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I’m going to be out ... What do I do?!
 !

Aesop Basic Steps

1. Log onto www.frontlinek12.com/aesop or ....call 1-800-942-3767 (if you call, refer to 
the phone brochure for specific steps).!

2. Go to the “Create Absence” tab and select the date from the calendar shown. You only 
click once on the date. Click on it again to deselect.!!!!!!!!!!!!!!!

3. For many of you, you will notice 
that it says, “yes” next to 
“Substitute Required”. That is 
because you have been entered in 
at the district level as someone 
who would consistently need a 
sub.!!!!!!

3. If you do not need a sub, you should select the 
option at this point. If it is not an option, place it 
in the Comments to Administrator section.!!!!!!!!!!



4. Select an “Absence Reason” from the pull down menu and select if it will be for full day 
or half day.!!!!!!!!!!

5. At this point, you can add notes to the substitute, if you would like. The substitute will 
read these notes before accepting the position. !

6. You can also upload any documents you would like. This would be a good place for 
lesson plans, seating charts, or other documents that the substitute would need to fill 
your position for the day.!!!!!!!!!!!!!!!!

(As a side note: You may see some shared documents already there from the school. 
Those have been uploaded as helpful documents for all substitutes.) !!!!!!
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7. Click the Green “Create Absence” button.!!!!!!!!!!!!
8. You will see a confirmation number.!!!!!!!
9. Please report your absence to the office as well. You can call, stop by, or e-mail to 

make sure that we have coverage through the transition to this new program. !!
** Remember, if you know about your absence in advance, you are still expected to fill 
out a form, as you normally would.
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