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Entering Time Off Request – Employee Access 

Sub Needed 

 

Sign on to Employee Access  

 

 

 

 

 

 

 

 

 

Click on ‘Time Off’ and then  

‘My Requests’ 

 

 

 

Now click on ‘Add’ to request an absence 
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If you clicked on ‘Sub Needed’ 
in Employee Access and then 
clicked ‘Save’, you will be 
forwarded to the Aesop login 
page 
 
Enter AESOP ID and PIN 
 
Contact the HR department if 
unsure of your AESOP ID and 
PIN 
 
 
 
 

 
 
 
 
 
 
 
 

Enter the Time Off 
Request Information 

Check ‘Sub Needed’ 

Select Employees other than Supervisor that you 
want to alert about your absence via email  

Once you have entered 
all information 

regarding the absence 
request, click ‘Save’ and 

you will then be 
forwarded to the Aesop 
(automated substitute 

finder system) login 
page 
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Enter the Absence Reason type (the same Absence 
Reason as entered in the Time Off request for Employee 
Access) and then click ‘Next’  

Add notes, if needed, and click 
Save or Save & Assign as applicable 

Continue with Aesop process 


