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The workflow is intended for parent/guardian to update (by student) the following data elements: 

• Physical Address Change 

• Emergency Contact changes (add/delete/change) 

• Handbook Acknowledgement 

• Can student be photographed 

• Can the district share information with PSO/CEF 

• Military Status 

How To: 

Log into ASPEN with your parent ID  

• 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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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; 

 

 

Select student to update: 

 

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:  

• Update Physical Address 

• 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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Section 1B 

• Handbook Acknowledgement 

• Can student be photographed 

• Can the district share information with PSO/CEF 

• Military Status 

Current Address 

data in ASPEN 
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Click Next 
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STEP 3 is to Initiate Workflow: Confirmation  

 

 

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


