DOWNLOADING ATTENDANCE DATA FROM AESOP

PROCEDURE:

Step 01: Log in to Aesop at www.aesoponline.com using your individual log-in information.

FRONTLINE

Aesgp ucation Welcome To Aesop

You are aboutto enter Aesop, the leading substitute

placement and absence management service!

Please enter your ID and PIN to login to your Aesop

g Reminder account, or click the button below to leam more about
) Login Problems Aesop’s growing impacton education.

[ Learn More )

From the Home Screen, select Reports:

Kuvigation =
Summary for: | 05/ ¢ Todsy > @Abraces ¥ Vacanes Quick Actions
Q T search @
Al Sehacks Schoals + Al Ermploye Typels] Einployes Types
Total o i No Sub
" Unfilled Fiiag Roguired 17
i | 0 0 DAILY
: | (%) REPORT

& Print

Confé = Name % School % Reason s Shift Created
211221048  WALKER] Sitver Creek High Schoal Vacatan SME2016
. = @ 502PM
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http://www.aesoponline.com/

Select Report Writer:

Navigation

Absence

Substitute Sign In

X Reports Absentee Report
5 Daily Report
& Settings »
Absence Feedback

Absence Manthly Summary
Day of Week Absence Analysis
Absence Call History
Absence Interactive
Employee

Staff List

Substitute

Substitute Call History
Substitute History By Date
Excluded Substitutes
School

School Call History

Other

@D

For the report named Monthly Attendance for Payroll, select Run with new filters:

Actions

Run with New Filters

Run with Saved Filters

Run with New Filters

Run with Saved Filters

Report Writer
Show reports last run or created | within the last month r Name:
Access: '® Al Public Published
Absence Data
Name Access Created Last Run Runs
Public 5/11/2016 5:07 PM 0
by: Michelle Raye Angeles
Public 5/11/2016 5:18 PM ]
by: Michelle Raye Angeles
Monthly Attendance for Published 4/28/2016 7:23 PM a I
by: Marisa Perry

Run with New Filters I

Run with Saved Filters
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REPORTWTITer Fiker Report

Monthly Attendance for Payroll ‘ Run | | Cancel

Available Fields Filters

Common Fields Date Start- ans0ie ﬂi End- e ﬂi L
CONEZ 11512016 K 5/15(2016 L

| Relative * Fixed Relative ' * Fixed v

| Date

| Employee Full Name

| School Name

| Substitute Full Name

[ start Time (Substitute)
[ End Time (Substitute)
[ Filled

| Start Time (Absence)

| End Time {Absence)

| Absence Reason

| Vacancy (Yes/Mo)

Other Fields
| Absence Instance ID

|
| Absence Last Update |
I

[Ahconra Dasenn MRKEY

Under Output Types, deselect HTML and select Excel Compatible (csv).
Under Schedule, select | want to run the report right away.
Click Run:

REPORT erte " Execute Report

Monthly Attendance for Payroll
Template ID: 0

Ouiput Types
B% HTML ® | want to run the report right away.

‘ C Excel Compatible (csv) Let me know when the report is ready
Delimited Text Delimiter: | Tab v
@ Fixed Length Text Report Options

Exclude Header Row

Delivery Options

. Mark as Extracted
Email address: pat_miklica@sccoe org

Static File Mame:
Attach results to email:
Deliver to FTP Server:

‘ Run | Cancel
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The box shown below will pop up, click the CSV (Excel) icon to download the spreadsheet to your
computer:

Report Run

Started 5/17/2016 1:37:58 PM
Finished 5/17/2016 1:37:58 PM

Download Results

sy
{Excel)

MNotification emailed to pat_miklica@sccoe.org

Step 02: Edit the Downloaded Spreadsheet in Excel. You are now ready to make a few edits to the
spreadsheet.

Delete the rows with no values in the Employee (column C) and Employee First Name (column D)
columns (these will be at the top of the spreadsheet and represent vacancies where there was no
employee absence):

e wLanrewr  Gwmmuee wmen rarmn v s e
f'-.1 X cut Calbei fn 7 Wrap Ten Genenal S [EL [ [Noma | ‘aa 6ood Neutral Calculation Em IFIEx =
iy Copy - A} ¥ L - H BBl
Pt pwnte B U =45 EMageCeontes + $-% * WA FE::T:“D;I iy T ponoroey-. [Wiget ] uinked col Note o buen Deete Fomat
Chipbaard 0 Tem i Alignment n Numbtr & Syles Celi
GI5 = a I
District NuGroup Cede Employee iD# Employee First Name Empleyee Last Name Work Location Number ‘Work Location Deseription Leave Code Time Taken StarmDate EndDate Notes dlank  Bargaining Unit
2 Administrative Assistant _rect Santa Clara County Office of Education VP 9 5{4/a015 5/4/2005
0 Paraeducator-Altarnative Education 4560 Blue Rigge Ranch EL 9 52008 5/3/2005
0 Paraeducstor-Special Eduation oot Santa Clara County Office of Education VP 7 4/27/2016 4/27/2008
0 Paraeducstor-Special Education 6592 Manticello ve B 4/29/2016 4/29/2006
a0 Paraeducaton-Specisl Education 5630 Orchard Elementary 48 6 5/%/2008 5/%/2006
£ Paraeducaton Special Education Alum Rodk lum Rock Union School District EL 6 8/9/2008  5/9/2018
80 Teacher Assistant 11 __foot Santa Clara Courity Office of Education  EL ¥ afarfanne afariame
a0 Teacher Assistant 11 5350 H/S Lyndale EL 7 afas/ann6 a/282016
i i o i P PSP
1 0 AE JO0003 MEBAAT AHDELKADIR G100 Buthser Middle Sthool an 9 4/ 22006 4/ 27/2086 7
2 90 AE BO001T ADENIKE ADEWUEI G20 Dol Mear High Schoel PR 7 s/efanne 5/6f2016 r
13 a0 4% BOIS63 YOLANDA QLINONES 4670 Ocyssey Community Schoel RE 6.5 4383006 4/39/3006 5
i 0 A% S01863 YOLANDA QLHNONES 4570 Odyssey Community Schogl RE 6.5 4/39/2006 4/7%/2016 5
" anrn AR VO ANDA ROAMET 1311 P88 Suhetitutas Einnarmrinte & 3 ANRIMA AlRINA s
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You will then need to delete the Group Code (column B), First Name (column D), Last Name (column E),
Work Location Number (column F), and Work Location Description (column G) columns, as well as any
columns to the right of the Start Date column (columns K-N):

1 District Number lroup e | Employes D8

AE
AF
a5
a5
o
[
[<:]
e
™
e
1
HE
[
[
S
M5
M5
e
52
57

BERBESBELERERERSE8ERE

200003
00017
01861
01963
1S
00915
WIS
20075
00829
01480
01481
B04TEE
0TI
00798
00738
1M
202078
4R
T
07367

ADENIKE
YOLAMDA
YOLANDA
YOLANDA
YOLANDA

MICHILLERAYD

MILDRED
MARIA
RONALD
MARILOU
vkl
TVONNE
FVONNE
FVONNE
ROMILLD
PETER
MEACFDES
HENG
ARCELIA

ABDELKADIR
ADEWUSH
OUINDRES
QUINONES
GOMEZ
GOMEZ
ANGILS
FAIARDOD
GAMBOA
MALONEY
MANALANG
TAFOYA
PADILLA
PADILLA
PADILLA
NiCIR
ROCHIGUEL
SANCHEZ
TAINA
TEIDA

August Boager MS
‘Wilkow Glen Meddle School
Del M High Sehoal

o
N
BE
B
)
A
VA
“w
AL
AL
£
o
F

& Coarima Takes Start Datal

4f21/ 2018
S/6/1005
4282008
A/ T3/2016
426/ 20164
A28/ 2016
Sfafan1s
Afz3/ 2015
4427/ 2016}
5/11/2018
a¢26/ 2016}
3/6/2016
5/9/2016
510/ 20164
5/11/2016
532015
Afz8/20185
a/28/3015)
o016
5/9,/2016

nd Date Nates
27/ 2018
/62005
/22018
39/ 2016
26/ 2018
/2802016
5/4/2006
rz/ 2016
137/ 2016
/11/2018
/25/2006

8/6/2018 Attending Training.
e/ 006
10/ 2016
13/ 2016
/3/2006
28/ 2016
/28/2006
b6/ 2006
/2016

After you complete these edits, your spreadsheet should appear as shown below. Save the spreadsheet

to your computer as a csv file.

B d 5 5

FILE

HOME

D ER Copy -
Paste Py
- ~ Farmat Painter
Clipboard ]

H19

[V« B I VR ) IR S W O I

i el =
[Ty

n
-

Dl
90
90
90
90
90
90
90
90
90
90
90
90

E
Employee
900003
900017
901963
901963
900915
900915
905445
900739
900829
901480
901481
904738

el alal

Calibri

IMSERT

PAGE LAYOUT

- 11 A A
u- E- | H-A-
Font
Jr
D
Units  5tart Date

4/27/2016
5/6/2016
4/28/2016
4/29/2016
4/26/2016
4/28/2016
5/4/2016
4/29/2016
4/27/2016
5/11/2016
4/26/2016
5/6/2016

= i Fmma

FORMULAS

4
I

Bl

5|Page



Step 03: Import the Edited Excel Spreadsheet into QCC Absence Tracking. Start QCC and then start the
Absence Tracking module in the Human Resources folder, as shown below:

Fle View District Vear Messages Window News Help+yideo

1" Receiving/PO
Requisition Routing Master Files
- [@ Vendor Maintenance
=" Lookups
E <3 Account Lookup
%% Vendor Lookup
= Settings / Master Files
- {7 Account Maintenance
{7 Chart of Accounts / Beginning Balances
@ Clearing Rules, Control Objects, District Definition
i Options, Odometers, Control Dates, SACS Tables, |
= Fixed Assets / Stores
- Fixed Assets
[& Fixed Asset Tracking / Inventory
= Fixed Assets Job Menu
-l Fixed Assets Masterfiles
' @ Stores Maintenance and Reporting
W2/ 1099
-l w2 / 1099 Processing
=" Human Resources / Payroll
-8 ployee Rance

.= Absence Tracking

28 ACA Management
=/ HR Reporting and Downloading
£+ HR Renanrt / 1nh Salartor

The HR Absence Tracking screen will display. In the toolbar, select the Import Absences icon.

% HR Absence Tracking 92 - SCCOE (COPYSC)

File Options Help+videa
SO |y P 5D Iﬂﬁlﬂ%‘u B %A% S

O ExtRef () Name Include Terminated [ LatestComn
o]
ISZj I - j Hired: I
The Grid Import screen will display. Select the Import from File icon.
EE Grid Import x|
File Optm
Line| Dl | Employes RC Units | Start Date | End D at
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Select your saved Excel file.

Click the Open button.

¢ Favorites [SLibraries EpivotTables Practice May2016
M Desktop |ATSB LAB [ QSS SCCOE Copy-L
|18 Downloads 1MilComputer [ Q55-5C-Copy-L
il Recent Places €hanetwork [# Qss-scL
) ) [7-Adobe Acrobat X Pro
m (5 COPYSC2 QCC Ver-H
DEH"S & 5B Ver-L COPY QCC
I Picures [#if 5B Ver-L PROD QCC
B Videos [ SCCOE QCC VerH
| Adobe Acrobat X
18 Computer | Adobe Forms Practice Files
&, Local Disk (C2) Jimay 5

8 TSBLAB (Wmainfsluser || vLaokup
F2_Text_Fields_start

S network 5 1590NICKEL

(el DI |  Ewplyee [  RC |  Unts |  StmDste |  FErdDat

X

Does this file contain a header row?
g —

[ = D=
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The file will upload into the Grid Import window. If the file is correct, the upload should look like the

photo below.

Now, select the Return Data icon.

&= Grid Import

Cpkions

&

ENade D JP

| Rows Imported: 20 Errors:0

Line | DI | Employee | BC | Units | Statt Date | End Date | Remarks | Position | Category
1| 90900003 |JD 9.00[4/27/206
2| 90{900017 PN Z.00[5/6/2016
3| 90901963 BE B.50[4/28/2016
4| 90901963 BE £.50[ 4/29/2016
5 90{900915 55 3.00[ 4/26/2016
B 90[900915  |¥A 8.50( 4/28/2016
7| 90[905445  |WA 9.00[5/4/2016
8] 90[900739 55 9.00[4/29/2016
9] 90[900829 |AL 9.00[4/27/2016

101 90{901480  |AL 9.00[{511/2016
11| 90{ 901481 55 Z.00[ 4/26/2016
12| 90[904738 SD £.00[5/6/2016
13| 90{90079a 5F 6.50[5/9/2016
14| 90{900793 SF £.50[510/2016
15| 90{900793 SF £.50[511/2016
16| 90[901749 PH B.00[5/3/2016
17| 90[ 902078 55 2.00[4/28/2016
18] 90[904E88 SF 9.00[4/28/2016
19 90[902344 55 £.00[5/6/2016
201 90[902362 BE 9.00[5/9/2016

The HR Absence Tracking window now displays the downloaded spreadsheet data.

File  Option

A AR X B8

DI | Employee

RC| Units

Start Date

End Date

Remarks

Position

Category

Status

»|90|900003

9.00

4{27/2016

90900017

PN

7.00

55/2016

90901963

EBE

6.50

4(28/2016

90901963

BE

6.50

4(29/2016

90900915

55

3.00

4{26/2016

90900915

WA

8.50

4{28/2016

90 905445

WA

9.00

5/4/2016

90 (900739

55

9.00

4(29/2016

90 500829

AL

9.00

4f27/2016

90 (901480

AL

9.00

5/11/2016

90901481

55

7.00

4/26/2016

90 (904738

sD

6.00

5/5/2016

90900738

SF

6,50

5/5/2016

90 (900798

SF

6,50

5/10/2016

90 (200728

SF

6.50

5/11/2016

90 (901749

PN

6.00

5/3/2016
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Before HR Absence Tracking allows the data to be directly imported into the system, it requires that the
user verify the date first. Look at the HR Absence Tracking toolbar and click the Verify icon. This initiates
the validation cycle of the imported data. Any errors that are found will be reported under the Status
heading. Those records in error must be corrected before the imported data is saved in the HR Absence
Tracking master files.

File Cpkion

S ExicIR JERT,

A sample validation report is shown below:

% HR Absence Trackil 92 - oy ]
i3 ng
File  Option

CEACIE =R |
|

DI|Employee | RC|Units Start Date |End Date Remarks Position |Category |Status :I
»| 90300003 D 9.00| 04/27/2016 | 04/27/2016 Verified [

90 | 900017 PN 7.00| 05/06/2016 | 05/06/2016 ERROR: Transaction will cause negative balance in bucket 4. Mot allowe

90901953 BE 6.50| 04/28/2016 | 04/28/2016 Verified

90901953 BE 6.50| 04/29/2016 | 04/29/2016 Verified

90 |900915 55 3.00| 04/25/2016 | 04/26/2016 Verified

90 | 900915 WA 8.50| 04/28/2016 | 04/23/2016 Verified

90 | 205445 VA 9.00| 05/04/2016 | 05/04/2016 WARNING: Absence already on file for dates entered

90 [ 900739 55 9.00| 04/29/2016 | 04/29/2016 Verified

a0 | 200829 AL 9.00| 04/27/2016 | 04/27/2016 WARNING: Absence already on file for dates entered

90 | 901480 AL 9.00( 05/11/2016 | 05/11/2016 WARNING: Units not reasonable for dates entered

a0 (201481 55 7.00| 04/25/2016 | 04/28/2016 ERROR: Transaction will cause negative balance in bucket 2. Mot allowe

90| 904738 5D 6.00| 05/06/2016 | 05/06/2016 verified

a0 | 200798 SF 6.50| 05/0%/2015 | 05/09/2016 ERROR: Transaction will cause negative balance in bucket 2. Mot allowe

90 | 200798 SF 6.50| 05/10/2016 | 05/10/2016 ERROR: Transaction will cause negative balance in bucket 2. Mot allowe

90 | 900798 SF 6.50| 05/11/2016 | 05/11/2016 ERROR: Transaction will cause negative balance in bucket 2. Mot allowe

90| 901743 PN 6.00| 05/03/2016 | 05/03/2016 Verified

| [FESEIEESASREnEaN 5/19/2016 [315PH

As soon as the verification phase ends, a pop-up window will display. Click the Yes button. Even if you
have “bad” records, you still have a chance to reject them later on. For ease of editing, this Status listing
above can be downloaded to Excel and used as a reference when making corrections.

%

| Errors occured during validation, do you want to allow posting?

Mo
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To download to Excel, click the Grid Import icon, shown below:

File  Option

3

SIERIR,
|

A Grid Output window then displays. Click on the “non-sunny” Excel icon.

EE Grid Qutput

File  Options

@ = bl ()] 21|

Dl | Employes R | L Start Date End Diate Femarks
90 900003 JD 9.00(04,/27/2016 04/27/2016
90 900017 | PM 7.00{ 05/06/2016 05/06/2016
90 901963| BE B.50( 04/28/2016 04/28/20E
30 901963| BE £.50( 04/23/2016 04/29/2016
30 300915| 55 3.00(04/26/2016 04/26/2016
90 300915 VA 8.50( 04/28/2016 04/28/2016
90 905445 VA 9.00{05/04/2016 05/04/2016
90 900739| 55 9.00{04,/29/2016 04/29/2016
90 900829| AL 9.00{ 04,27 /2016 04/27/2016
90 907480| AL 9.00{05M11/2016 05/11/2016
90 90748155 7.00[ 04,/26/2016 04/26/2016
90 904738| 5D B.00{ 05/06/2016 05/06/2016
30 900738| 5F £.50( 05/09/2016 05/09/2016
30 900738| 5F B.50(05/M10/2016 05M10/2016
a0 300738| 5F B.50({05M11/2016 05112016
90 901743| PM B.00{ 05/03/2016 05/03/2016
90 902078| 55 7.00[nd/28/2016 04/28/2016
90 904688| 5F 9.00{04/28/2016 04/28/2016
90 90234455 B.00{ 05/06/2016 05/06/2016
90 902362| BE 9.00{ 05/09/2016 05/09/2016

The Settings window then displays. Click the continue button.

fctings

| [~ Print Grid Lines

Tab

Orientation
* Portrait
" Landzcape

Drelirniiter

Colurinz to Exclude

ol
Employes
RC

rits
Start Date
End Date
Remarks

Select &1 |

=

Clear 21l |

Cance
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The Excel spreadsheet then displays.

Xid9- |= out
Home Insert Page Layout Formulas Data Review View Acrobat
= cut Calibri 11 v A A = =4 Wrap Text General - *:“ ﬁi—'l Normal Bad
53 Copy ~ = o
RS romatramer| B £ B H S A E e | Eueneacmer- | $ - % o |28 8) oo ot | KN ooy -
Clipboard . Font ignment ] Number 1
AL - & D
A B © D E F G H 1 J K L M N o P a
1Dl EmployeeRC Units Start Date End Date Remarks Position Category Status
2 90 900003 JD 9 4/27/2016 4/27/2016 Verified
3 90 900017 PN 7 5/6/2016 5/6/2016 ERROR: Transaction will cause negative balance in bucket 4. Notallowed
4 90 901963 BE 6.5 4/28/2016 4/28/2016 Verified
3 90 901963 BE 6.5 4/29/2016 4/29/2016 Verified
6 90 900915 S5 3 4/26/2016 4/26/2016 Verified
7 90 900915 VA 8.5 4/28/2016 4/28/2016 Verified
8 90 905445 VA 9 5/4/2016 5/4/2016 WARNING: Absence already on file for dates entered
9 90 900739 S5 9 4/29/2016 4/29/2016 Verified
10 90 900829 AL 9 4/27/2016 4/27/2016 WARNING: Absence already on file for dates entered
11 90 901480 AL 9 5/11/2016 5/11/2016 WARNING: Units not reasonable for dates entered
12 90 901481 55 7 4/26/2016 4/26/2016 ERROR: Transaction will cause negative balance in bucket 2. Not allowed
13 90 904738 SD 6 5/6/2016 5/6/2016 Verified
14 90 900798 SF 6.5 5/9/2016 5/9/2016 ERROR: Transaction will cause negative balance in bucket 2. Not allowed
15 90 900798 SF 6.5 5/10/2016 5/10/2016 ERROR: Transaction will cause negative balance in bucket 2. Not allowed
16 90 900798 SF 6.5 5/11/2016 5/11/2016 ERROR: Transaction will cause negative balance in bucket 2. Not allowed
17 90 901743 PN 6 5/3/2016 5/3/2016 Verified
18 90 902078 S5 7 4/28/2016 4/28/2016 Verified
19 90 904688 SF 9 4/28/2016 4/28/2016 Verified
20 90 902344 55 6 5/6/2016 5/6/2016 ERROR: Transaction will cause negative balance in bucket 2. Notallowed
21 90 902362 BE 9 5/9/2016 5/9/2016 Verified
22
23

Make the changes to employees as necessary, and then repeat Step 02 (which starts on page 4). Save
your changes as a csv file. If all goes well, you will only have Verified as the status code for all the records
after the Verification phase ends. Only at this point, should you click the Save icon, which is now active.

File_Option

2] EpicIR Sl

DI |Employee |RC|Units Start Date |End Date Remarks Position |Category |Status
»| 50| 200003 ) 9.00| 04/27/2015 | 04/27/2016 Verified
90 (901963 BE 6.50| 04/28/2016 04282016 Verified
90 (901963 BE 6.50| 04/29/2016 04292016 Verified
90 (900739 55 9.00| 04292016 04292016 Verified
90| 904738 5D 6.00| 05/06/2016 | 05/06/2016 Verified
90901749 PN 6.00| 05/03/2016 | 05/03/2016 Verified
90{ 302078 55 7.00| 04/28/20156 | 04/28/2016 Verified
90 | 904685 SF 9.00| 04/28/2016 | 04/23/2016 Verified
90 (902362 BE 9.00| 05/09/2016 05/09/2016 Verified
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When the save icon is selected, you will be presented with the Record Update window. Because all

records are verified, select the Verified button in the Record Update window to complete the import

process.

" e —
" Werified and W arningz |

YWhich records would wou like to update?

The import window then displays the “Posted” message for your successfully uploaded records:

¢ HR Absence Tracking

File Option

EIERCIE =R

Save Successful.

DI |Employee |RC|Units Start Date |End Date Remarks Position |Category | Status
¥ | 90 (900003 1o 9.00| 04272016 | 04/27/2016 Posted
90 (901953 BE 6.50| 04/28/2016 04/28/2016 Posted
90 (201953 BE 6.50| 04/29/2016 04/29/2016 Posted
90 (900739 55 9.00| D4/29/2016 04/29/2016 Posted
90 (904733 5D 6.00| 05/06/2016 05/06/2016 Posted
90 (901749 PN 6.00| 05/03/2016 05/03/2016 Posted
90202078 S5 7.00| 04/28/2016 | 04/28/2015 Posted
90 [ 904683 SF 9.00| 04282016 04/28/2016 Posted
90902362 EE 9,00 05/09/2016 | 05/09/2016 Posted

12 |Page



