


 Online : 
http://www.frontlinek12.com/Products/Aesop.html

 On the phone: 1-800-942-3767
 Aesop calling schedule: 

Mornings: 5:30am to 12:00pm
Afternoons: 3:30pm to 9:30pm

 Cut off time : 6:00 am for entering an absence or 
cancelation.   



 How an Employee uses Aesop
 How Substitutes use Aesop
 A phone call from Aesop
 Daily Absence Report
 View employees
 Preferred Substitutes
 Creating an absence



 Select a date 
 Absence Reason
 Time
 Substitute Required YES/NO
 Notes to Administrator
 Notes to Substitute
 Attach Files
 Click on Create Absence
 Confirmation # 



 If the employee has more than one location
 If the absence reason is not the same for the entire 

length of absence



 Bereavement
 Personal
 Sick
 Jury Duty 
 Leave of Absence
 LOA Intermittent
 District 
 PD



There are 3 vacancy profiles: Teacher, Teacher 
Assistant and Nurse. For each profile you can chose 
from the following vacancy reasons:
 Floater
 Open Position
 Safety
 Study Hall
 Supplementary Assignments
 Testing 



 Create Absence

 Create Absence and Assign Sub



 Search by name

 Assign Substitute



 Confirm Assignment

 It is important that you communicate and confirm 
with the substitutes that they are willing to fill the 
job before you assign it to them.



 Modifying absences (video)
http://help1.frontlinek12.com/customer/portal/articles/1487861-modify-
absences?b_id=2369

 Add variations (video)
http://help1.frontlinek12.com/customer/portal/articles/1487864-absence-
variations?b_id=2369

 Splitting Absences (video)
http://help1.frontlinek12.com/customer/portal/articles/1487793-splitting-
absences?b_id=2369



 Quick Actions

 Weekly Summary



 Reconciliation Details



 Daily Report (video)
http://help1.frontlinek12.com/customer/portal/articles/1483935-daily-
report?b_id=2369

 Substitute Sign In
Reports → Substitute → Substitute Sign In → Search



 Substitute Availability
Reports→ Substitute→ Substitute Availability → Search

 Staffing List
Reports→ Employee→ Search



 Settings → Preferred Substitutes →Select → Add

http://help1.frontlinek12.com/customer/portal/articles/1460806-setting-up-
a-preferred-substitute-list?b_id=2369


