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Why Use Separate Substitute Times?

Some Districts prefer to show the Substitute start and end times that may differ from the
Employee’s actual start and end times. Aesop has an optional feature that allows you to set a
relative time frame that a Sub will see (i.e. 15 minutes before an absence’s start time). You also
have the option to allow Employees to see and make changes to this separate sub time.

Activating the Feature

[ eneral information | Configuration Settings | Absence Reasons | Prefemed Substitutes | Reports |

[ sencel General | Address |

To see whether the feature is

Select Another School | Add School

School: Vanderbilt High School
General Information
Last Update: 2/20/2013 9:48:46 AM

Apply Changes

Fields marked with an asterisk * are required.

Cancel

turned on for your district,
navigate to a school’s general
information page; if the feature is
on, you'll see settings labeled

School Name. LEd

* Vanderbilt High School

Number School Name Recorded

YES

Web ID
39961

Internal Data Analysis

*|Secondary School

“Relative Substitute Start” and
“Relative Substitute End”.

Under Control Of Time Zone

*[VC High Schools * [Eastern Daylight Time

Absence Notification Email Address. Default Distribution List Em{

* 15

Relative Substitute Start

Relative Substitute End

| 'mins before M *15 mins after |-|

Distribution Lists

Daily Report for Schools

Half Day Break (1st Half End/2nd,

Start Time Half Start) End Time

*08:00 *11:30 *[11:31 *[15:00
Relative Substitute Start
*15 mins before + *(15
Cutoff Time Mode Absence/Vacancy Cutoff Time
*Fixed [~ *07.00 *09:00

Relative Substitute End

Fulfillment Cutoff Time

If you do not see this, contact
Aesop Client Services and a
representative will be happy to
activate the feature for your
District.

mins after |~

Using Separate Substitute Times

Enter the number of minutes before (or after)
the absence’s start time that you would like the
Substitute to report in the “Relative Substitute
Start” box. Also, enter the number of minutes
after (or before) the absence’s end time that you
would like the Sub to be finished for the day in
the “Relative Substitute End” box.

Half Day Break (1st Half End/2nd
Half Start)

*[11:30

End Time

*11:31 */15:00

Relative Substitute Start Relative Substitute End
* - 1 g

15 énwbefore é 15
Fulfillment Cutoff Time

*109:00

mins after |-|

Absence/Vacancy Cutoff Time
*
07:00
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Note: If you allow employees to view and modify Substitute report times, but do not want the
times to automatically change (for example, 15 minutes before the start time of every absence

entered into Aesop), enter a “0” in the relative sub start and end time boxes. This will default
the sub report times to the same as the absence’s times, allowing the employee to edit the
Sub’s report times on an absence by absence basis.

What Can The Employee Do?

You can give employees permission to view and / or edit the Substitute report times. These
settings can be found on the Employee’s General Information page, under the “Permission” tab.

Web Navigator ~ Master Data  Absence/Vacancy  Reference Data
L) S ¥
M R o

CREATE ABSENCE CREATE VACANCY AB

Aesop Edge Classes Loc r Groups

Fa C A L ?  Aesop

CE MODIFY DAILY REPORT VERITIME SCHOOL FIND EMPLOYEE FIND SUBSTITUTE LIVE HELP

Security Reports  Extract/Import  Help

( General Information T Permission | Configuration Settings TAbsence Reasons T Preferred Substitutes T Allocation Groups T Absence Approvers T Reports T Optional Features ]

[ Employee General T Address W

Select Another Employee | Create an Absence | Add Employee ‘?J| Send Letter/Email

Make this Employee a Substitute

Apply Changes

Fields marked with an asterisk * are required.

Employee: Chesterton, Ian
General Information
Last Update: 2/4/2013 1:08:38 PM
Login to Web Site

Cancel

First Name
*

Middle Name

lan

Identifier

* 1927206625

Employee Types
*
Teacher

Alternate Login ID
Phone (login id)

* (5555551291
Pin Pin Expired

*[4549 Change Pin

(8,9,11-20 characters)

Last Name Active

*|Chesterton

Title

5th Grade

Pin Expires

To allow the employee to view the Sub
report times, check “Can View Substitute
Report Times”. To allow the employee to
edit the Sub report times, check “Can
Modify Substitute Report Times”. For
both, check both boxes.

!
Email when Absence is Filled
Absence Cancellation
Can NOT cancel Absences

[ General information | Permission | Configuration Settings | Absence Reasons | Prafemed Substitutes | Allocation Groups | Absence
Select Another Employee | Create an Absence | Add Emplovee 9| Send Letter/Email

Employee: Chesterton, Ian
Permissions

Can Assign Substitute to Absence

Can Hold Absence Processing *o Can Hold Absence Till ‘n’ hours prior to Absen|

Can Upload Files
Can View Substitute Report Times

P [ Can Modify Substitute Report Times

Can cancel UNFILLED Absences

Can View Substitute Report Times
Can Modify Substitute Report Times

LED or UNFILLED Absences

hents

be a Substitute

s a Substitute

ISubstitute is required

Substitutes List

tes List Default: Edit Pref. List(8asic)

TUse defatif seffing =
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Separate Sub Times in the Daily Report

The separate Sub report times will show in italics in the daily report.

Daily Report Retumn to Report Menu

Run Date: [REEIEITE oM Today P School(s): View Al =
Employee Types : View All E Type: AbsencesVacancwesE Order By: © School Employee Name
submit |

Display Options: @ Show All Choose Sections
: Title Emp Start/End

Sub Start/End

Thursday, February 21, 2013

: Walker Middle School
her

Name Title Emp Start/End Emp Duration Reason

Sub Start/End Sub Duration ¢ - Sth Grad 8:00 AM - 3:00 PM
School: Sawyer Elementary School [erton, Ian rade 7:45 AM - 3:15 PM

Teacher
8:00 AM - 3:00 PM Full Day

llos ra 7430 AM - 3:30 PM 07-50 Professional Day

Emp Start/End Emp Duration  Reason
Sub Start/End Sub Duration

Emp Start/End
Sub Start/End

School: Walker Middle School
Teacher

5:00 AM - 3:00 PM
Chesterton. lan St Grade 5454y - 3.15 pM

Personal Day

Substitute Not Needed

Emp Start/End Emp Duration Reason More Days Time Recorded
Sub Start/End Sub Duration

Important Thing to Note:

If you decide to have this feature activated and you use payroll integration
between Aesop and a 3" party system, be sure to check with an Aesop Client
Services representative or Integration specialist to check that the feature doesn’t
affect the integration.
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