
 

 

Flowing Wells Unified School District uses Absence Management by Frontline Education to 

arrange and track all guest teaching assignments. Guest Teachers can call in toll‐free at 

1‐800‐942‐3767 or log in online at www.aesoponline.com.   

 

There are two ways to use Absence Management (AM): calling in on the phone and using 

the online system. There is not currently an Absence Management app. 

Note: A third party app, Jobulator, is compatible with AM. There is a fee associated 

and because it is not owned by Frontline, FW cannot offer you app support. 

When you start as a Guest Teacher in FWUSD, you will receive two emails from Frontline 

Education to get set up in Absence Management. The first will prompt you to create your 

username and password for the online system. 

Note: If you are using an internet browser, even on your smart phone, you will use the 

online log in info. 

Another email will be a letter that contains your ID number and PIN number for accessing 

AM by calling on the phone. 

 

Signing In - ONLINE 

After creating your user name and password, 

type aesoponline.com in your web browser’s 

address bar. 

The Sign In page will appear. 

Enter your ID username and 

PIN/password and click “Sign In”. 

 

Signing In - PHONE 

In addition to web-based system accessibility, you can also find and accept available jobs, 

manage personal information, change your PIN number, and more, all on the phone. 

 

To call, dial 1-800-942-3767. You’ll be prompted to enter your ID number (followed by the # 

sign), then your PIN number (followed by the # sign). 

 

When calling the Absence Management system, you can: 

• Find available jobs – Press 1 

• Review or cancel upcoming jobs – Press 2 

• Review or cancel a specific job – Press 3 

• Review or change your personal information – Press 4  



 

Searching For Available Jobs - ONLINE 

Absence Management will notify you of any available jobs for which you are qualified. 

However, you do not have to wait for the system or the Substitute Coordinator to contact 

you. To receive the most benefit from using the AM system, you should proactively fill your 

schedule. While some jobs are entered last minute, the majority of openings are entered 

weeks in advance, so it is possible to plan out your schedule. Check online frequently. 

 

You can review available jobs directly on the homepage. These potential jobs appear in 

green on the calendar and in list form under the “Available Jobs” tab. 

To accept a job, click the Accept button beside the absence (or click Reject to remove a 

job from the list). 

 

 

 

 

 

 

 

 

 

 

 

 

When the Absence Management System Calls You 

If an available job has not been filled by another substitute two days before the absence is 

scheduled to start, the system will automatically begin to call substitutes and try to fill the 

job. 

Keep in mind, when the system calls you, it will call about one job at a time, even if you’re 

eligible for other jobs. You can always call in to hear a list of all available jobs. 

When you receive a call, you can: 

• Listen to available jobs – Press 1 

• Prevent Absence Management from calling again today – Press 2 

• Prevent Absence Management from ever calling again – Press 9 

If you are interested in the available job, Press 1. You will be asked to enter your PIN number 

(followed by the # sign). The Absence Management system will list the job details, and you 

will have the opportunity to accept or reject the job. 

 



 

Viewing and Managing Scheduled Jobs 

To view a list of your currently scheduled jobs in absence management, click the Scheduled 

Jobs tab on your home page. The tab will have a number on it indicating how many 

currently scheduled jobs you have at this time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you click this tab, your scheduled jobs will be listed in the main window. The details of 

each job will be displayed including the name and title of the employee, the time of the 

absence, the duration, and the location of the job. Your confirmation number will also be 

listed here. The phone and map icons can be accessed on this page as well. 

 

 

 

 

 

 

 

 

 

 

 

Note: If you have verbally accepted a job, you must log in and verify that the teacher has 

entered the job into the system. 



 

Viewing Past Jobs 

If you want a quick view of the jobs you have worked in the past 30 days, you can see 

that right on your home page under the "Past Jobs" tab. On the tab, there will be a 

number indicating the number of jobs you have had in the past 30 days. 

 

 

 

 

 

 

 

 

 

 

History Tab 

If you would like to go further than 30 days into your job history, you can click the History 

tab in the side navigation. 

 

 

 

 

 

 

 

 

 

This will open your job history and default to showing you the last 60 days. You can pick 

from the set date ranges at the top of the report or choose a custom date range to view. 

 

 

 



 

Adding Non-Work Days 

If you have days or partial days when you are not able to substitute, you can create 

"Non-Work Days" so the absence management system will not offer you jobs on those 

days. Click the Non-Work Days tab to view your non-work days and to create new ones. 

The tab will have a number on it indicating how many Non-Work Days you have 

scheduled. 

 

 

 

 

 

 

 

To create a new Non-Work Day click the Add 

Non-Work Day button. This will bring up a window 

where you can enter your Non-Work Day info. 

 

To create a single Non-Work Day... 

Date - Type the date into the box or use the 

calendar icon to select the date. 

From/to - Enter the start and end times for 

when you can't work. You must un-check the 

"All Day" box to edit the times. 

Reason - Enter the reason for your non-work day. This info is not required. 

Click the Save button when you are ready to save the Non-Work Day. 

 

Repeating Non-Work Days 

You can also create a Non-Work Day that will 

repeat. For example, maybe you can't work on 

Tuesdays for the entire month. When creating the 

Non-Work Day, click the check box for 

"Repeat" (shown below).  

 

Then, mark the circle for Tuesday, put in the end 

date you want this to repeat until, and click the 

Save button to save the repeating Non-Work Day. 

 

 

 



 

Removing a Non-Work Day 

In your "Non-Work Days" tab, you will see a Remove button for any Non-Work Days that 

are still in the future. Click the Remove button for the specific Non-Work Day you want to 

remove. 

 

 

 

 

 

 

You will receive a confirmation pop-up. Click Remove to confirm (or if you would like to 

close the window without removing the Non-Work Day, click Cancel). 

 

 

 

 

 

 

 

 

 

Preferences 

 

 

 

 

 

 

 

Schools 

You can create a preference list within your absence management application to 

identify the locations where you do and do not want to work. 

 

Note: New substitutes will see jobs at all schools by default. You do not have to make any 

changes if you wish to maintain full visibility. 

 



 

To view the "Preferred Schools" list, click Preferences in the side navigation. 

Then, locate and select Schools in the side bar. 

 

 

 

 

 

 

 

The "Schools" section includes two options at the top of the page. The first option will 

allow you to select all the locations where you wish to see assignments. The second list 

indicates the places where you do not want to see jobs. Click the radio button to 

alternate between these two lists.  

 

 

 

 

 

 

 

 

 

 

 

You can now add or remove the necessary locations. 

Click the checkboxes to identify the individual schools that you do or do not want to see 

(or click the All or None button to collectively add/remove all the locations in your list).  

 

Once you are finished, click Save to record your changes. 

 

Note: Removing schools from your preferred list will limit the number of available jobs you 

see. 

 

 



 

Call Times 

Calls from the Absence Management system are placed to the substitute pool by 

telephone between the hours of 5:00 AM and 12:00 PM Monday through Friday, for same 

day jobs and between 5:00 PM and 9:00 PM, Sunday through Friday, for all future 

assignments. Absence Management does not call on Saturdays or holidays. The system 

will call for future dates, 2 days prior to the start date so it is important to pay attention to 

job details when calls are received.  

 

If you wish to edit your options, simply click the Preferences tab on the home page. 

Now, click the Call Times option in the "Preferences Menu." 

 

 

 

 

 

 

 

 

 

 

 

 

 

Absence management displays the default morning and evening call times. Click the 

Edit button to change your call time settings and edit each day as needed. 

 

 

 

 

 

 

 

 

 

 

 



 

This action brings up a window where you 

determine daily call times. 

 Don't Call Me - Choose this option for 

absence management to not call on the 

selected weekday. 

 Call me during the district call times - 

Make this selection to return call times to 

the district's default setting. 

 Call me between - Enter the earliest and 

latest times absence management can send a call notification. 

Once you pick your settings, you have two options: 

 Apply to All - This setting applies these particular settings to every day of the 

week. 

 Apply only to - This option only applies your settings to the selected workday. 

 

Turning Off Calling 

The system provides two additional call time options in the top right corner of the page. 

You can either continue to accept incoming calls or disable the feature. 

 

 

 

 

 

 

Determine your preferences and select the "No" option if you wish to completely turn off 

calls from absence management. 

 

A pop-up box will appear. click OK in the 

confirmation box to confirm this change 

 

This action causes absence management to no 

longer call with job offers but you can still search 

for jobs online. 

 

IMPORTANT: Call times are used by the Absence Management system AND the Substitute 

Coordinator. If you turn off calling, you will never receive calls. 



 

Frequently Asked Questions 

 

Why am I not seeing any jobs? 

Jobs may not show up as available for a number of reasons, and you can check on a 

few things to identify the cause. First, make sure you do not limit yourself in your schools 

preferences. Flowing Wells is a small school district. If you only want to work at a high 

school, you’ll be eliminating openings at eight schools. 

If you still do not see anything, you can contact your districts Substitute Coordinator to 

make sure you have the correct setup. If you see jobs but are not receiving phone calls, 

check to make sure you have your call times set to allow for maximum job offers. 

 

How can I better my chances of getting jobs? 

You can optimize job opportunities by following a few easy steps.  Being open to last 

minute positions is key. Jobs that come up “morning of” can be difficult to fill and are a 

good opportunity to work. 

Proactively “shop” for jobs by routinely searching via the website at 

www.aesoponline.com or calling 1-800-942-3767. Jobs are entered through the day and 

night, so be sure to check frequently. 

If you have teachers and schools that you prefer to work with, request that they add you 

as a “preferred substitute” and/or call you directly when they are entering absences. 

 

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

If you missed the phone call, you can always call back at 1-800-942-3767 to hear a list of 

current and available jobs. You can also log-in online to view those same jobs or call the 

Substitute Coordinator to see if the job is still available. You’ll want to act quickly because 

the system will have already moved on to offer the job to another substitute. 

 

How do I choose my preferred schools? 

You can define which locations you want to see jobs for and those you want to exclude. 

Access your schools list within your preferences tab to specify this setup. Here, you can 

click the check box beside the locations where you wish to see available jobs and the 

locations you wish to exclude. For help setting up that list, you can reference the  

Preferred Schools Article in the Learning Center. If you are unable to create that list, 

please check with your Substitute Coordinator. 



 

How do I access the Learning Center? 

To access the Learning Center, log into your Absence Management account and click in 

the upper right corner on the "?" icon, then click on “support”. 

 

What are the district call times? 

Absence Management will call substitutes at 5:00 pm until 9:00 pm for next day and 

future jobs. 5:00 am until 12:00 pm for same day jobs. It may be necessary for calls to be 

made during the day due to last minute openings. You will not receive calls from the 

automated system on Friday afternoon or all day Saturday. 

 

What if I need to cancel a job? 

In the event that you are unable to report to work after you have accepted an 

assignment, it is important to release the job in the Absence Management as soon as 

possible. This will allow another substitute to pick-up the position. You can call 

1-800-942-3767 or you can login online and click on Scheduled Jobs. Find the job that you 

want to cancel and click on the Cancel button to the right. 

If you are cancelling more than 24 hours in advance, no further action is needed. If it is 

within 24 hours of the start time, you need to call or email the Substitute Coordinator and 

alert them to the opening. 

 

What if I arrive for a job and it’s been cancelled? 

In the event that you show up for a job that you were assigned to in Absence 

Management and the teacher has entered the absence by mistake or forgotten to 

cancel, you will be paid for a half a day. Ask the school’s Administrative Assistant to 

contact the Substitute Coordinator. 

 

What if I get a call and the start time has already passed? 

If it’s a job that you would like to accept, please accept it. This just means that we are 

having a hard time finding subs. Once you accept the position, call the Substitute 

Coordinator and let them know what time you will be able to arrive at the school. The 

school will then be called and informed of your arrival time. 

 

What if I take a long term job in another district? 

Please enter the dates in the Absence Management System under Non-Working Days. 

That way the system won’t offer you jobs that you can’t take and the Substitute 

Coordinator will not call you during the morning calling period to see if you are available 

to work. 



 

What if I am on vacation or if there are days that I know I can’t work? 

Again, it is very important to enter these days as Non-Working Days. Substitutes work in 

different districts and if the Absence Management System is calling to offer you a job on 

a day that you can’t work, it may miss an opportunity for another substitute to sub in our 

district. Basically, districts are trying to gets subs for the day and subs take the first call 

they get. 

 

 

Getting Help and Training 

If you have questions, want to learn more about a 

certain feature, or want more information about a 

specific topic, click Help Resources and select Frontline 

Support. This opens a knowledge base of help and 

training materials. 


