
ABSENCE MANAGEMENT 

(FORMERLY AESOP) 

 FAQ’s 

FOR SUBSTITUTE TEACHERS AND SUBSTITUTE NURSES 
 

You may use a phone or computer to access Absence Management. 

 

What is the phone number for Absence Management if I do not have access to a 

computer? 

 

1-800-942-3767. When you call into Absence Management you will hear a list of 5 

available jobs which you may accept or reject.  If you reject some and then want to hear 

more, you would need to call back OR login online and see all of the available jobs.  

You may also review your assignments for the next 7 days, cancel an assignment that 

you have accepted, and review or change personal information. 

 

When will Absence Management call me? 

 

Absence Management will call you to offer you an assignment or to cancel an existing 

assignment that you have accepted.  It is set to call 2 days prior to the start of the 

assignment.  For a listing of Absence Management scheduled call times click on the 

Preferences Tab, then click on Call Times.  

The phone number that appears on Caller ID is 1-800-942-3767.  You will need to say 

“hello” and follow the prompts. You will need to use your PIN number to hear details of 

the assignment.  Typically, Absence Management will not leave a message on your 

home answering machine.  

 

What do I do if I miss a call from Absence Management? 

 

If you missed that phone call from Absence Management, you can always call back, 

toll-free, at 1-800-942-3767 to hear a current list of available jobs to accept.  You can 

also log-in online to view those same jobs.  You’ll want to act quickly, though.  

Absence Management may have already called the next substitute in line with that job 

offer.  

 

What is the time frame for canceling out of an assignment? 

 

You may only cancel an assignment up to 48 hours prior to the start of the assignment.  

If it is within 48 hours you would need to contact the school administrator for substitute 

teachers or nursing administrator for substitute nurses.   

 

 

 

 



What is Jobulator, and how do I get it? 

 

Jobulator is a subscription service from the makers of Absence Management that 

continuously and automatically checks for any available job offers in Absence 

Management.  Notifications can come to your computer desktop or even straight to your 

smartphone.  To learn more about pricing and how to purchase Jobulator, please visit 

Jobulator.com (http:www.jobulator.com). 

 

How do I access the Absence Management Log-In page? 

 

For easy access click on the Absence Management icon in XIA links or go to 

www.wcboe.org, click on employee link icon at the bottom of the main webpage, click 

on Absence Management link.   You may also find access at www.aesoponline.com. 

 

How do I find out what my Log-In ID and PIN number is? 

 

Your Log-In ID is your personal phone number.  Information concerning your Log-In 

ID and Pin number may be found in the Absence Management Welcome Letter that was 

emailed to you.  If you forgot your PIN number, go to the main Absence Management 

Log In Page.  There you will see links for “I forgot my ID or username” or “I forgot my 

PIN or password”.   Here, you can enter your email address and have the information 

sent directly to you.  If you are still having trouble logging in, contact Deb Souza at 

410-677-4542  dsouza@wcboe.org or Aaron Ward in MIS at 410-677-4417 or 

award@wcboe.org. 

 

How do I change my PIN number? 

 

You may click on your name at the top of the screen or the Preference Tab to access 

Change Pin.  

 

How do I set up a preference list of schools that I am willing to work at? 

 

The default setting in Absence Management will assign you to all schools. If you want 

to remove any of the schools from your list of available schools: click on the preference 

tab, click schools, then edit the list and click the Save Tab in the upper right hand 

corner. 

 

How do I add a Non-Work Day in Absence Management? 

 

If you know that you will be unavailable to work on certain days, you may create a non-

work day by clicking the date on the calendar when you will be unavailable.  Once the 

add Non-Work Day link opens you may indicate one day of unavailability or a range of 

days.  Make sure you save your changes when finished.   
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Why am I not seeing any available assignments? 

 

There are a number of possible reasons that assignments aren’t showing up as available.  

First, make sure that you aren’t limiting yourself in the “Schools” preferences.  (For 

example, if you chose not to work at any middle schools you will not see any 

assignments for those schools.)  Also, make sure that you have your call times set to 

allow maximum job offers.  (If you made yourself unavailable to work on all Mondays, 

you will not see any assignments for Mondays.)  

 

Do employees have preference lists and how does it affect my ability to see existing 

assignments? 

 

All assignments will have their own individual visibility settings based on the date the 

assignment was entered in Absence Management and when the job actually begins in 

Absence Management.  The preference lists are based on these visibility settings. 
 

Employees are able to choose their favorite 5 substitutes.  This list of substitutes will 

have 100 % visibility prior to the start of an assignment. So if a job is 100 days out, only 

those substitutes on the employee’s preference list will have the ability to view it.  

Those substitutes on the school preference lists will have 90% visibility prior to the start 

of the assignment.  So if we use the same example, those substitutes on the school’s 

preference list will be able to see the assignment 90 days prior to the start of the 

assignment.  When the visibility reaches 80% prior to the start of the assignment all 

substitutes will have access to it. 

 

Who do I contact if there is a problem with my paycheck?  
 

Substitute Teachers should contact Kris Huntington in Payroll (ext. 65219) 

Substitute Nurses should contact Mary Jo Vogelsang (ext. 65533) 

 

Who do I contact for Absence Management Assistance? 
 

You are unable to contact Absence Management directly.  Please refer to the following 

list if you need additional assistance. 

Deb Souza – HR 

Aaron Ward – Technical Support 

Kris Huntington – Payroll (substitute teachers) 

Kathy Frisch or Mary Jo Vogelsang (substitute nurses) 
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