Aesop QuickStart User Guide

for Principals

This guide will show you how to:

. Log on to the Aesop system

o View absences

o View substitute assignments FRONTLINE
o View unfilled absences S

. . . P Welcome to Aeso
hd VIeW avallable Su bStItUtes AESUI) Eggﬁ;ﬂrln" You are aboutto enter.i.esnppthe leading substitute

placement and absence management senvice!

b ASSIgn a SUbStItUte to an absence D. _ Pleasze enter your 10 and PIN number ta login in to your
ik _ Aesop account, or click the button below to learn mare
. Enter an absence for an employee gomrenmose 0 el Wy
. Modify/Remove an absence P e
o Modify your School Preference List
o Understand Percent Visibility
o View call history
. View Employee Register
. Approve Employee Absence Requests
. Make voice recordings for your
employees for use with the Aesop Phone
System
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Log on to Aesop

In your Internet browser address bar
enter: www.aesoponline.com and click
Go button.

Enter your school’s ID and Pin numbers or
your Campus User ID and Pin. These
would have been given to you by the
Aesop administrator at your district.

Navigation > Home | Logout

Home Page

Sun|Mon| Tus [Wed|ThulFri|Sat,

6 7 |8 |o |1ofSEyEe

|nteraCtiVe Ca|endar B J15 15 1171 || you have questions abouit the rules or setup of the system contact School Secretary at
ne.com

JTa ra ke STl Good afternoon, Olson Elementary School

Messages

Teacher

Substitute

Aesop

1Dz

{ Login | &3 TRAINING & SUPPORT

Aesor | EDUCATION

Tuesday, February 14 2006

Messages section

i |(800) 023767 or email: support il

: Absence

Absence section bkcusate Absence

* Create Vacancy

* Modify
Absence/Vacancy

* Approve Absences

Preferred Subs Lists

¥ preferred Substitutes

Reports

* Daily Report

» Unfilled Report

* Day of Week Absence
Analysis

» Absence Summary

. » Absentee Report

Reports section » Absence Approval

Status

¥ Substitute History by

Date

¥ Call History

¥ Substitute Availability

P Substitute Sign In

* Excluded Substitute
Report

> Employee Register

* Voice Recording
Instructions

Misc.
¥ change PIN

_—Wﬂgki’ gl Start User
Guides

» Interactive Hel

Miscellaneous section

\
[ Contact Info
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Messages section

Any messages from the district office will

appear in the Messages section.

Contact Info

If you have questions about the rules or setup of the system contact School Secretary at
(800) 942-3767 or email: support@aesoponline.com.

If you have any questions regarding Aesop

please contact this individual.

Interactive Calendar

Aesop will display both Closed and In-Service February 2006

Days for your school district.

Closed — absences entered on these dates

will be automatically deleted.

In-Service — absence entered on these
dates will be automatically marked as “Sub School In-service

Not Needed.”

Miscellaneous Section

You can Change your PIN, have access to all > Du_iI:I{ Start User
User Guides and the Interactive Help feature. Guides

December 2008
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teractive Calenda

Sun Mon| Tue Wed|Thu|Fri |Sat
29 |30 |21 1 2 3 8
G |7 8 9 |10
13 |(14)(15 |16 [17[88
20 |21 |22 |23 (24|88
27 A1 2 3 |4
School Closed

[Sal I i8]

[ 4}

Misc.
» Change PIN

» Interactive Help

for education
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Absence Section

Creating an Absence Absence
: Create Absence
il Create VVacan
You have the ability to create absences on ' e Y
behalf of your employees. A—WMEHEE Pacnce
» Approve Absences
Click Create Absence link.

Please choose the letter of last name of the employee

1. Select the Employee for which you would like to enter an absence:
From the alpha-grouping click on the letter of | o coo e b 1ot Moo on P
the employee’s last name or use the

Or Search by Last Name or Phone or Social Security:

Search box. I Cee]
Click the name of the employee. T T T T

Code Description

MR Message Required

SNR This employee does not require a substitute,

€D This employee can decide if a substitute is required.

be used by your school for education
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2. Entering an absence

Create Absence

Creating an Absence: Steamhouse , Matt
School: Dakota County South Branch

£l L]
Create absences on these days of the

week within the date range specified
abave

Single Day Absence. Enter
the Start & End dates; you can
disregard the Days of Week

O Ll
Create sbsences on these days of the
week within the date range specified
above

Screen one Absence Reason Type .szzztiirteugeAbsenceType
1. Enter Start Date i Seeemftmeefamean Hye X b ¥ 7
2. Enter End Date s
3. Choose Absence Reason Type e e 2 :
4. Choose if a substitute is required
5. Specify Start and End times for
the absence (if available) Absence Creation Screen One
6. Select a Budget Code for the duration
of the absence
Nexd» | 7. Click the Next button
A 4 \ 4 \ 4
Start Date End Date Start Date End Date Start Date End Date
21772006 [5][2/772006 272006 [BH(si72006  [BH|  |27iz006 [Bi[3r172006 [
-Sun Mon TL;;E Wﬂ:amlThu Fri "Sat .Sun I\a'ian 'i'ue Wed Thu “Fri Sat Sun Mon Tue Wed Thu Fri Sat

g B & 5 B F

Create absences on these days of the
week within the date range specified
above

Long Term Absence. Enter
the Start & End dates and leave
all days checked.

Recurring Absence. Enter the
Start & End dates and click the
Day(s) of Week boxes.

boxes.

Screen Two
1. Review Hold Until option
2. Verify all absence information
3. Notes to Substitute section: notes for the substitute
from the employee
4. Notes to Administrator section: notes viewable only
by the principal from the employee
5. Administrator’s Notes section: private notes from the
administrator regarding this absence
6. Finalize absence
1. Save — Aesop will find a substitute
2. Save & Assign — you will assign a sub
with whom you have pre-arranged the
absence.

December 2008
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Example above: every Tuesday
for the next six weeks.

Modify Absence
Creating an Absence: Steamhouse . Matt
School: Dakota County South Branch

Hold Until:No Hold v
Date Absence Reason Absence Type Delete
a007 |3 Sick Day v FulDay v o
Thursday

Starting at Ending at

7AM v]:[45_| [3PM ¥]:[15

Budget Code: |- none selected ~ v

Notes to substitute:
(Maximum length is 258 characters.)

[Maximum Absence length: & hours

Notes to administrator:
(Maximum length is 236 characters. )

Administrator's notes (ot viewable by Employee):
ters.)

(Maximum length s 258 charac

Absence Creation Screen Two. Single Day
Absence shown.
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Modify Absence

Creating an Absence: Emplovee, Test
School: Cash Senior High School

Hold Until:| No Hold v
Date Absence Reason Absence Type Delete
ape00s |3 Sick v FulDay v B
Mopday

Starting at Ending at

8AM ~|:[00 | [4PM ~|:[o0
Budget Code: | - none selected - ¥ Pay Code: |~ none selectad R4
442008 |3 Sick v FulDay v -
Tuesday

Starting at Ending at

8AM v|:(00 | [4PM ¥]:[o0

Budget Code: —none selected -+ Pay Code: |~ none selected - v
452008 [ Sick v FulDay v o
Wednesdsy

Starting at Ending at

8AM ~|:[00 | [+PM ~|:[o0

Budget Code: |~ none selected - v Pay Code: |~ none selected - v

Long Term Absence. Aesop will
display the Day of the Week underneath
the Date.

EBURBSE] oty ] Avmoncn Loo] Gl | Avlble Sutites ] Approves |

Assign a substitute for conf#:8264407

Return to Absence Modify (Unlock)

Please type the first few letters or choose a link from the list below.

@ view Qualified and Available
O view All

Qualified and Available Checks Other Checks
Contact Info Qualified Other Non- Excluded Sub Sub
Cl

heck Job  Work Prefers Rej.
cl Day Location Job
Check

% (02933‘2 g8~ |y v v v No No |ves Assign
ﬁ (,551706) M-y v v v No No |ves Assign
Clark, Dick (9591303) 993- |y v v v No No |Yes Assian
% (9571405) 722- |y v v v Yes No |ves Assign
Doe, James (lﬁglgﬂﬁ) 331- v v v v Yes No |Yes Assign
Dozer, John (gﬂalg%) 452- v v v v Yes No |[Yes Assign

Assigning sub to absence

December 2008
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Modify Absence

Creating an Absence: Emplovee. Test
School: Cash Senior High School
Hold Untit:|No Hold v
Date Absence Reason Absence Type Delete
42008 [ Sick v FulDay v -
Day of Week T
Starting at Ending at
} — -
d|sp|ayed 8AM [v:[00 | [4PM ]:[o0
Budget Code: |~ none selected — v Pay Code: |~ none selected— v
42006 [ Sick v FulDay v o
Tussday
Starting at Ending at
8AM v |:(00 4PM 1w |z (00
Budget Code: |~ none selected — v Pay Code: | -~ none selected — v
ansp2006 [54] sick v FulDay v o
Tuesday
Starting at Ending at
8AM [¥|:[00 | [4PM ¥]:[o0
Budget Code: | —none selected - v, Pay Code: | - none selected — 5

Recurring Absence. Aesop will display
the Day of the Week underneath the
Date.

3. Assign a Sub to an Absence*

* Find the substitute you wish to assign and click the
Assign link

If you cannot find the pre-arranged sub’s name:

O view Qualified and Available
* Click the View All button ~ ©Vi=v 4!
* Aesop will display why the sub is unavailable or not
qualified
* You can override the system by clicking the Assign
link

4 You need to contact the sub

Aesop will not contact a sub if you assign them to the
absence. The sub’s phone number is conveniently
listed after their name.

for education
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4. Confirmation Number List Absences | Moy | Absence Log | Cell History | Available Substiutes | Asprovess |

Confirmation#: 208899
E R Bl
Scl Cash Senior High School
reated on: Feb 7 2006 5:33:25 PM
. . . . Last Update: Feb 7 2006 5:33:25PM
Aesop will give you a confirmation number when __— Status: Filled
. . Reconciled: No [[Reconcie |
the transaction is complete. Substitute Required: Ve
Fulfilled by: Test Sub_ (nR)
Feedback: Enter Feedback on Substitute Assionment
Enter Feedback on Substitute
Date Absence Reason Absence Type Start - End
04/04/2006 Sick Full Day 8:00 AM-4:00 PM
Tuesday
Budget Code: -- none Selected -- Pay Code: -- none Selected -
04/11/2006 Sick Full Day 8:00 AM-4:00 PM
Tuesday
Budget Code: -- none Selected -- Pay Code: -- none Selected --
AeSOp WI” dlsplay the Day Of Week_ Rt/gz:/zous Sick Full Day 8:00 AM-4:00 PM
Budget Code: -- none Selected - Pay Code: - none Selected —
04/25/2006 Sick Full Day 8:00 AM-4:00 PM
Tuesday
Budget Code: -- none Selected - Pay Code: — none Selected —
Notes:

Confirmation Number

5. Attaching a file

1 Confirmation#: 10696308 Attachments:
You can attach a file to the absence for the st 10698308
= = School: Eldredge Elementary School
substitute to review. You can attach a Word e Jun 13 2006 8:12:26 PM
. Last Update: Jun 13 2006 8:12:27 PM
document or a PDF file. Status: Unfillad
Reconciled: No
Substitute Required: Yes
Click the Upload New link.
Approval Status: Unapproved
Last Approval Action:
Approvers: View List
Approval Comments: Show/Hide Comments Upload New Edit
Date Absence Reason Absence Type Start - End
06/14/2006 *Personal Full Day 8:15 AM-4:30 PM
Wednesday
Notes:

A http://staging.aesoponline.com/upload.asp?ot=... g|§|§|

In the Upload Files dialog box select the File using i

the Browse feature and then assign a Description.

|[ Browse...

Click the Upload button to load the file. Description

Files must be .doc, or .pdf and less than 200KB.

@] Done 4 Internet

Upload Files dialog box

be used by your school for education
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File has been successfully saved.

The attachment will be displayed in the

Modify Absence Create a new absence | Create another absence for this employee

Confirmation#: 10696308 Attachments:
Employee: Tammy Griffin S L esson Plan 36
School: Eldredge Elementary School

Created on: Jun 13 2006 8:12:26 PM

Last Update: Jun 13 2006 8:12:27 PM

Status: UnFilled

Reconciled: No

Substitute Required: Yes

Assign Sub_|[ EditiCancel

Attachments section.

Modify An Absence*

PP 3 P
Last Approval Action:

Approvers: View List

Approval Comments: Show/Hide Comments

Upload New Edit

Date Absence Reason Absence Type Start - End
06/14/2006 “Personal Full Day 8:15 AM-4:30 PM
Jvednesday

Notes:

Figure 8.17 Upload Files dialog box

Modify an Absence allows you to assign a
sub, delete the absence partially or
completely, or change any absence
information.

o List Abammr\fmm:' Mosify | Absenceivacancy Log | Gall History | Avilable Substitutes | Approvess|

Absences/Vacancies for Tuesday, February 14 2006

Da¥: [3/14/2006 | B 4 Togzy bW
Schook:|_Olson Elementary School ¥
Status: [/ unfilled [ Filled [ Substitute not req. [¥] Cancelled/Closed
Type: | Apsences/Vacancies v
-
CONF#:

/

You can search for the absence either by
date or enter the Conf#. /

Modify Absence

Create a new absence | Create another absence for this employee

Confirmation#: 12812251 Attachments:
Employee: Glenn Beagle
School: AESOP Middle School
. Created on: Jan 3 2007 11:39:37 AM
Absence Information Last Update: Jan 3 2007 11:44:21 AM
. Status: Filled
section Reconciled: No
Substitute Required: Yes Absence Attachments
Fulfilled by: Allen Aesop  (nR) —— )
Feedback: Enter Feedback on Substitute Assignment section
Ed D | OR S | Enter Feedback on Substitute
WDelete OR Split TeRs )
Approval Status: Unapproved
Last Approval Action:
Approvers: View List
Absence Approval Approval C Show/Hide Comments upload New Edit
section
Approve | [ Deny ALL | [ Deny Part
Date Absence Reason Absence Type Start - End
01/04/2007 Persanal Day Full Day 8:30 AM-4:00 PM
Thursday
Budget Code: Budget Code Pay Code: -- none Selected —-
01/05/2007 Personal Day Full Day §:30 AM-4:00 PM
Friday
Budget Code: Budget Code B TR R i
Notes to substitute:
Motes to administrator:
Administrator’s notes (not viewable by Employee):
Modify an Absence Overview (non-Edit mode)
December 2008 I%S‘ ) 8
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Click the Edit/Delete(Cancel) button.

© Remove Sub - removes sub from the
entire absence. You can select the user who
is requesting the sub be removed: Navigator
User, School, Substitute, or Employee.

® Delete Absence Request — deletes the
entire absence request

© Approval Status — approve or deny this
absence [Chapter 12]

O Add Day(s) — add additional days to this
absence

© Absence Information - you can change
any information regarding this absence
request

@ Delete box — this will remove a single day
from the absence request

To leave this absence without saving please
J click the Cancel button.

Adding additional Days

1. Enter the number of additional days in
the Add Day(s) box

2. Click the Add Day(s) button

3. Adjust any Absence Information when
the additional dates appear

4. Click Save

|2 {1-88)

Add Dayiz)
Save

December 2008

*Indicates functions that might not
be used by your school

Modify Absence

Confirmation#: 13654014 | Attachments:

Employee: Glenn Beagle
School: AESOP Middle School

Created on: Jan 19 2007 1:15:41 PM

Last Update: Jan 19 2007 1:15:55 PM

Status: Filled

Reconciled: No

Substitute Required: Yes

Fulfilled by: Allen Aesop  (NR)

Feedback: Enter Feedback on Substitute Assignment

Enter Feedback on Substitute
] [ Allow Substitute to see Assignment after removal
 Navigatoruser ¥ requesting sub removal

9 Defete Absence Request

Approval Status: Unapproved

Last Approval Action:

Approvers: View List

Approval C Show/Hide Comments Upload New

3]

Add Day(s) | |1 (1-88)

Absence Reason Absence Type Delete
1/4/2007 :@I Personal Day v Full Day v O 6
Thursday
Starting at Ending at
9 8AM v :[30 4pM v|:[o0

Budget Code: |~ none selected - ¥ ~none selected - ¥

5007 [ PersonalDay ¥ FulDay v O
Friday
Starting at Ending at
8AM ¥ 230 4PM | :|oo

Budget Code: |~ none selected — % - none selected — %

Notes to substitute:
[Default Start Time: 8:30 AM
[Default End Time: 4:00 PM
Hours in a full day: 8 hours
Minimum Absence length: 3 hours
i Absence length: & hours

(Maximum length is 256 characters.)

Notes to administrator (not viewable by Substitute):
(Maximum length i= 256 characters.)

Administrator's notes (not vi by i or ):
(Maximum length is 256 characters.)

Modify an Absence Overview (in Edit mode)

Update Absence Details

1. Adjust any Absence Information as
needed

2. Click Save

Aesc)p 9
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Remove Substitute from
the entire job

1. Click the Remove Sub button

2. Select the user who is requesting the
sub removal

3. When the Windows verification dialog
box appears click OK

Enter Feedback on Substitute Assignment

Remove Substitute from one
day of a multiple day absence

You will need to split the absence and then
remove the substitute from the job. Please
see the Absence Split section below.

Create a new absence | €

4. Click Save.
Modify Absence
Confirmation#: 13654014
Employee: Glenn Beaagle
School: AESOP Middle School
Created on: Jan 19 2007 1:15:41 PM
Last Update: Jan 19 2007 1:15:55 PM
Status: Filled
Reconciled: Mo
Substitute Required: Yes
Fulfilled by: Allen Assop  (NR)
Feedback:
Enter Feedback on Substitute
[Jallow Substitute to see Assignment after removal
School ¥ | requesting sub removal
[ Delete Absence Request ]

Remove Sub

Assign Substitute to job*

1. Click the Assign Sub button

2. Click the alpha-grouping or type in
the last name of the sub

3. Click Assign.

@ view Al

41 If the name still does not appear

The district has not given the substitute permission to
accept jobs at your school.

If you wish to leave

If you wish to leave the Assign Substitute screen
please click Return to Absence Modify (Unlock). If you
do not then the absence will be locked!

Assign a substitute for conf#:8266302
Return to Absence Modify (Unlock)

December 2008
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If the sub’s name does
not appear

O view Qualified and Available

1. Click the View All radio button
2. Click Assign.

st Abmsncss | caity| Assence Loo | Cail History | Avaiiasie Susstutes | Approvers

Enter a Confirmation Number: 8266302

Assign a substitute for conf#:8266302
Return to Absence Modify {Unlock]

Please type the first few letters or choose a link from the list below. | search |

A )R S-W

@ view Qualified and Available
O view Al

Qualified and Available Checks Other Checks
Qualified Other Non- Excluded Sub Sub
fork

Job

Check  Job Prefers Rej. wfin

Check Day Location Job Sub

Check Vis.
Adams, Alen w10) v o | W No No |ves |assian
Adams, Bill (29528§71122 Frg v v v No No |Yes |Assign
Adams, Greg Eoe v v v No No |ves |assian
Aesop, Allen L2 v v v Yes No |ves |assian

Assign Sub

10
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Absence Split*
You can split an absence one of two ways:

1. Split Individual, or
2. Split At

To split an absence:

1. From the Absence Modify screen click Split.

2. Split Individual separates specific day(s) from the
original absence. Click all that apply, OR

0] 3. Split at. separates days beginning from this point
forward.

4. Click the Split button to execute the action.

5. Aesop will create a new confirmation number.

Absence Log

View all activity for a particular absence.

Research who created the absence, who modified it,
and when. Every-thing that has happened to an
absence over time is detailed here.

Modify Absence Create a new absence | Create another absence for this emplovee

Confirmation#: 9386197

Employee: Bob Billy

School: Olson Elementary School

Created on: Feb 14 2006 1:17:45 PM

Last Update: Feb 14 2006 1:17:45 PM

Status: UnFilled

Reconciled: No

Substitute Required: Yes
Date Absence Type Start - End Split Split At

Individual © None
2/15/2006 Full Day 7:30 AM-3:30 PM 0O
2/16/2006 Full Day 7:30 AM-3:30 PM ] O
2/17/2006 Full Day 7:30 AM-3:30 PM O O
2/20/2006 Full Day 7:30 AM-3:30 PM Q
Split Absence

Modify Absence Create a new absence | Create another absence for this employee
[Split Successful. Click here to go to CONF3# 9386205

Confirmation#: 9386197

Employee: Bob Billy

School: Olson Elementary School

Created on: Feb 14 2006 1:17:45 PM

Last Update: Feb 14 2006 1:18:24 PM

Status: UnFilled

Reconciled: No

Substitute Required: Yes
Date Absence Type Start - End Split Split At

Individual & Nowe

2/15/2006 Full Day 7:30 AM-3:30 PM O
2/16/2006 Full Day 7:30 AM-3:30 PM O O
2/17/2006 Full Day 7:30 AM-3:30 PM O (o}

Split Absence. New confirmation number
created

lAbsence Log Entries for Confirmation # 9386197
ho Date Description
[sbsence [Olson Elementary  [Principal  [2/14/2006 1:17:45 [Created
ge 02/15/2006 - [school web =

l02/20/2006

Day: 02/15/2006 07:30-15:30 [Olzon Elamantary  [Principal | [2/14/2006 1:17:45 Crastad
[Schosl wab ]

Day: 02/16/2006 07:30-15:30 [Olson Elementary  [Principal  [2/14/2006 1;17:45 [Craated
IScheol [web

Day: 02/17/2006 07:30-15:30  [Olson Elementary  [Principal |2/ 14/2008 1:17:45 [Created
[school [web om

Day: 02/20/2006 07:30-15:30 [Olson Elamantary  [Principal | [2/14/2006 1:17:45 |Craatad
[schosl [

[Absence spiit to [D=9286205 [Principal  [2/14/2006 1:18:25 |[Jpdated

Iweb

[Day Split: 02/20/2006 07:30- [Principal  [2/14/2006 1:18:25 [Absence Date Dalsted from

15:20 web 2] 1

Dats Rangs Changed [Principal  [2/14/2006 1:18:25 |Jpdatad

[From:02/15/2006 - 02/20/2006 web =

[To :02/15/2006 - 02/17/2006

Original Confirmation Absence Log

Please note that the substitute will be notified that the absence was split. The substitute will also be notified
if they have been removed from an absence if you have configured your settings accordingly.

December 2008 AeS
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Reconcile Absences*

You have the ability to reconcile absences as
a group rather than reconciling per
confirmation number.

Enter the Date Rande Reconcile Absences/Vacancies Aesop indicates the
9 Select a date range: number of absences
| T 5 120068 Bl vo: [ Tore BT BT | already reconciled and
rom:1 == oL == ! those not. Click on the
number to view the
absences.
Absences/Vacancies from 6/16/2006 - 6/30/2006

Date Total Absences/Vacancies Reconciled Not Reconciled

6/19/2006 1 i 0

6/20/2006 1 0 3

6/26/2006 2 0 2

Substitute Name Current Status Reconcile / No Action
\ \ radio buttons
Employee Name and - - 4
" . Not Reconciled Absqnces/Vacanciess
Confirmation number
Absence/Vacancy Qay: 6/26/2006
Click on the RECONCILE or HO ACTIO yperlink to select the entire coldmn.
Employee Substitute S\ atus Reconcil~. on .

WEIiiamsFre_de:icka Aesdy, Allen Not Recon / ' m Edlt a”OWS you to

Sanf z: LL03CI92 T — change the absence

el ndrews, Jeffrey Not Recon @® () ] —p— . .

Conf #: 10696384 information

[__Apply Manges | [ hdo Changes |
AN /

N

Apply Changes or Undo Changes

December 2008 AeS‘ 4 ) 12
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Absence/Vacancy Files*

You have the ability to upload files that will
be automatically attach to every absence
created at your school. You may want to
include parking information or anything
pertinent to your building.

Click on the Upload New Files link.

1. Using the Browse button search for
your file.

Type in a brief description

3. Select the Active From and To dates
4. Click Upload

N

% Files must be .doc, or .pdf and less than 200 KB.

Preferred Substitutes+

Depending on your districts decision each
School may have their own preferred sub
list. These individuals will be called first.

To add a new substitute.

1. Click the Add New Substitutes link

ABCDEEGHI 2. Click on the alphabet letter representing the desired Caling sea
substitute’s last name (or enter substitute’s last name o
into the “Search” box and click the Search button)

. Click the “On List” box to select the substitute

W

. Select either Exclude or Include

5. Enter days and hours if you wish to override the default

visibility (optional)

Upload New Files [Ishow Inactive Files

Active To

| http://staging.aesoponline.com/upload.asp?ot-... E‘E‘@

Upload Files
|(Browse.. ]
Description
Active From '@‘I
Active To E"I
Upload
More
Files must be .doc, or .pdf and less than 200KB.
@j Done £ Internet

The preferred substitute list will either be set up with job
visibility in days and hours, like that shown below (subs
on this list will have access to jobs 7 days and 0 hours
in advance) or your district may have this set up with
“Percent Visibility”. The concept of “Percent Visibility”
is designed to allow substitutes to have access to
available assignments at a certain point in time, based
on the lead time of the absence.

Apply Changess 6.

~

Click the Apply Changes button to save*

. Repeat Steps 2-6 for additional substitutes
. Click the View Current Substitutes link to view your list T, K 5 oo

School: Olson Elementary School
Preferred Substitutes

Job Visibility (Days/Hours);

Brooks, Diane 1 7d oh

Frey, Patricia 2 7d 0h

*If you do not wish to save the changes click the Cancel
button.

December 2008
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What is the concept of “Percent Visibility” *?

Your list of preferred substitutes will either begin to have access to assignments at your school a certain
number of days in advance of the job beginning , or they will begin to have access to jobs for a certain

percentage of the “lead time” of the absence, depending on the method that is utilized at your district.

1. Best Match — Employee’s preferred or “favorite five” substitute.

2. Second Best Match — School’s Preferred substitute.

3. Finally — District Level (non-preferred substitute)
Lead Time is a key concept when dealing with this feature. Lead time is calculated as the
time difference between when the absence is entered and the time that the absence starts.

Example: “Ellen” the employee creates an absence at 4:00 p.m. on January 34, and her
absence starts at 8:00 a.m. on January 4. This gives the system exactly 16 hours and 0
minutes of lead time.

10 hours, 42 min. visibility (65% - District List)

8:00 p.m. Jan 3 — 9:36 p.m. Jan 3
Absence created 4:00 school’s list gains — district list Absence starts 8:00
p.m.onJan 3 — access to job. gains access. a.m. on Jan 4
Employee’s list has
exclusive access
immediately
1. Ellen’s list of favorite or preferred subs would have visibility for 100% of the lead time. The

employee’s preferred sub would have access to the job beginning at 4:00 p.m. on Jan 3.

2. In our example, the school’s favorite subs have been configured to see the jobs for only
75% of the lead time. 75% of 16 hours is 12 hours. School’s preferred subs would begin

to have access to the job at 8:00 p.m., 12 hours before the absence starts.

3. District preferred subs have been configured to have access to the job for 65% of the lead
time. In this case, they would begin to see the job 10 hours and 24 minutes before it starts,

or at 9:36 p.m.

The percentage calculations are all determined by your district’'s Aesop administrator. For specific
information on how your district is setup, please contact your local Aesop contact.

December 2008 AeS
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Reports Section

We will briefly review a few of the most
commonly used reports.

Report Writer Reports*

Return to Homepage
Report Template List

Created Date

Custom reports are created at the district | " = n
level and accessible at the principal level. |, oo 00
District Sub Report 6/14/2007 Nav. Super User 0 Run with new filters

Emplovee Absences 2/27/2007 Mav. Super User 0 Run with new filters

Find the report you wish to run and click
the Run with new filters link.

Absence Advanced Notice

Created By Last Run

Created By Last Run

Created By Last Run

Created By Last Run
Substitute Active 3/28/2007 Mav. Super User 0 Run with new filkers

Consecutive Absences per Conf#

Available Fields Filters

Edit the Filter(s) and then click Run. e [ B et O :
Date

.

Consecutive Absences per Conf#
You can now choose your Output Type. OutputTvDES

HTML displays the report as if you were Eidm

iewing a Web site. Excel Compatible CO= Excel Compatise (e
viewing a : P i %] Delimited Text Delimiter: [Tab [v]
(csv) allows you to export the report into 1% Fixed Length Text

Excel for further data manipulation.

@1 want to run the report right away.

You also have the option for Aesop to e-mail
you the results by entering your e-mail Erail addrose.

address and clicking the checkbox. Attach results to email: []
Deliver to FTP Server: [

Cancel

O Let me know when the report is ready.

Click Run.

December 2008 AeS‘ 4 ) 15
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Daily Report

Most widely used report within Aesop. The
Daily Report lists all absence information.

Unfilled — absences requiring subs but currently do
not have one

Filled — absences requiring subs and currently are
filled

Sub Not Needed — absences that do not require sub
replacement

Day of Week Absence Analysis

Breaks absences down by day, absence
reason and employee. Maximum date range
365 days.

December 2008

*Indicates functions that might not
be used by your school

Chelsea Elementary School Daily Report

Run Date: [2/17/2006 School:|_Chelsea Elemantary Schal ¥

Employee Type: | View All

Display Options: © Show All O Choose Sections

~| Type: Absences/Vacancies ¥| oOrder By: @ School O Employee Name

Friday, February 17 2006

UnFilled

Name External ID Title Room Start/End Duration Absence Reason Held Until More Days Time Recorded CONF#

Filled

External Title Room Start/End Duration Absence Replaced Substitute Sub  More Time CONF#
n ¥ External Phone Days Recorded

Rq

School: Chelsea Elementary School
Teacher

Knowles, Sth  Main  7:30 AM - Full Day sick Shafer,

(s10) --> 2/15/05 se7ssse i
Bill Grade Offics 3:30 PM Logan a12- 20M

3213

Substitute Not Needed

Name External Title Room Start/End [ T—
1

eason
School: Chelsea Elementary School
Administrator

Farley, Recass 4 7:30 AM - 3:30 Full Day Beresvemant —  2/14/08 8573850
Mark Bouncer PM 8:02AM

Day of Week Absence Analysis own s msoren.

Stort Date: 100172003 _gnd pate: [105172003 (3 schoor [View Al =1 employee Type: [View Al | [
N —

for education
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Absence Summary Report

Monthly calendar. Weekly totals at the
bottom of report.

Absentee Report

The same information as the Daily
Report except for a date range. If you
run the report per school, maximum date
range is 92 days. If you run the report
for an individual employee maximum
date range is 365 days.

Absence Approval

Approve absences via this report by clicking
the Approve absences for this date range link
at the beginning.

December 2008
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School:|_Chelsea Elementary School v| |February v (2006 ¥|  Employee Type: | View Al
Type: | Absences/Vacancies v

February 2006

print with page breaks I
| suom |

Reason: [View Al =] orderey: @ oate CEmployee

Sun, M Tue Th Sat|
25 (30 51 1 2 3 B
5 7 g T i
Total
Absences, sncizsi
Fill NOT Needed: o
Fil Hasdad: L
Filled: o
Unfillad: i
Held: o
Fill Rate: 0%
15 16 18
1 2
0 1
Fil Needad: 1 Fil Neadad: 1
Filled: o Filled: 1
Unfillad: 1 Unfilled: o
Held: ] Held: 0
Fill Rate: 0% Fill Rate: 100%
s 24 B
ol o L e Lo [ g
Fil NOT Nasdad: O |Fll NOT Nesdad: 0  |FllNOTNesdad:  © [Fil NOT Nasdad: 1
Fill Needed: 2 |Fill Nesded:; 1 Fill Needed 1 |Fill Needed: o
Filed o |Flled: PR o |Filled: o
Unfiled 2 |unfied o |unfiiea 1 [unfied o
Held: 0 |Held: o Held: 0 |Held: o
Fill Rat 0% | Fil Rate: 100% | Fill Rate: 0% | Fill Rate: 100%
H| 28 Y z = 4
Total Absencas Fill NOT Neadad FillNesded  Fillad  Unfilled Held  Fill Ratal
Fabruary 1-4 o o o o o o ous
February 5-11 1 o 1 o 1 o 0%
February 12-18 3 1 2 1 1 0 s000
February 10-25 5 1 a 1 2 o 2500
February 26-28 o o [ o o 0 0%
Month F) 2 E) 2 5 o 200|
Absentee Report et to renort Heny
startDate: [61132004 | F end pate: 671472004 F scnoar: [View All =] employee: [View All B absence

Absence Approval e sepors

A
UNAPPROVED
CONF# 4225977

611412004 Boreavement
APPROVED

2004 i
82004 Perso
oo Perso
1104 Per
armonms Persoral
a5 Parsonal
21600 Porsonal

start ate: /1472004 B g pare: 671472004 F scnoor:

w00

0
w0
wm
0
=)
e

[View All <

Staring: 611412004, Erployee: Julus, Lisa  (Socil 925-11.5208), UNFILLED.

500

CONF 3564275 Stating: 382004, Emplyee: Ernhart, Jesse_(Social 554-18:3198), UNFILLED.
ik 150

1500
1500
1500
1500
50
50

for education
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History By Date

Absentee report sorted by Substitute and
totaled. Filterable by: Substitute. If you run
the report per school maximum date range is
92 days. If you run the report for an
individual substitute maximum date range is
365 days.

Call History Report

View all outbound phone calls from Aesop to
substitutes, as well as all inbound phone calls
to Aesop from substitutes. This report also
displays the details of these phone calls.

Substitute Availability Report

You can review the availability of all subs for
a specific date. This report also allows you to
view all sub skills and whether the sub
prefers to work at your school location or

not.

Substitute Sign In

Use this report for your substitutes to sign
in when they arrive at school.

December 2008
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Substitute History By Date  pasus
- (67102004 (3 gnd pate: [6/1472004
o broas T

sssss

ves  zo7omee

parsonal

Call History

Ratum to Regort Manu

8212003
Total Calls:

Total Calls:

oeEss 0 Abores Answer e 82202003 9822003 prve
1

nnnnnn

e cepted — . . oo
8

Date: |2/17/2006 Show Skills?
School:| Chelsea Elementary School [Skills [ 1auskils] v

Please type the first few letters or choose a link from the list below.

Available Substitutes

Substitute Sign In Report  setum m reportveny

........ [61472004 E end pate:
= wos

172004 5 _scnaot:[View AT =1 emptoye: [View Al = emptoyee
[vi H

4
ason: [View Al

Aesd

for education
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Substitute Exclusions

View all substitutes you have excluded from
your school.

Employee Register

Register can be broken down by employee
types. Sorted by active, inactive or both.

If a teacher forgets their Pin number you
can retrieve it from this report.

Voice Recording Instructions

You have the ability to voice record your
employees name and title. Just follow the
phone system instructions and Aesop will
prompt you for the Recording ID
(number at the far left of the name).

Format: first & last name, grade level and
subject matter if applicable. Example:

“Joe Doe 15t Grade” or “Joe Doe 8t Grade
Social Studies.”

December 2008
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School: | Chelsea Elementary School || [7] Show Employee exclusion lists?
View By © Preference List O Substitute

Preference List Owner Excluded Substitute(s)

School: Chelsea Elementary School

Gott, Bob
adams, Alen
View Al -~
Cool Guy
8 Teacher
School:| ChelseaElementary School |  Employee Type(s): |Staf | Active[Yes ¥

Staff Register: Chelsea Elementary School
Name (# Schools) Title Phone Pin Active Voice
Messaging  Substitute

Chelsea Elementary School

Teacher

Cobb, Glenn (1) Biology Teachar (610) 606-1561 5566  Yes No Optienal

Eving, Patrick (3] Basketball Commentator (200) 555-5555 4000 Yes Ne Optional

Fillis, Cynthia (&) English (610) 711-0922 5340 Yes No Yas

Fly, Black (1) Teacher 2rd Grade (555) 555-1212 1212 Yes No Yes

Jacket, Yellow (1) Teacher Sth Grade (555) 555-1214 1214  Yes No Yes

Knovles, Bill (1) Sth Grade (253) 652-5878 1541 Yes Ne Optionzl

Position, Open (1) (561) 651-6516 45636 Yas No Optional

Prics, Jeremy (1) STH GRADE SCIENCE (610) 286-4252 7236  Yas No Optional
4th grade (612) 869-3222 5587  Yes No Optienal

williames, Kristi (1) Sth Grade (610) 779-4589 5684  Yes Ne Optional

Administratar

Bee, Honey (1) Administratar (555) 555-1213 1213 Yes No o

Farlay, Mark (1) Racess Bouncer (610) 541-6465 6444  Yes No Optienal

Hindman, Todd (1) Diractor of Technology (770) 651-2387 2387  Yes Ne Yes

Masonry

Adams, Greg (1) Super Guy (123) 456-7890 7888  Yes No Optienal

[rotal Employess: 15
[Total Active Employees: 15

[Total Active Employees requiring a message: 0
[Total Active Employees requiring a Substitute: 14

[Total Itinerant Employees : 3

School:| Chelsea Elementary School v

Having proper voice recordings on file for your employee names and titles is critical to ensure optimal
results from the AESOP System. The voice recording is played to substitutes when AESOP is describing
an avai i so the itute is aware of who they are being requested to substitute for.
These recordings can be made either by the individual employees, o they can be created or modified by
lyou through following the below instructions.

Step 1: Call the automated telephone system at 1-800-942-3767 . When prompted to enter your ID, enter 3119
followed by the & key. Next enter your PIN number followed by the # key. After entering your PIN, AESOP will welcome
you to the Voice-Recording menu.

Step 2: Follow the prompts to record employes names and titles. The ID number that the system will ask you for is the
"Recording ID" found in the left column of the report below.

Recording ID  Employee Name  Employee Title School Number Schools  Recorded
Employee In
475188 Honey Bee Administrator Chelsea Elementary School 1 ()
195361 Glenn Cobb Biology Teacher Chelsea Elementary School 1 no
136156 Mark Farley Recess Bouncer Chelsea Elementary School 1 ]
475187 Black Fly. Teacher 3rd Grade Chelsea Elementary Schoal 1 (]
4246359 Todd Hindmon  Director of Technology Chelsea Elemantary Schoal 1 NG
475189 vellow Jacket Teacher Sth Grade Chelsea Elementary School 1 no
187308 Open Position Chelsea Elementary school 1 no
115403 Greg Adams Super Guy. Chelzea Elementary School 1 ves
300720 Patrick Eving Basketball Commentator  Chelsea Elementary School 3 ves
280728 Cynthia Fillis English Chelsea Elementary School & vES
224835 Bill Knovles Sth Grade Chelsea Elementary School 1 YES
51622 Jeremy Price STH GRADE SCIENCE Chelsea Elementary Schoal 1 YES
51625 Traci Sauvinet  4th grade Chelsea Elementary School 1 YES
59712 Kristi Williams  5th Grade Chelsea Elementary School 1 YES

Aesd .
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Absence Interactive

Absence Interactive  Return to Report Menu

Date Selection

Employee Type(s): Group B

Quick:| Last Month

The Absence Interactive report
allows the administrator to pull
information and statistics from
Aesop for a large date range. This
report also offers a variety of ways
that the data can be grouped, and

ip By:
| [viewan Date(Weekly) v
Technology Staff | Threshold for details
[Leasher 50 items v
Show Absence as percent of day?

also gives the user the ability to
download the detailed data to an
Excel spreadsheet.

Miscellaneous Section

You can Change your PIN, have access to all
User Guides and the Interactive Help feature.

Change Pin

Enter your current Pin then enter the New
Pin and retype it. Make sure you tell
everyone who uses this Pin you have
changed it.

Change your PIN

Current PIN [

New PIN |

Retype PIN |

Apply Changes ” Cancel ]

Need help? PIN Guidelines.

Quick Start User Guides

Documents

Employee Guide

You have the ability to
view/print the QuickStart User
guides and the phone guides.
You also have access to the
Aesop Employee and Substitute
Training Videos.

Substitute Guide
Administrator Guide
Instructor Guide for Training Substitutes

Instructor Guide for Training Employees

NEW AESOP Phone Guides

Employees

Substitutes

Administrators

Return to Homepaage|
Videos

Creating absences for travelling employees
Employee Basic Training Video

Employee Advanced Training Video

Substitute Basic Training Video

Substitute Advanced Training Video

Adobe Flash Player is required to view the training
videos.

@ Flash Player

December 2008
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Absence Approval Process

1. Absence is created by the employee for an absence reason which requires approval
2. IF — there is a HOLD UNTIL APPROVED setting — then the absence WILL NOT be shown to substitutes
until it has been approved.
3. The Administrator who is responsible for approving the absence will get an email
4. Administrator logs in to website — can click to Approve one or more absences
5. Employee can receive an email when the absence has been approved
6. If another Level of Approval has been created the process would continue
ER\e 1 VY TRONILINE
‘ Absence createdJ\ Navigation > Hon::: Modify Absence | Logout Tuesday, November 25 2008
Return to Homepage
Create a new absence
Confirmation#: 29385580 Attachments:
Employee: Jason Herr just 3 test
School: Omega Elementary
‘ Approval Status K Created on: MNov 25 2008 2:58:21 PM
\ Last Update: Mov 25 2008 2:58:21 PM
Status: UnFilled
Substitute Required: Yes
loyee Hours Per Day: 9
- Edit/Delete
‘ Approvers listed
Approval Status: Unapproved
\ Approvals Received: o]
\ Last Approval Action:
Approvers: View List
Approval Cc ts: Show/Hide Comments Upload New Edit
Comments about approval‘ —>
Date Absence Reason Absence Type Start - End
11/26/2008 Professional Full Day 7155 AM-3:15 PM
Wednesday

Notes to substitute:

An absence that needs approval has been created for
Jason Herr (Math).

. . N N Starting: 11/26/2008
Administrator receives an email. p| Mumber of sbsences: 1

REegquires Substitute: YTes

Zlick here to wview this asbsence:
http://wuw.aescponline .. comw/ login. asp?
location=absenceModify.asp?TE=TALEE3Z6TEZ=%Z 6absr id=
29355530

Click here to wiew a list of shsences needing approval:
http://wuw.aescponline .. comw/ login. asp?

location=akb=s Approwvelist.asp?iZeastartdate=3Zcenddate=
11/26/2008%2 6status=0, 5202

Please do not reply to this system generated message. IE
vou need help or have additional guestions, please send
an email to wailto:bendZ5Ejuno.com.

Thank vou for using the substitute assighent SysSten.
Powered by ALAESOP.
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On the Administrator website, click on
“Approve Absences”

Approval Report allows date range, view and
action on all absences that have been entered
for approval

Navigation > Home > Approve Absences | Logout

Approve/Deny Absences

Start Date: [11/25/2008 |2 End pate: [11/25/2008 |2
Unapproved Partially Approved [] Approved [ Denied

of

AN

#
Absence Absence - Approvals
H CONF# Employee Start End At:lsat:nsce Absence Reason Filled Status Received
D 29342704 Herr. Jason 11/25/2008 11/25/2008 1 Professional Ne Unapproved o

School In-service
Closed and In-service

Absence

* Create Absence
¥ Create Vacancy
» Modify

I Absence /Vacancy
» Approve Absences
* Reconcile Absences
» Absence/Vacancy Files

Preference Lists
¥ preferred Substitutes

Reports
* Daily Report
* Unfilled Report
* Day of Week Absence
.Analgsis
L

Tuesday, November 25 200:8|
Return to Homepage

absence is deleted but is still visible for review.

Check the box 6n the left and click “Approve” or “Dény” - when an absence is Denied — the

NACSY

Navigation > Home > Approve Absences | Logout

Unapproved Partially Approved

Absence
Start

Multiple
absences can
be approved or
denied in this
report as well. —_|

H CONF# Employee

20342704 Herr, Jason  11/25/2008

] 29385580 Herr, Jason 11/26/2008

Absence

11/25/2008 1

11/26/2008 1

e —

FRONTLINE

PLACEMENT *TECHNOLOGIES

Tuesday, November 25 2003
Return to Homepage

Approve/Deny Absences

Start Date: 11252008 |2 gnd pate: [11/30/2008 |2

Approved Denied

Approvals

Received

# of
End At:jsence Absence Reason Filled Status
a

ys

Prao onal Ne Unapproved

o]
0

Professional No Unapproved
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*Indicates functions that might not
be used by your school

Aes

!

P

22

for education




The Web Navigator can
check the status of
Approvals.

They can also approve the
absences if they have the
permission.

Click Reports

Absence

Absence Approval
—Status

Reports Extract | Import
Absence

Employees

Substitutes

Letters

-.of Fecording Instructions

Custom Reports

Report Writer

Letter Writer (beta)

ben825@junoc.com

Super User

=y v ¢ Page -

O Toals -

Help
Daily Report
Absence Approval Status
Absence Reconciliation
Absentee
Unfilled
Absence Summary
Advance Hotice
Call History
Day of Week Absence Analysis

Abzence Reazon Percentages

Absence Reazon by School

Absence Interactive

hnt to us as it is to you. One of the
to make it easier for your

Substitute Sign in

The Web Navigator is able to view the Status on all of the Approvals.

Absence Approval Status

View All
Bereavement
Family Sick
Personal
Professional
Absence Reason(s): | Sick

Start Date: [11/24/2008 @I End Date: |11/26/2008 @I School(s):

Absence

11/25/2008
11/25/2008

CONF# Employee Start
29342515 Gons. Jordan
29342704 Herr, Jason

Statuses: Unapproved Approved Denied

Eeturn to Report Menu
View All ~ Wiew All ~
BENs School District Abbott, Michael
BENs District Elementary Schools Andel, Bethany
Bear Allston Elementary *|| Employee: |Anderson, Melissa v
B e Abt:lrce Absence Reasons Substitute Status s s RpEal
End fee Approver Action
11/25/2008 1 Professional Unapproved
11/25/2008 1 Frofessional Unapproved
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The Employee side of Approvals

Employee Creates an Absence that needs Approval —

The Administrator Approves or Denies the Absence

Employee can check the Status of the absence at their website

Good afternoon, Jason Herr

Employee can get an email
when the absence is

approved — even when itis— |
Partially Approved.

[]
Posted:12/2,/2008
MNotice: The system will be unavailable due to scheduled maintenance this Saturday
Wﬂg, December &6th, from 5:00 a.m. until 10:00 a.m. EST. Thank you!
3
Currently Scheduled Absences for the next 14 days
4 Date §chool Absence Reason Start Time End Time  Duration
STATUS: UnFilledN\QONF= 29492700 |, Starting: 12/2/2008
—— |12/2/2008 Omegs Elemeantary Professional 7:55 AM 2:15 PM Full Day
b STATUS: UnFilled CONFXZ29553442 , Starting: 12/5/2008
i2/5/2008 Professional 7:55 AM 3:15 PM Full Day
CONE# Absence Absence A#:r::ce Status Last Last Approval
Start End da Approver  Action
[S 29492706 12/03/2008 12/03/2008 1 Czrtizlly Approved Bill Approver Dec 2 2008 2:11:26 PM
29553442 12/05/2008 12/05/2008 1 Unzppraoved
This email is to notify wyou that the absence
Confirmation #29492706 h Partially Approved by
Eil .
I

December 2008
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The following are the details of the job:

EE R R R TR TR

Joh Summary
FEXEXELTLTRELY

Starting on

School

Title

Teacher

Substitute
Confirmation No.
needs a substitute.

FEREERATREN

Joh Days

FTEETHTTHLN

Zchool / Reason
From To

1z/03/2008

Cmega Elementary

Hath

Herr, Jason

not assigned yet

29492706 Thiz shsence

Crmega Elementary
7:55LM  3:15PM
Reason:

Professional

12/03/08

Aesdp
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An individual Absence, needing Approval, will also contain the “Log” of the process.

Click

Approval Log | ~|Last Update:
Status:

Reconciled:

Day:

Approval Status:

Approvers:

Last Approval Action:

Approval Comments:

29342704
Jason Herr &4

Omeqga Elementary
MNov 24 2008 2:49:58 PM
Mov 25 2008 3:26:14 PM
UnFilled

No (ecsn ]

Substitute Required: Yes
Employee Hours Per

9

[ Assignsub ][ EdiDelete

Approved

Approvals Received: 2

MNov 25 2008 3:26:14 PM (Assistant
Superintendent)

View List

Show/Hide Comments

[ESOD EQQE LTasses  Local USel GIoups Z00Y Watonar USer Groupt

List AbsenDEl I'-.-mdifyl Absence Log | Approval La-gl Call Hist:}ryl Available Su bstitutEsI Appm\:elsl Attschmemsl

Attachments:
just a test

Upload New Ed

Date Absence Reason Absence Type Start - End
11/25/2008 Professional Full Day 7:55 AM-3:15 PM
Tuesday
Enter a Confirmation Number: 29342704
Absence Approval Log Entries for Confirmation # 20342704
Description Who Where Date Status
tpoproval Emazils sent to 1 recipients Lutomated 11/24/2008 tpproval Email
(ben825@juno.com) Process 2:45:55 PM Sent
toproved Absence Reguest (1) Lpprover,  |Campus User 11/25/2008 Approved
Eill Weab Z:18:44 FM
toproval Emails sent to 1 recipisnts A Lutomated ii/25/2008 Lpproval Email
Process =:1g8:44 PM Sent

/ (bbollenbach@gmail.cam])

| Shows Approval emails sent

December 2008
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Once the absence is approved or denied by the next approver — that status appears to the employee in

their webpage and email.

Motice:| The system will be unavailable due to scheduled maintenance this Saturday
morning, December &th, from 5:00 a.m. until 10:00 a.m. EST. Thank you!

PLACEMEMNT * TECHNOLOGIES

Tuesday, December 2 2008

Schoal

Currently Scheduled Absences for the next 14 days

Absance Reason
STATUS: UnFilled CONF= 29492705 |, Starting: 12/3/2008

Start Time

End Tima

Duration

29553442 12/05/2008 12/05/2008

1 Denied

I |12/3/2pos Omega Elementary Professicnal 7:55 AM 3:15 PM Full Day
Status of Future Absences that Require Approval
# of
CONF# Absence  Absence Absence Status Last Lasi_: Approval
Start End davs Approver Action
29452706 12/03/2008 12/03/2008 1 Approved A tant Dec 2 2008 2:21:18
Superintendent =]

Eill Approver

Dec 2 2008 2:28:00
PM

Superintendent.

EEEEETRTERETELS

Job Suntsry
i i o o

Thiz email i=s to notify you that the absSence
Confirmation #29492706 has heen Approved by Assistant

The following are the details of the job:

Starting on 1270372008
Sochool Umega Elementary
Title Hath
Teacher Herr, Jason
Substitute not assigned yet
Confirmation MNo. 29492706 This ahsence
nesds a substitute.

FEEEEETENSY

Jokb Days

FEEEFEEELL
School / Reason Date
From To

Cmeca Elementary 12/03/08
7:55AM 3S:15PH

Reason: Professional
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Aes

Johb

Star
Scho
Titl
Teac
Suks

TEEE

Jaob
TEEE

7:55

b o o o o

Summary

o i e e

ting on
al

e

her
titute

Confirmation No.
needs a substitute.

FTEELEEN

Days
FTEEEFEN

Thi=s email is to ;;::;;\aﬁbthat the akbsence

Confirmation #29553442 has been Denied by Bill Approver.

The following are the details of the job:

12/05/2008
Umega Elementary
Math

Herr, Jason

not assigned yet
29553442

School / Reason
From Tao

tmega Elementary

AM 3:15PH

Reason:

Professional

This absence

1z/05/08

2.
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