AESOP QuickStart Guide

for Substitutes

This guide will show you how to:

o Log on to the AESOP

System

o Find and accept available
jobs

o Remove yourself from an
accepted job *

o View your schedule

o Manage your call times

o Manage your Availability

o Manage your personal
information

Teacher and Substitute
Login Page

* Indicates functions which might
not be used by your school. .AESDF' powered by
IHFFIUHTLIHE DATA
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Log on to AESOP

Point your browser to www. Aesoponline.com

. i
° Enter your ID and PIN number and [ Home | Teacher Log In[Substitute Log In|Administrators Log In] our S anice|Our Comp any | Contact Us
click on the “Go” button... '

FrontLine Data

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

PIN reminder

-

» Edmonton, Alberta Get thE\ ’;

"...we've had an on-

int: . lling- I
Hint: In order to use the Forgot your PIN? function, |=5iecie  CRCKCIRRITI:L Il
you need to have your e-mail address igmvpejr';;g;gpwjm
defined; see Change Personal Information what we had-the  We automate the replacement of essential
functions choice foruswas  parsonnel during temporary absences.
. obvious

rator

J“'”""Z
Sun | Man Tus [ wedlThu]Fri =t .
o1 i)z ¢ 5 B Current Assignments Available
e [0 (10 (11 [12/@8 School Employee Title Date Time Duration Yiew " a nd Sta rt proaCtlver
; - AESOP County Middle James Boyer  Health Jul @ 2002 7:00 AM Full Day Details i
- Bmmamns §os 35 o managing your
: Jarmnes Baoyer Health Jul 4 zo0z 7:00 AM Full Day Details =
B=0 [0z |1 [ | 100 P aSSIinllentS and
HEHvraH by thester Springs Senior  Jeff Gordon Wocational Jul 3 2002 2:00 AMO7 120  Details
High Schoal Instructar 2:30 PM SChed u Ie |
. ¥eopklng Gaorga Washi Tiger Woods  Phus Ed Jul 17 2002 7:30 AM Full Day Details -
» View My Schedule Elementary School 3:30 PM
» add Non-Work Da Harding Elementary Bob Barker Full Time Jul @ 2002 0AMO7:30 Details
» Tell AESOP When To School Administratar 0FM
(26"7 Rachel Nichals Jul 5 2002 8:00 AM O05:00 Details
=al 4:00 PM
» Change PIN Jul & 2002 0 AM 0800
» Change Personal 0EM
Information Hook-Em High Shannon White Math Jul 2 2002 7:30 AMO2:00  Details
» Quick Start User Guide 3:30 PM
Josh Griffen Junior High  William Jackson Janitor Jul 2 2002 7:30 AMOS:00  Details
3:30 PM
Personal Information If you have questions about the rules ar setup of the system contact your
Email: #dministrator, Sean Douglass, at (610} 220-9592 or email:
Phone: (972) 519-1013 Aesopadministrator@yourSchoolDist.com.
Earliest Start Time:
730 AM
Latest End Time: 3:30
P
change Fersanal Information
AESOP powered by back to top &

/FRONTLINE DATA

Contact us at suppork@assoponline com Copyright Frontline Data, Inc All rights reserved, Protected under US Patent No, 6,324,133
and additional paterts pending.
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Finding and Accepting Jobs

e How can you see which jobs are available to you?
Immediately after logging into your AESOP Home Page, you will see a list with all
the available jobs you can accept.

Current Assignments Available

School Employee Tida Date Time Duration View
George Washington Elementary Tiger Woods Phus Ed Jul 17 2002 7:20 AM Full Day Details
School 3:30 PM
Harding Elementary School Mike Bowrnan Social Jul 2 2002 7:00 AM 09:00 Details
Studies 4:00 PM
Hook-Em High Shannon Wwhite Math Jul 2 2002 7:30 AM 02:00 Details
21320 PM

J Selectlng a job to ACCEPT

Once you click on the “Details” link, AESOP will show you more information
about the specific job...

- And allow you to accept the job

— If the teacher has left notes for you, they will appear on this page

In order for you to accept this Absence, please click the 'Accept Job' button below.

Selected Jobs

School Employes Titde Room Date Time Duration
Harding Elementary School Bowrman, Mike Social Studies Gyrn Jul 2 2002 700 AM-4:00 PM 09:00
Notes:

Accept Job | Cancel |

N

e Once you click on the “"Accept Job” button, you will be assigned to
this absence and AESOP will provide you with a confirmation
number:

You have accepted this absence. Your confirmation number is: 185797

° Success!
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View your Schedule

o You can also view your schedule to see...

...when you are working, July 2002
...where you are working, Sun|Maon|Tue Wed Thu|Fri |Sat
...what you will be teaching (1) 2 |4 |5 B
..whom you will be substituting for Bl o (10 |11 [1o[e
Change Yiew: Month View | Go to Current Week 1415 |16 (17 158 (198
Week View from 7f1/2002 - 7572002 i i EE 23 24 25 26 27
Add Non-wWork Day
_ 25
monday, Jul 1 |Tuesday, Jul 2 ;\flllagnesday, Ihursday, Jul |Friday, Jul 5 Eg 3|:|k31
Man-wark Day
—p | +VYiew My Schedule
8¢  — » Add Non-Work Day
- [ ] »Tell AESOP When To
Call
1000 [ b Change PIN
1100 [ ] » Change Personal
| Information
128 » Quick Start User Guide
100 [
200 [ ]
300 [
Change Earliest Start and Latest End Times é Printable Version

o AESOP lists your absences in a weekly or
monthly view
- on a weekly basis, you can see exactly what the
hours of your assignments are.

Schedule for June 2002

CONF# [District School Employee [Tide Roonn  [Date Mne
290433 [Chester County  [Harding Bowrnan, Social Gy 7i2f2002 700
School District Elermentary Mik e Studies e A
School 4:00
P
Status: Filled
Notes:
% |cancel: ﬂ
292686 [Chester County Harding Gurss, dth Grade |Room [Ff10/Z002 [F:00
School District Elermentary Dennifer 237 L
School 4:00
P

Status: Filled
Motes:

* Cancel: ﬂ\

% Printable Wersion
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Manage your Call Times

. Tell AESOP when to call:

You have complete control over when AESOP should call July 2002
you... Sun|Mon|Tue "W ed Thu Fri |Sat
- From the Home Page, click on the “Tell AESOP When (1) H3 4 |5 B
To Call” link S B |9 |10 |11 |12j%=

BN 1S (16 (17 |18 [19[=.
BN (23 (24 |25 [26)88
S8 20 (30 |31

Mon-YWark Day

. Working

» View My Schedule

» Add Non-Work Day

> »Tell AESOP When To
Call

> Change PIN

» Change Personal
Information

> Quick Start User Guide

e You can indicate your availability to
receive Ca||S from AESOP for... Your District has defined available call times:

. . . Morning: 5:00 &M - 10:00 AM
- Specific times of the day by selecting Evening: 4:00 PM - 11:00 PM.

the “Add No Call Times” option.

- Egﬂqglaifg”d?grs :)Za;eéelgtlc\’%eﬁc;%rgre Don't call T 6:00 AM i 6:00 AM  |6:00 aM 6:00 AM i 6:00 AM i
away on vacation. today. ' '

- Tell AESOP to NEVER call you by
Selecting the “I Prefer not to be called '
by AESOP” option, for example, if you oo
will use the WEB exclusively to search sty W el oze
for jObS. 1 Prefer not to be called by AESOP

M Cancel

You have further defined your call times as listed below.

 Specify Call Times

You can see that from this example, this sub does not wish to be called on Sundays,
And prefers to be called only from 6:00 a.m. until 8:00 a.m. on weekdays. Otherwise, she

has chosen to proactively look for her jobs on the web or by inbound telephone call. A good
idea!
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Manage your Availability

You can also manage your availability in the AESOP System my entering “non-work
days”. When you enter a non-work day, AESOP does not see you as “available” and
will not call you, and also will not display jobs to you that are in conflict with the time
period you have indicated that you are not available to work! AESOP also makes it
very easy for you to indicate “repeating” non work days.

-From the Home Page, click on the “Add Non-Work Day” link or Interactive Calendar
simply click on a day in the monthly calendar that you are July 2002

. . Sun|Mon|Tue|Wed|Thu| Fri |Sat
unavailable for an assignment.
1 (233 |4 |5 |8

S oaAlD (10 (11 |12

This substitute has Date 15 |16 (17 (18 |19/=a
indicated that she will oy =lls =ffzvez ] BN - (02 (04 |25 26|08
e e e | P - EENETHER
cal university starti :
on Tuesday July 9t Start Time Hen-Wers Bey
and every following [7am = :[aux wiorking
Tuesday from 7:30 am End Time View My Schedule
i . |12 Prd =) o |30 =
llilnil'l 12h-30 plf]“- h ' »Add Non-Work Day
otice how she has — » Tell AESOP When To
selected to repeat the R (BIG call
event every Tuesday Until =
until July 2, 2003. She [y~ =l[z 2009 :E::“" = I';IN |
would now not be called Every ange Fersond
; Information
for any aSS|gnments on " Monday ™ Tuesday I wednesday = .-
Tuesdays unless they I Thursday [ Friday * Quick Start User Guide
begin after 12:30 p.m! I Al woek
Savel Sawve and Add Another | Cancel |
Add Non-Work Day July 52 |2002 'I EI
Monday, Jul 8 |Tuesday, Jul 9 ;\ll_llladlréesday, ‘{I‘iursday.Jul Friday, Jul 12 | T, A TO remove the non_
Non-viork | SunienTuelwedmul S work day and again
i, Taking Classas - EENCENEMEEREER make yourself available
7 at !ocal 1S |16 (17 (18 |19 = . .
e | RGN e to work, simply click
the small trash can on
BUU August 2002 -
Sun|Man[Tus|Wad Thul Fri St the weekly view of your
1 2 2
9°° Bl = |- = o [ calendar. It's that
12 |13 (14 (15 |16 |&8 . '
1090 o |19 [zo0 (21 |zz |23 |4 S|mp|e
2o |27 (28 (29 |30 |[S
[als]
11 2002
12pM fun l\21|nn ;ua \:’ed'Sl'hu 6Fr’i 7Bat
100 8 9 10 (11 |12 |13 |
1o |17 (18 (19 |20 |&8
200 B -5 24 (25 [26 [27 B8
g00 ok
Change Earliest Start and Latest End Tirmes é Printable Wersion
[ Calendar Key
Schedule for July 2002 H Hon-work Day
COMF# District School Employee ite Work Day
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Changing your Profile

Change your PIN.

. You can select your own PIN number

- Select the “Change PIN” link from your Home Current pin [
Page
- Now, enter your existing PIN into the “Current New Pin |*

PIN” field T Iimﬂ

- Enter your new PIN into the two new PIN

fields.
Apply Changes I Cancel |
Change Personal Information.
A ) A First Mame Ethan
J You can customize your personal information T
- Select the "Change Personal Information” link Last Name Julius
from your Home Page Phone (610% 701-0822
- AESOP will display your current settings E-Mail
- Click on Edit Info to make changes Earliest Start _ ..
Time '
Latest End Time 5:00 PM
Edit Info

Change Personal Information.

o Enter your modifications and click on the “Apply First Name [Ethan

Changes” button to save your changes. Middle |

Last Name IJuliuB

Phone [(610) 5551212

E-Mail |
stali?:re:; ISAM :I' :|00:|v

‘ Apply Changes | Cancell
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