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Using the Family and Student Portals

Students and family members, particularly those who are primary adult contacts for a student, use the
Family and Student portals to see the student's information, academic progress, assignment
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information, and more.

Note: If you have not done so already, you need to create an Aspen account.

A student and their parents/guardians can access the Student and Family portals in two ways:

« Access the computer, such as a laptop:

Pages Family Academics Groups ' Calendar

Home

= )

Bay Bulletin Board

Othiar Drama Production
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presents
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Romeo & Juliet

Main Cast:
Romeo, Michael Magreau(7), Juliet: Alicia Cavanaugh(8), Mercutio: Tyler Adams(8),

Paris: Mychala D'Andrea(6), Tybalt: Sam Rogers(8), Benvolio: Khani Fowler(7), Nurse: Rebecca Hayes(6)

Posted on 8/27/2014 4:20 PM - Categories: Drama

o Access, such as a smartphone or tablet:
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Note: Your district's settings determine whether you use Aspen Mobile or the updated Family
portal interface for mobile access to your student's information.

Aspen for Students and Families

Students and family members, particularly those who are primary adult contacts for a student, use the
Family and Student portals to see the student's information, academic progress, groups and calendars.

Note: If you have not done so already, you need to create an Aspen account.

With Aspen's Family and Student portals, teachers, parents and students have an arena for open com-
munication. Parents have one login to access all of their children's information, and students can enter
course requests online.

For a quick peek at your school, class and groups information, use the Pages tab.

Depending on how your district or school has the portal set up, you can use the tabFamily/My Info tab to
view information including demographics, attendance, conduct and transcripts.

For the current school year, use the Academics tab to view the following academic information for each
class:

 Details, including student attendance summary and grades

» Assignments, including due dates and scores
You can also:

« Use the Groups tab to view the groups the student is enrolled in (such as Band and Math team).

« Use the Calendar tab to view a monthly calendar. Customize and color-code the calendar for each
student to include their academic, extracurricular and school events. You can also view assignments
you should be working on and when they are due on your Calendar.

« Report a bullying incident from the homepage.
« Email teachers, and sign up for email subscriptions for when grades fall below a specified threshold.

« Receive email notificationsReceive email notifications on your mobile device from the district, school
or teachers about announcements, alerts and events.

» Receive automatic notifications and messages on your mobile device.

Note: Depending on your district's settings, you may need to verify the name and date of birth of your
student(s) the first time you log on to the Family portal. In the desktop version of Aspen, enter this
information for each student in your family in the Request for Student Access widget. Then, you
can view your student's information in the Family portal.

Creating an Aspen Account
At the login screen, parents and students can create an Aspen account.
Note: Your (or your child's) school manages your Aspen user account. If you cannot log in or have

other problems, contact your school. (Follett does not manage user accounts and cannot help you
access the system.)



Using the Family and Student Portals

1. Go to the Aspen login screen.

Login ID

Request an account
Password
Trouble logging in? | forgot my password

This 1s a non-public portal and is intended
for authorized users only. Protecting the
privacy and security of your personal
information is a priority, please see our .

-

2. Click Request an account.

3. Select one of the following:

« | am a parent new to the district: Select this option if the system does not contain any of your
information (you have not received a security code from your district).

« | am a parent new to Aspen: Select this option if your student is enrolled in the system, but you
do not yet have an Aspen account. You should have received a security code from Aspen, which
will allow you to link your new account to existing information in the system.

« | am a student new to Aspen: Select this option if you are enrolled in the system, but you do not
yet have an Aspen account. You should have received a security code from Aspen, which will
allow you to link your new account to existing information in the system.

Notes:
» You might not see all three options in the Account Type pop-up.

« If you already requested an account but lost or did not receive the email containing the
security code, click the Click here link at the bottom of the pop-up to have the message
resent.

« If you think you have information in Aspen but have not received a security code, contact
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your school's Aspen system administrator.

If you are a parent or student new to Aspen, a Validation Information pop-up appears.

Note: If you are a parent new to the district, you will not see this pop-up. Skip to step 6.

4. Enter the information in the fields.

Notes:
« Fields with a red asterisk * are required.
» The fields that you see might differ from what is shown.

o To complete the Security code field, check the email that you received from Aspen
regarding your account. Copy and paste the code into the field.

» Enter your own date of birth.

5. Click Next Step.
6. Fillin the fields on the Personal Information pop-up.

Personal Information

Please fill in the requested data below.

First name *

Last name *

Address line 1*

Address line 2

City * Abington T
Statelprovince *  |[MA ¥

Postal code *

Primary phone *

4= Previous Step Next Step <

Note: If you are a parent or student already enrolled in Aspen, the Personal Information pop-up
contains pre-existing information. Update any outdated information.
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7. Click Next Step.
8. Do one of the following:
« Ifyou are a student whose information has already been entered into Aspen (or a parent whose
contact information has been entered), follow steps 9 and 10.
« Ifyou are a student whose information has already been entered into Aspen (or a parent whose
contact information has been entered), follow steps 9 and 10.

9. Complete the fields in the Account Information pop-up.

Account Information

Please fill in your user account information below.

Primary email *
Caonfirm email *
Password * Requirements

Confirm Password

Sacurity oeti
Security QUESHON iy ot o re the last 4 digits of your SSN? v

Security answer *

Confirm answer *

Note: Click Requirements next to the Password field to see a list of the necessary
characteristics to create a password.

10. Click Create my account. A message confirms that the account request was processed. It also
notifies you that a verification email was sent to the email address provided.
Note: Click Requirements next to the Password field to see a list of the necessary

characteristics to create a password.

11. Click Create My Account. A window confirms that the account request was processed. It also notifies
you that a verification email was sent to the email address provided.

To complete the account registration process:

1. Go to the email account that you listed as your primary email address.
2. Open the verification email from Aspen.



3. Click the link that follows Click this link to verify your address.
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Hi Grace Aaroason,
Greetings from Aspen

You've requested an Aspen account at this e-mail address. We need to verify your address

Click this link to verify voar address

hurp:localhest 8080 x2sis logon do7confirmation=V SpL MyEPE tlroppNwE TTgkd AmibubhOnlgSvBLpOF oEmijeP IFRSBEQArJfELV Skfcwqvell=

If vou didn't request an Aspen account, please click this link to cancel the request

barp: localhost 8080 /%255 bogon do?confirmation=Y' SpL MvEPRGZ GRmSga VA POCRIDOX dEboNTHRETAD | AVEPaTe NS IR VP vl XL Se3Al=

Thank vou,
Aspen Svstem Administrator

Note: If instead you click the link that follows ‘If you didn’t request an Aspen account,
please click this link to cancel the request’, you will delete the account creation request.

Your account will not be enabled.

enabled the account for use.

After verifying your address, you will receive another email confirming that an administrator has

Subject: Welcome! Your Aspen account has been activated!
Hi Grace Aaronson,

Greetings from Aspen.

Use vour e-mail address and the password vou provided during the request process
heep:/localhost:8080/x2sis logon. do userEvent=0

Thank vou,
Aspen Svstem Administrator

An administrator has reviewed vour account request and activated your account, You may now log into Aspen by clicking the link below,

5. Click the link to go to the Aspen login screen.

1.

Email Teachers

During the school year, you might need to contact a teacher or all of your teachers to get missing home-

work assignments when you are sick, or to schedule a conference.

In the Student and Family portals, you can easily send email directly to your or your student's teachers.

To send an email to your or your student's teacher(s):

Do one of the following:
« Log on to the Family portal.
« Log on to the Student portal.
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2. Click the Academics tab.

Note: If you are a parent or guardian using the Family portal and you have multiple students, first
you need to select the student whose teacher you want to contact.

3. Onthe Options menu, click Send Email. The Mass Email pop-up shows the email addresses for all of
the student's teachers in the To box.

From: ==
1 Sanborn, Aidan X Sato, John X Mcleod, Sarah X Davis, Cathering X
Gould, Wayne X Rolt, Marie X Deware, Clivia X Howe, Leah X

Hanney, Shelley X

Total Recipients: 9@

#| Include Primary Email Addrass
Include Alternate Email Address
Bec:
Subject:
Aftachment: Add File

HEdoR = = = E =E E S| = 2| [@ Source
EES

Arial ~|| 12 ~|| Normal - A- -/ B I U| x =T,
body p 4

Note: The From field displays your primary email address that you have on file with the school.
To change this, click Set Preferences. Teachers' replies will be sent to this address.

4. Toremove a teacher so that they do not receive this email, click the X next to the teacher's name.
Aspen updates the number of total recipients.

5. If you want to blind copy another email address, or send a copy of this email to yourself, type the email
address(es) in the Bec field.

6. Inthe Subject field, type a subject for the email.
7. To attach afile to the email, click Browse to find the file on your computer.

8. Inthe Text box, type the text of the email. You can insert links and images, and use the other
formatting tools.

9. Click Send. To confirm you want to send the message, click Yes.

-10-
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Using Pages in the Family and Student Portals

Pages are web pages that help keep you up-to-date on the latest information about academics, activities,
and school. The Pages tab appears when you log on to Aspen and could contan the following:

Access menu.

Notes:

N

Home Page: Click —' to view your Home page. Often this is your school's Page.

* Academic Pages: Click the down arrow to view class pages in this category. At the beginning of
each school year, you will have to use the Page Directory to add class pages to your Quick

* Athletic and Club Pages: Click the appropriate down arrow to view Pages in the athletic and club
categories, such as JV Football and Drama Club.

* Other Pages: Click the down arrow to view Other Pages, such as for a parent-teacher
organization or after-school program.

« Page Directory: To view a screen that lets you add and remove Pages from your Quick Access
menu, search Public Pages by keyword, and browse available Pages.

» The categories of Pages that appear in the Quick Access menu depend on which
groups you are a member of. For example, if you do not participate on a sports team that
has a Page, you will not see the Athletic category.

o All Aspen users have a Home page and a Page Directory.
« Not all groups, clubs, teams, and classes have their own Page.

Following are some things you can do on the Pages tab:

o Use the To Do widget.
o Submit assignments online.
» Use the Page Directory.
» Take an online quiz. (Aspen Curriculum & Learning)
» Set your forum preferences.

o Posttoaforum.
o Take a survey.

Home Page in the Portal

Click the Home icon

Ef\:

Home

or Pages tab to view your Home page. Often this is your school's Page and

contains school news and announcements.

All students and parents automatically see the To Do widget on their Home page. You can do the following
(depending on the preferences you set):

-11-


Set_Your_User_Preferences.htm

Using the Family and Student Portals

« View announcements for your or your student's classes, school, or district.

o View your or your student's recent attendance, conduct, and grades activity.
» Display and use personal school links.

« Display and use links to external websites (such as your school's website).

o Use acalendar.

You might also see the following widgets:

+ Published Reports: Provides access to reports such as report cards.
« Student Recent Activity: Displays recent grade, conduct, and attendance activity.
o Tasks: Lets you use a wizard to verify contact information or report a bullying incident.

View Recent Activity

You can add the Recent activity widget to the homepage. Click Edit Page and select Student Recent
Activity. It appears in a box on the homepage.

% Family  Academics Groups Calendar

Tyler's . R .
Classes » Attention Students: The term ends on Friday - be sure to have all your work done and turned in!
bl
DExpirE:I
Last 30 days »
Search: [¥] atiendance [[| Grades ¥ conduat
¥ Adams, Tyler (4)
® 11/01/2020 - Attendance (Tardy)
® 10/27/2020 - Attendance (Absent)
® 10/14/2020 - Conduct (Action: Detention Incident: AWOL on 10/14/2011)
* 10/14/2020 - Detention

To view recent activity:

. Select the number of days in the past you want to view:
+ Today
o Last 7 days
« Last 30 days
o Last 60 days

Note: The system remembers the last date range you viewed, and automatically displays
information for all areas for that date range.

2. Select the Attendance, Grades, and/or Conduct checkboxes.
3. Next to each student’s name, a number lists how many records meet your search criteria. To view a
student’s information, click the arrow B next to his or her name. A summary of the record appears.

4. To view specific information for a record, click the record. For example, if a student receives a grade
for an assignment, click the record to view the assignment details.

-12 -


Announcements.htm
View_Student_Recent_Activity.htm
Favorite.htm
Web_Sites.htm
The_Calendar.htm

Using the Family and Student Portals

5. Inthe Search field, enter text you want to search for. For example, if you want to find the latest Latin
grade, type Latin. To view all records again, delete the text in the Search field.

Note: You can determine whether you want recent activity to display on your Home page in your user
preferences.

Note: If your school does not take period attendance for a course, it will not appear in the Recent
Activity list.

Submit Assignments Online

You can manage your assignments online in the Student portal. See what is due today, tomorrow, and any
assignments that are overdue. For Google Docs™ assignments, see Complete a Google Docs Assign-
ment.

There are several ways to manage and submit your assignments online:

o Submit Assignments widget on the class Page
e To Do widget on your Home page
e Your Calendar

Managing and Submitting Assignments in the Submit Assignments Widget
If your teacher wants you to submit a file for an assignment online, the assignment appears in the Submit
Assignments widget on the Page for that class.

To view more information about the assignment, click the name of the assignment. The assignment details
appear.

The Date Due column displays the date you need to upload your file by.

The Status column displays the status of your assignment. If you already submitted a file, the column dis-
plays the date and time you submitted it. If it is late, the column displays Late.To upload your file to your

teacher’s gradebook, click h . The Submission Upload pop-up appears.

-13-


Set_Your_User_Preferences.htm
Set_Your_User_Preferences.htm
Complete_a_Google_Docs_Assignment.htm
Complete_a_Google_Docs_Assignment.htm

1.

Using the Family and Student Portals

Submission Upload

Assignment: Authors and their Works

Upload a File
Choose the file to upload, then click Upload to submit

Choose File | Mo file chosen

X upload

Upload a Google Document

| Add Google Access |

| Upload a Google Document |

Click Browse to find the file on your computer, and then click Upload. Your teacher receives your file in

their online gradebook.

Note: In the Family portal, parents can see when students uploaded (or did not upload) assignments,

but they are not able to upload, download, or delete files.

Managing and Submitting Assignments in the To Do Widget
Assignments can also appear in the To Do widget on your Home page.

oo

1#| Overdue Online Assignments ¥ Today ) Tomarrow

Overdue Online Assignments
Course Assignment Category

Week View

Mo assignments scheduled.

Today: Wednesday, July 20

Course Assignment Category Completed

Mo assignments scheduled.

Tomorrow: Thursday, July 21

Course Assignment Category Completed
English 7 Quizzes 5 (Submitted) Q )
English 7 Authors and their Works |_] 4 HW (]

Select the following checkboxes to determine which assignments to include:
« Overdue Online Assignments (online assignments that are overdue)

« Today (online assignments due today)

« Tomorrow (online assignments due tomorrow)

-14 -
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2. Click Week View to view your Calendar for the current week, which displays all of your assignments
(including online assignments or anything you have to hand in in class).

3. Click the file icons to open any documents or quizzes you need to complete the assignment. To
upload your completed document, click h .

Note: If the document is a Google Doc, there is one-time setup to allow Aspen and Google Docs
to communicate. See Grant Aspen Access to Google Docs.

Academic, Athletic, Club, and Other Pages in the Portal
In addition to the Home page, you likely have access to other types of Pages. Page access is determined
by the groups that you are a member of.

For example, a student might see English Literature, Pre-Calculus, Biology, and American Studies pages;
a basketball Page; a chess tournament Page; and an after-school program Page.

A parent has access to each of their children’s Pages — including academic, athletic, club, and other
Pages. Plus, if they are a member of the parent-teacher organization, they would have access to the PTO
Page.

Notes:

« Not all classes, sports teams, clubs, and groups have their own Page.

« Just being a member of a Page does not mean that you automatically see it on your Pages tab.
Use the Page Directory to add and remove Pages from your Quick Access menu as needed.

+ Removing a Page from the Page Directory does not delete it.

To view Pages for yourself and your student(s):

1. Go to the Home page or Pages tab.
2. Click Page Directory. The following pop-up appears.

Al 5 Click on & page Icon 10 scoms the page. Use the bution below the page koon £ 5dd of Mmave It rom your quick Bcoess many.

b B B B B B B B

AP Bio AP Bio Lab AP Eng 12

Ada. | [ndan] [ [ Ads [Ace (A [Ace

B 8 8B 8 8 B @8 B

Bio | Concent Engd Eura/Wria Gecm Inwo FE Latin I Pisno Lab

| e | | Aga | | Ada | | Ada | Add | Add Add Acd

Public Pages Sawrch Ciane |
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Note: If you have more than one student, you will see the Pages that each one is a member of.

3. Foreach of your students, click Add under the icon/name of the Page you want to add to your Quick
Access menu.

4. Click Add under the name/icon of any public Pages you want to add.

Note: You can browse public Pages and add them to your Quick Access menu, but this does
not mean that you are a member of the group. For example, if your school Page is a public Page,
you would be able to read a blog that is posted but not create your own entries.

5. Click Close. The Pages you selected are accessible from your Quick Access menu.

Use the Page Directory
Use the Page Directory to determine which Pages appear in the Quick Access menu on the Pages tab and
homepage. The Quick Access menu is the left-hand bar containing your favorite Pages.

The Page Directory lets you see which Pages you are a member of, as well as add and remove Pages from
the Quick Access menu. You can also browse a Page to decide whether you want to add it to your menu.

Notes:

« Atthe beginning of every school year, you need to use the Page Directory to add the Pages you
want to see to your Quick Access menu. They do not automatically appear.

« Inthe Page Directory, all Pages that have been added to your Quick Access menu have a gray
box around them as a quick visual cue.

« Throughout the school year, you can change which Pages appear on your Quick Access menu.
For example, maybe you used to check the Drama Club Page often, but now that the
performance is over, you do not need to visit that Page. You can remove it from your Quick
Access menu; then, if you need to access it again in the future, you can add it back to the menu.

To view which Pages you have access to:

1. Go to the Home page or Pages tab.
2. Click Page Directory. The Page Directory pop-up appears.

-16-
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All - Click on & page icon 1o Bcoms the £age. Use the button balow th page icon 1o 804 of remove it from your quick Sooess meny.

Pages I'm A Member Of =
B B

Bickogy H& Chemistry
Lab 2C BLab

|-—I§
§

B B B B B B B & B B B

AP Caloulis AP Caleulus Acscamic Academic Acscamic Academic Academic Acssaemic Acagemic Academic Acacamic Academic

AB BC Swppon Suooon Suppon Supoon Supoen 11- Supoon 11- Suopsn 11- Suopon 11- SutoenLE Swegon M

[ Remove | [Lade ] Ada | [ Remaove | Ada | [ asa | [Laca ] [Lasa ] [ aca | Add | A | [Laga ]

Acacamic Accounting Adtion Adapiive PE Advanced Advances p— Algeina Amar Lit € AmerLitC Amar Lit € Amer LG
Sueeent M-E < Chemisty Agsmunting B'F Finance ATra FTriaC

[Cadal] [ Asa | [Caea’] Remave | [ [[aea | [ ada | Add | Add | Remove | Asd | | Ada |

Under Pages I’'m a Member Of, an icon appears for each Page you are a member of, such as the
Yearbook, Drama Club, or Varsity Soccer page.

Under Public Pages, an icon appears for each Page that all users are able to view, such as your
school’s Page or the district Page.

D it on  pog iosn 1o scoessth page. Use e Buston below i pag 6o 0 84 o ramov I o youe quich conss man
Close
Pages I'm A Member Of 3
Bialogy H & Chamisiry
[ 2 dLan
Aemeve | | Remeve |
Public Pages Gawren Clase |
@ 8 B &8 B B B B & 8B B @
AP Calaulus AP Caloulus Acacemic Academic Acsdemic Aasdemic Acsdemic Academic Academic Academic Academic Academic
A BC Suport Suoort Sutoort Susoort Supor 11 Suocod 11 Suopor 11- Suppor 11- Suocot LB Suppont M
Remove .lnn. lﬂn. .Rle\m-. .And. .An! .And .Md. ldﬂ. .Adﬁ. .lda Adn.
E B B E F E F K EEE N
Acadamic Ascounting Astien Adaptive BE Advancad Advancd Algetes alge T A Lit & Amas Lit & Amar Lit €
Succart ME ¢ Chemisty Asounting &P Finance Triac arq Algebea 3/Trig C
P o p . p ) " o p . . p N | Miller, Sharene ’ ] ) )
Az Aza Aga Remove Asg Asg Asa A4 Crow Point High Schoel Ramove Age Ase

If there are a large number of Pages, there are two ways to narrow down the list. Do either or both of
the following:

« Click the All drop-down at the top of the pop-up to select Academic, Athletic, Club, or Other.
Only the type of Page you select appears. Select All to return to the full list of Pages.

Note: If you do not have access to a particular type of Page, you will not see it in your drop-
down. For example, if you are not a member of any sports team that has a Page, Athletic
will not be an option.

« Within the Pubic Pages area, in the Search field, type a key word, such as Literature. Any
public Pages with that word in their name appear. To return to viewing all public Pages, click
Clear.

Note: You can browse public Pages and add them to your Quick Access menu, but this

-17 -
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does not mean that you are a member of the group. For example, if your school Page is a
public Page, you would be able to read a blog that is posted but not create your own
entries.

4. To determine which Pages appear in your Quick Access menu, do any of the following:

« Toview a Page’s details — the Page title, adult responsible, and which school the Page is
associated with — hover over the Page icon.

« Tobrowse a Page to see if you want to add it to your Quick Access menu, click the Page’s icon.
The Page opens, and the Page name appears under Browsing in the Quick Access menu

Browsing

Lo

Academic
Suppert 11

« To add a Page to your Quick Access menu, under the Page’s icon/name, click Add.
« Toremove a Page from your Quick Access menu, under the Page’s icon/name, click Remove.

Note: Removing a Page does not delete it; it just makes it unavailable to select from the
Quick Access menu.

5. Click Close. The Pages you added are now accessible from your Quick Access menu.
6. To show and hide individual Pages on your Quick Access menu, do the following:
« To show (expand) the Pages in a particular category, such as Academic, click the down arrow

¥ _under Academic.

* To hide (contract) the Pages in a particular category, click the up arrow “* . The list of Pages in
that category contracts.

Set Your Forum Preferences

If your district allows photos to be used for forums, you can decide whether you want the photo thatis in
Aspen to be displayed next to your forum posts. If you do not want to use the photo in the system, a generic
silhouette will appear next to your name whenever you post to a forum.

To set your forum preferences:

1. On the settings bar, click Set Preferences. The preferences pop-up appears.
2. Click the Collaboration tab.

3. Under Forum Options, at the Forum posts per page field, type the number of posts you want to see
on each page.

Note: For forums with a lot of posts, typing a small number means there will be many pages to
click through; typing a big number means you will have to do more scrolling to get to the bottom of
the page.

4. If your district allows school photos to be used in forums and you have a photo in Aspen, the Use
school photo field and your photo appear. Do one of the following:

-18-
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o Select this checkbox to have this photo appear next to any posts you make to forums.

« Deselect this checkbox to not use your school photo. A generic silhouette will appear next to
your name for any posts you make to forums.

Note: If your district does not allow photos or your district allows photos but you do not
have one in the system, the Use school photo field does not appear. A generic silhouette
will appear next to your name if you post to a forum.

Post to a Forum

Some of your Pages will include a Forums widget, so that Page members can have online discussions. A
forum typically represents a category or theme, and each can contain one or more topics where the dis-
cussions take place.

Note: Only Page administrators can create forums. Any Page member can create a topic for that
forum.

Forums are either moderated or unmoderated. If a forum is moderated, a Page administrator has to
approve your post before it can be viewed by all Page members. If a forum is unmoderated, your post can
be seen by all Page members as soon as you submit it. Page administrators always have the option of hid-
ing a post, even if it has been approved.

When you create or reply to a post, either the photo of yourself that is in Aspen or a generic silhouette
appears, depending on your district and personal forum preferences.

To post to a forum:

1. Inthe Forums widget, click the name of the forum you want to post to, such as The Post-Classical
Era.

Forums Add Forum

Discussion Forum Title Topics

D The Post-Classical Era

D Modemism
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A list of existing topics appears.

s

Forums > The Post-Classical Era

=+ New Topic

Topic Author Replies Last Post
@ Early Middla Ages Administratar, System 1] T/26/2020 10:11 AM
@ High Middle Ages Administrator, System L1 Ti26/2020 10:11 AM
@ Late Middle Ages Administrator, System 1} Tr28/2020 10:10 AM

2. Do one of the following:

Fons ]

Forums > The Post-Classical Era

Topic title *

EERYRICE 2 =) B @] 2
IAriaI vH12 'HNormaI vHB I !er xEHI_,‘J

« Click the name of the topic you want to view. Its details appear.
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Forums
Forums > The Post-Classical Era
Topic Author Replies Last Post
@ Early Middla Ages Administratar, System 1} Ti26/2020 10:11 AM
@ High Middle Ages Administrator, System 0 Ti26/2020 10:11 AM
@ Late Middle Ages Administratar, System 1} 7/26/2020 10:10 AM
Forums

Forums = The Post-Classical Era > Early Middle Ages

Administrator, System 7I26/2020 1019 AM [;:J
After reading the article, reply to this topic with a 1-2 paragraph summary of
I your thoughts.

Reply - Edit

3. Do one of the following:
« Toreply to a particular person's post, click Reply. The widget expands to include the post you
are replying to (grayed out). Type your response, using the rich text editor tools, if desired:

« To create a new post on the forum's topic, click Add Post.Type your message, using the rich
text editor tools, if desired.

Note: If you are not sure whether to reply to a post or add a new one:

» Click Reply if you have something to say in response to a post someone else made. For
example, to say that you agree with Ann's comments about the early Middle Ages, click
Reply at the bottom of her post.

« Click Add Post if you have information to share on the topic's subject that is not
necessarily in response to a specific comment someone else made. For example, to
summarize your thoughts about an article on the early Middle Ages, click Add Post.
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4. Click Save.

Notes:

« Ifthe forum is moderated, your post will have to be approved or edited by the Page
administrator before it is available for all members to read. You can see your own post while
it is awaiting review—it says (Requires Moderation) at the top.

« Ifthe forum is unmoderated, anything you post will be immediately accessible by all Page
members. Page administrators have the option of hiding a post at any time.

Take a Survey

When you go to your Home page, a class Page, or any other Page in Aspen, if there is a new survey avail-
able, you will see it in your Survey widget with New in the Status column.

Title StartDate EndDate Edit Results Status
Class Presidential Elections 21212020 21472020 [4 @ Completed

Fitness Survey 10/3/2020 10072020 |£i @_ Mew

To take a survey:

1. Click New. An introductory page shows information about the survey.
2. Click Begin at the bottom-right of the pop-up.

3. The next page displays one or more questions, depending on how the survey was designed. Answer
all of the questions, and then click Next at the bottom of the pop-up.

4. Continue answering questions and clicking Next until you reach the end of the survey.

Notes:
« If you need to go back to previous questions, click Back.
« Ifthe Next button is disabled and grayed out, you have reached the end of the survey.

5. When you reach the end of the survey, click Finish.
The survey closes and displays in the Survey widget as Completed.

Note: You do not have to complete a survey in one sitting. If you do not complete it, it appears in
the Survey widget with a status of In progress.

Viewing Student Information

In the Student portal, you can view information about yourself from the My Info tab. In the Family portal, you
can view information about your student from the Family tab.

Depending on how your district has the portal set up, you can view the following information:
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o Details

o Contacts

« Attendance

o Health information

e Conduct information

o Transcript information

o Assessment scores

o Student's schedule

o Enroliment History

» Course Requests for next year

Student Details
To view student details:

1. Do one of the following:
« Inthe Family portal: Click the Family tab.
« Inthe Student portal: Click the My Info tab.

2. Click the Details/My Details side-tab, and then click one of the following sub-tabs:
+ Demographics
o Addresses
o Ethnicity
e Photo

Student Contact Information
To view student contact information:

Note: These are the people the school can call regarding you/your student.

1. Do one of the following:
o Inthe Family portal: Click the Family tab.
¢ Inthe Student portal: Click the My Info tab.

2. Click the Contacts side-tab.

3. Click the contact's emergency priority number. You will be able to see the contact's:
» phone numbers
o addresses
« any mailings they receive concerning the student’s schooling
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Student Attendance

To view student attendance records:

Do one of the following:
« In the Family portal: Click the Family tab.
« Inthe Student portal: Click the My Info tab.

Click the Daily Attendance/Attendance side-tab.

Click a date. For the date you selected, the page lists all the details of the attendance record,
including:

« absences

« tardies

o dismissals

« ifthe above were excused

The page lists the portion of the day marked absent, and any other attendance codes or reasons that
apply (such as FT for field trip). At the bottom of the page, view the times of arrival to or departure from
school that day, as recorded by the office.

After you finish looking at the details, click Cancel to return to the list of attendance records, or click
any other side-tab or tab.

Student Health Information

Parents can view health information about their students including:

L]

L]

office visits
immunizations
medical conditions

screenings
medications

To view details about your student's health office visits:

. Click the Family tab.

Click the Health side-tab.

Click a visit date. For the health office visit you select, the page displays specific information, including
primary complaint code, treatment code, and action code.

After you finish looking at the details, click Cancel to return to the list of health office visit records, or
click any other side-tab or tab.
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To view details about your student's immunizations:

Click the Family tab.

Click the Health side-tab, then click Immunizations.

Next to each series name, the page lists the dates of each dose your student has received.
Click the series name to view the details of an immunization series

oD~

To view a list of medical conditions the school district has on file for the student:

1. Click the Family tab.
2. Click the Health side-tab, then click Conditions.
3. For each medical condition, the page displays the condition's type, code, and summary.

To view the health screenings the student has completed (such as vision or hearing tests):

1. Click the Family tab.
2. Click the Health side-tab, then click Screenings.
3. Foreach screening, the page displays the screening name, date, result, and summary.

To view any medications the school district administers to the student:

1. Click the Family tab.
2. Click the Health side-tab, then click Medications.

3. For each medication, the page lists the medication name, type, start date, stop date, frequency, and
time of administration.

Student Conduct Information

The Conduct side-tab gives you access to view:

¢ conduct incident details
« actions taken for the conduct incident
» detentions served (or results of actions taken)

To view the details of a conduct incident:

1. Do one of the following:
 Inthe Family portal: Click the Family tab.
« Inthe Student portal: Click the My Info tab.

2. Click the Conduct side-tab.
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3. Click anincident code. The page lists the date, time, location, and description.

4. After you finish looking at the details, click Cancel to return to the list of conduct records, or click any
other side-tab or tab.

To view any actions for a conduct incident (such as detention or parent meeting):

1. Do one of the following:
 Inthe Family portal: Click the Family tab.
« Inthe Student portal: Click the My Info tab.

2. Click the Conduct side-tab, and then click Actions.

3. Click anincident date. The page lists the incident code, action code, start date of the action, value of
the action in points, and if the incident is closed and completed.

4. After you finish looking at the details, click Cancel to return to the list of conduct records, or click any
other side-tab or tab.

To view the results of a conduct action:

1. Do one of the following:
 Inthe Family portal: Click the Family tab.
« Inthe Student portal: Click the My Info tab.

2. Click the Conduct side-tab, and then click Detentions Served. The page lists the actions served,
comments, incident code, incident description, action code, start and end dates, penalty, and if it was
served.

3. After you finish looking at the details, click Cancel to return to the list, or click any other side-tab or tab.

Student Transcript Information

Students and parents can view the following information regarding the student's transcript:

« transcript record

« credit summary
o grade point summary

e program of study
e graduation summary

From the Transcript side-tab, use the Filter menu J/ to select one of the following:

« All Records to view all grades earned
« Current Year to view grades earned this school year
« Current School to view grades the student earned the current school
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To view details of the transcript record:

1. Do one of the following:
o Inthe Family portal: Click the Family tab.
¢ Inthe Student portal: Click the My Info tab.

2. Click the Transcript side-tab.

3. Click the year in the row of the grade you want to view.
4. View the class information and a summary of the final grade at the top of the page.

5. Atthe bottom of the page, you can view all the grades and comments earned in the class. To view
only grades from a specific term, click the Term drop-down and select a term.

Tarm T

Al ~ | [an v

To view only term grades or only progress grades, click the Type drop-down and select Term or
Progress.

Term Type

T2 = Al b

6. After you finish looking at the details, click Cancel to return to the list of classes, or click any other
side-tab or tab.

To view a summary of credits:

1. Do one of the following:
 Inthe Family portal: Click the Family tab.
« Inthe Student portal: Click the My Info tab.

2. Click the Transcript side-tab, then click Credit Summary. The Credit Summary page lists the
credits earned for each school year.

o The Transcript Credits column shows the number of credits earned based on the courses
completed that year.

« The Adjusted Credits column shows the number of credits the school manually added, if any.

« The Total Credits column shows the total number of credits, including the transcript and
adjusted credits.
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To view a grade point summary:

1. Do one of the following:
« Inthe Family portal: Click the Family tab.
« In the Student portal: Click the My Info tab.

2. Click the Transcript side-tab, then click Credit Summary.

The system calculates the basic GPA by adding the total points the student earns, and dividing that
total by the total number of courses the student completes. Therefore, for each school year, the page
displays two sections of information that the system uses to calculate the student’s GPA for that year.

The first section displays the number of points earned on the transcript, any adjusted points, and total
points. The other half of the row displays the number of transcript courses, any adjusted courses, and
the total number of courses.

Look at the Course Breakdown to view the breakdown of points earned for each course on the
transcript.

To view the program of study:

1. Do one of the following:
 Inthe Family portal: Click the Family tab.
« Inthe Student portal: Click the My Info tab.

2. Click the Transcript side-tab, then click Programs of Study.

To view the graduation summary:

1. Do one of the following:
« Inthe Family portal: Click the Family tab.
« In the Student portal: Click the My Info tab.

2. Click the Transcript side-tab, then click Graduation Summary.
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Assessment Scores
To view the details of an assessment score:

Note: This can include any assessments completed (such as PSATs or SATSs) if recorded by the
school.

Do one of the following:
» Log on to the Family view: Select Family > Assessments.
¢ Log on to the Student view: Select My Info > Assessments.

2. At Assessment Definition, click Q, and select the assessment definition you want to view.

3. Select the assessment, and then click Details. View the raw score, scale score, level of performance,
and grade level when the exam was taken.

4. Click Cancel to return to the list of assessments.

Enroliment History

Note: This includes whether the student was enrolled, withdrawn, or transferred in the district.

. Click the Family tab.

2. Click the Membership side-tab, and click Enroliment.

3. To view details of an enrollment record, click an enroliment type. For each enrollment record, the

page displays:

« Type of enroliment (usually a one-digit code the district uses to identify the type of enroliment,
such as W for withdrawal)

« Date of record

« Code

« Reason (for example, moving out of town)
» Status (active or inactive)

¢ YOG (year of graduation)

« School name

4. After you finish looking at the details, click Cancel to return to the list of records, or click any other
side-tab or tab.
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Student Schedule
To view the student's schedule in the Family portal:

1. Click the Family tab.

2. Click the Schedule side-tab. View the student’s schedule for the current school year. For each class,
you can see the following:

« Course number and description (such as 100.1 Chemistry)

« Term the student takes the class (such as S1, or Semester 1)

« Schedule (which days and periods the student takes the class, such as A(1-6))
o Teacher

« Room

3. Click >>Matrix and <<List in the upper-left corner of the page to switch between the matrix view of the
schedule and the list view of the schedule.

To view the student's schedule in the Student portal:

1. Click the My Info tab.
2. Click the Schedule side-tab.

Course Requests for Next Year

Your district might allow students to enter course requests in the Student portal. Then, parents can view
these requests in the Family portal.

In the Student portal:

View and enter your requests for next year's courses. Your school will determine the date range when you
can select courses. During this time, you can come here to enter and make changes at any time.

When you finish, click Post to notify your counselor that you are done.
To enter your requests:

1. Log on to the Student view.
2. Select My Info > Requests. The Requests page appears.

3. Atthe top of the page, in the Instructions box, read and follow the instructions for entering your
requests.

Note: If any of your courses are required or recommended by your teachers, they might
automatically appear as requests when you first view the Requests page.

4. Inthe Primary requests box, select your requests for the different subject areas. For example, to
select your request for a math course, click Select next to Math. The courses you can request appear.
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Use the following tips when selecting a course to request:

« If your teacher recommended a course, a checkmark appears in the Select column. That
course becomes a course request when you click OK.

« The Status column displays information about the course, such as if the course is full, or if this
is the course your current teacher recommended for you. Depending on the subject, you can
either select any course, or are required to accept the courses recommended for you.

If your teacher entered comments about a recommendation for you, @ appears in the Status
column. Click the icon to view the comments.

« If your school allows you to set the priority for your courses, you can type a number in the
Priority column to prioritize them. 1 is the highest priority. Leave the field blank if you do not
want to set a priority value.

Example: If you have three elective courses and you want to prioritize them, you would
type 1 for the course you want most, 2 for the course you want second most, and 3 for your
third choice. Your priorities might look like this:

Select CourseNumber CourseDescription mic level Credit Prequisite Status Priority

0AD91 Writing Seminar 0.0 2
CA130AP Microeconomics AP 0.0
CAZ55 Science Team 0.0

CA356 Forensic Science 0.0

0A3ST Intro to Human Anatomy & Physiology 0.0 3

Select the checkbox in the Select column of the course(s) you want to request, and click OK. The
requests now appear on your Requests page.

Note: To remove a request from your Requests page, click the Select checkbox again to
deselect it.

In the Notes for counselor box, type any notes to your counselor regarding your requests. Your
counselor can view these notes when reviewing your requests.

Your requests are automatically saved after you enter them on the Requests page. Your counselor
can view them anytime.

. After you complete entering your requests, click Post at the bottom of the page. This lets your
counselor know that you are finished entering requests. If you have not selected enough courses to
satisfy requirements for your academic track, the system lets you know which area you need to make
more requests in:

Mot enough requested for
subject 11th grade honor math

(108
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Note: Once your counselor approves your requests, you can no longer make changes to your
course selections.

In the Family portal:
To view the student’s course requests for the next year:

1. Click the Family tab.
2. Click the Schedule side-tab, and then click Requests.

Subscribe to Email Notifications

When your school uses email notifications, parents and students can subscribe to receive email messages
about the following events:

« Conduct

o Health visit

« Daily attendance

o Class attendance

« Minimum grade (a grade falls below a threshold you define)

Note: Aspen creates a record for each event and gives it a timestamp. Your district sets up a "job" that
tells Aspen to send the emails. The timing of when the email is sent depends on the timestamp on the
record and when your district runs the job (usually within a seven-day window).

Example: In the Hale school district, Aspen runs the job to send email notifications for conduct
incidents every Tuesday night. On Tuesday April 1, Aspen runs the job as usual. On Wednesday
April 2, Cole has a conduct incident. When Aspen runs the job on Tuesday, April 8, an email
notification is sent for Cole. This is because the incident's timestamp is after April 1, and falls
within the window of when the job was run (April 1 through April 8).

To subscribe to email notifications:

1. Do one of the following:
« In the Family portal: Click the Family tab.
« Inthe Student portal: Click the My Info tab.
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1Al Academics ~ Groups ' Calendar

~
Students :: KP - Adams, Morgan ﬂ - > Pl
Details
e i
Contacts L . . .
Subscriptions for Email Notifications
Daily davidadams@personalemail.com
Attendance
ekansaki@eudora.com
Health
Subscribe Name Description
Conduct
Attendance This subscription will notify you of any attendance entry for this student
Transcript Class Attendance This subscription will notify you of any class attendance entry for this student.
Conduct This subscription will notify you of any conduct incident by this student.
This subscription will notify you when any grades below a specified threshold
Sehedul are entered for this student. Grades are scaled as a percent from 0 to 100.
sizells If a student receives a class assignment or test grade that is below the
specified threshold, a notification will be sent to your email address.
Membership Caes In the space below, please enter a grade threshold to use for determining what
grades to report. This should be a number from 0 to 100. For example, an entry
TS of 75 would trigger a notification for any grade entered that scaled below 75%.
Documents Grade Threshold 0
| - Health Visit This subscription will notify you of any visit to the school nurse by this student.

3. Atthe top of the page, any email addresses associated with your account appear. Select the
checkbox next to each email address you want to receive notifications.

4. After viewing the description of each email, select the Subscribe checkbox if you want to receive that

email notification.

Note: For the Grades notification, define a Grade Threshold between 1 and 100. The system
will send an email when the student receives a grade below that percentage.

For each subscription, the system sends the appropriate messages to the designated email account. To
view/change this account, click Set Preferences on the settings bar at the top of the page, then the Secur-

ity sub-tab.

Note: Your changes to this page are saved automatically. There is no Save button.

Viewing Academic Information

The Academics tab gives you access to view:

o classes

» assignments

e assignment details
e curriculum maps

« Google Doc assignments

e class attendance

View Classes

The class details page on the Academics tab lists classes for the current or previous school year, as well

as a summary of attendance and performance for each class.
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If you want to view classes for the previous year or grade term, click the Current Year drop-down and
select Previous Year, or click the Current Term drop-down and select the appropriate term. The classes
for the year/term you selected appear.

Pages Viy Info Academics O lendz ock Quest
Classes
Details ‘ o W . =
Assignments
0 of 7 selected &7 | Current Year v | | Current Term v
Curriculum . .
Map Description Course Description Term  Teacher Clssrm  Term Performance Abs Tdy Dsm
English9H 0AD10-05 English 9 H FY Moran, James 213 10 o 0
Attendance
Spanish 2 0A432-06 Spanish 2 FY Mcguire, Amanda 109 10 o 0
Fitness Fundamentals 0A011-D8 Fitness Fundamentals FY Rothstein, Laurie GYM-1 7 o 0
World Cultures 2H OA100-05 ‘Waorld Cultures 2H FY Smith, Sean 205 9 o 0
Conceptual Physics H OA300-04 Conceptual Physics H FY Picardi, James 321 8 1 0
Crchestra OABEZ-01 Crchestra FY Babanikas, Amanda c120 7 o 0
Honors Geometry 0A210-01 Honors Geometry FY C'Connor, Jake 310 4 o 0
Notes:

« If Current Year/Current Term is selected for the year/grade term drop-downs, then all classes
that are current appear.

« If Previous Year/Current Term is selected for the year/grade term drop-downs, then the filter
reverts to Previous Year/All Terms.

« When you click the Academics tab, a list of your classes appears. If zero (0) values appear in the
attendance columns, it might mean that your school does not take period attendance for the
class. If so, the message "Attendance is not collected for this course" appears when you hover
your cursor over the 0.

To view details about attendance and performance in a class:

Click the Academics tab.

2. Select the checkbox next to a course section, and then click the Details side-tab.

For each class you can see the following:

e Course number and description (such as 100.1 Chemistry)

» Term the student takes the class (such as Semester 1)

¢ Schedule (which days and periods the class is held)

o Teacher

« Room

o Grade scale grades associated with the course (appears depending on your district's settings)
« Teacher Notes section: Appears if the teacher has provided any comments about the class

« Attendance Summary: Displays absences, tardies, and dismissals for each term, and a current
total for the year
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« Average Summary: Lists assignment categories (such as Homework, Tests, Quizzes) with
their weight toward your overall grade, a grade for each term the current average, and last
posted grade

Note: N/A in the Weight row means the teacher does not use weights to calculate
averages for this class.

« Semester running total and overall cumulative average for the selected class (bottom of the
page). Note that if your school or district has included a description of how these averages are

ty
calculated, appears. Hover your cursor over the icon to view the description.

« Final grade

Notes:

If the Indicates adjust value icon o appears, it means that your teacher has
adjusted this grade, and it does not match the calculated grade that is posted in their
Gradebook.

« Some of the features listed might not be available to you, based on your district's and
school's use of Aspen.

View Assignments

This topic describes how to view assignments in the Student portal. You can also view assignment detail
information in the Family portal.

To view the grades on specific assignments in a class:

1. Click the Academics tab.
2. Select the checkbox for the course you want to view assignments in.
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3. Click the Assignments side-tab. The assignments page appears.

Pages Wy Infio Academics
Classes :: OA010-05 - English 9 H Q » Pkl
Details ‘ o . o . @
Assignments
Details Category All v
Curriculum Grade Term Al v
Map
< || 1:6/8/2020 |all written ... | = D of 107 selected (7 Al Recards
Attendance f— —
AssignmentName DateAsgn  DateDue Description  GBColumnName  Score
all written essays { graphs 25 62020 682020 writi 25 W
allwritien essays / graphs 34 /52020 /52020 witi 34 e
outside reading & 652020  6/5/2020 readi 6 j g’l 4)
30/ ;
quiz and tests & 652020 /52020 quiz 8 30 13)
all written essays (araphs 21 5/25/2020  5/28/2020 writi 21 % g’l )
. ) 30/
quiz and tests 15 5252020  5/28/2020 quiz 15 20 (3)

4. Click the Category drop-down to select:
o All to view all assignments
« A category to see only that type of assignment (for example, click Tests to view only test grades).

5. Click the Grade Term drop-down to select:
« All to view assignments from all terms
« Aterm to see only assignments from that term.
The list displays the name, date assigned, date due, weight, and score for each assignment.

The Score column lists your assignment score both as a fraction of the total possible points and as a
percentage (shown graphically as a bar).

The actual grade the teacher entered for that assignment, whether numerical or letter-based, appears
in parentheses to the right of the fraction:

Final Model Romance Poem 1 10/29/2015 1072972015 1.0 . £9.0/100.0 (89

Wiriting that explains shield choices 1 10/29/2015 10/29/2015 0.9 78.0/100.0 (78)

Level F unit 4 quiz 1 10/23/2015 102372015 1.0 75.0/100.0 (75)

Assignment score as a

percentage Your score / Total possible

paints (Grade teacher entered
for the assignment)

"Excluded from averages" appears if a teacher blocked an assignment's score from students'
averages. "Missing" appears if an online assignment was not submitted on time.

Any special codes the teacher associated with an assignment also appear in the Score column, such
as the following:

Special code Description
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Exempt Aspen will not count this assignment when calculating the student's
average.

Calculate as Aspen counts this assignment as a zero when calculating the

zero student's average.

Calculate as full | Aspen includes this assignment's total points when calculating the

point value student's average.
Calculate as Assignment was not submitted.
missing

Any remarks the teacher entered for the score appear in the “Assignment feedback” column.

If the teacher included or student posted a file, it appears in the "Resources Provided by the Teacher
or "Resources Submitted by the Student" fields. Click the file name to view, open, or save the file.

Note: To submit an assignment online, see Submit Assignments Online.

6. To view more details, click the assignment name.

7. After you finish looking at the details, click Cancel to return to the list of assignments, or click any
other side-tab or tab.

« <« 2 » »

Note: When you see the record navigation bar on a page, click the
buttons to move to the first record in a list, the previous record, search for a record by name, move to
the next record, or the last record.

View Assighment Details

This read-only page shows your student’s score for an assignment, as well as statistics for the class.

To view an assignment’s details:

1. Log on to the Family view.
2. Select Academics > Assignments.

3. Click Details on the Assignments side-tab. The Assignments Details page appears.
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Pages Family™ | IEUELE IS SGroups ™~ Calendar

Classes :: Mcneeley, Patrick - OA531-01 - Accounting C :: QUIZ - Chapter Quiz 10 Q »
Details .
1o~ ] »
Assignments
+ Details Default Template -
Curriculum Statt
Vap Gategory > Description  Ghapter Quiz atistics
Assignment name: Chapter Quiz 10 High A+
Attendance ‘
Date assigned 12/31/2019 Low F
Date due 123112019 Median A
Max points 1000 Average B-
Description
Score A
Resources Provided by the Teacher Resources Submitted by the Student

The following table describes the information that appears on the page.

Field Description

Category > The type of assignment, such as quiz, test or special project.

Description

Assignment The unique name of the assignment.

name

Date assigned The date the teacher gave the assignment to students.

Date due The date the assignment is due.

Max points The total number of points a student could earn from this
assignment.

Statistics

High The highest score in the class for the assignment.

Low The lowest score in the class for the assignment.

Median The score that has an equal number of scores higher, and lower,
than it.

Average The simple average of the students' scores, in which the sum of all
scores is divided by the total number of scores.

Description If the teacher entered a description for the assignment, it appears
here.

Score This is your student's grade for the assignment.

4. Click Cancel to leave the page.
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The Curriculum Maps side-tab in the Family and Student portals shows the curriculum map for the selec-
ted class. Curriculum maps provide an overview of the entire course's structure and content.

Note: Depending on the way your district/school set up Aspen, you might not see curriculum maps.

To view and print the entire map:

IS

To view and print the content of a specific map topic (unit):

1.

My Curriculum Map

= Biology
Introduction to Biology
Carbon Compunds and Biochemistry
Cellular Biclogy
Genetics and Heredity Part 1
Review and Midyear Exams
Genetics and Heredity Part 2
Evelution and Classification
Hurnan Anatomy and Physiclogy
Ecclogy and the Environment
Review and Final Exams

Click the Academics tab, Details side-tab.
Find and select the class you want to see the curriculum map for.
Click the Curriculum Map side-tab.
Click the gold bar at the top of the timeline to select it. This bar represents the map header.
Click View. The map and its content appears.
To print the entire map, click Print. Any lesson plans print, too.

38 48 50

Above the curriculum map, click Expand to show the curriculum map topics:

144 156 168 180

2. Click a blue bar on the timeline that represents the topic you want to view.
3. Click View. The information for the topic appears.

4. Click Print. Any lesson plans p

View Class Attendance

rint, too.

The Attendance side-tab lists any dates not in class for the entire period, due to an absence, tardy or dis-

missal, and any reason provided.

To view details for a class attendance record:

1. Click the Academics tab.
2. Click the Attendance side-tab.
3. Click adate.
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Note: When you see the record navigation bar

4 <

L)
L

>

4

on a page, click the

buttons to move to the first record in a list, the previous record, search for a record by name,

move to the next record, or the last record.

Viewing Groups
The Groups tab allows you to view the following:

» groups' details
« other members of the groups

« scheduled events associated with the groups

View Student's Groups

To view details regarding a group that the student belongs to:

1. Click the Groups tab.
2. Click the Details side-tab.

Click a group to view the following details:

o Group name

« Group Category (such as Athletics or Academics)
« Position (student's position within the group, if any, such as Captain or Secretary)

¢ Advisor's name

Note: When you see the record navigation bar

4 <

~
A

> b

on a page, click the buttons to

move to the first record in a list, the previous record, search for a record by name, move to the next

record, or the last record.

View Fellow Group Members
To view the members of a group:

1. Click the Group tab.
2. Select the group.

3. Click the Members side-tab. The page lists each of the fellow members' names.

Note: When you see the record navigation bar

|«

4

L

>

4

on a page, click the
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buttons to move to the first record in a list, the previous record, search for a record by name,
move to the next record, or the last record.

View Group Events

Students' group events appear on the calendar in the portals.

To view details for a group's event:

. Click the Groups tab.

2. Select the group.

3. Click the Events side-tab. For each event, the page lists the following:
o Date

e Time

e Summary (a description of the event)

« Location

4. Toview an event's details, click the event's name.

- « <« 2 » » _
Note: When you see the record navigation bar on a page, click the
buttons to move to the first record in a list, the previous record, search for a record by name, move to
the next record, or the last record.

Using the Calendar

Use the Calendar tab to manage your assignments and time. To make the calendar most helpful, be sure
to click Calendar Settings on the Options menu to define your calendar settings.

Your calendar can display the following:

» Assignments that your teachers assign.
» Appointments that you create.
» My Resources that you can use to store your documents.
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[ Pages My Info ' Academics Groups [EefIINI-FTAM Locker Quest ]
Dpay Week Monith o e
I ¢ Aditional Resources
- g Group Folder
Tue May 3 [Wed May 4  QRFP

Qo ABeginner's Guide to Balancin
R ADMD3GuceTasks it

[T1 e111.10spelling.docx
Qg Easy genius science projects w
[E] Organization of the Periodic Table
S science widener
R Table of Elements.pdf
=] testresource

Determine Which Days to View

1. Click one of the following:
« Day to view assignments and appointments for one day
« Week to view assignments and appointments for one week
« Month to view assignments and appointments for one month

Note: The Day and Week tabs display all assignments. The Month tab displays only up to
three at a time. A drop-down list appears below the third item if there are more than three
items on that day. Click the triangle at the bottom to see the day view when there are more
than three items.

On either side of the date(s) you are viewing, buttons to move between dates appear.

Pages My info = Academics Groups [ecICLLEIg Locker Quest

Wesk Manth
S/ = o My Resources
I {3 Aditional Resources
I & Group Folder
Tue May 3 (Wed May 4 I {3RFP

Gy ABaginner's Guide to Balancin
ST | Ao GudedTasks-1 oo

[} €111.10spelling.docx
S, Easy genius science projects w
[E] Organization of the Periodic Table
G stience widener
“Z] Table of Elements.pdf
=] test resource

2. Do any of the following to move between dates:
« Click Previous to view the day, week, or month previous to the one you are currently viewing.
o Click Next to view the day, week, or month after the one you are currently viewing.
« Click This Week to view the current week.
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Manage Your Assignments

Any assignments due on a specific date appear towards the top of the day. If you select the Activate
Reminders checkbox in your calendar settings, assignments you should be working on appear at the bot-
tom of the date in a lighter color.

Note: The Paper clip I:l icon indicates that the assignment has an attachment. You must click the
assignment to view the details and access the attachment in the Resources Provided by the
Teacher field.

Click an assignment to view its details:

Calendar _

| Options~ J§f Reports v | “ » My Resources [
Name * Lab for May 2 Completsd , @ Adiional Resources
Start date = 5472020 i & Group Folder
. @ RFP
Starttime * 11:30 AM > 4@ Uploads
%A Beginner's Guide to Balancin
FEoeR = = E = = = = := || @ Source 1 ADMO3GuidedTasks-1 pptx
Qg Chemistry Cleans Pennies!
L= M [ cl11.10spelling doex
%Easy genius science projects w
Font - || Size ~-|| Format A-B-| B I U|x x||L ] Organization of the Periodic Tabls

S science widener
“Z Table of Elements.pdf

Lab completed [E] test resource

Description

In the Resources Provided by the Teacher field, you might find documents or quizzes you either need

to download, edit, and upload, or complete and submit online. Click the Document type icon (such as
)to openiit.

If you upload your homework document to My Resources, you can click, drag, and drop your file into the
Resources Submitted by the Student field to submit your homework to your teacher.

Note: Sometimes students take classes at more than one school during a term. In those cases,
assignments for the student's primary and secondary schools appear on the calendar.

Define Your Calendar Settings

Define your calendar settings to determine how your classes appear on your calendar.

To define your calendar settings:

1. Click the Calendar tab.
2. Onthe Options menu, click Calendar Settings. The Settings page appears:
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% Cancel

Show weekends v

Activate Reminders v

Calendars

Name

o

Options

WMy Events.

Follett Public Schools

Crow Point High School

Summer School

Knitting Club

Ruoom*

% Cancel

*Please note that changes to the Planner settings will affect the appearance of the To Do widget.

3. Use the following table to define your calendar settings:

Field Description

Show Weekends

Select this checkbox if you want to see Saturdays and Sundays on
your calendar.

Activate
Reminders

Select this checkbox if you want to display a line on each date you
should be working on an assignment.

If you do not select this checkbox, the assignment only appears on the
date itis due.

Color

Determine the highlighter colors that represent your classes and
appointments on your planner.

In the Color column, click the color box next to the class. The Color
Chooser appears. Click a color, and click OK.

Within each class , you can click All Categories to open the Category
pick list. Select only the assignment categories you want to appear in
the color you selected for the class.

Note: The colors for appointments is set by the My Events color.

4. Click Save.

Use the Student Calendar
Use the Calendar tab to view and keep track of your past, current, and upcoming assignments.
You can also add appointments to your calendar.
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Setting Up Your Calendar

1. Onthe Options menu, click Calendar Settings. The Settings page appears.

X Cancel

Show weekends el
Activate Reminders I
Calendars
Name Color Options
My Events

-Follett Public Schools

Crow Point High School

Summer School

000N

Knitting Club

* Please note that changes fo the Planner settings will affect the appearance of the To Do widget.

X Cancel
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2. Use the following table to define your calendar settings:

Field Description

Show Weekends Select this checkbox if you want to see Saturdays
and Sundays on your calendar.

Activate Reminders Select this checkbox if you want to see a reminder
for each date within the date range of an assignment
(date assigned through date due). The reminder line
is a lighter color on the days the assignment is not
due, and darker for the date the assignment is due.

Including reminder lines is a good way to keep a
current to-do list of what you should be working on
for all your classes.

Note: If you select this checkbox, your calendar
could contain many assignment reminder lines
for each date.

Color Determine the highlighter colors that represent your
sections and appointments on your planner.

In the Color column, click the color box next to the
item. The Color Chooser appears. Click a color, and
then click OK.

Within each class section, you can click All
Categories to open the Category pick list. Select
only the assignment categories you want to appear
in the color you selected for the class (for example,
you might want all quizzes to appear in red).

Note: The colors for appointments is set by the
My Events color.

|\

3. Click Save.

Using Your Calendar

1. Click the Day, Week, or Month sub-tab to determine how many days to view.

2. Click Previous to view the previous day, week or month, or click Next to view the next day, week, or
month. Click This Week to return to the current week.

3. Foreach day, click any assignment to view its details.

4. If an assignmentis due on a date, the text and color is dark. After you complete the assignment, select
the checkbox to indicate you are finished. If you select the Activate Reminders checkbox in your
settings, reminders appear in lighter text and color for assignments that are not due on a date, but are
listed.
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5. If a Paper clip icon . appears for an assignment, you must upload or enter information online to
complete that assignment.

Add Calendar Events

Any events you have created appear on your calendar in the color you defined in your calendar settings.

To add a new event:

1. On the Options menu, click Add Appointment.

P RN RSN RECEN [T ISR RIS R—

Name * I
Start date * B

Starttime *

HFEOR == = = =

Font ~|| size ~|| Fomat ~

m
=2}
g
]

LaIn
=]
-]
~
=
x
x
i~

o oo |

2. Type a Start date, or click B to select a date.
3. Type a Start time, if applicable.

4. Type a summary of the event (such as Braces off!). The summary appears in that day on your
calendar.

5. Type a description if desired.
6. Click Save.

Use My Resources
Use My Resources in Aspen's Student portal to store and organize your schoolwork.
You need to know how to do the following:

« Add folders
o Addfiles

o Add weblinks
¢ Add notes
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« Editresources
« Keep enough free space

To use My Resources:

1. Log on to the Student portal, and then click the Calendar tab.

Pages My Info  Academics ' Groups [CLGETSN Locker Quest

Day Week Month
My Resources

I 43 Aditional Resources

I» 4G Group Folder
Sun May 22|Mon May 23| Tue May 24|Wed May 25|Thu May 26|Fri May 27|Sat May 28| . @RFP

HOMEWORK | ‘ HOMEWORK | quiz 10 1| | |HoMEWORK | HOMEWORK | | | | | QUIZZES ON || b §@ Uploads
null o null - null - null - %AEleginner'sGuide to Balancin
0A010-03 0Az10-01 0A210-01 0AZ10-01 =} ADMO3GuidedTasks-1 ppix

HOMEWORK homework || | | | HOMEWORK | | | | HOMEWORK HOMEWORK | S Chemistry Cleans Pennies!
null null null ¢l11.10spelling.docx
0A390-05 0421001 0AZ10-01
G Easy genius science projects w
[E] Crganization of the Periodic Table

essay 80 || || |homework | essay 25 ||

il Lt s G, science widener
0403104 Witting | | [ 0401003 0AG31-04 Witing o
| Table of Elements.pdf
homework || participation | | homework | a test resource
null - null - null -
0AG10-03 0A010-03 0AGT0-03
participation | | | | | HOMEWORK participation |
null - null -
0AG10-03 0AGT0-03

HOMEWORK HOMEWORK

Add Edit My Quota (238 MB left)

2. Inthe upper-right corner, click My Resources. My Resources opens.

The Group folder automatically appears. Inside it, there is a folder for each group you belong to, such as
each of your classes, the debate team, and the yearbook club.

You can access files and links within those folders, but you cannot edit them.
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Add Folders

Add your own folders to My Resources to organize your school work. For example, you might make a
folder for the current year. Within that folder, create a folder for each class. Then, within each class folder,
you can store your files, links, and even notes. My Resources can act like your online class binder!

You can also create a student portfolio to store your best work from each school year. This way, when
senior year rolls around, you have quick and easy access to all of your portfolio pieces. You can even link
to your portfolio video that you have posted on the web.

Note: My Resources has a storage quota set by your district; you have a limited amount of storage
space.

To create folders in My Resources:

1. Be sure that the Group Folder is not selected.
2. Atthe bottom of My Resources, click Add, and then Folder:

My Resources

3 '&'\;}Ngebra
3 '&\/} Chemistry
4§ English
[ii] Book Report Format.docx
ﬁ! Stanley Explores the Hohokam C
3 % Group Folder
3 %‘; History
- &3 My Stuff

File

Google Dot
Mote
Weblink

Folder
Multiple FiE! ]
Edit My Quota (999 MB left)
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A new folder appears in My Resources:

My Resources

- @Al-gebm
- @(’3 Chenmistry
4 {3 Engiish
[ii] Book Report Format.doox

W7V iiew Foiae]
Ej Stanley Explores the Hohokam C
- ﬁg& Group Folder

- Q:f} History
- i3 My Stuff

Add Edit My Quota (355 MB left)

3. Type aname, and then press ENTER.

4. To make a folder within that folder, select the folder; and then click Add > Folder. The new folder
appears within the folder you first created.

Note: If your district allows custom Group Resources for each tab on a page, any folder you add to My
Resources that matches the name of a tab does not appear in other tabs on the page. An example would be
if you had a tab for each of the three groups in your class, Red, Blue and Green, a folder named Green
would not appear in the Red and Blue tabs.

Note: You can click, drag, and drop files, links, notes, and folders within the My Resources folders that
you create.

Add Files
My Resources is a great place to store drafts of your work. This way, you can access them from any com-
puter with Internet access.

There are two ways to add files to My Resources:

« Add one file at a time.
¢ Add multiple files.

To add one file to My Resources:
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Select the folder you want to store the file in.

At the bottom of My Resources, click Add, and then click File. The Upload pop-up appears.
Next to the file field, click Browse to find the file on your computer.

Click Open.

If you want, type a description of the file in the Description field.

Click Save. The file appears in the folder:

o0k wd =~

My Resources

3 @Algebra
3 @ Chemistry
4§ English
4 {3 Of Mice and Men
@ Of Mice and Men Final Essay.docx

[ii] Book Report Format.docx
Ej Stanley Explores the Hohokam C

3 '@ Group Folder

3 '&fj History

- &3 My Stuft

Add Edit My Quota (359 MB left)

To add multiple files to My Resources:
1. Select the folder you want to store the files in.

2. Atthe bottom of My Resources, click Add, and then click Multiple Files. Select how you want to
open the Aspen Uploader, and then click OK:
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You have chosen to open:
|| aspenuploader1371054973192.jnlp

which is a: JMLP File (893 bytes)
from: http://lishon fsc.follett.com

What should Firefox do with this file?

Java(TM] Web Start Launcher (default) -

Save File

[C] Do this gutomatically for files like this frem now on,

| ok || Ccancel
The Aspen File Uploader appears:
m Aspen File Uploader
1 \Wsersiknaylor. NA\Desktop\EXAMPLES for scripts\CCHWS, 10, docx p

C:\Usersknaylor . NA\Desktop\EXAMPLES for scripts\Death of a Salesman Act 1. Mol docx
(C:\Usersknaylor . NA\Desktop\EXAMPLES for scripts\grad.jpa
(C:\Usersknaylor . NA\Desktop\EXAMPLES for scriptsiListGroupLabel_Student.pdf

C:\Usersknaylor . MA\Desktop \EXAMPLES for scripts\Of Mice and Men Final Essay.docx -
Al leareemzidar BANaeltanEY AMD] FS frr orrinde VOE B nd Mam mindbe

m

=l
i)
[5
M

Number of files selected: 3

Total size: 389 KB

Space left in my quota: 245 MB
Upload ” Cancel

3. Click Add files.

4. On your computer, find the files you want to upload. To select more than one file, press CTRL while
you click each file name if you are using a PC, or press Command if you are using a Mac.

5. Click Open. The file names appear in the Aspen File Uploader.

6. Click Upload. The Aspen File Uploader uploads all of the files to the folder you selected.

Add Weblinks

Store links to websites in My Resources. For example, you might have a folder that is holding all of the
resources you need for your history paper. You can store the link to each of your online sources in that
folder, right alongside your draft, and any other resources you might need.

To add a weblink to My Resources:
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Go to the web address you want to save in My Resources.
Copy the web address in the Address bar of your web browser.
In My Resources, select the folder you want to store the files in.

At the bottom of My Resources, click Add, and then click Weblink.

Type a Name and Description to help you identify the link.
In the URL field, paste the web address that you copied in Step 2.
Click Save.
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Add Notes

Create and save notes within My Resources. For example, if you can use your tablet or laptop in class, you
might type your notes for class and save them. Or, if you are at the library doing research for a paper, you
can type your notes, and copy weblinks into your notes to save all of your information.

To add notes to My Resources:

1. Select the folder you want to store the files in.
2. Atthe bottom of My Resources, click Add, and then click Note.
3. Inthe Title field, type a title for your note. This is the title that appears in My Resources.
4. Inthe Text box, type your text. You can use the formatting in the text editor, such as bulleted lists or
different fonts. You can also insert weblinks or images:
Details
Type MNote
Title *
FhWéR == EEZ:E d || 22 2= [e) Source
(= B3
Arial - 2~ || Normal - A-B-||B I U| | x. x| T,
Text*
body p 4
o
5. Click Save.

Note: You can also upload Google Docs™ to My Resources for easy access.
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Edit Resources

1. To edit a resource, select a file, folder, note, or link, and click Edit at the bottom of My Resources:

Edit Item
Wiew
Rename
Delete
Copy

‘h My Quota (249 MB left)
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2. Select one of the following to edit the files in My Resources:

Field Description

Edit Item A details pop-up appears, where you can edit details such as file name,
description, and file location.

You cannot edit the contents of a file. To do that, you need to do one of
the following:

« Download the item, edit it, and upload the edited version.

» Edit the version that is on your computer, upload it, and delete the
unedited version.

Note: You cannot edit a folder.

View Based on your selection, one of the following occurs:
« For a folder: The folder expands (if it was already expanded,
nothing happens).

« For afile: The file opens directly, or a pop-up asks you whether
you want to save or open the file.

« For a note: The note details appear, where you can make edits.

« For a Google Doc™: You need to have a Google account and
might need to grant Aspen access to Google Docs.

» For a video: The video opens in a new window.
« For a web page: The web page opens in a new window.

Note: Clicking Edit and then View is the same as double-clicking
the item.

Rename A rectangle appears around the folder name, and the text is
highlighted. Type the new name, and then press Enter on your
keyboard.

Note: You cannot rename a file.

Delete A confirmation message appears. Click OK.

Note: If you are running out of space and want to delete multiple
files at once, click the My Quota link.

Copy A copy of the file appears, with a number, starting with (2), appended to
the file name.

Note: You cannot copy a folder.

|\

Keep Enough Free Space

You have a limited amount of storage space in My Resources, which is determined by your school district.
The amount of storage space you have is called a quota. View the amount of space you have used at the
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My Resources

- Qﬂ Algebrs

- %’} Chemistry

- {3 Engiish

- %& Group Folder
- @{3 History

- &3 My Stuff

Add Edit

"
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Click My Quota to see all of your resources and the amount of space they take:

Andrews, Lillian

Using 408 KB of your 250 MB {0.16%)

0 of 7 selected 7

[ |File Size Lastilod
[ |o.22 mB 8/12/2020
[ |o.10 mB 8/12/2020
] |o.04 mB 8/12/2020
O] |o.02 mB 8/12/2020
O] |o.02 mB 8/12/2020
] |o.01 mB 8/12/2020

D 0.01 MB 8/1 202020

12:39 PM

12:39 PM

12:39 PM

12:32 PM

12:39 PM

12:39 PM

12:39 PM

File Hame

igrad.jpg

ListGrouplLabel_Student. pdf

Of Mice and Men.ppte

Of Mice and Men Final Essay dooe
Of Mice and Men Final Essay {2). doo

Death of a Salesman Act 1. No1.doox

CCHWE. 10 dooc

Repository Hame

Andrews, Lillian - User Folder
Andrews, Lillian - User Folder
Andrews, Lillian - User Folder
Andrews, Lillian - User Folder
Andrews, Lillian - User Folder

Andrews, Lillian - User Folder

Andrews, Lillian - User Folder

If you are running low on available space, select several files you no longer need, and click Delete. Keep
in mind that once you delete files, you can no longer access them.

Using the Social and Emotional Support Module

Your district might use the Social and Emotional Support module, which helps identify and support stu-
dents who need assistance with academic or personal challenges.
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The process starts when a referral is entered into the Social and Emotional Portal Referral widget. A parent,
teacher, or any other person with an Aspen login can submit the referral. Students can also refer them-
selves or a friend they are concerned about.
To enter a referral for a student:

1. Log on to the Family or Student portal.

2. Click the Pages tab to view your homepage. The Social Emotional Portal Referral widget appears.

Social Emotional Portal Referral

Please submit your referral to the Social & Emotional Support Center.

Type a student's name and press 'Enter’ to view the rest of the form.

Student |

3. Atthe Student field, type the name of the student you are submitting a referral for.

4. Click Save. The widget expands.
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Social Emotional Portal Referral

Please submit your referral to the Social & Emotional Support Center.

Type a student's name and press 'Enter’ to view the rest of the form.

Student | nick norris |
Referrer Email | contacti@personalemail com |
Relationship to Student | hd |
Issues/Concemns

prompting

recommendation

Additional Concerns

9. The email address associated with your Aspen login appears at the Referrer Email field. You can
change the email address, if needed. A valid email address is required to submit the referral.

At Relationship to Student, click the drop-down to make a selection.
At Issues/Concerns prompting recommendation, type the reason the student needs assistance.
At Additional Concerns, type any other thoughts or supporting information.

Click Save.

© © N o

You can check whether a staff member has received your referral.

To check on a referral you submitted:
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1. Log on to the Family or Student view.

2. Select Social > Cases. The page displays the referral(s) you submitted.

Pages Family = Academics = Groups ' Calendar LISzl

Social Emotional Referrals

ICases
(- | E—— i

@
0 of 1 selected 0 Your New Submitted Referrals
RefDate EntStudentName CaseStatus IssuesConcerns
O 6/8/2021 Watson, James Referred sudden poor grades

When a staff member changes the status of the referral, the student's name will no longer appear on this
list.

Check In to the Social Emotional Support Module

You school might ask you to check in each time you receive services through the Social and Emotional Sup-
port module. School officials could provide a location where you can sign in using the Social Emotional
Check-In widget.

To check in:

1. Find the sign-in kiosk at your school. The Social Emotional Check-In widget appears on the
homepage.

Follett Public Schools Kiosk, User v @ Log Off

Pages

|

Home

‘ Home | Quick Help

Social Emotional Check-In
/
Page

Check n Reason

2. Inthe widget, enter your Aspen Login ID and Password.

3. Click the Check in Reason drop-down to make a selection. Depending on your selection, additional
fields may appear. For example, if you selected "After school tutoring”, a field might ask which subject.
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Social Emotional Check-In

Check in Reason After school tutoring v
|Subject for tutoring: |

4. Click Save. You are checked in and can receive services.

Note: If you think another student could use assistance, you can enter a referral for them in the
Social Emotional Portal Referral widget on this page.

Report a Bullying Incident with the Portal Conduct Referral

Students and parents can report bullying incidents through the Portal Conduct Referral. Use the wizard to
report bullying incidents that a student witnessed or in which they were the victim.

If you choose to report the incident anonymously, you will not be contacted if more information is needed
in the investigation.

To initiate a Portal Conduct Referral:

On your Home page, in the Tasks widget, click Initiate. The Initiate Workflow wizard displays Step 1.
Click the Workflow drop-down to select Portal Conduct Referral.

At the Date field, today’s date automatically appears. Type or click B to select a different date.
If you would like to remain anonymous, select the Report anonymously checkbox.

o N~

Note: If you choose to report anonymously, a conduct manager will not be able to contact you
for more information about the incident.
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5. Click Next. The wizard displays Step 2.

Initiate Workflow: Details

Step2of 3

Offending student *
“ictim

Incident date *
Incident time

Incident location

Incident description *

6. Use the following table to enter information in the fields:

Field Description

Offending student

Type the name of the student who was the aggressor of
the incident.

Victim

Type the name of the student who was victimized by the
offending student.

Incident date

Type of click B to select the date the incident occurred.

Incident time

Type the time the incident occurred.

Incident location

Click this drop-down to select the location the incident
occurred.

Incident description

Type details about how the incident occurred.
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7. Click Next. The wizard displays Step 3.
8. Confirm the information and click Finish to submit the workflow, or click Back to edit the information.

Note: If the conduct manager needs more information, and you did not report anonymously, the
Portal Conduct Referral will re-open in your Tasks area. Click Referral next to the workflow to
view questions entered by the conduct manager and provide additional information.

Aspen Mobile for Students and Families

With Aspen's Student and Family portals, teachers, parents, and students have an arena for open com-
munication. And, parents can see all of their children's information with a single login.

To access all features of the portals, log on to the full site by typing your district’s Aspen URL into a web
browser on your desktop or laptop computer.

For quick, convenient portal access, however, you can log on to Aspen Mobile. This streamlined, on-the-
go version of Aspen lets you check your or your student’s information anytime, anywhere — even from a
smartphone or tablet.

Notes:

» In some districts, when parents log on to the Family portal from their desktop or laptop, Aspen
Mobile opens automatically.

« Aspen Mobile adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.

« Students and families will see slightly different sets of screens in their respective portals.

o Your district's settings determine whether you use Aspen Mobile or the updated Family portal
interface for mobile access to your student's information.

To access Aspen Mobile for students and families:

1. On your mobile device, type your district's Aspen URL into the address bar of a web browser. The
login screen appears.

Tip: Create a bookmark or shortcut to Aspen Mobile on your device’s Home screen.

2. Type your Aspen Login ID and Password, and click LOG ON. Aspen Mobile opens.

On your Home screen, district announcements appear, as well as buttons to tap for more information. The
Home screens look different in the Student and Family portals, as described below.
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Student portal Home screen

Welcome, Emily

A+ Grades

Calendar

[ Logout

Announcements

No announcements

Overdue Assignments

Full Site

Welcome to our newest release of Aspen Express. The full
desktop is still available at the following link! View Full Site »

Tap a button on the Home screen, or tap E for more options.
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Home

Academics

A-|- Grades

Calendar

Pages Calendar

View Full Site

Logout E-. =il

Announcements

No an

Overdue Assign

Full Site

Tap:

+ Home to return to the Home screen.

« Academics to see details and assignments for each class.

« Calendar to see school and district events and assignments with due dates.
» Pages to get a quick peek at your school, class and group information.

« View Full Site to go to the desktop version of Aspen.

+ Logout to exit.

-65-



Using the Family and Student Portals

Family portal Home screen

Mcneeley, Patrick

Grades Assignments

Attendance Calendar

Grades

95.53 A - Accounting C

93.3 A - American Literature C
98.0 A+ - American Studies 2 H
96.0 A - Microeconomics AP

6
91.01 A- - Pre Calculus/Trig €
1 0 0 0 94.4 A - SAT Prep Eng
88.0 B+ - Chemistry H & Lab
_— emistry al

Announcements

No announcements

The Home screen has four widgets:

« Grades: Bar chart shows term grades by class. They are divided into groups, based on the
percentage earned from the maximum possible score.

« Attendance: The chart represents the daily attendance for the current week. The daily attendance
codes on the chart include:

o A-—absent (red box)

o T—tardy (green box)

o D-dismissed (green box)

o E—excused

o Blue box — student present; no daily attendance record today

o White box —student present; no daily attendance record for that day (not today)

Note: If your school takes second daily attendance, only the morning attendance code
appears.

« Assignments: Boxes display the number of assignments due.
¢ Calendar: Color-coded bars indicate assignments due, appointments or events for the day.

Tap a button on the Home screen, or tap E for more options.
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=)

Follett Public Schools
Mcneeley, Linda

A  Home

el Grades

Assignments

Attendance

Calendar

Family

Forms

Preferences

Conduct

View Full Site

Logout

Tap:

+ Home to return to the Home screen.

« Grades to review grades by year and term.

« Assignments to view current, long-term and overdue assignments.

« Attendance to see daily and class attendance information.

« Calendar to see school and district events and assignments with due dates.

« Family to see your student's demographics, contacts and groups, depending on how your district or
school set up the portal. You can also sign up for email subscriptions.

« Forms to complete and submit forms, such as permission slips, on your device (if available in your
district).

« Preferences to change any of your Aspen Mobile preferences.

« Conduct to view conduct incidents.

« View Full Site to go to the desktop version of Aspen.

« Logout to exit.

Note: Attendance, Family, and Preferences are available only in the Family portal in Aspen
Mobile.

If you have more than one student in Aspen, tap the student name in the top-left of the screen, and then
tap the other child's name.

Checking Your Academic Progress (Aspen Mobile)

Use Aspen Mobile to monitor your academic progress by class, category, assignment and standards.
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Note: Aspen Mobile adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.

To access academics:

1. Log on to Aspen Mobile using your phone or tablet.

2. Tap E > Academics. A list of your classes appears.

Academics List
Year
Current Year H
Term
Current Term H
Description ~ Teacher ~ Term Avg ~ gaCumulative >
Algebra 2 CP Cioffi, Anne 67.36 n
Chemistry CP Cummings, Pat 89.0 89
English 22 CP Fox, Nancy 84.0 i
Notes:

« This list displays classes for the current year and term. If you want to view classes for the
previous year or grade term, click the Year drop-down and select Previous Year, or click
the Term drop-down and select the appropriate term.

« Sometimes students take classes at more than one school during a term. In those cases,
classes for the student's primary and secondary schools appear on the list.

This icon ® means that scores are not collected for the course.

Notes: There are several ways to modify this list:

Tap to determine the columns that appear.

» Type a description in Search on Description to search for a class by name. This is helpful
if you have a long list of classes and do not want to scroll.

« Tap any column header to sort it in ascending alphabetical order. Tap it again to sort it in
descending order.
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To check grades:

Tap a class name. A summary of class performance appears.

U.S. History | CP

Average Summary

Category Term 1 Term 2 Term 3 Term 4 Summer

Weight 10.0% 10.0% 10.0% 10.0% 10.0%
Alternative Assignments

Avg 100.0 0.0

Weight 20.0% 20.0% 20.0% 20.0% 20.0%
Homework

Avg 98.0 97.0

Weight 40.0% 40.0% 40.0% 40.0% 40.0%
Quizzes

Avg 95.0 99.0

There are four sections on this screen:

Section Description

This section appears if the teacher has provided any comments about

Teacher Notes .
this class.
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Section Description

Average This section shows the following:

Summary . Category: A breakdown of the Gradebook by assignment type

category.
» Weight: A percentage showing how much the category is worth
toward the overall grade.

Note: N/A in the Weight row means the teacher does not
use weights to calculate averages for this class.

« Average: Your average grade for assignments in this category.

o Term Columns: Broken out by quarter, trimester or semester,
depending on your district’s calendar. Each term has an
associated grade.

Category Weight Q1 Q2

Homework 50.0% 933 A 96.3 A

« Gradebook average: The calculated grade average for each
term.

« Posted grade: The grade posted for report cards. This does not
show a grade until the teacher posts grades using Aspen.

Note: A blank cell for a category means no grade has been
entered yet.

Note: If the Indicates adjusted value icon ° appears, it
means that your teacher has adjusted this grade, and it does not
match the calculated grade posted in their Gradebook.

Running This section shows the average of all assignments included in the date
Totals range for the current term or semester. This can give a more accurate
snapshot of your or your student’s performance than the current term
average, which does not take previous terms into account.

Standard This section provides data about standards the teacher has aligned to
Summary assignments, as well as your or your student’s progress in meeting
each standard.

Attendance This section provides your or your student’s term and yearly total of the

Summary attendance codes tracked for your district, such as “absent”, “tardy”
and “dismissed”.
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2. Tap acategory name in Average Summary to see all of its associated assignments and details. For
example, to check a grade for a quiz taken yesterday, tap Quiz. The category summary appears.

= « Class Overview

97.0

Quizzes Term

Assignment
Section 4.2 Quiz

Section 4.1 Quiz

U.S. History | CP Quizzes

Quizzes Overall Average

Quizzes Grade Summary

Thirteen Colonies and French and Indian War Quiz

Grade
94 /100 (94)
97 /100 (97)

93 /100 (93)

Due Date

10/29/15

10/12/15

10/2/15

This screen shows the following information:

Section

(Category)
Overall Average

Description

This section shows the current running average for the category.

(Category)Term

Tap the drop-down to select the term you want to view category

assignment data for.

-71 -



Using the Family and Student Portals

Section Description

(Category) Grade | This area shows the assignment name, grade and due date for all
Summary assignments.

The Grade column lists your assignment score, the total possible
points for the assignment, and the actual grade the teacher entered
for that assignment (in parentheses).

"Excluded from averages" appears if a teacher blocked an
assignment's score from students' averages.

"Missing" appears if an online assignment was not submitted on
time.

Any special codes the teacher associated with an assignment also
appear in the Score column, such as the following:

Exempt: Aspen will not count this assignment when calculating the
student's average.

Calculate as zero: Aspen counts this assignment as a zero when
calculating the student's average.

Calculate as full point value: Aspen includes this assignment's
total points when calculating the student's average.

Calculate as missing: Assignment was not submitted.

Upcoming This area shows assignments the teacher made that are not yet due.
(Category)
Assignments

|\

Note: Tap any blue column header to sort the data in that table in ascending alphabetical order.
Tap it again to sort in descending order.

3. Tap an assignment name to see its details, including a description, due date, score and attachments.

Chemistry X
Solubility Lab Assignment

Due
Thursday, September 4

Score 95
Attachments

£8 Temperature and Solubility

Notes:

» You can download a file in Aspen Mobile by tapping its name or the icon.

e You cannot open a Google Docs™ document that your student has submitted for an
assignment. It is shared by the student and teacher only.
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Checking Your Student's Assignments (Aspen Mobile)

Tap Assignments in Aspen Mobile to check any assignments that are due today or tomorrow, and those
that are overdue.

Notes:

« Aspen Mobile adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.

« The following screenshots are based on the Parent portal in Aspen Mobile. Students will see a
slightly different set of screens.

» Sometimes students take classes at more than one school during a term. In those cases,
assignments from the student's primary and secondary schools appear here.

Log on to Aspen Mobile.

From the Home screen, tap Assignments. A list of assignments due today, tomorrow, long term and
overdue appears.

Note: If you have more than one Aspen student, you can select their name from the drop-down
at the top of the screen.
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= Assignments

Mcneeley, Patrick

Today ° Friday, Dec 14, 2018
Pre Calculus/Trig C @
Quiz 12

Tomorrow Saturday, Dec 15, 2018

Long Term @

American Studies 2 H
all grades 22
(Due: Wednesday, December 26, 2018)

American Studies 2 H

all grades 16
(Due: Friday, December 28, 2018)

American Studies 2 H
all grades 13
(Due: Thursday, January 24, 2019)

el a &l

American Studies 2 H @
all grades 36
(Due: Saturday, January 26, 2019)

Any overdue assignments appear at the top of the screen.

3. Click an assignment name for details.

= Assignment

Quiz 12

Pre Calculus/Trig C
Quiz 12

Due

Friday, December 14,2018
Score

1007100 (100)

Student Submission
No Student Submission for this assignment
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4. Tap < Back to return to the Assignments screen.

Checking Your Student's Grades (Aspen Mobile)
Use Aspen Mobile to monitor your student’s grades by term, class and assignment.

Notes:

» Aspen Mobile adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.

« The following screenshots are based on the Family portal in Aspen Mobile. Students will see a
slightly different set of screens.

To access grade information:

1. Log on to Aspen Mobile using your phone or tablet.
2. Tap Grades. A list of your student’s classes appears.

Note: If you have more than one Aspen student, you can select their name from the drop-down
at the top of the screen.
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= Grades

Mcneeley, Patrick

Current Year v  Current Term

class term avg more
Accounting C 95.53 A v
American Literature C 93.3A v
American Studies 2 H 98.0 A+ v
Chemistry H & Lab 88.0 B+ v
Microeconomics AP 96.0 A v
Pre Calculus/Trig C 91.01 A- v
SAT Prep Eng 94.4 A v
Notes:

« This list displays classes for the current year and term. If you want to view classes for the
previous year or grade term, click the Current Year drop-down and select Previous Year,
or click the Current Term drop-down and select All Terms or the appropriate term.

« Sometimes students take classes at more than one school during a term. In those cases,
classes for the student's primary and secondary schools appear on the list.

This icon @ means that scores are not collected for the course.

The bar chart at the top shows term grades by class. They are divided into groups, based on the percentage
earned from the maximum possible score.
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1 0 0 0
[ |

Tap a bar to see details. By tapping 6, this parent sees that his student has 6 term grades in the highest
percentile and their details.

Accounting C 95.53 A
American Literature 933 A
c
6 A A
American Studies 2 98.0 A+
- H
Microeconomics AP 96.0A
class Pre Calculus/Trig C 91.01
A-
Accounting C SAT Prep Eng 94.4 A
To check grades:
~
1. To see a summary of class performance, tap a class name. Or, in the more column, tap in the

row for the class. The class details appear.
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— Grades

Mcneeley, Patrick

Current Year v Current Term

50

T
Nov Dec Ja

American Literature C

American Studies 2 H

class term avg more
Accounting C 95.53 A ~
100 B walsh, Mae

Grade Details

Weights & Averages

93.3A v

98.0 A+ v
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3. There are four different parts of the screen you can tap to view more information, as described below.

Field Description

Class performance Tap a point on the line chart to see assignment(s) and score(s)
line chart for the selected period.

100 -l-._.____._.,-—-.._____ ——g -

e

50 -
- assignment 94

T
Mov Dec Ja

Teacher's email link

B3 Walsh, Mae

Tap the teacher's name to
send an email. Your preferred email service launches, with the
teacher's email address in the To: field.
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Field Description

Grade Details Tap to view assignments and grades for the selected class.

= Grade Details

Accounting C +  Current Term

Assignment Name Date
Chapter Quiz 10 96 111119
Clsk 1 929 12/28/18
Clsk 10 926 12/28/18
Chapter Quiz 5 94 12/11/18
Clsk 18 100 12/8/18
Clsk 21 100 12/8/18
TEST2 100 12/6/18
Chapter Quiz 8 94 12/4/18
Clsk 20 100 11/27/18

Tap an assignment to see its details, such as the due date and
score.

Accounting C
Chapter Quiz 5

Due

Tuesday, December 11,2018
Score

94 /100 (94)

Student Submission
No Student Submission for this assignment
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Field Description

Weights & Averages

Tap to view grade information for the class.

= Weights & Avg.

Accounting C

Quiz Q1 Q2 Q3 Q4
Avg. 96.4A 94.67 A 96.5 A+ 94.75A
Weight 80.0% 80.0% 80.0% 80.0%
I Classwork a1 02 Q3 Q4
Avg. 98.86 A+ 99.0 A+ 98.0 A+ 100.0 A+
Weight 200% 200% 200% 200%
I TEST Q1 Q2 Q3 Q4
Avg. 100.0 A+ 99.0 A+
Weight 00% 0.0% 0.0% 0.0%
R
Posted grade 96.71 96.17 97.4 95.8
Running Totals

Avg. Over Time

Cumulative 100

96.33A

The screen displays a breakdown of the Gradebook by
assignment type and category, including:

« Weight: A percentage showing how much the category is
worth toward the overall grade.

Note: N/A in the Weight row means the teacher
does not use weights to calculate averages for this
class.

« Average: Your average grade for assignments in this
category.

o Term Columns: Broken out by quarter, trimester or
semester, depending on your district’s calendar. Each
term has an associated grade.

« Posted grade: The grade posted for report cards. This
does not show a grade until the teacher posts grades
using Aspen.

« Running Totals: The average of all assignments
included in the date range for the current term or
semester. This can give a more accurate snapshot of your
student’s performance than the current term average,
which does not take previous terms into account.

« Avg. Over Time: Bar chart shows averages by category
per grading period. Tap it to view scores for each
category.
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Managing Your Events and Assignments Using the Calendar (Aspen Mobile)

The Calendar in Aspen Mobile helps you manage district and school events, as well as your assignments
and time. The Calendar can show the following:

« Assignments that teachers have made for you
¢ School and district events
« Appointments and events that parents can create from a desktop or laptop

You decide how you want to see your Calendar:

« Bydate
e Byclass

Also, you can use the Calendar to manage assignments.

Notes:

« Aspen Mobile adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.

» The following screenshots are based on the Family portal in Aspen Mobile. Students will see a
slightly different set of screens.

« The All Classes link displays classes for the current term.

» Sometimes students take classes at more than one school during a term. In those cases,
assignments for the student's primary and secondary schools appear on the Calendar.

To access the Calendar:

1. Log on to Aspen Mobile.

2. Tap . The Calendar shows the current month.
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U

& All Classes
Month Week Day

« January February 2019 March »
27 28

3 4

10 11

17 18

24 25

To manage your view by date:
Tap one of the following:

« Month
o Week
« Day

Note: The Day and Week tabs display all assignments. The Month tab displays only up to three ata
time. If there are more than three assignments on a day, a text indicator lets you know how many
more there are. Tap any date in the month view to see the full list of assignments for that day.
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Week view Day view

& All Classes & All Classes
Month Week Day Month Week Day
«Prev Jan 25 - 31 Next » «1/26 Tue, Jan 27 128 »

Sunday, Jan 25 M Titration Calculations

Monday, Jan 26 M Translation 2

maQ1-14 W DBQ Essay 3

M Classwork - 61 W Quiz 10

Tuesday, Jan 27

M Titration Calculations
M Translation 2
W DBQ Essay 3

W Quiz 10

Wednesday, Jan 28

Thursday, Jan 29

W Vocabulary Quiz - 15

Friday, Jan 30

W Video Tanslation - 16

Saturday, Jan 31

To manage your view by class:

By default, assignments for all classes appear on the Calendar. You can filter this view so that only one
class appears.

1. Tap All Classes at the top of the page.

& All Classes

Month Week Day
« January February 2019
27 28 29 30 31 1
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2. Tap the class you want to see the assignments for.

|

All Classes
All Classes

Biology H & Lab

Literary Types & Themes H
Writing Seminar

Art2

Honors Algebra 2
American Studies 1 H
Elements of Wellness

Spanish 3

Engineering Graphics

All other assignments disappear from view.

3. Repeat this process to see assignments for other classes or to show all classes again.

Manage Your Assignments

Assignments are due on the date they appear on the Calendar. Tap an assignment name to see its details,
including the class, date due and total available points.

Any resources the teacher attached to this assignment are also available to download.

Using the Calendar in the Family Portal (Aspen Mobile)

The Calendar in Aspen Mobile helps you manage district and school events, as well as your student’s
assignments and time. The Calendar can show the following:

« Assignments that teachers have made for your student
« School and district events

Notes:

« Aspen Mobile adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.

» The following screenshots are based on the Family portal in Aspen Mobile. Students will see a
slightly different set of screens.

o The All Classes link displays classes for the current term.

» Sometimes students take classes at more than one school during a term. In those cases,
assignments for the student's primary and secondary schools appear on the Calendar.
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To access the Calendar:

1. Log on to Aspen Mobile.
2. Onthe Home screen, tap Calendar. The Calendar shows the current month.

= Calendar
Mcneeley, Patrick + All Classes
<November December January>
2018
Sun Mon Tue Wed Thu Fri Sat
25 26 27 28 29 30 1
omon [N oo
Practic | Class W..|
a0
+1 more
2 3 4 3 6 7 8
proce_[aora_
e
Quzz |
9 10 11 12 13 14 15
Prcic | coss .| iz 2 |
e
e
16 17 18 19 20 21 22
pracic|
omon-
23 24 25 26 27 28 29

Assignments are due on the date they appear on the Calendar. Click a date to see all assignments
and appointments for that day.

Tuesday, December 11
American Literature C
Class Work 4

Accounting C
Chapter Quiz 5

Manage Your View

You can manage what you see on the Calendar by student (if logged on to the Family portal), month and
class:
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« If you have more than one student enrolled in Aspen, you view the data for each student separately.
Tap your student's name in the top-left corner, and then tap the name of your other student.

e The Calendar defaults to the current month. Click < or > to view prior or future months.

« The Calendar displays information for All Classes. To view a single class, tap the All Classes drop-
down, and select a class.

Viewing Student Information (Aspen Mobile)
In Aspen Mobile, tap Family to see information about your student(s).

Notes:

« Aspen Mobile adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.

» This feature is available only in the Family portal in Aspen Mobile.
e Your district's and school's settings determine the information the information that appears.

« If you have more than one student in Aspen, tap the student name in the top-left of the screen,
and then tap the other child's name.

To view student information:

1. Log on to Aspen Mobile using your phone or tablet.

Depending on how your district set up the portal, you can see the following information:

e Details

o Contacts

« Notifications
« Groups

Student Details
Student details include a variety of information about your student, including:

» Demographic information
Addresses

« GPA

 Ethnicity
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1. To see student demographic details, tap > m

2. Tap Notification > Details. The Details screen appears.

= Family

Mcneeley, Patrick v Details

Demographics

Name

Mcneeley, Patrick

Local ID
26632381

Unique State ID
1329485685

Gender
M

Date of birth
Feb 3, 2000/Age 18

School > Name
Crow Point High School

Year of graduation
2020

Grade Level
11

Enrollment status

Active

Homeroom
304

Addresses

Physical Address

3. Tap < Back to return to the Home screen, or tap a different option under Notification.

Student Contact Information
Contacts are people the school can call regarding your student.
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1. To view this information,tap > m

2. Tap Notification > Contacts. You can view the contact’s:

o Address
« Relationship
e« Phone numbers

— Family

Mcneeley, Patrick + Contacts

Name v Address ¥ Relationship
Mcneeley, Linda 30 Woodvale Avenue Mother
Mcneeley, KJ. Father

Note: Tap any column header to sort it in ascending alphabetical order. Tap it again to sort it in
descending order.

3. Tap < Back to return to the Home screen, or tap a different option under Notification.

Notifications
If your school uses email notifications, parents can subscribe to receive email messages about the fol-
lowing events:

o Conduct

o Health visit

« Daily attendance

o Class attendance

« Minimum grade (a grade falls below a threshold you define)

Note: Aspen creates a record for each event and gives it a timestamp. Your district sets up a "job"
that tells Aspen to send the emails. The timing of when the email is sent depends on the timestamp
on the record and when your district runs the job (usually within a seven-day window).
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Example: In the Hale school district, Aspen runs the job to send email notifications for conduct
incidents every Tuesday night. On Tuesday April 1, Aspen runs the job as usual. On
Wednesday April 2, Cole has a conduct incident. WWhen Aspen runs the job on Tuesday, April 8,
an email notification is sent for Cole. This is because the incident's timestamp is after April 1,
and falls within the window of when the job was run (April 1 through April 8).

1. To subscribe to email notifications, tap E > m The Notifications screen

appears.

= Family

Mcneeley, Patrick v Notification

Subscriptions for email notifications about Mcneeley, Patrick

Primary address
|:| Icostello@gmail.com

Secondary address
|:| Icostello@yahoo.com

|:| Attendance

Description

This subscription will notify you of any attendance entry for this student.

[ conduet

Description

This subscription will notify you of any conduct incident by this student.

|:| Grades

Description

This subscription will notify you when any grades below a specified thresheld are entered for this
student. Grades are scaled as a percent from 0 to 100. If a student receives a class assignment or
test grade that is below the specified threshold, a notification will be sent to your email address.
In the space below, please enter a grade threshold to use for determining what grades to report.
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2. Atthe top of the page, any email addresses associated with your account appear. Tap the checkbox
next to each email address you want to receive notifications.

3. Afterreading the description of each subscription, tap the checkbox next to its name to receive that
email notification.

Note: For the Grades notification, define a Grade Threshold between 1 and 100. The system
will send an email when the student receives a grade below that percentage.
4. Tap Submit to save.

Note: For each subscription, the system sends the appropriate messages to the designated
email account. To view/change this account, tap Preferences.

Groups
You can see a detailed list of the groups your student belongs to, including:

« Group name
« Group category (such as Club, Class, Academics, etc.)
» Advisor’'s name

1. To see the list your student belongs to, tap Groups.

2. Tap < Back to return to the Home screen, or tap a different option under Notification.

Viewing Student Conduct (Aspen Mobile)
Review conduct incidents that were documented in Aspen by a staff member.

To view conduct incidents:

1. Tap E > . Conduct for the student appear.

= Conduct

Mcneeley, Patrick «

11/30/18 Electronic Device hd

11/2118 Corridor/Class Disrp hd
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2. Tapanincident to see its time and the associated staff member.

= Conduct

Mcneeley, Patrick +

11/30/18 Electronic Device ~
11:15 AM Waldorf, Goldstein
11/21118 Corridor/Class Disrp hd

3. Tap a different incident to view its details. Or, tap <Back to return to the Home screen, or tap E to
select a different option from the menu.

Complete a Google Docs Assignment in Aspen Mobile

You can complete a Google Docs™ assignment from your smartphone or tablet using Aspen Mobile.
There are two ways to complete a Google Docs assignment:

« By editing a Google Doc that your teacher attached and then posting it.
e By submitting your own Google Doc from your Google Drive ™.,

Note: To open or view a Google Doc, you need a Google account. The first time you try to open a
Google Doc, Google will ask you to grant access between the applications. This is a one-time step.

To post your student-edited Google Doc assignment:

1. Log on to Aspen Mobile.
2. Tapthe To Do tab. The assignment list appears.

Welcome, Richard

Today [ Fitness Fundamentals
THURSDAY, FEBRUARY 25, 2016 Human Eoﬂy Diagram

[@ College Algebrall
Homework grades from throughout term 98

[0 English9 C
Homework 7

Tomorrow [ O Fitness Fundamentals
FRIDAY, FEBRUARY 26, 2016 Homework 7

[0 World Cultures 2C
classwork 4
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3. Your list of assignments appears beside the date they are due. Tap the assignment to post a student-
editable Google Doc. The assignment details appear.

Human Bedy Diagram
Hrmen Bty apm
D
kll;ll-
rl.J.rrHéI. Ara Fevanns
] ROAT
Notes:

« The assignment details shows the Teacher's Attachments only. You cannot submit your
own Google Doc from your Google Drive.

« Theicon to the left of the assignment indicates the file type.

4. Click Post. Your student-edited Google Doc is posted to the teacher's gradebook.

Human Body Diagram

Filnaaa Fundamsditals
PFurran [ody Ciagram

Cas

Seore

Teaches'n Aftachmanty

Notes:

o The date/timestamp appears when you post a student-edited Google Doc.

« Ifitis before the Online submission Close date and the teacher has not graded the
assignment, you can make edits to the document and post it again.

To submit your Google Doc assignment from Google Drive:

1. Log on to Aspen Mobile.
2. Tapthe To Do tab. The assignment list appears.
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View Full Site

Welcome, Richard

Today [ Fitness Fundamentals
THURSDAY, FEBRUARY 25, 2016 Human Body Diagram

O College Algebra |
Homework grades from throughout term 98

B English9 C
Homework 7
Tomorrow [ O Fitness Fundamentals
FRIDAY, FEBRUARY 26, 2016 Homework 7

B World Cultures 2C
classwork 4

3. Yourlist of assignments appears beside the date they are due. Tap the assignment you want to submit
a Google Doc for. The assignment details appear.

View Full Site

Homework 7
Fitness Fundamentals
Homework 7
Due
Friday, February 26, 2016
Score
Ungraded
My Submission
Browse to attach your submission
4. Click Browse to select the Google Doc you want to submit. The Google Docs pick list appears.
Select a file x
Q = Az
Name Owner Last modified ¥
B Fitness and Strength Training me 12:23 PM
Nutrition Tips me Feb 23,2020
E Homework 7 me Feb 23,2020
B Health and Fitness Quiz me Feb 8,2020
@0  Getting started me Dec 17, 2020
Cancel
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5. Select the file you want to upload. The file appears in the submission window.

Homework 7

Fitness Fundamentals
Homework 7
Due

Friday, February 26, 2020
Score

Ungraded

My Submission

& Homework 7 Remove

suBMIT

6. Click Submit. The Google Doc is submitted:

Homework 7

Fitness Fundamentals
Homework 7
Due

Friday, February 26, 2020
Score

Ungraded

My Submission

Remove

Bo

[assignme:

Notes:

e The "Online submission" window must be open to submit a Google document.
« The date/timestamp appears when you have successfully submitted a Google Doc.

« Click Remove to remove the assignment if the "Online submission" window is open. You
cannot remove or resubmit your assignment once your teacher grades it.

 Ifyou try to open a document you placed in your Google trash, you will receive an error

message from Google.

Download a Group Resource in Aspen Mobile

In Aspen Mobile, you can view a Google Docs™ document or download other files from the Group

Resources widget.

1. Log on to Aspen Mobile.
2. Tapthe Pages tab.
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3. Select the Page you want to view. The Page appears.

T Ll

Fitness Fundamentals - 911

Fitness Fundamentals

Group Resources

o & -

4. In Group Resources, click the file name or icon to open or download the document.

Viewing Aspen Pages (Aspen Mobile)

In Aspen, any class, club, sport, and other group can set up a Page for its members to access. This lets you
stay on top of information anywhere, anytime using your mobile device.

Note: Aspen Mobile adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.

To access Pages:

1. Log on to Aspen Mobile.

a
2. Tap > . The Page Directory appears.

Page Directory

Show

Al -
Search
o
Pages I'm a Member Of
a Algebra 2
&.é Chemistry
,ﬂ Crow Point High School
{\} Jr English

§B kennedy Middle School
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The Page Directory lists the Pages you are assigned to as a member, as well as any Pages that are
public for any Aspen user in the district.

Note: Reduce the number of Pages in your view by doing one of the following:

« Use the Show drop-down to display Pages of a certain type. For example, select Class to
show only Pages associated with academic classes.

Show

All <

« Use the Search filter to look for a specific Page by name.

Search

To view a Page:

1. Tap aPage name to view it.

Chemistry

Viewing

Mr. Alicea's Page -

Class Resources

Interactive Learning

Homework Helper

2. The way a Page appears in Aspen Mobile depends on your screen size:

« If you are viewing a Page on a device with a smaller screen, such as a smartphone, Pages
appear with a list of expandable widgets on it.
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Tap o to expand the widget and see its content.

Chemistry

Viewing
Mr. Alicea's Page -
Class Resources ()

% Course Materials

% Homework

© Lab Materials

© sample

Camp Granada - Information.docx
£ chemist Biographies

Chemistry 31304.docx

€ Igniting Chemistry in Firework
Lab 5.xls

& Math Cats

"2 pH_Scale.pdf

Interactive Learning (4

Tap o to minimize the widget.

Note: You can download a file in Aspen Mobile by tapping its name.
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« [f you are viewing a Page on a mobile device with a larger screen, such as a tablet, the content within
the widgets automatically expands.

Interactive Learning

Ignition

Interactive Lesson
Check out the virtual lab. Try striking a match.

Homework Helper

Balancing Equations

Homework

Write the unbalanced equation. Sn0O2 + H2 — Sn + H20 Balance the equation. Look at the equation and see
which elements are not balanced. In this case, there are two oxygen atoms on the lefthand side of the
equation and only one on the righthand side. Comect this by putting a coefiicient of 2 in front of water: Sn0O2 +
H2 — Sn + 2 H20 This puts the hydrogen atoms out of balance. Now there are two hydrogen atoms on the
left and four hydrogen atoms on the right. To get four hydrogen atoms on the right, add a coeflicient of 2 for
the hydrogen gas. Remember, coefficients are multipliers, so if we write 2 H20 it denotes 2x2=4 hydrogen
atoms and 2x1=2 oxygen atoms. SnO2 + 2 H2 — Sn + 2 H20 The equation is now balanced. Be sure to
double-check your math!l Each side of the equation has 1 atom of Sn, 2 atoms of O, and 4 atoms of H.
Indicate the physical states of the reactants and producis. To do this, you need to be familiar with the
properties of various compounds or you need to be told what the phases are for the chemicals in the reaction.
Oxides are solids, hydrogen forms a diatomic gas, tin is a solid, and the term 'water vapor indicates that
water is in the gas phase: Sn02(s) + 2 H2(g) — Sn(s) + 2 H20(q)

« Mass Relations in Balanced Equations

Note: For widgets with several entries, such as blogs, scroll through them by tapping the blue
links beneath the content.
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3. Ifthe Page has more than one tab, the Viewing drop-down appears. Tap a tab name to view it.

Chemistry

Viewing

Mr. Alicea's Page

Mr. Alicea's Page
About the Course

Class Resources

Interactive Learning

Homework Helper

Note: Some widgets, such as Surveys and Forums, only appear in the full site.

Managing Parent Settings (Aspen Mobile)

In Aspen Mobile, parents can customize their settings.

Notes:

» Aspen Mobile adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.

« This feature is available only in the Family portal in Aspen Mobile.

To access the Preferences area:

1. Log on to Aspen Mobile.

Preferances
2. Tap - > . The Preferences screen appears.
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Preferences <« Back

General

* Primary Email

Icostello@gmail.com

* Confirm Email

Icostello@gmail.com

Alternate Email

Icostello@yahoo.com

Google Docs Email

* Security Question

* Security Answer

Security Answer is required

* Confirm Security Answer

Security Answer is required
Password

Change Password i )

S ﬂ

3. Depending on your district's settings, you can set the following on this screen:
o Preferred language: This is reserved for a future release.
o Primary Email: Email address you want email subscriptions sent to.
o Alternate Email: Secondary email address you want email subscriptions sent to.
« Google Docs Email: Email address associated with your Google Docs™ account.
o Primary phone: Your preferred contact number.
o Security Question: Question to assist you with password resets.
o Security Answer: Your personalized answer to the security question.
« Password: An option to change your password.
4. Tap Submitto save.

Completing and Submitting Forms (Aspen Mobile)

Depending on your district's settings, you can complete and submit a form, such as a permission slip, on
your mobile device.

Notes:

o Aspen Mobile adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.
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« This feature is only available in the Family portal.

To complete a mobile form:

1. Log on to Aspen Mobile using your phone or tablet.

2. Tap - > m A list of your student's forms appears.

Piatek, Al +

Emergency Student

Data 9/10/2020 o
Media Release Consent 10/4/2020 o
Form

Project Up-Start Student

Eligibility 9/10/2020 o

3. Tap the form you want to complete.
4. Complete the form, and then tap Submit.

Note: Aspen returns to the Forms list. The date and time you submitted the form appears in the
On File column.

5. To view a pdf of the submitted form, click the date/time of its submission.

Aspen's Updated Family Portal Interface

Aspen's updated Family portal interface is a quick, convenient way to review your student's academic pro-
gress from your phone or tablet.

Note: Your district's settings determine whether you use Aspen Mobile or the updated Family portal
interface for mobile access to your student's information.

To use Aspen's updated Family portal interface:
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1. On your mobile device, type or tap the URL provided by your district.
2. Enter your Aspen Login ID and Password, and then tap Log On. Aspens updated Family portal
interface opens.

Your Home Page displays any district, school, and staff announcements, as well as buttons to tap for
more information.

Home Page

Mcneeley, Patrick ~

Announcements

Let's celebrate kindness this week! Students
can stop by the compliment table in the
cafeteria, write a compliment on a sticky note,
and give it to another student to make their
day special!

There is no school on April 29. Itis a
professional development day for teachers.
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Note: Aspen adjusts based on the screen size of your mobile device or browser window. What
you see might be slightly different than what is shown here.
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3. Usethe following table to navigate.

Tap

Newman, Michelle

| Newman, Michelle
Newman, Martin

To

Select the student you want to view.

Return to the Home Page.

View current and upcoming assignments.

View daily attendance summary information.

View academic progress for a selected year and term
by class, category (such as quizzes or tests), and
assignment.

View a calendar that shows when your student's
assignments are due.

Calendar
Complete, submit, and review school forms.
Forms
€§3 Access the Family tab in the desktop version of Aspen.
Family
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To

Go to the desktop version of Aspen.

O
Wi

View Full Site

* Change your Aspen user preferences.

* Exit

Amin, Elizabeth 2

[°)
[

Amin, Elizabeth
Aspen City Schools

Settings

-EI Logout

Checking Your Student's Assignments

In Aspen's updated Family portal interface, the Assignments screen displays a concise list of your student’s
assignments across all classes.

Notes:

Aspen adjusts based on the screen size of your mobile device or browser window. What you see
might be slightly different than what is shown here.

Your district's settings determine whether you use Aspen Mobile or the updated Family portal
interface for mobile access to your student's information.

To view your student's assignments:

1. Log on to the updated Family portal interface.

2. Tap Assignments. The Assignments screen appears. It lists assignments due today, tomorrow, and
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other upcoming assignments, as well as their due dates.

Assignments

Mcneeley, Patrick «

Due Today
Pre Calculus/Trig C
Name Due Date
Composing functions 4/7/2022

Chemistry H & Lab

Name Due Date

Development of the Atom 4/7/2022

Due Tomorrow

American Literature C
Name Due Date

Destiny in Literature 4/8/2022

Chemistry H & Lab

Note: If you have more than one student, select the student you want to view from the drop-
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down at the top of the screen.
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3. Tapan assignment name for more information. The Details screen displays the date assigned, date
due, points available, a description, and more.
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Assignments

Mcneeley, Patrick « -
Pre Calculus/Trig C:
Details

Title

Quiz Ch 9

Category

Quiz

Assigned
4/12/2022

Due

4/12/2022

Online Description

Max Points

100 -

4. Tap to return to the Assignments screen.
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Viewing Your Student's Attendance

Log on to Aspen's updated Family portal interface to review your student's daily attendance data.

Note: Aspen adjusts based on the screen size of your mobile device or browser window. What you
see might be slightly different than what is shown here.

To check daily attendance:

1. Log on to the updated Family portal interface.

2. Tap Attendance. The Daily Attendance screen appears. It displays the types of daily attendance
data your district documents, such as excused and unexcused absences, tardies, and dismissals.
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Each type is listed by grade term, and then totaled for all terms.

Daily Attendance

Mcneeley, Patrick «

Q3
Absent: 4 days
Absent (Excused): -
Tardy: 1 day
Dismissed: 2 days

QT
Absent: -
Absent (Excused): -
Tardy: 1 day
Dismissed: -

Q2
Absent: 2 days
Absent (Excused): -
Tardy: 1 day
Dismissed: -
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Note: If you have more than one student, select the student you want to view from the drop-down at
the top of the screen.

Viewing Your Student's Class Information
Use Aspen's updated Family portal interface to monitor your student's academic progress in each class.

Note: Aspen adjusts based on the screen size of your mobile device or browser window. What you
see might be slightly different than what is shown here.

To view your student's class information:

1. Log on to the updated Family portal interface.

2. Tap Classes. The Classes screen displays the name of each class and teacher, and the student's
performance for the selected term.
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Classes

Mcneeley, Patrick «

Accounting C -

Term Performance iS'S
Teacher: Walsh, Mae B4
American Literature C -

Term Performance 223
Teacher: Duggan, Lilly =
American Studies 2 H ->

Term Performance 34'0
Teacher: Joseph, Taylor B
Chemistry H & Lab - )
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Notes:

* If you have more than one student, select the student you want to view from the drop-down
at the top of the screen.

* The list displays classes for the current year and term. To view classes for a previous year
or grade term, click the Current Year drop-down and select Previous Year, or click the
Current Term drop-down and select the appropriate term, or All Terms.

For details, tap a class name. The Grade Details screen shows scores of graded assignments in the
class.

- You can tap the Current Term drop-down to view a specific term, or All Terms. To view
assignments for a specific category, such as only quizzes or homework, tap All Categories, and
then tap your selection.

Note: A dash (--) appears for assignments that are not graded yet, or that the teacher marked
exempt from receiving a score.

- Tap Back to return to the Classes screen.

Checking Your Student's Calendar

In Aspen's updated Family portal interface, check your student's Calendar for an overall view of their
assignment load.

To view the Calendar:

-115-



Using the Family and Student Portals

1. Log on to the updated Family portal interface.

2. Tap Calendar. The Calendar screen shows the assignments due on each date.

Calendar

o Westward| | Test Mon ‘
o Atomic Chapter Tue
° Literary | |Chapter Wed
o Composin |Developm Thu
o Problems | Dalton Fri
e Sat
Q Modeling Sun
o Destiny in | Chapter Mon
@ Workshop | Quiz Ch 9 Tue
@ Themes Wed
@ Bohr Transactic Thu
e My Test Ch
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Notes:

* If you have more than one student, select the student you want to view from the drop-down
at the top of the screen.

* The Calendar view defaults to All Courses. To view assignments for just one course, tap
the All Courses drop-down and then tap the course.

* You can view other months by tapping Previous or Next.

Completing Forms

Depending on your district's settings, you can complete and submit forms, such as the Student Regis-
tration form, in the updated Family portal interface.

To complete a form:

Log on to the updated Family portal interface.

2. |f you have more than one student, use the drop-down to select the student you want to complete the
form(s) for.

3. Tap Forms. The forms screen lists the form(s) available for you to complete.

4. Tap New or Resume to open the form.

5. Follow the instructions to complete and submit the form.

Notes:

* You can view a form you submitted by tapping View.
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Forms

Hob, Aileen

NAME FORM STATUS

Contact Verification m Complete 3/31/2022
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Register a New Student in the Updated Family Portal Interface

If your child is not currently enrolled at a school in this district (for example, you moved, or your child atten-
ded private school or was homeschooled), you can register them on your phone or mobile device.

To register your student:

- On your mobile device, enter your Aspen Login ID and Password, and then tap Log on. Your Home
Page appears.

2. Tap New Student.

3. Tap Initiate. The New Student Registration Start screen appears. The name of each tab, or screen,
that you will review appears at the top.
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New Student Registration

START STUDENT SCHOOL FAMILY/CONTACTS

ADDITIONALINFO LANGUAGE HEALTH SERVICES
DOCUMENTS SUBMIT

Instructions

Please complete each of the tabs, and then "Submit® when
finished. If you need to stop and come hack later, select "Save &
Close".

Personal Information Notice

The personal information collected will be used for education,
administration, and statistical purposes of the District and/or
Department of Education. Questions about this collection of
personal information should be directed to

. 500 Main St, Hingham MA 02043 781-

576-0151

School Year Selection

Registration year (Required)
[ --Select Option- V]

Save & Close ° °

4. Select the school year you are registering the student for, and then tap e . The Student
Information screen appears.
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5. Enter your student's information on each screen, as described below.

6. On the final tab, tap Submit. The district can review the registration and will follow up with you.

Notes:

* If you need to take a break at any time, tap Save & Close. Your form is saved to finish later.

* The information you see might be different from what is shown here, depending on your
district's requirements.

Registration Form tabs
Start tab

1. Tap the school year you are registering for.

2. Tap Next.

Student tab
This screen is broken up into several sections.

* Student Information: Enter your student's legal first, middle, and last name. This information should
match their birth certificate. If student has no middle name, select the No middle name checkbox.
You can enter an alternate name at Preferred Name.

* Birth and Citizenship: Enter the student’s city and country of birth, and other information.
* Age and Grade Level: Enter your student’s date of birth and grade level.

* Ethnicity and Race: Select all that apply.

* Phone Information: Enter the primary phone number(s) associated with your student.

* Address Information:

° Physical address: The student's physical address is required. Tap Add to enter the student's
home address.

° Mailing address: Enter only if different from physical address. If you answer No at Mailing
address same as physical, tap Add to enter the student's mailing address.

Housing/Residence: Tap each question to make your selection, and then tap °
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School tab
You might be asked to select a school here, or review information about how your district assigns students

to schools. Tap ° .

Family/Contacts tab
Parent/Guardian/Other Contact

Enter contact information for the people who should be notified in case of school closure or other urgent
issues. At least one parent or guardian must be entered.

1. If you are the primary contact, your name appears. Tap it to review and complete your information.
2. Tap Add to enter another contact's name and relationship to the student.

3. Ifthis contact should be allowed to view the student's academic, attendance, and other information in
the Aspen portal, tap Yes at Allow portal access.

4. Toindicate the first person the school should contact, enter 1 at Contract Order/Priority. You need to
enter at least one phone number for the student's primary contact.

5. Answer the Contact Questions.

6. Entera physical and mailing address for the contact. These fields are optional for contacts who do not
have custody of the student.

7. To enter another contact for the student, tap Add and repeat the steps.

Legal Information: Tap to select your responses. You may need to provide copies of related documents to
the school.

Siblings: The name(s) of the sibling(s) who attend school in the district appear.

1. Tap a name to review the information.

2. Tap Add to enter another student, if necessary.

Additional Info tab

This tab contains other information collected by your district. Select your responses, and then tap ° .
Language tab

Tap to enter information about the language(s) the student and family speak. Tap ° .
Health tab

Tap to enter the student's health and medical information. Tap ° .
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Services tab
Tap to enter information about any special education support, disability accommodations, or social and

emotional health services for your child. Tap ° .

Documents tab

Families are required to submit documents to prove residency in the district. Your district accepts the doc-
uments listed here, and might ask you to bring these and/or other documents to school in person.

It can help to upload documents beforehand. To do so:

1. Tap Add.

2. Type the document's name.
3. Select the Type of document.
4. Tap Choose File.

5. Tap the file, and tap Open.

6.

Tap Upload.

7. Repeat the steps for each document you want to upload. When you are done, tap ° .

Submit tab
On the final tab:

1. Type in any additional information you want the registrar to review.
2. Tap each tab, check the information you entered, and edit as needed.

3. When you are done, tap Submit.

The registrar can review the information you submitted and will contact you.

Managing Parent Settings

You can customize your user experience in Aspen's updated Family portal interface.

Note: Aspen adjusts based on the screen size of your mobile device or browser window. What you
see might be slightly different than what is shown here.

To access your user preferences:

1. Log on to the updated Family portal interface.

2. Tap your name in the top corner, and then tap Settings.
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Q Follett Aspen®

Assignments

Attendance

B

-

Classes

Calendar

Forms

&5

Family

View Full Site

The User Settings screen appears.

Home Page

Announc

Let's celebrate kir
stop by the comp
write a complime
another student t

o X
[

Mcneeley, Linda
Follett Public Schools

Settings

—3 Logout

There is no scho about | Privacy Policy | Terms of Service
development day .«. «caenen e
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User Settings

Q Follett Aspen®

Preferred Language

I3 [ US English v

signments
Primary Email

Artendance
Classes
Alternate Email

Calendar

Forms

Family Security Settings

] View Full Site
Password Recovery

Security Question

Security Answer

Confirm Security Answer

Change Password

New Password

Confirm New Password

Password Requirements

& Minimum length is &

Depending on your district's settings, you can update the following on this screen:

* Preferred language

* Primary email

* Alternate email

* Security question (for password recovery)

* Security answer
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* Password

4. Tap Submit to save your settings.
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Aspen Mobile 3
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Family tab 87
formsin 101
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parent settings 100
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student information 87
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submit Google Docs 92
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class information 113
Aspen Updated Family Portal
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forms 117
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Aspen Updated Family Portal Interface
(mobile) 102

assessment scores
viewing in the portals 29
assignment grades 35

Assignments

Google Docs in Aspen Mobile 92
assignments in Aspen Express 82
assignments, portal 35
assignments, submitting in portal 13
attendance

viewing in the portals 24
attendance, class

viewing in portals 39

automatic emails for students and
parents 32

browsing Pages 18
bullying

reporting an incident as student or
parent 61

Calendar 44

Aspen Express 82
calendar settings 43
calendar setup, students 45
Calendar tab in portals 41
calendars

adding student events 47

preferences, portal 43
checking grades, Aspen Mobile 75
class attendance

viewing in portals 39
class details in portals 33
class performance 33
Classes page in portals 33
conduct

Portal Conduct Referral 61
conduct action 26
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conduct information Google Docs
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