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Welcome to Aesop

You are aboutto enter Aesop, the leading substitute
placement and absence management senvice!

Flease enter your ID and PIN number to login in to your
Agsop account, or click the button below to learn more
about Aesop’s growing impact on education.

LEARN MORE
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Tuesday, February 14 2006
Good afternoon, Olson Elementary School

Messages

15 |16 |17[88

If you have questions about the rules or setup of the system contact School Secretary at

800) 942-3767 or email: support line.com
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School Closed

Absence
Absence

» Create Vacancy

* Modify
Absence/Vacancy

* Approve Absences

Lists

¥ preferred Substitutes

Reports

* Daily Report

¥ Unfilled Report

* Day of Week Absence
Analysis

» Absence Summary

» Absentee Report

» 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
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0
If you have questions about the rules or setup of the system contact School Secretary at
(800) 942-3767 or email: support@aesoponline.com.
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Absence
* Create Absence
* Create Vacancy
* Modify
Absence/Vacancy
» Approve Absences

Please choose the letter of last name of the employee
for which you would like to enter an absence:

Or Search by Last Name or Phone or Social Security:

|| Lee ]

Employee
Rotter, Mark  (cp) (610) 761-0645

Phone School
Main Street Elementary School

Code Description

MR Message Required

SNR This employee does not require a substitute,

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

Aesd

for education
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You can select the user who
is requesting the sub be removed: Navigator
User, School, Substitute, or Employee.
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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.

13



Principal QuickStart User Guide

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 3, and her
absence starts at 8:00 a.m. on January 4t. 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.onJan 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.
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Absence Approval Process
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The Employee side of Approvals
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