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Aesop Phone Menu at a Glance
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1 Dial 1.800.942.3767

2. Enter your ID number followed by the
pound key (‘#)

3. Enter your PIN number followed by
the pound key ('#)

To Create an Absence, Press @

1. Select the Start Date

To enter an absence for:
+ TODAY, Press ©

» Tomorrow, Press ©®

« Another Day, Press ©

» Monday, Press @

> If option @ is selected then Aesop will prompt
you to enter the DAY OF MONTH followed by
the pound key (‘#).

2. Enter the number of days

3. Enter the Start and End times

« For a Full Day, Press @

« For a Half-Day in the Morning, Press @

- For a Half-Day in the Afternocon, Press ©
+ For Specific Start/End Times, Press @

> If option @ is selected then Aesop will prompt
you to enter time in “hh:mm" format and the
choice of AM or PM.

For example: 8:00 AM
a. Enter "800" followed by the pound key (‘#')

b. Press @ for AM or Press @ for PM

www.aesoponline.com

_ - To re-enter, Press ©®

i

4. Select Absence Reason

5. Confirm absence information
« If correct, Press @

» To cancel, Press ©

7. Save your absence |
@ If you can decide whether asub is |

needed:
» If your absence requires a substitute,

Press ©
« If your absence does not require a

substitute, Press @

When you have successfully created
an assignment Aesop will play back
the confirmation number.

To Review or Cancel Your Upcoming
Absences, Press ©

* To review your absences for the next 30
days, Press ©
« To return to the Main Menu, Press &

Aesop will read off all absence details:
« To hear this again, Press @

» To cancel this absence, Press ©

« To listen to the next absence, Press @
« To return to the Main Menu, Press ©

To Review or Cancel a Specific Absence,

Press @

Enter the confirmation number followed by
the pound key (‘#').

Aesop will read off the absence details:
« To Hear again, Press @

« To cancel this absence, Press @

« To return to previous menu, Press ©
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