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Overview

This guide is designed to give more information about the multiple district substitute
functionality in Aesop. This will enable you to access the system with a single PIN of your choice,
and will also allow you to manage your schedule across the various districts you work with.

The system recognizes you as a multiple district substitute by matching your first name, last name,
and phone number. If the system detects matching information for you in more than one district
using Aesop, you will be considered a multiple district substitute. You may also add districts that
you have already signed up for that are not automatically detected.

Creating a Multiple District Pin

If you have been recognized as a substitute that works in multiple districts, when you log into
Aesop you will see a message like this.

Additional Districts ®

We think we found you in the following districts.
WWest Hills Schoot District {Exton. PA)

Creating a multiple district pin allows you to unite your Aesop access for
all of the districts for which you work.

Maybe Later +" Create multiple district pin

Click the green “Create multiple district pin” button. This will take you to the following screen.

District List

Craating & mulliple disirict pin alows you o unite your Aesop access for all of the disticts Tor which you work
Flease select a six-digit numeric pin to proceed

Mew Multiple District Pin |

Confirm Multiple District Pin |
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Use the data entry boxes to create a six digit multiple district PIN. You will be able to use this
pin number along with your ID number to access the system for any of your districts. You may also
use this multiple district PIN when you receive a call from Aesop, regardless of the district that
available job is for.

After you've created your multiple district PIN, Aesop will prompt you to add the district that you
want from the list of those that have been automatically detected. Click Add to add the district.

District List

We think we found you in the following districts. Do you want to add them?

West Hills School District (Exton. PA) Decline |

° Add a different district |

You are associated with the following districts:
Victeria County School District (Smallville. PA)

Searching for Jobs

When you log into Aesop using your 6 digit multi district PIN you will see jobs from all of your
districts in the Available Jobs tab. The location will now show not only the name of the specific
school but also the name of the school district the job is at.

3 Available Jobs 0 Scheduled Jobs | 1 PastJobs 8 Non Work Days

Date a Time Duration Locaticn WFitier

Hunter, Ben . Food Sonvice X Reject

bl [ e | e soaou o e

Chesterton, lan  &in Grade X Eoject
B0 AM - Ful Wictona County School Distnct

F, 1052012 i oy e el < L

veilllams, Rory <t Grace % Ragect
00 AM - Fuil D “ichona Coundy School Disirid

Mon, 10/8/2012 o W ruiosy Vst ol Schoal D < Wy
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You can filter the search results by school district by using the filter button at the top right corner.

¥ Filter

Select Districts to Show

District Select

Victoria County School
District

West Hills School District

Preferences

Under the Preferences tab you will have the option to change things like your personal
information, PIN, preferred schools, and your call times. As you can see in the image below, all of
your school districts will be listed under your personal info.

Personal Info
I o Baker R —
Change Pin You may edit infermation only for districts that allow editing. and changes to a particular field
I wil apply only to those districts that allow editing of that neld.
Schools
| MName Phone Email Address
Call Times
Victoria County School District € Tum Off Caliing
District List B
= _E Tom Baker (555) 555-1138 Athdoctor@gmail. com Edit p
West Hills School District ¥ Tum Off Calling
! Tom Baker (555)555-1138 Athdoctor@gmail.com Edit p

Click the Edit button for the district you want to change your personal info for. Once in edit mode
you will be able to choose to apply any changes to just the one district or to all districts.

Cancel " Apply only to Victoria County School District " Apply to All Districts
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When changing things like your Call Times and Preferred Schools you will be given the option of
which district you want to make these changes for.

Call Times 3¢ Turn OFf All Calling

Select one of your districts to view your Call Times

Victoria County School District
West Hills School District

Adding a New District

Occasionally, you might encounter a situation where a district that you have signed up with is not
automatically showing as an option to “add” in your district list. This may be because you do not
have a perfect match in this district to your current phone number, first name, and last name.
However, you do have the option to enter the ID and PIN for the district you would like to add
manually. To do this click the District List option under the Preferences tab.

® Available Jobs History Feedback Preferences

Tom Baer

Change Pin You may edit information only for districts that allow edifing. and change
will apply only to those disiricts that allow editing of that field.

Schools
Name Fhone Emg

Call Times

Victoria County School District
W Tom Baker (555) 555-1138 4thg

This will open up the list of districts you are already associated with. Click the Add a district
button to add a district that is not in the list.

-3 District List

District List

You are associated with the following districts:
Victoria County School District (Smallville, PA)

West Hills School District (Exton. PA)

@ rddadistict | €—
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Here you will be able to provide the ID and a PIN for a district that you have already signed up
with, even if the system does not recognize you automatically. You may continue to use a different
phone number (ID number) for that district once you have added them to your account.

Add a district x

You can also Add a Specific District by Logging In to that District below.

Remember. you must sigh up to be a substitute with a district, so they
can provide you with an 1D and a PIN. before you will be able o add
them.

LoginID | |

FIN

Cancel " Add

Tips

Non-Work Days

When adding non-work days, you will be able to check a box next to the districts you want the
non-work day or days to apply to. This will help you keep your availability either the same or
different from district to district, depending on how you want to set it up.

Add Non-Work Day 5

Date 10/5/2012 | {5}
Repeat [

From [8:00am | [ All Day

to 400 pm

at [ Victoria County School District

[1vWest Hills School District

Reason |

Cancel Save
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Calls

After creating your multiple district PIN, when you receive a call from the automated system, you
may use the appropriate single district PIN or the multiple district PIN as your entry. We'd
recommend the latter.

When phoning into Aesop with your ID and your multiple district PIN, you will be prompted to
choose a district at the beginning of the call. If you wish to access another district after making
your initial selection, you would need to call back in to the system.
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