How to Enter an Absence into AESOP:
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If you have prearranged with a
substitute they can work this day
(s) click the Create Absence &
Assign Sub button.

If you have not prearranged with a substitute
click the Create Absence button. The
system will begin calling all available

substitutes.

Most Frequently Used Absence Reason Codes:

Accumulated Family Leave

Should be used to care for a family member
who is ill.

Accumulated Personal Leave

Should be used for personal reasons, approved
by your Administrator.

Bereavement

Should be used when you have had a loss in
your family.

Building Professional Development / Activity

Should be used to attend a building based
professional development.

Family lliness / Emergency (Family Leave )

Should be used to care for a family member
who is ill.

Long Term Leave of Absence

No Pay - Should be used when on an approved
unpaid leave of absence.

Personal lliness (Sick Leave)

Should be used when you areill.

Personal Leave

Should be used for personal reasons, approved
by your Administrator.
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