Aesop QuickStart Guide for

Substitutes

This guide will show you how to:

Log on to the Aesop system
Navigate the Aesop Web site

Find and accept jobs online®
Manage your schedule

Cancel an assignment*

Manage your availability

Specify your call times

Change your PIN

Manage your personal information*®
Select preferred schools*

Find and accept jobs over the phone
Benefit from Aesop notifications*

View user guides and training videos

* Indicates functions that might not be used by your school
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Using Aesop Successfully

Proactively fill your schedule*

Aesop offers you the flexibility to proactively search for jobs and fill your own schedule the way you
want. To help you benefit most from automated substitute placement, Aesop offers you both phone
and web services for finding and accepting jobs. Substitutes can call in to Aesop toll-free at 1-800-
942-3767 or log in online at www.aesopeducation.com.

Manage your preferences

With Aesop, not only can you plan your schedule ahead of time, but you can also choose Non-
Work Days, specify preferred schools® and adjust call times to fit your schedule. You can also view
work history and receive phone and e-mail notifications of available jobs.

Find out about available jobs

Aesop notifies substitutes of available jobs they qualify for. Most employee absences are entered
the day before the absence occurs, but they can enter their absences very far in advance.
Depending on the district’s settings, substitutes can discover available jobs days, weeks, or even
months in advance.

Aesop can alert substitutes to new jobs through both phone and e-mail* services. Substitutes can
then choose to accept or reject the assignment.

* Indicates functions that might not be used by your school
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Online Services

Log on to Aesop

in your Internet browser address bar enter Enter your ID and PIN from the personalized
www.aesopeducation.com and click the Go welcome letter you received from the district.
hutton

Chelsea Elementary School

27008

Dear Greg Adoms.

We hawe the pleaswre of notifying you that Chalsea School has @ pow serpce that wi greatly ssmg

This senice 13 calied AESOP {Autorated Educational Substitute OPerator)

The AESOP sendce witl be swailable to vou 24 hours @ day, saven days & waek. You may interact vith the system aither on the intersd]
e

How de 1 register with AESOP?

1. Simply diaf 1-800-942.3767
2. Enter your entdoation (1D} and PRI numbers The information is 35 foliows
™ {Piease sty the central ofice if yous identdication number Bisted befow i3 aot conect §

\A » 1 number - 12M867850

» PH number - 7888

3 . e T ol e 3. Once you ae logged in the 1. you will ba gi far the variou: ok
ABQUYUS . CONTACTUS . NEWS/EVENTS 1 # §96 543 193330 1 1he sysiem. you vl be ghoem promiss ! # e e

X RN O : ; e 5 = $Vhen you access e AESCP syster over tive phone for ho Krat $ime. i 58 very sTRORan! IRaT yox recort! your rame and 333
. andd Basigrenant hould be meceded, (& g. Jobe Doe, 3 Geadey a3 AESCP wil play 15 cecorting to potental substitutes for o)
informalinn esch Sing you IBQister & BOSRNLE.

* When emerng an sbeence. plante want urtil you recens & confmation number balote you tenminate tha phone c3%. Your ransaction

Aesop Login Page

Personalized Welcome Letter

Aesop User License Agreement

The first time you log into Aesop you will have to agree to the terms of use. Please read through the
terms and click the "l Agree” button at the bottom of the page. You will not be able to access Aesop
online without agreeing to these terms.

Good Morning, David Caughill

Before using the system further, please accept the following End User License Agreement

AESOP® USER LICENSE AGREEMENT

THIS AESOP® USER LICENSE AGREEMENT ("Agreement”) is made for the benefit of FRONTLINE PLACEMENT
TECHNOLOGIES, INC., a Pennsylvania business corporation (*Frontline”), by YOU, the person who indicates your
acceptance of the terms of this Agreement by indicating your agreement to the terms and conditions of this Agreement
when prompted (“User”}.

RECITALS

WHEREAS, Frontline provides its clients with a subscription to its proprietary product, Aesop®, which allows its clients
. tn accacs Assand for tha mrnasa nf autamating suhobitiate amnlovaa.nd ank:

* Indicates functions that might not be used by your school

February 2011 A@SQ) 3
fot education



Substitute QuickStart User Guide

Home Page

f Good Morning, Brown Derby

Interactive Calendar .
» Absence Feedback

SearchforJobs

Seniton
Interactive Calendar—>JI22.2%

Posted:12/25/2009
. i o % ¢—NMessage Section
Have a Merry Christmas and a Happy New Year! 32 g
r~ | »Search for Jobs :
> View My Schedule COWFN  [District isa«»\ ployes [Tithe Room Location [Date  [fime |
»Add Now-Work Day . Phone . .
5843 P e . Fryngig. 23 ZP £4120% 430
:mxe_emm stz plossanuiten pranes o pran 17472010 SM; —Upcoming Assignments
Feedhack =
»Yell Aesop When To
Ccall KMDATIITE ;a_vtaa‘n:?!;?! . 1. . %!‘?:::mi Swin o ;fifm /52010 300
Acﬁon Menu : :M Tagh ot 2k tople - Tid HEg8 2exV 2 o 2;39
Yiew Personal 2
’mm WISTTLTE Massrautten y oo finewin, Y grade prain 17572010 R:D0
? Lesnnatte lengiizh A
——
——Contact Information

lerbyZassopontine.com
. hone: (999) 555-9989
Personal Informatio arliest Start Time:
atest End Time:

iwws Passomal Information

* Indicates functions that might not be used by your school
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Find and Accept Assighments Online

Good Morning, Brown Derby

| Search for Joby

ﬁmzz}zs{ 2009

Search for Assignments*

1 . Click the Search for Jobs tab in the i Have s Mersy Chvimas 53 Housy Now Veari

action menu on your home page or just below

your name to see a list of all available jobs. : g
» Laavs. Feedbuck (R SN E‘”’" SN T R
» Yiew Emplovens B Gt ragh 1 2:00
Erpaback 5 5
Yol Aeson When Yo 3
Cali i L2210 802
» Change Pln g 2w hiae
» Yiew Personal Fu
Inferpation e
» Preferrad Schools { ZA7TI0R ;-:;;‘;z:z:: ;:::‘ 3 IEIE0TS f:;\,
> Mapags: Ristrict bl 335
» Outick Siart User Guide
» Basic Training Video
> Advanced Training ||

Swarch ggan sot Be ’ Coaeit vee} O3 : G’
2. Click the Details link to view more

Curresd Rsgigrrmsts Svadsbie
Start Qate  Startiog Schaot Eerployes

e information on the assignment. For multiple

o3RI wwmw«mmw e W?-"‘““ e . ) .
e [ s g e o day assignments, Aesop will list the
A A Wi employee’s name once and then all dates.

QIIATFID (Wadl) Q000D A 40000 B Fuli Dav
SEfTAASL oty cold gk sthasl A na R L i el
SUa4/in(Wes) | BOGOD &M IBDOOPM ATy e, coun i

Accept or Reject Assignments

3 « Click Accept Job if you would like [in'erder for you to accept this Job, please click the ‘Accept Job’ button below.

to accept the job or Reject Job if you [ IR - -

T Du
Jarwary 27 2010 8:00 AM-£:00 PM Full

. Scha Employee Tithe . on
do not want to accept the job. If you  [#8£aqte Trace gl Semensissla Middle Englsh iain Offce

reject the assignment, you will not it
be able to view it again later. Click [ Repdaod }[ | Acceptdob | [ Cancel |

Day

Cancel if you are not making a
decision at this time to accept or reject
the job.

* Indicates functions that might not be used by your school
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4. You will receive a
Confirmation Number when you
have successfully accepted an

. A &—

assighment. You should bring —3

this Conﬁ rmaﬁon number W!th You have acoepied this Absence.Your Confirmation number is: 43224525

you to the school when you fSelectedyobs !

. School Employee Tithe Room  Location Phone Date Time Duration

start the jOb. M £ aate Trace High SEmancy Sistal iddle English Main Office Janubey 27 2010 8:00 AM-4100 BM Full Oay
Z”Iitstvﬂ :
Attachments:
Frariez

5. You can view any notes left
view your schedule or cancel Ihis job or search lor more assianments.

by the employee or the district in
the Notes section.

6. At this point, you can also
access any attachments left for
you by the district or the
employee. Click on the
attachment; in the File Downioad
dialog box click Open or Save.

i , Your home page will
o . automatically be updated with
2 e the newly-accepted
‘ assignment. The Interactive
Calendar and the Upcoming
S R e Assignments for the next 30
days sections will reflect the

new information.

C oo swe 31 Cowa

Accepting a Job with Captcha¥*

. In order for you to accept this Job, please click the ‘Accept Job' button below.
Captcha is a code that i P

has to be entered in
before accepﬁng an Defl Middle School Barses. Makt ain Office Apet 23 2010 00 AM-2:00 PR Full ey
absence. Your district Hates:

may be using this
option to verify that a , g

rea‘ peFSOH IS accepting Enter the characters in the image to accept the Job: SC . choose another Capicha

This is your Captcha code

the assignment and not :

an auto accept [ Rejectdo || Acceptdab } | Cancei |

program. All you need

to do is first enter the o ,
code that appears on If you have trouble reading
your screen then click the code you can always
“Accept Job” choose another

* Indicates functions that might not be used by your school
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Other Home Page Features

Messages
Mossanes

Posted:12/25/2009
Any messages from the district office will appear :

. . Have a Merry Christmasand a Héppy New Year! &F
in the Messages section.

Upcoming Assignments for the next 30days

(feonFe Ipistrict F:h—oo! Employee [Title Room ;:;co:tion iDate Time Upcoming ASSignments for the next 30
jwa-z,é-.i %ﬂé}:inunen ?{?ﬁ?@h ;:ir;cm, Miusic :;::g 1742010 §£Z° days
choof - No s
: uls
AT pransantion (MR illy  LReEE e ofine azeo gioe | Aesop will show you absences you have already
: District Court High 3:30 | : .
choo - No - |: accepted up to 30 days in advance. Aesop will
[T e ﬁwy Fomin, —[6th grade fiarn ersee Boe| also show you the name of the employee and
- ISchoo 3 tre gl Ioffice = . . . . .
Distre L%gggs High :200]  school. A map icon indicates that directions to the
- uts - , ‘ ~ school are available from MapQuest.com.”
143224925 Massanuiten &Ea'}ie Romancw, [Middie Pain 172772010 2:00 . . “ " .
S }Trace High [t refsh foffce rv | Clicking on the “map” icon will open your default
24 ) web browser and display the school on a map.

Assignments requiring feedback*

Click the link in green next to your name or the

“Leave Feedback link in your action menu to write [b eave Fgﬁ g
a review regarding the assignment. :

Questions

If you have any questions regarding Aesop
please contact the individual listed or e-mail the
contact at your school district.

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

Interactive Calendar

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

Aesop displays two types of days on the
calendar:

« Non-Work Day — days/hours you have
indicated you are unable to work

+ Working — jobs for which you are scheduled
to work

127 [28 29 [30 31 [1
, 7 |8
11 |12 113 |14 |15
I 18 19 %21 22|
I 125 126 28 129, |
1 2 I3 14 I5]6 |

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 numbered day 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 future.

Change View: Month View | Go to Current Weaek

Week View from 17472010 - 1/8/2010 Change Date 1
sy v 200

Add Non-Wark Day
Monday, Jan 4 ; uesday, Jon ;i;:dgesdav, ;hnrsday, Jan [Friday, Jan 8
e 8
FtG st
o 3-month
calendar view
Weekly Schedule >
4:00
oM 1 HonWork Cay
Changs fartaxt Sart and Latest a2 Tives Trintabie vernen Werk Day
ONES  Oistrict Ermployee Mithe Room Location Date {rm
Phone
PEYEFRTER v - _ eI 2, oty 1 k20 R5Y
Absences scheduled i et T SR S TR
- 12s:
choot - No 3
for the current month Fas

Btates: Faies

Fiotes:

HEenail] Prangs iaonthmapisth ARt ST

* Indicates functions that might not be used by your school
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Your Rating: (na;

Remove Myself from an Assignment¥*

First, view your schedule by clicking on the
Interactive Calendar or the View My

Schedule tab on the home page. On the N e I——
calendar, clicking on a numbered day will take G I R {:ﬁm“;v = TR
you to that week’s schedule. The current date * ok csor v s :
will be shown in parentheses‘ :ﬁ% | fostmments reguiringteettaci ]
Information o et ool Tmpioyes . ile ]
:mmmm 7 g#‘}iﬁm:ﬁ;ﬂ ;:f—:i’“ r“mu z«w:m;:zc ;
> i i e Gt Rk Sl

Mo, Tuesday, Jan |Wednesday, |Thursday, Jan |Friday, Jan 8 You can remove yourself from an
nday, Jan 4 5 Jan 6 7 . .
an . accepted job or a Non-Work Day by

clicking the trash can in the assignment

R ﬁf you wish to cancel.
Day:
Or, Appointment.
8100 AM-4:00

A warning message will appear: “Are you sure
you want to cancel this job?” Click OK to
cancel.

Canceldob

Warning: By cancelling this job, you will be precluded from accepting other jobs on the
following dates during the time of this okt

Date Start Time End Yime
12/23/2010 18:00 AM 3:00 PM

Depending on your district
settings you may also have to
confirm a Warning like this

{Confim |

Monday, Jan 4 ;’uesday, Jan ;‘::dgesdny, ;hursday, Jan |Friday, Jan 8

gm’work .
g%’;‘éﬁz@:ﬂt The canceled assignment no longer
Y appears on your calendar or list of

assignments.

* Indicates functions that might not be used by your school
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Add Non-Work Day

Click the Add Non-Work Day link on your action menu
to indicate days or portions of days that you are
unavailable to work.

’ Add Ron-Work Day
For a single non-work day, select the date you will
o . . Date
be unable to work. Enter a description if desired. o000 8

Description
{My Birthday

Adjust the Start Time and End Time if you will be

Repeat Event

ynti!

Every
‘DMonday  [lTuesday [lwednesday
DI thursday [ Frday
Clan week
You can use the Repeat Event feature if ; [Save] [ SaveandAddAnctier | [ Cancel ]

you have a recurring unavailability status.

i doi 1. Select the date for your first non-work

Date
oo T 4 . g
2. Fill in the Start and End Times.

‘Description

3. Select the date for your last non-work

day.
2
4. Check the box for the day(s) of the week
- that you will not be between your first and
Repeat Event - last non-work days. Select “All Week” to
‘ég"ﬁmmﬁ 3 - mark everyday in this date range as a Non-
e Work Day.
Every :
Omonday DTuesday wednesday 4 5. Click Save to save your information, Save
g:‘;‘j{iﬁ’ BFnday and Add Another to save your changes and
[save] [ SavesndAddAncther ] [ Cancel | 5 create anoth_er non-work day, or Car?cel if
et Ao you do not wish to save the information.

* Indicates functions that might not be used by your school
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Deleting a Non-Work Day

You are able to delete any Non-Work day
that has not already started.

To delete a single Non-Work day, find the
Non-Work day on your Interactive
Calendar and click on it. You will be

Click on the single trash can icon for that
day to delete that single day.

Monday, Feb [Tuesday, Feb |Wednesday, |Thursday, Feb |fFriday, Feb
15 16 Feb 17 18 19
7:00
AM
Hon~ '+ | Non- 4 | Non- : Ran- Hon- <
Waork @ Work &a WWWMR Mwm ﬂﬁ*é
8:00 Day: ::é:ﬂé/ Y1 Dayr Day: i
y Vacation Vagak - {Vacation Vacation: Vacation
AM T AN-4:00  [8:00 AM-4:00  [8:00 AM-4:100  {8:00 AM-4100
Coee em oM

8:00 AM41D0_

brought to the weekly view for that week. /9’:?13 —

10:00{

aM

k Kc'mday,’!feﬁ k Tues'daky’,AFébk Wednesday, Thu’rksdkay, Feb Friday, Feb
15 16 Feb 17 i8 19
7:00
AM
[T [ Non- Non-
_ . Wome Tl B Noro Wbl AW
You are now available to work this day. — _g.eetax D3y Day:- Day:.
AMlgion an-4:00 ]800 AM-4:00 8100 AM-4:00 - 8100 AM-a:00
= P =4 R
9:00]
AM

To delete an entire repeating Non-Work

day, click on the trash can with the arrows\ 15

pointing away from it. This will delete the
selected Non-Work day as well as all
other Non-Work days that were created at
the same time.

You are now available to work on every

" |Monday, Feb |Tuesday, Feb |Wednesday,
16

|Thursday, Feb
18

Friday, Feb
19

Non-Work day that was deleted.

* Indicates functions that might not be used by your school

February 2011

Feb 17
7:00
AM
Hon- Non- B . Hon- Hon> :
hr, BB &P o ®EL @@
8:60 Day:‘ Dav: Day: ‘ Day:
AMis.o0 ast-4:00 0 le:00 Am-4:00 8100 AMSSI00 18100 AM-8100
£ Jem ou om
9:00|
AM
" |monday, Fely |Tuesday, Feb |Wednesday, |Thursday, Feb|Friday, Feb
15 16 Feb 17 i8 19
7:00
L.
8:00
AM
9:00
AM
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System Generated Non-Work Day *

Add Non-Wark Day

Some districts have optgd to not Monday, Feb Tuesday, Feb Wednesday, Thursday, Feb fFriday, Feb 26
allow a sub to cancel a job too 22 23 Feb 24 25
close to the start time and then 7:08
accept another job on the same
day. 8:00
aM

When this is the case if you cancel | g.g9
a job too close to the job's start AM
time Aesop will automatically 10:23
generate a Non Work Day. This

will prevent you from accepting

other jobs for an amount of time.

This Non-Work Day cannot be
deleted

Cancel Job

Aesop will glve Warning: By wncei!mg this job, you will be preciuded from accepting other iobs on the
you a warning following dates during the time of this job:

when you cancel Start Time End Time
an absence :
detailing when you

will not be able to

accept other jobs

* Indicates functions that might not be used by your school
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