
Employee Guide



Log In

www.aesoponline.com/login2.asp

ID

Phone Number

PIN

4-6 Digit Number

If you don’t know your log in 

information, please call 

419-725-9499



Create Absence

Click create absence button

The sooner you post an absence, 

the sooner we can fulfill.



Absence Details

Identify date(s).

Do you need a sub?

Why will you be absent?

Full day, Half Day, Custom?

Any notes for the admin?

Any special instructions for the sub?

Upload lesson plan/seating chart.



Report Absence by Phone

Not only is Aesop available on the web, but you can also create absences, manage personal information, 

check absence reason balances, and more, all over the phone.

To call Aesop, dial 1-800-942-3767. You’ll be prompted to enter your ID number (followed by the # sign), then 

your PIN number (followed by the # sign).

Over the phone you can:

Press 1 Create an absence (within the next 30 days)

Press 2 Check your absence reason (entitlement) balances

Press 3 Review upcoming absences

Press 4 Review a specific absence

Press 5 Review or change your personal information



Report Absence to Absence Management Administrator

Rachel Wixey & Associates can enter your absence for you if you’re having difficulties. Please try to call our 

office during business hours 419-725-9499. If you’re not able to speak to an associate, be sure to leave a 

detailed message (Your Name, School District, Date of Absence, Sub Needed, Full Day/Half Day, Preferred 

Sub).

Calling Hours:

Monday – Thursday 6AM – 10PM

Friday 6AM – 5PM

Sunday 5PM – 9PM



Personal Info

Change your Name, Phone or Email

Add Address



Preferred Substitutes

You can add as many preferred 

substitutes as you would like. 

When fulfilling your absence, we will 

reach out to your preferred substitute 

list before contacting the rest of the 

substitute pool.



Add Preferred Sub

Type in their name or search by letter

Select Substitute

Select Add to Preferred Substitutes

Formhals, SharonMVR R

Formhals, SharonMVR R

Formhals



Preferred Substitutes

You can add manually or call 

419-725-9499 for an associate to add 

for you



Top 5 Substitutes

If you click the heart next to the sub, 

they will be identified as one of your 

top 5 substitutes. 

These subs will get a notification from 

Aesop immediately when you register 

an absence. 


