VASD Time Off Reporting Instructions

Go to Verona.k12.wi.us,

Choose “Links-For Staff”

Choose “Skyward Employee Access”

. Loginto Skyward (denied access? Call
845-4319, 845-4318, or 845-4350)
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https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinveronawi/semhom0l.w
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Jump to Other Dashboards

Add links to your favorite sites on the web,

Employee Add Web Favorite

Reset Dashboards Select Widgets

Currently there is no default location set up. In Em ployee Access'
Edit location pym— 2y
choose the “Time Off
tab.
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Currently there is no default location set up

Choose “My Requests”

Edit location

Note: “My Status” will
show your leave balances
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Date » Time Amount | Type | Status Year Time Off Code Reason Description A SN
> Sossziama i1 o sed  Rproved cuen | G v Docoroans I
P 21/02/2014 Thu 8:00 am 3h45m Used Approved Current  Other time off Mesting Mesting at CO Clone
P 12/19/20813 Thu 1:15pm  1h 30m Used Approved Current  General Leave School Visit w/child (PK-12)" Daughter's 3rd Grade Clat Attach
b 11/04/20813 Mon 8:00 am 3h00m Used Approved Current General Leave Doctor/Dentist
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All past time off requests are listed here.

To add a new time off request,
choose the “Add” button.

& https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinveronawi/rtorqedit001 w?isPopup=true
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Remaining Time Off

Future Future Future
Time Off Code Remaining Approved Waiting Available Remaining Waiting Available
General Leave 37h ODm 37h 00m
Cther time off -3h 45m -3h 45m

San
Time Off Request e 5
I Back

* Time Off Code:| Other time off - Hours ¥ |Hours per Day: 7h 30m

* Reason:| Meeting ¥ |Datail...
2 Description:|Reading Conference

3 Maximum characters: 200, Remaining characters: 182
Type: ® Single Day
Date Range

* Start Date: [01/15/2015 |[:13] Thursday

Hours:homs 3@ ¥ |minutes
Start Time: [08:00

| sub Needed
Select additional employees to notify when this request is submitted and approved/denied

Select Employes(s):

1. Choose correct “Time Off Code”

2. Choose correct “Reason”

Please Note: If Reason has an asterisk (*,) an explanation must be noted in the description field

3. Complete the rest of the fields. A full day of leave for a 1.0 FTE Teacher is 7.5 hours.

4. If you need a sub, check the “Sub Needed” box

5. Click the “Save” button on the right side of screen

6. You will receive an email from Skyward regarding supervisor approval or denial of time off request.

If you need a substitute for your absence, you will be linked automatically to the following Aesop sub
placement login screen once you save your Skyward time off entry.



Aesop Substitute Placement System Usage Instructions-VASD

Log into Aesop using the credentials you were issued upon hire or
introduction to Aesop. Your ID is usually your home phone number, and your

Pin is usually your 4-digit employee ID number.
Trouble logging in?

Choose one of the help options

Aesgp eucarion Welcome To Aesop for tips or to get your PIN
You are about to enter Aesop, the leading substitute .
emailed to you.

ID: placement and absence manageme;

account, or click the button below to learn more about

P— . .
8 Login Problems Aesop’s growing impact on education Stl” havlng trOUb|e? ContaCt

| Learn More |

your site office or the district
office at 608-845-4350

If you have a last-minute emergency absence requiring a substitute and do
not have internet access, call the Aesop hotline at 800-942-3767.

FRONTLINE' JUSTIN TIMBERLAKE | ™ Notifications Questions? Logout
Aesop
#  Absencesv Feedback  Account Help
\(,:\,Lfftsee??fe"ce After logging into Aesop, you will see the “Create Absence” Page.

/ The absence date will default to the absence date you entered into Skyward.

+ Create Absence LTS
Wed, Sep 10 at Verona Ar igh School _ NEXT STEPS ~
]

©  Sepember2ots Absence Reason o Ly, | Sus: United Enter your absence
SUN MON TUE WED THU FRI SAT -
12 03 4 s Tim ABSENCE SUMIARY B reason and substitute
fomn n ot A e e e : e times for accuracy.
15 16 17 18 19 0800 AM | to | 04:00 PM Yes

22 23 24 25 26
Wednesday, Sep 10, 2014

29 30 1 2 3 8:00 AM - 4:00 PM
Mo Reason Selected

+ Add New Variation

Notes & Attachments A

e AT e e e e Optional: Enter text notes for the substitute
and/or upload files such as lesson plans.
Please do not include student-related or
confidential information.

File Attachments

Uploaded Files elated Files

Choose File | Mo file chosen

+ Create Absence Cancel

TN

Choose “Create Absence” to finalize the creation of a substitute job.



will pop up. You are done!
Your Confirmation Number is 139903372

Additional VASD Time Off Entry Notes:

e All absences must be recorded in Skyward/Employee Access to ensure proper leave tracking.
Absences requiring a substitute must also be entered into Aesop.

e For last-minute substitute needs when internet access is not available, Aesop can be contacted
by phone at 1-800-942-3767.

e Questions or problems? Contact Human Resources at 608-845-4350.

Additional Aesop User Notes:
Manage Your Account:
e Click the Account tab or click on your name (top bar).
o Personal Info
o Change Pin
o Shared Attachments are generic notes about your classroom to be automatically
attached to every absence you create.
o Preferred Substitutes will be given preferential viewing to accept your absences.
= Select your favorite substitutes by typing in each substitute’s name, and clicking
“Add Substitute to List”.
= Rank order your favorite five; they will be notified of your opportunity
immediately. Click “Save Changes.”
View Your Current Schedule:
e See Scheduled Absences tab to view upcoming absences.
o Note the Approval status next to the confirmation number. This will always read, “No
Approval Required” since absence approvals are completed through Skyward.
e See Past Absences tab to view absence history.
e To cancel an absence, find the absence on the Scheduled Absences tab or on the calendar (blue-
coded day), and click the “Delete” button.

e Click the Feedback tab to answer short questions and enter a rating (1-5 stars) for the substitute’s
performance.

e Help Tab
o Access Aesop Help at http://help.frontlinek12.com/Aesop/



http://help.frontlinek12.com/Aesop/

