Substitute Sign-in Sheet Report

Need a sign in sheet for the substitutes to sign in at the front desk? The “Substitute
Sign-in Report” is an absence report designed for this purpose. Run this report to get
all the information about what substitutes should be coming in and what jobs they are
filling in for. The report contains built-in blank lines for the substitutes to put their
signatures on, and can be used later for reconciliation.

From the Aesop Campus User homepage go to Reports > Substitute > Substitute
Sign-In
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The report can be run for a date range of up to 92 days (if you are running it for just one
employee, up to 121 days).

The report can be filtered by:
Location *Absence Reason Type
*Absence/Vacancy *Employee Type

*Employee Name «Date



Choose correct date and any other desired filters and press Search
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Print report. The report can also be printed with page breaks. Toggle this option by checking the box
next to “Print with page breaks”



