
How to enter a “Non-Work Day” into AESOP 

If you will be unavailable to sub you should mark yourself unavailable in AESOP.  This means the system 

will see you as unavailable, you will not receive phone calls regarding jobs during that time, and it is 

documented why you are unavailable. 

1. Log into AESOP, http://www.frontlinek12.com/Products/Aesop.html 

2. Click the “Non Work Day” tab on your home screen. 

 

3. Click the “Add Non-Work Day” button. 

 

4. Enter the fields that pop up. 

a. Date – enter the date you will be out or the start date of a range if you are using the 

repeat feature. 

b. Repeat – check this box if you wish to set 

up a date range or a reoccurring event. 

c. Times – enter the times you will be 

unavailable 

d. Reason – enter the reason you will be 

unavailable 

 

5. Click “save”.  Then you are done.  The system now 

sees you are unavailable during that time. 

 

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


6. If plans change and you will be available you can delete a Non-Work Day by clicking the 

“Remove” button for that day or range. 

 


