Aesop QuickStart Guide for

Employees

This guide will show you how to:

-Log on to the Aesop system
-Navigate your Aesop home page
-Create an absence online
-Attach a file to an absence*
-Manage your schedule
-Cancel an absence *
-Manage your personal information*
-Track your absence history
-Select your preferred substitutes*
-Create an absence as an

itinerant employee*
-Create an absence over the phone

-Access user guides and training videos

*Indicates functions that might

not be used by your school p
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Employee QuickStart User Guide

Using Aesop Successfully

Create absences online or on the phone

Aesop offers both phone and Welby services, so that you can create an absence anytime, anywheare.
Online absences can be created as far as one year in advance. As soon as you register an absence,
Aesop starts finding a qualified, available substitute for you.

Manage your schedule

With Aesop you can track how many absences you have taken and see absences you have already
scheduled in the future. You can also track the types of absences you have on record, such as personat
or professional development day. Aesop offers an easy way to store all your absence informaticn in one
place.

Leave notes and attachments for the substitute

By writing notes or attaching documents to your absence, you can assure that your substitute is prepared
to handle your duties during your absence. Aesop lets both the district and the employee leave notes, as
well as attach Word documents and PDF's to the absence.

*Indicates functions that might

not be used by your school ‘
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Employee QuickStart User Guide

Online Services

Log on to Aesop

in your Internet browser address bar enter
www.aesoponline.com and click the Go button.

welcome letter you received from th

Enter your ID and PIN from the personalized

e district.

Chetwes Elementary School Aesip
:w_--...-.-_-'y-a-.-q
fap Jube Cox Lre L
mnhl
\ —'"’”"""*"':"";'.51 om. hw— Stinn
Aesop Login Page Personalized Welcome Letter
o B Absence feedback*
Home Page Cood omina, Brad fanc ;
el 2 posied:z2/23/2003 [Message Section
. 12 s Have a Merry Christmas and a Happy New Yearl &
Interactive Calendar {
' Currently
I Scheduled Absence
¥ Ccomts fn Alhseuse ABBEHRES requiring
:mum approvals*
* ARSEIvOE ADDFOVRES
+Leave Feodbach
Action Menu Ficesdilider R : Contact Information
> Chuiae Bla el
»Chaage Personal 3
Information
> AbSafioR HISIory
Substitte Fhone List
L * Efsitirad S,
Usar Culdes
 Bace T oaliaa v
Vidaos and Guides v dimaced Lsinina Yiden
* Faverite Five Featurs Video
[Emall;
Personal Lot it
Information :

*Indicates functions that might

Darscnal inforrmaben

not be used by your school
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Employee QuickStart User Guide

Manage Absences Online

Create an absence

1. Select the Create an Absence
tab on the left

Manday

2. Enter the Start and End Dates

Szn Mon

Tue Wed Thu Fri

Creabing an AbSeloe: Francs, orag

Ahsence Reason Type

foEnoRaio b
Manday

Sat

SuhshtuteAhsau:e Type

|5a|ec|amnssrmnaasonﬁm [Fwpey 4

(see below) s st s s sk i R o
3. Choose the day(s) of the week
4, Choose the Absence Reason
Type
Screen One
5. Select if a substitute is required
6. Specify the Start and End Times
(if available}
7. Click the Next button
¥ ¥
Start Date End Date [Start Date End Date
Absence every
. Monday for the
EOSH 02010 Fiﬁ 05102010 Xtz 05/10/2010 F‘i 061872010 Ffb next ﬁv{.\ weeks.
Monday Monday Monday Friday
Sun Man Tue Wed Thu Fri Sat sun Mon Tue Wed Thu Fri Sat
] [ o el | 3 (] o
Create absences on these days of the week within the Create ahsences on these days of the week within the
date range specified above date range specified above

Single Day or Sequential
Multiple Day Absence

For an absence covering a single
day or multiple days in a row, enter
the Start & End Dates, but leave
the days of the week boxes
checked.

*Indicates functions that might
not be used by your school
January 2010

Recurring Absence

For an absence recurring several weeks in a row,
enter the Start & End Dates and click the day(s) of the

week boxes.

The example above shows how to create an absence
for every Monday from 5/10/2010 to 6/18/2010.

*Note: Only a single substitute can be assigned to a
recurring absence created under one confirmation
number. Substitutes can only accept the entire
confirmation number and all absences contained

within.

Aes p



Employee QuickStart User Guide

C Verify all information,

_ - o i"""?_;- e
U Enter any notes for substitutes in the TR a3 ren Lo i
Notes to Substitute box. Substitutes can LI R ISR R
view these notes before they accept an Motes to sbstina:
assignment. [ .
= ==
0 -
L Enter any notes for only the administrator |, o
to see in the Notes to Administrator box.  [syimmss s s
d I
[ Finalize the absence. L0 =

* Save - Aesop will find a substitute.

" *Save & Assign - Assign your own
subsfitute,

Save Jf Save & Assign I&n@eﬂ

WARNING! Chicking the "save and assign” button indicates
that you have PREARRANGED with the-substitute that you
are going.to msiga@.khe,fyext page.

Starting at Ending 3t
—n

Aesop will dispiay the day of
the week underneath the date.

Screen Two: Multiple Day or Recurring Absence

*Indicates functions that might Asbetitute

not be used by your school
January 2010 Aesep

fod schalion



Employee QuickStart User Guide

Confirmation Number

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

Comfrmations: Joacers Attach a file*
Schoot; Lincoin Misde School
Crauted on: Dec 29 2009 £:41:25 aM
Last Updabe: Dec 20 2008 8:41;25 AM
3 Filled
"""s::,:;..:m._d Yoo To attach a file to the
Ei Hours Per Day= & .
absence for the substitute

to view, click the Upload
New link once you have
o finished creating your
absence,

Alaenoe Type

12/30/2008 *Prolessional Day Full Cay 7:D0 AM-3:00 PM
Tussdey

Motes to substiute:

Notas. to ator {not by

In the Upload Files dialog box select a file
using the Browse feature. You can attach a
Word document or a PDF to the absence.

Type a description and click Upload to attach
the file.

n-un: Tt 12008 8:13:26 #M
Lst Upduin: Jun £32006 83 2:27:PH

LinFllad
oo ok i [ e }

Upload Files dialog box

d  The file has been successfully saved and will
el e R Hisa 3o be displayed in the Attachments section.

*Indicates functions that might
not be used by your school
January 2010
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Manage my Schedule

Interactive Calendar

To view your assignment schedule, you can click en the View my Schedule tab on the action
menu on the home page or you can choose a specific date on the Interactive Calendar.

Aesop displays three types of days on the calendar:

* Closed - you cannot create an absence on this
date. You typically see "Closed” days during national
holidays.

- No Substitute Needed — if you normally need a
substitute, Aesop will not find one on this date.

This option is most often seen in conjunction with

Professional Development days or In-Service days.

School Closed Day

. In-Service Da
- Absence - you have created an absence on this Y

date

Use the calendar arrows to select different months

*Indicates functions that might

not be used by your school
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View my schedule

On your schedule, you can view your assignments in three ways:
Weekly schedule
3-month calendar view
All absences scheduled for the current month

Click on a date in the 3-month calendar view, and the weekly schedule will change to that
week.

Use the Change Date drop-down
window to review absences further

in the past or futuge.
View the current week " —= /
Th

3-month
calendar view

View all jobs

created in the ol
COHre SQIILBDL , Seatng: , Rusbatitte
Current month T;w“:m“:‘-;m“”“"‘l:‘“"“ :f::::ol BIDO AN 3:84 PH M Dy

12/ 1172009 Parssnal HICE B:100 AN 3130 PH Full Cuy
| L271372008 Parienal MYOR N0 AM  3.00 PH Full Day
L2 | 672009 Parsadal MYCE

*Indicates functions that might

not be used by your school
January 2010 Aesep



Employee QuickStart User Guide

Cancel an Absence*

First enter your schedule by clicking on the Interactive Calendar or the View My Schedule tab.

{ Go o Current Week :

Voek View from 310172010 - 171572010
You can cancel a scheduled absence by
Mondey. Jan_|[Toesday, Jan |Wednesday, |[Thersday, Jan |Friday, Jan 15 clicking the trash can under the
11 12 Jan 13 14 H -
0 assignment you wish to cancel.
AN "]
|
8:00 —
AM

Awarning message will appear: “Are you sure
you want to cancel this absence? Click OK to
cancel.

s Go to Current Waek
Woek View from 171172010 - 1/15/2010

Create an Absence

vonday, Jan |Tuesday, Jan |Wednesday, |Thursday, Jan |Friday, Jan 15
11 12 Jan 13 14 The canceled absence no longer appears
7:00 on your calendar and is listed as canceled
300 on your list of currently scheduled
AM absences.

*Indicates functions that might

not be used by your school .
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Absence Files*

Upload generic notes about your
classroom, such as a snack or recess
schedule, that will automatically be
attached to every absence you create.

AbssnceVocancy Fims
Unload Now Fiies [C)show Inactive Files

+il [T

Bt r pibin
Norecords found.

Upload Files Click

[Eibscumenis and Setl] Browse. ) | Files
|Emarg, Lesson Plans_|

the Upload New
link to attach your

document. Specify the

T Active From and To dates

Files must be .dec. .docx, ar .pdf and less than 250KE.

; and click Upload. Aesop
[eramene [t § will attach this document to
; every absence created

Mg | during that time frame.

On the next screen you can;

edit the description,

change the active
dates, or

delete the attachment

K [ Shw Eatve P

*Indicates functions that might
not be used by your school
January 2010
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Preferred Substitutes*

You probably have a list subs who you prefer. You can create a list of these substitutes who Aesop
will contact first, and may even hold the absence for a period of time for these subs, when you
create an absence. |If they are set and ranked as “Favorite Five” they can receive an email and a
call during the first evening after absence creation

Some quallfylng points to this:

Sub must be available for the time (no other job)

Sub cannot have a Non-Work Day

Sub must meet any Qualifying Skills the district has set

Aesop may make the absence available to a larger group of subs right
when the absence is entered depending on district settings for absences
created close to their start time.

** Keep in mind that subs who are preferred may be preferred by many employees. This means

that the closer an absence is to starting, the less likely a preferred sub wou

an absence.
To add a substitute:

Schnol Clossd Dey

1. Click the Preferred Substitutes fink-

2. Click the Add New Substitutes link

Plensi byl the frst Fewr hitterc, E------.--—-----

anmum:nmr:m
Prafarind Sobaitey i

Te seivct P Subitinites you ¢shckt “Add New Substitutes® — snd check the booc te the ket of thelr nama.
. To ghew the o5 - Favoeks 3 ihhls.wu!luﬂuslﬂn F-vurﬂ:ruﬂhhmmsusded and gk them.
Panding wd quak y thig will of yaur b¥vend Irnnamif
“taey have an eghnil address In \he system) and or phooe, Yo may select up 1o 5 favorite lungticalo
- thic westrer, afy additlonal subsitntes added to yeur kst erould not receive the emnil. i
19 ¥our Distajft may have appliad sdfustiaents 1o this process.
:Ackd Mew Substitubes

HET

3. The list of names will appear, or you may
need to click on the alphabet letter for the
desired substitute’s tast name, or enter the
substitute's last name into the “Search” box
and click Search

4_ Click the box next to the name of the

substitute you wish to select in the On Lj e
Column. s E—

5. Select either Exclude* or Incluge

Ergloyew: Brud Franaa T
Preferred Substiutas

Pleasa type the first few letters, . | o)

bz

o Ann, Aaggedy iR
a Baaver, ESger (no rating)

o|ale

6. Click the Apply Changes button to save or
Cancel if you do not wish to save the changes

7. Repeat Steps 2-6 for additional substitutes
*Indicates functions that might

not be used by your school
January 2010
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“Favorite Five” *

Employees who can set up a substitute preference list can also select five substitutes as their
“favorites.”

Substitutes marked as favorites, and who are considered “qualified and available” at the time the
absence is created will be notified instantly by e-mail when an absence is entered by/for an employee
that has selected them as a favorite.

Further, Aesop will begin calling the favorite substitutes during the next evening calling peried, up to
120 nights before the absence.

Samaberws. e 1 b

To mark a substitute as one of the “Favorite 5: B
1. Go through the steps to add substitutes to e — T ———
your preference list if you haven't already (see s e et . £ )
Preferred Substitutes on the previous page). Sr
(A ) ey

2. On the preferred substitute page, click Edit.

s, 00 s )
[, g S B
(Gl saray 73 AT K )
i Ly W AR AR - B
&
B
E)

3. Choose your “favorite five” by clicking on the
radio buttons in the last 5 columns to rank the
subs in the order you want them to be listed.
NOTE: Aesop will call these subs in this order,

Leromenan, Fravty 1o svees’

heas, e i e,
frrmricrm oy, ek

m&ﬂmwnwi

5 G EI I Rl kel
[Z E=11ad =2 L3Rl La]
HEEEREE
AEIEIEIE) Bl sl

olojz|c|o|wio

but emall notifications to these subs will

be simultaneous. The job will also be able to
be viewed by all of your Favorite Five AND
any other preferred subs at the same time.

After you enter an absence, Aesop will send 7
an email immediately to all five of your Hoce.

favorite substitutes who are available. Nkrapd, Dan {2 mtngl g

They will also receive a phone call during i, Big i A

the first available evening calling period i, Santa SEIEE N\

depending upon their call settings and/or Ruin Tedky skl L

response to previous calls. Snowman, Frosty [no rating)

Head, Potato {no mting)

SO0 |(S|D |0

ole|lelo|lo|lc|®
Q| OIC 0|0 |0

alo|o|e|e|o|o

2R AR

@ @@ |@|e|@|e

[Hermingway, Emest W

4. Click the Apply Changes button to save

S(oc|le|lolc|o|o

your selection(s) or click Cancel if you do not
wish to save the changes.

5. Repeat Steps 2-4 to change which
substitutes are listed as your favorite five or to
change the order of your favorite five subs.

*Indicates functions that might

not be used by your school
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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 Weh site with just a few easy steps. Consider the schedule below,

Monday: Eagle Trace High 07:30 a.m. to 09:15 a.m.
Massanutten Elementary 09:45a.m. to 11:45 am.
Mountainside Middle School 12:15 p.m. to 03:35 p.m,

Tuesday: Eagle Trace High 09:45a.m. to 11:45 am.
Massanutten Elementary 12:15 p.m. to 03:35 p.m.

Click on Create an Absence on the home page. Then follow the staps below to
create an absence for both days listed above.

';C"d th;(gt': t Select the Absence  Select Yes or No if
ey and click 1o Reason Type a substitute is

select alt the required

schools

Creaiing an Absence: Fiancis, Brad|

Etd Date School

Enter the jStact Date Substifee Absence Tvpa ) "
Start and End -—?W%mmﬂ:ﬂm i Selecta Schanl [iiness > sick Fxes = W Azz\éi cee
pates TEEEER STTHE]  Type as
Select the /&:.E.h‘b:‘ar“‘omi st wore iM% ] Full Day
days of the :
week
Itinerate Employee Absence Click Next
Screen One
*Indicates functions that might
not be used by your school
& Aesg
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Enter the absence information according to the schedule.

{‘www T mmm—— Creating an Absence: Francis, Brad

Start Dote End Date Scheot Ahsence Reason Type Sub:lﬁtutga.bsm Type
Requlr

097132000 Eioonamot i [Eagle Trace High & Ainess » Sick MYES Custom %

Monday Tuesday

1 Sun Mon Tue Wed Thu Fri  Sat

TEE B a5 gtt?fﬁngm:@

(;1-" sbsences on thess deyx of

3:-;"-:: ;d:;l'rlﬁl date range gding 9 AM Xﬁ;: :
91372000 EiDSﬂ‘iﬁ‘D'IO ﬁl Massanuiten Elemeniary g[ Hlness > Sick EYES
Monday Tussday

Sun Mon Tus Wed Thu Fri Sat

stamn .
a0 QS’AM D
Creaty nbyences on thexe duyx of

the week within the date range Ending

sputifind abave at:

fondeio P[eonimoto [ Mourtsinside Middle Schoct 5] Miness > Sick SFYES
Monday Tuasday
TeOnaoo: Sertina 2PV

k?g H
Craats abyances on these dayx of

Ending 13 PM S
the veek within the date range . m; :
spudified zbove a

Itinerant Employee Absence Screen Two

Start Date End Date School T "Absence Reason Type Substitute Absence Type ™
Required

o130l pi(oanazoi MMB[Eagle Trace High ] [finess > Sick P YES [Custom &

Monday Tuasday

Sun Mon Tus Wad Thu Fri Sat . 0
Startin . 1
Sl B o Starting[7am @[]
Create abse theas duys of : - :
tha ..;.‘?; .ﬁfﬁ."."a.&' Tangs E;‘_d’"ﬂ : :
’p.d ad 2 fobed e N PO

Both 9713 and 9/14 are entered in the date range, because the itinerant employee goes to Eagle
Trace High on both days. At this point enter 9/13's Start and End times — you will have an
opportunity ta adjusts 9/14's start and end times later.

Click Next when finished.ENez )

*Indicates functions that might
not be used by your school
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Verification Screen

Review all information and make any necessary =
changes.

Craating as Absance! Frands. Bred

Ending at

*Modify the Start and End times for 9/145.ahsence

Scarting at Ending 4t

(izpu st 5] 3o 8T

Mates te Admicistrabe (ot riewabls by
Sobstftuta)e

£ e s . T e

—

Enter any Notes.

Click Save.

Itineraﬁénghplovéé Absence “

Verification Screen

CONF#: 43472737 i
Empiovee: Brad Francs 8 :
Created on: Dec 28 2609 6:31:54 PM H
Last Update: Dec 28 2009 6:31:54 PM H
Satwes: UnFiled

Sybstitute Required: Yes
Empiovee Hoors Per Day: 7.5

~chuot

Eagle Trace High

“tart End
7:30 AM-G: 15 AM

‘09/13/2010

{na/13/2010
i Mondwy

(091472010 Massanutten Elementary 1Fness > Sick 12:15 PM-3:45 PM
ITusndey
iNotes to substitute:
iNotes te (not by Substitute )
Modify Absence Screen

*Indicates functions that might
not be used by your school
January 2010
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Aesop will now update the
Daily Report, your Absence
History and your calendar.
All Secretaries/Principals at
all school that you are an
employee at will see ALL
segments of this absence,
even the segments that
occur at schools that are not
their own.

The substitute will see all the
schoot locations associated
with this job online and hear
that this is a "multi-location”
absence if they accept the
job via phone.

15
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Entering an Itinerant
Absence on the Phone

When creating an absence on the phone, you
can follow the instructions in the Aescp Phone
Guide for Employees, with a couple
exceptions:

When creating an absence on the phone,
Aesop will prompt you to “enter the number of
days.” Think of “"days” as "Absence Instances”.

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, ete.

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 because the employee in this example is an
itinerant employee.

. Call Aesop at 1-800-942-3767 and log in.

2 Press 1 to create an absence. Aesop will tell me that it knows | ¢an work at multiple locations.

a Select the location of the first Absence Instance.

. Press 1 for today.

s Aesop asks for the number of days, but enter the number of Absence Instances instead. For this

exampie, enter 2, because a single day absence at two schools is equal to two Absence Instances.

o Enter the times for the first Absence Instance. If you are entering a one day absence in which you
will be absent from more than one school, you may NOT enter a full day absence. You must select
Half Day AM/PM or Custom times. If you select a fuli day absence, your absence will be recorded
only at the first school selected.

T Select the reason for the first Absence Instance. (Remember, each row can be different.)
. Press 1 to confirm this Absence Instance.
o Select the location of the second Absence Instance.

0. Repeat Steps 4-8.

" Depending an your profile settings, you may receive 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 2} assign a

* Indlcateswwgvmﬁaﬁﬂglme_# this absence with a substitute (see page 5).

PRl B e O SR Wi ,
KRG By your school Aes"%p 16



Absence Feedback - Employee page

Click to leave
feedback about the
substitute’s
performance

Click to View
Substitute Feedback
on your absence

Click on the link in green next to your name, or click on the “Leave Feedback”
link on your absence menu to leave feedback about your substitute

Absences awaiting your Feedback

Substitute Start Date

I[nd Date

Feedback about Substitute

Performance Survey. Click to leave feedback

An employee can Rate the Substitute’s
performance (1-5 stars) and give details
by answering a series of questions. These | |

Feadback about Substitute Parformancs

St bals

questicns may have been customized for 5 Selact on oversll coce that gmsei%mm ’
N . ; represe bers e
your position (i.e. questions for ; Sabetituta porfonmed his har A

“teachers”, questions for “paras”, etc.).

Tealow Avacng o)
(Pear}

Flaasa Answar the foflowing questians:
(Questiors riawicad wth an * ary mynuized)

The Employee
completes the rating
section and Answers o
questions, then click
“Saven

*Indicates functions that might
not be used by your school
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User Guides and Training Videos

Web Guide (Revieed March 2009)

QuickStart User Guide . Phone Guides
English (Revised January 2007)
Print out your Web Guide and the Phone Guide. Erensh (NEW) (Revised Navember 2005)

Spanish (NEW} (Revised Novemhes 2009)

Favorite Five Feature Guide

Adobe Acrobat reader is required to view the manual. :
Covers the basics for choosing your Favorite Five A~
substitutes. = :

Basic Training Video

This video walks you through the Aesop welcome letter,
logging on to the Aesop home page and creating an
absence.

Advanced Training Video

The advanced training video discusses Aesop's functions
beyond creating absences, many of which are covered in
this QuickStart Guide.

Favorite Five Feature Video

This video explains how to select your Favorite Five
substitutes to be notified by Aesop first.

*Indicates functions that might

not be used by your school \
January 2010 Aesep

18



