This guide will show you how to:

Log on to the Aesop system
Navigate the Aesop Web site

Find and accept jobs online
Manage your schedule

Cancel an assignment

Manage your availability

Specify your call times

Change your PIN

Manage your personal information
Select preferred schools

Find and accept jobs over the phone
Benefit from Aesop notifications

View user guides and training videos

* Indicates functions that might not be used by your school
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Aesop offers you the flexibility to proactively search for jobs and fill your own schedule the way you want. To
help you benefit most from automated substitute placement, Aesop offers you both phone and web services
for finding and accepting jobs. Substitutes can call in to Aesop toll-free at 1-800-942-3767 or log in online at
www.aesoponline.com

With Aesop, not only can you plan your schedule ahead of time, but you can also choose Non-Work Days,
specify preferred schools and adjust call times to fit your schedule. You can also view work history and
receive phone and e-mail notifications of available jobs.

Aesop notifies substitutes of available jobs they qualify for. Most employee absences are entered the day
before the absence occurs, but depending on the district’s settings, substitutes can discover available jobs
days, weeks or even months in advance.

Aesop can alert substitutes to new jobs through both phone and e-mail services. Substitutes can then choose
to accept or reject the assignment.

* Indicates functions that might not be used by your school
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In your Internet browser address bar enter
www.aesoponline.com and click the Go button.

Enter your ID and PIN from the personalized
welcome letter you received from the district.

Teacher

Substitute

Aesop

APIN REMINDER
o LOGIN PROBLEMS
TRAINING B SUPPORT

- |, Login )

|

Chelsea Elementary School

217/2006

Dear Greg Adams,

We have the pleasure of notifying you that Chelsea Elementary School has implemented a new automated senvice that will greatly simp
This semice is called AESOP (Automated Educational Substitute OPerator).

The AESOP senvice will be available to you 24 hours a day. seven days a week. You may interact with the system either on the Internej
line

How do I register with AESOP?

1. Simply dial 1-800-942-3767 .
2. Enter your Identification (ID) and PIN numbers. The information is as follows
(Please notify the central office if your identification number listed below is not correct )

» ID number - 1234567890
+ PIN number - 7888

3. Once you are logged in the system, you will be given prompts for the various menu choices

When you access the AESOP system over the phone for the first time, it is very important that you record your name and assigi

and assignment should be recorded, (e.g. John Doe, 3rd Grade) as AESOP will play this recording fo potential substifutes for al)
information each time you register an absence.

* When entering an absence, please wait until you receive a confirmation number before you terminate the phone call. Your transaction

Intera e Calendar Good afternoon, James Doe

ebruary 2006

Tuelﬂgd Thu
31 |1

7

20 |21 |22

(27)]28 [t

[Fri lsat] Search for Assignmen
3
10
6|17
24
3

Interactive Calendar

Posted:2/27/2006
Welcome to Aesop! Please dlick the Search for Assignments link to find and accept &

Your Rating: (NR)
Its

Message Section

Non-Work Day

Il working

Upcom

Assignments for the next 30 days

[CONF# _[District
» Search for -

Gehool [ritle

! 5232508
Assignments L

»View My Schedule
» Add Non-Work Day

|School District

[Chester County

lortiz,

Map, Chester Springs (Tars

ISeniar High School

Phys.=d [240

Upcoming Assignments

> Tell AESOP When To
Call

Action Menu

»Change PIN
b View Personal
Information

e

[

feedback

CONF# _|District
» Preferred Schools

[school Employee  [Title [Room[Date

5573175 [Chester Count
» Manage Time Sheets |school District

¥ Quick Start User Guide

v [Mag, Washington

[Elementary Schoal

[Thompson,
Richard

Math |54 [2/14/2006

Absence Feedback*

Feedback: Enter feedb:

ack on this assignment,

Email:

jcrilley@aesoponline.com
Phone: (610) 331-1996
Earliest Start Time: 7:30
e —

Personal Information

Latest End Time: 3:30 PM

If you have questions about the rules or setup of the system contact School Sl
(800) 942-3767 or email: suppart@aesoponline.com.

Contact Information

\View Bersonal Information

* Indicates functions that might not be used by your school
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I [ Ry el Good afternoon, James Doe Your Rating: (1R)

February 2006
[Sun| Mon [Tue]wed|ThulFr[sa| Search for Assignments
2530 311 [2 38
2 {7 s[> liogg P.l ;il2.f27/2006
= 15 |16 [17[ |Posted:. 2
W H 133 oAl ‘ to Aesop! Please dlick the Search for Assignments link to find and accept jobs!
B 07)28 i |2 B s
$# Click the Search for Assignments tab on the action R
menu on the home page to see a list of all available jobs. , Search for L — ) Frsraa s :
! oty |88, Chester Springs lortiz, [Phys.=d [140 |3/6/2006 [7:00
Assignments lschaol District Tony {am
» View My Schedule |Senior High School 3:00
» Add Non-Work Day L]
» Tell AESOP When To
Call
» Change pin
» View Personal
Information ConFw  [District School Employee  [iitle Time
» Preferred Schools 5575179 [Chester County [#88, washington [Thompsen, |Math |54 [2/14/2006 [7:00
07/11/06  Washington Elementary School Woods, Tiger Phys Ed Details » Manage Time Sheets [pehoel District o) hentary School (R B
Date From To Duration School ¥ Dunck starl i caikde i
07/11/06 (Tue.) ~ 07:30am  03:30 pm  08:00 Y088\ 2 hington Elementary Scheol
07/14/06 Washington Elementary School Woaods, Tiger Bhys Ed Details
Date From To Duration School
07/14/06 (Fri.) 07:30 am  03:30 pm  Full Day &Washmgtnn Elementary School ) ) . . . .
07/17/06  Washington Elemsntary Schocl Woods, Tiger  Phys Ed Details (# Click the Details link to view more information
Date From To Duration School . —_— .
07/17/06 (Mon.)  07:30 am  03:30 pm  08:00 W38, /2=hington Elemantary Schos on the aSSIQI’ImeI’It FOI’ mult'ple day
07/18/06 Chelsea Elementary School Adams, Greg 1st Grade Details . . . ,
Date Fom T Duration School assignments, Aesop will list the employee’s
07/18/06 (Tue.) 08:00 am  04:00 pm  Full Day [P Elementary School
07/18/05  Evanston Tounship - Math Dest.  Clark, Bob Spaniah Details name once and then all dates.
Date From To Duration School
07/18/06 (Tue.) 07:00 am  02:00 pm  Full Day Evanston Tovmship - Math Dept.

||# CIle ACCept ASSlgnment |f you WOU|d Ilke tO In order for you to accept this Absence, please click the 'Accept Assignment' button below.

Selected Assignments

accept the job or R_eject Assignr_nent if you do not D T
want to accept the job. If you reject the assignment,
you will not be able to view it again later. Click Cancel RefectAssignment | [_Accopt Assignment | [ Cancel ]

to return to the Search for Assignments page.

0 . i i . You have accepted this Absence.Your Confirmation number is: 9617285
Yo# You will receive a Confirmation /
Number when you have successfully 85 errclsca Elementary School ey en otomde 13 SUim 2006 R0 AV-400PM  FullDay
accepted an assignment. Notes:

) . Attachments:
&#You can view any notes left by the Lesson Plans
employee or the district in the Notes
Section . Vieyf your schedule or cancel this job or search for more assignments.
'# At this point, you can also access any [Pl Doveniond ®
a;;[tachmlents Iefct:;‘_oLyou Ey the dlﬁ;tnct (.)r Do you want to open or save i fie? Your home page will automatically be
t ehemeloyDee. IIC dodn' tl € z:)ttac Ir_nEnt, 0 e R updated with the newly-accepted
in the File Download dialog box clic s ——— assignment. The Interactive Calendar
Open or Save. oo ][5 ] (oo

and the Upcoming Assignments for
While files from the: Intemet can be useful, some files can potentially the neXt 30 days SeCtlonS WI" reerCt
@ ham your computer. i you do not trust the source, do not open or . .
save tis flo ol the fk? the new information.

* Indicates functions that might not be used by your school
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Any messages from the district office will appear in the P
Messages Sectlon . Welcome to Aesop! Please click the Search for Assignments link to find and accept jobs!

*n+

Aesop will show you absences you have already

_ accepted up to 30 days in advance. Aesop will also
ICONF# |District ISchool Employee [Title Room|Date [Time
P252506 |Chester Courty (W8, Chester Springs [0 [Pry=-=d [140 [5/6/2006 [7:00 show you the name of the employee and school. A
Bl [Senior High School [rome ’;’:"DD . ) ) . .
= map icon indicates that directions to the school are

available from MapQuest.com.

Click the Enter feedback on this assignment __ link to

. . . ) CONF# [District [school Employee [Title [Room[Date [Time

write a review regarding the assignment. 5573175 [Chaster County |88 washinaton Fhomeson et 5t [/ 14/2558 7166
School District Richard Y]

Elementary School 13.00

Feedback: Enter feedback on this assignment.

If you have any questions regarding Aesop please

If you have questions about the rules or setup of the system contact School Secretary contact the IndIVIdual “Sted or e-mall the contact at
lext 10 at (555) 555-5555 or email: suboffice @vyourdistrict.org. yOUr SChOOl dlStrlCt

* Indicates functions that might not be used by your school
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Interactive Calendar

To view your assignment schedule, you can click on
the View my Schedule tab on the action menu or you
can choose a specific date on the Interactive
Calendar .

Aesop displays two types of days on the calendar:

- [FREERENE

* Non-Work Day — days you have indicated you }
are unwilling to work Non-Wark Day
« Working — days you are assigned to work - Working

Use the calendar arrows to select different months

* Indicates functions that might not be used by your school

January 2009 AeSOP
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On your schedule, you can view your assignments in three ways:

*  Weekly schedule

* 3-month calendar view

» All absences scheduled for the current month

Click on a date in the 3-month calendar view, and the weekly schedule will change to that week.

Weekly Schedule

Absences scheduled
for the current month

Use the Change Date drop-down
window to review absences further
in the past or future.

Change View: Month View | Go to Current Week
Week View from 3/6/2006 - 2/10/2006

Add Non-Work Day

Monday, Mar |Tuesday, Mar |Wednesday,
L] g Mar 8

Thursday, Mar
9

Friday, Mar 10

Change Date

[March (] [2006 ]

March 2006

Sun

Mon|Tue|wed|Thu| Fri

Day:

Hon-Work Day
07:30-15:30

it

25

2z a1 |2 [(3)
5 |7 9 |10

13 |14 |15 |16 |17

15

20 |21 (22 |23 |24

28

27 |28 [29 |30 [31

April 2006

Sun

Mon|Tus |Wed| Thu| Fri

27 |28 [23 |30 |31

3 4 |5 |6 7

10 |11 |12 |13 |14

17 |18 |19 |20 |21

24 [25 [26 [27 [28 [&8

i 2 2 Ja |5 s

May 2006

Change Earliest Start and

Latest End Times  Printable Version

Schedule for March 2006

CONF# [District School Employee [Title [Room [Date ime
9257051 [Chester County |Mag, [Woods,  [Phys [Reom [3/8/2006 [7:30
[school District ¥ washington [Tiger Ed  |115 am
Elementary School 2:30
prt

|Status: Filled

[Notes: good luck

[Email: sgurss@as=cponline.com
Jcancet:

|Printsbla Varsion

Mon|Tue|wed| Thu| Fri

1 12 3 |4 |5

8 |9 |10 |11 |12

15 |16 |17 [18 |19

22 |23 |24 |25 |26

29 30 31 |1 |2

Calendar Key
Non-Work Day

Work Day

* Indicates functions that might not be used by your school
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First, view your schedule by clicking on the

Interactive Calendar or the View My Schedule tab

on the home page.

Interactive Calend Good afternoon, James Doe

Your Rating: (1)

Search for Assignments

s |7 £
813
20 |21 |22 |23 [24/88

Posted:2/27/2005

‘ to Aesop! Please click the Search for Assignments link to find and accept jobs!

l7)2st 2 B s

Hon-Work Day

B woring Upcoming Assignments for the next 30 days
Search for CONES[District [Schaol [Employee [litle Fime
* Assignments sl W chester springs  [Ov=  [Phy=-ed[id0 87er2008 700
» View My Schedule Senier High School v o
» Add Non-Work Day pM

> Tell AESOP When To
Call

» Change PIN

» View Personal
Information

» Preferred Schools

» Manage Time Sheets

» Quick Start User Guide

Assighments requiring feedback

[CONF#_[pistrict
6573179 [Chestar County
[schaol District

[School

%% washington
[Elementary School

ritle fime
[Thompson,  |Math 54  [2/14/2006 [7:00
Richard an
12:00
Py

Change View: Month View | Go to Current Week

Week View from 12/22/2008 - 12/26/2008

Add Non-Work Day

You can remove yourself from an accepted

Monday, Dec |Tuesday, Dec |Wednesday,
22 23

Thursday, Dec |Friday, Dec 26
25

trash can in the assignment you wish to

assignment or a Non-Work Day by clicking the

cancel.
/

A warning message will appear: “Are you sure you

Change View: Month View | Go to Current Week
Week View from 12/22/2008 - 12/26/2008

Add Non-Work Day

Windows Internet Explorer,

" 1

&

want to cancel this job?” Click OK to cancel.

\.f/’ Are you sure you wank ko cancel this job?

[ Ok l [ Zancel

Monday, Dec
232

Tuesday, Dec
23

Wednesday,
Dec 24

Thursday, Dec
25

Friday, Dec 26

799

800

* Indicates functions that might not be used by your school

January 2009

Aes

The canceled assignment no longer appears
on your calendar or list of assignments.
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Click on Add Non-Work Day on the home page to indicate
days or portions of days when you are unable to work.

- -
For a single non-work day, select the date you will

be unable to work. Enter a description if desired. Date
—_— January v |9 |v|2009 v

Description

Adjust the Start Time and End Time if you will be

unavailable for only a portion of the day. it;;MTiTE B
_> H

End Time
IPM (% |:[30 %

Repeat Event

Until
December % |31 v | 2008 v

Every
[Omonday [Tuesday [Jwednesday

O Thursday [ Friday
CJall week

[Save} [ Save and Add Another ] [ Cancel ]

You can use the Repeat Event feature if you
have a recurring unavailability status.

1. Select the date for your first non-work day.

Date
January  v[9 w[2009 v| §

Description 2. Fill in the Start and End Times.

Start Time

12AM v|:[00 v
’ 3. Select the date for your last non-work day.

End Time (
3PM v |:|30 v

4. Check the box for the day(s) of the week that

Repeat Event you will not be between your first and last non-
Until work days.

January v |30 v|2009 v "

Every . . .

OmMonday [Tuesday []wednesday 5. Click Save to save your information, Save and
Othursday [ Friday % Add Another to save your changes and create
Llall week another non-work day, or Cancel if you do not

[(Save] [_SaveandAddAnoher | [Cancel] & wish to save the information.

* Indicates functions that might not be used by your school
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Select Tell Aesop When to Call on the home
page to ask Aesop not to call during certain hours
of the day or an entire day. These restrictions will
repeat every week until you change or remove the
restriction.

Define Call Times
Call Times
Your District has defined available call times:

Morning: 5:30 AM - 10:00 AM
Evening: 4:00 PM - 11:00 PM.

You have further defined your call times as listed below.

Choose from below

—epp || © Specify Call Times

Specify Call Times

Start Time
[0BAM v |: (00 v
End Time

[04PM ¥]:[00 ¥

Select a day(s)
[Jsun M Mon [JTue [ wed [ Thu [JFri []sat

I Apply Changes

H Cancel ]

Your new call time will appear on the schedule. If
you wish to delete this time, click on the trash
can next to the time.

() Specify No Call Days
O IPrefer not to be called by AESOP

Next | [ Cancel

Select Specify call times and enter the start and end
times for when you would like to receive calls. Then
select the day(s) of the week for this time range.

Apply changes to save or click Cancel to return to the
home page. The setting you created will repeat until
changed.

Define Call Times
Your District has defined available call times:

Morning: 5:30 AM - 3:30 PM
[Evening: 6:00 PM - 10:00 PM.

[You have f§rther defined your call times as listed below.

Call Anytime [Call Anytime |Call Anytime |Call Anytime |Call Anytime

To create another call time, select Specify call
times again and repeat the process.

Specify No Call Days

Select a day(s)
O sun COmon O Tue Blwed O Thu ClFri [ sat

Choose from below

O Specify Call Times
() Specify No Call Days
O I Prefer not to be called by AESOP

Next | | Cancel

Select Specify No Call Days to choose days
when you do not want Aesop to call you.

I Apply Changes

H Cancel ]

Select | Prefer not to be called by Aesop  if

* Indicates functions that might not be used by your school

January 2009

you wish never to be called.
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Change your PIN

Current PIN

1 04

You can change your PIN at any time. The PIN is

used both on the Web site and the phone system. New PIN |
Retype PIN ._

Apply Changes H Cancel ]

Need help? PIN Guidelines.

23 0

Internal ID 181955
First Name James

Last'"::rdr:z Doe Review the demographic information the district has on

Phone (610) 331-1996 file for you.
E-Mail jcrilley@aesoponline.com
i+ — *You can change the information by clicking the Edit
Latest End Time 3:30 PM . -
Address m link.
Address 1
Address 2
City
State/Province
Zip
Edit Info

* Indicates functions that might not be used by your school
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You can choose the school(s) where you are willing or unwilling to work.
Click Preferred Schools on the action menu of the home page.

First, determine how you want Aesop to use this
list. In the header, you can choose to 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.

Then click Apply Changes.

Next, click the Add Schools link, =—

(%) Substitute wants to see jobs at schools selected below.

() Substitute does not want to see jobs at schools selected below.

Apply Changes

Return to Homepage
Substitute: Substitute, Sub
Preferred Schools

©) Show me jobs at schools selected below.
@ Do not show me jobs at schools selected below.

Add Schoals
No records found

Creating a list of schools that you are willing to work at is simple and effective. By
modifying this list, you will only be contacted for jobs at locations that meet your
requirements.

Step One
a. Choose whether you would like to
« designate the schools you are willing to go to, OR
« designate the schaols for which you don't wish to work.
b. Click apply changes at the top of the screen.
Step Two
a. Click the 'Add Schools' link to add new scheols to your preferences
b. Click the 'selected' checkbox to add schools. Click the 'day of week' checkboxes to
determine which days the preference applies to.
c. Click the apply changes button for the bottom section.

Check the box under the Selected column next

View Current Schoals

Day of Week
Tue Wed Thu

Selected School

O
=
g

Appleton Elementary School

to the school(s) you wish to select.

Uncheck the days you do not wish this to apply
(if necessary).

-

[
=

Chelsea Elementary School

=
=

Cherry Hill Elementary School

Click Apply Changes to save.

3]
=

Chester County Elementary Schoaols

plo|E|E|(al
SlisliEl=lE]

Oo|@E|E

HE|EE

Chester County Middle Schools

3]
=

SslEEE] -

SIEEIEE]

Click View Current Schools _to view your list of

1 8 !

preferred schools.

' Remember, Aesop will use the schools on this list according to the way you set up the header from the
first step above. For example, if the list contains one school, then that school is either 1) the only school where
you will go, or 2) the only school where you won't go, depending on which option you selected in the header.

* Indicates functions that might not be used by your school
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Navigation > Homz = Feedback | Logout

Jobs awaiting your Feedback

Replacing Start Date
26054092 Teacher Fabulous Soith Elementary 3/13/2009
26054320 Teacher Fabulous South Elementary 3/16/2009

FRONTLINE

PLACEMENT *sTECHNOLOGIES

Thursday, March 19 2009

End Date
3/13/2009
3/16/2009

Return to Homepage

Leave Feedback

Leave Feedback
Y

* Indicates functions that might not be used by your school
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* Indicates functions that might not be used by your school
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* Indicates functions that might not be used by your school
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When Aesop calls, your Caller ID will probably show
1-800-942-3767. Occasionally, it may display a
school district name, depending on how the phone
company handles the 800 number.

Answer the phone with a “hello.” You must speak
into the phone, since it is voice activated.

If you hang up on Aesop, the system will wait at
least an hour before calling you back.

After you answer the phone, Aesop will say: “Hello, | am calling for (your name). If you are interested in a job
today, please press 1. To prevent further calls today, please press 2. If the substitute that I'm trying to reach is
unavailable, please press 3. To prevent Aesop from ever calling you again, please press 9."

Press the appropriate key in response.

Aesop will then say: "I'm calling on behalf of (school district), for an assignment at (school). Please enter your
PIN Number, followed by the # key.

After you enter your PIN and press the # key, Aesop will play any Substitute Notifications, such as canceled
absences and changed start or end times.

For each available assignment, Aesop will provide the details, including the number of days of the

assignment, the school name, the name and title of the absent teacher, the start and end times and the room
or office to report to.

After you have heard the details of the assignment, you will be prompted to choose 1 to accept the job, 2 to
hear it again, 3 to reject it but allow further phone calls, or 4 to reject the job and prevent more calls that day.

If you accept the job, Aesop will read the Confirmation Number. If you reject a job, Aesop will still call you
back, even within 15 minutes, if other jobs need to be filled.

* Indicates functions that might not be used by your school
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You may receive notifications by phone, web or e-mail for the following:

» A single-day absence is canceled * You are removed from an assignment
» All days of a multiple-day absence are canceled * You are chosen as a preferred sub
4 . 95 4
Noatifications for the above reasons will appear on your If Aesop has your e-mail address on file, you may
home page when you login to Aesop. You will need to receive notifications through e-mail.
click the Confirm Notifications button to confirm you
have read the notice before you can do anything else E-mail notifications ONLY are sent for the following:

within the site.
» The start date changes
* You are assigned to a job

Aesop will show you a confirmation page indicating you
have successfully confirmed the Web notification.
Click the here link to return to your home page.

E-mail Notification

4

If you call in to Aesop, you will be informed of any
substitute naotifications before you hear available
assignments. If you have not responded to any e-

Notification Confirmation mail, web or phone notifications, Aesop will call you
with the notification at your normally preferred call
time.

4 3
» Any changes to the times of an absence » Days are added to an absence
» A date other than the first day of the absence changes » A day is closed within a multiple-day absence

(even if it's the first day)

* Indicates functions that might not be used by your school
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Print out your Web Guide and the Phone Guide .

< 7 2

Watch a short video to help you get started with Aesop.

7 2

This video walks you through many of the basic
functions of Aesop covered in the QuickStart Guide.

* Indicates functions that might not be used by your school
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