Follett Aspen- System Fundamentals

Version 5.2 Quick Reference Card

tabs: Click to see a different ;
category of data. Do not use your browser’s Back button to

I navigate. This might cause errors.

Each view in Aspen has its own color scheme.
The School view is blue.

You might have access to more than one view. Instead, use the tabs or the breadcrumbs.

& - . ct School g
e : A School View | o cord navigation bar:

Pages = School Student Staff  Attendance Conduct Grades | Assessment  Schedule  Global  Admin Click to move to the first
breadcrumbs: Options Reports Help previousy next, or last
Click text in blue ; Cl ; . - : : :

\ L . alert icons: Click to view record in the list.
to f:mp o that page 4| Student List :: 12-Adams, Abagail T 28 «—u 2" dontsoecific information. LRIRNEY R R pea
in Aspen.
P ( || | Details ame.) A e Tersize .
—" Demographics T R e, Alerts sub-tabs: Click to select
n a type of data related to

Attendance irst name * i r - the side-tab.
side-tabs: Click o J |88 - o o — -
drill deeper into the iy widlename = ' : s
Category Of data Last.name Adams Phone 1 {TE1) T41-5455
selected in the tab. Suffix M Fhone 2 (578) 7405547

Local identifier # 242852 Fhone 3 (578) TH1-B013
\ Academics State identifier 10TEZEE025
Dates: There are four ways to enter dates in Aspen: e Type alowercase t, and the system will enter
o Click = today’s date.

e Typet + 30, and the system will enter today’s

Type the dat If. If type 021614, th ) )
R i ek e you ype © date plus 30 days (insert number of choice).

List pages system will format it as 2/16/14.

The following is true for all list pages in
Aspen, such as the Student List:
e Todoa QUICk SearCh’ press CTRL-F. Pages School I Student I Staff Attendance Conduct Grades Assessment Schedule Global Admin
¢ You can select students across many

pages by selecting their checkboxes.

Options Reports Help Y

Look at the record counter to see Student List ¥~ menu bar: Click the name or icon for page-specific options. ~
yo.ur selection tOtaI-_ - < | “1: Aaronson, Grace - (=) 4 of 1188 selected@— record counter All Active Students
e Click the checkbox in the top left cor-, [ - e T T o ; |
. ame ress nr s|Grade | Quick Slahlsl School = Hame PhysAdrs > Street Name
ner of the list to select all the records - [ [Aaronson, Grace  [1873 Harbor Drive 2012(210068|1261421823(9/15/1953 [Active |11 |Z[Mer]ers) A |Crow Foint High School Harbor
on the page yOU're IOOking at. Attenda [¥] |Aborm, Genioliviera| 102 Sunshine Lane 2012267124‘131?061266 lmmms'lnuim 1 ‘To& Ao icmw Point High School|Sunshine
e Click /7 to set the record counter .y (7] |Abramson, Patricx 580 Mill Lane 2013|254052|1150262651|226/1995 |active |10 Q |Crow Paint High School Ml
baCk to zero (deselect a” I’eCOI'dS). ¥] Msm Abagail |82 Gaslight Village Cr 201 2msz|1o752m25:7,w|992 Active |12 |T‘l’j Q IG"N Point High School:Gulignl Village
H (7] |Adams, Tyler 71 Cherry Ridge Trail 2012(224740(7817402879 181994 |Active |11 ST @) a :Ctow Point High School Cherry Ridge Trail
il -agurkis. Adam 54 Holmes 207 2012 293603‘1028177853‘&'";!994 IAﬂiue 11 ‘Q Q ith Foint High S«chocl‘Holmes
: Agurkis, Tommy 4843 Janet Avenue 2011 (267394(1137659886 8/19/1993 |Active 12 a IC(W Paint High School|Janet
- [V] |Aheam, Emily |17 Wildwood Heights 3014|231225 1108726850 10/16/19985/Active. 09| A |crow Point High Scheot |
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Aspen security

e Don’t write your username and password on a sticky and put it under your keyboard!
e If you are going to step away from your desk, log off the system by clicking Log Off.
¢ Do not just close your browser to exit the system, as this leaves a security breach. Be sure to click Log Off or quit your browser.

This is the Aspen Home page.

settings bar: Click to change views or schools (if available), set preferences, and log off the system.

When creating or =
editing announce-
ments, a built-in

spell checker will Pages
alert you to any o
words it doesn’t Directary

Grades Schedule Global

Assessment

Welcome to Crow Point High School

Crow Posnt Hegh School seeks 1o creale a chalenging keaming emaronment that encourages high expactations for sutoess hrowgh development-
appropriate instruction that alows for indnadual differences in leaming stvies. Our school promotes a safe, orderly, canng, and supportive emansnment
Each student's sell.osteanm is fostered by positve reliborships with students and s1alf. W st 10 have ouF panents, beachors, and cormiviunsty members
actively invohved in our students” learming

recognize.

A rich-text editor
makes it easy to
change the font
size, color, and
formatting.

Use this section of
the page to post
links to frequently
visited websites.
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The quickest way
to find student
demographic infor-
mation is by using
the Student Search
box.
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To clear search
results, click Home
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Use the Tasks
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frequently, put links
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to them here for
one-click access.
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area to manage
tasks assigned to
you or initiate a
new task (if you
have proper privi-
leges). Click a
task name to
view its details.
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