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Dial 1.800.942.3767

2. Enter youlD numberfollowed by the
pound key (‘#)

3. Enter yourPIN numberfollowed by the

pound key (‘#)

1. Select the Start Date

To enter an absence for:

{TODAY, Press

{Tomorrow, Press

{Another DayPress

{Monday, Press

>|f 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 DaRress

{For a HalDay in the Morning, Press

{For a HalDay in the Afternoon, 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

4. Select Absence Reason

5. Confirm absence information
{If correct, Press

{To reenter, Press

{To cancelPress

6. If a multiple day absence

@ Enter the day of month followed by the
pound sign (‘#)

@ Aesop will ask the following:

{If the details are the same as previous date,

Press©®

{To change some of the details, Prés
{To change all of the details, Pré®s

7. Save your absence
1. If you can decide whether a sub is needed:
{If your absence requires a sub,
Press
{If your absence does not requieesub,
Press
2.
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