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Your district may have given you the ability to set a preferred list of substitutes for your school. This will allow
you to give certain substitutes an advantage when looking for jobs at your school. 
 

The Concept of Percent Visibility
Aesop uses "Percent Visibility" to determine which subs see which jobs and when. This means that if a
substitute is preferred by the employee or school, they will see jobs earlier than a substitute who is not
preferred. There are three levels of preference lists that control the Percent Visibility. 

In many cases your district will have already set this up for you, but it is still good for you
to understand the general concept.

These are the three lists that substitutes can be added to:

Employee's Preferred List - Substitutes are added to this list by the employee. Substitutes on this list will
typically be the first to see a job created by the employee.

School's Preferred List - This is your list. Substitutes on this list will have secondary priority to the
employee's preferred list.

District's List - All the substitutes who have not been selected as preferred by employees or schools. They
will have the least priority.

When a substitute can see a job as available is determined by "Lead Time". Lead Time is calculated as the
time difference between when the absence is created and the time the absence starts.

Here's an example: An employee creates an absence at 4:00 PM on January 3rd and her absence starts at
8:00 AM on January 4th. This gives the system exactly 16 hours of Lead Time. The percentage assigned to a
preference list is the percentage of Lead Time that the subs on the list will see the jobs. (see chart below)

The percentages used in the chart below are just for example and may not reflect the

Setting Up a Preferred Substitute List

http://fast.wistia.net/embed/iframe/lcayo3k2nv?popover=true


percentages your district has assigned to the preference lists.

There are additional settings that your district can adjust to fine-tune the substitute visibility.
 

Adding Preferred Substitutes
To access the "Preferred Substitutes" list, hover over the Settings tab on your home page and click
Preferred Substitutes.



At the top of the Preference List, you will see the the "Calling Sequence" and "Job Visibility" settings. These
settings were most likely already set by your district. Before changing these settings, you will want to check
with your district's Aesop Administrator.

To get started adding substitutes to your Preference List, click the green Add Substitutes button.

This will take you to a page where all substitutes will be listed in alphabetical order by last name. You can
search for a specific substitute by using the search box at the top of the page or you can narrow down the
results by the first letter of the last name by clicking a letter in the left column.



To select a substitute, click the check box next to their name. You can select as many substitutes as you want
on the list. As you select them, they will show in the "Selected Substitutes" area.

When you have selected the substitutes you want to add to your Preference List, click the green Add to
Preferred Substitutes button.




