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How Aesop Works

e Video:
http://helpl.frontlinek12.com/customer/port
al/articles/2178862?b id=10972
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Employee Web Basic Training Video

* Video:
http://helpl.frontlinek12.com/customer/port
al/articles/1529151?b id=3397

* Topics:

— How to log into Aesop

— The Home Page

— Creating an Absence

— Viewing and Editing Personal Information

— Changing your PIN

— Where to find Help Resources —
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Employee Web Advanced Training Video

* Video:
http://helpl.frontlinek12.com/customer/portal/a
rticles/2205214?b id=10972

* Topics:

— Create Absence, Advanced Mode

— Assigning a Substitute to an Absence

— Cancelling Absences

— Absence History

— Attaching Absence Files

— Absence Reason Balances

— Substitute Director ->
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Accessing Aesop
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Accessing Aesop

e Phone Number: 1-800-942-3767

* Website: www.aesoponline.com

e Mobile Website: m.aesoponline.com
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http://www.aesoponline.com/
http://m.aesoponline.com/

Logging in to Aesop

* |[n your Welcome Letter
— ID: 10 Digit Phone Number
— Pin: 4 or 5 digits
Website

FRONTLINE"

Aesgp eucarion Welcome To Aesop

You are about to enter Aesop, the leading substitute

ID: placement and absence management service!

Pin: _ Please enter your ID and PIN to login to your Aesop

Login B ot Reniinder account, or click the button below to learn more about
3

8 Login Problems Aesop's growing impact on education.

| Learn More ‘)

Mobile Site

Pin

Login Remember me
Meed help? View our Mobile Tips.

Go to Full Site
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Logging in to Aesop

e Can’t Remember Your Pin?

— Click lﬂlPin Reminder

 Can’t Remember Your Login Info?

— Click |4 Login Problems
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Aesop Home Page
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Log Out Button

The Home Page

@ Nofifications  Questions?  Logout

=, Tim Fox
6 Teachwise. & CLASSROO?". ITEM SHOWN

J « s O z !
Aesop ¥ =IRESOPRCES ] somn .
Your students will love th ..

Nawgatlon ) Absencesv Feedback Account Directory Help
Tabs Your Name NoE}lflcatlons
March 2015 April 2015 May 2015

SUN MON TUE WED THL FRI SAT SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT

Calendar 9 1 2 3 4 PEEEEN 7 1 72 "3 4 1 2
< 8 9 10 BBl 12 130 14 s Bl 7 8 9 10 11 3 PALNsS Bel BTl RN 9 b

46 [y7a g 197 120) 21 12 13 14 15 BaslEl 18 10 11 12 488 14 15 16

22 (23|24 25 26 27 28 g 1200021220 125 240 25 17 B8 BFig 2002 k22l 23

29 130 31 26 27 28 29 30 24 25 26 27 28 29 30

Absences Closed Day In-Service Day

Create Absence 4 Scheduled Absences 3 Past Absences 0 Denied Absences

Absence
Tabs

Please select a date Need more options? Advanced Mode |
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Calendar

e Absences — Blue

March 2015 April 2015 May 2015
SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI T
2 3 - 5 6 7 1 2 3 < T 2
] 8 9 10 B3 12 13" 14 5 6 7 8 9 10 3 - 5 6 7 8 9 I
15 180 R 1B RS0 R0 21 12 13 14 15 IS adN 18 10 11 12 490 14 15 16
22 (23 | 24 25 26 27 28 19 20 29 22 23 24 25 17 FISH IS 202t R een 23
29 130 31 26 27 28 29 30 24 26 26 27 28 29@ 30
Absences Closed Day In-Service Day

 Click Date for More Information
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Creating an Absence
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1. Go to Create

mencess— Creating an Absence

Create Absence 5 Scheduled Absences 3 Past Absences 0 Denied Absences
Please select a date Need more options? Advanced Mode
March 2015
° Substitute Required Y FILE ATTACHMENTS
= Sl 3 es [
SUN MON TUE WED THU FRI SAT
Absence Reason Select One v
Full Day v

08:00 AM to 03:00 PM

Notes to Substi

| Choose File | No file chosen

2. Choose the
Date or Dates
of the Absence

Shared Attachments

Cancel  Create

sence & Assign Sub « Create Absence

3. Choose if a 4. Choose the 5. Choose the Time ’
Substitute is Required Absence Reason of the Absence
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Creating an Absence

Create Absence “ 5 Scheduled Absences

8. Click Create
Absence Button
to Finalize

3 Past Absences 0 Denied Absence

Please select a date

March 2015
° Substitute Required

SUN MON TUE WED THU FRI SAT

Absence Reason

Time
24 25 26 27 28

29 30 31 1 2
Notes to Administrator
Helpful Hint: i titut

Need more options? Advanced Mo

FILE ATTACHMENTS
Yes

Select One v

Full Day v

08:00 AM to 03:00 PM

Notes to Substitute

| Choose File | No file choslin

ared Attachments

Cancel « Create Absegite & Assign Sub « Create Absence

6. Write a Note to
the Administrator
and/or Substitute

7. Upload a File, ’

such as Sub Plans
Stamford Public Schools

EXCELLENCE IS THE POINT.



Creating an Absence
Using Advanced Mode

* For more complicated absences
* Allows to add multiple variations to one absence

Create Absence « 5 Scheduled Absences 3 Past Absences 0 Denied Absences
—
Please select a date Need more opnon

March 2015
o Substitute Required FILE ATTACHMENTS

- = s Yes
UN MON TUE WED THU FRI SAT

Absence Reason Select One
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Creating Absences

* Absences can be created:
— Up to 1 month in advance by Phone
— Up to 1 year in advance Online
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Viewing Previously
Scheduled Absences
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Viewing Previously Scheduled Absences

 Scheduled Absences Tab

Create Absence © Sscheduled Abiences 3 Past Absences 0 Denied Absences

Date - Reason Location Duration Time I
CONFIRMATION # 163258779 UNFILLED / UNAPPROVEL @ ﬁ View Details
27 Mar 2015 Personal Day Coal Hill School Q Full Day 8:00 AM - 3:00 PM

INFIRMATION # 161791378 UNFILLED / UNAPPROVED 0 View Details
30 Mar 2015 Professional Day Coal Hill School o Full Day 8:00 AM - 3:00 PM
CONFIRMATION # 163222915 UNFILLED /NO APPROVAL REQUIRED View Details

06 Apr 2015 Vacation Coal Hill School Q Full Day 8:00 AM - 3:00 PM
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Canceling an Absence
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Canceling an Absence

1. Go to Scheduled
Absences Tab

Create Absence

© Scheduled Absences 6 Past Absences 1

2. Click the red “Delete”
button that correlates to the
Absence you want to Cancel.

Deniell Absences

S &

IMATION # 167037551 BAKER, TOM/APPROVEL

3. Click “OK” to confirm.

Date a Reason Location Duration Time

NFIRMATION # 167657486 BAKER. TOM/UNAPPROVED €3 0 @ View Details
07 May - 08 May 2015 Professional Day Coal Hill School O Full Day 8:00 AM - 3 M
O FATION ¥ Je1asktn. U o erReD P -
13 May 2015 Personal Day Coal Hill School (@ Fuli Day 8:00 AM - 3:00 PM

View Details
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Viewing Past Absences
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Viewing Past Absences

e Past Absences Tab

* Defaults to Show Absences for the past 30
days — click “View More” to view absences

that occurred more than 30 days ago.

v

Create Absence 4 Scheduled Absences G Past Absences 1 Denied Absences
This list shows absences for the past 30 da @
Date - Reason Location Duration Time
\ N# 163222915 UNFILLED /NO APPROVAL REQUIRED ﬁ View Details
06 Apr 2015 Vacation Coal Hill School o Full Day §:00 AM - 3:00 PM
CONFIRMATION # 161791257 UNFILLED /UNAPPROVED ¢ View Details
16 Apr 2015 Jury Duty Coal Hill School @ FullDay 8:00 AM - 3:00 PM ’
NFIRMA N#166112130 UNFILLE NAPPROVE 0 View Details )
Stamford Public Schools
EEEEEEEEEEEEEEEEEEEEE




Viewing Past Absences

* Click View Details for more information about

a specific absence.

Create Absence 4 Scheduled Absences © Past Absences 1 Denied Absences

This list shows absences for the past 30 days. View More...
Date a Reason Location Duration Time
ON # 163222915 NFILLED / NO APPROVAL REQUIRED ﬁ ‘ View Details &
06 Apr 2015 Vacation Coal Hill School Q) Full Day 8:00 AM - 3:00 PM
CONFIRMATION # 161791257 UNFILLED /UNAPPROVED ¢ View Details
16 Apr 2015 Jury Duty Coal Hill School Q@ Fullpay 8:00 AM - 3:00 PM
TION # 166112130 UNFILLED /UNAPPROVED ¢ View Details
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Adding an Attachment
to All Absences You Create
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Adding an Attachment to All Absences You Create

* Attachments uploaded here will be automatically
attached to any absence you create.

v

#A Absencesv Feedback Account Directory Help
Personal Info Shared Attachments
Change Pin Upload File:
Files must be in doc, docx. pof xs xisx
ppL pptx and less th ‘[r‘ 600kb
Shared
Atuchment.%
Preferred Choose File | No file chosen
Substitutes
Excluded
Substitutes Number of Files. 0
Absence Reason Description Active From T
Balances
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Absence Reason Balances

(Accrual Balances)
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Absence Reason Balances

e Account Tab — Absence Reason Balances

Personal Info
Change Pin

Shared
Attachments

Preferred
Substitutes

Excluded
Substitutes

Absence Reason
Balances “

Absence Reason Balances

Last Calculated:
Tuesday, May 5, 2015

Absence Reason Initial Used Pending Balance
lliness>Personal lliness 10.00 Days None 1.00 Days 10.00 Days

as of Tuesday, May 5, 2015 9.00 Days after Pending
Personal Day 2.00 Days None 2.00 Days 2.00 Days

as of Tuesday, May 5, 2015 0.00 Days after Pending
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Managing Your Preferred
Substitutes List
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Managing Your Preferred Substitutes List

#  Absencesv Feedback Account Help
Personal Info Preferred Substitutes List
Cha“QE Pin Substitutes included on this list will be given preferential treatment by Aesop when attempting to fill your absences. You can order up
Sh d to five subs as your top favorites. If they are qualified and available, Aezop will notify them immediately when you register an absence.
are Mote: The number of favorites you can select and how they are notified may vary based on your school district's preferences.
Attachments Y = Y E Y ?
Preferred .
9 Substitutes & Add Subsiiute(s)
Order Mame Select
™ Add Substitute(s)

Add Preferred Your preferred substitutes will see your absences ’
Substitutes before other district substitutes. .
Stamford Public Schools
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Preferred Substitutes

 Keep in mind: Substitutes can be preferred by
multiple employees which can cause that
preferred sub to not be available.

* Being on a preferred list gives subs first view of
that employee's absences, but does not
guarantee assignments.

* The sooner an absence is created, the sooner
Aesop can look to find a substitute. Do not wait
until the last minute to create absences unless

the unforeseen happens.
’
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Managing Your Favorite
Five Substitutes
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Managing Your Favorite Five Substitutes

* Once you have created your preferred substitutes
list, you can choose up to five favorite substitutes

by using the order/heart feature. Oder
* Click the heart to identify the v
substitute as a favorite ol
* Click and drag the red hearts ol

to change the order of your
favorite five substitutes

 Favorite Five Substitutes will all receive instant
notification of your absence by email. -
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Viewing and Editing Personal
Information and PIN
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Viewing and Editing Personal Information

e Account Tab — Personal Info

* You may edit your E-mail Address and Phone Number Only

— If you update your phone number, this will become your new ID for
logging in

* If other information needs to be updated, contact Pat
Cunningham ¢

#A Absencesv Feedback Account Directory Help
Personal Info Personal Info

i General Information

222’:,?,"“,5 Name: Tim Fox

Preferred Phone: 5554981283

o G Email Address: tfox@email org

Excluded

biring AR Title: High School Science

Room Number: Main Office

Absence Reason
Balances Language Engli{s}h v

Address Stamford Public Schools
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How to Change your Pin

e Account Tab — Change Pin
* 4 or 5 digits \l

#A Absencesv Feedback Account Directory Help
Personal Info \ Change your Pin
9 Ch Pi
R Old Pin: T
Shared .
Attachments New Pin:
Preferred Confirm New Pin:

Substitutes

(SR B v Save Changes

Excluded
Substitutes

Absence Reason
Balances
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Resources and
Learning Center
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Resources

e QuickStart Guide
* Frequently Asked Questions

e Getting Started with Aesop
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http://help1.frontlinek12.com/customer/portal/articles/1654892?b_id=3397
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Learning Center

* Click the HELP icon at the top right of the
screen to access the Learning Center

e Answers to Questions ??7?

* Articles and Videos about what you can do
with Aesop
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http://help1.frontlinek12.com/?b_id=10972
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— Next Steps

1. Verify your personal information.

2. Change your PIN.

3. Set-up your preferred substitutes and

favorite five substitutes lists (if you require a
substitute).

. Start reporting absences for 7/1/16 and
forward to Aesop.
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SPS’s Aesop Administrator

* Patricia Cunningham-Johnson, HRIS
Assistant

—PCunningham@StamfordCT.gov
—(203) 977-4101
—6:30 A.M. - 3:30 P.M., Mon - Fri
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