How to Enter an Absence into AESOP with Two (or More) Reason Codes

1) Loginto AESOP.

2) Check the “Advanced Mode” button at the top of the “Create Absence” section of your screen.
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3) Click the “Add New Variation” button to add a variation to your absence.
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4) If you are requesting April 22" off as say 4 hours family leave and 4 hours accumulated family leave

you would fill it out as follows.
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5) Fill out any other relevant information (notes to substitute, notes to administrator, attachments, sub
needed yes/no, ext.) then click “Create Absence” or “Create Absence & Assign Sub” at the bottom.
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6) Done
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