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Main Menu

To Create an
Absence

To Check
Entitlement
Balances

To Review or Cancel
Your Upcoming
Absences

Review or Change
Personal Information

Aesop Phone Menu at a Glance

Hear Again
Cancel Absence
Listen to next absence

Hear Again
Cancel Assignment

Change Name recording
Change Pin number
Change Phone number

Pr
es
sin

g
th
e
st
ar

ke
y
(‘*

’)
w
ill
al
w
ay
st
ak
e
yo
u
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ck

on
e
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en
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ny
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re
in
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e
ph

on
e
sy
st
em

.

To Review or
Cancel a Specific
Absence

1. Select Start Date
2. Enter Number of Days
3. Enter Start and End Times
4. Select Absence Reason
5. Confirm Absence Details
6. Enter Multiple Days
7. Save Your Absence



To
Create

an
Absence,Press1

1.Selectthe
StartDate

To
enteran

absence
for:

•
TO

DAY,Press
•
Tom

orrow
,Press

•
AnotherDay,Press

•
M
onday,Press

>
Ifoption

isselected
then

Aesop
w
illprom

pt
you

to
enterthe

DAY
O
F
M
O
N
TH

follow
ed

by
the

pound
key

(‘#’).

2.Enterthe
num

berofdays

3.Enterthe
Startand

End
tim

es
•
Fora

FullDay,Press
•
Fora

HalfDay
in
the

M
orning,Press

•
Fora

HalfDay
in
the

Afternoon,Press
•
ForSpecific

Start/End
Tim

es,Press
»
Ifoption

isselected
then

Aesop
w
illprom

pt
you

to
entertim

e
in
“hh:m

m
”
form

atand
the

choice
ofAM

orPM
.

Forexam
ple:

8:00
AM

a.Enter“800”follow
ed

by
the

pound
key

(‘#’)
b.Press

forAM
orPress

forPM

W
hen

you
callAesop

1.
Dial1.800.942.3767

2.
EnteryourID

num
berfollow

ed
by

the
pound

key
(‘#’)

3.
EnteryourPIN

num
berfollow

ed
by

the
pound

key
(‘#’)

4.SelectAbsence
Reason

5.Confirm
absence

inform
ation

•
Ifcorrect,Press

•
To

re
enter,Press

•
To

cancel,Press

6.Ifa
m
ultiple

day
absence

Enterthe
day

ofm
onth

follow
ed

by
the

pound
sign

(‘#’)
Aesop

w
illask

the
follow

ing:
•
Ifthe

detailsare
the

sam
e
aspreviousdate,

Press
•
To

change
som

e
ofthe

details,Press
•
To

change
allofthe

details,Press

7.Save
yourabsence

1.Ifyou
can

decide
w
hethera

sub
isneeded:

•
Ifyourabsence

requiresa
sub,

Press
•
Ifyourabsence

doesnotrequire
a
sub,

Press
2.Ifyou

can
assign

a
substitute:

•
Ifyou

w
antto

selecta
specific

sub
to

assign
to

the
absence,Press

»
Itisyourresponsibility

to
contactthe

sub
to

see
ifthey

are
w
illing

to
acceptthis

absence
PRIO

R
to

assigning.
•
Ifyou

w
antm

e
(Aesop)to

find
a
sub,

Press
»
ifoption

isselected
you

w
illneed

to
enterthe

sub’sfull10
digitphone

num
ber.

w
w

w
.FrontlineK

12.com
/A

esop
1.800.942.3767

W
hen

you
callAesop

W
hen

you
have

successfully
created

an
assignm

entAesop
w
illplay

back
the

confirm
ation

num
ber.

W
hen

you
callAesop

To
Review

orCancela
Specific

Absence,Press

•
To

review
yourabsencesforthe

next30
days,Press

•
To

return
to

the
M
ain

M
enu,Press*

Aesop
w
illread

offallabsence
details:

•
To

hearthisagain,Press
•
To

cancelthisabsence,Press
•
To

listen
to

the
nextabsence,Press

•
To

return
to

the
M
ain

M
enu,Press

Available 24/7

6.Fora
m
ultiple

day
absence

1.Enterthe
day

ofm
onth

follow
ed

by
the

pound
sign

(‘#’)
2.Aesop

w
illask

the
follow

ing:
•
Ifthe

detailsare
the

sam
e
asthe

previous
date,Press

•
To

change
som

e
ofthe

details,Press
•
To

change
allofthe

details,Press

To
Check

Entitlem
entBalances,Press

To
Review

orCancelYourU
pcom

ing
Absences,Press

Aesop
w
illplay

back
yourentitlem

ent
balances.

Enterthe
confirm

ation
num

berfollow
ed

by
the

pound
key

(‘#’).

Aesop
w
illread

offthe
absence

details:
•
To

Hearagain,Press
•
To

cancelthisabsence,Press
•
To

return
to

previousm
enu,Press
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