ASPEN

Parent Portal CSS Contact Verification Workflow Procedures
The workflow is intended for parent/guardian to update (by student) the following data elements:

e  Physical Address Change

e Emergency Contact changes (add/delete/change)
e Handbook Acknowledgement

e Can student be photographed

e  Can the district share information with PSO/CEF
e Military Status

How To:

Log into ASPEN with your parent 1D

e If you do not remember your parent ID please reach out to your perspective school main offices for assistance in logging in;
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ASPEN
Parent Portal CSS Contact Verification Workflow Procedures

STEP 1 ensure the Workflow is Contact Verification — FSS from the drop down; select the search button “ which will then provide you
with a screen to select your student;

Initiate Workflow: Workflow Selection Step 1 of 3

VWorkhow | Contact Verification - FSE

Date | sr1sz022 I
Student

Select student to update:
3 records (7

Name YOG Homeroom

® Student Name

Y Student Name

) Student Name

Click OK

Click Next
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STEP 2 of 3
Once you have selected a student the next screen will allow you the following:

e Update Physical Address
e Emergency Contact changes (add/delete/change)
o To ADD a contact click the ADD button on the lower right of panel and follow prompts
o To DELETE click on the contact NAME you want to delete, then type DELETE in the pink ribbon at the
bottom of the page.
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Initiate Workflow: Datails

Contacy erlcation . F 3§ 5 Details for Higgiaa, Chaislopher

ASPEN
Parent Portal CSS Contact Verification Workflow Procedures

Step 2of 3

Curranl Infarmatiss

Mg City, Smasa Fip

Home Prana [Phorsed ]
Coll Prodeel - (FRianed2}
atii Prota [Phasdd]

Last Npms Heg

Current Address
data in ASPEN

Maiing Sirest

Wanng Ap
Miiiag City, a4 B
Snugani PRoni)
Haome Phana: (Phoned 1)
Cll Fribna (PRofAs0T)
Crmer Prani: (PRanell))

U fhes sechon to updale curment conlacts by clicking en fhe contacts list name.

First name Helatenshin
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change by

administration

Lives With Regqumst Delele

Section 1B

¢ Handbook Acknowledgement
e Can student be photographed

e Can the district share information with PSO/CEF
o Military Status
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PARENT/GUARDIAN ACKHNOWLEDGEMENT.

I hawe read and | undersiand e regulations and policies of Ihe Cohassel PUBEC Schools contained in the School and Diskic! Handbooks as they perlain 1o my
student Bath handbeaks can be found online undar the Family Resaurces tab of the school website.

| undarstand that my studant is responsible for following the regulstions and policies of the School and the Cohasset Public Schools. This includes the Student
and Parend Mebwark Access and Tachnology Agreamend which is detaidad in the Districi Handbook.
| am aware of my role &5 parentiguardian vamh regard to attendance, tardiness, 8mily vecetions, dsmessals, exams, technology use, and the discipling poicy.

STUDENT ACKNOWL EDGEMENT

| hawe read and | undersiand tha regulstions and polcies of the Cohassst Pubkc Schools contamed in the School and Distnct Handbooks for 2021-2022 |
undarstand that | am responsible for following the regulations and poloes of the School and the Cohasset Public Schools. Thes includes the Student and Parent
Hebwork Accass and Technalogy Agreemeant which i datailed in tha Dislrict Handbook. Bath handbooks can be found onling undar the Family Resources tab of
e Schodl website,

| am aware that hazing, harassmant, and bulyng in any form are prohibited withn Cohasset Public Schools.
_| Shudent Handbaok Acknowledgment.
Daie of Hanabook ACknokisaesment.

Pleaza Sign Hera. |

Parent/Guardian Permission for Use of Student's Photo, Likeness, and/or Vioice for Current School Year and
Email Use

This form is used to establish formal parantal permission for student participation in school, P30, and CEF areas wheare piclures ara taken, voicas are recorded,
andor video recondings ane made.

| Check bee if you wish your studert MOT to be photographed including yearbook, wolca recondsd, or videa recordad in school.

n Chack box 1 you DO MOT want to be contacied or neve your Infonmation shared wath Cohasset Parent School Organzations or Cohaszat Education
Fourdation.

Military Families
The Distric! of Cohassel supporls owr military families. Please seled 1o lef us know if a member of your househald has served in fhe Linited States Milfary.

e a

LEGAL ACKNOWLEDGEMENT: | acknowledge that | have the legal right to make any changes made 1o this form. *

Signature Name: * [tas] ] oate+ B1E2022 mm .
(s ]

Click Next
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STEP 3 is to Initiate Workflow: Confirmation

Initiate Workflow: Confirmation Step 3 of3
Workfiow contact Venncaton - FSS
Student Student Name
Date 8182022

7Z N

= =

Click Finish! Repeat steps if you have more than one student.
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