Q: How to run a report of active substitutes in the Eugene School District 4J?

Answer:

1. Loginto AESOP: www.aesopeonline.com

2. Scroll over “Reports” at the top and click “Report Writer.”
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3. Select “any time” from the “Show reports last run or created” drop down at the top then hit the

Search button.
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4. Scroll down to the “Substitute Information” section and click “run with saved filters” on the

“Active Full Sub List with Phone and Email” repot.
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5. Set your report preferences as shown below then click “Run” at the bottom.
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6. Click the file to download it to your computer and view the information.
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7. All done!
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