AESOP Instructions for Update 7/21/2014

To Create an Absence

1. Go to the AESOP website https://admin.aesoponline.com/Admin/Home. (It’s
a good idea to put the icon on your desktop.) Your login is the same as it was
with the old version.

2. Click on “Absence” then choose Create Absence from the dropdown menu.
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3. Choose the name of the employee who will need a sub. You can search by last
name or by the first letter of the last name. If you can’t find your employee’s
name on the list, call Juli Martin at x8219 and let her know that the employee
needs to be added.

4. Then choose the green box “Fill out Details.”
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5. Fill out the absence details. Remember...if the absence reason is other, you
will need to fill in the reason in the administrator box.

6. Click the green “Review and Confirm” box.
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6.5 You will need to create an absence by clicking on the green “Create an
Absence” button.
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7. The next step is to assign the sub if you have one. You can search for the sub
by the last name of the sub. Click on the sub name to assign the sub to the
absence.
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8. If you don’t have a sub already committed, simply click the green “Create
Absence” button. The absence will be open for a sub to pick it up or for AESOP to

make phone calls.
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9. To get more details (Did you do it right? |s anyone coming?), go to the Home
icon. Click the icon. Make sure you have the right date!
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10. This page will show you a lot of information. Click the “Unfilled” box to see
sub requests that have been made that have not been filled. Click the “Filled” box

to see which sub is coming.
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11. If you clicked “Filled,” this screen will show you who is coming for your job:
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12. If you need to make changes to the absence, click the confirmation button
(on previous page) and then you will be able to make modifications by clicking the
“Edit Absence” button| You can also delete the entire absence if you need to do
so by clicking the “Delgete” button.
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13. After the sub has worked the shift, you can “Reconcile” by going to the home
page, choosing the correct date, and then clicking on “Filled” absence. Click the
confirmation number and the “Reconcile” button will show up.
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14. Click the “Reconcile” button.
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15. Click the green reconcile button.
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To Create a Vacancy

1. Loginto AESOP. On the homepage, under the absence tab, choose “Create
Vacancy” from the drop down menu.
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system.
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2. Choose the position that needs to be filled—regular worker, clerk, or cashier—
then click on the green “Fill out Details” button. \
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3. Fill out the details for the vacancy. Remember to put in the school code! Type
an explanation for the vacancy in the Notes to Administrator box. Click the green

“Review and Confirm” button.
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4. On this page, review the details and then click the “Create Vacancy” button.
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5. Click the “Assign Sub to This Position” button to sign up the sub if you already
have a sub scheduled. If you don’t assign anyone at this point, the job will be
open for any sub to come.
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Your vacancy has been scheduled.
Your confirmation number is 139664443.

Wacancy Summary for Nutrition Print this Page

Substitute Required: Yes Next Steps

File Attachments: 1 File {View File Edit this Vacancy

Notes to Administrator: Grandparent day + Assign Sub to this Position
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Create another Vacancy
School: Copper Canyon Elementary 260-0222

Logout of Aesop 1
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3 Delete this Vacancy Hold for 30 minutes
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6. You can search for subs by last name or view a list of available subs.
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Assign Substitute for # 139664443

Search for Substitute

7. Once you have a sub assigned, you will only need to reconcile after that person
has worked.
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