Aesop QuickStart Guide for

Employees

This guide will show you how to:

. Log on to the Aesop system

. Enter your absence

. Change your absence

. Add additional days to an absence

. Attach a file to an absence*

. Remove your absence *

. Assign a substitute to your absence *
. View your schedule

. View Substitute Phone Numbers*

. Manage your preference list *

. Change your PIN/Profile

. Instructions for Itinerant Employees*

January 2007 A 2
* Indicates functions that might not be used by your school eSUP 1
for education



Employee QuickStart User Guide

Log on to Aesop

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

Enter your ID and Pin numbers from your
personalized Welcome Letter you received from
the district.

RO B

Cheisea Elementary School \&‘};.P

the right people
in the right place
at the right time

Your school depands o having [he most oy W day of
the year, which i3 why Frontiing Plscement Techneiogies ploneered e first caling solution for
1“::: tour ASENCE Iracking and Subsiiute pacerment

Welcome Letter

Aesop Login Page

Home Page

Navigatien > Home | Logout Friday, February 17 2004/

Good morning, Greg Adams

Interactive Calendar

Message Section

= for the next 14 days
Absence Reason  Start Time  End Time

Interactive Calendar

Currently Scheduled

+ 2/24/2006, Substitule: Mastin, Billy

= - 4 Profeszional Day 7:00 AM 4:00 W Full Day Absence Sectlon
Sthaol Clased Day
i Substitute Neaded - .::,_._ :.:d__" eI i Last Approval .
o duvs Apprever Rees Absences requiring
= e — Mo records found | %
b e approvals
Fuylanoes : Provide: Teedback for he past 14 days of Absences
» Abzence Aporoval Start Time End Time Curation
Acti M . ”Sjsﬂlu P 7000 AM  &:00 P8 Full Day
ction Menu e
» Chanae persona Absence feedback*
Informaltion Start Tima  End Time  Duration
7100 AM 4100 PM Full Day

Contact Information

estions about the rules or setup

67 or email: support®

of the system contact School Secre|
m.

Change Personal
Informaltion

Personal Information

Home Page

for education
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Employee QuickStart User Guide

Messages

Any messages from the district office will appear in the
Messages section.

Currently Scheduled Absences

Aesop will show you absences up to 14 days in the
future. Aesop will also show you the name of the
substitute who has accepted your job.

Absences Requiring Approval*

Review the Status of your approved absence request.
Unapproved — have yet to be reviewed

Approved — approver has approved your request
Denied — approver has denied your request

Absence Feedback™

Click Enter feedback on the substitute link to write a
review regarding the substitute’s performance.

Click Review feedback on this absence link to review
the substitute’s assessment of you.

Contact Info

If you have any questions regarding Aesop please
contact this individual.

January 2007
* Indicates functions that might not be used by your school

g
Posted:2/17 /2006

ber an In-Service Day is scheduled for 2/21/2006. Thank you.

Currently Scheduled Absences for the next 14 days

Date School Absence Reason  StartTime End Time Duration
STATUS: UnFilled COnNF= 86709874 |, Starting: 2/18/2006

2/18/2006 Chelsea Elementary Schoal Sick 7:00 AM  4:00 PM  Full Day

STATUS: Filled CONF= BG79873 | Starting: 2/24/2006, Substitute: Martin, Billy

2/24/2006 Professionzl Day  7:p0 AM  4:00 PM  Full Day

STATUS: UnFilled CONF# 8679875 |, Starting: 3/1/2006 [

3/1/2006 Personsl 7:Io AM__ 4:00 PM__ Full Day

Name of substitute

# of

XD Absence Absence P i Last Last Approval
tart End a4 e Approver  Action
ays
8579874  02/18/2006  02/18/2006 1 Unapproved
8675875 03/01/2006  03/01/2006 1 Unapproved

Provide feedback for the past 14 days of Absences

Date Schoaol Absence Reason  Start Time End Time Duration
[STATUS: UnFilled CONF= B579837 | Starting: 2/13/2008
2/13/2006 Chelsea Elementary School Perscnal 7:00 AM  4:00 PM  Full Day

Feedback: Enter feedback on this substitute

Date School Absence Reason  StartTime End Time Duration
STATUS: UnFilled CONF# 8679837 | Starting: 2/13/2006

2/13/2006 Chelsea Elementary School Perzonal 7:00 AM 4:00 PM Full Day
Feedback: Review feedback on this sbsance

1If you have questions about the rules or setup of the system contact School Secretary at
(800) 942-3767 or email: support@aesoponline.com.

for education
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Interactive Calendar Interactive Calendar

February 2006
Aesop will display three types of days: Sun|Mon|Tue/Wed|Thu| Fri |Sat
Zzalzo 21 (1 [2 = M
Closed — you cannot create an absence on this Bl (7 |2 |o
date = (s 58

No Substitute Needed — if you normally need a -0 (21 22 [23
sub Aesop will not find one on this date. ;

. 7 2
Absence — you have created an absence on this
date School Closed Day

Mo Substitute Needed

- Absence

1. Create An Absence

Screen One e P —— _
1. Enter Start Date O Gehagls Cash Sentor tigh Sehsal
2. Enter End Date v Daa ERDIG]AlsGH Henton Ty StbsincAbsence Type
o
3. Day(s) of Week (see below) oo B[z ] [pelectan Absence Reason ¥ES  [FuiDay  ¥]
4. Choose Absence Reason Type & B 5] Srtnogam ):[o0 ]
. . . . Cre f the nding -
5. Choose if a substitute is required Rt Seina [apm ) fo0 |
6. Specify Start and End times for the
absence (if available)
== ] 7. Click the Next button Absence Creation Screen One
\ 4 A 4 A 4
Start Date End Date Start Date End Date Start Date End Date
272006 [ (270006 [FH 22006 [B[Anze00s | (2772006 [FHl[3/1772006 [
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
O M M M M M O O M M M M M O OO F OOO O
Create absences on these days of the Create absences on these days of the Create absences on these days of the
week within the date range specified waek within the date range specifiad week within the date range specified
abowve above above
Single Day Absence. Enter Long Term Absence. Enter Recurring Absence. Enter the
the Start & End dates; you can the Start & End dates and leave Start & End dates and click the
disregard the Days of Week all days checked. Day(s) of Week boxes.
boxes.

Example above: every Tuesday
for the next six weeks.

for education
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Modify Absence
Creating an Absence: Beagle , Glenn

screen Two

e e belete O Verify all information
1z et SickDay ] [FuiDsy ] O @® Enter notes for subs (if desired) into the
o Strtngat  Endingat Notes to substitute box
= e EE T © Enter notes that only the administrator will see in

Notes ot tl_we Notes to administrator box
T E Hsceste an e i O Finalize absence

2] i e s Pyt s 1. Save — Aesop will find a substitute

- _ _ 2. Save & Assign* — you will assign a

g w——— Sub with whom you have pre-arranged

e the absence.

(4)

Single Day Absence

Craating an Absence: Employes, Test
School: Cash Senlor High School

Hokd until: Mo Hold -

Date Absence Reason Absence Type Delete
4apo0s ) Sick v Full Day =
Sxarting at Ending at

BAM ¥ : 00 4PM > : 00

Dudget Code: - nane selacied - Pay Code: | - none salected -
442006 o) Sick v Full Day o
Tuasday

Starting at [Ending at

saM wgf00 | [4Pm =:lo0
Budget Code: — none selected - v Pay Code: -~ none selacted v
aEems 8 Sick - Ful Day =

Starting at Ending at
BAM ™ ;00 4PM ™/ : 00

Budget Code: - none selected - % Pay Code: |~ none selected L

I [oeana =] =]
Creating an Absence: Emploves, Tast
Schoal: Cash Senler High School
Hold Until: Mo Hokd -
[Eeve][ S dioins |[Core
Dale Absence Reason Absence Type Delele
. | Sick v FulDay v -
D f W k Tulsasy -
ay o ee I Sharting at Ending at
dISpIayed saM #|:[oo | [+Pm %;[o0
Budget Code: -~ nons selecled - = Pay Code: |~ none selecled -
- | Sick v FulDay ™
Tossdar
Srarting at Ending at
BAM p|a(00 | 4PM v 2[00
Budget Code: | ~ none selecied = Pay Code: - noni sebiclid - -
anaeoos 3 Sick - Ful Day |+
Srarting at Ending at
sAM ~|:[o0 | [4Pm & ;|00
Budget Code: —none selecied - & Pay Code: |- none selected - ~

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

MOTE: 1t Is your responsibility to communicate with the substitute of your cholce to ensure that th

automatically.

Adams, Allen

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

2. Assign a Sub to an Absence*

Find the substitute you wish to assign and click the

ey are willing to H i
nccept the Assignment before you assign them to cover the absence. AESOP will not notify the substitute Ass'gn ||nk

Please type the first few lotters or chaose a link from the It below. =) It is your responsibility to contact the substitute because

Aesop will not!

aschers, Sherr
Brooks, Diane

Busld, Nathan

Clark, Dick

Coolie, Mary (610) 331-1996
Crilley, James {484) B08-2047
Doe, lames (610) 331-1996
Dozer, John (610) 452-9596

Assigning sub to absence

January 2007
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Employee QuickStart User Guide

3. Confirmation Number

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

Aesop will display the Day of Week.

4. Attach a file*

You can attach a file to the absence for the substitute
to review. You can attach a Word document or a
PDF file.

LislAhsa'vnEl Modify | Absenos Log | Call History | Avsilable Susstitutes | Approvers| I
Modify Absence Create a new absence | Create another absence for this employee

Confirmation#: 208899

Employegs Test Emplovee

3 Cash Senior High School

Created on: Feb 7 2006 5:33:25 PM

Last Update: Feb 7 2006 5:33:25 PM

Status: Filled

Reconciled: No

Substitute Required: Yes

Fulfilled by: Test Sub_ (nR)

Feedback: Enter Feedback on Substitute Assignment

Enter Feedback on Substitute
Date Absence Reason Absence Type Start - End
04/04/2006 Sick Full Day 8:00 AM-4:00 PM
uesday

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 Coede: -- none Selected -
04/18/2006 Sick Full Day 8:00 AM-4:00 PM
ToeTaay
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

Click the Upload New link.

In the Upload Files dialog box select the File using
the Browse feature and then assign a Description.

Click the Upload button to load the file.

January 2007
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Conflrmations: 10696308 Attachments:
Lammy Griffin

School: Eldredge Elementary Schouol
Created on: Jun 13 2006 8:12:26 PM
Last Update: Jun 13 2006 B:12:27 PM
Status: UnFilled

iled No [ Reconcie

[sgn it
Approval Status: unagprovid
Last Approval Action:
Appravers: »
Comments: Sho : Comments Upload New Edit

Al

Appreve | [ DenyALL

Abrsence Type:
Full Dy

Start - Fnd
B:15 AM-4:30 PM

nee Reason

http://staging.aesoponline.com/upload.asp?ot-=... D =]

C—
oo |

Upload Files

|[ Browse...

More
Files must be .doc, or .pdf and less than 200KB.
»gl Done 4 Internet
Upload Files dialog box
6
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File has been successfully saved

The attachment will be displayed in the

Attachments section.

Absence Reason Balances™

View your current balances. Aesop deducts from
your balance when the absence date arrives.
(Future absences are not deducted until the
absence date arrives.)

View My Schedule

View the current week

3-month view

To remove a job click the trash can* m

View all jobs created in
the current month

January 2007
* Indicates functions that might not be used by your school

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

Confirmation#: 10696308 Attachments:

Employee: Tammy Griffin Lesson 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

iled: R e

Substitute Required: Yes

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
Jwednesday
[Notes:

Absence Reason
Bad Hair Day
Bereavement
Golf Day

Iliness

Leave of Absence
Personal

Absence Reason Balances
Your Absence Reason Day balances are as follows:

Current Balance
0

0

-7

11:25

Go to Current Week

Week View from 2/13/20006 - 2/17 /2000

Change Date

. - v
Create an Absence L 2L
Monday, Feb | Tuesday, Feb [Wednesday, | Thursday, Feb |Friday, Feb 17
13 14 Feb 15 16
700 - school In- school In- school Closed |School In-
k P . service
| _ March 2000
5un Man| Tue|Wed|Thu| Fi | sat
26 |27 |28 2 |3
& 7 [8 |3
s 16
20 [21 22 |23 |
7 128 (29 (30 (31 1
|Man|Tue|Wed| Thu| Fri | Sat |
cChangs Car art and Latast (nd Timar  Srintabl o
Currently Scheduled Absences for the selected month
Datw Schoul e Reason  Starl Tune  Erd T Duration
ATUS: UnFilled CONFr BGTO837 . Starting: 2/13/2006
2/13/2006 Chalses Elementary School  Parsenal T:00 AM  4:00 BM  Full Day
ATUS: UnFilled CONFr BG/OE/4 . Stanting) 2/18/2006
Bick TIODAM 4100 PM  Full Cay
STATUS: Fillad CONe BETORTI | Seaming: 2/24/2006, Substituta: Martin, Billy
2r24/2006 Professional Day 7100 AM 4100 PM _ Full Day
STATUS: UnFillad COnFe BETOATS | Staming: 2/1/2006
ari/a008 Parsanal Fi00AM 4100 PM_ Full Cay

Aesdp
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Absence Approval Status*

Use the date range and review the Status of all your
absences that requires approval.

Absence Approvers*

Aesop displays your absence approvers.

Absence Files*

You can attach generic notes regarding your
classroom that will automatically be attached to every
absence created.

Create a Snack schedule, recess schedule, or a daily
work schedule for your classroom.

To attach a specific day’s Lesson Plans you
should see the Attach a File* section.

Use the Upload Files dialog to attach your document.
Enter Active From and To dates and Aesop will
attached this document to every absence created
during that time frame.

Once saved you can:
» change the Description,
» change the From or To dates, or
o deleteit

January 2007
* Indicates functions that might not be used by your school

Absences Nesding Approval

Approved [<] Denled
Subtet

Absence Absence
S End

tart

Start Date: | 2/17/2006 = End Date: 2/20/2006 £l Statuses: Unapproved

Last Last Approval
Approver Action

Users allowed to Approve for your Absences

Name
Joe Paschall ®

Receives Email Notifications

Darren Waterbury &

Secondary Vendor

Test CampusUser &

Bob Isaman &

Chelsea Elementary School Administrator &

James Crilley

Jeffrey Fritz B

James Crilley &

Upload New Files

No records found. Upload New Files

AbsenceNacancy Files

[IShow Inactive Files

File Description Active From Active To

2 http://staging.aesoponline.com/upload.asp?ot-... E]|§|@

Files

%] Dane

_?C.\Dccumems and Seml
fLessuﬂ Plans

Upload Files

must be .dec, or .pdf and less than 200KE.

@ Internet

Upload Files dialog box

Upload New Files

Description
! Todavs Lesson Plans.doc

[Ishow Inactive Files

Active From Active To

Aesdp
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Change PIN
You can change your Pin number at any time.

Current PIN _.

New PIN |

Retype PIN |

Apply Changes ” Cancel ]

Need help? PIN Guidelines.

Change Personal Information*

Internal ID 115403
School(s) Chelsea Elementary School

You can change all or part of your personal First Hame Grea

information. You may need to contact your district Last Name Adams

regarding any changes so please review all district pr.T;:E flu;;rfsug_mu

pO|iCieS. E-Mail greg.adams@comcast.net
Room # 12

Start Time 7:00 AM

1st Half End Time 2:30 AM
2nd Half Start Time 2:32 AM
End Time 4:00 PM

Address 1
Address 2
City
State/Province
Zip
Edit Infa
Absence History
View all absences from the past 366 days and 90 Absence History for he last 38 days and the next 80 days.
days into the future. If you need a bigger time from Substitute Name _ Start Date status
please refer to View My Schedule. E— T Y T T
03/ 16/ 2000 B 7 1 Main Street Elementary School Canceled
adams, Alleny 03/14/2006 & 1 Main Street Elementary School Filled

for education
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Substitute Phone List™*

Aesop will provide you with a list of available and Substitute Phone List
qualified substitutes. Contact the substitute before

X . B Please type the first few letters. ’7
entering the absence, confirm they accept the job

and then immediately assign them to the absence.
Abrams, Chloe (918) 353-2630
Ascher, Sherri (610) 724-0207
Rogers, Buck (515) 616-5156

Preferred Substitutes™

Create a list of preferred substitutes who Aesop
will contact first when you create an absence.

To add a new substitute:

1. Click the Add New Substitutes link I— [ Lyt
aBCDEFGHI 2. Clickonthe alphabet letter representing the desired Oview &t
substitute’s last name (or enter substitute’s last name B S
into the “Search” box and click the Search button)
3. Click the “On List” box to select the substitute EETTTE

4. Select either Exclude* or Include

5. Enter days and hours if you wish to override the default Rl iy e
visibility

6. Click the Apply Changes button to save?!
7. Repeat Steps 2-6 for additional substitutes
8. Click the View Current Substitutes link to view your list

0

Knight, Brad

Hamemer, Kent

Berg, 3m

Boamer, Bab

2| |E|E(@E

Boane, Sandy

[ ety hanges | [ Cancel

1If you do not wish to save the changes click the Cancel
button.

QuickStart User Guide

Web Guide (Revised January 2006)

Phone Guide (Revised January 2006)

Print out your Web Guide and the Phone Guide.

Adobe Acrobat reader is required to view the manual.

AR

for education
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Creating an absence for an Itinerant Employee*

If you are an employee who works at more than one location, you will be able to enter your absences on

the Aesop website with just a few easy steps

Thursday: East Elementary
North High School
Main Street Elementary
Friday: East Elementary

Olson Elementary

. Consider the schedule below.

07:30 a.m. to 09:15 a.m.
09:45 a.m. to 11:45 a.m.
12:15 p.m. to 03:00 p.m.

07:00 a.m.to 11:15 a.m.
11:45 a.m. to 03:00 p.m.

Let's say you want to create an absence for both days. How would you go about doing this?

1. Start & End Dates

Enter the Start and
End dates; make sure

2. Schools
While holding down the
Ctrl key click all the

3. Absence Reason

Type

Select the correct

reason for the absence
|

4. Substitute Required
Yes or No

/

dreating an Absence: Dollzntach, Jyikam

Absence Repson

Substitu
Type

sence Type

5. Absence Type
You can leave at
Full Day

A MamMatibcion ¥ Ye€ | [FulDay =

Starting 5 3. [%
s 7AM |~ (30

Ending [3pm_ [0

the Days of Week are schools

selected \
Choom an Emstores | Exser Assance informasan |
Es\a‘r.t Dute i End Date School

E 2 6 i S.el.ec“a. c.,h:v.ol
Itinerate Employee
Absence Creation Screen
One
January 2007

* Indicates functions that might not be used by your school

exts | [ Cancel |
]
1

6. Click Next

Aesdp

for education
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Enter the absence information according to the schedule

Choose an Empluyeel Enter Absence Information I
Creating an Absence: Bollenbach, William
Create Absence
—ysiart Date End Date School Absence Reason Subslitute Absence Tvpe
: _ Type ‘Required _
(292006 [E¢[2710/2006  [Fi| EastElementary School v || Sick v |YES Custom v
T.Hur.sda',l Fl-'.i.da',l
Sun Mon Tue Wed Thu Fri Sat Star‘ting'?AM = ..30
O Ll at: . :
Create absences on these days of the Ending T
week within the date range specified at: 9AM »|:|15
(2192006 [ (2/09/2006  [3H]| North High School ~ || Sick B =5 Custom v
"I'I"lursd‘a',r "I'I"lursd-a',r
Sun Mon Tue Wed Thu Fri Sat Starting 5 oo .
O O Starting[g am ] - [45
Create absences on these days of the Ending T
weelk within the date range specified S 11 AM | - |45
above c =
(21912006 [E[2/09/2006  [Eh|| Main Street Elementary School v || Sick 8 =S Custom v
T.I;ur.sda',l Ti;ursda',l
Sun Mon Tue Wed Thu Fri Sat e =
O Fl gE:artmg 12PM ¥ ;|15
Create absences on these days of the Ending i
week within the date range specified z 3PM »|-|00
above 3 at: L= =i
| 2/10/2006 .<|52ﬂu;zuns Olson Elementary School v | sick v |YES Custom ~
l.:rida',r I;rida',r
Sun Mon Tue Wed Thu Fri Sat Starting[—- o
O ] at: NaMgl: 4
Create absences on these days of the Ending S
week within the date range specified Sis 3IPM ) - EUU‘l
above 2 =
I

Itinerant Employee Absence Creation Screen Two

Review all absence information before continuing

Please change the Date Range, School, Absence Reason, Start and End times for
each line entry.

Y
: Type 'Required ;

| 2/9/2006 5‘|52I‘ID,‘EDDE 5@*|_EastElementawSchool “ || Sick w | YES Custom S
'I.'i'lur-s-da',l ";I-'ida",l

Sun Mon Tue Wed Thu Fri Sat Starting| I

O O : [7AM v]-|30
Create absences on these days of the Ending E—
weeak within the date range specified - 3AM w|-15
above 5 ! 3

You will notice we entered both 2/9 and 2/10 in the date range because the itinerant employee goes to East Elementary
School on both days. At this point enter 2/9’s Start and End times — you will have an opportunity to adjusts 2/10’s start
and end times later.

Once finished click Next. | Mext =

for education
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Verification Screen : ] ] e ]

Craating an Absence: Bcllenbach, William

Aesop gives you one last chance to change any Hold k| S P =
absence information ’ Absence Reason ;\h'ﬂ‘ﬂf'r Ealrs;lugoﬁ i
@ EastElamontary Schoo v [sick v [Custom v 0
Starting at Ending at

TAM & ;|30 JAM & : 15

Marth High Schael - Sick » || Cusiom e 0
Starting at Ending at
SAM ¥ - 45 TTAM & - 45
Rusdget Code:
- nane selecied - ]
292008 [B | Main Svel Elementary School ¥ Sick * | Custom - o
Starting at Ending at
12PM = - |15 IPM ¥ : |00
Budget Code:
none selecled -
202006 (B4 | EastElomentary Schoo w Sick w || Custom - 0
ey
. . Starting at Ending at
Notice we changed the Start and End time for A aloo | [ vl
2/10’s absence at this point. 5
Otson Elementary Schoal = Sick » | Cusiom - 0o
Starting at Ending at
TTAM & : |45 3IPM ¥ ;|00
Rudget Code:
= nane selecied - b

NORES: (Maximum Length is 338 charactars.)

School Default Information

ot used for multi-location Emp s,

You can now enter your Notes.

Click Save. —

Itinerate Employee Absence Creation Verification

Screen

List i : Moty | Log | Call Histery | Availatle Substitutes | Agpravers |

Modify Absence Create a new absence | Create another absence for this emplovee
Confirmation#: 8679821

I William Bollenbach

Created on: Feb 8 2006 1:33:41 PM
Last Update: Feb 8 2006 1:33:42 PM
Status: UnFilled

Reconciled: No

Substitute Required: Yes

Aesop will now update the Daily Report, your Absence
History, and your calendar.

Approval Status: Unapproved
Last Approval Action:
Approvers: View List

The sub will see all the school locations associated with Aoproval € MR
this job.

Date School Absence Reason Absence Type Start - End
02/09/2006 East Elementary School Sick Custom 7:30 AM-9:15 AM
Thursday

02/09/2006 North High School Sick Custom 9:45 AM-11:45 AM
02/09/2006 Main Street Elementary School  Sick Custom 12:15 PM-3:00 PM
Thursday

02/10/2006 East Elementary School Sick Custom 7:00 AM-11:15 AM
Friday

02/10/2006 Olson Elementary School Sick Custom 11:45 AM-3:00 PM
Friday

Notes:

Modify Absence Screen

for education
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When creating an absence on the phone, you can follow the instructions in the AESOP Phone Guide for
Employees, with a couple exceptions, noted below.

* When creating an absence on the phone, AESOP will prompt you to “enter the number of days.”
Think of “days” as “Absence Instances” (as defined on the previous two pages).

« 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.

1. Call AESOP at 800-942-3767 and login.

2. Press 1to create an absence. AESOP will tell me that it knows | can work at multiple locations.
3. Select the location of the first Absence Instance.

4. Press 1 for today.

5. AESOP asks for the number of days, but enter the number of Absence Instances instead. For this
example, enter 2.

6. Enter the times as needed for this first Absence Instance.

7. Select the reason for this first Absence Instance. (Remember, each row can be different if
necessary, as seen on the previous page.)

8. Press 1 to confirm this Absence Instance.

9. Select the location of the second Absence Instance.

10. Press 1 for today.

11. Enter the times as needed for this second Absence Instance

12. Select the reason for this second Absence Instance.

13. Press 1 to confirm and save the absence information.

14. Depending on your profile settings, you may get 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/or 2.) assign a
substitute if you've already pre-arranged this absence with a substitute (see page 6).

January 2007 A 2.
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