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 There are three different ways to create an absence: 
◦ On the web – http://www.aesoponline.com/aesop
◦ On mobile – http://m.aesoponline.com
◦ On the phone – 1 (800) 942-3767

 Logging in on the Web
◦ To log in to Aesop, type www.frontlinek12.com/aesop in your web 

browser’s address bar (on mobile devices, type 
m.aesoponline.com). 

◦ Enter your ID number and PIN, then click Login. Can’t remember 
your login info? If you’re having trouble logging in, click the 
Forgot your login? link next to the “Login” button for more 
information.



 You can enter a new absence right from your Aesop home 
page under the Create Absence tab.

 Fill out the absence details including the date of the absence, 
the absence reason, notes to the administrator or substitute, 
and more. You can also attach files to the absence from here. 
When you’ve complete entering the absence details, click the 
Create Absence button.

 Absences must be entered in advance of the start time. If you 
need to put an absence in after your start time, you must 
contact your department head or Dawn McIntyre or Nadia 
Kulak as soon as you can(e-mail or voice message) and they 
will be able to enter your absence into AESOP.





 Select the Date (or 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 days do not have to be 
consecutive.

 If you've got a larger number of consecutive days you'd like to select, simply click and drag your cursor 
to select the days.



 Entering Absence Details
 Once you've chosen the date(s) of the absence, its time to enter the rest of the absence details.



 Substitute Required: This option may already be predetermined for you but you may have the option to 
choose if a substitute is needed for this absence. To change the option from Yes to No, just click to 
move the slider.

 Absence Reason: Choose your absence reason from the drop-down list.  



  Time: Choose what type of absence this is. Is it a Full Day Absence? Is it a Half Day Absence? 
Depending on your district's setup you may have the option to choose a custom absence as well.

 Saving the Absence
 Once you have filled in all the required fields, click the Create Absence button at the bottom right 

corner.



 Once the absence is saved, you will see a message at the top of your screen 
which will include the confirmation number. The absence will also show up 
under the "Scheduled Absences" tab.  



Create Your Preferred Sub List
 The preferred substitute option will show up under 

the Account tab.
 To add a substitute to your list start typing in their 

last name into the search box. You will need to 
type a minimum of two letters for the search to 
start showing results.

 Once you have selected the substitute's name click 
the Add Substitute to List button to add the sub to 
your preference list.

Favorite Five
Once you have added a number of subs to your 
preference list you can select up to five of them to be 
your Favorite Five. The Favorite Five will get even 
more of an advantage when attempting to fill your 
absences. Substitutes that are marked as favorites, 
and who are considered "qualified and available" at the 
time the absence is created, will be notified instantly 
by email when you create an absence that needs a 
sub. Also, Aesop will begin calling the Favorite Five 
subs during the next evening calling period up to 120 
nights before the absence.

To mark someone as a favorite, simply click the heart 
icon on their row in the preferred list. If the heart 
turns red you know you did it correctly.

 Once you have marked your favorites you 
can order them by using the up and down 
arrows on the left. You can also drag them 
up or down in the order by clicking the 
drag icon and dragging them into the 
position you want them. Ordering your 
Favorite Five will determine in what order 
Aesop will attempt to contact them when 
making calls.

 To delete a person from your preferred list click 
the trash can icon.

 Don't forget to click the Save Changes button any 
time you want to save the changes you made to 
your preferred list.



 Under the “Account” tab, you can manage your personal information, 
change your PIN number, upload shared attachments (lesson plans, 
classroom rules, etc.), view absence reason balances, manage your 
preferred substitutes, and more in the “Account” tab. 

Using Aesop on the Phone
Not only is Aesop available on the web, but you can also create absences, manage personal 
information, check absence reason balances, and more, all over the phone. To call Aesop, 
dial 1-800-942-3767. You’ll be prompted to enter your ID number (followed by the # 
sign), then your PIN number (followed by the # sign). Over the phone you can: 

◦ Create an absence (within the next 30 days) – Press 1 
◦ Check your absence reason (entitlement) balances – Press 2 
◦ Review upcoming absences – Press 3 
◦ Review a specific absence – Press 4
◦ Review or change your personal information – Press 5 

*If you create an absence over the phone, be sure to make note of the confirmation number that Aesop assigns the new 
absence for reference.



Why can't a substitute cancel an absence?
 The substitute does not have the ability to cancel an absence in Aesop. The substitute 

must notify their building administrator, or the Personnel Department: 
Dawn McIntyre (609) 671-5439/dmcintyre@ltps.org

or 
Nadia Kulak (609) 671-5599/nkulak@ltps.org  

Why can’t I see the “no sub required” option on this absence?
 The employee’s permission settings determine if they require a sub when 

they create an absence. If you are not seeing the option for “no sub required” 
when creating an absence that means that employee is set to always require 
a sub. To change this setting first navigate to the employee’s General 
Information Page and click the gray Permissions tab. Under this tab you will 
see the Substitute Requirement section. If you want the employee (or admin 
who is creating an absence for the employee) to be able to choose if a sub is 
not required, select the option “can decide if a substitute is required.”

 Don’t forget to click the Apply Changes button to save the changes.



Can substitutes search for jobs on their mobile 
phone?
 The Aesop substitute website is not optimized for mobile 

phones. If a substitute has a more modern smart phone the web 
browser on their phone may allow them to search for and accept 
jobs.

 There is a mobile app that is Aesop approved 
called Jobulator that subs can purchase. This app will notify them 
of available jobs and allow them to accept them right from their 
mobile device.


