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Interactive Good morning, Caitlin Malloy
Calendar

Log on to AESOP: http://Aesoponline.com
Enter your ID and Pin number that was provided by the Chester County Intermediate Unit:
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Entering an Absence:
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Creating an Absence: Molloy, Caitlin
Create Absence
Start Date End Date Absence Reason Type Substitute Absence Type
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Wednesday, July 30 2008
Return to Homepage
Creating an Absence: Malloy, Caitlin
Save | Cancel
Absence Reason Absence Type Delete
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Notes to substitute: School Default Information
[Maximum length is 236 characters.) Default Start Time: 8:30 AM
=] Default End Time: 4:00 PM
Hours in a full day: 7.5 hours
Minimum Absence length: 1 hours
Maximum Absence length: 10 hours
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Enter the start and
end date of the
absence, select an
absence reason,
select whether the
absence needs a
substitute and enter
start/end time.

Employees now
have the ability to
put in recurring
absences by entering
the date range and
selecting the days of
the week when the
absence will occur.

Notes/Instructions
can be left by the
teacher for the
substitute. Once
the sub has
accepted the
position they will
be able to review
the instructions.

Employees can
also leave notes for
their supervisor/
administrator
regarding their
absence.



Attaching a document
f-;

to an absence:
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Navigation > Home > Modify Absence | Logout
Confirmation#: 25613110 Attachments:
Employee: Caitlin Molloy
School: 1U Education Services Center
Created on: Jul 30 2008 10:54:08 AM
Last Update: Jul 30 2008 10:54:06 AM
Status: UnFilled
Substitute Required: Yes
Employee Hours Per Day: 7.5
] Upload New Edit
Date Absence Reason Absence Type Start - End
07/31/2008 Sick Full Day 6:30 AM-2:30 PM
Thursday
b 3 &
Notes to substitute: Click Upload New’ to
Please attached lesson plan.
attach a document for the
Notes to administrator (not viewable by Substitute): :
Wil raturn on 8/1. sub to review
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Teachers can now
upload files to their
absence. Word and
PDF documents can
be attached for a
substitute to review.

These documents
can be lesson plans
so the substitute can
prepare for their
assignment, a special
note about
construction or
parking, etc.



