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Login

• https://www.aesoponline.com/
• Access Aesop through District 

website: www.tcisd.org
– Employee Tab
– Aesop
– Sign-In
– Absence Management 
for Administrators



Daily Report
• Daily Report
• You can put in a certain date to see 

absences and vacancies for that day. 
• Unfilled-Assignments that have not been 

assigned or picked up by a sub yet.
• Filled-Assignments that have been 

assigned to a specific sub. Which list: 
– Employee Name/Vacancy Type
– Employee Title/Vacancy Title
– Start/End Time for Assignment
– Duration (Full/Half Day)
– Reason of Absence
– Substitute Name
– Substitute Telephone
– More Days (--- One Day  -->More than 1 

Day)
– Time Absence/Vacancy was Created
– Confirmation Number
– Absence Notes

• Substitute Not Needed-For Employees 
who are out, but a sub is not required or 
needed for that assignment.

• Cancelled-Assignments that have been 
cancelled or closed out for that day.



Creating an Absence for Employee

• Create Absence

• Search and Select 
Employee Name
– Last Name
– Phone
– Identifier (S.S.)



Creating an Absence for Employee
• Select Date
• Absence Reason
• Full/Half Day (AM/PM)

• Add Notes to the sub if 
needed.

• Save-if a sub has not been 
assigned

• Save & Assign-if a sub has 
been assigned

• Hold assignment until the time 
you would like it to be 
released



Creating an Absence for Employee

• Save & Assign
– Find Sub’s Name
– Assign Sub to assignment
– If Sub is not available it will 

not let you assign

• Sub not listed on 
Available List
– View All
– If Sub is still not on the 

View All List, then call Vera 
(ext. 1100) to look at the 
Sub’s profile to see if the 
campus was selected



Creating a Vacancy

• Create Vacancy

• Choose a Vacancy from the 
profile list or type it in 
search bar.
– Select your campus and what 

position it is. (Ex. For teacher 
vacancy at Heights, select 
Heights-Teacher)



Creating a Vacancy
• Select Date
• Select School
• Full/Half Day (AM/PM)

• Add Notes to the sub if needed.
• Add Notes to Administrator on 

what the vacancy is for (Ex. 
Tutorials, Vacant Math Position, 
Extra Duty, etc.)

• Save-if a sub has not been 
assigned

• Save & Assign-if a sub has been 
assigned



Edit/Cancel Absences/Vacancies

• Daily Report

• Find the absence/vacancy and click on the 
confirmation number



Edit/Cancel Absences/Vacancies

• Edit/Close

• Remove Sub- If you want to 
remove Sub from a certain 
assignment.

• Close Absence/Vacancy Request-
If you would like to cancel out 
the Absence/Vacancy 
completely. 



Edit/Cancel Absences/Vacancies
• Add Day(s)-If you would like to 

add days to existing 
absence/vacancy.
– Add days that follow the 

current absence/vacancy 
created up to 71 days

• Absence Reason- You can 
change the absence reason.

• Absence/Vacancy Type- You 
change from Full Day to Half and 
vise versa.

• Trash Can-If you would like to 
delete a day from an 
absence/vacancy without 
deleting the whole assignment. 



Splitting Absences/Vacancies

• Daily Report

• Confirmation Number

• Split



Splitting Absences/Vacancies
• If you want to remove a sub 

from an absence or vacancy 
with multiple days tied to it, 
then you will check the day 
you want to split and check 
the “Remove Substitute from 
new Absence” box and then 
click split.

• You will then get a new 
confirmation number for that 
absence or vacancy day you 
split. You can either assign 
another sub to it or leave it 
alone for someone else to pick 
up. 



Search Employees Login Credentials

• Employee-You can only 
search an employee that is 
on your campus.

• Search By:
– Last Name
– Phone Number
– Email
– Identifier (S.S. #)

• You will be able to see the 
Login ID (telephone 
number) and Pin.



Substitute Sign-In Sheet

• Navigation Pane
• Reports

• Absence
• Substitute Sign-In

• Search date range and it 
will show all filled 
assignments. Each 
assignment will have 
employee name/vacancy 
type and the sub name 
assigned to that 
assignment. 

• On each assignment it has 
a signature line where the 
sub can sign when they 
check-in. 



Searching Substitutes with Specific 
Skills

• Navigation
• Reports

• Substitute 
• Skills

• Click the “All Skills” drop down 
select the skill:
– Aide (not clerical)
– Clerical Aide
– No Sub Needed
– Nurse
– Spanish
– Special Ed
– Special Ed Teacher
– Teacher

• Click Submit/Print, it will give you 
a list of active Sub names and 
their telephone numbers with 
that specific skill set.



Absence/Vacancy Log

• To search how and who 
created an 
absence/vacancy and 
how and who was 
assigned to the 
assignment. 



Chat
• If you need technical 

support. You can open a live 
chat wit an Aesop 
Representative. Click on the 
circled ? next to your name. 
Then click “Live Chat”, you 
will then put your name, 
email, description of issues 
or question, and select 
“Absence Substitute 
Management” in drop 
down . Then “Start the 
Chat”


