AESOP Guide for Entering Leave: School Day Adjusted Time

These directions will show the user how to enter leave in Aesop if the school day is setto 7 hours.

The total hours of leave being requested must be equal the number of hours between the start and
end time in the Time Section.

Understanding the Process

Aesop g
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TimeClock Plus®

a better sense of time

Requested time in
AESOP must equal the
number hours of leave
you are requesting.

The number of hours of leave requested in AESOP must reflect the total number of hours you are
requesting.

The actual time the sub is required will be noted in the Substitute Report Time section.

Login

Aes@p‘ EDUCATION

LOGIN

Go to: https://fnsbsd.aesoponline.com/

1. Enter your f number - including the lower case f. Example: 123456
2. Enter your district password

3. SelectLogin
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https://fnsbsd.aesoponline.com/

Full Day Absence

Please select a date
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Substitute Required
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01. Sick Leave
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Helpful Hint: g St o o~

You can select multiple days
individually or click-and-drag to
select a range of dates.

Notes to Administrator Notes to Substitute

Your 30 minute lunch time is

12:30 - 1:00 pm.

o

Need more options? Advanced Mode

FILE ATTACHMENTS

Choose File No file chosen

Shared Attachments

°

Cancel + Create Absence

Select "Yes" if a substitute is required.
Select the type of leave.
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This is the normal start time for most staff members. Your school time might differ.

The end time. This is the time that students are dismissed. The number of hours between #3
and #4 equals 7 hours.

Select the link icon to activate the Custom time for the sub.

Enter the time the sub is required if different than the school hours.

7. Leave a note for the sub if necessary. This can reinforce when the sub has their scheduled
duty-free lunch.
8. Create the absence.

Note: if your normal work day is longer than 7 hours, you will need to adjust the end time in #4
to reflect the additional time.
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Half Day Absence

0 Scheduled Absences 0 Past Absences 0 Denied Absences

Please select a date Need more options?  Advanced Mode

n FILE ATTACHMENTS

01. Sick Leave
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Helpful Hint: S Choose File No file chosen
You can select multiple days

individually or click-and-drag to Notes to Administrator Notes to Substitute
select a range of dates A S '

Shared Attachments
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Cancel + Create Absence

Select "Yes" if a substitute is required.

Select the type of leave.

Enter the time your leave starts.

Enter an end time. The number of hours between #3 and #4 must equal the total number of
hours you are requesting leave. In this example the employee is asking for 3.5 hours of leave.
Select the link icon to activate the Custom time for the sub, if needed.

Enter the time the sub is required if different than the hours in the Time section.

7. Create the absence.
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