
Aedng XAStt rrL thc
IVR

car 1-mG942-3767.
Enter }!ur tD ard PIN afi,
p.€ss *.
S€l€d ofE of t E blloviirE
n/tarn optixrs:
. PEas I to red an

aGrnce.
. ftess 2 b cfrccr(

€ftt0ernent balances,
. Pr€ss 3 b relriew

rporxng ab6efE.
. PrEss a t0 rCyi{r, a spcofK

ab€rnce.
. Prlss5bra,iewor

drafEe persdtd
infunnafim.

taota; Pr€ss . to 90 back one
fl€nu level at any pdnt.

I l. Oid S.tr.duhd ltr'tc..
on yan. hofne !EqE.

12. Oid( ttle confirrrahoo number
i of the tuhne ab6ence yar

want to modlfy.
3. Od Bf,t llirl.t ad edit

f|e rnformattoo as nc6ary.
(Ed&rd€ fidds &€ deperldent
oo abs€Qce status).

4. Or(t Sava ADaarrcG.

l. Pr€ss 1from Ule ain i,l€nu
and select ooe of th€ followirE
optD.rs:
. Pr€ss I to record an absance

for today.
. Press 2 to record an ab6ence

for toflrorrofl.
. Press 3 to rcco.d an absence

fo. another day within th€
next 30 &Ys.

. PrEs6 a to reco.d arl aD6ence
for tlooday (on Frday or
weelcnd).

2. EnEr ttr ft.Enber of daf6lbr
the abs€nce (up to fir€).

3. EnEr a *aft and end tinE by
foioii.E the M prunp6.

4. S€lcct the reao to. ttle
abcnct.

5. Cmfirm tll€ ab6€{tce d€taih,
5. Save ttE abseflce or Save &

As99n a particrla, g.rbdtUte
by bllorrinq the M promgB.
You wlll recrry€ a cofifinnaooo
number.

iota: Th€ Assgn Sub n ncnon
may nd be availaue fu( your
d*ict.

Changing Your PIt{ via
theM

The IVR automatkally generates a recording of your narne and title. If the IVR records your name or title
inconectly, you can manually re-re@rd them by following ttEse steps:

1. call S|e ryR at 800-942-3767 .

2. Erfier your ID and PIN and Eess *.
3. Press 5 ftom the Main Menu to change your personal infonnation.

4. Press I to recod your name.

5. Press I to save the recording.

i&: If your name or tiAe is ctanged in KASS, reviety your recordings on the IVR for accuGcy.

Call I-855-XELI-Y-38 it you crperience technical difilculttea udng AESOP, or if you have forgottan your ID or PIN.

Thir guida is a cond€ns€d yeEion of the AE9P Emplole G,tde on kellyeducationaltt {fittg.com, intrndcd for quid( reference onlY'

Ler$ttg an AiaGna on
thc lnEntct

llodlfiing rn Atoncc vtr
t,lc lrtafl[t

Rccordin0 an ADasre olt
tl|cM

Rwicwing UCcoring
Abeencas via the IVR

AESOP M Feature
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KHIT rduc ai,onal
rteflrng

l. Gob
wrw.k€lhEdlJcatir|aBamrB.
@n.

2. Oid rag Logln at trE top
o, ttr so€cn.

3. Ener yot, ID ad PIN.
1 Oid geo ln. Yot,. ho,ne

pagp will dsday.

1. PIlss t from tfle itain fi€nu
arld sel€ct onc of the
blolying opbons:
. Pr€ss ,, fur ab6an6

sdrcdded for today.
. PrEss 2 for abGerces

sdl(tril€d for torm.rofi.
. Prcss 3 for ab6e0ces

sdl€d, ed tor fE rErt 30
da)'s'

2. S€l€ct o.E o, tne fu{otirE
opogrs:
. Press I to hear rno.e about

ttE aoseflce (if multiple
dat6).

o Prcss 2 to her fie
infu(matbn aJEin.

. Pr€s6 a to listen !o the rExt
abserEe, f apdizbh.

. PY€ss 5 to retun to the
lilan M€nu.

l Press 5 ftom th€ i,lain Menu.
2. Press 2 to hear your current

PIN.

3. kess . to leave your PIN
unchanq€d, or enter a new
fojr or five dErt PIN and
press t.

4. TtE i/$em rvrlt repeat trE
PIN !o{J entered.
. kess I f the PIN rs

crrecl.
. Press 2 to re€fitef yajr

PIN.

AESOP EMPLOYEE QUrCK-START GUrDE

AESOP Internet Feature
fccdng frrop vtr tto

IttEtrct Cttrrgtul' Yo.r PIX vh
tltc lnbrnat

r. Ssdl dot n to the OlrE
Ataftc! tab on !,our horne
page.

2. Ente. the abseoce info.matbn.
3. OEf CrtaE ltaanc! or

O.rb fb.no! .nd l-gn
9D. You ll recet\e a
confi.rnaoon number.

taota: TIE fssgn sub furction
may not be avatlable for your
dis rct.

1. Orck lc@unt>chrrSc
PIr{ on your home page.

2. Enter your enst ng PIN in
O|e old PI]{ fietd.

3. Enter your rl€ir PIN rn the
ta., Pl rl fietd.

4. Retype yolr oe,ry PtN 
'n 

the
Conft.m taGU Ptlt fietd.

5. Oick Apply to 3ve your
cfErEes.


