
X Cut out and save these quick reference cards:

Kelly Educatlonal Stafiing-

Via the Intemet
. Go to kellyeducationalstaffing. @m
. Click XASS togin atd enter your ID number and PIN in the appropriate fields.*
. This feahire allows you to:

- Record an abserrce - Change your proflle/update personal information

- View your schedule - Obtain assi*ance
Via the Interactive Voice Response System (M)
. Dial 1-800-942-3767 and log ontothe KASS by entering your ID number and PIN.*
. This feature allows you to:

- Record an absence - Review a specific absence

- Review upcoming absences - Review or change your personal information

*Your ID number and PIN have been provided to your school admini$ctor.

Kelly Educatlonal Staffing'

XASS for Employees
. Report an absence via kelveducationalstaffing.com or call 1-

8W942-3767.
. For technical difflculties, or if you forgot your PIN, call 1-866-

KELLY-38 during regular business hours.
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General Information

Call 1-866-KELLY-38 during r€gular business hours if you
experience technical difficulti€s using the automated scheduling system or if you

have forgotten your PIr{.

We look forward to providing you the convenience of KASS.
Please share your feedback with your Kelly Educational Staffing office or KAST Center.

Thank you!

@ 2013 Kelly Services, Inc. 19 06113

X: Need Help?

Contact your Kelly Educauonal Staffing ofrice or KAST Center at 1-866-KELLY-98 to:
. Cancel or modiry an absence.

. Ask questions regarding Kelly Educational Stamng or the use of KASS.



On the Home Page the next option is Notifications. On this button you will see how many
notifications there are to be confirmed. Select Notifications to display the page of notifications.

Notincations will be broken into various categories including: Filled Abs€nces & Unfilled
Absences.

Selecting the confirmation number link will display the
absence details page.E92ll3E9 0712712012 S0bsrt re

assign€d

E

..::,..:
rrny Smih

Notlficatlon

Flllad AbSencaa

Ereana
Scot

On the Home Page the last option is Web Alerts. On this
button you will see how many Web Alerb are posted.

Select Web Alerts to display the page of Web Alerts.

lionx : w.ko.rl. Io A,l4. J.m

Please note tlrat ow otices wll be
closed on Monday, September 3rd tor
fle Labor Day lphday.

welcome to the Kelly
Automated scheduling system
(KAss)!

Is it an app? No, it is not a mobile app. It is a mobile-optimized website. That means
you can access it from your internet browser, and you don't need to download anything
ftom the Apple or Google Play store. Any customer with a mobile-optimized device
(smartphone, iPad, tablet, etc.) can get to it.
Is the mobile site the same as the full site? Not completely. The mobile site
includes critical features, including creating absences, viewing your schedule, viewing
absence reason balances, and viewing notiflcations.
Holv do I get to it? You 90 to mkelly.aesoponline.com in the browser on your mobile
device. Do not put www before the URL. You do not need to download anything and it
doesn't live as an app on your device's home screen.
Can substitutes use it? Currently, Aesop Mobile is only for Administrator Users and
Employees. Aesop Mobile for subs is coming in the future.
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Ui Notificauons
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W: Frequently Asked Questions (FAQ)



S.vg t Iriion

A prearranged substitute can be assigned at the end of the absence creation process or from the
absence details page.

At the end of the abs€nce creation process, select the option to Save & Assign.

From the absence details page, select
Assign Sub from the Actions Menu -
touch Go to b€ taken to the assign page

On the Assign Sub page, you can search for a
sub by last name or select the green Assign
button next to the name of the substitute you
have spoken with. Only substitutes that are
available and qualified to fill the absence will
appear on the list.

Not€: By saving a substitute on an
assignment, you confirm that you have
ah€ady contacted and confimed with
them tfiat they are available and can
work the assignment prior to assigning
them in KASS ]t{obile Web.

Once the sub has been selected, a pop up
confirmation will appear to confirm that you
want to assign the selected substitute. Select
Assign to confirm or select Cancel if it is the
wrong substitute or you have changed your mind.

After assigning the sub you will receive a
notificauon on your device that the assignment was
saved successfully. Select Ok.

OR
View Absence - Confirmation f

Go

Emplorn
Assrgn Sub

lpproEl
Js ne Nol Applicable

Actons: Please select

H6rry_ _

@rcron sub - contimation , E:)m1?43

l{ame

Kevin Addrson

Oolte Baker

AbigarlBenner

Anna Dalis

F3re 1 ,,ltr >

@
@

Search By Last

Are you sure you want to assign Xevan
Addison to *le Absence 89251743?

AssrIt cancgl
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T: a Substitute
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Selecting Create an Abs€nce will display the absence creation page. At the top ofthe page
your name and site will be listed. (If you are an itinerant teacher you will have the option to
select the location in a drop down menu below the absence date.)

Step 1i Enter the Absence Date by selecting the
calendar icon to choose the date or the
forward/back arrow to move forward or
back a day.

Note: Only one day assignments can
be created using XASS Mobile web.

step 2: Choose the Absence Reason by
selecting the menu arrow to see the full
last of Absence Reasons available.

Step 3: If Substitute Requirement is optional -
select if a sub is needed under
Substitute Required. Cl-his section will
not display if your substitute requirement
is set to Sub Needed or No Sub Needed.)

Step 4r Select the Abs€nc€ Type - if selecting
Custom, select the time boxes to dEnge
the times.

Step 5: Enter Not€s on the absence (if needed)
by selecting the More anow. This will
expand the screen to display the Notes
area. Select the Notes box to open your
mobile device's keyboard and tyPe in the
notes.

After saving the absence, a new page will display
showing the absence details and the associated
conflrmation number.

Create a'l Abs€ncc :

Jane S.vvye. / Oxford Elem

712712012

lrom To

Sava t AaJCn

Enended Sick Letle

llore r7Notes

School

E

Absenae

L

CtEose yo(I absence reason

<>1*,!l
30.

Srast&ro Mlkod
liiiII

Absence oato

view Ahrenco - Confirmttion *
892617{3

Ordod Ele,tl Full Day 8:00 Alt 3:30 Pli
nrasr E{ended Sld Lea€

lt6ev

EmDloyee Sldur ApDrs\rd

IIl.

S!b3tilute

ocsllon Shin slait Erd

Fdl Daywedn6d.y,8r120l2

iloles

AJny Smith

Noles NotAgDlicable

Filled t{olApplicableJane Sawyet
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Si Create an Abserrce

Step 5: Save the absence by selecting the Save
button. (You may have the permission to
Save the absence & Assign a preananged
sub. If so, the next section will cover
assigning a substatute to your absence.)

Sooai Siudies

Logod



Upcomlng Absences

09/102012 8923{884 PersonalOay 1 00

07]Y2012 892t1364 Proh$loaal 2.00
Day

07/2712012 895'1359 llo€s 1 00

Stlrt Dtta coillrm t Raraon D!y!

t@
l@
@

Selecting Upcoming Absences displays a page showing absences from the past 7 days through

To view a specific absence in more detail, select the
Details button.

The details page will display the absence details,
including the status of the absence & the name of the
sub. If there are notes for the absence, they will be
visible at the bottom of the page.

Abence Ealane Tracking is an optional I(ASS FeaturE This functionality may not be
availa e for your school disbicl

Selecting Absence Balances displays a page
showing your balances for absence reasons being
kacked in KASS by your district.

If this feature is not being used, a message will
display when selecting Absence Balances: "No
Absence Reason Balances Found".

To see more details for a specific reason, select the More option. This will display Initial
Balance, 'lime Used, & Pending Absences.

Vlew Ab$nce , Conflrm.tlon I
61125r359

Jane Sawler Filled NolApplicable

FullOa! 8:00AIl 3:30PM

R€Mr llln€Bs

Loao v

Iille

bdtrr.

,aa

Orord El.m

Noles l.lol Appliaable

@

SocialStudres

Am, Smitl

Absence Reason Balance

Your Ab!€nca Realon Brlancet are d
follow!:

l!&nca itlatar!
Balaocc

OJronl Balanae 2 Oays

Lo{ev
Sid( Lede (cdegtr,
ldanctl

Curenl
Ealance

Absence Reason Balance

llo Absence Reason Balan.es Founct

Ab3ence Reason

Curent Balance 2 Days

Llore.a,
Time Used Pendirg Absences

0 Days 0 Oays

Personal Leare

lnltalEalance
2 Oays
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Q: Upcomirlg Assignments

the next 90 days.

Initial Balance - The allowed number of
days or hours that the district has given you
for the absence reason
Time Used - The amount of time you have
used since the balance "as oF' date
Pending Absences - The number of days or
hours that are used from future absences and
have not been subtracted from your balance
yet.

R: Absence Balances

'r6.5
Dats

k orv

lbtence Reffion
Balance



Mobile Web Feature of KASS

Step 1: To open KASS Mobile Web site type
mkelly.aesoponline.com in your mobile

device browser.

I{ote: Some images in this document
may vary from your mobile device
depending on the device and web

browser being used.

Step 2: Enter your Login ID and PIN in the
appropriate fields. Your Login ID
and PIN arc provided by your
local Kelly Educational Staffing
Office.

If you want KASS to remember your
login information, check the Remember Me box.

You can also create a shortcut icon to KASS Mobile Web on your device's Home Screen.
For instructions on how to do this refer to your Mobile Device's manual.

Once you are logged into KASS Mobile Web, you will be directed to the Home Page.

At the top of the page there will always be the following
options:
(A) Kelly Edu@tional Staffing logo - selecting this will

always take you to the Home Page
(B) Menu - selecting this will open a menu giving you

options to 90 to the Home Page, Full Site, or Logout
(C) Logout - selecting this will log you out of KASS

The following options will be available on the Home Page:
(D) Upcoming Assignments
(E) Absence Balanc€s (This option will display

rcgardless if your district is using Absence
Balance Tracking or noL For more information,
see section D below,)

(F) Create an Absence
(G) otifications
(H) Web Alerts
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Step 3: Click Login. This will log you on to KASS and take you to the customized home page.

There are two links below the login button:
. Go to Full Site - If you would like to bypass the Mobile website and use the tull KASS

website, click the "Go to Full site" link.
. Mobile Tips - View some tips on how to set up your device to work correcdy with KASS

Mobile Web.

P: Home Pag€
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Step 3: The system will repeat the confirmation number you entered and provide the following
options:

. Press 1 if the confirmation number is conect. The system will read the absence details.

. Press 2 to re-enter the confirmation number.

Step 4r After you hear the information, the system will provide the following options:

. Press 1 to hear more about the absence if it is a multi-day ab-nce.

. Press 2 to hear the information again.

. Press 5 to return to the previous menu.

Changing Your Name and Titte Recording

Note: If you change your name and title recording, you must also update your title in your
KASS Web profile. (Refer to Section H for instructions)

Step 1: Press 1 to hear your cunent recording (or your name spelled if you have not recorded
your name).

. Press I to change your recording.

. Press 2 to leave the recording undEnged.

Step 2: Press l and the system will prompt you to record your name and title. Please record
your name, grade, and the subject you teach.

Step 3: After recording, the system will provide the following opuons:
. Press 1to save the recording.
. Press 2 to erase and re.record your name and tiue.
. Press 3 to retum to the Change Personal Information Menu without saving.

Changing Your PIN

Step 1: Press 2 to hear your cunent PIN.

. Enter a new PIN followed by the # sign.

. Press + to leave your PIN unchanged.

Step 2: The system will repeat the PIN you entered.

. Press I if the PIN is correct. The system will save your new PIN.

. Press 2 to re-enter your PIN.

O 2013 Kelly Services, tnc 13 06/13

N: Reviewing or Changing Personal Information

Press 5 from the Main Menu to review or change your personal information. You will hear the
following options:

. Press 1to change your name and title recording.

. Press 2 to change your PIN.



Step 4: Select the reason for the absence.

Step 5i The system will confirm the details of the absence and provide the following options:
. Press 1 if conect.
. Press 2 to erase and re-enter.
. Press 3 to cancel.

If the absence is a mulu-day absence. the system will prompt you to enter a date for the
next day of the absence, or you may accept the default date.
. Press 1 if the details are the same as the previous date,
. Press 2 to change some of the details.
. Press 3 to change all ofthe details.

Step 5: (If this step does not apply, you will be automatically forwarded to Step 8). B€fiore
saving the absence, the system will confirm the details of the absence and provide the
following options:

. Press I to assign a specific substitute.

. Press 2 to allow the system to locate a substitute.

Note: In order to assign a specific substitute, you must flrst contact the substitute directly to
veriry their availability and to request their lo-digit phone number.

Step 7: Enter the substitute's 1o-digit telephone number including area code and press #.
Confirm the telephone number you entered by pressing 1. Select the appropriate
substitute name by pressing the appropriate number.

Step 8: The system will save the absence and give you a confirmation number. The
confirmation number ensures that you completed the process conecty, and can later
be used to retrieve the absence details.

The Checking Entitlement Balances function may not cunently be in use in your district. Please

contact your school administrator or Kelly Educational Staffing offlce for assistance.

Step 1: Press 3 from the Main Menu to review upcoming absences,

Step 2: You will hear the following options if you have absences scheduled:

. Press l for absences sdleduled for today.

. Press 2 for absences sdreduled for tomonow.

. Press 3 for absences sdreduled for the next 30 days.

Step 3: After the system has played the details ofyour absence, you will have the following
options:

. Press 1 to hear more about the absence if it is a mulu-day absence.

. Press 2 to hear the information again.

. Press 4 to listen to the next absence, if applicable.

. Press 4 to return to the Main Menu.

Step 1: Press 4 from the Main Menu to review a specific absence.

Step 2: Enter the confirmation number of the absence you wish to review.

@ 2013 Kelly Services, Inc. 12 06/ l3

K: Checking Entitlement Balances

L: Absences

M: Reviewing a Speific Absence



IVR Telephone Feature of KASS

KASS is also accessible through M telephone technology. You will need a touch-tone telephone
to use the IVR system. If you do not have a touch-tone telephone, please contact your Kelly
Educational Staffing office or KAST Center for assistance.

. Note: The IVR numerical options may change at any time. Please listen carefully before
making a selection. Pressing the * key will take you back one menu level at any point.

Step 1: call r-800-942-3767.

Step 2: Enter your ID number followed by # sign.

Step 3: Enter your PIN followed by the # sign.

l{ote: Your ID number and PIN have b€en provided to your school administrator.

Step 4: Once you are logged on to the system, you will hear the following options:

. Press 1to record an absence (see Section J).

. Press 2 to check enuuement balances (see Section K).

. Press 3 to review upcoming absences (see Section L).

. Press 4 to review a specific absence (see Section M).

. Press 5 to review or change personal informauon (see Section N).

For all other tunctions. please confact your Kelly Educational Stafnng ofnce. log on to KASS via
the Intemet. or contact the I(AST Center for assistance.

Step 1: Press 1from the Main Menu to record an absence.
. Press 1to record an absence for today.

o This option is only available before your school's cutoff time (typically one hour
before school shrts). The system will not allow you to record an absence for
today after the cutoff time. Please contnct your Kelly Educational Stamng ofRce
or KAST Center to record the absence.

. Press 2 to record an absen@ for tomonow.

. Press 3 to re@rd an absence for another day. The system will prompt you to enter the
day of the month on which your absence begins.

o This option will only allow you to record absences for the next 30 days.
. Press 4 to record an absence for Monday.

o This option is only available when you are logged in on Fridays and Saturdays.

Step 2: Enter the number of days for the absence,

. If the absence is longer than five days. please contact your local Kelly Educational
Stamng omce or KAST Center.

Step 3: Enter a start ard end time for the absence by selecting one of the following:
. Press l for a full day absence (your default start and end times were provided by your

school administrator).
. Press 2 for a half day AM.

o Press 3 for a half day PM.

. Press 4 to enter specific start and end times.

O 2013 Kelly SeNices, Inc. 11 06/13
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Step 1: From your home page, click Account>Personal Info. The system will display your
current information.

Note: If you change your name and/or tiue on the web, you must also verify their recordings
in the M system to ensure that the recordings are updated as well. (Refer to Section N for
instructions)

Step 2; Once your changes have been made, click Save.

Change your PIN

Step 1: From your home page, dick Account>Change Pin.

Step 2: Enter your existing PIN in the Old Pin field.

Step 3: Enter your new PIN in the ew Pin field.

Step 4: Retype your new PIN in the Confim New Pin neld

Step 5: Click ApPly to save your changes

-.6
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Adding a Substitute to the Preferred Substitutes List

Step 1: To add a new substihrte to your prefened list, start typinq the name of the sub in the
search box.

Step 2: Once the desired substitute is found, click Add Subdtitute to LisL

Step 3r Click the Save Changes bufton to add the substitute to your list.

Removing a Substitute from the Preferred Substitutes List

Step 1: Click on the Trash Can Icon to the left of the substitute you would like to remove.

Step 2: Click on the Save Changes button to remove the substitute from your list.

From the Account Tab you can perform the following functions:

View and Modify Your Personal Information

9

Abr!ms, Willirms Fr.ncis

@ 2013 Kelly S€rvices, Inc. 06/ r3

, .4ld Substilute tn U 3t

Pr.t.rr.d Substitutaa List

t

a

I

anasu}, I

Y@hnur,.ddyl'r

H: Changing Your Profile



Step 1: Click Scheduled Absences on your home page's Absence Tabs.

Step 2: Click the confirmation number of the future absence you want to modiry. Past absences
cannot be modified.

Step 3: Click the Edit this Absence button.

Step 4: Click Save to finish modifying the absence.

The Preferred Substitutes feature is an optional feature that gives you a measure of control over
which substitutes are offered the opportunity to fill in for you when you are absent. Substitutes
who are included on your Prefened Substitutes list are given preferential treatment by Kelty
Educational Staffing when attempting to find a substitute for an absence that you register.

Your ability to view and edit the Preferred Substitutes list is determined by your school district.
Please contact your school dist ct or Kelly Educational Staffing office if you have questions
regarding your ability to view or edit the Preferred Substitutes list.

viewing Your Preferred Substitutes List

I{ote: Including a substitute on this list does not guarantee that the substitute will be assigned

to your absence, only that they will be the first substitutes to be contacted by the automated IvR
system and the KAST Center.
@ 2ol3 Kelly Services, Inc. 8 06/13
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G: Prefurred SuHitutes

Step 1: click Account>Preferred Substitutes from your home page to display your prefened
substitutes.

ka



o When assigning a specific substitute, you must first contact the substihrte
directly to verify their availability. When a substitute is manually assigned, they
are not notified by the system, so it is imperative they are directly contacted.

Once the absence is saved you will see a message at the top of your screen which will include
the confirmation number. The confirmation number ensures that you completed the process

correctly, and can be used later to retrieve the absence defails.

KASS will keep a list of your absences from the past 30 days under the Past Absences tab on
your home page.

Step 1: Click the Past Absences tab on your home page,

Step 2: Click on the Confirmation # or the View Details bufton to view the absence.

The number of fields you are able to modiry is dependent on the status of the Absence:

If the absence does not have a substitute assigned (the absence is Unfilled), you can
change the Date(s), Absence Reason, Absence Type, and Start and End times.

Note: If you need to change any other field not listed above, or you need to cancel or change
the absence after the start date, please contact your Kelly Educational Stafflng office or KAST
Center.

Cratle Abrance , scheduled Abrences
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Er viewing Your Absenc€ History

If you need to see your absence history from more than 30 days ago you can click the View More
link at the top of the list.

F: Modifying An Absence

If the absence has a substitute assigned (the absence is Filled), you can only change the
Absence Reason and Notes fields.
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Note: If you are attempting to create an absence for today after your school's cutoff time
(typically within one hour of the school's scheduled start time), the system will not allow you to
record the abs€nce. Please contact your Kelly Educational Staffing ofnce or KAST Center to enter
the absence.

Step 1: Scroll down to the Create Absence tab on your home page.

Dates3 Using the calendar, select the day(s) you will be absent.

o If the absence is longer than flve consecutive days, please contact your Kelly
Educational Stafnng office or KAST Center directly to record the absence.

Substitute Required: Toggle the Sub Required slider to No if you do not require a
substitute.

Absence Reason: Select the appropriate Absence Reason ftom the drop-down list.

Time: Select the type of absence from the drop-down list (Full Day, Half Day AM, Half
Day PM, or Custom).

Notes: You have the ability to leave notes for the sub, such as the location ofthe
lesson plan.

File Attichments: To attach a Word, Excel, or PDF Rle to the abs€nce, dick the
Browse button and locate the file you want to attach. Once you select your file, click the
Open button. If you would like to include a description, type the name of the file in the
Description field,

Step 3: Save the absence by selecting one of the following options:

Create Absence: Click the Create Absence button to save the absence and allow KASS

to find a substitute for you (if one is required).

Crcate Absence and AsBign Sub (if applicable): Click the Create Absence and
Assign Sub button to save the absence and assign a pre-agreed upon substitute. Use the
search box to search for subs that are qualified and available to fill your absence. Once
you start typing in a last name into the search box, matches will drop down below the
box.

6

o E

,

@EI

0t23lt

it rt :o 2t 22
07 30 AM to 03lxl PM

fltE ArI{autf ts

0 Schedul6d Abrenaea 0 P.!t Abaencer 0 O€nied Absencs!

O 2013 Kelly Services, Inc. 06/ r3

Create Absence

NeB', mo@ o!no.s? Fdvan!ed oLle

cft.r ,ar.a.Alr.Eea A.$xrr sra

Step 2: Udate the following absence informabon:



. Ab6ence: Takes )ou to the absence creation page.

. AooounE Takes you to where you can change your personal infio, change your PIN, and
view your preference list.

. Dir€ctoryr view your absence approvers (if applicable),

Calendar

Just below the main bbs is your calendar. The calendar is color coded to show the dates you

are scheduled to be absent and the dates your school is closed,

You can view the details for a specific day by clicking on the date. You can scroll to another
month by clichng the righvleft arrows on either side of the calendar.

Absence Tabs

Below the calendar are the Absence Tabs. These tabs allow you to create a new absence, view
scheduled and past absences and view denaed absences (if applicable).

Create Absence: Create a basic absence right from the Home Page.

Scheduled Absences: View a list of upcoming absences that you have already scheduled.

Past Absences: View your past absences for the past 30 days.

Denied Absencesi View any absence requests that were denied by your approver (if
applicable).

To record an absence, you will need the absence date(s), absence reason(s), and the absence
start and end times. Your default start and end times were provided by your school
administrator.
O 2013 Kelly Services, Inc. 5 06/13
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Top Bar

At the very top of your home page you will see a black bar with four different buttons you can
click on.

I

ame: Takes you to your Account tab where you can change things like your personal info,
PIN, and your preference list.

Notifications: View web alerts from your Kelly Educational Staffng offce or KAST Center.

Questions: Contains your Kelly Educitional Stafflng offlce or KAST Center contact
information.

Logoue To log out of KASS and be taken back to the loqin page

Main Tabs

The Main Tabs will help you navigate quickly to the different areas in KASS

. Home (house icon): Takes you back to your home page.

O 2013 Kelly SeMces,Inc. 4 06113
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Internet Feature of KASS

Step 1:

Step 2i

Step 3:

Step 4:

Log on to the Kelly
Educational Staffing web site
on the Intemet at
kellyeducationalstaffi ng.com.

Click on the KASS Login link.

Enter your ID number and
PIN in the appropriate fields.
Your ID number and PIN
have been provided to
your school administrator.

Click Sign In. This will log
you on to KASS and take you
to your customized home
pa9e.
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Web Alerts

Once you have dismissed your Web Alerts you will be able to view your home page.
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B: Acr€ssing KASS
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C: Home Page

when logging in, important notifications may pop up. Notifications are used by your Kelly
Educational Staffing offce or KAST Center to notiry you of important information. This
information can be re-visited by clicking Notifications on the Top Bar.
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First Things First

You must verify your name and title recordings regardless of whether you use the Internet or the
IVR system. Your recorded name and title are used during the scheduling process to provide
assignment information to the substitutes.

To veriry your name and title recordings. have your ID number and PIN ready. Your ID number
and PII{ have b€en provided by your school administrator.

Step 1: Call 7-800-942-3767.

Step 2: Enter your ID number followed by the # sign.

Step 3: Enter your PIN followed by the # sign.

Step 4: Press 5 from the Main Menu to review or change your personal information.

Step 5: Press 1 to hear your cunent recording (or your name spelled if you have not recorded
your name). If you wish to change your recording:

. Ifyou wish to update your recorded name and title, proceed to Step 6,

. Press 2 to leave your recording as is and return to the main menu (skip remaining
steps).

Step 6: Press l and the system will prompt you to record your name and title. Please record
your name, grade, and the subject you teach.

Step 7: After recording, the system will provide the following options:

. Press 1to save the recording.

. Press 2 to erase and re-record your name and title.

. Press 3 to return to the Change Personal Information Menu without saving.

For more information on reviewing and updating your personal information, refer to Section N:

Reviewing or Changing Your Personal Information.

2O 2013 Kelly S€Nices, Inc. 06113
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KASS Reference Guide for School District Employees

Welcome!
Kelly Educational Staffingo is pleased to present the Kelly Automated Scheduling System (KASS).
KASS is available through the Internet or telephone (via Interactive Voice Response system -
IVR) creating an easy-to-use system for absence management. Among several other available
Features. you can use the system to communicate and report on employee absences. For your
convenience, the system is available 24 hours a day, 7 days a week. This guide details the
functionality for both the Internet and telephone features in KASS.

Guide Content
In this guide you will learn how to:

. Access the system via the Intemet, telephone, and Mobile Web

. Record an absence

. View your schedule

. Change your profile and update personal information

. View your absence history

. Obtain assistance

1@ 2013 Kelly Services, Inc. 06113



KASS Reference Guide for School District Employees
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