Absence Creation
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Substitute Placement
& Absence Management
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There are many things vou can do and see on YOUur Aesop website, but as an employes one of
the most important things is the ability to create an absence. We nave made It easy for vou 1o

do this right from vour Home Page.

Basic Absence Creation

To start the absence creation process scroll down to the Create Absence tah on the Home Page.
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Absence Creation Page 2

Most absence scenarios can be created right here from the home page.

Choose the Date/Dates

When selecting your absence date simply click on the single day and it will be highlighted in
blue,

You can also click on multiple days to create a multi-day absence. The davs do not have to be

consecutive.

Absence Detalls

The next step is to fill in some details.
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Substitute Required - This option may aiready be predeterminad for you but you may have the
option to choose if 2 sub is required or not. To change the aption from "Yes'" to "Ne” just click
to move the sfider,
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Absence Reason - Choose vour absence reason from the dropdown Hst,
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Tirne - Choose what type of absence thisis, Isit a Full Day Absence? s it a Half Day Absence?
Depending on your district’s setup you may have the option to choose a custom absence as
well,
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If you do need to enter custom times, choose "Custom” from the dropdown and then enter the

3

custom times In the boxes providged.
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Optional Details

There are a couple of optional things you can do as well before saving the absence.

Males - You have the ability to leave notes for vour administrator and for the sub who will be
filling in for you. The notes you leave Tor the administrator will not be visible by the sub. The
notes you leave for the sub will be visible to the administrator.
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Attach a File - Aesop gives you the ability to attach files to vour absence for your substitute
ses, You can attach Word, Exel, and PDF files.
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Toatiach 2 f lick the Choese File button and brawse your computer for the file vou want to
attach. I you are using 3 web browser like Chrome or Safari vou mav also be able 1o just drag
the file right into the drop arez you see in the picture above.

Once you have added a ﬁ;e vou will see the name of the filz in the File Attachments area. To

v

detete the fite use the trash can icon.
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Saving the Absence

Once vou have filled in all the required fields click the Create Absence button at the bottom
right corner.
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Motesto Subsiiune

Onee the absence is saved vou will see 3 message at the top of vour screen which will include
the confirmation number, The absence will also show up under the Scheduled Ahsences tah.
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Advanced Mode
There may be times when yvou need to create an absence that is g little more complicated. For
example, you nead to use a personal day for day 1 of the absence but an iliness day for day 2 of

the absence. For situations like this vou can use the Advanced Mode of absence creation.

To access the Advanced Mode vou can click the Absence Tab in the Main Tabs...

...ar you can click the Advanced Mode button found under the Create Absence tab. Both take
you 1o the same place.
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Variation? Well, let's walk

Advanced mode is basically the same as the normal absence
difference, and that is the ability to add Variations. What is
through it.
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Let's say vou are creating an absence like the one we described above, & different ahsence
reason on each of two days. While in Advanced Meode, fill out the top section like you were
creating an absence just Tor the first dav.

Once you have done that click the button + Add New Varigtion.
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This will expand the absence creation area with s new section calied "Variation #2".
o

Page 7

irt this new

area you would enter the information for the second day of the shsence. This allows vou 1o use
one absence reason for the first day and a completely different absence reason for the second

gay.
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See the image below for another sxample of how Advance Mo
e

in tis

e
xample you have & five-dav absence where Mon, Wed, Fri are Half Day AWM and Tue, Thur are

Half Day PR,
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You can aad as many Variations as vou want to create the absence the way vou need it. Once
vou have finished adding Variations you can also add notes and attachments. When you are

ready to save the absence click the Create Absence button.
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