Web Navigator Topical Guide: Reconciling
Absences

Overview
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 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

Absence>Reconcile

Reconcile Absenoss

Select a date range:

Date
11/5/2008
/11/2008
/12/2008
/13/2008
/14/2008
11/
11/20/2008
11/27/2008
12/

19/2008

1/2008

=) Absence

Create Absence

Create V
ABS reate Vacancy

Modify

From: |November ¥ |1 v |2008 ¥ To:|December ViT ViZCCS v

Submit

Reference Data
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Absences/Vacancies from 11/1/2008 - 12/1/2008

Total Absences/Vacancies Reconciled
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Reconcile Absences Page
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Reconciling Absences

Enter a date range Then Click Submit

Raconcile Abunusl

Select a date range:

» From: November V]W VIECUS ¥ To: | December V]‘I VIZGGS bt

(o) «

Absences/Vacancies from 11/1/2008 - 12/1/2008

Date Total Absences/Vacancies Reconciled Not Reconciled
11/5/2008 i § 0 3 &
11/11/2008 0 1
11/12/2008 1 0 1
11/13/2008 1 0 5
11/14/2008 1 0 1
11/19/2008 2 0 s
11/20/2008 1 1 0
11/27/2008 s | 0 i
12/1/2008 1 0 3 &
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Total Absences on The number of The number of Absences
the given date Reconciled Absences not Reconciled

Clicking on the individual number s St e S

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 unreconcile it.
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® Not Reconciled Absences/Vacancies
Absence/Vacancy Day: 11/19/2008

Flick on the RECONCILE or NO ACTION hyperlink to select the entire colomn.

Employee Substitute Status Rec No
Action
Adkerson, Parker, Peter Absence = : Not Edit
Angela Duration: 1 Full Day |Reason: PersonaIDa_« e Recon @ ©
Type: Teacher (s) = iy =
Budget Code: |--none selected - v
Conf: 29132169 ol =
Pay Code: - none selected - v
Shepherd, Jack |Conrad,. Tashia Absence : Not 0 O Edit
Type: Teacher I;uration: 1 Full Day Reason: VPersonaI Da-"’ he Recon O ~
Cenf: 29990703  |(=) Budget Code: |- none selected - v
Pay Code: - none selected - ¥
[__Apply Changes | [ Undo Changes |
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Reconciling Absences

Click on the RECONCILE or HO ACTIOHN hy

Not Reconciled Absences/Vacancies

Absence/Vacancy Day: 11/19/2008

perlink to select the entire colomn.

Employee Substitute Details
Adkerson, Parker, Peter Absence Not Edit
—_— = = \ v J =17
Aﬂﬂ Duration: 1 Full Day Reason: Personal DB_{ Recon @ O
Type: Teacher () Budget Cog -- none selected - v
Conf: 29132169
Pay Co --none selected -- ¥
Shepherd, Jack |Conrad. Tashia Abgdhce : Not 5 Edit | 4T
Type: Teacher Duration: 1 Full Day ason: Personal DEI), D Recon ’C> fz
Conf: 20990703  |(=) Budget Code: | --none selected - v
/ Pay Code: --none selected - ¥
A

Apply Changes J [ Unchhange}/]

/

e

/

i

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

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

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

Confirmation#: 29990703

|attachments:

See page 4 for details on
reconciling parts of a multi-
absence

1

(1-89)

Employee: lack Shepherd | hello.doc
School: Jaspers Elementary School |5 hello
Created on: Dec 11 2008 10:54:02 AM
Last Update: Dec 11 2008 10:57:12 AM
Status: Filled
Reconciled: No
Substitute Required: Yes
Fulfilled by: Tashia Conrad
Employee Hours Per Day: 8
[JAllow Substitute to see Assignment after removal

Navigator user ¥/ requesting sub removal

[ Delete Absence Request

Approval Status: Unapproved
Approvals Received: 0
Last Approval Action:
Approvers: View List
Approval Comments: Show/Hide Comments Upload New

Deny ALL

Save & ReAssign

[ cancel |

Absence Reason

[~ SR, .,y y—Bomonslpay el
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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 Absences — One Day at a Time

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.

Note: You cannot reconcile an absence day that is in the future.

List Absences | Mocify | Absence Log | Approval Log | Call History | Avaitab itutes | | |

Modify Absence Create a new absence | Create another absence for this employee
Confirmation#: 26037554 Attachments:
Employee: Quinlan Vos ¥ hello
School: Ackbar High School

Created on: Dec 9 2008 10:38:39 AM
Last Update: Mar 12 2009 12:35:47 PM
Status: UnFilled

Hold Until: No Hold bt

[ Delete Absence Request |

Reconciled: Partially
Substitute Required: Yes ¥
Employee Hours Per Day: 8

The status of ‘Partially’ reconciled
indicates one or more of the days
in this absence are reconciled

Approval Status: Unapproved

Approvals Received: 0

Last Approval Action:

Approvers: View List

Approval Comments: Show/Hide Comments Upload New

[(approve ] [ Deny ALL ] [ DenyPart ]

" e
Date Absence Reason Absence Type Delete
12/10/2008 [ Personal Day v Full Day v O
Wednesday
Budget Code: — none selected - ~
12/11/2008 [3H Personal Day ~ Full Day v O O
Thursday
Budget Code: - none selected - b

12/12/2008 |[BH Personal Day v Full Day b O ow
Friday

Budget Code: |~ none selected - v

12/15/2008 |E] Personal Day v Full Day v O (u)
Monday

Budget Code: - none selected - v/

After you finish in EDIT mode
and reconcile the days you
desire, make sure to click on the
SAVE button
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The letter ‘R’ in the green circle
Reflects this day of the absence
Has been reconciled by simply
Clicking on the ‘U’ inside the gray
circle

Once you click the letter ‘U’ in the
circle, the circle will turn green
with a ‘R’ inside. This day has
then been reconciled




Reconciling Absences

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.

From the Black Menu Bar go to

Reports>Absence>Absence Reconciliation

rity # Reports Extract/Import  Help

Daily Report
Employees Absence Approval Status
Substitutes mm Absence Reconciliation

Letters Absentee

Unfilled

Name Absence Summary

Advance Notice
User
ID Letter Writer (beta) Call History

Email | help@hi.org Day of Week Absence Analysis
Level |SuperUser

Absence Reason Percentages

(" Absence Recongciliation  Return to Report Menu
start Date: 1212008 2 end pate: 1212005 Z  schoot: [View Al 5
R rt Filter [View Al Al View All View All A
epO t ters |Adkerson, Angela Matemity Leave Anderson,Christopher .
|Assaad, Tamer Aylestock.Aaron
Type: | Absences/Vacancies ¥| Employee: |Bames. Matt ~ | Vacancy Profile: Substitute(s): |Barker.Bob .
-

Click here to be taken to the absence reconciliation page

Absence Reason Start Time

Sawyer Elementary School

conFe 29090858 | Sterting: 1 5. Empleyas: Grubb, Darrell (sentifisr: 527208870). Fulfilied oy Chen, Julie (igentifier
12/22/2008 Vacation 08:00 15:00

Uber High School
UNRECONCILED

CONFs 28091327 | Staring: 12/30/2008, Empleyes: Kenobi, Ben (isentifier: 527208204, Fulfilles by: G0OINS, Jaden (isantifier: 527208855)
12/30/2008 Famanel Day 03.00 15:00 Full Day none nene

o none

CONFe 299912

Absence Details 12/26/2008

Vanderbilt High School

Picard, Jean (isen

Fulfiliss ¢y Fender, Victoria (ssnt

UNRECONCILE!
CONF# 29991475 |, Starting: 12/1/2008, Employee: COX, Tim (i

tifier 927208817), Fulfilies oy Aylestock, Aaron (sentifier $27208258)

12112008 08:00 15:00 none none
<o «= Hoffman, Veronica (isantifis- West, Wally (1se
12/3/2008 08:00 5:00 nona ——
Walker Middle School
RECOMNCILED
conFs 31099868 | Staring: 12/10/2008, Emplcyee: Massoud, Paul (iseniifier: $272068189). Fulfiled cy: Conrad, Tashia (dentifier
& 12/10/2008 F 08:00 18:00 Ganarsl Taschar Fung nona
ﬁacoﬂﬁloAmnmI
Select a date range: P

From: |December v[1 »[2009 v|vo: [January v[21 »[2009 v

Absences/Vacancies from 12/1/2008 - 1/21/2009

Date Total Absences/Vacancies Reconciled Not Reconciled
12/1/2008 i 0 1
12/3/2008 1 0 1
12/10/2008 ok 3 0
12/22/2008 ) 0 1
12/26/2008 3 0 1
12/30/2008 1 0 1
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Reconciling Absences

Reconciling absences from the School or Campus User login

Most likely the individual schools or campus users will be doing the bulk of the reconciling. They can find the link to
Reconcile Absences in the left side menu list on their Home Page

teractive Calenda
December 2008

Good afternoon, Walker Middle School

Sun|Mon|Tus|Wed|T

hu |Fri |Sat

30 (1 |2 3 |4
s (9 |10
15 [16 [17

[(11) 12185
[18 |10/88

5 B Posted:12/10/2008

= la.m. EST for scheduled system maintenance.

22 |23 |24

[25 |26/08

he system will be unavailable this Saturday, December 13th from 5:0
Thank you!

‘

29 [30 31 |2

|2 |3

School Closed
School In-service

(517) 849-9075.

If you have questions about the rules or setup of the system contact

Closed and In-service

Absence

» Modify

» Create Absence
» Create Vacancy

Absence/Vacancy

» Approve Absences
P Reconcile Absences

» Absence/Vacancy Files

-J@Qﬂi\_‘m.h\ VR
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By clicking the link they

will be brought to the page
to reconcile absences.

The process for the school
or campus user to reconcile
Is the same as for the Web
Navigator.

‘

Select a date range:

Reconcile Absences/Vacancies

From: [December ¥ 10 %] 2008 ¥ To: [December ] 10 ¥ 2008 »

Submit

Absences/Vacancies from 12/10/2008 - 12/10/2008

Substitute

Conrad, Tashia
Duration: 1 Full Day(s

Employee
Massoud, Paul
Type: Teacher

Conf: 31099868

Click on the RECONCILE or NO ACTION hyperlink to selact the entire colomn

Return to Homepage

Not Reconciled

i

Date Total Absences/Vacancies Reconciled
12/10/2008 1 0
REWOTTI0 AOMEpagy
Not Reconciled Absences/Vacancies
Absence/Vacancy Day: 12/10/2008 °

Details Status

No Action Edit
Not Recon ® O

Rec

Absence Reason:| Personal Day b

)
Budget Code: General Teacher Fund v
Accounting Code:

Pay Code: - none selected - ¥

[ Apply Changes J [ Undo Changes ]
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