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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.

12/3/2012 ‘



Page 2 of 3

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.

& - C [ www.irontlinekl2.com/Aesop

This will take you to the Aesop website. At the top right corner of this page you will see the
area to 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.

& Absence Management GET A DEMO | ‘Pf‘{()éL]gTS
1t systemns cambined

Uses Aesop Contact Us | ) |
3 Slones £ay Hallo isea‘m sile . ; Sear

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.
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TO: Baker, Tom
Victoria County School District

3/29/2012

Dear Tom ,

We have the pleasure of notifying you that Victoria 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 persenal 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 praactively 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

* In order to access the Aesop system, you will need to enter your 1D and PIN numbers as fq

D MNumber 5555551138 &
IN Number 1138

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

What if | forgot my PIN?

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 or view a document on common login issues.

Need Helprogg'ing In To Aesop?

Forgot Your PIN? Sclve Login Issues
If you have an amail 3ddrass and s Tha: foliowing ginds 15 usehd fo
P phone Meimbar |-:~.3i—,',l-':(‘d " :: sohing logn issuves Melp Gade
o Absop, we ¢ belp PN Request ) e

Still Need Help?

i you are 558 hivdng login issues
v of f you have questaany aticut
O's how o U3e Assop, cortact your
— local schod! distnct and ask ot

the Aesap Administrso
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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

Web Alerts - 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.

Important Notifications ®

e L

£ Victoria County School District posted on Tuesday, March 20, 2012
| Flease review the dress code palicy in your substitute handbook before arriving at your assignment.

! !
i * ' Victoria County School District pested on Thursday, March 29, 2012

| AN substutes are 1o feport to the Main Ofice before going to tair assigned casareom

* Dismiga

4

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

Your services are no longer required for this assignment

Date Time Duration Location

Gordon,. Barbara Conl #78176991

Wed. 52372012 800 AM - . Full Day Vanderbiit Hgh School '\- 9
3.00 PN

—> =3

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

home page.
I TepBar > T
#t  Available Jobs  History  Preferences Help
Maren 2012 Apm 2012 | May 2012
1.2 2 3 ¢ 5 0% R 2 |
p $ % 7 8 0 wkd S T RTERTR S 7. o SHREERE « | | |
| i 1
T IR TEE TR HRCE R T ORTE | FTRTR R T I
f O s 1
1t 19 880 1 223 | |z (33 a4 38 DEEENRE x| oo #2323 g4 28 ;
026 v ) Plar 28 (88 30 a1
B Available Jobs {1 Scheduled Jobs (1) PastJobs (¢ B Non Work Days i2)
Dty - Time Duraon Locabon
Hartiire, Jordan * Rigeet
Fri 282012 sooaM -  reos dpes Bremeniiary Sehodl LY
300 P
Gordon, Barbara % higa '“f““,
Mo, 2072092 soom-  Erwon Vancere sigh School L
200 Pt

Top Bar

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

click on.

Tom Baker

Your Name - Clicking on your name witt take you to the Preferences tab where you can change

your personal information and PIN and other settings.
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Available Jobs - 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.

Notifications - 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.

Logout - 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 7 oa Help

Home Tab - The tab with the blue house icon is your home tab. You can click this tab from
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.
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A black box around the

date represents thatit is\

the current day.

Light blue days are pastor

scheduled jobs.

Green days are days there
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are available jobs.

Dark gray represents a/

non-work day.

April 2012

13
20

2

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

time on the calendar.

April 2012
1 52 3,{4'5 &

15 (4B 7 18 =

29 30

2 (23 M 2 26 21 20 | | 20

| May 2012

e L8 10 1 12 13 14 | | ¢

? 10

e

24

18
25 ¢

| e
| June 2012

25}
L4 § 8 7.0®
o4 12 13014 15

19 20 . 2% 22 23

26 27 28 28

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.
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L LA~ L] LA L

22 23 24 25 8

Available Job

B Fuipay L

§5:00 AM - 3:00 PM
Gordon, Barbara
Vanderbiit High Schoaol

Job Tabs

The main body of your home page will be your job tabs. They can be 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 (15 Scheduled Jobs (1) | Past Jobs (4) £ Non Work Days (2)

Available Jobs - 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.

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

Past 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.

Non Work 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.
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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
qualified and available to fill.

A@SC)P | Find jobs by clicking

any of these three tabs

A Available Jobs History Preferences

April 2012 May 2012 . June 2012

6 7 8 FO MO 12 | | 3 4 5 6
1§ 1 13 (44 45 546 47 148 19 | | 10 A1 12 13
| 20 21 22 23 24 25 26|17 18 19 20
| 21 28 29 30 31 |l 24 25 26 27
B Available Jobs (18) Scheduled Jobs (1) Past Jobs (1) | 8 Ng
Date « Time Duration Location
Gordon, Barbara
Mon, 4/9/2012 8:00 AM - .Full Day Vanderbilt High Scheol
3:00 PM
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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  3r¢ Grada Teacher R Rejoct
hon, 4302612 g:gg AM - B Fui Day Sawyer Elementary School e
;! N

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.

Notes

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.

Smith, Matt 3rd Grade Teacher EJ [ﬁ

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

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 b

Do chapter 3 review

Multi Day Absence

Some absences in your available jobs list may be multi day absences. Multi day absences will
be indicated with the icon you see below.
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Smith, Matt 3rd Grade Teacher

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

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

¥ Reject A7 See Details

7o

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 Teazhier 2] [ xrejeet (LR RE A Hide Dousils
Tue, 4102012 gooan- [l Funoay Sawyer Elementary School A v
3:.CO0PM
Wed, 411112012 B:C0 AM - - Full Day Sawyer Elementary School \' 9
300 PM
Thu, $/12/2012 ; 1 orgipA:d - ﬁ Half Day #id  Sawyer Elementary School ‘t 9
: 8

Phone Number and Map

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 icon is gray
that means the school's phone number is not available.

School Phone

(555) 555-5555

Click on the map pin icon to open up Google Maps where you can get directions to the school.
If the icon is gray that means the schools address is not available.
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\},9
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Accepting or Rejecting a Job
Now that you have seen the job details you are ready to accept or reject the job.
Reject

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  5r¢ Grage Teacher e X Rejest
Mon, 413072012 g% Q‘ﬂ: - [Wruiosy Sawyer Elementary Sthool AP
Accept

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

Barnes, Matt  Science Teaches xne-}m

Wed, 411872012 Tas AN - I Fus ooy Dall Micgle Szheet ¢
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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

attached file K Disnruss Message

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

Personal Info

Tom Baker

. Change Pin

1 Schools Name Phore Email Addiass

! e : . - ; o

| call Times Victoria County School District

{

| District List Tom Saker (555) 655-1128 dtndoctar@gmall com Edit )

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.

Edit Parsonal Info ®
First Name  Toes stran |
LasiNeme  Bakid Streel 2
Phone  %a5Na1538 Street 3
Emall  4irdoctritgmad com Streetd |
Cenfirn: Email city
Seate |
Fd]
cme
o
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Change Pin

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

1Per\lmmllmo - =
. Change P
»M i

| Schaols

: Ofd Pin
| Call Times New Pin
|

| Pistrict List Confirm New Fin

To change your pin:

1. Enter you old pin.

2. Enter your new pin.

3. Confirm by entering your new pin again.
4. Click the Apply button to save.

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

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

| Change Pin

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

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

¥ Victoria County Community Schools
“ A New School
' Ackbar High School

¥ Administration Building

Then click the check boxes for the individual schools you want or don't want (depending on the
above setting) to see jobs at. In the example below you can see the sub doesn't want to see
jobs from elementary schools.

Schools

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

Select Al None

! Victoria County Community Schools
¥ A New School
¥ Ackbar High School
¥ Administration Building
v Beacon School
I/ Columbia Elementary School
¥ Dell Middle School
I' Duguesne Elementary School

i1 Jaspers Elementary School

[' Sawyer Elementary School

When you have selected all of the schools, click the Save button to save.

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

Eon

Monday .

400 BN -
10:00 FM

§ Call Times
| Change Pin
i
| Schools Sundey,
| District List
No Cats
460 BM -
10:00 PM
My Preferences
District Cas
Times

District Co#
Times

Edit

Tuesday

Call times for Victoria County School District

District Ca%
Times

Edit

o Madneedey

Merming

5:30 AM -
1200 PM

Evening

4:00 PM -
1000 PM

District Ca
Times

Edit

Edit

Azcept phane ca¥s for avaiable jabs?
*Yes O No

400 PM -
10:00 PM

District Call
Times

5:30 AM -
1200 PM

No Calis

District Call
Times

Edit

Saturday

No Calis

No Calls

District Call
Times

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
Times Times

Edit ‘e’ Edit

strict Call

Di
Times

Edit

District Call
Times

Edit

District Call District Call
Times Times
Edit Edit

District Call
Times

Edit

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

the week.
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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

4

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.

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.

Turning Calling Off

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 Scheol District

ook ][ concet |
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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.
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