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Substitute QuickStart User Guide

Online Services

Log on to Aesop

In your Internet browser address bar enter
www.aesopeducation.com and click the Go
bufton.

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

NEED HELPY | AFSC e D

ABOUT US

COHIACT Us RHEWS / EVENTS BB
g
E

Aesop Login Page

Aesop User License Agreement

Chelsea Elementary School
AT
Dear Greg Adams

Ve have the pleasure of sulifang you that Chelses Elementasy Schoot has implemented a new aulomalsd senace i vl reatly sump
Tris serace 3 cailed AZSOP phitomated Eduzabional Sunstiétde OPsraton

The AESOR senme ol be aadable ©o ,0u 24 houts § day $ewn 935 B wsek Vo miy ilerazl ralh the Syitam ethar ontha Intgme
fina

How do | register with AESOP?

1 Sipdy dhal 18009423757
2 Enter vour Mentdization {07 and FIN numbars The -slaemation s a5 fotlews
Pieass notify the ceniral affise i your oneBontion nember Ssted below 13 not tomest §

S R |
Raserse |
7885 i

af o rerord Jouf fame F0 358G
BCoang Tg oulenta’ Subgitutes fr &

T When epfenag an pbeance paase wat uabl you 000He 3 <orfirnalion number before you temunate 1h2 phons 028 Your Yarmsatlen

Personalized Welcome Letter

The first time you log into Aesop you will have to agree to the terms of use. Please read through the
terms and click the “| Agree” button at the bottom of the page. You will not be able to access Aesop

online without agreeing to these terms.

Good Morning, David Caughill

Before using the system further, please accept the following End User Litense Agreement

when prompted ("User”).

AESOP® USER LICENSE AGREEMENT

THIS AESOP® USER LICENSE AGREEMENT ("Agreement”) is made for the benefit of FRONTLINE PLACEMENT |
TECHNOLOGIES, INC., a Pennsylvania business corporation ("Frontline”), by YOU, the person who indicates your I
acceptance of the terms of this Agreement by indicating your agreement to the terms and conditions of this Agreement

RECITALS

WHEREAS, Frontline provides its clients with a subscription to its proprietary product, Aesop®, which allows its clients
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Home Page
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Phone Services

Answering an Aesop call

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. The important factor is the number. If
the phone number is Aesop’s 1-800 number, it is
a call about a job in a district you work in.

Answer the phone with a "hello.” You must

speak into the phone. Aesop is voice activated
and will hang up if it does not detect your
response. B

If you hgng Hg Or,' Aeso_p, or ]f, Aesop gets yo%lr & NOTE: Aesop will not leave details of jobs or
answering machine/voice mail, the system wiill notifications it was calling you about on an answering
walit at least an hour before calling you back. machine/voicemail. If you miss a call, you can always call
Listening to the notifications and right back into Aesop and hear that same information if it is

) - still available at the time you call back in.
available assignments

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, in this case, press 1 to hear about the job(s).

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.

Responding to the offer

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 and no other substitute has accepted the job in the meantime, 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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Receiving Notifications

You may receive notifications by phone, web and/or e-mail for the following:

« A single-day absence is canceled or modified

« Any or All days of a multiple-day absence are canceled

« The times of any day in an absence is modified

Web Notification*

Notifications for all of the above
reasons will appear on your
home page when you login to
Aesop. You will need to click the
Confirm Notifications button to
confirm you have read the notice
before you can do anything else
within the site. Web
notifications will be posted for
all of the reasons listed
above.

Hide Detarts |
Notifications for Massa

onfirmation #
A24ELOL4

Dale Stast

2008-12-31700:00:00 8:00:

[lob¥

434856038
Date Statt
T009-12-30T00:G0:00 8:30;

* You are completely removed from a job
* You are assigned to a job

Substtute Notification Page

You must chick the CONFIRM button st the bottom of the page to indicste you have read the following notifications

nutten School District

REMOVAL NOTIFICATIONS: Your services are no longar needed for the follewing Jobs.

Removed
Data/Time Employee Name
12 E042009 B0T AN Doaler. Unyd
End Reom
D0 AM  4:00:80 PH  Catastrophe Canyon

>Job Modified notifications: The Following Jobs havs been Madified.

Assigned
Date/Time
12/50/2559 8107 A
End Room
00 AM  3:00:00 PH  Yengdom of Hye

You must chek the CONFIRM button to indicate you hava read the preceding netfications.

Confirrn Nowfisabons

Substitute Nothication Page

# entries were confirmed.

No notficatinns found.
Chick Home {on the naviaaton ine} or the Back button or hers to tonbinue.

E-mail Notification*

If Aesop has your e-mail address on file, you
may receive notifications through e-mail.
Email notifications are sent for all of the
reasons listed above

Phone Notification*

Aesop can call you when you are completely
removed from anh absence. These calls are
typically placed in the evening up to 2 nights in
advance, but these calls can take place in the
morning if you are removed from an absence
that starts that same morning. Phone
notifications are ONLY placed when you are
completely removed from an absence.
Phone notifications are not made if the job
is modified.

* Indicales functions that might not be used by your school

February 2011

Aesop will show you a confirmation page indicating
you have successfully confirmed the Web notification.
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Notification Confirmation

& NOTE: No phone notifications are sent if a day is
“closed" within a mulfiple-day absence (even if it's the
first day). This most commonly happens when school is
closed due to weather (i.e. Snow Day). If school could
possibly be closed due to weather, it is your responsibility
to check your local news sources for information on whether
or not you should report for your job that day. Aesop will not
necessarily be up-to-date wilh this crucial information.
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User Guides and Training Videos

Yook Guide (Revisad March 200673

» Phone Guides

QuiCkStart User Guide Ennlish iRawised January 2067
French (HEW) (Revised Novamber 2009)
Print out your Web Guide and the Phone Guide. Spanish {HEW) (Revised November 2009)

Adobe Acrcbat reader is required to view the manual.

Basic Training Video

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

Advanced Training Video

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

* Indicales functions that might not be used by your school
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