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AeS@‘)p' Substitute Placement and Absence Management

Getting Started

Using Aesop Successfully

Note: This guide covers most of the functions that are available to substitutes in Aesop. These
functions are permission based. If you see something in this guide that you are not able to do, your
district may not have given you permission to access this function.

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.FrontlineK12.com/Aesop .

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.

Log on to Aesop

The first step to log on to Aesop is to visit the Aesop website. Put www.FrontlineK12.com/Aesop
into your internet browser address bar and hit the Enter button on your keyboard.

El Google

& = C | [0 wwwfrontlinek12.com/Aesop

This will take you to the Aesop website. At the top right corner of this page you will see the areato
login. Use the ID (most likely your 10-digit phone number) and PIN provided to you by your district.
Once you have entered this info into the boxes click the Login button.
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& Absence Management
1ef systems combined

Uses Aesop Contact Us

OlE DTHER
OUR OTHER

PRODUCTS

Search site... Sean

If you are new to Aesop your district may have provided you with a Welcome Letter. Your ID and
PIN will be in this letter.

TO: Baker, Tom

Victoria County School District

3/29/2012

Dear Tom ,

We have the pleasure of notifying you that Victonia County School District is using an autom
school district. The Aesop system is available 24 hours a day, 7 days a week. Aesop uses

1. You can search for and accept available jobs, change personal settings, update yo
once you take the job!

2. You may interact with the Aesop system by way of a toll-free, automated voice ins'
1-800-942-3767. Here, you can proactively search for jobs and manage existing jobs.

3. Aesop will also make phone calls to substitutes to offer jobs. The administrative off
have on record for you is (555) 555-1138

Important Notes:

* In order to access the Aesop system, you will need to enter your ID and PIN numbers as fi

D Number 5555551138
IN Number 1138

—

* If you accept a job, Aesop will issue a confirmation number. Please remember that your

You can click the “Forgot your login” button which will open a new page. On this page you can have
a PIN reminder sent to your email address.

LoGm

Getting Started
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Home Page

Once you have logged into Aesop you will be taken to your home page. You may first get a couple
pop-ups of your important notifications. There are two types of notifications you can recieve.

Notifications

- These are alerts that have been created by your district for substitutes to see.
They can contain important general information that may be useful to you. Once you have read
the alerts you can click the Dismiss button to move on. These web alerts can be revisited at any

time from your website.

Impertant Notifications =

7T Victoria County School District posted on Tuesday, March 20, 2012

Please review the dress code paticy in your substitute handbook before amriving at your assignment,
(0 victoria County Scheol District posted on Thursday, March 29, 2012

Al Substitules are bo repor by the Wain Ofice before going 1o their assigned dassqoom

o [ iemise .

- You also may receive notifications that you need to confirm. The example below is

a notification that the sub has been removed from a job and their services are no longer needed.

These notifications are very important and must be confirmed before you can move on to your
home page.

You were removed from this assignment on Thursday, March 29, 2012 2:45 PM.

Your services are no longer required for this assignment.

Date = Tirme Dapration Locaton
Gordon, Barbara Conf #7T8176004
Wed, 5232012 gooaM. [ Foepay Vandertilt High School A 9
300 PM
ﬁ.  Confirm

Once you have dismissed or confirmed all of your notifications you will be able to view your home

page.

3|Page
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Aesip

A  Available Jobs History Preferences Help
March 2012 Aped 2012 My 3012
1 2 2 3 4 5 'R T 2 3 4
Fl 5 L} 7 | I F » W M o1 J T o8 0B : »
i RS 43 14 W W 1 s L9ED AT W B m i W W W T
o ISR M 12 om 12 BB 34 28 Eae0lEmll o g0 3 3 23 M 2 2
i (28w m E || = (58 o om w6l =
Job Tabs B Available Jobs Scheduled Jobs |1 Past Jobs 4 B Mon Work Days ()
Duraton Lecaton
-
Fr aMa0a2 pooAm. [JFuspay 2mspers Eementaey Senoe L ?
300 M
Gordon. Barbara X hegect
Mon, 402012 oo | EEEE WANGATLE High Schad L

Top Bar

At the very top of your home page you will see a black bar with four different buttons you can click
on.

- Clicking on your name will take you to the Preferences tab where you can change
your personal information and PIN and other settings.

- The number of current available jobs will be displayed in the green circle. Clicking
on this option will bring you to the available jobs tab where you will see a list of the available jobs.

- The number of notifications (web alerts) you have will be displayed in the green
circle. Clicking on this option bring up a list of your current web alerts.

- Clicking the Logout option will log you out of Aesop and bring you to a login page.

Main Tabs

The next section of your home page are the Main Tabs.

& Available Jobs History Preferences Help

- The tab with the blue house icon is your home tab. You can click this tab from

4|Page
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anywhere in the website to be taken back to the home page.

Available Jobs - Clicking this tab will take you to a page listing all of the current available jobs for

you.

History - The History tab will take you to a page where you can view the history of your jobs and

non-work days.

Preferences - Clicking this tab will bring you to the preferences area of your website you can
change your personal information, PIN, preferred schools to work at, and call times.

Help - The Help tab will bring you to a page where you can find the User Guide as well as the
contact information for your district's Aesop Administrator.

Calendar

Just below the main tabs is your calendar. The calendar is color coded to show the different types

of days.

A black box around the

date represents thatit is\\

the current day.

Light blue days are pastor

scheduled jobs.

Green days are days there

April 2012

8 ST RN 13 14

are available jobs.

Dark gray represents a/

non-work day.

15 36 17 21
22 24 25 BRGHRSEN 28
29 =30

Use the back and forward arrows to either side of the calendar to move back and forward

the calendar.

April 2012

l l., .i ,Es :

2100 11 e 13 14

Home Page

May 2012

11 Fie

¥ 2.

| June 2012
!
A 5 4 s i 2
&[98 18 11 2 § i oAy e T e b
15 48 |47 [1B| 10 10 12 1430 18 18 16
22 23 M 35 26 i7 18 10 20 H 22 23
29 1 N 24 285 20 2r 2! W W0

in time on

5|Page


http://www.frontlinek12.com/Products/Aesop.html

AeS@f)p' Substitute Placement and Absence Management

Clicking on an individual day in the calendar will pop up information
about that day. If there is an available job on that day you can accept
or reject it right from the pop-up.

Available Job
Job Tabs W Fuioay

8:00 AM - 3:00 PM

The main body of your home page will be your job tabs. They can be S:;ﬂil;a,:;r;m,

found directly beneath the calendar. Clicking these tabs will not take
you away from the home page but will change what you are viewing
on the home page.

B Available Jobs Scheduled Jobs (1) Past Jobs (4) I Non Work Days (2)

- This tab will bring up the view of the currently available jobs for you. The number
in parenthesis represents how many available jobs there are.

- This tab shows the currently scheduled jobs you have already accepted. The
number in parenthesis represents the number of currently scheduled jobs.

- The Past Jobs tab brings up your job history for the past 30 days. The number in
parenthesis represents the number of past jobs in the last 30 days.

- This tab will show you your upcoming Non Work Days as well as non work days
from the past 30 days. You can also create non work days from here. The number in parenthesis
represents upcoming non work days and non work days from up to 30 days in the past.

6|Page
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Finding Jobs

On your Sub Web page there are three places you can click to access a list of jobs that you are
to fill.

gualified and available
‘ &
Aesup

#  Available Jobs

April 2012
ok
4 9 10 11 12
16 17 18
23 24 25

B Available Jobs

Find jobs by clicking
~~| any of these three tabs

History Preferences

May 2012
6 1 2 3
3 7 B g 10
2 2 3 (44| 15 18 17
& 2 21 22 23

28 | 29 30 3

Scheduled Jobs (1)

June 2012
4
1 4 5
18 11 12
25 18 19
25 26
Past Jobs (4)

M Nc

Date o Time

Gordon, Barbara

Mon, 492012 8:00 AM -
3:00 PM

Job Details

When you have your list of available jobs up you can see all the details of the job (Teacher
name/title, job date, job time, location, etc..) without having to go to another screen.

Smith, Matt 3rd Grade Teachar

Mon, 473002012 8:00
00 FM

Duration Location

. Full Cay Vanderbilt High School

AM - . Full Day Sawyer Elementary School

A

Accepting or rejecting this job is as simple as clicking the Accept or Reject button, but there are
other job details you can view as well.

If you see an icon that look like a sheet of paper that means this job has notes. These could be

important notes from the Teacher letting you know information about the job.

Finding Jobs
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Smith, Matt 3rd Grade Teacher |-

Tue, 4/10/2012 - 8:00 AM - . Full Day
Thu, 4/12/2012 3:00 PM

These notes can be viewed before accepting or rejecting the job. Just click the icon and the notes
will pop up on your screen. To exit the notes click the X in the top right corner of the pop-up.

Notes x

Do chapter 3 review

Some absences in your available jobs list may be multi day absences. Multi day absences will be
indicated with the icon you see below.

Smith, Matt 3rd Grade Teacher |=| [[] €«—

Tue, 4/10/2012 - 8:00 AM- [ Full Day
Thu, 4/12/2012 3:00 PM

For these jobs instead of seeing an Accept button you will see a See Details button.

¥ Reject ¥ See Details

| A

Click this button to have the job expand to show the details for each day in the job. You can

collapse the job again by clicking the Hide Details button. To accept the job click the Accept
Multi-day button.

Smith, Matt  3rd Grade Teacher (=] [T rajoct [T 2 Hide Details

Tue, 4102012 g:ggﬂ - [MFuioay Sawyer Elementary School A )
! M

Wed, 4/11/2012 g:g;ﬂ- M Full Cay Sawyer Elemantary School Ly

Thu, &M12/2012 ;1@%::.1 - E Half Day PM  Sawyer Elementary School ‘- ?

8|Page
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In each job listing there will be an icon for the school's phone number as well as a map to the
school.

Click on the green phone icon to have the school's phone number pop up. If the iconis gray that
means the school's phone number is not available.

« Accept

School Phone

(553) 555-5555

Click on the map pin icon to open up Google Maps where you can get * Reject
directions to the school. If the icon is gray that means the schools
address is not available. ‘}'9
Goc )Sle 501 Endor Forest Rd. Trooper PA 19410 : KN
YRS T
Get directions My places & oo 4| o %L o me'.m
(¢ 3%
DV T :
® R £ & ol Ve e @
Q-
. @ My Location 3 :g: s oot 000 2 .l.) qf&'m
. 501 Endor Forest Rd. Trooper PA 18410 TS e "hﬂbi L
A Dastnabion - Show oetons — ot
| -2 W e
GET DIRECTIONS I ‘i o L gﬁ g égga
L LTrn.lumrdiﬂ §.- e s B o™ I

Accepting or Rejecting a Job

Now that you have seen the job details you are ready to accept or reject the job.

To reject a job all you have to do is click the Reject button on the right side of the job listing.
Rejecting a job will make it disappear from your available jobs and you will not see it again. Only

click the reject button if you are absolutely sure that you will not want to come back to this job
later.

Smith, Matt 31 Grade Teacher — X Rejsct
Mon, 413002012 ?%?’ﬂl - [lFunDay Sewyer Elementary School e

9|Page
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To accept a job click the green Accept button on the right side of the job listing.

Barnes, Matt Science Toacher xam«)m

Wed, 41872012 rasam-  [lFueosy Dall Niadle School L
445 PM

Once you have accepted the job you will receive a pop-up at the top of your screen showing you
the confirmation number. If there is a file attached to the absence you will also see a link to view
the attached file. This pop-up will stay on your screen until you dismiss it. Dismiss it by clicking the
X next to Dismiss Message.

Assignment Accepted. Your confirmation number is #78178632 View

X Dismiss Message

attached file

Once you have a confirmation number you know that the job is yours and no other sub will be able
to accept this job.

10| Page
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Schedule

Scheduled Jobs

To view a list of your currently scheduled jobs click the Scheduled Jobs tab on your home page.
The tab will have a number in it indicating how many currently scheduled jobs you have at this
time.

Aest

#  Available Jobs History Preferences

April 2012 May 2012 June 2012

2RI 4 | 5 |IGE - 4 2 3 4 5

4 g 10 M 13 14 i 7 & BOEEOUEEE 1 g N5
16 17 18 (18 20 o 13 |14 15 18 17 18 19 10 11 12
23 24 25 | 26 2T i 21 2 23 2 25 18 19
30 27 28 129 30 M 24 25 26

M Available Jobs (14 Scheduled Jobs (3)€— Past Jobs (4)

Date a Timea Duration Location

Gordon, Barbara

When you click this tab your scheduled job will be listed in the main window. The details of each
job will be displayed including the name/title of the employee, the time of the absence, the
duration, and the location. Your confirmation number will also be listed here. The phone and
map icons can be accessed on this page as well.

Available Jobs [14) B Scheduled Jobs Past Jobs (4) Non Work Days (2)

Date Time Duration Location

Hartline, Jordan ﬁ Repor to; Main Office Conf &7TB17T003
Fri, 482012 g% .A.:j - .Full Day Jaspers Elemantary School "" ?
Barnes, Malt Science Teacher £ Af‘/ Repart to: Main Offica Conl 878178532 m
Wed, 41182012 T.45 AM -Full Day Diedl Middle School L q

445 PM

Smith, Matt 3rd Grade Teacher &3 &7  Reportto: Main Office contz7aiTeosy [T
Mon, 43002012 g% m - .Full Day Sawyer Elementary School \' ?

11| Page
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Email the Employee

If you have been given the permission in Aesop to email employees you may see a blue envelope
icon in the job info.

Barnes, Matl  Sciance Teac AP Reportto: Main Ofcas

Wd, 41182012 T:45 AM - .an Day Dl Migdle School
45 PM

Clicking this icon will open up the email client on your computer with the employee's email address
populated.

Attachments

If you see a paperclip icon in the job info that means there is an attachment, like a Word or Excel
document, with this absence.

Bames, Matt Science Teacher £ Report to: Main Office

Wed, 4182012 7:45 AM W FuiDay Dell Migdle School

5 -
445 PM

To view the attachment click the paperclip icon. This will open a pop-up on your screen with the
attachment or attachments listed. Click the attachment you want to view to open it up.

Files ®

¥ test.docx

Cancelling a Job

Depending on the permissions given to you in Aesop, you may be able to cancel a job after you
have accepted it. Not all absences will have the option to cancel. An example of this would be if a
job is too close to its start time Aesop may not allow you to cancel it. If you do have the ability to
cancel a job you will see a red Cancel button.

Barnes, Matt  Stisnce Teacher &3 &% Report to; Main Office Conf 378176632

Wed, 4182012 'F'.d-g m - . Full Day Dell Middle Schoal / " i
!

Confirm x
Are you sune you wan io cancel Job §TR1TES327

When you click the Cancel button you will receive a pop-up
asking you if you are sure you want to cancel the absence.
Click Yes to confirm the cancel.

Schedule
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After you have cancel the absence you will see a pop-up letting you know the absence has been
successfully cancelled. Dismiss the pop-up by clicking the x.

Another permission your district may have given you is the ability to cancel a single day of a multi-
day absence. When looking at the job details you will see a Cancel Job button for any days that
are eligle to be cancelled (typically you will only be allowed to cancel the upcoming day). Clicking
this button will just cancel that day rather than the entire multi- day absence.

Jobs El Scheduled Jobs 2 PastJobs 41 Non Work Days
Time Duration Location

biscience | & [[] Reportto: Main Office Conf#89423727 | #& Hide Details m
8:00 AM - Full Da <t ‘. 9
300 BM H Y Vanderbilt High School -'-"* = cjr'
8:00 AM - .

ol e Vanderbiit High School Ly
8:00 AM - .

S00AM- [l FuiDay Vanderbilt High Schaol w9

After clicking Cancel Job you will be prompted with a warning that you are about to cancel a job
for that day. Click Yes to confirm.

Warmning: By cancelling n-:séan. you will be preciuded from accapting

other jebs on Sat, 127201
Are you sure you want 1o cancel Job #894237277

From 800 AM 1o 3:00 PM.

Non Work Days

If you have days or partial days that you are not able to substitute you can create Non Work Days so
Aesop will not offer you jobs on those days. Click the Non Work Days tab to view your non work
days and to create new ones. The tab will have a number on it indicating how many non work days
you have scheduled.

Available Jobs (15 Scheduled Jobs (2 Past Jobs u]—m

This st shows non-work days for the past 30 days, View mare by cilcking the History tab nuumm
Date Time Reason

Thu. ¥29/2012 All Day

Thu, 471972012 All Day m

To create a new non work day click the Add Non-Work Day button. This will bring up a window
where you can enter your non work day info.

13 |Page
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Single Non Work Day

Add Non-Work Day ®
Date 4/5/2012  fx)
Repeat I
from [8:00am | & All Day
to |4:00 pm

Reason

Cancel Save

To create a single work day...

Date - Type the date into the box or use the calendar icon to select the date.

From/to - Enter the start and end times for when you can't work. You must uncheck the "All Day"
box to edit the times.

Reason - Enter the reason for your non work day. This info is not required. Click the

Save button when you are ready to save the non work day.

Repeating Non Work Day

You can also create a non work day that will repeat. For example, maybe you can't work on
Tuesdays for the entire month.

Add Non-Work Day ®
Date 4/10/2012 |y
Repeat I every © day
@ Tuesday
Until 511/2012 5
from 8:00am [ All Day
to |4:00 pm
Reason Not available

Cancel Save
-

When creating the non work day, click the check box for Repeat. Then mark
the circle for Tuesday.
Put in the end date you want this to repeat until.

Click the Save button to save the repeating non work day.

14 |Page
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In your Non Work Days tab you will see a Remove button for any non work days that are still in the

future. Click the remove button for the specific non work day you want to remove.

Available Jobs (15)

Scheduled Jobs (2)

B Non Work Days

chigle,;

Thu, /2872012
Thu, 4/52012
Tus. 41102012
Tue, 4172012
Tua, 42472012

Tue, 5112012

Time

All Day
All Day
All Day
All Day
All Day

Al Day

This list shows non-work days for the past 30 days, View mare by clicking the History 1ab

Reasan

Doctors Appointmint
Mot available
Mot availabla
Mot available

Mot available

Q) #4¢ Hen-tork Day

— B3
=3

You will receive a confirmation pop-up. Click Yes to confirm.

Remove Nonworkday

Schedule

Yes Mo
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History

Past Jobs

If you want a quick view of the jobs you have worked in the past 30 days, you can access the Past
Jobs tab. On the tab there will be a number in parenthesis which indicates how many jobs you

have had in the past 30 days.

Bames, Matt Science Teacher €3 4  Report to: Main Offce

Mon, 31272012 a5ant - [Fuioay Deil Migcle School

T
4:45 PM
Smith, Matt 3rd Grade Teacher &3 ﬁ Report to: Main Office

Tue, ¥20i2012 s:00AM-  [lFui Day Sawyer Elementary Schoal
3

Smith, Matt 3rd Grade Teacher &8 5] & Report to: Main Office

Mon, 3/262012 - 1131 AM - | g Half Day PM Sawyer Elementary School
Tue, 3272012 3:00 FM j : e i

Barnes, Matt Sclerce Teacher @ 5] &7 0] Report to: Main Office

Available Jobs (15 Scheduled Jobs (2) W Non Work Days (6)
This list shows joba for the past 30 days. View more by clicking the History tab
Date Time Duration Location

Conf STB1TTSE

.y

Conf STBITTETE

e

Conf #TH1TES56 3 See Detalls

wy

Conf#TB1TEAT1 ¥ See Details

Mon, 4722012 - TA5 AM - .Full Day Deedl Migdle School \" 9
Tue, 432012 445 FPM
History Tab

If you would like to go further than 30 days into your job history you can click the History tab in the

main tabs.

WSS Y

|
#  Available Jobs History Preferences

The History tab will allow you to look at the history of your absences and non work days for various

time periods. Just click the predefined time period to see the info for that date range.

History

16 |Page
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Select a date range: Mﬂyl Lest120dsys  This SchoolYear  LastSchoolYesr  Custom

Date - Time

kon

Mon

Tue, /2872012

, 220012 - 45 AM -

T
Fri, 2624/2012 445 PM

L 2272012 - B.00 AM -
300P

B Full Day

[ Mon Work Days (2)

Duration Location

Barnes, Matt Science Teacher €9 &2 [C]  Report to: Main Office

I Full Day Dl Middia School

Hartiine, Jordan 4% [[T] Reportto: Main Office

Jaspers Elementary School

Conf 278177579

Cont 278177582

¥ Ses Datails

Ly

% See Detalls

Ly

To create a custom date range click the Custom option. A date range box will pop up. Enter your

custom date range and click the Go button to bring up the info for that range.

Last School Year

Custom «=—

History
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Feedback

Many districts use Aesop to help collect data about their substitute's job experience. If your
district has opted to use this feedback feature, you will see a Feedback tab at the top of your home

page.

’ ANEWLOOK
Aesop \ .. for Aesop!

« Available Jobs History Feedback Preferences

Leaving Feedback

Click on the Feedback tab to be taken to a list of all of the absences from the past 14 days that you
can leave feedback on. To leave you experience feedback click on the Leave Feedback button for
the individual absence.

Leave Feedback Feedback that | left (2

Feedback may be left for jobs that have ended In the past 14 days

Daig = Time Duration Location

Noble, Donna  Science Teacher G & [[] Report to- Main Office Conf #85511820 % Ses Deisds Leave Feedback
Tue, 5172012 - rasam - [lFue Day Deil Middie School L 9
Thu, 52012 445PM

Chesterton, lan  5in Grace €3 ﬁ Repor fo: Main Office Conl 87268420  Leave Feadback
Fri, 582012 ﬁ gé&: - lFuDay Walker Middie School . ?

This will take you to a page where you can answer questions about how your job went. The first
thing you will want to do is choose an overall rating. Thisisa 1 to 5 star rating with 1 star meaning
your job experience was "poor" and 5 stars meaning your job experience was "outstanding".
Hover over and click on the number of stars you would like to give.

Noble, Donna  Science Teacher &3 E Conf 885511820 % See Details
Tue, 5172012 - 745 AM - . Full Day Dell Middie School ‘ﬁ ?
Thu, Sar2012 445 Pl

Select an overall score that represents how you would rate the experience you had in this position.

WOW W W W
Qutstanding

Below the star rating you will see a list of questions you can answer. These question may have
been customized by your district so the questions you see in this guide may differ from what you
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see on your web page. If any questions are marked with ** that means the district requires that

you answer them before you can submit your feedback.

Please answer the following questions:
Questions marked with an ™ are required

Hotes regarding lesson plans
The lesson plans were very halphul

| also taught
Chapter 12

Once you have marked your star rating and answered the questions you can click the Submit button
at the bottom of the page. Once you submit your feedback you will not be able to go back in and

edit it.

Students who wene absent
Mo studeris were absent

Termific helpers
Sarah Jane vwas very hlpil

i, —

Reviewing Feedback

After you have left experience feedback for absences in Aesop you can review the feedback for all
jobs in the current school year. To do this, click on the Feedback that I left tab in the feedback

section.

_ @ Available Jobs Feedback Preferences

Leave Feedback

History

Feedback that | left (4)

a—

This will bring up a list of all jobs you have left feedback about in the current school year. The star
rating will be visible on the right side of the job line. You can click the View

Feedback link to see the specific answers you gave to the questions on the Feedback form for that

job.

Williams, Rery  4ih Grade é} Repori io: Main Office

bhon, 47872012 500 AM - Full Dieil Middie School
300 PM . O

R
Conf wuzazl View Foadiack

T

Feedback
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Preferences

Aesop allows you to customize some of your settings like the times Aesop calls you and what
schools you would like to work at. You may also be able to edit your personal information and PIN
number. To access these things click the Preferences tab on your home page.

Personal Info

To view and/or change your personal info click the Personal Info option in the left menu.

Tom Baker
Change Pin
I Schools | Name Phone Email Address.
- Call Times Victoria County School District
l District List Tom Baker (556) 585-1138 AthdoctorBgmail com Edit b

To edit your information click the Edit button. Most district allow their substitutes to change their
email address and phone number. You may have permission to edit other info as well. If you make
any changes click the Apply button to save the changes.

Ed#t Parsonal info =
First Noma  Tom St
Lot Neme Bl Sreat 2
Phone 5555551138 Streel 3
Emall  dmcocsonifigmai com Strewt 4
Confirm Emall City
Sue
Zip

e

3

.
Change Pin

The next option in the preferences menu is to change your pin. This is the pin you use to login to
Aesop.

Change Pin

To change your pin:

1. Enter you old pin.

2. Enter your new pin. it

3. Confirm by entering your new pin again. mnm::::

4. Click the Apply button to save. ] X Reuat

Note: Pins must be 4 or 5 digits long and can only be numerical.
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Preferred Schools

Another option you have in Aesop is to choose a list of schools that you want to work at or choose a
list you don't want to work at. If you are a new sub Aesop will default you to see jobs at all schools.
If you are ok with this you do not need to change any settings here.

Click the Schools option in the menu to access this. At the top of the screen you will be able to
choose if you want to the list of schools to be where you want to see jobs or where you don't want
to see jobs. Click the circle for the option you want to choose.

Personal Info

Schools

Change Pin

& Show me assignments at the schools selected below.
| don't want to see assignments at the schools selected below.

Pall Tirmao

Use the All or None buttons to clear out or fill in your list.

Select Al None

¥ Victoria County Community Schools SChOOiS
¥ A New School
@ Show me assignments at the schools selected below.
@ Ackbar High Scheol I don't want to see assignments at the schools selected below.
¥ Administration Building Salact Al hoas
Then click the check boxes for the individual B iEtos Souniy Communty scnoois
schools you want or don't want (depending ¥ ANew School
on the above setting) to see jobs at. In the ¥ Ackbar High School
example below you can see the sub doesn't 14 Administration Building
want to see jobs from elementary schools. ¥ Beacon School

[l Columbia Elementary School
¥ Dell Middle School

D Elementary School
When you have selected all of the schools, i e

click the Save button to save. B Jepary Semamg vl

Sawyer Elementary School
Call Times

By default you will be called for job during the time period set up by your school district, but you
can customize these times or turn off calling all together if you wish. To edit your call times click
the Call Times option in the Preferences Menu.
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Parsonal Info - AFS for avadabie ]
- Call Times gt aaant a4
Change Pin
Schools Sunday Menday Tussday Wednesgay Thiirsday Fricay SHUTIAY
m—i Call times for Victoria County School District
District List Maming
No Calis 530 AM - 530 AM - 530 AM - 530 AM - 520 AM - Mo Calls
12:00 PM 12:00 PM 12:00 PM 12:00 PM 12:00 PM
Evening
400 PM - 4200 PM - 4200 PM - 4200 PM - 400 PMi - No Catis Mo Calis
10:00 PM 1000 PM 10:00 PM 10:00 PM 10:00 PM
My Proferences
District Cadl District Cadl Diistrict Cadl District Call Diistrict Call District Call Diistrict Call
Times Times Times Times Times Timnes Tirmes
Edil Edit Edit Exit Edit Exdit Edit

You district's default morning and evening call times will be displayed. You can edit your call times
by clicking the Edit button at the bottom of the screen for any day.

My Preferences

District Call District Call District Call District Call District Call District Call District Call
Times Times Times Times Times Times Times

Edit £ Edit Edit Edit Edit Edit Edit

This will bring up a window where you can select the time you want to get called for that day of
the week.

Your call time preferences Monday x
District Call Times

Morning: 5:30 AM to 12:00 PM
Evening: 4:00 PM to 10:00 PM

My Preferences

» Don't Call Me
@ Call me during the district call times

* Call me between | and

Cancel « Apply To All + Apply only to Monday

&

Dont Call Me - Choosing this options will set Aesop to not call you at all on this day of the week.
Call me during the district call times - This will set your call times to the district default. Call me
between - Here you can set the earliest and latest time you are willing to be called for this day of
the week.
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Once you have picked your settings you have two options:
Apply to All - This will apply these settings to every day of the week.
Apply only to - This will only apply these setting to the day of the week you are editing.

In the top right corner of the calling times area you will see the following option.

Accept phone calls for available jobs?
© Yes © No

To turn your calling from Aesop completely off choose the No option. You will then receive a
warning pop-up from Aesop.

You will not receive any further phone calls from Victoria
County School District

Lok ][ conca |

Click OK to confirm. This will mean Aesop will not call you with job offers but you will still be able to
search for jobs online.

23| Page
Printable Help


http://www.frontlinek12.com/Products/Aesop.html

	Getting Started
	Using Aesop Successfully
	Proactively fill your schedule
	Manage your preferences
	Find out about available jobs

	Log on to Aesop
	What if I forgot my PIN?


	Home Page
	Notifications
	Top Bar
	Main Tabs
	Calendar
	Job Tabs

	Finding Jobs
	Job Details
	Notes
	Multi Day Absence
	Phone Number and Map

	Accepting or Rejecting a Job
	Reject
	Accept


	Schedule
	Scheduled Jobs
	Email the Employee
	Attachments
	Cancelling a Job

	Non Work Days
	Single Non Work Day
	Repeating Non Work Day
	Removing a Non Work Day


	History
	Past Jobs
	History Tab
	Custom Date Range


	Feedback
	Leaving Feedback
	Reviewing Feedback

	Preferences
	Personal Info
	Change Pin
	Preferred Schools
	Call Times
	Turning Calling Off



