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Aesop/Kiosk Integration Overview

Overview of Aesop/Kiosk Integration Process

1.

If district contacts their ITC to begin the integration process, the ITC will ask the district to
contact Aesop to begin the integration process. The ITC can share talking points with the
district but the initial process must begin with Aesop.

Talking Points:

e Employees can create absences through the Kiosk web, Aesop web, or Aesop phone
giving the employee a comprehensive entry offering.

e Transfer leave data and sub time worked directly to USPS in one process, rather than
from multiple sources.

e Seamlessly transfer all demographic data from Kiosk to Aesop, eliminating double entry.

o Eliminating the double entry requirement, this is dependent on an employee to accurately
enter requests in both software packages.

Aesop will work with the district to configure the Aesop functionality and have the district
complete the Web Services Integration Agreement, which allows data to be transferred
between the two software packages.

Once configuration is complete for Aesop, Aesop will contact NCOCC with the district template

configuration information.
NCOCC will configure templates within Kiosk for District and run initial sync.

The ITC that services the district will work with that district to help them with updating the
Aesop information that was not matched in Kiosk. Once the information is updated in Aesop
they will assist district in running the sync process again to determine what information still
needs to be updated.
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Initial Configuration

Once Aesop has the configuration completed a list of template ID numbers, district Org ID and
API Key will be sent to NCOCC. The template
numbers, Org ID and API Key will need to be

AESOP Configuration for District IRN: 50278

entered into the Aesop Configuration screen.

NOTE: NCOCC will complete the template
information in the Aesop Configuration screen
within Kiosk for each district that wants to
integrate Aesop and Kiosk.

NOTE: A request for a Leave Type that is not selected will be sent to Aesop upon “Final Approval™,

In Kiosk:
1. Click on District Administrator
. . N . S District Administrator
Click on Configure District Options * '
}-’-'-" Configure District Options
oy Update/Thelete District Llsers
3. Under Aesop Integration click Configure Aesop Integration
4. Template information will already
AESOP Integration
be updated
Configure AESOP Integration
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5. Click Synchronize Template Settings Now

AESOP Template Synchronization
Click the button below to run the Aesop Template Synchronization,

This process will synchronize the Absence Reason, Employee and School Building information between the Kiosk and Aesop.

The results are visible in the Mappings section on this page.

Last Template Settings Sync' completed on

6. All Matches and Non-Matches will be displayed in the Mappings section.
Mappings
Synchronize Now Abgence Reszons  Total: 11 Matched: 4 e
Syrchronize Now Employess  Total: 184 Matched: 182 Wiew Active Employess not Sync'd
Synchronize Maw School Bulldings  Total: 6 Matched: & iew

Use Selections below to Filter Results:

Matched

Beive In Az
Al
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Updating Absence Reasons

Absence reasons must match between Aesop and Kiosk. Which means there can only be one

absence type in Aesop assigned to one absence reason in Kiosk. For Absence Reasons that
have Sub Categories we work with the district to configure Kiosk and Aesop with the correct

two-letter code used in USPS.

For non-matches in the absence reasons a district staff person with access will need to log into

Aesop and Update Leave Types.

AESQOP Absence Reason w/ Sub Category

Active
{Public]

Matched Aesop

Yes

Yes

Yes

Yes

Downicad CSV
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In

Yes.

Yes

Yes

Yes

Yes

Yes:

Aesop
Absence
Aesop Reason
Description Id
{Leawve {Absence
Type} Code}

Fresent
but Mead
Sub

BR

Aesop
Abszence
Reason
Dbkey

92032

32816

30779

30730

307a2

Kiosk
Status

MN/A

MAA

/A

Enabled

Enabled

Enabled

Enabled

Actual f
Possible
Kiosk
Absence
Code

A

M

Kiosk
Description
[Leave
Type)

e

Jury Duty

Personal
Lesvs

Absence
Reason
1d2
[Sub
Category}

WGosk
Sub
Category
Status

MN/A

N/A

N/A

Kiosk
Sub
Category
Description Im

45112

45112
45112

45112

45112

45112
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In Aesop:

. Click on Reference Data
Click on Absence Reason

. Click Save

Absence Reasons

NOTE: If you already have Absence Reason Balances entered into Aesop - be very cautious making changes to these
Absence Reasons or restructuring any Buckets (groups). We suggest contacting Aesop Client Services first!

+ Add Absence Reason + Add Absence Reason Bucket

Name Personal Leave

Jury Duty

MName *
Personal Leave

Personal Leave

External ID

PL

Phone Menu#

3

Time Usage

Minimum Duration

Settings

¥ public to Employee

! Enforce Notes to Administratar

9/20/19

Click on Absence Reason name to Edit
Change External ID to be the correct 2-letter absence code from USPS/Kiosk

Absence Management
NAVIGATION
£ Web Navigator >

saa  Master Data >

Absences >

Reference Data >

6 seumy >
ol Reports >
> Extract/ Import >
%:C}} Settings >

Balance Year Start

Madison Local School District

Employee Typss
Absence Reason
Vacancy Reason
Skills

Budget Codes
Pay Codes
Accounting Codes
Distribution Lists
Ethnicity

Substitute Cancellation Reasons

July 1st
Cancel Save
Edit Language Definitions School *
Madison Local Schooi District | Schools -
External ID 2 Data Analysis Category *
Personal Time Off b
Employee Types
Employee Types Al
Al
Hours Minimum Balance Hours

Enforce Balai

¥l Needs Approval

=) Hold Until Approved

Page 7 of 24



If the leave type in Kiosk has a sub category you need to enter the 2-digit value from Kiosk into

the External ID 2 field.

Absence Reasons

NOTE: If you already have Absence Reason Balances entered into Aesop - be very cautious making changes to these
Absence Reasons or restructuring any Buckets (groups). We suggest contacting Aesop Client Services first!

4+ Add Absence Reason + Add Absence Reason Bucket

Name

Funeral Leave
Personal Restricted
Personal Unrestrict
Prof Comp Time
Prof Field Trip
Prof In District
Prof Mentoring
Prof Other Leave
Prof Out of District
Prof Union Leave
Sick Leave

Unpaid Leave

Vacation

Prof Field Trip

Name *

Prof Field Trip

External ID

PR

Phone Menu#

6

Time Usage

&) Minimum Duration

Settings

¥ Public to Employee

¥ Enforce Notes to Administrator

Edit Language Definitions Schogl *

Esrernal ID 2

ET

Hours

21 Enforce Balances

2 Hold Until Approved

Cardinal Local School District

Data Analysis Category =

Professional Development

Cancel Save

All >,

If an absence type is set to not public in Aesop when a leave request is done in Kiosk for that

absence reason the request will not be sent to Aesop.

Whatever absences types that you see for the Aesop web interface is available for calling

functionality also.

9/20/19
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Staff Clean Up

District staff will want to run an employee list to ensure that USPS and Kiosk employee data is
accurate and matches. Only active employees should be in Kiosk. Employees that are no longer
active can be deleted from Kiosk.

Click on District Administrators B,  District Administrator
Click Update/Delete Users
Locate employee

Click delete

&2 Confiqure District Options

o2} Update/Delete Dictrict Llsers

P wNPR

Update User Role{s) / Delete User

Canc Delete
John HS Teacher /

hsteachT@ncocckl1Zon.us
08/03/2019

Deleting the employee from Kiosk will take away that employee’s access to see previous pay
slips and W2s.

If a district is currently using Aesop the district staff will also need to run an employee list from
Aesop to verify that only active employees are listed.

NOTE: The phone number that the employee will be using to access the call functionality of
Aesop needs to be entered into the phone number field into USPS. When the initial load of staff
is done from Kiosk to Aesop that information is passed to Aesop. If the phone number field is
blank in USPS it will be blank in Kiosk, which will result in the not being able to enter leave
requests.

When the Enable Aesop Integration is set to Yes, when a user is deleted in Kiosk they will
automatically be de-activated in Aesop. When a deleted employee is activated again in Kiosk
they will automatically be made active in Aesop.
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In Kiosk click on View on the Employee row to see employee matches/non-matches.

Mappings

Synchronize MNow
Synchronize Now
Symchronize Now
Use Selections below to Filter Results:

Matched

Al

Abzence Regsons

Employess

Sdhool Buildings

Total: 11 Matched: 4
Total: 184 Matched: 182
Total: 6 Matched: 6

iew

Yiew

Active In Aesop

Data in green is a match, data in red is not a match.

AESOP Employees

Actve
wstched n
S hewp i me
e e Cock Anniz auR0C0100 om A
e e ook & aUR000T00 Qv
- Yer
- v
- e
- e
Ve Ver Smooion | -
Ve Ve Drver A amoi - o NA

Active Employess not Sync'd

i n
Agsop
Employee o
Esop Schoot Position Har Hatt
Employee Extemal Schoot Day Day
mmmmm @ "N Kiosk Username Aesop Ema KGoskPhone  Assop Phone ime Break a2 Time
Bloomfield Eementary (Aide) 202 02922 SSSSESSESS  SSSSSESs -
Bloomfield Bementary School 2923 02922 SSESESSSS  SSSSSSESES -
089 o0s069
06 o0so6s
1 o009t
06 o0s06s
000 o0a0es 120555880 1205550899 -
a0 o0anen T T -

USPS will be the source for data for Kiosk and Aesop. Any changes to phone or email addresses

need to be made within USPS. Kiosk will be updated with those changes when the employee logs

into Kiosk or the Load Positions for All Registered Users has been clicked on the district

configuration screen. Any Aesop data that is not correct will need to be changed in Aesop.

The USPS employee ID must be the Aesop Employee ID. If the ID does not match the employee

will not sync.

To isolate the data that needs to be cleaned up you have Filter options of phone, email and

building information.

For non-matches in the
employees’ information, a
district staff person with
access will need to log into
Aesop and update
incorrect information.
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Mappings

Synchtonize Now
Synchronize Now
Synchitonize Now

Use Selections below to Filter Results:

Al

Absence Reazone Total: 17

Empioyze:  Total: 22

School Buildings  Total: 7

Al

Matched: 16

View
Matched: 22 View Active Empioyess not Smcd
Matched: 6 View

Ny Sche
A
™ Search
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In Aesop:

1. Click on Master Data

2. Click on Employee
3. Click on General

Information

Absence Management

NAVIGATION

Organizati

on Information

(7 Web Navigator b
= School
sia Master Data > employes
WVacancy Profile
Absences >
Substitute
Reference Data >
Security »
[||:||:| Reports »
Extract / Import >
Settings >

Cardinal Local School District

3 Add

5 General Infermatien
) Address

> Permission

H Skills

Absence History

Breferred Substitutes
Qualifiad Substitutes
Communications to Employee
Absence Reasons
Absence/Vacancy Files
Change Log

Login Histary

Search for

CREATE ABSENCE CREATE WVACANCY

<

DAILY REPORT SCHOOL

[

ABSENCE MODIFY

BST

Employee by

[ General Information ]’ Permission T Configuration Settings I Absence Reasons I Preferred Substitutu]’ Repcrrts]

last name or
clickon a
letter of the
alphabet.

Click on the
employee’s name
to view their
information.

9/20/19

Add Employee @)

Add Emplovee &

Search:||

Select an Employee

e

Search by Last Name or Phone or email or Identifier

Please choose the letter corresponding with
the name of the employee:

AB.C D.EFEGH.IL] KLMNOPRS TUWY.Z

Select an Employee

Search: ||

Search by Last Name or Phone or email or Identifier

Employee School Identifier Emai
Cook, Annie Hs Elementary School BUR000100 aesop.hscook@ncoce.ki2.0h.us
Cook. Jane Ms Buchanan Elementary School TURD00100 aesop.mscook@ncoce.k12.0h.us
Custodian, Larry Ms Buchanan Elementary School KEL000100 aesop.mscustodian @ncocc.k12.0h.us
Director, Andy Transporta dams Elementary School ASH000100 aesop transdir@ncocc k12.0h.us
Director, Pamela Fs Buchanan Elementary School SIM000100 aesop.fsdirector@ncocc.k12.0h.us
Driver, Annie Bus Buchanan Elementary School GIB000100 aesop.busdriveri@ncocc.ki2.0h.us
Driver, Bea Bus Adams Elementary School HOROD0100 aesop.busdriverz@ncoce.k12.0h.us
Payroll, Grace C Cherokee Elementary School HED000100 aesop.pavroll@ncocc.k12.0h.us
principal, Dale Ms Buchanan Elementary School ROGOD0100 aesop occ.k12.oh.u:
Principal, Marcia Es Adams Elementary School ABL000100 aesop.esprin@ncocc.k12.0h.us
Principal. Martha Hs Elementary School SMI000100 aesop. occ.k12.0h.u:
Secretary, Debbie Superinten Cherokee Elementary School WARD00100 aesop.suptsec@ncoce.kl12.0h.us
Secretary, Mary Ms Buchanan Elementary Schoel CHA000100 aesop.mssec@ncocc.ki2.oh.us
Secretary, Penney Hs Elementary School NIX000100 aesop hssec@ncocc k12 .oh.u
Secretary, Samantha Es Adams Elementary School DOW000100 aesop.essec@ncocc.kl12.0h.us
Adam K Cherokee Elementary School YOU000100 aesop.supt@ncocc.k12. oh.u
Supervisor, Michael M Elementary School WHI000100 D occ.k12.0h.us
Teacher, David Ms Buchanan Elementary School DAV000100 aesop.msteachl@ncocc ki2.oh.us
Teacher, Ginger Ms Buchanan Elementary School COL000100 aesop msteach2@ncocc k12 oh.us
Teacher, John Hs Elementary School FOS000100 aesop.hsteachl@ncocc.k12.0h.u:
Teacher, Kathleen Hs Elementary {Aide] SCH000100 aesop.hsteach?2@ncocc.k12.0h.us
Buchanan Elementary {Bus Driver) SCH000100 aesop.hsteach2@ncocc.k12.0h.us
Treasurer, Kevin Cherokee Elementary School MARO00100 aesop.treasurer@ncocc.ki2.oh.us
Treasurer, Mandy Assistant Cherokee Elementary School KEN000100 aesop asstireas@ncocc.ki2. oh.us
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6. Click on Edit to modify information

] MR [y A e

CREATE ABSENCE  CREATE WACANCY ABSENCE MODIFY DAILY REPORT SCHOOL FIND EMFLOYEE FIND SUBSTITUTE

[ General Information T i T Fi Settings Tm:seme REasun;T Preferred SuhstltutEsT Absence Approvers T Reports W

Emplayes Geners! | Address

Select Another Emplovee | Create an Absence | Add Employee ®)] Send Letter/Email
Make this Emplovee a Substitute

Employee: Teacher, John
General Information
Last Update: 1/20/2015 2:19:19 PM

Remove | Edit
Fields marked witl

First Name Middle Name Last Name
*\John Hs *Teacher
Identifier Employee Types
*FOS000100 *INew to HR KIOSK
Title E-Mail

High School Teacher aesop.hsteach1@ncocc.k12.0h.us
School(s)

Active

Substitute Report Times L]

7. Click Apply Changes

Gender
Room
v
Main Office
Start Date End Date Birth Date
Login Information
Alternate Login 1D

Phone (login id) Pin (8.9,11-20 characters)
* 7404562222 *17653 Change Pin
Absence Times @
Absence Start Time Absence Half Day Break (1st Half End/2nd Half Start) Absence End Time sence Hours Per Day

Override

Important to note that if an employee id changes in USPS it will not only affect Kiosk but will

affect Aesop and cause the employee not to be able to login to Kiosk or pass leave requests to

and from Aesop.

Mappings
Any employees that were
. Toni; e s Total: 17 Matched: 16
not loaded automatically
Synchrorize how fmployse:  Totali22  Matched: 22

into Aesop can be view by

uildings  Total: 7 Matched: 6

Clicking on the ACtive Use Selections below to Filter Results:
Employees not Sync’d.

Email Phone

Al A

Active Employess not Syncd

This will give you a list of employees that can be verified and corrected either in Kiosk or Aesop.

9/20/19
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Clicking the the employee ID next to an
employee will display the data that is being
synced between Aesop and Kiosk. This will
allow you to see which data is missing like a
phone number or supervisor ID.

Employees Active in Kiosk not Sync'd Detail

Employee Last First Middle
[ Mame Mame Mame Emiail
EVADDO100 Custodian James = aesop.escustodianEncoock]Zohus

AESOP Configuration Reports

Employees Active in Kiosk not Sync'd

Empioyee D | Last

231£303335

Fhone Fosition Count  Aesop Count  Building Coun

Job
Ho

School Building Clean Up

Building
IRN

Supervisor
D

WHIDDD00

Buildings are matched between Aesop and Kiosk based on the building IRN. Some districts like

to use Bus Garage, Transportation, and
Maintenance in Aesop. These are more
of a position type instead of a building
but they can still be used in Aesop. The
building would need to be assigned to a
building IRN. For example,
transportation would be assigned the
district IRN in Aesop so it matches
Kiosk. This is part of the configuration
process done by Aesop and NCOCC.

9/20/19

AESOP School Buildings

Bloamield
Elementary
School
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Additional Configuration Options

Configure Users to Sync to Aesop

For those who have staff that will not be needing substitute replacement, districts have the
option to decide which staff need to be synced with Kiosk and Aesop.

1. Clle on COnﬁgu re AESOP Configuration for District IRN: 1005
Users to Sync to —ip
Aeso p. USPETOSIUEISA0T0 ldzzs
167 z.éazss
(e e = e
166013 i i 166074
660 'l‘;EZ &

2. The first list will display staff who are currently not syncing and need to be synced with

Aesop. Click on the checkbox next to the staff person’s name and click Set Selected
Users to Sync.

Select User(s) to Sync to AESOP

: !| Go  Action:

Select All
10 Sync

Last Name First Name Employee ID Username Phane Job
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3. The second list will display staff who are currently syncing. If the district has staff that
they no longer need to have synced with Aesop they can click the red X next to the
employee’s name under the Select User to Desync from Aesop. This will allow the
employee to create leave requests in Kiosk but the leave request will not flow to Aesop.

Select User to Desync from AESOP

200

Select Employee  Last Name T Building RN Appointment Type

% | [ | | % | 2 |

w0 [ | | % |2 x| X

4. When you click on the red X you will receive the confirmation that this employee will no
longer be sync’d.

When the employee logs into Kiosk they will see the message that they are not integrated with
Aesop.

Aesop Integration Y
Aesop Submit Enabled Your Employee 1D is not configured with AESOP

If you select a staff person to sync or they are de-sync’d, Kiosk will be updated immediately. The
process will try to update Aesop too, but if there is an issue and it fails to update Aesop the nightly
job that runs will try to update the employee again.

New Employees Who Use Aesop for Sub Placement

When a district hires a new employee and that employee will be using Aesop for sub
replacement the district will need to enter the employee in USPS making sure the employee has
an email address, phone number, active job, supervisor assigned on the active job and assigned
to a building IRN.
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Once all information has been entered into USPS the district can register the employee in Kiosk.
Once the employee is registered in Kiosk, the district can follow the steps to Configure Users to
Sync with Aesop to have the employee’s leave requests flow back and forth between Kiosk and
Aesop. When the employee is selected to synced with Aesop, the employee will be sent to
Aesop with an Employee Type of New to HR Kiosk. The district can go to the Aesop side and
update the employee type and make sure additional information is setup correctly for the
employee.

The New to HR Kiosk employee type must remain as a valid employee type on the Aesop side or
new staff will not sync correctly.

Substitute Assignments by Appointment Type

All leave requests will flow from Kiosk to Aesop but a district can configure Kiosk so that Aesop
will find replacements based on Appointment Type. If a district chooses to have Aesop find
replacements for just Certificated staff, they can check the box and then any leave request
created by a Certificated staff will be sent to Aesop that a replacement is needed. If a district
wants to still use the Sub Coordinator functionality within Kiosk for their Classified staff if they
uncheck the box leave requests will still flow to Aesop but no replacement will be found.

Aezop to handle Substitute Assignment for Appointment Type?
Certificated
Classified

Determining when Leave Requests will be sent to Aesop

Once everything is verified for staff and sync is working correctly the district can configure how
often leave requests are sent and received from Kiosk to Aesop.

All leave requests will flow from Kiosk to Aesop but a district can configure at what point the
leave request will flow to Aesop. If a district puts a check in the box next to the leave type any
leave requests done for that leave type will be sent when the employee clicks on the submit
when creating the leave request. If you do not check the box next to the leave requests any
leave requests done for that leave type will be sent to Aesop on final approval.
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&l Leave Requests for the selected Leave Type(s) will be sent to Assop when INITIATED.
Dock

Jury Duty

Personal Leave

Professicnal

Sick Leawe

Vacation Leave

NOTE: A request for a Leave Type that is not selected will be sent to Aesop upon “Final Approval™.
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Go Live With Integration Reminders

Before going live with the integration review the final topics below with your district.

e Aesop and Kiosk must match with employee phone numbers, email addresses, and building
IRNs. If Aesop has the most current information, then USPS must be updated with the current
information. Once USPS is updated then Kiosk will be updated as well. For the integration
process to work correctly they need to match because Aesop uses the phone number as the
employee pin so USPS/Kiosk needs to have that same number to match on to verify the correct
employee.

e USPS will be the source for data for Kiosk and Aesop. Any changes to phone or email addresses
need to be made within USPS and Aesop. Kiosk will be updated with those when the employee
logs into Kiosk.

e When adding a new staff, you will want to create them in USPS. Verify that the employee has
building IRN, email address, phone number supervisor id and active job in USPS. Once this has
been verified the employee can be registered in Kiosk. Once added in Kiosk, a nightly job will
run and the staff information will be sent to Aesop with an employee type of New to HR Kiosk.
The district will need to go into Aesop to update the employee type information.

e Districts will want to verify that they have breaks added in Aesop for their staff.

e Districts can select when leave requests will be sent to Aesop when the request is created in
Kiosk. Leave requests can be sent to Aesop at the time the request is initiated or upon final
approval of the request.

e Aleave request done in Kiosk needs to be done for one leave type; you cannot select multiple
leave types on a request. When entering a leave request in Aesop an employee must only select

one leave type at a time. This will allow for the information to be sent correctly to Kiosk.

e [f you have secured a sub and do not need Aesop to contact a substitute for a leave request,
when creating the leave request in Kiosk uncheck the Sub Needed box.

e Districts can determine how often Kiosk checks Aesop for new leave requests. The minimum
amount is every 5 minutes.

e Once the integration is live leave approval will only be done within Kiosk. The approval process
will be turned off in Aesop.
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e When a district has a calamity day, they can close the day in Aesop. Aesop will ask for
confirmation that requests for that day need to be cancelled. Once it is confirmed to cancel
requests those requests will be cancelled in Kiosk.

e Districts need to be careful when creating closed days on their Aesop calendar. They will want
to close the days based on employee leave types.

e Staff can update a request in Aesop to cancel one day in a multiple day request. That updated
information will be sent to Kiosk and the request will be updated.

e Cancellations or rejections that are done in Kiosk are sent to Aesop to cancel the substitute once
the request has been approved in Kiosk.

e Any notes that are put into the notes to substitute field on a request within Aesop will be put in
the comments field in the leave request in Kiosk. Notes put into the administrator field in Aesop
are put into the reason field on the leave request in Kiosk.

e Attachments that are added to a leave request in Kiosk will not be sent to Aesop.

o Default start and end times must be set in Aesop. Kiosk will look to Aesop to verify what the
start and end times when a leave request is created. Staff will not be able to edit start and end
times in Kiosk.

e With the integration enabled, staff will no longer can update their sick leave requests in Kiosk
prior to first level approval. Once the leave request is sent to Aesop a confirmation number is
generated and sent to Kiosk. Once the confirmation number is received the request cannot be
updated. The staff member will need to cancel the request in Kiosk and create a new leave
request.

e The maximum number of days on a leave request is 9 days. The Aesop web service can only
transmit a maximum of 9 days on a request.

e Make sure all supervisors have current leave requests approved. Only new requests that are
created after the integration is live will flow to Aesop.
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Turn On Integration

1. Setthe Enable Aesop Integration to Yes

2. Click on Update Integration State

Aesop Absence/Sub Assignments

This will set the interval for how often leave requests are sent from Aesop to Kiosk.

1. Click on the drop-down
arrow to select how
often requests are
sent.

2. Click Schedule
AESOP/Absences/Sub
Assignments Job

AESOP Integration

Incomplete

Austhertication Semtings

Attention Required

AESOP Integration

Once set Kiosk will display the Repeat Interval, Last and Next Run dates. Cancel will cancel

sync of leave requests and the sync can be rescheduled to a different interval.

9/20/19
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AESOP Absences/Sub Assignments - Initiate Synchronization Job

See Hiosk 1o Aezop Errors See dgsop Abszances in Error

Synchronization Job that processes Absences, Leave Cancellations and

Substitute Assignments that are initiated or submitted from within AESOP is
now SCHEDULED.

Repaat Interval: Runs every 5 minutles
Scheduled Date
Last Run Date
Kext Run Date:

89/28/2019 61:31:8& PM

See Abzences/Sub Azzignmeants Job detaliz Cancal AESOR Abzences/Sub Assignmant: lob

The See Absences/Sub Assignments Job Details shows a list of dates and times the sync
was run and if there were any errors.

AESOP Configuration Reports

e i ization Job Details

Aesop Employee Leave Balances AESOR Ergtopes e Rotmes - ite Syiation B8

. . . Synchronization Job that updates Employee Leave Balances to AESOP has NOT
This will set the interval for how often leave balances are  « e

yet been SCHEDULED.

sent from Kiosk to Aesop. R N e
button to SCHEDULE the job for your District.
1. Select Weekly Interval (either Weekly or s e z

Biweekly)

It is helpful to run this job once a week.

Monday

Tuesday
‘Wednesday
Thursday
Friday

Saturday

9/20/19 Page 21 of 24



AESOP Employee Leave Balances - Initiate Synchronization Job

See Emplopes Leave Balances Job Erors

Synchronization Job that updates Employee Leave Balances to AESOF has NOT
2. Select Day of Week yet been SCHEDULED.

Select CRITERIA below and Click the “Schedule AESOP Employee Leave
Balances Job™

button to SCHEDULE the job for your District.

-- Select Weekly Interval -

- Select Weekdy Interval — N
Every Week

Every Ctner Week

AESOP Emplayee Leave Balances - Initiate Synehronization Job

3. Select Start Time

Synchronization Job that updates Employee Leave Balances to AESOP has NOT
yet been SCHEDULED.

Select CRITERIA below and Click the “Schedule AESOP Employee Leave
Balances Job™

button to SCHEDULE the job for your District.
- Select Weekly Interval -

~- Select Day of ¥

4. Click Apply Changes

Once set Kiosk will display the Repeat Interval, Last and Next Run dates. Cancel will cancel
sync of leave balances and allow you to reschedule the sync.

AESOP Employee Leave Balances - Initiate Synchronization Job

See Employze Leave Balances Job Errors
Synchronization Job that updates Employee Leave Balances to AESOP is now
SCHEDULED.

Repeat Interwal: funs every Friday of 18:86 PH
Scheduled Date: 23/28/2019 81:32:45 PM
Last Run Date: &3,/15/261% 81:88:55 4M - Succeeded
Next Run Date: £3/38/2813 16:88:45 PM

See Employes Leave Zalances Job deail: Cancet AESOP Employves Leave Balances Jok

The See Employee Leave Balances Job Details shows a list of dates and times the sync was
run and if there were any errors.

AESOP Configuration Reports

Employes Leave Balances Synchronization Job Details

— Select Status Y il
Requested Actual
Log I Start Date Start Dare Date Logged = Run Durstion Statws  Emor#  Additionslinfo

3608082

38 AM

315734

2602244

2234814
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Aesop Employee - Initiate Synchronization Job

This will set the interval for how often employee job information is sent from Kiosk to Aesop.

1. Set Week'y Inte rval to Eve ry Day AESOP Employee - Initiate Synchronization Job

2 . Se I ect Da y Of Wee k 2:2;[\5[2::;(:;‘:;;0[7 for Employees between the Kiosk and AESOP has NOT yet
3. Select Start Time uton 0 SCHEDULE thefob for yom Dot

4.

Click Schedule AESOP Employee  -ssise-

L THD0 ¥ | [AM

Schedule AESOP Employee Job

The Aesop Employee Integration Sync Job can be used to load staff that is registered in Kiosk but
not loaded into AESOP. When this job runs, it will load the new staff into AESOP as well as any
users that have not been caught by de-activating them in Kiosk.

Once set Kiosk will display the Repeat Interval, Last and Next Run dates. Cancel will cancel
sync of employee job information and allow you to reschedule the sync.

The See Employee Job Details shows a list of dates and times the sync was run and if there were
any errors.

AESOP Employee - Initiate Synchronization Job

Synchronization Job for Employees between the Kiosk and AESOP is now
SCHEDULED.

Repeat Interval: Runs Dally &

Scheduled Date: @5/2@/20819 8
Last Run Date: &
Mext Run Date: &

2819 §1:8

2019 10:33:33 PM

- Succeeded

See Employee job details Cancsl AESOP Employss lob

Employess Synchronization Job Details

et sats [ e |

Requested Actual
LogID Start Date Start Date Date Logged L= Run Duration Status Error#  Additional info
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Troubleshooting
An employee entered a request and when they clicked submit they received a User Defined Error.
The first step in troubleshooting this is to determine what the real error is.

Click on ITC Kiosk Administrator
Click on Create Absence Error Report
Click on the calendar icon to select a date and time for the report. You can only view 1 day at a
time in this log file.
4. Click submit when from and to dates have been entered.

The log will show the date, time username and error.

To find the error look for the username of the employee who is receiving the error. The actual error will
be in the Extra column.

Common things to look for:

Error creating your AESOP request. Employee configured to NOT need substitutes in AESOP. Please
un-check Substitute Needed checkbox and try again. The error is saying the employee has been
flagged on the Aesop side as not needing a sub

How to fix — Login to Aesop and under Master Data > Employee> General Information > Permissions
make sure the employee is marked as either Always requires a Substitute or Can Decide if a Substitute is
Required.

The following absence days in this absence conflict with already existing absence days

How to fix — This error is saying there is already a request in Aesop for this employee for the date(s)
entered. The employee or Aesop administrator needs to cancel the request on the Aesop side and it
needs to be entered again.

*** parameters *** p_request_number: 3663691 p_default_starttime: 08:00 AM p_default_endtime:
04:00 PM p_hoursinworkday: 7.25 p_sub_comments: p_validate_only: N message: Error creating your
AESOP request. Unknown technical error.

How to fix — Verify the start and end times on the request are accurate especially if the request is a half
day request. When an employee puts in a request for a half day it will display in Kiosk what the accurate
times are for a half day according to what has been entered in Aesop. The error above has displayed
when the correct times where not entered.

Also, check the hours in the work day for the employee if the request is a full day request to make sure
total hours match with the hours in the work day from Aesop.
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