
The Vacancy feature allows you to create a “vacancy” or “supplemental position” that a substitute could
accept or be assigned to. Some districts have permanent positions where full time teachers have yet to be
hired, but need to fill those positions with a substitute. Other districts send teachers to conferences thus the
teacher is not “absent” for the day but a supplemental substitute is needed to fill in the classroom.
 

In order to create a new vacancy, your Aesop Navigator will need to create Vacancy types
first. For more information, please contact your Aesop Navigator.

To get started, first hover you mouse over the  Absences tab on your home page. Then, click on Create
Vacancy.

Now, search for the type of Vacancy you want to create by clicking the letter of the first initial of the Vacancy's
name from the list on the left, or by typing in the text box.

Creating a New Vacancy



Click the radio button next to the name of the Vacancy you want to create, then click the green Fill Out
Details button.

The next page allows you to fill out the details of the Vacancy, including dates, times, budget and accounting



codes, etc.

Please use the number key along with the numbered image below:

1. The calendar allows you to select the dates when your vacancy is available. Use the arrows beside the
month name to change the month. Then, click the days on which the vacancy will be available.

2. Select a reason for the Vacancy by clicking this drop-down menu and then clicking the reason.

3. This drop-down menu lets you set the Vacancy as a full day, half day AM, half day, PM, or custom time. You
can also change the times by clicking on the text boxes and typing in your desired times.

4. Choose a budget code for this Vacancy with this drop-down menu.

5. This drop-down menu allows you to choose an accounting code for the vacancy. 

6. You can create a more complex vacancy by clicking the "Add Variation" button. This will open up a new list
of details below, just like the details you just filled out. 

7. You can choose to wait to make a Vacancy visible to substitutes by "holding" it. Use this drop-down menu
to select the amount of time you would like to hold the vacancy for.

8. If you would like to create more than one vacancy exactly like this one, click this drop-down menu, and
then select the number of vacancies you would like to create.



You can also add notes to the vacancy for the administrator or substitute. In addition, you can attach files like
seating charts, parking instructions, etc. to your vacancy. First, click the Choose File button under the box
that says "Drag and Drop Files Here". Then, choose the file from your computer.



You can also drag and drop your files. Simply click and hold the file you want to add, drag it to the box that
says "Drag and Drop Files Here", and then release the file.

Once you are finished, click the green Review and Confirm button. To return to the previous step (and lose
all your changes on this page), click the green Select Profile button.



The next page shows you an overview of the Vacancy's details. If you are satisfied with them, click the
green Create Vacancy button. Or, to create the vacancy and assign a substitute to the vacancy, click
the Create Vacancy & Assign Sub button. To return to the previous step, click the green Fill Out
Details button.

Wondering what the difference is between "Create Vacancy" and "Create Vacancy & Assign Sub"? When
clicking just Create Vacancy, you are telling Aesop that you want the system to find a substitute (if needed)
automatically. However, if you already have a substitute in mind, choose Create Vacancy & Assign Sub to
both save the absence and choose which substitute to assign to the Vacancy. 




