This guide will show you how to:

-L.og 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”
-Check your absence reason balance”®
-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 schooi
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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 one year in advance. As socn as you register an absence,
Aesop starts finding a qualified, available substitute for you.

Manage your scheduls

With Aesop you can track how many absences you have taken and see absences you have already
scheduled in the future, You can also track the types of absences you have on record, such as personal
or professional development day. Aesop offers an easy way to store all your absence information in
one place.

Leave notes and atizchmants 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 PDFE’s to the absence.

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

Loy on to Aesop

in your Internet browser address bar enter Enter your 1D and PIN from the personalized
www.aesoponline.com and click the Go button.  welcome letter you received from the district.

Chelsea Elementary Schoof
AR

[1aar. Biray-Adams,

“ihen sriathg sn.abisencs, plaase wat untl yeu ki s centimation mimiber ek yeu demminata the Ehonecall Your tassacts]

Aesop Login Page Persconalized Welcome Letter

MR NN E R AR R ER AR AN NN R AR AN R Rk R R h AR AR R RN R AR RS A RN NN R L AR AR NE RN

mEE R KRR AR KR WANANRRR R SR E AR

Home Page Absence feedback*

Message Section

interactive Calendar

=% Currently Scheduled
+ Ahsence section
Absences requiring
approvails™®

Action Menu e Contact Information

L >1F vl hEve

» Change Per | S nppeiiing ati
Intormation

b Absence History

rSebstituie Fhone §ist

¥ Praforred Substiiyies

Y

\lser Guidas
b Giick Start lser Golde
. ¥ Basic Training Video
Videos and Guides » Adyaaced Trainiog Vides
» Eavorite Five Feature Guide
» Eaveorite Eive Feature Video

Personal  —BSieteminsmeon
Information

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

Janvary20t0 = L fﬁ . 3
i far ofahcahm.» i



Employee QuickStart User Guide

anage Absences Onlin

Create an absaence

1. Select the Create an Absence &
tab on the left

2. Enter the Start and End Dates |

Sun Man T

(see below) B @

3. Choose the day{s) of the week

U5 Selact an Absance Reason (&, Yes 14 Full Cay -
Manday R R
Wed TR Fri Sat Stardng
& m P at:
Ending

Crazte absences on these days of the waek within the
Gote range spacifies above

Crealing an Absence: Fancs, orad

Seinde Reason Lypeg

ubstitute Ab
Required

4. Choose the Absence Reason

Absence every
Monday for the
next five weeks.

Type
Screen One
5, Select if a substitute is required
6. Specify the Start and End Times
(if available)
7. Click the Next button
L 4 v
Start Date Fnd Date Start Date End Date
051072010 0510/2010 05/10/2070 0611872010
Momday Monday Mondzy Frday
Sun Moy s Wad Thas Fri Sat Sun Gty Fha wed Ther Fri Sat

Cregte absences on these dave of the week within the
dats range specified abave

Single Day or Sequential
Multiple Day Absence

For an absence covering a single
day or mulfiple days in a row, enter
the Start & End Dates, but leave
the days of the week boxes
checked.

*Indicates functions that might not be used by your school
January 2010

| Create absences

date range speciied above

nthese dayvs of the week within the

Recurring Absence

For an absence recurring several weeks in a row,
enter the Start & End Dates and click the day(s) of the

week boxes.

The example above shows how to create an absence

for every Monday from 5/10/2010 to 6/18/2010.

*Note: Only a single substitute can be assigned to a
recurring absence created under one confirmation
number, Substifutes can only accept the entire
confirmation number and all absences contained

within.

Aesep

For ctubation
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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.

9 Finalize the absence.

« Save — Aesop will find a substitute.

- *Save & Assign ~ Assign your own
substitute.

[Save |l Save dasegn || Capest [i

WARMNING] Clickdng the "save ard as

Nates 1o substitute;

Notes to Adninkstrator 4 oot vlewabie by
Subetitns)T

NOTE: " You will s
= A times that yo
chooses o allow you o’

stomize ONLY if your district
ustom length absences.

that vou have FREARFANGED vith the 5
abs going toosssion on the negt pege.

Aesop will display the day of
the week underneath the date.

oz B
Toursgay

Assign a substitute to an absence®

if you chose Save & Assign in the last step, you

will need to find the substitute you wish fo
assign
from the list and click the Agssign link.

v to contact ¢
& sslacied; Ass

*Indicates functions that might not be used by your school
January 2010
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Confirmation Number

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

3034567
Lo Brawn

Conﬁrmatlonl
employse:

School:

Lincoi Middle Schoal

ﬂnhmems:

Attach = file*

Created ons Dec 20 2008 §:4 1125 ab
tast Update: Dac 20 2008 8:41:25 AM
Status: Unsitled
Sulstitute Required: Yaz
£mployee Hotrs Per Day: 8
{rmssin Suk | FdiTanes |
Approval Status: inaparaved
Approvais Received: &

iast Approval Aclien:
Approvers:
Approval Comments:

12;’30]2008

TuestEy

Notes to substitute:

Notes to admiistrator {sof viewable by Substitute):

To attach a file to the
absence for the substitute
to view, click the Upload
New link once you have

" finished creating your
absence.

Successfully Created Absence

In the Upload Files dialog box select a file using
the Browse feature. You can attach a Word

document or a PDF io the absence.

Type a description and click Upload to attach
the file.

Confirmationd’
Evupinyes:
Schuol:
[CreRteg ent
Thnst Update:
BiE T
Reconciied:

[ AThaciiment s
'W

;. Substhute Required: ¥

Apgrroval Status:
Lasi Approvat :\mnn

AR OVErS: - 5
v B Lummem

:‘ Browse.. |

Files emust me .dor, or odf and less then 200KE.

& wiprnet

Upload Files dialog box

The file has been successfully saved and will
be displayed in the Attachments section.

*Indicates funciions that might not be used by your school
January 2010
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Absence Reason Balances*®

Absence Reason Balances

Cth Absence Reason Balances on the Your Abseice:Reason Day balances are as Tollows:

action menu on the home page to view your
current balances. Aesop will deduct from your

Bbsence Kéasor. e Cuirrent Bajance’
Bad Hair Day ]

balance on the date of the absence. (Future Bereavement o

absences are not deducted until the absence oolf Day s

date-) Leave of Absence i
Personal S

NOTE Your "Absence Reason Balances” will be accurate as of the day you are wewmg

sthis report.: This report will not take into ‘acocount future absences that have already bee i

”entered into’the system. Forinstance, you will see that the example above shows a |
balance of 6 “Personal® days. if this employee had already scheduled a “Personal” day
tomorrow or further in the future, the balance is truly "5";not *6™ However, Aesop will not

' acoount for this futur@ absence-in the “Current Balance” until it comes to pass.

How Ars Balances Calcuiated?

“Absence Reason Balances” are calculated in
days, not hours. in the above example, a
“Personal” balance of 6, means you are
permitted to take up to 6 more full day
absences for the reason of “Personal”. If your
district also tracks your balances in hours and
you would like to know how many hours you
have remaining, please contact your local
Aesop Administrator.

*Indicates functions that might not be used by your school
January 2010
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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:

« Closed - you cannot create an absence on this
date. You typically see “Closed” days during national
holidays.

« Mo Substituie Needed — if you normally need a
substitute, Aesop will not find one on this date.

This option is most often seen in conjunction with

Professional Development days or in-Service days.

school Closed Dav

 Absence — you have created an absence on this In-Service Day

date

Use the calendar arrows to seiect different months

*Indicates functions that might not be used by your school
January 2010
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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.

View the current week SR T T I

Croate zi fbsence
‘ 3 My, Doz [Tuestay, DuelWednesday, [¥tairssay,
21 22 iDec 23 Jpac 24

700 Schoot In- |
AM

} Decomber  ilospe 7 C{Gel

Satvice ‘ﬂnseﬁ
it

3~-month
calendar view

Cowsdmi Ray 717700
Sohoo! Closed fay

T
]

T

| 1n-Service Day
T Acsence

View all jobs
created in the
current month

“Indicates functions that might not be used by your school
January 2010
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Cancel an Absence*

First enter your schedule by clicking on the Interactive Calendar or the View My Schedule tab.

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

cancel,

Tussday, Jan |Wednesday, |Thursdey, Jan |friday,. Jan 13
iz Jap 13 14
700
--‘—.—.—_‘——'_‘*"-—_V

£ You can cancel a scheduled absence by

clicking the trash can under the
assignment you wish to cancel.

e

&re you sure you want Eo cancel this absence? §3

Cancel l

J1

L 0K

B Week View from
Cranis a5 Absoenoe )
Mondsy, Jan | Tuesday, lan |Wednesday, |Thursday, Jan [Friday, lon 15
LT 1% Jan 13 1% :
7:00
AM
1 8:00
: AM ......

*indicates functions that might not be used by your school
January 2010
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P

The canceled absence no longer appears
on your calendar and is listed as canceled
on your list of currently scheduled
absences.
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Other Home

ge Features

Messages

Posted: 12725/ 2005

Any messages from the district office will : ; . i dan s Vear &
i . $3 L CrEY Lhinsimos ai o Mapg LA Y L 1

appear in the Messages section. : Fe @ Merry netmas and s Happy Rew vear

Currently Scheduled Absences

Dkl s e
STATUS: Filled

Aesop will show you absences up to 14 days
3 B:00 AN 1 _ in advance. Aesop will display the details of
i s i_ff’[_‘;;;ﬁif B ... - your absence, as well as the name of the

substitute who has accepted the assignment.

Name of substitute

Abhsences Requiring Approval®

Review the approval status of your absence
request,

« Unapproved — request has yet {o be reviewed
» Approved — request has been approved

» Denied — request has been denied approval

+ Partiaily Approved — request has been
approved by one or more approvers, but not yet
finally approved.

Absence Feedback®

Click the link in the green box near the top of your
—_— Aesop web page to enter a feedback rating (1-5
ng your feadback. stars) and write a review of the substitute's

crtn s A B g performance.

»View Substitutes’
¢ Experience Feedback

Click the “View Substitutes’ Experience
Feedback” fink in your action menu to review the
Questions substitute's assessment of their experience in
your classroom.”

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

ct School Sacretaty

*Indicates functions that might not be used by your school
January 2010
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Absence Approval Status® | Absences Nesding approval

On the action menu on the home
page, click Absence Approval
Status. Select a date range 1o
review the status of absences
requiring approval.

ko b aeugialnpprwhihﬁéauired o ’ Commmmm &E}g@ﬁa% &?gpﬁversﬁg

Level 1 Approw

vas ' . Aesop displays the list of users allowed to
approve your absences and at what level they
approve. Forinstance, if your requests for
“Personal Days” need to be approved by your
immediate supervisor and then another
supervisor after that, you would see two lists of
approvers, one for Level 1 and one for Level 2.

Lsence Filleg¥

Absencefacancy Files

Upload generic notes about your

classroom, such as a snack or recess
schedule, that will automatically be e e
attached to every absence you creaie.

unlaad tiew Filgs [7] Skoivi Trackiie Ellas

Click the Upioad Hew
Files link to attach your
document. Specify the

Active From and To dates On the next screen you can:
and click Upload. Aesop ) o
will attach this document to + edit the description,
every absence created » change the active dates, o
S i “% during that time frame. » delete the attachment

TUTHETSRGW ThEctivE Filse:

[EE

*Indicates functions that might not be used by your schoo!
January 2010
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Change PIN

You can change your PIN at any fime.

Change Personal Information®

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.

Internal
School{s} Wity Court High Schoal - No Muts
First Mame Brad
Middle Name
Last Mame Francs
Title Middhe Englisiy
Phone (599) Z22-0054
E-Mall 1Zmonkeysfassopontineg oom
Room # Main Office
Start Time 500 AM
ist Half End Time 1200 PW
2nd Half Start Thme 12:00 PM
230 P

Address
Address 3
Address 4

City
StafeProvince
Zip

“Indicates functions that might not be used by your school

January 2010

Rikgman, Troy

Subgtitute Phone Ligt¥

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.

Akroyvd, Dan

An, Raggedy

Beaver, Esger

Bird, Big

BIROG, BETY eesriemsiscsi {599} 5550850

Abhsence History

View all absences for the past 366 days

and the next 90 days. If you need a

greater range, refer {o View My Scheduie on
the action menu on the home page.

Brad Frangis
Absence History for the last 368 days and the next $0 days.

iy Cioy ot

o
; Killy Court High School - Mo luts
i (e8] Kify Court sign achedl - Mo Nuks [ Filled

Sl I _Rilty enre Hign School - Mo huts  1bnFilled

A@;%@p 3
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Preferred Substitutes™

You probably have a list subs who you prefer. You can create a list of these substitutes who Aesop
will contact first, and may even hold the absence for a period of time for these subs, when you
create an absence. [f they are set and ranked as “Favorite Five” they can receive an email and a
call during the first evening after absence creation
Some qualifying points o this:

*Sub must be available for the time (no other job}

«Sub cannot have a Non-Work Day

*Sub must meet any Qualifying Skills the district has set

«Aesop may make the absence available to a larger group of subs right when the

absence is entered depending on district settings for absences created close to their

start time.

** Keep in mind that subs who are preferred may be preferred by many employees. This means
that the closer an absence is to starting, the less likely a preferred sub would i
an absence.

To add a substitute:

r Create An Absence
" Absence Reason Salances)
¥ View My Schedute | ¢

‘# Absence Approval Status’

1. Click the Preferred Substitutes link

¥ Absence Approvers
F Leave Feedback .
Wiew Substitutes” " i
i Experience Feedback
r Change Pin
p Change Personal
i Intormation -
- Absence History
W Sybstitute Phone List
¥ Preferred Substitut

2. Click the Add Kew Substituiss link

Emsvee: Brad Francs
Pietgived Substutes

by mavalt £
emction in

User Guides . -
¥ Quick Stari User Guide: -
» Eazic Training Video ;

Plange type the first few letters, | {Ermih * advanced Training Video

» £avorite Five Feature Guid

- Favorite Five Feature Vid

3. The list of names will appear, or you may

need to click on the alphabet leiter for the T el Ao

Praterred Substitstes

desired substitute’s last name, or enter the Viewr Curvent Sulatiutes
substifute’s last name into the “Search” box
and click Search

4. Click the box next to the name of the
substitute you wish to select in the On List

Column.
: ] ann, Raggsdy o s o

i
5. Select either Excilude” or include i [ Bsaver, Eager (o rating) &

Likman, Tr

6. Click the Apply Changes bution tc save or
Cancel if you do not wish {¢ save the changes
7. Repeat Steps 2-6 for additional substitutes

*indicates functions that might not be used by your schooi
January 2010
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“Favorite Five™ *

Employees who can set up a substitute preference list can also select five substitutes as their
“favorites.”

Substitutes marked as favorites, and who are considered “qualified and available” at the time the
absence is created will be notified instantly by e-mail when an absence is entered by/for an employee
that has selected them as a favorite.

Further, Aesop will begin calling the favorite substitutes during the next evening calling period, up to
120 nights before the absence.

To mark a substitute as one of the “Favorite 5”:

1. Go through the steps to add substitutes to e

your preference list if you haven't already (see sy e e
Preferred Substitutes on the previous page). g

2. On the preferred substifute page, click Edit.

3. Choose your “favorite five” by clicking on the
radio buttons in the last 5 columns to rank the
subs in the order you want them to be listed.
NOTE: Aesop will call these subs in this order,
but email notifications to these subs wifl

be simultaneous. The job will also be able to
be viewed by all of your Favorite Five AND
any other preferred subs at the same time.

After you enter an absence, Aesop will send
an email immediately to all five of your _ ; - ]
favorite substitutes who are available. oy, DR v gt @ & o o 5
They witl also receive a phone call during B e, o B '
the first available evening calling period Bl iCaus sonta B8
depending upon their call settings and/or Rupin, Teddy Srrirded Sz
response to previous calls.

Vi
iy
&R
el

[
]

B |E

o

=

SnEwman, Frosty fae rating}

&)

Head, Patate tac ating)

gk s
SRigr e Oy e E

=
@ e

4. Click the Apply Changes button io save
your selection(s) or click Cancel if you do not
wish to save the changes.

Hamingway, Srnest & W

I

5. Repeat Steps 2-4 to change which
substitutes are listed as your favorite five or to
change the order of your favorite five subs.

*Indicates functions that might not be used by your school
January 2010
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Creating an shsence for an Itinerant Employes*

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.

Monday: Eagle Trace High 07:30 an. to 0815 am.
Massanutten Elementary 02:45a.m. to 11:45 a.m.
Mountainside Middle Scheol 12:15p.m. to 03:35p.m. |

Tuesday: Eagle Trace High 09:45am.to11:45a.m.
Massanutien Elementary 1215 p.m. to 03:35 p.m.

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

?Oid thde ?t’: . Select the Absence  Select Yes or No if
ely at” IECtir? o Reason Type a substitute is
select all the required

schools

Creating an aAbisence: Franck, Brad

Start Date End Date
Enter the i o Leave the
Start and End s
Dates i , Absence
R e Type as
Select the AT Exding 3o Full Day
days of the
week ;

Itinerate Employee Absence Click Next

Screen One

*Indicates functions that might not be used by your school
January 2010
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Enter the absence information according to the schedule.

T Crenting an Absence: Francis, Brag

bsence Reason Type Subti&ue Absence Type
Required
Hrses > Sick Wi TES

Start Date End Date School

09732010 w4 G Eagle Trace High
shonday Tuwesday

. Suny Mon Tue Wed Thu #ri S=t

Crezte xbsences on thess days of

the vasl within the date rangas

scesified shove

R 4 -
e DETAE00
Tuesday
Eun Mes Tue Wad The Fri Bet
orevopmomR wn o
TR OB B e
Creste shesnses on these days of

2i within the date rengs
=pecifies zbove

[Mazsanuten Elsmentary 477 llnsss » Siek i YEB

finass » Sick e YES Custom =

uttainsids Middle Schaot

07132070 1 081442000

Menday

Create =

on these days of
the wesk vithia the date range
spaified zheove

pigad e ) 0an0EL

Itinerant Employee Absence Screen Two

Start Date  End Date school " hpeence Reason Type Snbstitute Absence Type
B8/TR2010 7% Eagls Trace High lliness » Sick L YES
Mondey
PBun Mon Tue Wed Gat
[ ' oo

Creste slrsances on thase daye of
[ Ehe wesk within the date range
s gpecified above

Both 9/13 and 9/14 are entered in the date range, because the itinerant employee goes to Eagle
Trace High on both days. At this point enter 9/13's Start and End times — you will have an
opportunity to adjusts 9/14's start and end times iater.

Click Next when finished.:

*|ndicates functions that might not be used by your school
January 2010
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Varification Screen

Review all information and make any necessary == e ey
changes.

L=t

Brartng

*Modify the Start and End times for 8/14’'s absence,

Sterting an

fotes to substitnte:

LreEITE Mot pred for multldocatine Emolovess,

‘Fotes Lo Adwministraler (not wiswabie by
// Ewhstitntals
Enter any Notes. :

Click Save. | 58v%] o

Itinerate Employee Absence
Verification Screen

C{)N#‘ ' Attzchments:

Aesop will now update the

Emipl = Erad Francis .

Created on: Dec 28 2008 5:31:54 B : Daily Report, your Absence
{ast Update: [ 28 2009 6:31:54 PR H .

statuss Unedied : History and your calendar.
Substitute Required:  ves All Secretaries/Principals at
Employee Hours Per Day: 7.5 : .

all school that you are an
employee at will see ALL
segments of this absencae,
even the segments that
occur at schools that are not
their own.

0S/13/2010 Custom
MoHgEy

BoFiai20i0 Tustom
M dEy
69/132/2016
monday )
‘0971472010
Tumadisy
09/14,2010

iTuesdey

Custom

J';.".assam:;;t.e.n Fiementary
The substituie will see all the
school tocations associated
iNotes to Administrator (ot viewsisie by Sshstitate): with this JOb online and hear
e e B that this is a “mutti-location”
absence if they accept the
job via phone.

Notes to substitute:

*indicates functions that might not be used by your school
January 2010
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Entering an Itinerant
Absence on the Pho

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”.

« On the phone, you have to create each

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 because the employee in this example is an
itinerant employee. '

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 muitipte locations.

3. Select the location of the first Absence Instance.

4, Press 1 for joday.

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
witl be absent from more than one school, you may NOT enter 2 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 selecied.

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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The Employee Sids 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.

Good evening, Brad Francis 5 Bhesnces are .

TN

a0

ﬂiiiﬁﬁﬁie. S
Posted: 122542

- The employee creates an
o . absence that needs
' ~ approval.

>
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The employee can check the approval status of the absence via the Aesop website or
by calling in to Aesop on the phone.
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Employee QuickStart User Guide

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.

Last :
Approver Aok

13/28/!

TDenier.:f _Supger user

Status of
approvals

NOTE: Your district ot
untit they are fully approved. This means that some
absences wilt be “hidde
absence has been appn

choose to “Hold" absence
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Absence Feedback - Employee page

sitinn wenr foadbank

Click to leave
feedback about the
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performance # View My Schedule

Absence Approve
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Click to View
Substitute Feedback
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FAbsence Approval Statug: |
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Chanae Personal -
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I yn hove questions about the rules ar setup of the
appellini at (9993 743-109% or areal! jeap

¥ Substityte Phone List © 0 -
: rprefgrred_ Substitutes -

Click on the link in green next to your name, or click on the “Leave Feedback”
link on your absence menu to leave feedback about your substitute

Absences awaitin 1] vﬂur' Feedback

Raggedy Ann
Santa Claus =

L 12/1472008

12/16/2008 . .
12/14/2009

Feedback about Substitute
Performance Survey.

An employee can Rate the Substitute’s
performance {1-5 stars) and give details
by answering a series of questions. These
questions may have been customized for
your position (i.e. questions for
“teachers”, questions for “paras”, etc.).

The Employee

Click to leave feedback

Feedback about Substitute Perfonnance

AR 1412008

Select an overalt score that
reprasenis how you think the .
substitute perfortaed his/her p
dutias.
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Please Answer the following questions:

{fusabpas markad with aa ™ are faglites)

we had a staring contest, who would wi

was all classroom work collected? |

Was the roen left as neat and desn & it was
found?

completes the rating
section and Answers to
questions, then click
“Save”
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and ¢ ?

1 students Tepor! that they were treated faicly They

Were sny Ssciplinary issues reported?

General Notes 7 Comments
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Saved Feedback

anta Claus R

Rating: *

12/14/2000 |

Was aIl ciassmom werk cellected? Yns

Was the rpom laft as neat and ciean as it was
- found?

It was CEEAMER than how I left i

Was ciassnmm wark expiamed sat;sfac;tcnly‘?

Did students report tltat ﬁwy were treated fairly -
R amd cansastent!y?

Were anv ti:scnpimary issues reperl:ed

They LOVED Santa.

‘Dne kid was put on the naughty fist, but she
probably deserved it 1)

Gene ra! Notes j Comments

If we had a starmg fwﬂtest, wh@ woulé wm?

NOTE: An employee cannot. cha' ge the i ':edback once
itis saved. :
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Employee QuickStart User Guide

TR

tiser les and Training Videos

. . el G (Revised Maceh 20053
CuickStart User Guide

+ Phone Guides

. W r 2 ® Eptilish {Ravi { ranuary 2007}
Print out your Web Guide and the Phone Guids. i Heiese e

Froach (NEW)Y (Revised Novembar 2008)

Favorite Five Feature Guide
. R . . Adobe Acrobat reader fs required to view the manual.
Covers the basics for choosing your Favorite Five

. % gy At
substifutes. i.;,g “

Basic Training Video

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

Adveanced 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.
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