CAMPUS USER
TIP SHEETS

Using Absence Management
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Every day counts.




Creating an Absence

To access your Absence Management account, visit AesopOnline.com and sign in using the User ID and PIN
provided to you. Follow the steps below to enter an absence.

. In the upper right Quick
Actions section of your
homepage, click Create
Absence.

assignment. Selected days
will be highlighted in blue.

Summary for: | 05/10/2017 88| | ¢ | Today | >

™ Absences W Supplemantals

Quick Actions

Q Search here, then press enter.

Q, Confirmation Mumber Search @
S I h I All Schools Schools = All Employee Type(s) Employes Types =
. Select the employee’s name
. . Creat:
from the list, then click the . e reate
Fill out Details button. 60 Linfilled R’E‘i”gd I:IAII.Y Create Absence Supplemental
REPORT
[2.3%] & Print 0 208
. On the calendar, select i i et o S [ o LS o
the day of the absence.
If entering a multi-day
absence, click the start date EE
and drag to the end date to
ensure the same substitute S i
fills the duration of the Search by Letter ame Identifier Phone School

File Attachments
Uploaded Files

No Uploaded Files
DRAG AND DROP
FILES HERE

—4@

Related Files

Mo Relared Files

| Cabe, Jill & 10032 (856) 452-0300 Madill Slementary Schoal
F G H | |

. Select the absence reason ® Carter, Charles & 10033 (856) 482-0300 Middle School

and the time frame of the )L LM I N (O

R + ) _Cassidy, Sharon & 10034 (E56) 482-0300 High School

assignment.

. Choose whether or not _ _ _
. Step 2: Fill out Absence Details for Carter, Charfes UELESENE o Review & Confirm
the absence requires a
su bstitute. February 20 - February 23 at Middle School £ | ABSENCE SUMMARY ~
Select the day(s) you will be out:
. Enter any notes for yourself AbsenceReason [P zciecione v substars Recured Qg
H H oxzonme B8 |- | ovzzeme 8 i
or for the substitute in _— > [ ' P e
the boxes under Notes & - & 2 =
< February 2018 > ¥a Hold
Attachments. SU MO TU WE TH FR 5A
Tuesday. February 20, 2018
. Upload any pertinent files Wednesday, Fetruary 21, 2012
X Thursday, February 22, 2018
for the substitute. e Friday, February 23, 2012
_— Middle Schoal

. Once all above steps are N rEaE el

complete, click Review &

Conﬁrm. + Add New Variation

. . . Notes & Attachments ~

. A confirmation window

Wi I I a p pea r. CI i Ck Create MNotes to Administrator MNotes to Substitute

Abse nce an d yo u Wi | I (Viewable only by Administrator and Employee) (Viewable by Administratar. Employee, and Substitute) @

receive a confirmation v V

number.

250 characte

Please contact ESS with any questions at 877.983.2244 or Support@ESS.com

Every day counts.



Creating a Supplemental

To access your Absence Management account, visit AesopOnline.com and sign in using the User ID and PIN
provided to you. Follow the steps below to create a supplemental assignment.

1. In the upper right Quick
Actions section of your

Q Search here, then press enter.

homepage, click Create = -
Supp|ementa| Summary for: | 05102017 B2 | | € | Today | » W Absences ¥ Supplementals Quick Actions
Q, Confirmaticn Number Search
All Schools Schoaols = All Employee Typels) Employes Types =
2. Select the supplemental
. o Creat:
type from the list, then click e o reate
. ) Unfilled Required
the Fill out Details button. 60 E.iug b freatc Almenee Supplcmental
REPORT
[2.3%] & Print 0
3. On the calendar, select the i i e |
day of the supplemental.
If entering a multi-da
9 H-aay —— N i out devais |
supplemental, click the start
date and drag to the end Search: (Q
date to ensure the same
. . . Search by Letter
substitute fills the duration
of the assignment. Selected AT By e byl E
days will be highlighted in
F G H | |
blue.
K L M i o]
4. Select the school, the
supplemental reason,
and the time frame of the Step 2: Fill out Supplemental Details for Teacher MNext Step:
aSSIgn ment' February 27 - March 02 at Emory Elementary School 23 EUEELEMETTEAT XL =
Select the day(s) you will be out:
5. Enter any notes. for you rself o % 1 Substitute Required Yes
or for the substitute in prpemm~ B Eromp—- Hoia Unil
the boxes under Notes & Sipplemzntay Ronsan Nane Available v No Fold v
Attachments < March 2018 Number of Supplementals
’ U MO TU WE TH FR Tome El ey X T
) . B 1 to
6. Upload any pertinent files o | | |
e 4 5 (] 7 8 9 10 Tuesday, February 27, 2018
fOT the Su bStItUte. Wednesday, February 28 2018
W Bl paag Bees Dby Bay | 37 Thursday, March 1, 2012
7. Once all above steps are 1w Qs B B b e 2 Friday, March 2, 2018
’ . . 75 26 927 2% 30 30 31 Emory Elementary School
complete, click Review & 52 = 225 AM - 3:45 PM
. (Vacancy Position)
Confirm. + Add New Variation
8. A confirmation window Notes & Attachments A
WI” appear' CIICk Create Motes to Administrator Motes to Substitute
u emental an ou [Viewable only by Administrator and Employee} (Viewab's by Admiristrator, Employee. and Substitute)
Suppl tal and y e
will receive a confirmation Y v
number.
P
250 character(s) left
File Attachments
Uploaded Files Related Files
No Upload Mo Related Files
DRAG AND DROP
FILES HERE

Please contact ESS with any questions at 877.983.2244 or Support@ESS.com Every day counts.



Canceling an Absence

To access your Absence Management account, visit AesopOnline.com and sign in using the User ID and PIN
provided to you. Follow the steps below to cancel an absence that has been scheduled for a future date.

1. In the upper right Quick

Quick Actions

Summary for: | 02/23/2018 £ 4  Today | » ¥ fhzences ¥ Supplementals
Actions section Of your Q, Confirmation Number Search @
homepagel enter the All Schoals Schools = All Employee Type(s) Employee Types = A '
confirmation number for the Em Cieate

Total Unfilled
absence you want to cancel 4 -

and click Search. [25.0%]

Filled

No 5ub 23
Wsiig e Create Abserfjce supplemental
DAILY
REPORT

& Print a

[75.0%]

2. If you do not know the
confirmation number,

you can enter the Start Col ~ | Name % School % Reason % Shift v Substitute Created ]
date of the absence in the = -

204975111 Madill Elermentary School Vacation . Doe, John ngzaﬁt‘na
upper left corner of your .
h omepage’ a nd then CIICk 204975539 Green, Lyshon Emory Elementary School Personal . L Baker, Todd S{J“&;ﬁ)‘la
the confirmation number Mpsence | Teacher :
neXt to the absence yOU Emory Elementary School [Vacancy Position) ' Smith, Jane g’:ﬁ&gﬁﬁ&

want to cancel.

3. The absence details will
open. Click the red Delete Edit Absence e—)

button in the upper right

February 23 at Madill Elementary School £y | NEXTSTEPS ~
corner. :
Select the day(s) you will be out: Ststus: Filled by Doe, John
Erom To Absence Reason Wacation '
H H H ¥ Remove Sub | JEEgEEEET - RAT]
4. In the confirmation window, 02/23/2018 - owm018 Sl
. Time Full Day
click Delete. z ——— 5 L) ABSENCE SUMMARY ~
i 08:15 AM to 03:45 PM
SU MD TU WE TH FR A
Substitute Required Yes
Friday, February 23, 2018
17
= Madill Elementary School
1 19 20 21 22 BE 24 E15AM - 3:45 PM
3 Son il Bomdl oyl 2 Varson

2SS

Please contact ESS with any questions at 877.983.2244 or Support@ESS.com Every day counts.



Approving an Absence

To access your Absence Management account, visit AesopOnline.com and sign in using the User ID and PIN
provided to you. Once you are logged in, under “Quick Actions”, click the “Approval” box along the right side of

your homepage.

1. Click here to see the
absences that require
approval.

2. Use the filters to change
the date range and/or
status of approval.

3. Check the above box
to approve or deny
absences in a group
or click each box
individually.

4. Approve of deny each
absence by clicking
either Approve or Deny.

#  Absencesv Reportsv  Settings~

Summary for: zzozn1s

< _ Today > #| Absences ¥ Supplementals

Help~

Quick Actions

Search | @

Supplemental

Reconcile

All Schoaols Schools + All Employee Type(s) Employee Types v
Create
FEB
Tofal Unfilled Filled R!?}Ei?gd 20 Create Absence
1 0 1 DAILY
100.0%] REPORT
[0%] SPrint Approve
Absence: Appravals
Start Date: | 2/13/2015 End Date:  4/6/2015 ™| Q Search Status: ¥ Unapproved Il Partially Approved L ] Approved

Budget Code: | All Budget Codes

o Absence Approvals

#  Conf.# ¥ Name =  Date + «  Reason
7] 159487079 Baker, Maureen M 22312015 - V TEST Prof Dev
B - 202502015
1 159547536 3/2/2015 TEST Prof Dev
159547589  Baker. Maureen M 3/6/2015 TEST Prof Dev

Duration

3 Days

1 day

1day

Status

[ Denied

Approve Selected Deny Selected

Actions

Please contact ESS with any questions at 877.983.2244 or Support@ESS.com
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Every day counts.



Preferred List (School)

Through Absence Management, you can create a list of preferred substitutes who will be able to view
assignments posted to your specific school prior to the general population of substitutes, as long as they meet
the following qualifications:

* Substitute must be available for the entire length of the assignment.
e Substitute must not have a “non-work day” scheduled.
* Substitute must meet all state certification guidelines.

The amount of time assignments are held for your preferred substitutes depends on the amount of time allotted
between absence submission and assignment start. Also keep in mind that substitutes may be on several
preference lists. Therefore, the earlier an assignment is created, the likelier one of your preferred substitutes will
fill the assignment.

Note: All substitutes on your preferred list will be able to view positions at your school simultaneously.

1. In the left sidebar of your
homepage, click Settings
and then click Preferred
Substitutes from the menu.

School

& Dashboard General Information
2. Find and select your school. = Absences 5 Time Settings
B 3 R Preferred Substitutes
3. Click the Add Substitute(s) i Reports _
Excluded Substitutes
button. X Settings >

Shared Files

4. Find and select the
substitute(s) you want
to add to your school’s S [ —
preferred list.

Select a School

~ Trainor School District 4 ‘

5. Click Add to Preferred
Substitutes.

Preferred Substitutes

DEFAULTS
Calling Sequence Job Visibility
© Use Call Order 26 % Lead Time Min: | 12 Hrs | © Mins 3

® Use Random Order
Visibility Calculator Masx: | 120 | Days | O Hrs

4+ Add Substitute(s)

Preferred Substitutes 9
Search: | O LastMName Back to Preferred Substitutes w Add to Preferred Substitutes

Search by Letter bstitute Name SELECTED SUBSTITUTES

Granger, Hermione n

# Smith, Jane

Magson, Kelly

2SS

Please contact ESS with any questions at 877.983.2244 or Support@ESS.com Every day counts.



Accessing Online Forms

For a variety of helpful online forms, information, and resources go to ESS.com/Resources and sign in with your
Absence Management User ID and PIN.

1. Go to ESS.com and click :f;ss Ncshpunars oy Lontes
. . Al
Resources in the upper right — *__a
corner.
2. Click School District Substitute | The Educatiofi’Staffing Solution:
Services. | Exclusively Supporting’K-12 SchooliDistricts:

3. Enter your Absence
Management User ID and PIN,
then click Login.

Job Seekers School Districts

4. From the main page of our
resources portal, you can
access our incident form,
long-term substitute request = RO
form, the most up-to-date 125S By ovSeckes Sehot Do
systems tip sheets, and so
much more. When you feel
one of our employees is doing

Resources

an outstanding job, please e e S P

let us know by filling out = —— = m—

our employee of the month

nomination form. §9 @in G A School Distrcts  Job Seekers  Torms and Conditions  Site Map  Contact

©2018 ESS. Al rights reserved. An Equal Oppomunay Empioyer

5. Once you submit a completed
form, that form is sent = Ssmccaibmunrs, scscw  Sonmer
directly to the corresponding ‘f;sé Blog  JobSeckors  School Districts 9
department(s) at ESS.

Resources

! <€
-

& Absence Management Resouites Contaet
-
1 '65 Blog JobSeekers  School Districts
Every oy ounes.
Resources
Information
Pay Rates Absence Management Tip Sheets - Schoal Add Emplayee Form
Employes
Injury Reporting Update Employee Form

Absence Management Tip Sheats - Campus
User

FAQs Long-Tarm Request Form
Sign-in Sheet Incident Report
Employee Benefits Information Absence Management Login (SAMSAesop)

Referral Program

— o

Please contact ESS with any questions at 877.983.2244 or Support@ESS.com



Long-Term Requests

To access our resources portal, go to ESS.com/Resources and sign in with your Absence Management User ID

and PIN.

Creating LT Requests

1. Under the Links & Portals
column of our resources

District Nama:

i School Nams:
portal, click Long-Term
Request Form. District Employes:
2. Click Add a Long-Term Fosition Typs:
Request.
Grads:
3. The request form will L

appear; please complete
all fields for any assignment
that spans the number

of days considered to

I= this position vacant?

Position Information:

| Md - Asbury Park School District ¥ |

[~ Chaossa Cne — ¥| Dae [o2-15-z018 [
Submitied:

[ | Date |o2-18-2018 [
Updated:

O Teacher © Paraprofessional © Clerical @ Other | |

[ Elemantary [0 Middle School 7 High School

Frimary: [ MrA ¥

Secondary: I ¥ |

& Yes & Na

A ¥3CAN! POEEION IS 3 DOEToN M which Somene PSS resigned, relired) or oNENWise pEmEnently et empicymant (n 2 posTon.

— Choose One-- ¥ |
I |

be a long-term absence Details:
according to your state o ;
(use table above form for e (= Choose One - ¥ | e
reference). et ks | ! et
4. Click submit Racommendsd candidate namel(s)
Editing LT Requests
X Absence Reason & |- Choose One -- ¥ | Date:
1. Under the Links & Portals  — :
column of our resources Absence Resson Z: |— Choose One - ] oﬂata
por‘ta|, click LOng-Term Absence Resson 3 | = Chocse One -- LAl ‘ Oatz:

Request Form.

2. You will see a list of
submitted long-term
assignments; click
View/Edit next to the entry
you want to edit.

Submitted By

Email Address:

3. Your submission will open; kUt eime

make any necessary edits.
Comments:

4. When finished, click Update
at the bottom of the page to
submit your changes.

I jou! fi5we IMOre han 3 ahsenl reasans i he enfared, piesse Liiize te comment Aox

Sand qualified resumes for this sssignment to:

Submission Informafion:

[ | Titie:

[ | Phone:

Email
Agdress:

sddifion s formation

Additional Tips

A. If you need to include more than three absence
reasons, type them into the Comments box.

B. If the assignment is pre-arranged and you already
have a substitute lined up, please let us know in
the Comments box.

Please contact ESS with any questions at 877.983.2244 or Support@ESS.com

Every day counts.



Reporting an Incident

Although we take diligent measures to hire the most qualified substitutes, we have procedures in place to
address unsatisfactory performance. In the event of an incident, simply submit an incident report through our
website’s Resources portal by following the steps below.

1. Under the Links & Portals
column of our resources
portal, click Incident
Report.

2. Click Add Incident
Report.

3. Fill out the form, and
click Submit. We will
immediately initiate
an investigation and
determine appropriate
consequences.

Please contact ESS with any questions at 877.983.2244 or Support@ESS.com

Incident Report
Home | Add Incident Report | Log Out

Please complete the fields below to submit a new incident report.

General Infarmation:

Distret Narme: [[=- selact District -- o

School Name: State: - %
Tacher Name; Date of heigent

Narma of Substitute: Date of Compiant: 05-31-2006

Nature Of Complaint: (Please Check All That Apply)

Classroom Managamen: Neads improwvement (Dlaase ba spacific)
Falhue to Folow Instructons / Taacher's Plans

Lete ! Tardy Reporting 1o Schodl or Classneom

Inapprogriats Appearante / Dress

Mincondust Actons or Bpacch)

Mo Call /Mo Show

Cihar

(Plasze provide as mang detrils & posalble. Wa revies evary comnlant with the substitua in
&n effort w0 momve haher perormance. The infomat on you provide s ortical te our quality
assurance effors. Thark you.)

Hecommendation:

Provida Warning

Remaove from classmom

Remeva from schod

Submitted By:
Namea: Tithe:
Emaiiz Phona:
Approved By Principal:

Mama:
Emall: Phona:

| confirm tha the principal listed above nas revewed and zpproved tha detalls and recommendation
of this incident farm

Every day counts.
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Every day counds,

Employee Benefits Information

Absence Management  Resources

Blog  JobSeekers  School Districts

Resources

Pay Rates Absence Management Tip Sheets - School Add Employee Form
. Employee
Injury Reporting Update Employee Form
Absence Management Tip Sheets - Campus
FAQs Usar Long-Term Request Form
Sign-in Sheet Incident Report ‘

Referral Program

Employee of the Month Momination Form

Contact

Forms & Information Tip Sheets & Manuals Links & Port

Absence Management Login [SAMS/Aesop)

Incident Report
Home | Add Incident Report | Log Out

Please complete the fields below to submit a new incident report.

Cithar

General Information:

[[=- alact Distriet -- *) <

Distret Narme:

School Name: State: =3
Bacner Name: Dare of neigent

Narme of Substite: Date of Complant: 05-31-20%6

Nalure Of Complaint: (Please Check All That Apply)

Claszroom Manasgamen: Naads impeowamen: [Daase ba apaciic)
Falhue to Folow Instructong / Teacher's Plans

Leta  Tardy Reporting 1o Schodl or Classroom

Inapprogriate Appesarante f Dress

Miaconduat Actons or Spaech]

M Call /Mo Show

{Plasse provida as many details pe posalbis. Wa review evary complant with tha substitua in
an effort .0 moove haher pedosmance. The hfomaton you provide 5 ertical o our quality
assurance affors. Thank you )

Recommendation:

Provida Warning

Rermeve from classroom

Remeve from schoo

Submitted By:
Mame Ttle:
Emailz Phona:
Approved By Principal:

Mamas
Emall: Phone:

| confirm that the principal listed above has revewed and zpproved tha detalls and recorrmeandation
eof this inzident form.

-

Suberit Bisy (T

Please contact ESS with any questions at 877.983.2244 or Support@ESS.com

Every day counts.



