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Overview

 
 • Aesop is an automated placement service that takes the tedious work out of finding 

substitutes to fill your classrooms. 
 

 • In a manual world substitutes are placed by someone contacting and asking them if they a 
job – a 100% outbound process. 

 
 • In an Aesop automated world, jobs can be filled in a variety of ways.  Aesop incorporates 

both an outbound and an inbound process. 
 

 • Real time reporting is available to administrators 24/7. 
 

 • Administrators can manually intervene if desired or necessary. 
 
 
How Aesop Works 

 
 Here is the typical process of how Aesop works with an absence.
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How Aesop is Used 

 
There are four types of Aesop users, each one accessing the system for different reasons. 
 
Employees – They will be able to create absences in Aesop using either the phone or the internet.  
Employees will also be able to view their Absence Reason Balances, view their schedule, leave 
feedback, and create a list of preferred substitutes (some of these are optional features).  Training 
materials are also available to them online. 
 
Substitutes – They will be able to search for jobs 24/7 online and by calling into Aesop.  They will 
also receive calls from Aesop when jobs are available.  Substitutes will be able to view their 
schedule, create non-work days, leave feedback, set calling preferences, and set preferences of 
where they want to work (some of the are optional features).  Training materials are also available 
to them online. 
 
Principals/Secretaries – In Aesop these will be your Campus Users.  They will be able to log into 
Aesop online and view all absences at their school location.  They will also have access to a 
number of reports showing them valuable data in Aesop.  Other functions such as absence 
approval and preferred substitutes will be available to them online as well. 
 
District Office – The district level users will have the ability to configure Aesop to work best for 
their district’s specific needs.  They will have the ability to add new employees and substitutes, 
and configure things in Aesop such as Skill Matching and Absence Approval.  Numerous reports 
are available to them as well as a report creating program called Report Writer.  These users will 
also be the ones to contact Aesop Client Services when help is needed. 
 
Employees, substitutes and Campus Users access Aesop online by going to the web address 
www.frontlinek12.com/aesop 
 
The district office users will access the Web Navigator by going to the web address 
www.frontlinek12.com/navigator 
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Logging on to the Web Navigator 

 
• In the address bar of your web browser type: www.frontlinek12.com/navigator 

 
• Enter your ID and PIN 

 
• Press Enter or click the Go button 

 
Note: You will receive your ID and PIN upon initial setup of your school district. 
 

 
 
Logging off the Web Navigator 

 
• Click Web Navigator on the main menu bar 

 
• From the drop-down menu, click Logout 
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Menus 

 
Main Menu Bar 
 
Click on the Main Menu Bar to open drop-down menus and sub-menus.  To access the function 
you want, move your cursor down to that section and when it highlights click on it. 
 

 
 
Toolbar 
 
The toolbar is a row of icons.  By clicking on an icon you go directly to a frequently-used area of 
the system. 
 

 
 
Tab Menus 
 
When selecting a function from the Main Menu Bar The function you select, such as the one 
pictured below, may have tabs across the top, allowing you to access more specific information. 
Others may display a list of links to more detailed information. 
 

 
 



 

INTRODUCTION TO AESOP  |  PAGE 4 of 4 

 

 
 
  

November - ©2012 Frontline Technologies, Inc. 
Confidential - Information in this document should not be distributed unless explicitly authorized. 

 

Shortcut Menus 
 
Shortcut Menus (also called right-click menus) display a menu’s entire selections by right-clicking 
on a link (such as an employee or school name). Click the function on the shortcut menu to go 
directly to that function. 
 

 
 
Buttons & Icons 
 
Buttons execute a particular command. Some buttons are symbols, while others have text to 
indicate the particular command.  Below are some examples. 
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Weekly Absence/Vacancy Chart & Contact Information 

 
 
There are three major sections on the Home Page. 
 
Weekly Absence/Vacancy Chart 
 
The Weekly Absence /Vacancy Chart displays the Fill Rates for the current week. 
 

 
 
Profile 
 
The Profile section holds the contact information of the user that is currently logged in to the Web 
Navigator. 

 

 
 
Aesop Information Alerts 
 
Aesop Information Alerts will notify you of system information notices (web alerts), substitutes 
who are not on preference lists, substitute skills that have expired or will expire soon, and other 
important information. 
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Aesop Features & Announcements 
 
Aesop Features & Announcements is a place for Aesop to notify you of information on upcoming 
releases, announcements about the system and tips on how to make the most of Aesop. 
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An Overview 

 
The Organization Settings will govern how Aesop works throughout your district. Some of these 
settings can be overridden at the individual school, employee, or substitute level. However, you 
can use the Organization Settings to define general rules for the behavior of Aesop in your district. 
 
Contact Information 
 
The Contact Information tab controls the contact information given to the end-user  
(principals, employees, and substitutes). 
 
Substitute Absence / Vacancy Settings 
 
The Substitute Absence/Vacancy Settings tab has four main features: 
 

1. Default maximum and minimum substitute job visibility 
2. Preferred Substitute List EXCLUDE takes precedence 
3. E-mail, Web, and phone notifications for substitutes 
4. Substitute cancel penalty settings 

 
School Closings 
 
Aesop allows you to create and view current Closed and In-Service Days. These closed and in-
service days may be set up by School or Employee type. 
 
Web Alerts 
 
Web Alerts allow you to communicate with your end-users via the Web site. 
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Web Navigator Organization Settings 

 
To open from the main menu bar select Master Data > Organization Information; The sub-menu 
which appears lists the overall district setting options. 
 

 
 
Organization Information 
 
The Organization Information tab holds general data regarding the school district.  
 
 
 
 
 
 
 
 
 
 
 
 
 

To change the district PIN 
 
1. Click the Change PIN link 
2. A small window will open 
3. Enter new PIN 
4. Click Apply Changes 
5. Click Close Window 
6. Refresh to view changes 
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The Organization Information 
page also gives you a 
snapshot of how many active 
employees, substitutes, and 
vacancy profiles in your 
organization. 

 
 
 
Contact Information 
 
The Contact Information tab controls the contact information given to the end-user (principals, 
employees, and substitutes).  
  

 
The end-user web sites and 
Welcome Letters will direct 
them to contact this person 
for help. 
 
A separate substitute contact 
can be entered if you choose. 
To do this, click the define 
separately check box and 
more fields will appear. Enter 
the substitute contact 
information and click Apply 
Changes to save.  

 
 

School Dates 
 

The School Dates page allows you to specify 
the start and end dates of your district’s 

current and next school years. 
 

In the “Next School Year” fields, enter the 
expected schedule for the next year. You can 

change these dates at any time if your district 
decides on precise dates later. 

 
 
 
 

 

What’s the purpose? These dates help Client Services know 
when your school year begins and ends. 
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Call Times 
 
The Call Times govern the times when Aesop can 
call your substitutes. These settings are boundaries, 
but individual substitutes can restrict these times 
further if they want. 
 

  

Call times can also be restricted by a school’s “fulfillment cutoff time” (see “School Settings” 
chapter). These settings affect only outbound calling.  Substitutes can call in or log onto the Web 
site at any time. 

 
 

 
 
 
 
 
 
Substitute Absence / Vacancy Settings 
 
The Substitute Absence/Vacancy Settings tab has four main features: 
 

1. Default maximum and minimum substitute job visibility 
2. Preferred Substitute List exclude takes precedence 
3. E-mail, Web, and phone notifications for substitutes 
4. Substitute cancel penalty settings 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check the time! 
Aesop uses military format (e.g.  

6:00 pm is 18:00) for these settings. 
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Default maximum and minimum substitute job visibility 
 
Preferred substitute list EXCLUDE takes precedence 
 
E-mail, Web and phone notifications for substitutes 
 
Substitute cancel penalty settings 
 

 
Default Maximum and Minimum Substitute Job Visibility 
 
The Default Maximum and Minimum Substitute Job Visibility setting controls how far in advance a 
substitute is able to see or hear about an available job. The Contact Information tab controls the 
contact information given to the end-user (principals, employees, and substitutes).  
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Preferred Substitute List Exclude takes precedence 
 

This setting determines the school’s control over 
excluding certain substitutes. If this box is 
checked, the school’s list of excluded substitutes 
will override any requests made by the employee.  
 

Even if a teacher chooses a substitute as a “favorite five” or preferred substitute, if the substitute is 
on the school’s EXCLUDE list and the box is checked, the substitute will not be allowed to accept 
the assignment. 
 
E-mail, Web and phone notifications for substitutes 
 
Determines when and how Aesop notifies your substitutes of changes to their accepted 
assignments. 
 

 
 
If any of the above boxes are checked, Aesop will notify your substitute when they are removed 
from an absence (either by way of removal or by deleting the absence). 
 

Send substitute e-mail notifications:  Aesop will send an e-mail immediately after an  
absence is removed or cancelled. The e-mail will contain a link for the substitute to confirm  
that he/she got the notice. 
 
Send substitute Web notifications:  The next time they log onto the Web site, Aesop will 
display a notification that the substitute must confirm before continuing into the site. 
 
Play substitute notifications on inbound calls:  When a substitute calls into Aesop, Aesop 
will play the notification, which the substitute must confirm before moving on. 
 
Play substitute notifications on outbound Calls:  When Aesop calls a substitute for a 
particular job; Aesop will notify the substitute about the cancelled assignment before 
going on to the available job. 
 
Call substitute with notification:  Aesop will call the substitute with the cancel 
notification within the boundaries of the Call Times. 
 
*NOTE: Usually it is easiest to either check all or uncheck all of the above notifications. 
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Substitute Cancel Penalty Settings 
 
The sub cancel penalty setting allows you to prevent a substitute that cancels a job at the last 
minute from picking up another job on the same day.  If the box is checked Aesop will penalize 
any sub that cancels a job within the lead time window.  The lead time window is determined by 
the “Hours in advance” setting seen above.  The penalty is they will not be able to accept any job 
where the time of that job overlaps with the job that they canceled. 
 

 
 

For example: If the sub has a job from 8 am till 3 pm and they 
cancel that job within 12 hours of the start time, then Aesop will 
not allow them to accept any other jobs that fall within the hours 
of 8 am and 3 pm on the same day. 
 
To prevent the sub from accepting other jobs Aesop will create a 
System Generated Non Work Day.  This non work day cannot be 
deleted by the substitute but can be deleted by the Aesop 
Administrator. 
 
The sub will receive a warning when they go to cancel a job: 
 
  

 
 
Substitute Cancel Multi-Day Absence Settings 
 
If checked, this setting will allow a substitute to cancel one day out of a multi-day absence. The 
“House in advance to allow Substitute to cancel out of a multi-day assignment” determines how 
many hours before the canceled job’s start time the sub may cancel. 
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Shift Types 
 
Shift Types allow you to choose how your employees can register absences: 
 

 
  

 
District Work Schedule 
 
This setting controls the district’s weekly work schedule, including normal workdays, days that 
don’t count as absences, and days that cannot be selected as absences. 
 

 
 

 
Normal Workday: Days of the week that will count as an absence when an employee 
creates an absence. 
 
Days Automatically Skipped Over: Days that will not count as absences when an 
employee creates an absence. 
 
Absences/Vacancies Not Allowed: Days when an employee may not create an absence. 
 

 
 
 
 
 
 
 
 
 
 

Remember! 
You can manage Shift Types by 

Employee Type by going to 
Reference Data > Employee Types. 
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Absence / Vacancy Files 
 
This feature allows you to attach a Word, Excel, or PDF document to all absences created within 
the district between a specified date range. To upload a file, click the Upload New Files Link.  
 

 
 

A small window will open with upload options. 
 
Click the Browse button to choose a document from your files. 
Enter a description and choose the “Active From” and “Active To” 
dates. Then click Upload. 

 
 
 
 

Miscellaneous 
 
The Miscellaneous page holds a number of settings that don’t fit in other sections. If you’re not 
sure where a certain setting is, check the miscellaneous page.  
 

 
  

 
Pins Expire and Pin Lifetime:  Check the box to determine how many days the PIN will 
last before expiring. 
 
Substitute Preferred School:  Enable substitutes to choose the schools where they are 
willing to work. Options include: Do Not Display List, Display List & Edit List (Note: This is 
always subordinate to the Admin. Preferred List) 
 
Max. Consecutive Absence Days:  Check the box to determine the maximum number of 
consecutive absence days an employee can take. 
 
Number of days to warn about skill expiration:  This box controls the number of days 
out Aesop will warn you of a sub’s skill expiring.  This warning will show on the Web 
Navigator home page. 
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Employee Register:  Choose if the principal can view the employee’s identifier and/or  
PIN on the Campus User’s web site. 
 
Show Substitute Phone Number:  Choose if the employee can view a substitute's phone 
number on their Aesop Web site BEFORE creating an absence. This phone number will 
only show if the employee has permission to assign substitutes. 
 
Employee/Substitute Personal Information: Select which fields of information 
employees and/or substitutes may edit on their Web sites or phone. 
 
Employee Can Upload Files:  Check this box to allow your employee to attach a 
document to an absence for the substitute to review. 
 
Employee Can Assign Unqualified Substitutes:  Check this box to allow your employee 
to assign a substitute to their job even if the substitute does not have the correct skills in 
Aesop. 
 
Default Absence/Vacancy Hold Value:  Select if/how long you want to hold absences 
before they are made available to your substitutes. (You can always change this setting 
on an individual absence). 
 
Enforce Absence Reason Balances:  Check this box to have Aesop restrict employees 
from creating absences for reasons that have reached their allotted limit. 
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Past Absence Technique: Limit principals from editing past absences. 
 

• Past Absence Relative Offset:  Number of days before the current date when 
principals can edit absences (applicable only if “Use Relative Offset” is selected). 
 

• Past Absence Specific Date:  Specific date when principals can begin editing 
absences (applicable only if “Use Specific Date” is selected). 

 
Absences Require Paycode for Reconciliation:  Check this box to have Aesop require a 
paycode to be assigned to an absence before it can be reconciled. 
 
Use Substitute Hours Worked Feature:  Check this box to define a substitute’s actual 
work time per day during an absence when the work time differs from the time of the 
absence.  You can watch a training video by clicking the (What’s this?) link. 
 
Accounting Code Type:  Rather than entering Budget Codes, Aesop allows you to create 
free-form Accounting Codes and assign them directly to your employees. (This feature 
must be turned on by Client Services). 
 
Show Absence/Vacancy Reason on Substitute Sign-In Report:  Check this box to allow 
the employee’s absence reason to be displayed on the Substitute Sign-In Report. 
 
Show Substitute Paycode on Substitute Assign Page:  If this box is checked Aesop will 
display the substitute’s paycode beneath their name on the Substitute Assign Page. 
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Use Substitute Block Functionality: Checking this box will allow you or Campus Users 
to block subs from individual absences.  The permission for the Campus User to do this 
can be adjusted in their Permission Profile. 
 
Turn off association of existing Vacancy Profiles with School during creation: By 
default Aesop will associate any newly created school with all existing Vacancy Profiles.  
Check this box to turn that off. 
 
Use Home Campus for Approvals Only Field: Home Campus for Approvals Only was a 
field that used to show on the employee’s general information page.  This was used to 
determine the school that could approve for the employee in the old method of 
Approvals.  If you are using Aesop’s current method of approval with Campus Users and 
Approver Profiles then you will not need this box checked.    
 
Deduct Break Time from Absence Duration/Balances: Checking this box will cause 
Aesop to remove the employee’s break time when calculating absence duration and 
absence reason balances.  Employee times can be entered on the employee’s General 
Information Page (See Chapter 6). 
 
 

School Closings 
 
Aesop allows you to create and view current Closed and In-Service Days. 
 

• Closed Day: Absence requests entered on these dates will be automatically deleted. 
 

• In-Service Day: Absences entered on these dates will be automatically marked as “No Sub 
Needed.” 
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Creating a Closed Day 
 
When an employee enters an absence on a Closed Day, 
Aesop will automatically delete the request. You can use 
this feature for days when you need to actually close the 
district (or specific schools), such as a snow day. 
 

 
  

 
Enter the Start / End Dates 
 
Select the School(s) the Closed Day is for 
 
Select the Employee Type that the Closed Day applies to 
 
Enter a Reason for the Closed Day 
 
Select Closed from the “Type” drop down menu 
 
Click Add to save the Closed Day 

 
 
You can see all Closed or In-Service days on Aesop’s 12-month School Closings calendar: 
 

 
represents days 
that are Closed. 
 

represents  In-
Service Days. 
 

shows days that 
are both Closed 
and In-Service. 

Note: 
The School Closed and In-Service 

Days affect the entire day.  
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Aesop will notify you if absences were already created for that date before you created the Closed 
Day.  By clicking Confirm you will cancel the absences. If you click Cancel you will return to the 
School Closings screen. 
 

 
 
 
 
 
 
 
 
 
Creating an In-Service Day 
 
When an employee enters an absence on an In-service Day, Aesop will automatically mark the day 
as “No Sub Needed.” 
 

 
  

 
Enter the Start / End Dates 
 
Select the School(s) the In-Service Day is for 
 
Select the Employee Type that the In-Service Day applies to 
 
Enter a Reason for the In-Service Day 
 
Select In-Service from the “Type” drop down menu 
 
Click Add to save the In-Service Day 

 
 
 
 
 
 

Something to 
Keep in Mind: 

Substitutes will be notified when jobs are closed.  If you close a school day, 
the substitutes scheduled to work those jobs will be notified via the Web site 
and phone. One exception: Aesop will not notify the substitute if the Closed 
Day occurs on a date other than the first day in a multiple day absence. 
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Previously Created Absences 
 
Aesop will notify you if absences were already created on the In-service Day and if a substitute has 
been assigned. If you wish to remove the substitute leave the box checked on the far left. If you 
want the substitute to remain assigned then uncheck the box. Click Confirm to remove the 
substitutes from the marked absences and change the absences to “Substitute Not Required.”  If 
you click Cancel you will return to the School Closings screen. 
 

 
 
If you remove a substitute who was already assigned to an In-Service Day, Aesop will notify the 
substitute via the Web site and phone. One exception: Aesop will not notify the substitute if the 
In-Service Day occurs on a date other than the first day of a multiple day absence. 
 
 
 
 
 
 
 
Deleting a Closed or In-Service Day 
 
You can view a complete list of Closed and In-Service days below the 12-month calendar. To 
delete a Closed or In-Service day, click the trash can icon to the right of the closed day. 
 

 
 
When you delete a Closed or In-Service Day, Aesop can restore any absences that were deleted 
when you created the day. 
 

 
 
 

Something to 
Keep in Mind: 

Absences spanning over In-Service Days:  If a substitute has been assigned 
to a multiple day absence spanning over In-Service Days, Aesop will NOT 
display the absence date(s) on the substitute’s Web site or via the phone. 
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Aesop will ask if you want to restore the absence. Check the boxes to the left of the absences you 
wish to restore. Then click Confirm to restore all absences with a check mark. If you click Cancel 
you will return to the School Closings screen. 
 
 
 
 
 
 
 

No Calling Days 
 
No Calling Days are days that you wish 
Aesop not to call your substitutes. Choose 
the specific days that you want to turn off 
all outbound calling. 
 

 
 
 
 
 
 
 
 
 

 
 

Web Alerts 
 

Web Alerts allow you to 
communicate with your end-

users via the Web site. Specify 
the date range, recipient, and 
alert priority. For the “school,” 
select either your district or a 

specific school. Then type your 
alert under “description” and 
click Apply Changes to save. 

 
 
 
 
 
 

Something to 
Keep in Mind: 

Substitutes will NOT be reassigned to an absence Aesop will NOT reassign a 
substitute to a restored absence. You or the principal can reassign the 
substitute from the Absence Modify screen. 

You should set up No Calling Days for major 
holidays on which you don’t want substitutes 
to receive phone calls.  Note: Aesop calls only 
2 days prior to an absence, with the exception 
of calls to “favorite five” substitutes. 

Why Should I Use 
This Function? 
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At the bottom of the screen, Aesop displays all of your previously created Web Alerts. Click the 
pencil to edit or the trash can to delete any of these alerts. 
 

 
 
The Web Alert will show at the top of the end user’s home page: 
 

 
 
Data Maintenance > Set Visibility Settings 
 
This is a place to set the default Visibility Settings for your district or to change the settings for all 
schools or employees at once.  The individual visibility settings for each preference list can be set 
at that specific preference list. 
 

 
 

Enter the percentage of the lead time you want jobs to be available to the subs on this 
preference list. 
 
Enter the minimum number of hrs/mins that you want jobs to be available to this 
preference list. 
 
Enter the maximum number of days/hours that you want jobs to be available to this 
preference list. 
 
Click Apply.  When entering the visibility setting you must do it one line at a time. 
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Visibility Calculator:  can be used to see hypothetical absence situations and how different 
percentage levels will effect what time the job will be available to your subs. 
 

 
 
Should Have Skill Settings:  from here you can also set the default Lead Time Enforced for 
Should Have Skills. 
 

 
 

Enter the percentage of the lead time you want the Should Have Skill to be enforced 
 
Enter the Short Lead Time Boundary in hrs/mins 
 
Enter the Long Lead Time Boundary in days/hrs 
 
 

 
 
 
 
 
 
 
 

More information on the concept of Visibility can be 
found in the Training and Reference Materials in 

the Topical Guide “Percent Lead Time Visibility” 

Learn More About This 
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Permanent Substitutes 
 
Aesop can assign permanent substitutes within your district to the first available job. 
 

 
 

Days in Advance to Assign Perm Sub:  Designate how far in advance Aesop should 
assign the substitute. 
 
Prevent Perm Sub Assignment on Day of Absence:  Checking this box will stop Aesop 
from assigning any permanent subs if it is on the same day of the absence. 
 
Min Hours for Absence for Perm Sub:  Specify the minimum absence duration (in 
hours) that a perm sub can be assigned to automatically. 
 
Allow Teachers to Assign When Perm Avail?  Check this box if you have given the 
teachers assign capability and want to allow them to override a permanent substitute 
assignment and assign their own substitute. 
 
Perm Sub Must be Qualified?  Check this box to require the substitute to be qualified in 
order to be automatically assigned to a job. (See Chapter 9: Skill Matching).  
 
Perm Sub at Dist. Avail. to School:  If the permanent substitutes are assigned to the 
higher level school in the district hierarchy, check this box to allow them to be 
automatically assigned to the first absence entered anywhere in the appropriate lower 
levels. 

 
 
 
Absence/Vacancy Feedback 
 
Absence Feedback allows your teachers, substitutes or both to create feedback after the absence 
is completed. 
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Allow Employees to Leave Feedback:  Check this box to enable employees to complete 
a feedback form rating the substitute. 
 
Allow Employee to View What Substitutes said:  Check this box to allow the employee 
to view the comments left by the substitute. 
 
Allow Employee to View Substitutes Feedback Score:  Check this box to allow the 
employee to see the substitutes star rating when assigning a substitute to an absence. 
 
Send Email to Remind Employee to Leave Feedback:  Check this box to have an email 
sent to the employee to remind them to leave feedback. 
 
Notify School Administrator about low feedback ratings:  An email will be sent to the 
appropriate Campus User letting them know of low feedback based on the range chosen 
here. 
 
Allow Substitute to leave Feedback:  Check this box to enable substitutes to complete 
a feedback form rating the assignment, students, lesson plans, etc. 
 
Allow Substitute to View What Employee said:  Check this box to allow substitutes to 
see the comments the employee left in the feedback form. 
 
Allow Substitute to View Their Feedback Score:  Check this box to allow the sub to see 
the star rating left by the employee. 
 
Send Email to Remind Substitute to Leave Feedback:  Check this box to have an email 
sent to the substitute to remind them to leave feedback. 
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Absence / Vacancy Feedback Questions 
 
This is where you can view and edit the feedback questions that will be asked the employees and 
substitutes. Aesop comes with some generic questions that can be used, edited, or deleted. 
 
 

 
 
 

• Use the black arrows        to move questions up and down in the list 
 

• Click the pencil       icon to edit the existing question 
 

• Click the trash can icon       to delete a question 
 

• Click the plus sign       to add a new question to the list 
 

 
Absence Approval Settings 
 
Here is where you can change the general settings for absence approval in Aesop. 
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Use Absence Approval:   Check this box to turn on the absence approval feature in 
Aesop.  You may need log out and back into Aesop for this setting to take effect. 
 
Email Employee on Approval Status Change:   Check these boxes to determine when 
the employee will receive approval status emails. 
 

• When Denied:   The employee will receive an email if their absence request is 
denied by the approver. 

 
• When Partially Approved:  The employee will receive an email when the    

absence request is approved at the first or second level before it goes for final 
approval.  This check box only comes into play if your district is using a multiple 
level approval system. 

 
• When Approved:  The employee will receive an email when the absence is 

approved by the final approver. 
 
 # of hours before an absence starts during which it cannot be denied:  This setting 
will prevent an approver from denying an absence request too close to the start of the 
absence. 
 
 # of hours before an absence starts during which it cannot be denied if a substitute 
has been assigned:  This setting will prevent an approver from denying an absence 
request too close to the start of the absence only if a sub has already been placed in the 
job. 
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Daily Limits 
 
This feature allows you to limit the number of absences allowed at your schools on any given day. 
 

 
 
From this page you can add absence limits to your district as a whole or to individual schools.  To 
add limits click the Add button. 
 

 
 

 
Select the School to apply the limit to 
 
Select the Absence Reason to limit 
 
Select the Employee Type 
 
Specify the Daily Limit to enforce 
 
Select the Calculation Technique 
 
 

 
Once you have added a limit to a school, it will be displayed on the Daily Limit page. 
 

 
 
 
 
 

By Distinct Absences:   This will subtract one 
from the Daily Limit for every individual 
absence.  So a half day absence will count the 
same as a full day absence. 
 
By Hour:   This will take into account partial day 
absences and will subtract a day from the limit 
once a full day is reached.   

Calculation Technique? 
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Click Edit to edit any limits you have set up. When in Edit Mode you can also delete a limit you 
have set up by checking the delete box and then clicking Apply Edit. 
 
 
 
 
 
 
 
 
 
 
 
 
Employee Notification 
 
When an employee tries to create an absence online after the limit has been reached, they will 
receive an error notification on the Web page. 
 

 
 
When an employee tries to create an absence over the phone after the limit has been reached, 
Aesop will remove that absence reason from the list of available absence reasons the employee 
hears. 
 

In the example above, a 20-absence limit has been set up for Personal Days across the entire district. A 5-
absence limit has been set up for Personal Days at Vanderbilt High School. 
 
Aesop will enforce the 20-absence limit for the district even if five absences have not been taken at Vanderbilt 
High School. So if someone tries to take the fourth absence at Vanderbilt, but it is the 21st absence for the whole 
district, the absence will not be allowed. 

Something to Note: 
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Substitute Call Time Disclaimer 
 
Aesop allows you to set up a disclaimer that a substitute would have to confirm any time they 
make changes to their call times.  This feature can be useful in preventing unemployment claims. 
 

 
 
 

To turn this feature on check the Use Substitute Call Time Disclaimer box. 
 
You can use the general disclaimer we have provided or write your own. 
 
Note the Warning that reads, “editing this disclaimer will require all substitutes to reconfirm 
the disclaimer before editing their call times.” 
 
Any changes you make to the disclaimer are recorded and the history can be viewed by 
clicking the (show) link. 
 

 
This is what the substitute will see on their website when trying to make changes to their call 
times. 
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School Settings 

 
The School Settings allow you to add new 
schools, modify existing ones, and create or 
modify any school preference list. 
 
To open the School Settings, select Master 
Data > School from the black menu bar at 
the top of the page; the sub-menu which 
appears lists the overall school setting 
options. 

 
 
 
 

Choose which school you 
would like to change settings 

for from the school list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you’ve selected the 
school, the school’s general 
information page will open. 
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School Name:  The name that appears to the substitute. 
 
External Number:  The number that the District assigned to this location. 
 
Under Control of:  Choose who in Aesop’s hierarchy that this school reports to. 
 
Active:  Check this box if the school is active. 
 
School Name Recorded: This lets you know whether the School’s name has been 
recorded into the system. Recordings are automatic, but may also be manually recorded. 
 
Time Zone:  Choose the school’s time zone. The daylight setting will automatically switch 
between Daylight and Standard times. 
 
Aesop Internal Analysis Category:  Choose the school type from the category list. 
 
Web ID:   An Aesop-generated ID for this school. 
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Absence Notification E-mail Address:  The email address you want absence 
notifications to go to.  An email will be sent when… 
  

• Employee creates job 
• Substitute accepts job  
• Substitute cancels job 
• New substitute accepts job 

 
Distribution Lists:  A list of report distribution lists that this school can be found on. 
 
Default Distribution List Email:  The email address report distributions to go to. 
 
Permission Profile:  Select a permission profile for the school. 
 
 
 

Fixed or Relative Mode 

 
The next part of the School Settings General Information page will depend 
on whether you choose to use a Fixed or Relative Cutoff Time Mode. Fixed 
mode allows you to enter an actual time (i.e. 07:30) and Relative allows you 
to enter a relative time frame (i.e. 2 hours before absence start time). 
Remember: always use military time (i.e. 1:30 PM is 13:30). 

 
 

Fixed Mode 
 
The Fixed Cutoff Time Mode allows you to enter a specific time to be used for the cutoff settings. 
The following settings are fixed mode settings. 
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Start/Half/End Times:  Define your default full day, half day AM & PM times. 
 
Cutoff Time Mode:  Decide between Fixed or Relative. 
 
Employee Preferred Substitutes List:  Select if employees can view and modify a 
Preferred Substitutes Lists. Choose one of the following options: 
 

• Do Not Display Pref List:  Employees cannot view or edit the list 
• Display Pref List:  Employees can view the list, but may not edit it 
• Edit Pref List (Basic):  Employees can add, remove and exclude substitutes from 

the list. This option is the most common choice for districts. Allows “favorite five.” 
• Edit Pref List (Advanced):  Employees can do all the functions of the Basic 

option, as well as determine visibility settings and set a call order for the entire 
list. Allows “favorite five.” 

• Edit Pref List (Basic) No Exclude:  Employees can add and remove substitutes, 
but may not exclude them. Allows “favorite five.” 

• Edit Pref List (Advanced) No Exclude:  Employees can add and remove 
substitutes and determine visibility settings and set a call order, but may not 
exclude substitutes. Allows “favorite five.” 

 
Relative Substitute Start:  Optional feature that allows you to specify the amount of 
time before (or after) an absence’s start time that the Sub is to report. 
 
Relative Substitute End:  Optional feature that allows you to specify the amount of time 
after (or before) an absence’s end time that the Sub is finished.  
 
Absence Cutoff Time:  Time after which Aesop will not allow employees to enter an 
absence for the day. 
 
Fulfillment Cutoff Time:  Time at which Aesop will stop calling substitutes for the day’s 
unfilled absences. 
 
Employee Cancel Cutoff Hours:  The latest time an employee can cancel an absence for 
the day. 
 
Substitute Cancel Cutoff Hours:  The latest time a substitute can cancel an assignment 
for the day. 
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Relative Mode 
 
Instead of choosing a specific time (like with the Fixed Cutoff Time Mode) the Relative Cutoff Time 
Mode allows you to specify the number of hours before or after the absence’s start time. 
 

For example, if your Employee Cancel Cutoff Hours setting is set to 
“12 hours before start,” and the absence start time is 7:00 AM, 
Aesop would not allow the employee to cancel the absence after 
7:00 PM the day before.  

 

 
 
 

Start/Half/End Times:  Define your default full day, half day AM & PM times. 
 
Cutoff Time Mode:  Decide between Fixed or Relative. 
 
Employee Preferred Substitutes List: This is the master switch for all employees at this 
school to be able to view or modify their personal preferred substitute list. 
 
Relative Substitute Start:  Optional feature that allows you to specify the amount of 
time before (or after) an absence’s start time that the Sub is to report. 
 
Relative Substitute End:  Optional feature that allows you to specify the amount of time 
after (or before) an absence’s end time that the Sub is finished. 
 
Absence Cutoff Hours:  Restrict when an employee can register an absence. Choose 
either the number of hours before or after the start time of the job. 
 
Fulfillment Cutoff Hours:  Determine how long Aesop will call with available 
assignments. Choose either the number of hours before or after the start time of the job. 
 
Employee Cancel Cutoff Hours:  Determine when an employee can cancel an absence. 
Choose either the number of hours before or after the start time of the job. 
 
Substitute Cancel Cutoff Hours:  Determine when a substitute can cancel an 
assignment. Choose either the number of hours before or after the start time of the job  
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Minimum Absence Duration:  Here you can control the minimum number of hours an 
employee can register as an absence. 
 
PIN:  This is the school’s PIN number. Click the Change Pin link to edit. 
 
Notes:  A place to enter general notes about this school. 
 
Maximum Absence Duration:  The maximum number of hours an employee can register 
as an absence is set here. 
 
Pin Expired / Pin Expires:  Only active if the “Pin Expire?” box is checked under Master 
Data > Organization Information > Miscellaneous 
 
Hours Per Day:  Total number of hours per day 
 
 
 

School Address 
 
Under the Address tab, 
enter the address of the 
school and Aesop will 
display the map for the 
substitute (using Google 
Maps). 
 
You can also enter the 
school’s phone and fax 
numbers on this page. 
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Permanent Substitutes 
 
This feature allows you to assign permanent substitutes to the school.  The first available job will 
be assigned to the permanent substitute(s). You also have the ability to rank your permanent 
substitutes, so that Aesop can automatically assign them according to the rankings you set.  Refer 
back to the Organization Settings/Permanent Substitutes section to review the rules Aesop 
follows when assigning a permanent sub. 
 
 
Absence / Vacancy Files 
 
Upload files that will automatically be attached to any absences or vacancies for the school.  
 

 
 
 
Absence Reasons 
 
Manually modify the absence balances for your employees.  See the chapter on Data Importing to 
learn how to import balances for all employees. You can also refer to the absence tracking guide 
online under the training and reference materials. 
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Absence Reasons:  This allows you to sort by specific absence reasons. 
 
As of Date:  Use this field to update the As of Date in bulk. The As of Date is the date you 
would like the update to begin counting down the absences the employee takes. 
 
Add Absence Reasons:  Add new employees to the list or add new absence reasons to 
your employees. 
 
Add Balance to existing balance:  Choose how many days you want to add to the 
existing balance.  NOTE: This number adds to all displayed rows, so you might want to 
filter by Absence Reason first. You can use negative numbers. 
 
Initial Balance:  original balance per the As Of Date. 
 
As of:  Date this balance was valid as of 11:59 p.m. 
 
Time Used:  This shows how much of an employee’s absence reason balance has been 
used at that point. 
 
Current Balance: This shows the amount of available days the employee has remaining. 
 
Time from Pending Absences:  Displays days that will count against the balance but 
have not happened yet. 
 
Action:  Check this box next to employees to whom you would like to make balance 
changes To select all employees, click the action box in the header, or to individually 
select employees click the box in the appropriate employee row. 
 
Delete:  Check this box to delete balances. To select all employees, click the delete box in 
the header, or to individually select employees click the box in the appropriate employee. 
 
Log:  displays all changes made to this specific absence record. 
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Preferred Substitutes 
 
The Preferred Substitutes page allows you to designate preferred and excluded substitutes from 
the school. 
 

 
 
Job Visibility: manage when subs can view jobs. 
 
 
 
 
 
 
 

How Does Aesop Calculate Balances? 
Aesop uses only full and half days. Hourly absences can be used but will be calculated as a 
decimal.  The calculation is total hours taken divided by school’s Hours per Day value.  Example: 
If a teacher takes a 3.25-hour absence and the school’s Hours per Day is 8 hours, the calculation 
is 3.25 / 8 = .4063, and this number is subtracted from the balance. But if a teacher takes a 
default half day AM or PM, then the value deducted from the balance is .5. 
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You can set a default for the list and override individual subs if necessary.  This applies only to 
sub’s access to this school or schools/teachers grouped under this selected school. 
 
To add a new substitute:  
 

1. Click the Add New Substitutes link 
2. Click on the alphabet letter corresponding to the desired substitute’s last name (or enter 

substitute’s last name into the “Search” box and click Search) 
3. Check the “On List” box to select the substitute (You can select more than one sub at a 

time) 
4. Select either Exclude or Include 
5. Enter your settings to override the default visibility settings if necessary (not typical) 
6. Click the Apply Changes button to save* 

 
 

*If you do not wish to save the changes click the Cancel button. 
 
 

 
 
Substitute Availability 
 
View the substitutes’ availability by date and their skills.  This report displays the substitute’s name, 
if the substitute is excluded from this school’s “Preferred Substitutes List,” and the substitute’s 
phone number. 
 
To see the substitutes’ skills, click the “Show Skills?” box. You can then narrow your search by 
selecting a specific skill from the drop-down menu. 
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Staff List 
 

View the school’s employee 
list with their fulfillment 
requirements.  Inactive 
employees are highlighted 
in gray. 
 
 
 

Change Log 
 
This report allows you to view all changes that have been made to this school and the details of 
those changes. 
 

 
 
Login History 
 
This report displays the login history for every time someone logged in as this school. 
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Employee Settings Overview

 
The Employee Settings enable you to add new employees, modify existing ones, edit an 
employee’s personal information and permissions, modify the Employee’s preferred substitute list, 
manage Employee Types, and more. 
 
 
Employee Types

 
 

If you are adding an employee, you will 
first need to choose the employee 
type. An employee type is a broad 
classification for employees. Employee 
Types are important because they 
allow you to designate certain groups 
of employees.  This is helpful when 
setting up the district calendar and 
absence approval among other things. 
 
You can find Employee Types by 
going to the main menu bar and 
selecting Reference Data > 
Employee Types. 
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Creating a New Employee Type 
 
Click the        icon to add a new record.  
 

 
 
 

Enter a Description of the employee’s job. 
 
Select a Shift Type for the employee: either Full/Half Day, Full Day Only, Hourly, or Both. 
 
Give the Employee Type a unique External ID. 
 
 
Select an “Aesop Internal Data Analysis Category.” This option helps Aesop to standardize 
job categories for all users. 
 
Check the box if you wish to enforce absence reason balances for this employee. 
 
Choose whether to deduct a break time from the Employee. 
 
Choose whether you would like the Employee Type balance to be tracked by day or hour. 
 
Choose whether you want balances to round up or down to the nearest quarter, half, or 
full hour. 
 
 

Icon Key 
 
Click the         icon to save 
 
Click the         icon to cancel 
 
Click the         icon to modify a record 
 
Click the         icon to delete a record 
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Adding New Employee

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Employees can be added through the Data Import feature [Chapter 15] but they can also be 
added one at a time.  From the main menu bar select Master Data > Employee > Add. 
 
Fill in the General Information for the new employee. 
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General Information

 
Each employee has his/her own “general information” page.  To select an employee, go to Master 
Data > Employee, click the alphabet letter corresponding to the first letter of the employee’s last 
name, or type the employee’s last name, phone, e-mail, or identifier in the Search box and click 
Search. 
 

 
 

Fields marked with an asterisk * are required when entering a new employee 
 

 
Login to Web Site:  Clicking this link will log you directly into this employee’s web site. 
Be aware that this will also log you out of your Web Navigator session. 

 
Identifier:  The identifier is a unique designation that is given to all employees.  It can be 
alpha-numeric and up to 30 characters. 
 
Phone (login id): The phone number will be the employee’s login id unless an alternate 
login id is specified. 
 
Employee Type:  Choose the general employee type for this employee. 
 
Active:  If the box is NOT checked, the employee will be marked as inactive. This keeps 
the employee data for record-keeping purposes, but stops any interaction with Aesop. 
The district is not charged for inactive employees. 
 
Title:  This is the employee’s specific title.  Substitutes will hear this when they are offered 
jobs over the phone. 
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General Information (cont.)

 
Many fields on the General Information page are optional and may not be used by your district.  
Most fields can be reported on in Report Writer [See Chapter 14 for more information on Report 
Writer]. 
 

 
 

Fields marked with an asterisk * are required when entering a new employee 
 

 
PIN:  this number will be used in conjunction with the login id for the employee to log 
into Aesop. The PIN can be set to expire but this is not recommended. Click Change PIN 
to give the Employee a new PIN number. 
 
School:  the location where a substitute will be told to report. To select multiple schools, 
hold down the Ctrl key and click on the schools from the list (see page 17). 
 
Employee Times:  All times can be left blank, and Aesop will default to the school’s times 
(full day, Half AM & Half PM).   
 
Pin Expired:  Check this box to force the Employee’s PIN to automatically expire, 
requiring a PIN change, on a certain date. 
 
Room:  Enter the room that the Substitute will report to.  We recommend entering “Main 
Office” in this field. 
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General Information (cont.)

 

 
 
 

Deduct Break Time:  Choose whether or not to automatically deduct a break time from 
this Employee. 
 
Language:  English, Spanish, or French can be chosen as the default language for the 
phone system. 
 
Email:  It is recommended that the employee’s email address is put in so they can receive 
email notifications. 
 
Notes:  Use this field to add extra notes about this Employee. 
 
Name Recorded:  This informs you whether the Employee’s name has been recorded by 
the system (or manually recorded). 
 
Accounting Code:  An accounting code can be assigned to the employee so the code 
will be attached to any absence they create [see chapter 16] 
 
Remove:  This deletes Employee from the database and removes all historical data. 
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Address

 
If you enter addresses, you can use Report Writer to pull the address information out of Aesop and 
into an Excel spreadsheet for mail merges. 
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Permissions

 
The Permissions section governs how an employee is permitted to interact with Aesop. 
 

 
 

Can Assign Substitute to Absence:  Allows the Employee to directly assign a sub of their 
choosing when they create an absence. 
 
Can Hold Absence Processing:  Alloys the Employee to put an absence on hold after 
they create it (not recommended). 
 
Absence Cancellation:  Choose if you want the employee to be able to cancel an 
absence once it is created.  Cancel cutoff times can be set at the School’s General 
information page. 
 
Substitute Requirements:  Does this employee require a substitute when they are 
absent?  “Can decide” will allow the employee to choose if a sub is needed when they 
create the absence. 
 
Employee Preferred Substitutes List:  Choose what abilities you want the employee to 
have when setting up their preferred substitute list. 
 

• Do Not Display Pref. List:  the employee will not be able to view or edit their 
preference list. 

• Display Pref. List:  the employee will only see their preference list but will not be 
able to edit it. 
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• Edit Pref. List (Basic):  they will be able to view and edit who is on their 
preference list. 

• Edit Pref. List (Adv.):  they will be able to edit their preference list including 
visibility settings (not recommended.) 

• Edit Pref. List (Basic) No Exclude:  same abilities as the Basic setting but without 
the ability to exclude substitutes. 

• Edit Pref. List (Adv.) No Exclude:  same abilities as the Advanced setting but 
without the ability to exclude substitutes 

• Use Default Setting:  Set the employee to the default setting on the School’s 
General Info Page 

 
Skills

 
If you are using skill matching, assign the new employee the appropriate skill requirement(s). See 
the Skills section [Chapter 9] for more details. 
 
 
Adding a new skill to an Employee 
 

 
 
Begin by clicking the Add New Skills link under Configuration > Skills.  
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Skills (cont.)

 
 

 
 

Next, check the “Fulfillment Skill” box for the skill you would like to assign to the 
employee. 
 
Choose Must Have, Should Have, or Must Not Have for the new skill: 
 

• Must Have:  Any substitute who wants to replace the employee absolutely must 
have the “skill” assigned to his/her record. 

• Should Have:  The substitute who replaces the employee should have the “skill” 
on his/her record. This particular skill will expire at a point in time, allowing 
substitutes without the “Should Have” skill to see this employee’s absences.  

• Must Not Have:  Any substitute who wants to replace this employee must not 
have the “skill” assigned to his/her record. For instance, if you use skills of “male” 
and “female” for gender-specific positions, you may assign a “Must Not Have” skill 
of “Female” to a male employee, so that no substitutes with the “Female” skill will 
ever see this employee’s absences. 

 
Click Apply Changes to save the changes. 
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Absence / Vacancy Files

 
Files can be uploaded to an employee where the file/files will be attached to the employee’s 
absences for the time period you designate. 
 
To upload a new file, click the link Upload New Files.  
 

 
 

Click Choose File to browser your computer for 
the file you want to upload. 
 
Give the file a description. 
 
Choose a date range for which you would like 
the file to be active. 
 
Click Upload. 
 
Note: Word, PDF, and Excel documents may be 
uploaded. 
 
 

 
 
 
 
 

Once the document is uploaded it will be attached to all absences for this employee that fall 
within the date range chosen.  The substitute will be able to view the document once they accept 
the job. 
 

 

Tip: You can upload multiple 
documents at once by clicking 
the More link. 
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Absence Reasons

 
This page allows you to adjust an individual employee’s absence reason(s).  The initial balance and 
as of dates can be changed from here.  Please refer to the School Settings section [Chapter 5] for 
specific instructions on how to add new absence reasons or modify existing reasons. 
 

 
 
 
Preferred Substitutes

 
 

This list includes the preferred 
and excluded substitutes. 
 
Note: See the chapter on 
preference lists for more details 
[Chapter 10].  
 
Job Visibility 
 
You can set a default for the list 
and override individual subs if 
necessary.  This applies only to 
substitute’s access to this school 
or schools/teachers grouped 
under this selected school. 
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To add a new substitute:  
 
1. Click the Add New Substitutes link 
2. Click on the alphabet letter corresponding to the desired substitute’s last name (or enter 
substitute’s last name into the “Search” box and click Search) 
3. Click the “On List” box to select the substitute 
4. Select either Exclude or Include 
5. Enter days override settings if you wish to override the default visibility 
6. Click the Apply Changes button to save* 
7. Repeat Steps 2-6 for additional substitutes 
 

*If you do not wish to save the changes click the Cancel button. 
 

 
Absence Approvers

 
When using the Absence Approval Feature [Chapter 12] you have the ability to assign multiple 
absence approvers who may approve/deny this employee’s request.  This is where you can view a 
list of who is set up to approve for this employee. 
 

 
 
 
Absence History

 
The Absence History shows you all absences, as well as the absence reasons, from the past 366 
days and scheduled for the next 366 days.  If you have enabled Feedback, you can access any 
feedback by clicking the Details link. 
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Absence History (cont.)

 

 
 
 
 
 
 
 
 
 
 
Qualified Substitutes

 
View all qualified substitutes for this employee.  Aesop checks for substitutes with qualified skills. 
Aesop also allows you to see if the substitute is on the employee’s Preferred Substitute List. 
 

 
 
 
 
 
 

Tip: If you have enabled 
Feedback, you can access 
any feedback by clicking the 
Details link. 

Note: Aesop will break the 
days down into percentages 
of days. 
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Communications to the Employee

 
This page shows the history of the Letter Writer letters sent to this employee.  Letter Writer letters 
can also be sent to this employee from this page. 
 

 
 
Choose the letter template to use.  Click the Send Email button.  
 
Change Log

 
Details of changes made to the employee’s record are recorded in the Change Log. 
 

 
 
Login History

 
Aesop records every time the employee logs into Aesop on the web or over the phone. 
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Adding an Itinerate Employee

 
An itinerant employee is an employee who can work at more than one location. You can select 
multiple schools on the employee’s General Information screen by holding down the Ctrl key as 
you click. 
 
In the example below, the person entering the information clicked on Vanderbilt High School; 
then while holding down the Ctrl key on the keyboard, clicked on Williams High School. As a 
result, they’re both highlighted. You can select as many schools as you need this way. 
 

 
 
For most employees, you can leave the Start/Half Day Break/End Times blank if you want the 
school’s defaults to apply. However, for an itinerant employee, more than one school’s default 
times apply. You must define these times for itinerant employees. The times you set will 
determine the following types of absences: 
 

• Full Day:  From Start Time to End Time 
• Half Day AM:  From Start Time to the first Half Day Break Time 
• Half Day PM:  From the second Half Day Break time to the End Time 

 
If the predefined Full/Half Day Times will not work for an itinerant employee’s absence, he/she can 
customize the absence to reflect accurate information. Once an absence is created for an itinerant 
employee, the substitute will know exactly where to be and at what times, and the principals will 
know about the absence without having to check a special report –  it will be on the same reports 
as their other employees.  

Creating an Absence for an Itinerate Employee 
 

Refer to the Absence Data section [Chapter 8] to see how an 
absence is created for an itinerate employee. 
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Substitute Settings Overview

 
The Substitute settings enable you to add new substitutes or modify existing ones. You can also 
control which schools they are allowed to view jobs from, and you can quickly access Fulfillment 
History and Performance reports. 
 
 
Adding a Substitute

 
From the Main Menu Bar select Master Data > Substitute > Add. Then fill in the General 
Information for the new substitute.   
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General Information Page

 
Each substitute has a general information page that holds information such as the sub’s Identifier, 
PIN, active status, email, and more.  
 
 

 
 
 

Login to Web Site: Clicking this link will log you directly into this substitute’s web site. 
Note: this will also log you out of your Web Navigator session. 
 
Active: marking the substitute as inactive keeps the data for record-keeping, but stops 
interaction with Aesop. 
 
Identifier: The identifier is a unique designation that is given to all substitutes. It can be 
alpha-numeric and up to 30 characters. 
 
Phone (Login ID): by default Aesop uses the phone as the login ID. 
 
PIN: this number will be used in conjunction with the login id for the substitute to login to 
Aesop. The PIN can be set to expire but this is not recommended. 
 
E-mail: It is recommended that substitute email addresses are put in so they can receive 
email notifications. 
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General Information Page (Continued)

 

 
 

 
Language: Here you can change the Substitute’s language is Aesop. 
 
Pay Code: a pay code can be assigned to this substitute so the code will be attached to any 
absence they accept. 
 
Permanent Substitute: if this substitute is a Permanent Substitute you can choose which 
school and rank them here. 
 
Remove: deletes substitute from the database and removes all historical data. 
 
Substitute in Multiple Districts: Does this particular substitute work in other Aesop 
districts? 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Finishing the Task 
 

Immediately after clicking on Apply Changes, check the Address, 
Permissions, Skills, and Preferred Substitutes Lists tabs to ensure 
this person is set up exactly as you need. 
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Address 

 
 

If you enter addresses, you can use 
Report Writer to pull the address 
information out of Aesop and into an 
Excel spreadsheet for mail merges. 
 
 
 
 
 
 

 
Resume & Photo

 
 

You can store resumes and photos of 
the substitutes in Aesop. They can 

also be uploaded by the substitutes 
if you allow. 

 
 
 
 

 
 
Permissions

 
 

This section governs how a substitute 
is permitted to interact with Aesop. 
 
• Allows them to Search for jobs 
• Allows a sub to Cancel an 

accepted job 
• Allows a substitute to choose 

which schools they prefer to 
work at 
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Skills

 
If you are using skill matching, assign the new substitutes the appropriate skill requirement(s). See 
the Skills section [Chapter 9] for details. 
 

 
 
To add a new skill to a substitute, click the Add New Skills link. 

 

 
 
Enter the date you would like this skill to expire. If you leave the date blank the skill will be 
assigned to the sub indefinitely. 

 
 Check the box for the skill(s) you would like to assign to this substitute. 

 
Click Apply Changes to save the changes. 
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Preferred Schools

 
Aesop allows your substitutes to pick and choose the schools where they are willing to work. 
There are two major sections to this feature: 
 

 
 

Header: tells Aesop how to view the list 
 
Details: tells Aesop the specific school(s) 
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To add a new school to the substitute, click the Add Schools link. 
 

 
 
Click the “Selected” box to the left of the school(s) you wish to select 
 
Click the “Day(s) of Week” that this applies (optional) 
 
Click Apply Changes to save* 
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Non-Work Day

 
Non-Work days can be created for Substitutes indicating their unavailability. The Substitute can 
create them as well. 
 
 

To add a Non-Work 
Day to the sub’s 
profile, click the Add 
Non-Work Day link. 

 
 

 
 
 
 
  
 
Enter the Date. 
 
Enter a Description (optional) 
Adjust the start and end times (if 
necessary). 
 
If you need to repeat the event, change 
the Repeat Event “Until” Date. 
 
Select either the specific day(s) or select 
All Week. 
 
Click Save. 
 
 
 
 

 

You must tell Aesop Where to allow the sub to go! 
 

Substitutes only have access to the school where you place them, as well as to 
any school grouped under the list where you place them. This access is under 
the Preferred Substitute Lists > Schools tab [page 7-6] for each substitute. The 
Preferred Schools page is subject to your other settings. 
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Call Times

 
Substitutes can adjust the times Aesop calls. 
 

 
 

To adjust a sub’s call times, click the Define call Times link. 
 

 
 

Select either: Specify Call Times, Specify No Call Days, or I Prefer not to be called. 
 
Click the Next button 
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Adjust the start and end times. 
 
Select the days that the sub may be called. 
 
Click Apply Changes to save. 
 
 

 
 
 
 
 
 
 
 
 
Preferred Substitute List (School)

 
Give the substitute access to look for jobs. Select the “School” tab under the Preferred Substitute 
Lists tab. School Level: 1 setting will suffice for most districts. On this level, a substitute is eligible 
to view jobs from the entire district. 
 
 
 
 
 
 
 
 
 
 
 

Something to note: 
 

If you selected “I prefer not to be called by Aesop,” there is no Apply Changes 
button. You are finished after clicking Next. This setting applies only to Aesop 
calling the substitute. Substitutes can still logon proactively via the phone or 
Web. 
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Adding a new school to the Preferred Substitute List: 
 

1. Click the Add New Schools link 
 

2. Click the “Selected” box to select the school 
 

3. Click the Apply Changes button to save 
 

See the chapter on preference lists for more details.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Forgetting this step will prevent the substitute from looking for jobs and his or 
her name will not appear on the Assign Substitute screen. 
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Preferred Substitute List (Employee)

 
This list shows all the employees who have chosen this individual as a preferred substitute. This 
substitute will be called first for all jobs registered for these employees. 
 

 
 
Adding a new employee to the Preferred Substitute List: 
 

1. Click the Add New Employees link. 
 

2. Search for the employee. 
 

3. Click the “Selected” box to select the employee(s). 
 

4. Click the Apply Changes button to save 
 

See the chapter on preference lists for more details.  
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Fulfillment History

 

 
 
The Fulfillment History shows you all jobs worked for the past 366 days as well as jobs scheduled 
366 days in the future. You can view feedback by clicking the Details link. Check the Days column 
to see if this absence is a one day absence or a multiple day absence. 
 
Available Jobs

 

 
 
The Available Jobs report shows you all jobs this substitute is able to accept. This is the same 
information the substitute would see on their Web site or hear on the phone. 
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Performance

 
 

 
 
The Performance report shows how the substitute has interacted with Aesop the last 90 days. 
 
To view the report in more detail, click the Details link.  
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Job Visibility Hierarchy

 
Job Visibility Hierarchy shows if the substitute is able to view jobs from the particular school. 
 
 
 
 
 
 

The number in 
parentheses indicates the 
number of employees at 
the school who have this 
substitute on their 
preference list. 

 
 
 
The green checkmark (      ) indicates the sub is on the school’s preference list and they are able to 
view jobs. 
 
The red X (       ) indicates the sub is not on the school’s preference list or they have been excluded 
at this school and they are not able to view jobs. 
 
If a symbol is in parentheses, the substitute’s settings for that school are derived from the parent 
level, and the substitute is not actually listed on that list. 
 
You have 3 view options: 
 
1. School Lists (All Levels) 
2. School Lists (Levels 1,2) 
3. School and Employee Lists 
 
 
 
Communications to Substitute

 
The history of the Letter Writer letters sent to this substitute can be found here. Letter Writer 
letters can also be sent to the substitute from this page. 
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To send a letter from the Communications to Substitute page: 
 

Choose the letter template you would like to use. 
 
Click the Send Email button. 
 
 

 
Change Log

 

 
 
Details of changes made to the substitute’s record are recorded in the Change Log. 
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Login History

 

 
 
Aesop records every time the substitute logs into Aesop on the web or over the phone. 
 
 
Call History

 

 
 
View all outbound phone calls from Aesop to the substitute, as well as all inbound phone calls to 
Aesop from the substitute. This report also displays the details of these calls. 
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Absence Data Overview

 
The Absence Data settings enable you to add new absence reasons or modify existing ones. You 
have the ability to create absences, modify absences and assign substitutes. 
 
 
Absence Reasons

 
 

From the menu bar at the top of 
the web navigator site, select 
Reference Data > Absence 
Reason. 

 
 
 
 
Creating an Absence Reason 
 
When employees register absences, they choose from a list you define. 
 

 
 
Add an absence reason by clicking the Add Absence Reason Type link. 
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Name: Enter the Absence Reason name. 
 
External ID: This ID will be used for data imports. 
 
Public to Employee: Check this to make this absence reason visible to employees. 
 
Phone Menu #: Choose in what order this absence reason will be heard on the phone 
system. 
 
Data Analysis Category: Choose which category best matches your absence reason. 
 
School: Designate the School Level. Do you want this absence reason available to all 
schools or just a specific school? 
 
Employee Type: Select which employee type/types you want this absence reason to be 
available to. 
 
Needs Approval: Check this box if this absence reason will require approval. 
 
Hold Until Approved: Check this box if you want Aesop to hold absences of this reason 
until they are approved. 
 
Enforce Balances: To prevent employees from entering absences once their balance is 
exhausted. 
 
Enforce Notes to Administrator: Make the “Notes to Administrator” field a required field. 
 
Click Apply Changes to save the Absence Reason. 
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Creating an Absence

 

There are various ways to enter an Absence for an Employee. Start by choosing the employee: 
  

 
1. Hover over 

“Absence/Vacancy” in the 
black menu bar at the top 
of the site and choose 
“Create Absence.” 

 
2. Click the “Create Absence” 

button at the top left of 
the Web Navigator 
website. 

 
Now, select the employee that you are creating the absence for. 
 

 
  

   
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 From the employee’s profile click on the Create an Absence link. 
 

OR 
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Next, enter the absence information. 
 

 
 

 
Enter the Start and End Dates of the absence. 
 
Choose the Absence Reason type. 
 
Choose if a substitute is required for this absence. 
 
Choose the Absence Type (Full Day, Half Day AM, Half Day PM, or custom times). 
 
Select a Budget Code or Accounting Code for the absence (if applicable). 
 
Click the Next button. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Important Note: Do not press the BACK button while creating an 
absence – Click the Cancel button to get out of the process. 
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Review “Hold Until” option. 
 
Verify absence information. 
 
Notes to Substitute: notes for the substitute from the employee. 
 
Notes to Administrator: notes viewable only by the principle from the employee. 
 
Administrator’s Notes: private notes from the administrator regarding this absence. 
 
Finalize the absence 
 
• Save: Aesop will automatically find the substitute 
• Save & Assign: You will assign a sub with whom you have pre-arranged absence. 
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If you choose to Save & Assign the absence, you will now need to choose a sub to assign to the 
absence.  
 

 
 
Find the substitute you wish to assign and click the Assign link 
 
If you cannot find the pre-arranged sub’s name: 

• Click the View All button 
• Aesop will display why the sub is unavailable or not qualified 
• You can override the system by clicking the Assign link 

 
 

When you click the Assign button you will see 
a pop up asking you to confirm that you have 
prearranged this assignment with the 
substitute you are about to assign. 
 
Click OK to confirm. 
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CONF #: Aesop will give you a confirmation number when the transaction is complete. 
 
Aesop will display the absence details such as the school, approval status (if required), 
substitute information, date & times, and more. 
 
Attaching a file to the absence: You 
can attach a file to the absence for the 
substitute to review. 
 
Click Upload New link. Choose the file 
you want to upload, give it a 
description and click Upload. 

 
 
 
 

Now you have successfully added a document 
to this absence.  
 
You can edit documents linked to this absence 
by clicking the Edit link. 
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Modifying an Absence 
 
Modify an Absence allows you to assign a sub, delete the absence partially or completely, or 
change any absence information. 
 

 
 

Absence Feedback: you can click the feedback links to leave or edit feedback for the 
employee or the substitute. 
 
Remove Sub: removes sub from the entire absence. You can select the user who is 
requesting the sub be removed: Navigator User, School, Substitute, or Employee. You can 
also choose if you want the sub to see other jobs on this date after they are removed. 
 
Delete Absence Request: deletes the entire absence request. 
 
Approval: approve or deny this absence 
 
Add Day(s): add additional days to this absence 
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Absence Information: you can change any information regarding this absence request 
including Date, Reason, Type, Times, and Budget and Pay Codes 
 
Trash Can Icon: this will remove a single day from the absence request 
 
Notes: notes to the Substitute, to the Administrator, and Administrator notes 
 
Save / Save & ReAssign: Click the Save button to save the changes you’ve made. Click the 
Save &  ReAssign button to save the changes and assign a different sub to the absence. 
 
 
 
 
 
 
 
 
 
 
 
 



 

ABSENCE DATA |  PAGE 11 of 26 

 

 
 
 

April - ©2013 Frontline Technologies, Inc. 
Confidential - Information in this document should not be distributed unless explicitly authorized. 

 
 

Removing a Substitute from a Job

 

Once a substitute has accepted or been assigned to an absence job, you may remove him or her 
and control the sub’s ability to see the job after the removal, notify the sub of the removal, and 
keep the sub from seeing jobs in the near future. 
 
 

To initiate the sub removal, go to 
the absence Modify page and 
click the Edit/Delete button. 
 
 
 
 
Check the appropriate settings 
boxes to adjust what the 
substitute will be able to see after 
the removal.  
 
 
 
 

A notification box will pop up that says: 
 

“This will remove the substitute from the 
assignment. Depending on the checkbox setting, 

they may or may not be able to still see this 
assignment in the future. Do you want to 

continue?” 
 

Click the OK button. 
 
 

 
 
Removing a Sub from an Individual Day of an Absence

 

You will need to split the absence and then remove the substitute from the job. Please see the 
Absence Split section below. 
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To split the multi-day absence, 
click the Split button on the 
absence Modify page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Now, choose the day that you would like to remove the substitute from. We will split this day from 
the current confirmation number. This will allow us to remove the sub from this single day, instead 
of from the entire absence. 
 
Check the “Split Individual” box for the day you want to remove the sub from, and then click the 
Split button. 
 

 
 
Once you have split the absence, Aesop will inform you that the split was successful and give you 
a link to the split day (under a new confirmation number). Click the confirmation number. 
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Clicking on this confirmation number will take you to the day split from the rest of the absence. 
Now repeat the steps covered in the “Removing A Substitute from a Job” section to remove the 
sub from this absence. 
 

 
 
Now that you’ve removed the sub from this split absence day, you can add a new sub by clicking 
the Assign Sub button on the Absence modify page. This will bring up a list of qualified and 
available subs, where you can choose the substitute to assign. (See details on how to find and add 
a sub on Page 7 of this help guide). 
 
 
Splitting an Absence with “Split At” Feature

 

There are two ways to split an absence. First, you can use “split individual” as seen in the previous 
section of this help guide. The second is the “split at” feature. Instead of splitting a single day from 
a multi-day absence, the “split at” feature allows you to choose an absence date at which every 
day following will be split into a separate confirmation number.  
 
 
 

To split the multi-day absence, 
click the Split button on the 
absence Modify page. 
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Now click the radio button on the day that you would like to split the absence. Click Split and now 
you will have two absences (two confirmation numbers) with two days each. The first absence will 
be for 4/16 & 4/17 and the second will be for 4/18 & 4/19. 
 
Absence / Vacancy Log

 

This report allows you to view all activity for a particular absence and research who created the 
absence, who modified it, and when. Everything that has happened to an absence over time is 
detailed here. 
 

 
 
Approval Log

 

This report allows you to view approval activity for a particular absence. It will show you any 
approval activity for an absence such as when approval emails were sent and who approved the 
absence. 
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Call History

 

Which substitutes were called by Aesop, and which substitutes called into Aesop, and what was 
the outcome of the phone call. 
 

 
 
Direction (I/O): Inbound call from sub or outbound call to sub 
 
Status:  Accepted, Rejected, Rejected – End Calls, Aborted 
 
Line:  Answer, Busy, No Answer, Intercept 
 
 
Call History

 

Clicking this tab allows you to see a list if all qualified and available subs for this job. To Assign a 
sub to the job click the Assign link If you do not see the sub you want to assign on the list of 
available subs. 
 
 
Click the “View All” 
radio button to see 
a list of subs that 
are not qualified 
and available and 
to see why they are 
not. You may be 
able to override 
and assign them. 
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Approvers

 

This section lists the names of approvers for this absence. 
 

 
 
 
Attachments

 

File attachments for this absence can be added, deleted, or edited from here. Click the Upload 
New Files link to add a file to the absence. 
 

 
 
Click the pencil icon to edit the name of the file 
 
Click the trash can icon to delete the attached file from the absence 
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Feedback

 

Clicking this tab will allow you to see the feedback left for this absence. You can also edit the 
feedback here. 
 

 
 
The “Substitute Rating” (what the employee said about how the substitute did) is shown here. You 
can click the “Substitute Experience” tab to see what the sub said about their experience. 
 
Click the Edit button to edit the rating or the details of the feedback. 
 
Click the delete button to completely delete the feedback left. 
 
 
Creating an Absence for an Itinerant Employee

 

If an employee works at more than one location, their absences can be entered into the Aesop 
website with just a few easy steps. Consider the schedule below. A teacher works at three separate 
locations each day: 
 

Hamner High School from 07:30 a.m. to 09:15 a.m. 
 
Vanderbilt High School from 09:45 a.m. to 11:45 a.m. 
 
Williams High School from 12:15 p.m. to 03:00 p.m 
 

First, create a new absence by clicking the Create Absence button in the Web Navigator. 
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Now you can fill in the absence details: 
 

1. Start & End Dates: Enter the Start and End dates; make sure the Days of Week are 
selected. 

2. Schools: While holding down the Ctrl key highlight the schools they will be absent from 
3. Absence Reason Type: Select the correct reason for the absence 
4. Substitute Required: Yes or No 
5. Absence Type: You can leave at Full Day for now. You will be able to put in specific times 

on the next screen 
6. Click Next 
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Enter the absence information according to the schedule. Change the Date Range, School, 
Absence Reason, Start and End times for each line entry. 

 

 
 
Once you have completed entering the absence information, click the Next button. 
 
 

Now you have the 
option to add notes 
to the absence. 
Enter notes to the 
Sub, to the 
Administrator, or 
add administrator’s 
notes. 
 
When you are 
finished, click Save. 
 
 
 



 

ABSENCE DATA |  PAGE 20 of 26 

 

 
 
 

April - ©2013 Frontline Technologies, Inc. 
Confidential - Information in this document should not be distributed unless explicitly authorized. 

 
 

Aesop will now update the Daily Report, employee’s Absence History tab, and the employee’s 
calendar. The sub will see all the school locations associated with this job. 
 
 
Absence Approval

 

Although Absence Approval is typically done at the Principal website you can approve or deny 
absence requests via the Web Navigator site as well.  
 

 
 
Please refer to Absence Approval [Chapter 12] or the Absence Approval Topical Guide for further 
instructions. 
 

 
 
 
Absence Reconcile

 

Reconciling absences at the school level is an important aspect of ensuring accurate payroll 
integration between Aesop and whatever payroll/HR system you are using. The act of 
“reconciling” is defined as the school level contact putting a “stamp of approval” on the absence, 
indicating that “person A” was indeed absent and “person B” did in fact substitute for this person. 
In essence, it is viewed as the “OK to pay” stemming from the school location. Most districts that 
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tie their payroll system to Aesop will check for this “reconciled” flag before processing payment for 
the substitute. 
 
 

To reconcile absences from 
the Web Navigator follow 
this path from the black 
menu bar. 
 
 
 
 
 
 

 
 

1. Enter a date range 
2. Choose School 
3. Choose “Filled” or “Unfilled” or “Both” 
4. Click Submit 

 
Clicking on the individual 
number link will open a 
page that will show more 
details of the absences and 
allow you to edit and/or 
reconcile the absences. If 
the absence has already 
been reconciled you will 
have the option to un-
reconcile it. 
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Here absence details such as Absence Reason and Budget and Pay codes can be edited. 
 
To Reconcile an Absence mark the Reconcile circle and click Apply Changes. 
 
If you would like to keep changes made to the details of an absence but not reconcile the 
absence then mark the “No Action” circle before you click Apply Changes. 
 
You can also click the Edit link to bring up the absence in an edit mode if you would like to 
change details such as date or times in the absence. 
 
 

Note: If you are reconciling a multi-day absence that has days in the future Aesop will only 
reconcile up to the current date. You cannot reconcile absence days that have not occurred yet. 
 
 
Reconciling A Multi-Day Absence 
 
Aesop also allows you to reconcile a multi-day absence at the Modify Absence page one day at a 
time rather than reconciling the whole confirmation number at once. This brings the absence 
reconciliation down to the absence day level and not the absence request level. As you can see in 
the screen shot below, by clicking the “U” or “R” on the absence day record, you can mark certain 
days as reconciled while other days remain un-reconciled. 
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To reconcile a single day within a multi-day absence, start by clicking the Edit/Delete button on 
the absence modify page. 
 
Note: Notice that the status of ‘Partially’ reconciled indicates one or more of the days in this 
absence are reconciled. The letter ‘R’ in the green circle Reflects this day of the absence has been 
reconciled. 
 
Click the “U” in the grey circle to reconcile an individual day, alternatively you can click the “R” in 
the green circle to un-reconcile an individual day. 
 
Once you’ve finished reconciling, be sure to click the Save button. 
 
 
Absence Reconciliation Report 
 
There is also a report you can access from the Web Navigator that will give you details on the 
reconciliation status of absences in your system. Follow these steps to get to the Absence 
Reconciliation Report.  
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You can access the Absence 
Reconciliation Report by 
going to the Black Menu Bar 
at the top of the site and 
choosing Reports > Absence 
> Absence Reconciliation. 
 
The report will look 
something like this: 
 
 

 
 
 
Substitute Hours Worked

 

The purpose of this feature is to define a substitute’s actual work time when their work time does 
not coincide with the times of the absence. To turn this feature on, go to Master Data > 
Organization Information > Miscellaneous. 
 
 
 

Now, click the Edit button at the bottom 
of the page. Check the box under “Use 
Substitute Hours Worked Feature.” 
 
Click Apply Changes. 
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Entering Substitute Hours Worked on the Absence 
 
To enter Substitute Hours Worked, first click Edit/Delete on the absence modify page. 
 

 
 
Now, enter the number of hours that the substitute worked in the “Hours Substitute Worked” box.  
 
Click the Save button. 
 
 
Requiring Substitute Hours Worked 
 
You can choose to require that “Hours Substitute Worked” be entered before reconciling absences 
for certain Pay Codes. This feature can be configured at Reference Data > Pay Codes. Here, you 
can designate which Pay Codes require that a value be entered in the Hours Substitute Worked 
box for any absence in which that Pay Code is used before absence reconciliation. 
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Phone and E-Mail Notification Regarding Absences

 

Aesop will notify your Substitutes and Campus Users about absences. 
 
Subs will receive phone and email notifications in the following situations: 
 

• Single day absence deleted 
• Sub removed from absence 
• All days of a multiple day absence deleted 
• They are assigned as a permanent sub 
• Preferred Sub Alert 

 
Subs will receive only email notification in the following situations: 
 

• Start date of the absence changes 
• Sub is assigned to a job 

 
Campus Users will receive Event Notification emails in the following situations: 
 

• When an absence is created 
• When an absence is filled by a sub 
• When a sub is assigned to an absence 
• When an absence is edited 
• When a sub is removed from a job 
• When an absence is cancelled 
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Summary

 
Aesop allows the administrators and employees to specify certain subs as preferred, thus giving 
them preference over others. These preferred subs are contacted first and have the ability to view 
jobs online before their peers, depending on visibility settings. Substitutes also have the ability to 
create a list of schools where they prefer to work. The substitute’s Preferred School List is 
subordinate to the schools’ and employees’ preferred lists; thus, if a sub is excluded from a 
school/employee they will not be able to view those jobs even though they have selected that 
school. 
 
 
The Visibility Concept

 
The Substitute’s Visibility (ability to see jobs) is determined by what Employee or School 
Preference Lists they are on. If the sub is on the Employee’s preference list then they will have the 
highest percentage of visibility. 
 

1. Best Match: Employee’s preferred or “favorite five” substitute (Highest Visibility %) 
 

2. Second Best Match: School’s preferred substitute (Lower Visibility %) 
 

3. The Rest: District level (non-preferred substitute) (Lowest Visibility %) 
 
The specific percentages for each preference list can be determined by the district 
 
Lead Time is a key concept when dealing with visibility. Lead time is calculated as the time 
difference between when the absence is entered and the time that the absence starts. 
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Example: “Ellen” the employee creates an absence at 4:00 p.m. on January 3rd, and her absence 
starts at 8:00 a.m. on January 4th. This gives the system exactly 16 hours and 0 minutes of lead 
time. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Ellen’s list of favorite or preferred subs would have visibility for 100% of the lead time. The 
employee’s preferred sub would have access to the job beginning at 4:00 p.m. on Jan 3.  

 
2. In our example, the school’s favorite subs have been configured to see the jobs for only 

75% of the lead time. 75% of 16 hours is 12 hours. School’s preferred subs would begin to 
have access to the job at 8:00 p.m., 12 hours before the absence starts.  

 
3. District preferred subs have been configured to have access to the job for 65% of the lead 

time. In this case, they would begin to see the job 10 hours and 24 minutes before it starts, 
or at 9:36 p.m. 
 

 
Percent Visibility: For more information on the concept of Percent Visibility check out the Topical 
Guide in your Training and Reference Materials 
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School’s Preferred Substitutes List

 
This list includes the preferred substitutes or those excluded. You can manage when subs can view 
jobs via the Job Visibility. Individual visibility overrides are available also. From a school’s profile 
click the Preferred Substitutes tab. 
 

 
 

Set the preference list to be called in Call Order or Random Order 
 
Click here to add new subs to the preference list 
 
This Apply Changes button will apply the changes for the settings above it 
 
The default Visibility Percentage for this preference list 
 
Minimum and Maximum visibility settings 
 
Search for a specific sub by last name. 
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Change the view to only see Excludes or Includes 
 
Mark this box to choose sub to add to the preference list 
 
Adjust Minimum Visibility and Maximum Visibility settings 
 
Exclude the sub from seeing jobs at this school 
 
“Include” adds the substitute to the school’s preferred sub list 
 
Default Visibility Percentage for this preference list 
 
An override percentage can be entered per substitute 
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Job Visibility

 
You can set a default for the list and override individual subs if necessary. These settings apply 
only to a particular sub’s access to this school or schools/employees grouped under this selected 
school. 
 
By overriding a sub’s visibility with low values you can also set up subs that are not excluded, but 
who are one step away from it. That is, they can go there, but only as the job gets near to its start 
time. 
 
You can also EXCLUDE a sub from viewing jobs from this particular school. Simply click in the circle 
under the EXCLUDE column instead of the Include column. 
 

 
 

A sub with override visibility settings entered. These setting will override the default visibility settings for this 
preference list. In this case 20% would be the visibility percentage for this sub rather than 85% 

 
 
Adding a New Substitute to a School Preferred Sub List

 
1. Click the Add New Substitutes link 
2. Click on the alphabet letter representing the desired substitute’s last name (or enter 

substitute’s last name into the “Search” box and click the Search button) 
 

 
 

3. Click the “On List” box to select the substitute 
4. Select either Exclude or Include 
5. Enter override settings if you wish to override the default visibility 
6. Click the Apply Changes button to save* 
7. Repeat Steps 2-6 for additional substitutes 

 
*If you do not wish to save the changes click the Cancel button. 
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Setting a Preference List to Call Order

 
On a preference list you have the option to set Aesop to call the subs in a specific order rather than 
randomly. This wouldn’t typically be recommended but can be needed in certain situations. 
 

 
 
In the Calling Sequence setting change the radio button from “In Random Order” to “In The Call 
Order Specified Below.” 
 
Then click Apply Changes to save. 
 
 

After clicking “Apply Changes” you will see a link that 
says “Reorder” in the Call Sequence setting. Click this link 
to open up the tool to change the call order. 
 

 
 

To change the call order highlight the substitute’s name and 
use the buttons on the right to move them up or down the 

list or to the top or bottom. 
 

Click Apply Changes when you are done. 
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Employee’s Preferred Substitute List

 
Adjust an individual employee’s Preferred Substitute List. 
 
From an employee’s profile click the Preferred Substitutes tab. 
 

 
 
 
Adding A New Substitute to an Employee Preferred Sub List

 
1. Click the Add New Substitutes link 
2. Click on the alphabet letter representing the desired substitute’s last name (or enter 

substitute’s last name into the “Search” box and click the Search button) 
 

 
 

3. Click the “On List” box to select the substitute 
4. Select either Exclude or Include 
5. Enter override settings if you wish to override the default visibility 
6. Click the Apply Changes button to save* 
7. Repeat Steps 2-6 for additional substitutes 

 
*If you do not wish to save the changes click the Cancel button. 
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Favorite Five

 
Employees who have been given the ability to create a substitute preference list will now also be 
able to select five favorite substitutes to be notified instantly when an absence is entered. Shortly 
after you enter an absence, all five of your favorite substitutes will receive an email about the job 
(if they have an email address in the system). They will also receive a phone call offering them your 
absence during the first available evening call period. 
 

 
 

1. Find the Employee in Aesop 
2. Click on the “Preferred Substitutes” tab 
3. Click the Add New Substitutes link (if necessary) 
4. into the “Search” box and click the Search button) 
5. Click the Edit button 
6. Click the radio buttons that correspond to the numbered 

columns 1 through 5. The subs will be ranked (for calling 
order) based on which number you assign them. 

7. Click the Apply Changes button to save* 
 
*If you do not wish to save the changes click the Cancel button. 
 
 
Call Order and Favorite Five selections 
 
If “Call Order” is being used instead of “Random Order”, you will not see the Favorite Five list and 
Aesop will treat the substitutes listed 1 through 5 in the call order as the Favorite Five substitutes. 
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School Preferred Sub Lists from the Sub’s Record

 
View or edit the schools who have added this substitute to their Preferred Substitute’s List. 
 
Adjust an individual substitute’s School Preferred Substitute List 
 

 
 
1. Click Add New Schools 
2. Click “Selected” box by the school(s) 
3. Click Exclude or Include 
4. Adjust Override Visibility (if necessary)  
5. Click Apply Changes to save 
 
 
Employee Preferred Sub Lists from the Sub’s Record

 
View or edit the employees who have added this substitute to their Preferred Substitute’s List. 
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Adjust an individual substitute’s Employee Preferred Substitute List 
 

 
 
1. Click Add New Employees 
2. Click “Selected” box by the employee’s name 
3. Click Exclude or Include 
4. Adjust Override Visibility (if necessary)  
5. Click Apply Changes to save 
 
 
Substitute’s Preferred School List

 
The sub’s Preferred School List enables a sub to state which schools he/she would like to work. The 
substitute’s Preferred School List is subordinate to the schools’ and employees’ preferred lists; 
thus, if a sub is excluded from a school/employee they will not be able to view those jobs even 
though they have selected that school. 
 

 
 
First, determine how you want Aesop to use this list. You can tell Aesop that you’re creating a list 
of schools where you DO want to go, or a list of schools where you DON’T want to go. 
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Then, click Add Schools link. 
 

 
 
1. Click the Selected column by the school(s) you wish to add 
2. Check the days you wish this to apply (if necessary)  
3. Click Apply Changes to save 
4. Click View Current Schools 
 
 
Substitute Preferred School Selection: Remember, Aesop will use the schools on this list 
whichever way you set up in the first step above. For example, if there is one school on this list, 
then that school is either: 1.) the only school where sub will go, or 2.) it’s the only one where he 
won’t go, depending on the above selection. 
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Summary

 
There are two types of administrator permissions: Web Navigator (Org User) permissions and 
Principal (Campus User) permissions. Web Navigator permissions allow you to give someone 
access to the Web Navigator while limiting what that person can do and see, as well as limiting 
which schools and employee types that person has access to. Principal permissions allow you to 
modify what Campus Users can and cannot do through their Web site as well as what schools and 
employee types they have access to. 
 
 
Organization Users and Campus Users

 
There are two types of users you can create permissions for, Campus Users and Organization 
Users. 
 
Campus Users 
 
Campus Users are typically principals or secretaries who will need school access. These users will 
log into www.aesoponline.com with their ID and PIN. 
 
 
Organization Users 
 
Org Users are district level users who will need access to the Web Navigator. These users will log 
into www.frontlinek12.com/navigator. 
 
The setup for these users is very similar although the permissions themselves will be different. 
Here we will look at the steps to set up a Campus User. You would follow the same steps to set up 
an Org User. 
 
 
Creating a Campus User 
 

In this guide we will first look at how to add a new 
Campus User then we will cover creating and 
assigning the Permission and Visibility Profiles. 
 
To get to the Campus Users page go to Security > 
Principal Web > Campus Users. 
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To add a new Campus User click the link Add Campus User. 
 

 
 

Web Login ID: This ID will be used with the PIN for the Campus User to log into Aesop. It 
can be alphanumeric and must be unique across all Aesop districts. 
 
Distribution Lists: You can add or remove this Campus User from any report distribution 
list that has been set up. 
 
Send Email: Choose what events the Campus User should receive email notifications for. 
 

For Approvals: The Campus User will receive absence approval emails 
 
For Feedback: The Campus User will receive emails about feedback such as a low 
feedback notifications 
 
For Event Notification: The Campus User will receive absence notification emails for 
all employees who fall within their visibility 
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Permission Profile: Select the set of permissions that you want this Campus User to have. 
 
Employee Type Visibility Profile: Select the profile for which employee type you want 
this Campus User to see. 
 
School Visibility Profile: Select the profile for which schools you want this Campus User 
to see. 
 
Approver Profile: Select which approver profile to assign to this Campus User. Approver 
profiles are covered in more detail in the Absence Approvals Topical Guide. 
 
 
 

Create a School Visibility Profile

 
To get to the School Visibility Profile List go to Security > Principal Web > School Visibility. 
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To create a new School Visibility Profile click the link Add a New Profile. 
 

 
 
Name the profile to distinguish it from other school visibility profiles. Also give the profile a 
description. 
 

 
 
Click the Details button to choose specific schools. 
 

 
 
Be sure to Apply Changes when finished. 
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Create an Employee Type Visibility Profile

 
 
To get to the Employee Type Visibility Profile 
List go to Security > Principal Web > 
Employee Type Visibility. 

 
To create a new Employee Type Visibility 
Profile click the link Add a New Profile. 
 

 
 

 
 
Name the profile and give it a description: 
 

 
 
Click Details to expand the list of Employee Types: 
 

 
 
Check the box for the employee type/types you want visible to anyone you assign this profile to. 
Don’t forget to click Apply Changes to save the profile. 
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Create a Permission Profile

 
 

To get to the Principal Permission Profile 
List go to Security > Principal Web > 
Principal Profiles. 

 
To create a new Permission Profile click the 
link Add a New Profile. 
 
 

 

 
 
Enter the name and description of this profile. If a profile is for school secretaries, you could name 
it “Principal Permissions”. You might also choose to name the profile for specific permissions that 
are granted within, like “Principals that can approve”. 
 

 
 
Note: For a comprehensive list of all permissions available to the Campus User and what each 
permission means, see the Topical Guide “Campus User Setup and Permissions” in the Web 
Navigator Training and Reference Materials. 
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Below the Profile Name and Description are the list of Categories for the permissions, as well as 
the editing controls for each category. 
 

 

 
 

The Category column lists the different groups of permissions 
 
The Permission column tells you how many of the permissions are allowed to a user with 
this profile, and also allows you to turn on/off all permissions within this category by 
clicking “All” or “None” 
 
The Allowed column has two functions. 1.) You can turn on/off ALL permissions by 
clicking “all” or “none”. 2.) When you click the Details button, all permissions that belong 
to that category become visible. 
 
 

 
 
All items that are checked are “default” permissions that are assigned to new permission profiles. 
Check or uncheck the permissions as needed. 
 
Click Apply Changes to save the permission profile. 
 
 
Assigning Profiles

 
Once you have created the School Visibility, Employee Type Visibility and Permission Profiles you 
can assign them to your Campus Users. The easiest way to do this is to simply go to the Campus 
User’s general information page and select the correct profiles from the drop down menus. 
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To get to the Campus Users go to Security > Principal Web > Campus Users. 
 

 
 
Click on the name of the Campus User you would like to review.  
 

 
 
Click the Edit button on that Campus User’s page and then you can select the proper profiles for 
that person. Then, choose the correct Permission, School Visibility and Employee Type Visibility 
Profiles for this Campus User. 
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Associating Profiles 
 

You can assign a Visibility or Permission 
Profile to many Campus Users at the same 
time by going to the profile and 
“associating” it. 
 
To do this go to Security > Principal Web > 
(choose which type of profile you want to 
associate Principal Profiles, School 
Visibility, or Employee Type Visibility). 

 

 
 
Click the Associate link next to the profile you’d like to attach to Campus or Organization Users. 
 

 
 
Choose the Campus Users you would like to associate this profile to by checking the boxes. 
 
Click Apply Changes to save. 
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Organization User Setup

 
In the previous pages we have covered the set-up of Campus Users and associated profiles to the 
Campus Users. The set up for Organization Users is the same except instead of going to Security > 
Principal Web you would go to Security > Web Navigator > (choose what you would like to 
create or edit). 
 

 
 
Example of Organization User General Information page: 
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Aesop provides numerous reporting options.  From daily reports to historical absence data 
retrieval, all information is at your fingertips.  All reports are real-time each time you run, re-run or 
refresh them.   
 
 
Absence Reports

 
Daily Report 
 
The Daily Report is probably the most widely used report in Aesop.  This report will list all absence 
information.  The report can be run for any day of your choosing and can be filtered by a number 
of different options including location and employee type. 
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Absence Approval Status 
 
View absences that require approval for a specific date range and their current status.  You can 
filter the report by location, employee name, absence reason, and status. 
 

 
 
Absence Reconciliation 
 
View the reconciliation status of all absences in a specific date range.  The report can be filtered by 
location, absence type, employee name, vacancy profile, and substitute name.  The maximum 
date range for this report is 365 days. 
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Absentee Report 
 
This report contains the same information as the Daily Report except this one has a date range.  If 
you run the report per school, the maximum date range is 92 days.  If you run the report for an 
individual employee maximum date range is 365 days. 
 

 
 
Unfilled Absences 
 
This report will show all unfilled absences in a date range.  The report can be filtered by location, 
absence type, employee name, and vacancy profile name.  It can also be ordered by school or 
date.  The maximum date range for this report is 365 days. 
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Absence Monthly Summary 
 
This report shows a monthly calendar and each day displays the absence stats for that day.  
Weekly totals can be seen at the bottom of the report. 
 
 

 
 
Advance Notice 
 
Aesop breaks down how far in advance absences are being created and how quickly they are 
being filled. This can also be viewed as a report rather than a graph. 
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Absence Call History 
 
View all outbound phone calls from Aesop to substitutes, as well as all inbound phone calls to 
Aesop from substitutes.  This report also displays the details of these phone calls. 
 

 
 
Day of Week Absence Analysis 
 

Breaks absences down by day of week, absence reason and employee. Maximum date 
range 365 days. 
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Absence Reason Percentages 
 
Absence reason usage for a date range.  Maximum date range 365 days. 
 

 
 
Absence Reasons By School 
 
Breaks absences reasons down by schools. Maximum date range 92 days. 
 

 
 
Absence Feedback 
 
Shows all feedback ratings in a date range.  Click the “details” links to see the details of the 
feedback left.  Maximum date range 365 days. 
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Absence Interactive 
 
The Absence Interactive report allows the administrator to pull information and statistics from 
Aesop for a large date range.   This report also offers a variety of ways that the data can be 
grouped, and also gives the user the ability to download the detailed data to an Excel 
spreadsheet. 
 

 
 
Cancelled/Closed Absences 
 
Shows all absences in a date range that have been either Closed or Cancelled.  Max date range is 
365 days. 
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Substitute Sign In  
 
Use this report for your substitutes to sign in when they arrive at school. 
 

 
 
Perfect Attendance 
 
This report will show you all employees who have not been absence in a particular date range. 
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Employee Reports

 
Absence Reasons Balances 
 
View the remaining absence balances and details of days/hours used for all employees.  The report 
can be filtered by school and active status. 
 

 
 
Absence Reason Balance Details 
 
View the remaining absence balances and details of days/hours used for all employees.  This 
report can also be filtered by absence reason and specific employees. 
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Employee Register Report 
 
Your employee register broken down by school and employee type. Sorted by active, inactive or 
both. 
 

 
 
Fulfillment Skills  
 
View employee fulfillment skills. The report can be filtered by school, employee, skill, and 
fulfillment requirement. 
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Multi-School Employees 
 
View all employees who work at multiple schools. 
 

 
 
Multi-School Vacancy Profiles 
 
View all Vacancy Profiles that are assigned to multiple schools. 
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Substitute Reports

 
Assignment 
 
This report breaks down all jobs worked by date.  It can be filtered by school or substitute. If you 
run the report per school maximum date range is 92 days.  If you run the report for an individual 
substitute maximum date range is 365 days. 
 

 
 
Assignment Summary 
 
The Assignment report grouped by substitute name, school, and totals. 
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History By Date 
 
Absentee report sorted by Substitute and totaled.  Filterable by: School or Substitute. If 
you run the report per school maximum date range is 92 days.  If you run the report for 
an individual substitute maximum date range is 365 days. 
 

 
 

Most Called Substitutes 
 
View the substitutes that Aesop has called the most. You can sort by 20, 40, or 60 days. 
 

 
 

 

 

 

 

 
 
 

June - ©2013 Frontline Technologies, Inc. 
Confidential - Information in this document should not be distributed unless explicitly authorized. 

 
 



 

REPORTS  |  PAGE 15 of 19 

 

 

 

Non-Working Substitute Report 
 
View the names of the substitutes who have not worked at all within a date range. You 
can filter by substitute name, active status, and skills. 

 

 
 

Substitutes in Multiple Districts 
 
View your substitutes who work in other Aesop districts. 
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Substitute Register 
 
View substitutes’ SSN, Phone, PIN, View the ratings the substitute has received via 
Absence Feedback.  Sort by Active, Inactive or both.  Aesop also gives you a total of 
substitutes selected. 
 

 
 

Preferred Schools (Substitutes School Preferences) 
 
View your substitutes school preferences. You can filter the report by substitute or 
school. 
 

 
 

 

 

 

 

Skills 
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View the skills assigned to your substitutes. The report can be filtered by substitute, 
school, and number of days until skill expires. 
 

 
 

Substitute Exclusions 
 
See which schools have excluded which substitutes. You also have the option to view an 
Employee Exclusion List. 
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Recording Instructions

 
Aesop will automatically record the School Names, Absence Reasons, Employee Names & 
Titles, and Substitute’s Names.  You do have the option to listen to Aesop’s recordings 
and record over them if you choose.  Instructions on how to do this can be found at the 
top of this report. 
 

 
 

Report Writer/Scheduled Reports

 
The Report Writer feature allows you to create customized reports, run them and save 
them for future use.  Report Writer can also be used to create extract files to export 
data into your payroll system.  For more information on Report Writer check out the 
Topical Guide in the Training and Reference Materials. 
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Letter Writer

 
The Letter Writer feature allows you to create customized letters, run them, and save 
them for future use. These letters can be printed or sent by email. 
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