
How to Enter an Absence if you are at Multiple Schools: 

1. Log into AESOP. 

2. Click the “switch to advanced mode” button at the top right of the create absence screen. 

 

3. Fill out the first section with all the information pertaining to your first school and then click “add new 

variation.” 

 

4. Once you click the “add new variation” button it will pop up with “variation #2” below.  Fill out this 

new section with all the information pertaining to your second school. 

 



5. If more “variations” need to be added click the “add new variation” under the second variation and 

continue for each school/variation. 

 

6. Once you are done adding variations you will see a summary on your screen.  Then continue as normal 

and either “create absence” or “create absence & assign sub” if you have re-arranged with someone.  

See example on next page. 



 


