AESOP? QuickStart Guide for

Employees

This guide will show you how to:

. Log on to the AESOP system

. Enter your absence

. Change your absence

. Remove your absence *

. Assign a substitute to your absence *

. View your schedule

. Manage your preference list *

. Change your PIN/Profile

. Instructions for Itinerant Employees*
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Log on to AESORP

To Log on to AESOP: About Us | News ® Events | Cantact Us
AESOP e
° Point yOur brOWser to Aufmated E:surfﬁona\ SuDSlIl:IE Diﬂjralor m— S s
www.aesoponline.com "nmﬂ_—"“w —
. Enter your ID and PIN
number and click on the
“Go” button...

» Our Performance | > Customer Quotes | > Customer Support

NOTE: Your ID and PIN number should
be on a Welcome letter provided
to you by your school district.

Absence Statistics Report
Email Address:

Contact your school district for ,
more information Aesoponline.com respects and
. rotects your privacy
S Revolutionizing Substitute Placement
i . - #1 Online Substitute Placement System

Hint: In order to use the PIN Reminder AESOP Fresentation

function, you need to have your %%alﬁon "Wwe get an e-mail every time someone takes leave," Matthews
i 3 . said. "It really made a difference. The system has helped
e-mail address defined; Se.e Contact Me ':’.'.‘;m' * reduce absenteeism in the past year. Vou can notice patterns
would like rec e infarmaticn A Diftarsnce 0T absences] and speak wi statt memoers. e principals also

Change Personal Information 1 vould e e o {iawe Ny, [OF ab ] and speak with staff members. Th Is al
functions are much more aware of leave. They are required to do more

periodic reviews of leave patterns.”

Dr. Andrea Matthews, Director of Human Resources,
Griffin-Spalding County School System in Griffin, Georgia

Sourc ucation World Article

Privacy Policy | Contsct us
Copyright Frantline Data, Inc #ll rights reserved, Protected under US Patent Mo, 6,334,133 and additional patents pending,

*  The AESOP “Interactive Calendar” will show
your absence days for the month EREN  Wcorenie sohoied Rherness or e gt 14 4ot
*  You can view the details for any specific day i i o iy g i

STATUS: Pillad EONFe BI26 7T, Stasing: TEE007. Sebetite: Fecs, Habd)

Good marming, Joe Paschall

by clicking into the calendar. R R TRV -
TS0 Vacaban Day B0 AM T30 FM Full By

*  You can scroll to another month by clicking on
the [ or[_] buttons.
¥ Chanue Personal

* All the functions available to you are listed to the |, bzt

left on your Home Page > Guk St User e
T
Information

Email: ermailgihome. com
Phone: (BO0) & 56

If you have questions about th
Admistrator, Sean Douglass,

oarsnpadmmnitrato oS

rules or setup of the system contact your
(610) 220-3592 or email
e

Charga Darsonsl Infarrmation |
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Enter your Absence

Entering an absence
- Click on the “Create an Absence” link from the function menu to the left side of your Homepage
- AESOP will present a screen on which you can now enter your absence information
- You can now select
* 1 —The number of days for the absence
¢ 2 -—The start date for the absence
+ 3 —the reason or entitlement type of the absence
* 4 —whether or not a substitute is needed for the absence*
* 5— the start and end-time for the absence
- Click on the “Next >” button

AESOI°

Automated Educational S

Mavigation > Home > Create Ahsence | Logout Tuesday, July 29 2003
Creating an Absence: Chambers, Oswald

Create Absence
# of days Start Date Entitlement Type Substitute Absence Type
Required

I ||?,f3|],f2|]ua =L |Se|ect an Entitlementj IKI’ES j |Fu|| Dy j

Starting at: m l_
O @ @ @ Ending at: m l_@

I Hext > I Cancel

- See the remaining steps on the next page on how to complete the absence entry...

)
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Enter your Absence

- 5 — Now, if you choose, you can add more information on the absence in the “Notes:” box.
Once you are satisfied all the information is correct, you have two options:
* 6 -You can save the Absence and AESOP will find a substitute, or

» 7 - If this option is available to your school district, you can assign a substitute to this
absence. *
See the “Assign a Substitute to your Absence” section for more information.

+ 8 —If this option is available to you, you can hold the absence from processing for a

period of time to enable you to assign a substitute before AESOP searches for a
substitute.*

Modify an Absence

Hold Until:lHDIdeHD minutes j

Date Entitlement Start Time End Time

7772003 [Sick = [eam oo [ePw oo

Motes: (Maximum length is 256 characters.)

;| School Default Information
Default Start Time: 3:00 AM
Default End Time: 4:00 PM

@ Hours in a full day: 7.5 hours
Minimum Absence length: 3.75 hours
@ Ll @ Maximum Absence length: 7.5 hours
Save Save & Assign Cancel
Confirmation#: ! ! ! 892713
Employee: Joe Paschall
School: Main Street Elementary School
Created on: 7A1/2002 12:08:27 PM
Last Update: 7152002 12:08:27 PM
Status: UnFilled
Substitute Required: Yes
Assign a Substitute to this Ahsence
Edit/Delete

- 9 - Once the absence is saved, AESOP will assign a CONFIRMATION NUMBER.
- SUCCESS!

You can immediately assign a substitute to your absence by clicking on the “Assign a Substitute to this
Absence” link *

- See the “Assign a Substitute to your Absence” section for more information.
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‘ijBMGVQ YOUT Aﬂ),se“ce *

. Depending on your district, you may be
able to cancel an absence.*

Currently Scheduled Absences for the next 14 days

Date Entilement Start Time End Time Duration
o STATUS: UnFilled /Held CONF# 1383612 |, Starting: 1/7/2003
TQ dp so, select yoqr abs:ence by 1/7/2003 Galf Day 8:00 AM 3:00 PM 07:00
C||Ck|ng on the Confirmation number STATUS: Filled CONF# 13832613 |, Staring: 1/9/2002, Substitute: Hinshaw, Jason
“link” from any of the Absence Lists on 1/3/2003 Shopping Day 8:00 AM 3:00 PM 07:00
. STATUS: UnFilled conFg 1383614 |, Starting: 1/13/2003
the AESOP Web site arizizoos acation Day 3:00 AM 3:00 PM 0700
Confirmation#: 1383615
. . . Employee: Ken Davies
. Once you have clicked into the details School: Linealn Middla School
for a specific absence, you click on the e e
Edit/Delete link. Status: UnFilled/Held
- Held Until: 1/6/2003 5:51PM

Substitute Required:  Yes
Assign a Substitute to this Ahsence
Edit/Delete this shsence

Date Entitlement Start Time End Time
01/07/2003 Golf Day 2:00 &M 2:00 PM
Notes:
Confirmation#: 1383615
. H “ » Employee: Ken Davies
Click or: the “Delete Absence Request o T s
button. Created on: 1/6/2003 1:514M
Last Update: 1/6/2003 1:51AM
Status: UnFilled/Held
Held Until: 1/6/2003 S5:51PM
Hold Until: |Maintain Current Hold j
Substitute Required: Yes
. Once you confirm that you wish to 7)) TH wl chiete the enre doserce request,

cancel this absence P

0 e |

. AESOP will send back a confirmation of Modify an Absence
your cancel action. You have successfully deleted this absence request.
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Assign a svbstitute to your

Absence *

You can assign a substitute to an absence at various points in time*

Select your absence by clicking on the
Confirmation number “link” from any of
the Absence Lists on the AESOP Web
site

Click on the Assign a Substitute to this
Absence link.

Click on the letter corresponding to the
last name of the substitute you wish to
assign to your absence.

Choose from the list of qualified
and available substitutes and click

Assign.

AESOP will confirm the assignment by
placing your selected substitute’s name
into the “Fulfilled by:” field.

IMPORTANT: Itis YOUR
responsibility to make sure that the
sub knows about the assignment
when you assign a substitute this
way. AESOP will NOT call the
substitute to inform them about the
assignment.

09/08/2003

* Indicates functions that might
not be used by your school

Immediately upon entering the absence (see Enter your Absence), OR
On a subsequent occasion which is described on this page

Currently Scheduled Absences for the next 14 days

(W

Date Entilement Start Time End Time Duration
STATUS: UnFilled /Held CONF# 1383612 | Starting: 1/7/2003
1/7/2003 Golf Day 3:00 AM 3:00 PM 07:00
STATUS: Filled CONF# 1383613 |, Starting: 1/9/20032, Substitute: Hinshaw, Jason
1/9/2003 Shopping Day 8:00 AM 3:00 PM 07:00
STATUS: UnFilled conFg 1383614 |, Starting: 1/13/2003
. |LfLz/zo03 Yacation Day 5100 AM 3:00 PM 07:00
Modify an Absence Create a new Absence
Confirmation#: 1383615
Employee: Ken Davies
School: Lincaln Middle School
Created on: 1/6/2003 1:5146M
Last Update: 1/6/2003 1:5146M
Status: UnFilledfHeld
Held Until: 1/6/2003 5:51PM
Substitute Required:  Yes
Assign a Substitute to this Ahsence
Edit/Delete this Absence
Date Entitlement Start Time End Time
01/07/2003 Golf Day £:00 aM 2:00 PM
Notes:
Please choose the letter corresponding with
the last name of the Substitute:
B.CEFGHILMNPRS TW.Z
Please choose one of the following substitute{s) to assign to this absence:
Return to Substitute list
Name Contact Info Assign
Boomer, Baby ({B00) 555-1296 Assign
Bumbalough, Steve (610) 555-1212 Assign
Carver, Gearge (616) 168-7646 Assign
Cone, P (610) 286-2946 Assign
philcol4@aesoponline.co
Cunningham, &lan (620) 227-1787 Assign
Confirmation#: 892713
Employee: Joe Paschall
School: Main Street Elementary School
Created on: 7/1/2002 12:08: 27 PM
Last Update: 7/2/2002 7:116:10 Al
Status: Filled
Substitute Required: ves
Fulfilled by: Boomer, Baby
Edit
AESOP powered by 6
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View your Schedvule

Click on View My Schedule on your » Create fin Absence
home page » Entitlement Balances

———p » View My Schedule
» Change PIN

From this schedule you can... » Change Personal
Information
Cancel an absence . e
- See when you are working, » Preferred Substitutes
- See where you are working, » Quick Start User Guide

- See when you are absent,

- See when your school will be
closed

You can easily navigate through your schedule..
- from week to week,
- month to month for 3 months at a time

— (Click into any specific week from monthly calendars by clicking
on any one of the days.)

You can easily view details of an absence by clicking on the confirmation
number for the desired absence

Go to Current Week

week Change Date
- ~| Go
Create an Absence I.July J IZDD:ZJ —l
Monday, Jul 1 |Tuesday, Jul 2 RuidavEiulls July 2002
Man Tue |Wed|Thu
goo
August 2002
goo Sun|Maon|Tue|Wwed|Thu| Fri |Sat
1 (2 |8
1090 S 6 |7 |8 |9 |
RN 12 |13 |14 (15 |16 |
. R 10 |20 (21 (22 |23 =
11 226 |27 [28 |20 |30 |5
12PM September 2002
Sun |Mon|Tue|Wed Thu| Fri | Sat
400 e 2 4 |5 s B
SND |10 |11 (12 |13 |
oo @S 165 |17 [18 |19 |20 |-
2 B |24 |25 [26 |27 |ES
-
Change Earliest Start and Latest End Times é Printable Varsion
Calendar Key
Date Entilement Start Time End Time Duration Mon-wark Day
STATUS: Filled CONF# 8920670, Statting: 7/2/2002, Substitute: Foxx, Heidi Absence
Fizez00z Ferzonal 2:00 Ahd 230 P Full Day
STATUS: Filled CONF# 8927 13, Stating: 7/3/2002, Substitute: Boomer, Baby
7/302002 Fersonal 2:00 A 2:30 PM 05:30
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fM\anage your Svbstitute List *

Click on Preferred Substitutes on your home page, if

available.
» Create An Absence
» Entitlement Balances
From here, depending on your district, you can... » ¥iew My Schedule
—  View your preference list » Change PIN
. . . » Change Personal
- Edit your basic preference list Information
- Edit your advanced preference list » Absence History
— | » Preferred Substitutes
To make sure everything is covered, the advanced e < s e B

preference list will be shown. Not all features might be
available to you.

Below is a list describing

the various parts of this

Employee: Randy Murray
screen. Substitute List

. The names of the subs on i o
your list Calling Sequence: Job visibility (Days/Hours):

@ {% In The"Call Order" Specified Below [Reorder I I

Determlne Whether you Want {7 In"Random Order' "Call Order is not used) @
to display all subs or just Apply Changes |
those included / excluded.

Add Mew Substitutes

o @i
. Determine if you want subs to - " Al @
. Wiew Excludes
be called in the order

i i © vigw Includ
dISp|ayed, or in random order iew Includes

@ Edit Apply Changes Cancel

. Change the default visibility
for the entire list

Override Visibility

On List Substitute Exclude Include Call Order Default # #
Visibility Days Hours
. Set values that will override [ Briggs, Joe @ g 1 5d gh
the default for those individual B Hicks, Rick I I o _—
subs Editl Apply Changes Caneel

Below is further explanation of how each setting affects your substitute list.

» If a subis checked in the “On List” column, then that person is on your list.
* You can choose either to “Include” them or “Exclude”™ them.
*  “Include” means that the sub is a preferred substitute for you.
*  “Exclude” means that the sub will never be allowed to sub for you.

» Call Order determines the order in which AESOP will try to reach them on outbound calls, if you selected “Call
Order” at the top of the screen.

+ Visibility determines how far in advance each substitute is allowed to know about your absence.
»  Default — how long before the absence starts can the sub know about the opening
*  Override — allows you to input a value that differs from the default
» By clicking on the Reorder link near the top, you can move names up and down to determine a specific calling

order.
2,
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fM\anage your Svbstitute List *

. To remove names from the list, simply click on the Edit button and remove the check mark from their name, then
Apply Changes.
. To add names to the list, click on “Add New Substitutes.” (See previous page to see that link.)

Please type the first few letters or choose a link fram the list below. Search

On List Substitute

ALM-Z

Apply Changes

Exclude

Cancel
Override Yisibility

Include # #
Days Hours

O &dams, GregD I
~ Andrews, Jeffrey I
=2 Atkins, Melissa I
. Here we’re adding Melissa Atkins as a preferred substitute, and we're also excluding Jeffrey Andrews. When we

apply changes, and then go back to viewing our current substitutes, our list will look like this:

* We can also change the 5 days /8
hours visibility for everyone by
entering a value in the top boxes
and clicking on that Apply Changes
button. We'll use 90 days for this
example.

+ Additionally, we can Edit the list and
override the information for Joe
Briggs, allowing him to see

Calling Sequence: Job visibility {Days/Hours):

& In The "Call Order' Specified Below (Reorder

£ In"Random Order" ¢"Call Order” is not used)
Apply Changes

Add New Substitutes
@ view all
© view Excludes
© view Includes

Cancel

Edit

Apply Changes

Override Yisibility

not be used by your school

absence$ Up to 120 days in advance On List Substitute Exclude Include Call Order V[I);fhal::ltty D:ys HDTII'S
(the maximum). F  |briggs, o P & A o
= Hicks, Rick o & 2 5d Bh
*  When we're done, our record will P |atkins, Melissa G 3 3 sd gh
|00k the one belOW. F andrews, leffrey & o nfa nfa nfa nfa
Edltl Apply Chanmes I Cancel |
Calling Sequence: Job Visihility (Days/Hours):
@ In The "Call Order Specified Below [Reorder) |30 0
£ In"Random Order’ ["Call Order” is not used) * You can customize this list to meet
Apply Changes your needs.
Add New Substitutes L
& vigw Al * The people that you add to this list
(r:v!ew Excludes (as “Includes”) will be the first subs
ST called when you’re absent.
Edit Apply Changes Cancel
override visibility * However, subs can also “shop” for
On List Substitute Exclude  Include Call Order Default # # jobs, soit's important to choose your
Yisibility Days Hours o e . .
Visibility settings to give you
= Briggs, Joe [] @ 1 30d 0Oh 120 ] .
e R = " ; ——" preferred subs the best possible
7 F .
1ok, e chance at replacing you.
= Atkins, Melissa [} @ 3 90d 0h
= Andrews, Jeffrey ® o nfa nia nfa nia
Edit Apply Changes Cancel |
09/08/2003 AESOP powered by 9
- . _ FRONTLINE DATA
Indicates functions that might L~



Change your Profile*

«  You can select your own PIN number Gurrent PIN [*=
- Select the “Change PIN” link from your
Home Page E-Mail Address IKeHiot@abc.com
- Now, enter your existing PIN in the “Current Newpin =
PIN” field Retype PN

Enter your E-Mail Address if you wish for
AESOP to be able to remind you of your
PIN.

Enter your new PIN into the New PIN field
and then retype it in the Retype PIN field.

Click the Apply Changes button.

* You can customize your personal information

Select the “Change Personal Information”
link from your Home Page

AESOP will display your current settings
Click on “Edit Info” to make changes

Change your PIN

Apply Changes I Cancell

Meed help? PIN Guidelines.

Change Personal Information

Internal ID 59729
School(s) John 5. Armstrong Elementary
First Name Kim
Middle
Last Name Elliot
Title 1st Grade
Phone (126) 546-5454
E-Mail
Room # Office
Start Time 7:30 AM
1st Half End Time 11:00 AM
2nd Half Start Time 11:01 AM
End Time 2:00 PM

Address 1
Address 2
City
State/Province
+  Enter your modifications and click on the “Apply ze .
Changes” button to save your changes. Available for s
entry are:
- Name Internal ID 59729
—  Title (this is what the substitute sees so they i SR
know what your assignment is) Frtemelin |
—  Telephone number S —
- E-mail address "
- Room number (this is where the substitute Phone [(12 5465154 |-
should report when replacing you) ewat[ ]
- Default times (times displayed for the Room# (Ofice |-
substitute when you’re absent) start Time 074N V- [10_|
—  Start Time — the beginning of a full- 15t Half end Time [11 AM v :[00_|
day or half-day AM absence 2nd Half Start Time |11 AM [¥]:[07 |
— 18t Half End Time — the end of a half- End Time 2PM v :[00 |
day AM absence
— 2" Half Start Time — the beginning L
of a half-day PM absence Address2| |
— End Time — the end of a full-day or ey
half-day PM absence State/Province | 0
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View your Absence History

Select the “Absence History” link from the Home page
- You can view up to 90 days of your past absences here as well as your future confirmed absences.

- Clicking on the underlined “Conf #” link will enable you to modify the absence. (If absence is in the past,
only the entitlement type will be modifiable.)

Absence History for the last 90 days.
Substitute Name Start Date CONF# School Status
Boomer, Baby 07/25/2002 293008 1 Main Street Elementary School Filled
07f2e/2002 893007 2 Main Street Elementary School UnFilled
Boomer, Baby 07/15/2002 B92671 5 Main Street Elementary School Filled
Boomer, Baby 07/ /03/200z2 892713 4| 1 Main Street Elementary School Filled
Fowxw, Heidi 07/0z/2002 292670 \ 1 Main Street Elementary School Filled
Johnson, Howard 06/28/2002 892691 1 Main Street Elermentary School Filled

Modify an Absence Create a new Absence
Confirmation#: 892713
Employee: Joe Paschall
School: Main Street Elementary School
Created on: 7/1/2002 12:08:27 PM
Last Update: 7/2/2002 T:16:10 AR
Status: Filled
Substitute Required: Yes
Fulfilled by: Boomer, Baby
Edit
Date Entitlement Start Time End Time
7/3/2002 Persaonal 2:00 AW 2:30 PM
Notes:
At 10:00 &M, all the students are to attend study hall.

Date Entilement Start Time End Time Duration

STATUS: Filled CONF# 202670, Starting: 77202002, Substitute: Fase:, Heidi
Fiz00z Persanal 2:00 AM 2:30 PM Full Day
STATUS: Filled CONF# 292713, Starting: 7/3/2002, Substitute: Boomer, Baby
Fi32002 Persanal 2:00 AM 2:30 PM 06:30
STATUS: Filled CONF# 82671, Starting: 7/15/2002, Substitute: Boamer, Baby
THMS52002 Vacation Day 2:00 AM 2:30 PM Full Day
THG2002 Waecation Day 2100 Ahd 2:30 Phi Full Day
THTI2002 Vacation Day 2:00 AM 2:30 PM Full Day
Ti2r2002 Waecation Day 2100 Ahd 2:30 Phi Full Day
FHM92002 Vacation Day 2:00 AM 2:30 PM Full Day
STATUS: UnFilled CONF# 93007, Starting: 7/22/2002
Fi2zi200z Persanal 2:00 AM 2:30 PM 06:30
TI222002 Peranal 2100 Ahd 2:30 Phi 06:20

* Indicates functions that might | ,f LIRSl

L

not be used by your school



Web lnstructions for Hinerant

Employees*

If you are an employee who works at more than one location, you will be able to enter your absences on
the AESOP website with just a few easy steps. Consider the schedule below.

Monday: Blue Rock Elementary 07:00 to 09:15
Harding Elementary 09:45 to 11:45
John S. Armstrong 12:15 to 03:00pm

Tuesday: Blue Rock Elementary 07:00 to 09:15
George Washington 09:45 to 03:00pm

You will need to learn a new term: Absence Instance. An Absence Instance is defined as a part of
an absence that occurs at one particular school on one particular day. Any one absence will
probably have a number of Absence Instances. In the following example, the employee with the above
schedule is going to be absent on Monday and Tuesday.

# of Absence Instances - How many schools will you affect with this absence request?
Monday will affect 3 schools: Blue Rock, Harding & John S.
Armstrong
Tuesday will affect 2 schools: Blue Rock & George
Washington
Total number would be: 5

Start Date - the date this absence will start
School - you can select the first school affected here if you want

Absence Reason Type - choose the appropriate reason

Click the Next button

Mavigation > Home = Create Absence | Logout Wednesday, August 27 2003
Creating an Absence: Julius, Melanie

Create Absence

# of Start Date School Absence Reason Type Substitute Absence Type
Ahsence Required

Instances

5 |9,"8,"2003 I John 5. Armstrong Elementary j I Frofessional Day j VES IFuII Day 'l
S
Endi
S [3PM =] : o0

| Hext = | Cancel
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Web lnstructions for Hinerant

Employees*

Each Absence Instance is now its own row. In the screen below, the employee has made sure that the
following fields are accurate for each row.

Date - make sure all dates are correct
School - adjust the school locations as necessary
Absence Reason Type - make sure they are all correct

Start & End Times - make the correct adjustments so the substitute knows where to go for each part of
the absence.

Click the Save button when finished and ready to save the absence information.

Modify an Absence

Creating an Absence: Julius, Melanie

] School Absence Reason Absence Type

IEUB,#ZDIB IEIIue Fock Elementary School j IPeressiDnal Dayj ICustDm 'I
Star‘tlng m I_ Endlng m I_

IDQ,-"DB,-"EB IHarding Elementary School j IPeressiDnal Dayj ICustDm 'I

IDQ,-"DB,-"DS IJDhI"I 3. Armstrong Elementarny j IPeressiDnal Dayj ICustDm 'I
starting [izea gl s[5 Enne [Tew =l s o

IDQ,-"DQ,-"DS IEIIue Fock Elementary School ﬂ IPeressiDnal Dayﬂ ICustDm 'I
Star‘tlng m I_ Endlng m I_

IDQ,-"DQ,-"DS IGeorge Washington Elementary Schoolj IPeressiDnalDayj ICustDm 'I

e Nl e By

Motes: (Maximur length iz 256 characters,)

School Default Information
Mot used for multi-location Employees.

Sove ] Coneel
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Phone Instructions for Hinerant

Employees*

When creating an absence on the phone, you can follow the instructions in the AESOP Phone Guide for
Employees, with a couple exceptions, noted below.

¢ When creating an absence on the phone, AESOP will prompt you to “enter the number of days.”
Think of “days” as “Absence Instances” (as defined on the previous two pages).

e 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, etc.

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.

1. Call AESOP at 800-942-3767 and login.

2. Press 1 to create an absence. AESOP will tell me that it knows I can work at multiple locations.
3. Select the location of the first Absence Instance.

4. Press 1 for today.

5. AESOP asks for the number of days, but enter the number of Absence Instances instead. For
this example, enter 2.

6. Enter the times as needed for this first Absence Instance.

7. Select the reason for this first Absence Instance. (Remember, each row can be different if
necessary, as seen on the previous page.)

8. Press 1 to confirm this Absence Instance.

9. Select the location of the second Absence Instance.

10. Press 1 for today.

11. Enter the times as needed for this second Absence Instance

12. Select the reason for this second Absence Instance.

13. Press 1 to confirm and save the absence information.

14. Depending on your profile settings, you may get 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/or 2.)
assign a substitute if you've already pre-arranged this absence with a substitute (see page 6).

09/08/2003 AES}DF' powered by b
f RONTLINE DATA

* Indicates functions that might i
not be used by your school



