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Adding New Staff 

 
When new staff have been hired in the district following the steps below will make sure those staff are 
entered correctly into USPS and then registered in Kiosk and transferred to Aesop correctly. 
 

1. Enter the new staff person in USPS making sure they have an active job, email address, phone 
number, building IRN and supervisor ID. 

 
After the information above has been entered into USPS, 
the employee will need to be registered in Kiosk.  
 

2. On the Kiosk login page click on register next to 
the First Time using the Kiosk. 

 
 
 
 
 
 
 
 
 
 

3. Select the County 
4. Select the School District 
5. Enter the employee ID or SSN 
6. Enter the email address that was used in USPS. 

The employee will receive a notification with a temporary 
password to use to login to Kiosk 
 
 
 
 
 
 
 
 
After the employee has been registered in Kiosk they need to be selected to Sync with Aesop. 
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7. Click on District Administrator 
8. Click on Configure District Options 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. Under the Aesop Integration 
section in the district 
configuration click on Configure 
Aesop Integration 

 
 
 
 
 
 
 

10. Under the Aesop Configuration for 
District section click on the 
Configure Users to Sync to Aesop. 

 
 
 
 
 
 
 
 
 

11. Check the box next to employee’s name that needs to be synced with Aesop. 
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12. Once all employees have been selected that need to sync click on Set Selected Users to Sync. 

 
 
 
 
DeSnyc Employees from Aesop 
 
Click on the Red X under the Select Users to Desync from Aesop for those staff that will not be requiring 
substitute replacement through Aesop. 
 

 
 


