wish to delete this time, click on the trash
can next to the time.

Define Call Tines
Your District has defined available call times:

Morning: 5:30 AM - 10:00 AM
Evening: 4:00 PM - 11:00 PM.

You have lurther defined your call limes as listed below.

ueas
Call Anyti |Call Anyti Call Anyti |Call

Choose from below

O specify Call Times
) Specify No Call Days
() 1 Prefer not to ba called by AESOP

I\en | Car-:e!

Select Specify call times and enter the start and end
times for when you would like to receive calls. Then
select the day(s) of the week for this time range.

Apply changes to save or click Cancel to return to the
home page. The setting you created will repeat until
changed.

Your District has defined available call times:

Morning: 5:30 AM - 3:30 PM
Evening: 6:00 PM - 10:00 PM.

You have f§rther defined youd call times as listed below.

Define Call Times

Call Anytirg

Call Anytime |Call Anytime |Call Anytime |Call Anytime |Call Anytime
»

To create another call time, select Specify call
times again and repeat the process.

Specify No Call Days

Select a day(s)
Csun CMon [ Tue M wed (I Thu [ Fri [ sat

L

Choose from below

O Specify Call Times
O Specify Na Call Days
() 1 Prefer not to be called by AESOP

Next | | Cancel

Select Specify No Call Days to choose days
when you do not want Aesop to call you.

I Apply Changes

H Cancel ]

Select | Prefer not to be called by Aesop if

* Indicates functions that might not be used by your school

January 2009

you wish never to be called.
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Change PIN -

Current PIN |

You can change your PIN at any time. The PIN is :
used both on the Web site and the phone system. New PIN |

Retype PIN

Apply Changes ][ Cancel ]

Need help? PIN Guidelings.

Change Personal Information.

Sobrec il TkT0sE View Personal Information
First Name Jameas
s i Review the demographic information the district has on
ast Name Doe .
Phone [510) 331-1995 file for you.

E-Mail jcrilley@aesoponline.com
Earliest Start Time 7:30 AM
Latest End Time 3:30 PM

Address
iﬂ::i:;; You can contact the APS Substitute Office for needed changes.
City
State/Province
Zip

* Indicates functions that might not be used by your school

January 2009 AeSC)P 1
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Absence Feedback — Substitute Page

PLACL

Tuesday, March 17 2009

Interactive Calenda Good afternoon, Test Substitute 2 Assignments are awaiting your feedback,

| March 2009
Sun|Mon| Tue [Wed|Thu|Fri |Sat| | Search for Assignments

> m

EMT «TECHMN GIES

|6

Please call 1-800-242-3767 in order to record your ngme with AESOP.

20

L 4 s
=23 |24 (2D |20 (2788
28130 |t 2 13 | = =

o L] Upcoming Assignments for the next 30 days

Mon-Work Day
- Warking |CONF# |Di5trict |Sch0c|[ |Emp|c\(ee I'I'll:le |Room |Date I'l'lme |
| Nao Assignments found.

Search for
Assignments
» View My Schedule
» Add Non-Work Day If vou have guestions about the rules or setup of the sygkem contact Sandy Price at
» Leave Feedback (510) 722-9746 ar email; sprice@district.com.
» View Employees’
Feedback
»Tell AESOP WhebTo
Call
» Change PIN
» View Personal
Information
» Preferred Schools
» Manage District List
» Quick Start User Guide
» Basic Training Video

» Advanced Training
Video

Click to enter Feedback

Click to Viiew Feedback from an Employee

Aesep FRONTLINE

Thursday, March 19 2009
Return to Homepage

Navigation > Home > Feedback | Logout

Jobs awaiting your Feedback

CONF# Replacing School Start Date End Date
26054092 Teacher Fabulous Soith Elementary 3/13/2009 3/13/2009 Leave Feedback
26054320 Teacher Fabulous South Elementary 3/16/2009 3/16/2009 Leave Feedback
A

Click to leave feedback for this assignment

* Indicates functions that might not be used by your school

January 2009 AeSOp
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Rate your experience in
the assignment

avigation > Home > Feedback | Logout

Thursday, March 19 |
Return to Homg

Feedback about Substitute Experience

Answer questions
regarding the
assignment

Click Save when

CONF# Replacing School Start Date End Date
26054092 Teacher Fabulous South Elementary 3/13/2009 3/13/2009
» Select an overall score that O (Outstanding)
" represents how you would rate [Better than sversae’
the experience you had in this e rereas)
position. o complaints)
9] (Lacking]
9] (Mever agsin)

Please Answer the following questions:
[Questions marked with 2n

* are required)

Motes regarding lesson plans

I also taught

ges for the per t teacher
Motes regarding behavior

Students who were absent

Terrific helpers

Save || Cancel

Navigation > Home > Feadback | Logout

CONF#

26034092

FRONTLIN

PLACEMENT * TEGHNOLOG|

Thursday, March 19
Return to Hom

Feedback about Substitute Experience

School
South Elementary

Start Date
/2009

End Date
3/13/2009

Replacing
Teacher Fabulous

Salact an overall score that &)
represents how you would rate
the experience you had in this
position.

(Outstanding)

(Estier thzn aversgs)

7

{No camalaint=)
(Lacking)

8] (Mever zgain

Please answer the following questions:

(Questions markad with =0 * 2re required)

MNotes regarding lesson plans all completa

I also taught

gos tor the per t teacher

Motes regarding behavior great class

Students who were absent 177

Terrific helpers

finished

er Save || Cancel |

* Indicates functions that might not be used by your school

January 2009
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Calenda
March 2009

Good morning, Test Substitute

FRONTLINE

PLACEMENT*TECHNOLOGIES

Monday, March 16 2009

Tue|Wwed|ThulFri
- 2 4 |5 ]s
: 10 11 [
17 |18 |19 2008
24 [25 |25 [27[8

N (15)
- EB

Search for Assignments

Please call 1-800-942-3767 i

order to record your name with AESOP.

-0 31 2 |3«

Upcoming Assignments for the next 30 days

Non-Work Day
- Waorking

[conE= [District

|5ch00| |Emp|0yee ITIHE |R00m Date

No Assignments found. |

FSearch for
Assignments

» View My Schedule
» Add Non-Work Day
» Leave Feedback

Click to View
Employee

If you have guestions about the rules or setup of the system contact Sandy Price at
(65107 722-9746 or email: sprice@diskrict.com.

» View Employees’
Feedback

»Tell AESOF When To
Call

» Change PIN

» View Personal
Information

» Preferred Schools

» Manage District List

» Quick Start User Guide
» Basic Training Video

» Advanced Training
Video

Feedback
regarding a
Substitute’s
performance

Navigation > Home > Feedback | Logout

Feedback about your Performance

FRONTLINE

PLACEMENT s TECHNOLOGIES

Thursday, March 19 2009
Return to Homepaage

CONF# Replacing School Start Date End Date Rating Click to view
26054090  Teacher Fabulous | South Elementary | 3/12/2000  3/12/2009 Review Feedback feedback
26054092 Teacher Fabulous South Elementary  3/13/2009 3/13/2009 Raview Feedback

Navigation = Hom; > Feedback | Logout

5

CONF#
26054090

Substitute
Test Substitute

Replacing

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

Feedback about Substitute Performance

Teacher Fabulous

Thursday, March 19
Return to Home|

School
South Elementary

Start Date
3/12/2009

End Date
3/12/2009

yes

generally - there were some questions from students

no

better than I had left it

no problems

fine

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

Answer the phone with a “hello.” You must speak
into the phone, since it is voice activated.

If you hang up on Aesop, the system will wait at
least an hour before calling you back.

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, please press 3. To prevent Aesop from ever calling you again, please press 9."

Press the appropriate key in response.

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, 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.

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

Receiving Notifications

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

» A single-day absence is canceled
+ All days of a multiple-day absence are canceled

Web Notification*

Notifications for the above reasons will appear on your
home page when you login to Aesop. You will need to
click the Confirm Notifications button to confirm you
have read the notice before you can do anything else
within the site.

Gooad morning, James Crilley

Substitute Motification Page
fou must click the CONFIRM button st the bettom of the page to indicate you have read the following netifications
| Hide Detaits |

Notifications for Chester County School District

REMOWAL NOTIFICATIONS: Your services are na longer heeded for the following Assignmantis).
Removed

Date/Time
ZO0E-02-07 09133

Employee Name

Assignment #

5395521 Bdams, Grag
Cake Skark End Loeatizn

006-03-08 08:00 15:00 Chelsea Elamsntary Schoal

[ ConfmMetiications |

Aesop will show you a confirmation page indicating you
have successfully confirmed the Web notification.
Click the here link to return to your home page.

Good morning, James Crilley

Substitute Notfication Page
1 entries were confirmed.

Mo notifications found.
Click Home (on the navigaton line) or the Back button or here to continus.

Notification Confirmation

NO notifications are sent for following:

+ Any changes to the times of an absence
» A date other than the first day of the absence changes

* Indicates functions that might not be used by your school

January 2009

* You are removed from an assignment
* You are chosen as a preferred sub

E-mail Notification*

If Aesop has your e-mail address on file, you may
receive notifications through e-mail.

E-mail notifications ONLY are sent for the following:

+ The start date changes
* You are assigned to a job
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E-mail Notification

Phone Notification

If you call in to Aesop, you will be informed of any
substitute notifications before you hear available
assignments. If you have not responded to any e-
mail, web or phone notifications, Aesop will call you
with the notification at your normally preferred call
time.

» Days are added to an absence
» Aday is closed within a multiple-day absence
(even if it's the first day)

Aesdp °
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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.

Answer the phone with a “hello.” You must speak
into the phone, since it is voice activated.

If you hang up on Aesop, the system will wait at
least an hour before calling you back.

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, please press 3. To prevent Aesop from ever calling you again, please press 9."

Press the appropriate key in response.

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, 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.

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