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No Confirmation # equals NO Job Assignment recorded with AESOP. 

1. Open the Internet 
2. In the address bar type in the following address: 

  
3. Click the Go button or press the enter key on your keyboard. 
4. If a window pops up asking if you want to display the nonsecure items, click on 

the Yes button. 

 
5. In the middle of the screen enter in your ID and PIN. Then click on the Go button. 

 
a. ID: Your phone number 
b. PIN: 4 or 5 digit number  

6. In the center of the screen there is a messages area. The first time you log into the 
system you will have the following message. Once you call the number and 
record your name the message will disappear.  

 
7. If you have accepted a job for the next 30 days it will appear in the section below. 

 
8. On the left side of the screen the current month displays in the calendar. If you 

click on the right or left arrows at the top you can change the month of the 
calendar. The calendar is color coded and the key is at the bottom of the calendar. 
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9. The next section down on the left contains all of the links that you will need to 
use.  

 
10. Search for Assignments 

a. Click on search for assignments link 
b. At the top of the screen you can select how you would like to view your 

results and then click on the Go button. 

 
c. A list of all available jobs will appear on your page. 

 
d. Click on the Details link to see more about the job. 

 
e. The details of the job appear. If the teacher has put in notes for the absence 

you can view them here. 

 
f. If you would like this job, click on the Accept Assignment button. If not, 

click on the cancel button. 

 
g. If you accepted the job, you will be given a Confirmation Number. 

 
 
 
h.  
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11. View My Schedule 
a. Allows you to see a week’s schedule at a time. 

 
b. On the right hand side of the screen you can also see calendar’s for the 

next three months. 

                    
 

12. Add Non-Work Day 
a. Fill out the information and then click on the Save button. 
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13. Tell AESOP When to Call 
a. You can specify your call times and days with the AESOP system. 

 
 

14. Change your PIN 
a. On the left side of the home page, click on the Change Pin link. 
b. A window appears, all of the information is required.  

 
c. Below are the PIN guidelines 

 
d. After you have entered the required information, click on the Apply 

Changes button. 
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15. View Personal Information 
a. Make sure everything is filled out and correct. If it is not completely filled 

out or correct, click on the Edit info link to correct it. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16. Preferred School 
a. The directions appear on the page to guide you through the process. They 

also appear below. 

 
b. Complete the above steps to specify which schools you would like to be a 

substitute at which ones you would prefer not to sub at. 
17. If you have questions, please contact Stacey Thomas at 734-759-5063. 

 


