
 

 

 
Timeline: 
Subfinder will be used exclusively until January 4th to enter all absence requests and substitute assignments, regardless of the date of 
the assignment.  
 
Aesop will replace Subfinder on January 5th and will be the sole source of substitute placement from this date forward. December 17th 
will be the last date that users may enter test absences and “fake” data in Aesop for training purposes. Aesop will be closed on 
December 18th in preparation for going live on January 5th. Beginning on Monday, January 5th, all employees will enter requests for 
substitutes in Aesop only and users will no longer have access to Subfinder. 
 
 What is Aesop? 

o Aesop is the nation’s leading automated substitute placement and absence management system, serving 
over 4,000 districts nationwide. Aesop does not require any hardware, software or phone lines at the district. 
Instead, all personnel can access the service through the phone or internet anytime, anywhere. Aesop not 
only saves countless hours of manual sub-calling, but also offers efficient absence tracking and reporting. 

 
 Why did APS implement Aesop? 

o Increase Reliability: 
Aesop is hosted entirely "in the cloud." That means instead of purchasing and maintaining the hardware, software 
and phone lines required of the current system, Aesop will store and provide all the data for APS. Our data will 
always be secure since Aesop is monitored 24/7 in two world-class data facilities. Aesop is always available, with 
99.99% uptime!  

 
o Reduce Paperwork: 

Aesop has the potential to replace all types of paperwork, including absence forms, sub sign-in sheets, approval 
forms and more. 

 
o Improve Communication: 

District and school-level personnel as well as teachers and subs can communicate better by attaching documents 
(such as lesson plans) and leaving notes with absences. Aesop will also proactively send email alerts about 
reports, cancellations and more. 

 
o Increase Fill Rates: 

Through employee self-service and completely integrated phone and web, Aesop often boosts fill rates. High fill 
rates drastically reduce the cost and inconvenience of asking staff to cover for absent coworkers. 

 
 Aesop for Employees: 

o Employees register their absences at any time, either by calling a toll-free number or by logging on to Aesop 
online using a computer or mobile device. Aesop immediately starts to look for an available substitute that 
matches the specified qualifications and preferences. Employees can also set up preferred substitute lists and 
assign specific substitutes to their absence. By writing notes or attaching documents to your absence, you can 
assure that your substitute is prepared to handle your duties during your absence. Aesop lets both the district and 
the employee leave notes, as well as attach Word documents and PDF’s to the absence. 

 
 Aesop for Substitutes: 

o Subs can proactively fill their work calendars by searching for available assignments anytime they wish, either by 
calling a toll-free number or by logging on to Aesop online using a computer or mobile device. Aesop will also call 
substitutes on their local or long distance phone number based on rules managed by the district and preferences 
set up by the substitute. 



 

 Aesop for Administrators: 
o Administrators know in real time which employees are absent, why they're out and who is subbing for them. They 

can use Aesop's rich skill matching and preference lists to ensure that the most qualified substitutes are chosen 
for each position. Administrators can report on important trends like employee absenteeism and high absence 
days with Aesop's huge library of reports or by using the drag-and-drop Report Writer. Any report can be instantly 
created and exported into Excel. 

Frequently Asked Questions: 
 

1. How do I log in to Aesop via the Internet?  
In your Internet browser address bar enter www.aesoponline.com, enter your ID, PIN, and click the LOGIN button. For both 
employees and substitutes, the Login ID will be your six-digit Lawson Employee ID # (i.e. 987654). The Password will be your 
APS Network password. 
  
On the phone, dial (404) 802-2009  or 1(800) 942-3767, enter your phone user ID and PIN. For all users, the Phone User ID  
is two zeroes (00), followed by your six-digit Lawson employee ID # (i.e. 00987654). Your Pin is a 4 or 5 digit PIN from Aesop 
Welcome Letter  (often last 4 digits of your Lawson ID). 
 

2. What should employees do if they have forgotten their PIN? 
In your Internet browser address bar enter www.aesoponline.com and click “Forgot your login?” link in the upper right-hand 
corner, which will open a new page. On this page you can have a PIN reminder sent to your email address or view a 
document on common login issues. If you are still having difficulties logging in, please contact the APS Substitute Services 
Office at substituteservices@atlanta.k12.ga.us or call (404) 802-2320 or (404) 802-2328. 
 

3. What are some of the advantages of using Aesop via the Internet? 
The internet provides access to more features of Aesop which are not available on the phone, such as attaching files and 
setting up preferred lists. Employees can choose to interact with the system exclusively online. Aesop is also available on 
mobile devices by typing “m.aesoponline.com” in your mobile phone’s web browser. 
 

4. How do employees create absences on Aesop? 
For busy educators, absences can happen suddenly, leaving little time to communicate with the district. With Aesop, 
employees can register absences anytime, anywhere at www.aesoponline.com by logging in and selecting the link to “create 
an absence.” Employees can write notes and attach files to absences, including lesson plans, special instructions, or other 
files for the substitute. Absences can also be registered using a phone by calling either (404) 802-0029 or toll free at  
1(800) 94AESOP (942-3767). After entering login ID and PIN, employees are prompted to enter the details of the absences 
using the phone’s key pad. 
 

5. How do substitutes find assignments on Aesop?  
Aesop offers substitutes the flexibility to proactively search for jobs and fill their own schedule the way they want. To benefit 
the most from automated substitute placement, Aesop offers both phone and web services for finding and accepting jobs. 
Substitutes can call in to Aesop at (404) 802-0029 or toll-free at 1(800) 942-3767 or log in online at www.aesoponline.com. 
Aesop notifies substitutes of available jobs they qualify for. Most employee absences are entered the day before the absence 
occurs, but they can enter their absences very far in advance.  Substitutes can discover available jobs days or weeks in 
advance. Aesop can alert substitutes to new jobs through both phone and e-mail services. Substitutes can then choose to 
accept or reject the assignment. 
 

6. When will I receive training for Aesop?  
Employees will receive training at their campus from their substitute coordinator or designee before January 4th. Substitutes 
will receive a login for online training and be provided opportunities for face-to-face training. Visit APS’s substitute web site at 
http://www.atlanta.k12.ga.us/page/1166 for the most current training dates and locations. December 17th will be the last date 
that users may enter test absences and “fake” data for training purposes. The system will be closed on December 18th in 
preparation for going live on January 5th.  



 
7. What is the difference between prearranging a substitute for an absence and using Aesop’s preference list? 

Employees can set up a list of substitutes in Aesop that they prefer to be called first in the event of their absence. Then, when 
an absence is entered, Aesop will attempt to contact the preferred substitutes first and then move to the rest of the substitute 
list if a preferred sub does not accept the assignment. To secure a specific substitute, the teacher should contact that 
substitute directly in advance of the absence and then enter the absence request in Aesop and use the “Save & Assign” link to 
select the desired substitute by name.  
 

8. How do employees review and/or cancel absences after they have been created? 
Absences can be reviewed and/or cancelled online at www.aesoponline.com or by calling (404) 802-0029 or 1(800) 942-3767. 
Online, employees will login with their ID and PIN and then access their schedule by clicking on the interactive calendar or the 
“View My Schedule” tab. Cancel a scheduled absence by clicking the trash can under the assignment you wish to cancel. 
Using the phone, after entering your ID and PIN, you will be prompted to press 3 to review or cancel upcoming assignments. 
Absences may be cancelled by the employee up to 1 hour before the start time of the assignment. Employees must contact 
their campus substitute coordinator to cancel an absence within or past 1 hour before the start time. Employees must also 
contact their campus substitute coordinator to edit an absence that has already been registered with Aesop.  
 

9. As a substitute, how can I prevent the system from contacting me on specific dates that I know I will be unavailable? 
By default substitutes will be called for jobs between 5:00am and 10:00pm, but you can customize these times or turn off 
calling all together if you wish.  To edit your call times, login to www.aesoponline.com and click the Call Times option in the 
Preferences Menu. If you have days or partial days that you are not able to substitute you also can create Non Work Days 
online so Aesop will not offer you jobs on those days.  
 

10. How can I make changes to the locations and classifications listed on my profile? 
Substitutes have the option in Aesop online to choose a list of schools that they want to work at or choose a list they don't 
want to work at.  New substitutes in Aesop by default will see jobs at all schools.   
 
The profile information contained for substitutes and employees in Aesop is updated automatically from APS’s database. To 
change your personal information, visit e-aps (Employee Self Service) at https://e-aps.apsk12.org/lawson/portal/.  Login with 
your APS network credentials and select “ 
Employee Self-Service” > “Life Events” > “Move” to enter updated home phone or mailing address. 
 

11. Who should I contact if I encounter problems and need assistance using Aesop?  
User guides and short training videos are available 24/7 for employees, substitutes, and campus users within the Aesop 
website at www.aesoponline.com. Can’t login? Use the “Forgot my login?” link in the upper right hand corner. For additional 
assistance between the hours of 7:45am and 4:45pm, contact the APS Substitute Services Office at 
substituteservices@atlanta.k12.ga.us or call (404) 802-2320 or (404) 802-2328. 

 


