
 

Creating Absences in Absence Manager (formerly known as AESOP) ï Basic Training

Absence Manager (formerly known as AESOP) /Time Reporting Project  
 
 
Step 1:  
Start by logging in to the Aesop website at the link below. 
Login using your Active Directory login credentials (the 
same username/password you use to login to your computer) 
 
 

https://iusd.aesoponline.com/ 

 
 

Login Problems: email Helpdesk@iusd.org 
 

 
Step 2: 
After you log in, you will be directed to the Home Page where you can create absences, cancel absences, and 
view your calendar where you may enter absences up to one year.  Note the color blocks under the calendars.  
Blue entries are “Absences”, pink entries are “Closed” days and orange entries are “In-service” days.    
 

 
 
Blue Absences on the calendar 
indicate past and scheduled 
absences. 
 
Pink Closed Days indicate days 
the school district is closed.  If you 
enter an absence on a closed day, 
the system will not schedule an 
absence for this day. 
 
Orange In-Service Days indicate 
a day when staff are present in 
school but students are not.  
 
 
 
 
 
 
 
 
 
 
 

https://iusd.aesoponline.com


 
Step 3: 
The four steps below illustrate how to create a basic absence in the system: 

Step 1 – Select the day 
you are absent 
 
Step 2 – Select the 
absence reason from 
the drop-down box 
 
Step 3 – Select the 
Time from the drop-
down box 
Note: you may select 
any of these times 
below:  

 
If you select “Custom”, 
you will need to enter 
your start/stop times.  
 
Step 4 – Select the 
green “Create Absence” 
button 
 
 
 

 
 

 
 
 
Step 4: 
After you select Create Absence, you will receive a Confirmation Number.  

 
 
 
 



 
Step 5:  
Your absence will display under the Scheduled Absences tab  
 
Note: Some absences such as Vacation time require “approval”.  When you create an absence requiring 
approval, the absence will display under the Scheduled Absences tab.  You will receive an email notification 
when the absence is “approved” or “denied”.  If denied, the absence will move to the Denied Absences tab. 

 
 

 Checking Absence/Vacation Balances
If you would like to view your available balance at any time, before or after generating an absence, select the 
“Account” tab, then the “Absence Reason Balances” tab. 
 

 
 
 
 
Link for additional Information: 
 
This document illustrates a basic absence creation for employees who do not require substitutes.
Employees wishing more information on absence reporting can visit this website http://timereporting.iusd.org. 
See link below for a video on advanced absence creation which demonstrates how to submit an absence for 
multiple reasons (e.g. 4 hours Vacation, 4 hours Personal Necessity on the same day), how to cancel an 
absence and how to view your absence approvals.  Please note: this video is a generic video from Aesop 
which demonstrates features for both “Sub Required” and “No Sub Required” absences.  Some of these 
features will not be applicable to you. 

 Employee Web Advance Training Video 
o http://help1.frontlinek12.com/customer/portal/articles/1529163-employee-web-advanced-

training-video-?b_id=3397 

http://help1.frontlinek12.com/customer/portal/articles/1529163-employee-web-advanced-training-video-?b_id=3397
http://timereporting.iusd.org
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