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Guide Overview

Guide Overview
Applies to:

The Managing the Family and Student Portals – Administrator Setup Guide is intended for
Aspen system administrators in the school district who set up and maintain the portals.

Objectives:

You will learn how to:
l

Complete the steps to set up the portals.

l

Give families and students access to the Family and Student portals.

l

Maintain the portals.

Setting Up the Family and Student Portals
Before opening up the portals to families and students, complete the following steps:

1
Merge duplicate contacts, if necessary.

2
Define the family and student roles.

3
Identify who will be given access to portals.

4
Create user accounts.
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5
6
7

Set up portal features.
Train teachers on gradebook and how to control access to grades in portals.

Test system.

Introduce portal to families and students.

Step 1: Merge duplicate contacts, if necessary
For efficient use of the portals, it is important that contacts be shared across students accurately and there
are not duplicate contact records. Ideally, contacts are entered into Aspen when a student registers. And if
a person, such as a parent or guardian, is a contact for more than one student in your district, the contact
record is shared among those students.

Managing Your District (Root Organization) Contacts
When you register a student or maintain a student record, you enter that student’s contact information (the
names of the adults you can contact regarding the student's academic and personal information).
To access a list of all student contacts in a district:
1. Log on to the District view.
2. Select District > Contacts. A list of all contacts appears.
3. Do one of the following:
l

l

To view the contact details, click the contact’s name, or select the checkbox next to the contact
and click Details on the Contacts side-tab.
To view the students for whom a person is a contact, select the checkbox next to the contact
and click Students on the Contacts side-tab.
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Notes:
l

You might need to merge contact records if more than one exists for each record.

l

Aspen features two address formats – a grid format, and the multiple address format. To
use the grid format, see Entering and Viewing Student Details. To use the multiple address
format, see Record and Track Student, Staff and Contact Addresses.

To view contacts by student:
1. Click By Student on the Contacts side-tab. A list of all students appears. Each student appears next
to each contact entered for them.
2. To view a contact, select the checkbox next to the student and contact name, and click Details below
By Student on the Contacts side-tab.
To easily disable user accounts that are contacts for inactive students, you can create an advanced query.
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Enter or View Student Contact Information
Enter or view contact information for each student.
It is best to enter the contact information (and when applicable, share the contact among students) when
first entering a student's details. If that is not possible, you can always enter and share the contact at a
later time.
To enter or view contact information for a student:
1. Log on to the District, School, Staff (view privileges only) or Health view.
2. Select Student > search for and select the student > Contacts. The student's Contacts page
appears.
3. Do one of the following:
l

l

To view information for an existing contact, select the contact, and then click Details on the
side-tab.
To add a new contact, select Options > Add. The New Student Contact page appears.

4. If adding a contact, in the Last Name field, type a contact name. If the contact name already exists in
the system and there are fewer than 100 matches, a pick list with the matching name(s) appears.
Select a name. If there are more than 100 matches for the name or you want to enter additional
search criteria, click
. One of the following pop-ups appears, depending on your district's settings:
l In the Selection Type pop-up, indicate whether Aspen should display Related Contacts, All
People or All Contacts. Make your selection, and then click OK.

l

The Optional Search Parameters pop-up appears if your district has enabled the Require
enhanced contact search preference. Type a First name, Last name, Email (case sensitive)
and/or Contact phone. Limit the search results to All People, All Contacts or Related
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Contacts, and then click Search. Select the contact, and then click OK.

Note: Depending on your district's settings, Aspen displays contacts within your
organization only, or from across all organizations.
Notes:
l
l

If you select a contact already entered for another student, the contact is shared.
The information shared for that contact automatically appears in the Shared Contact
Information portion of the page. If you update or edit this shared contact information,
the system updates the information for all students who share that contact.

5. Click
to see the other students associated with this contact. Click Clear to stop sharing this
contact with other students.
6. Customize your preferences for the contact with the following fields:
Reference table

Description

Emergency priority

Enter a number to indicate the contact’s priority. 0 is
considered the highest priority. In case of an emergency,
the contact with an emergency priority of 0 will be
contacted first, 1 will be contacted second, and so on.

Relationship

Click this drop-down to select the contact’s relation to the
student.

Contact lives with student

Select this checkbox if the contact lives with the student.
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Reference table
Receive grade mailing

Description
Select this checkbox if the contact is mailed the student’s
grades.
Note: When teachers run a Progress Report for a
single student, they can email it to specific recipient
(s) in the last step of the Progress Report wizard. A
teacher could send this contact a Progress Report if
they have a primary email address, and Receive
email and this field are enabled.

Receive conduct mailing

Select this checkbox if the contact is mailed the student’s
conduct incidents.

Receive other mailing

Select this checkbox if the contact is mailed some other
notification regarding the student.

Receive email

Select this checkbox for the contact to receive email
notifications about the student.
Note: When teachers run a Progress Report for a
single student, they can email it to specific recipient
(s) in the last step of the Progress Report wizard. A
teacher could send this contact a Progress Report if
they have a primary email address, and Receive
grade mailing and this field are enabled.

Contact has family portal
access (or Portal access)

Select this checkbox for the contact to access this
student's information in the Family portal. Portal access is
usually reserved for the student's parents or guardians.
Note: If your Student Contact table does not have
this field, add it to the template and a field set.
For this contact to receive email notifications, this
checkbox and the Receive email checkbox (above) must
be enabled, and the student must have an enrollment
status of Active or Active No Primary.
Example: A parent chooses to receive an email
notification when their student receives a low grade
or visits the health office.

7. Click Save.
Note: In the Staff view, you can only view – not edit – contact information.
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Important: Your system might have duplicate records for contacts. If so, you must identify the records
that are duplicates, and use the procedure to combine them.
For example, Leah Abraham, a parent of two children in the district, has two separate person records
since she is a contact for her two children. Use Merge Contacts to create a single person record for
her.

Merge Individual Contacts
If more than one contact record exists for the same person, merge the records.
To merge individual contact records:
1. Log on to the District (Root Organization) view.
2. Select District > Contacts. A list of all district contacts appears.
3. Select Options > Merge > Individual. Step 1 of the Merge Records wizard appears.
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4. Under Primary, click

at the Name field. The Person Merge pick list appears.
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5. Enter a name, email address or other demographic information to search for.
6. Click Search. Records that match the information appear at the bottom of the pop-up.

7. Select the primary record, and then click OK. The pop-up closes and returns you to Step 1 of the
wizard.
8. Under Duplicate, click
at the Name field. The Person Merge pick list appears.
9. On the pop-up, enter a name, email address or other demographic information to search for.
10. Click Search. Records that match the information appear at the bottom of the pop-up.
11. Select the duplicate record, and then click OK. The pop-up closes and returns you to Step 1 of the
wizard.
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12. Click Next. Step 2 of the Merge Records wizard appears.

13. Select the checkboxes next to the data from the duplicate record you want to merge into the primary
record. Any data you do not select is deleted.
Note: If records exist for both, and you select the checkbox in the Duplicate column, the system
adds the values together.
14. Click Next. Step 3 of the Merge Records wizard appears.

15. Click Finish.
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Merge Multiple Contacts at the Same Time
If multiple contacts exist for many records in your system, merge multiple contacts at the same time to clean
up all of your contacts. You can filter the list of contacts in many ways, such as groups by alphabetical
order.
To merge multiple contact records at the same time:
1. Log on to the District view.
2. Select District > Contacts.
3. On the Options menu, click Merge, then Multiple. The Merge Criteria pop-up appears.

4. In the Available Fields column, select the field that should represent a unique contact record. Then,
click Add to add the field to the Selected Fields column. You can select as many fields as you want.
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5. Click OK. The list of contacts to merge appears.

6. Use the Filter menu to filter the list by the following:
l

Active Contacts

l

Contacts w/ Portal Access

l

Alphabetical (A to I), or (J to R), or (S to Z)

l

All Records

7. Find contacts that contain multiple records. By default, the first record is the record the system keeps
when you merge.
8. In the Action column, select Keep, Merge, or Skip to determine what the system should do with
each record when you click Merge.
Note: Only one Keep value can be selected for each group. Changing a record to Keep will
automatically change the previous Keep record to Merge.
9. Before you merge, click Preview to view how many records will be merged.
10. Click Merge to merge the records.

- 15 -

Guide Overview

Step 2: Define the family and student roles
In the District view, Aspen contains default family and student roles with pre-defined privileges that cover
most functions a family and student user would need. Roles also determine which views users can access.
For example, the Family and Student roles usually only have access to the Family and Student views.
If you'd like to change these predefined roles to meet your district's needs, we suggest copying and editing
the default roles to adjust security access before creating new roles. By copying and editing them, you'll
always have the original roles saved to revert back to, if needed.
Before defining the user roles, define the District Family and Student Portal Preferences.
First, determine the areas of the system and the data the Family and Student roles can access, and then
define the specific privileges (create, read, update, delete) these roles have with the data.
For example, you might define that a Family user can read student attendance information, but cannot
update that information.

It is up to your district to determine what you want families to view and set up the system accordingly. Some
districts choose to give families access to all or most of the child's information in the system. Some districts
restrict what families can view, and allow them to access grades, but not conduct and health information.

- 16 -

Guide Overview

Note: Check your school, district, state, and federal confidentiality policies before giving any user
access to view another individual's information. This is particularly important when allowing Student
and Family users to view a student's health, conductand special education information.
The following table lists all information that you can allow a family to access on their child:
Note: There is set up required to give families and students access to some of this information. See
Step 5 - Set Up Portal Features.
From this tab...
Family

Families can view a student's...
l

Demographics, address, activities, ethnicity, photo

l

Contact names and phone numbers

l

Daily Attendance

l

Academics

Groups

Calendar

Health office visits, immunization records, health screenings,
medications list

l

Conduct and actions taken

l

Transcripts and course information

l

Assessments, such as SAT and state-mandated test scores

l

Current class schedule

l

Membership/Enrollment history in district’s schools

l

Records of student fees

l

Documents such as IEPs and 504 Plans

l

Subscriptions to e-mail notifications

l

current schedule

l

grades

l

assignments

l

class attendance

Extracurricular activities including:
l

list of members

l

group events

Monthly calendar with events and assignments due in the student's
classes.
You can customize the calendar by choosing the categories you
want listed and color-code each child’s activities to include:
l

due date reminders for class assignments

l

activity events

l

school calendar
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To set up user roles:
l

Define the details for roles, such as the specific areas of the system that role can access and its
privileges.

l

Create and assign security tags to roles.

l

Assign several users to a role at one time.

l

Run the Role Access report to view the privileges by category and table for the role you specify.

Keep the following in mind when defining Family and Student roles:
l

l

l

l

The Family view (portal) is not school-specific since parents may have students in multiple schools.
Therefore, a Family user role does not need to be connected to a school.
As the Aspen system administrator, you manage user accounts for contacts and family members in
the same place and in the same manner you manage other user accounts.
Students who are given access to the Student portal are only able to view their own information, not
their siblings' information.
Some districts create one user account for each student and the parent and student share the
account. The student's account gives them access to the Student portal, but it only allows them to view
information on that one student. Every student can have their own account and log in for their own
information.

Step 3: Identify the people to be given access to the portals
The two groups of people who use the portals are students and contacts.
l

Students who are given access to the Student portal are given the Student user role.
For students, first define the student role in step 2. Then create user accounts for the students who are
given access to the Student portal in step 4. Giving them a the Student role gives them access to the
Student portal.

l

Contacts who you want to have access to the Family portal are given the Family user role.

Not all contacts are given access to the Family portal. A person may serve as a contact for a neighbor's
child, but you do not want the contact to be able to access the student's information.
For the contacts, usually parents and guardians, whom you want to give access to the Family portal, first
assign them the Family user role. Then, you also need to indicate on their contact details page that they
have portal access. This gives them access to a specific student for whom they are listed as a contact. It
does not give them access to all of their children.
To give a contact access to a student's information in the Family portal:
1. Log on to the District view.
2. Click the Student tab.
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3. Select a student.
4. Click the Contacts side-tab.
5. If your Student Contact table does not have the Portal access field, add it to the template and a field
set.
6. Select the student contact.
7. In the details, select the Portal access checkbox.
Note: If this field has been renamed, it might be called something else, such as Contact has
family portal access.
8. Click Save.

Step 4: Create user accounts
After cleaning up the contacts and creating user roles, create user accounts and passwords for families
and students to allow them to log on to Aspen.
You can create user accounts in Aspen in two ways:
l
l

Create user accounts one at a time (which may be useful for a pilot project for the portals); or
To be more efficient when setting up the portals, you can mass create multiple user accounts that
share similar attributes. The User Account wizard lets you mass create user accounts for all contacts.
Or if you're doing a pilot project with the portal, you may want to first create user accounts for all
parents of elementary students, or for parents of students in one school.

To mass create user accounts and assign roles to users:
1. Do one of the following:
l

l

To mass-create user accounts for students (for the Student portal): Log on to the District
or School view, and click the Student tab.
To mass-create user accounts for student contacts (for the Family view): Log on to the
District view, and click the District tab. Then, click the Contacts side-tab.

2. Select the people you want to create user accounts and passwords for. You can use a query, a
snapshot, or a custom selection. To create custom expressions for the login ID, see Advanced Mass
Update with an Expression.
3. On the Options menu, click Create User Accounts. The Create User Accounts wizard appears.
4. Select the records you want to include, and click Next. Step 2 of the Create User Accounts wizard
appears.
5. Use the table to determine the login and password information for these people:
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Field
Login ID

Description
Select one of the following to determine how the system creates
login IDs:
l

First initial/last name (jsmith)

l

Last name/first initial (smithj)

l

Custom expression (jon_smith)
Note: If more than one user has the same first initial and last
name, the system creates the second account first with the
middle initial, if available, or with a sequential number. For
example, if four J. Smiths exist and you select to create login
IDs using First initial/last name, the system might create the
following logins: jsmith, jmsmith, jsmith1, jsmith2.
If you select Custom expression, the middle initial is not
inserted. Therefore, the system would create the following
logins: jon_smith, jon_smith2, jon_smith3.

Password

Select one of the following to determine how the system creates
passwords:
l

l

l

Mnemonic (two four-letter words with a 3-digit number in
the middle, such as 'gone987book')
Numeric (a random number containing the specified
number of digits)
Constant (for example, 'password')
Note: Follett does not recommend using constant
passwords because it reduces the overall level of security in
the system.

Disabled

Account expiration
date

Select this checkbox if you want the accounts you create to be
disabled. For example, you might create user accounts in the
summer and not want users to access the system until the start of
school.
Type a date, or click
to select the date you want these
accounts to expire. For example, if you are creating student
accounts for seniors, you might enter the date of graduation.
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Field

Description

Password expiration
Type a date, or click
to select the date you want the
date
passwords the system generates to expire.
Enter today's date here to have the password expire right after
first login. The system will force the user to enter a new password
after the first login. The system does not display this in a pop-up,
so new users won't have a problem viewing this message, even if
they have their browser set to block pop-ups.
Allow access from

If you want these users to access the system from specific places
only, enter a comma-delimited list of locations here. Locations
can be IP numbers or domain names and can contain wildcards.
For example, you can limit teachers to only accessing the system
from within the district’s local area network by entering 10.* or
192.*.
Otherwise, leave this field blank.

Idle time before
timeout

Type the number of minutes a user can be idle in the system
before Aspen automatically logs him or her off. If you type 0, the
system uses the value you define in the district preferences for
these users.

6. Click Next. Step 3 of the Create User Accounts wizard appears.
7. Next to the Roles box, click Add and select one or more security roles you want to assign to these
users.
For a Family account, you would most likely have a Family role to assign to them.
For a Student account, you would most likely have a Student role to assign to them.
8. For the School field, leave blank for a family and student account. You do not need to specify
schools for users that access the Student or Family views since they may change schools within your
district over the years and you want their account to be able to access any school they are enrolled in.
And a Family account can have access to their children who may be at different schools within the
district.
9. Click Next. Step 4 of the Create User Accounts wizard appears.
10. Confirm all of the information is correct, and click Finish. The system displays a progress meter as it
creates the accounts, and lists any errors in a text file.

Step 5: Set up portal features
As shown in Step 2 - Define the Family and Student Roles, depending on what Aspen features your district
uses and the information you manage through Aspen, there is a lot of information that you possibly can
allow families to access on their children, and students to access on themselves.
Before giving them access to this information, some setup is required.
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Note: Check your school, district, state, and federal confidentiality policies before giving any user
access to view another individual's information. This is particularly important when allowing Student
and Family users to view a student's health, conduct, and special education information.
These are some of the features that require setup:
Feature
Online course requesting

Setup Required
l

l
l

Email notification

Gradebook/Announcements

Set up staff online course recommendations.
Instruct teachers to enter course recommendations for next
year.

l

Manage student requests.

l

Define email subscriptions

l

Create jobs for email notifications procedures.

l

Train users on how to subscribe to email notifications.

l

l

Groups

Enable online course requesting in the district schedule
preferences.

Make category of assignments, all assignments, and scores
private/published.
Train teachers on how to create section-specific
announcements.

l

Set up groups.

l

Add students to groups.

l

See Creating Groups.
Note: Groups and Pages are combined in Aspen. In order
for a Page to display in the portals, you must create a group
and then enable a Page for it outside of the portals. (For
example, an Aspen system administrator has to create a
school Page in order for parents and students to view it in
the portals.)

Contact verification
Configure Quest

Self-Serve Account Registration

l

Set up contact verification workflow.

l

Publicize process to families.

l

Destiny Search and Destiny Synchronization Report, if your
district uses Destiny

l

One Search

l

Digital Resources (DCPI)

l

Web Path Express

l

Enable/disable student or family account creation

l

Customize account creation

l

Set up special security roles

l

Send or resend verification emails

l

Enable user accounts for verified users

- 22 -

Guide Overview

Student Online Course Request Entry
If students in your district can log on to the Student portal to view their academic information, they can
enter course selections for the coming school year. Automating student requests means you don’t have to
manually add student course requests in order to build your master schedule for the next school year.
Schools define course selection sheets (academic tracks) for different grade levels by subject area. Teachers can enter course recommendations in the gradebook. Students make their course selections in the Student portal. Counselors and administrators can see and approve their requests in the School view.
To use student online course request entry:
l

In the School view, define academic tracks and track selections to determine the lists of courses that
students on a specific academic track in a specific grade can request.

l

Define teacher recommendation controls. (optional)

l

In the District view, enable online student request entry in the district preferences.

l

l

In the Student portal, students enter course requests. Depending on how you define the track
selection, students can view, accept, or edit staff recommendations.
In the School view, counselors can work with, change, and approve student requests.

Managing Academic Tracks
An academic track defines a set of possible course selections available to a specific group of students.
They are analogous to the colored course selection sheets common in a paper-based course selection process.
Create academic tracks to determine the courses students can choose from when requesting courses for
next year.
To manage academic tracks in Aspen:
1. Create the academic tracks. For example, your school might create an academic track for High
School AP students, and another for High School College-Prep students. For each track, you
determine the grade levels it applies to.
2. Within each academic track, you create track selections. Track selections determine the list of
subject areas with corresponding courses that students in a specific grade level can select from when
entering course requests online. For example, within the High School AP academic track, you might
create the Grade 9 AP Math, Grade 10 AP Math, Grade 11 AP Math, and Grade 12 AP Math track
selections.
3. You can copy academic tracks between schools in your district.
4. After you create academic tracks, assign them to students.
Define an Academic Track
An academic track defines a set of possible course selections available to a specific group of students.
They are analogous to the colored course selection sheets common in a paper-based course selection process. Define an academic track and courses that students can or must complete when assigned to that
track.
Note: You can pull an academic track already created at another school in your district to use at your
school, or push an academic track you created to another school in your district.
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To define an academic track:
1. Log on to the School view.
2. Select Schedule > Academic Tracks.
3. Do one of the following:
l
l

To create a track from scratch, on the Options menu, click Add.
To copy an existing track, select the track, and click Details. On the Options menu, click Copy.
Type a number to indicate the number of copies of the track you want to make.
The Academic Track page appears.

4. Type a name in the Name field.
5. At the Type field, select an academic level, such as College, Honor, Standard, or Vocational.
6. In the Credit field, type the minimum number of credits a student has to request on this track.
7. Select the Secondary student only checkbox if this selection sheet is for incoming secondary
students only.
8. Use the Grade Levels area of the page to include all the grade levels that are part of the current track.
Click Add to add a grade level, and do the following:
l
l

Click the drop-down to select a grade in the Grade Level column.
Type the instructions that appear for students in that grade level on this track on their Requests
page.
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l

In the StartDate and EndDate columns, define the date range in which students in this grade
level can use the Student portal to make their course selections.

9. Then, for each grade level, you can specify the subject areas and courses in those subjects they can
choose from.
10. Click Save.
Define Academic Track Selections
Each track selection determines the list of subject areas (with corresponding courses) that students in a
specific grade level can select from when entering course requests online.
To define track selections for an academic track:
1. Log on to the School view.
2. Click the Schedule tab.
3. Click the Academic Tracks side-tab.
4. Select the academic track you want to add track selections to, then click Track Selections on the
Academic Tracks side-tab.
5. On the Options menu, click Add. The New Academic Track Selection page appears.
Note: You can also copy an academic track. On the Options menu, click Copy. The Copy popup appears. Enter the number of copies you want to make. The copy of the track selection
appears, with “Copy of" in the name.
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6. Use the table to fill in the fields at the top of the page:
Field
Grade level

Description
Select the grade level for the type listed. The possible grade levels
you defined for the track appear in the pick list.

Sequence number Type a number to determine where this subject appears on the
student request selection page.
Subject area

Click this drop-down to select the subject area.

Name

Type the name of the track selection. If you leave this field blank, the
system creates one for you based on the grade level and subject
after you click Save.

Alternate only

Select this checkbox if this selection is for alternate requests only.

Force
recommendation

Select this checkbox if students cannot change the
recommendations made for them by their teachers for this particular
subject area.
When a student first views their requests for a build year, forced
recommendations appear as requests already entered.
Note: Schools can select the Disable automatic
recommendation checkbox in the School Schedule
preferences to disable all force recommendations from
automatically becoming requests. Students or counselors
need to manually select the course to request it.

Maximum
selection/

Type the maximum and minimum number of courses that students
are allowed to select for the subject.

Minimum
selection
Allow direct
alternates

Select this checkbox to allow students to select direct alternates for
the courses in this track.
When the student selects a course, the Alt 1 and Alt 2 columns
appear next to it. They can use these columns to choose an
alternate to be scheduled in if they do not get their initial request.

Allow primary
request priority

Select this checkbox to allow students to select primary request
priority for the courses in this track.
If this checkbox is enabled, and a student types a value in the
Priority field when entering a course request, the request priority
takes precedence over the course priority.

Instructions

Type instructions for students to follow when selecting courses for
this subject area.
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7. To associate courses with this track selection, in the Course Selections portion of the page, click
Add or Multi-Add.
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8. Use the table to fill in the fields:
Field
SeqNo

Description
Type the sequence number. This number determines where
the course appears on the Student Request entry page. If
you do not determine sequence numbers, the system lists
courses by course number.
Click the
to drag and drop the courses in the order you
want them within the list.
If a course number no longer exists in the school’s course
catalog, an exclamation point appears next to the

Course Number/

.

Type the course number and course description.

Course Description
Required?

Select this checkbox if every student on this track must select
this course. Students cannot deselect this course.
When a student first views their requests for a build year,
required courses appear as requests already entered.

Default?

Select this checkbox if you want the course to be the default
selection for a student on this track. The student entering
requests can select another course.
When a student first views their requests for a build year,
default courses appear as requests already entered.

Needs Approval?

Select this checkbox if there is an additional approval form or
process needed when the course is selected.
Aspen stores this value with every request for the course;
when a student selects this course, the request displays a Y
in the Needs Approval? column.

LinkedCourseNumbers

Type the list of courses that must be selected together with
the current course. Separate the course numbers with
commas (for example, 101,352B,455).

9. Click Save.
Copy Academic Tracks Between Schools
If your school or another school in your district has created an academic track that would be helpful to
share, you can make copies and push them to other schools, or pull other school tracks to your school.
To copy academic tracks between schools:
1. Log on to the School view.
2. Select Schedule > Academic Tracks.
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3. On the Options menu, click Copy. The Copy Academic Track pop-up appears.

4. At the Copy Mode field, do one of the following:
l

Select Push to push one of your academic tracks to another school. The Destination School

l

(s) field appears. Click
to select the school(s) you want to copy the academic track(s) to.
Select Pull to pull an academic track from another school to your school. The Source School
field appears. Click

to select the school you want to copy the academic track(s) from.

5. Select the academic track(s) to copy.
6. Select the Exclude courses missing from school course catalog checkbox if you do not want to
include any courses in the copy of the track selection that no longer exist in the original school’s
course catalog.
7. Click OK.
Assign Academic Tracks to Students
After you define academic tracks, you need to assign them to your students. When you assign academic
tracks, you select one of the following track types:
l

College

l

Honor

l

Standard

l

Vocational

Then, the system provides those students with only course options you defined within tracks of that academic type.
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To assign tracks to students:
1. Log on to the School view.
2. Click the Student tab.
3. Search for and select the group of students you want to assign to a specific track.
4. On the Options menu, select either Modify List to select an academic track type for students on the
list one at a time, or Mass Update to select an academic track type for all students on the current list.
Set Up Staff Online Course Recommendations
Staff members, teachers, administrators, and guidance counselors can enter course recommendations for
their students for next year in Aspen.
To use staff online course recommendations:
1. In the School view, set up the school course catalog for next year.
2. In the School view, go to the Schedule tab, Courses side-tab, Details, and select the Allow
recommendations checkbox to allow teachers from sections of this course to make
recommendations.
Note: Add the Recommendation Code field to your field set to group courses into a list that
teachers can choose from when recommending courses for next year. On the Options menu,
click Modify List or Mass Update to select one or more recommendation codes for each course.
For example, create a recommendation code such as Humanities for all courses in the English
and Social Studies departments. Teachers in both departments can recommend classes in
either department.
Or, use recommendation codes to limit the list of courses teachers can recommend. For
example, create a recommendation code English 1 to group the English 2 courses that English 1
teachers can recommend for next year.

3. Define your recommendation preferences in the School Schedule preferences. For example, you
can include additional fields in the pick list students use to select courses to request.
4. In the School view, go to the Schedule tab, Recommendation Controls side-tab to determine
groups of teachers and the date ranges during which they can enter recommendations.
5. Inform teachers that when they are entering recommendations for students in their class from the Staff
view, Gradebook tab, Scores side-tab, the Recommendations drop-down only lists courses
associated with the department of the course they currently have the student in.
For example, if a teacher teaches a Science course and an English course, but only has the student in
the Science course, the teacher can only recommend Science courses for the student for next year.
6. Alternatively, or in conjunction with teachers entering recommendations in the gradebook, counselors
or administrators can enter recommendations in the School view. For example, counselors might
recommend all core requirements for incoming freshmen.
7. After teachers and counselors enter recommendations, your school can manage student requests in
the one of the following ways:
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l

l

Students can use online course requesting, and guidance counselors can begin to review and
create requests from teacher recommendations.
Students can submit course requests on paper to guidance counselors, who can enter the
requests in the School view.

Define Teacher Recommendation Controls
Before teachers in your school can enter recommendations for their students for next year in the gradebook, you need to define the teachers and dates during which they can enter recommendations.
To define teacher recommendation controls:
1. Log on to the School view.
2. Click the Schedule tab.
3. Click the Recommendation Controls side-tab. A list of controls previously defined appears.
Note: You must update the dates for each control each school year; date ranges include years
and need to be manually updated.
4. On the Options menu, click Add. The New Recommendation Controls page appears.

5. Enter the Start and End dates of the date range during which teachers you select can enter
recommendations in the gradebook.
6. In the Number of recommendations field, type the number of recommendations that these
teachers can enter for each student.
7. Select the Allow comments checkbox if you want teachers to be able to enter comments with each
recommendation.
8. At the Selection type field, select one of the following to determine the teachers to whom this control
applies:
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l

All: The control applies to all teachers in your school.

l

Department: Click
at the Selection definition field. The Department pick list appears. The
control applies to only the teachers in the departments you select.

l

Snapshot: Click
at the Selection definition field. The Snapshot pick list appears. The
control applies to only the teachers in the snapshots you select.

l

Other: Click Define below the Selection definition field. The Recommendation Controls
Criteria pop-up appears. Like a query, you can define the criteria a staff member’s record must
meet to be included in this control, such as a teacher's last name must begin with the letters A
through M.

9. Click Save.
Define District (Root Organization) Schedule Preferences
Define schedule preferences for your district.
To define schedule preferences:
1. Log on to the District view.
2. Select District > Setup.
3. Click Preferences. The general preferences page appears.
4. Click the Category drop-down to select Schedule. The schedule preferences page defaults to the
Basic sub-tab.
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5. Use the following table to enter information in the fields:
Field

Description

General
Enable student online
request entry

Select this checkbox to enable students to enter their
course requests using the Student portal.

Schedule commit
control

Select this checkbox to be able to define date ranges during
which the schedule can be committed, and to track commits
done by each school.

Organization level for
catalog

If you have intermediate organizations, click
to see the
Organization Definition pick list. Select the organization that
is responsible for managing the course catalog and its
attributes. If you select an intermediate organization here,
each intermediate organization will be able to create a
course catalog that is a subset of the root organization's
catalog, provide each of its schools with appropriate
courses, and specify who owns the course attributes.
Note: If you select an intermediate organization here,
you should also do so at the Course Field
Ownership fields. Otherwise, they will not be able to
modify those scheduling attributes.

Auto update
schoolcourse

Select this checkbox if you want the system to automatically
update an intermediate organization or school course when
changes are made to a district course. This update will
occur if the scheduling field is owned by the district.

Course Field Ownership

Select District or School to determine ownership of each
scheduling field listed.
Note: The Course Field Ownership for the Number
field must be School, or the system always assigns
the district course number to a course.
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6. Click the Advanced sub-tab.
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7. Use the following table to enter information in the fields:
Field

Description

Miscellaneous
Course number mask

Enter a value that your district uses to enforce a course
naming convention when more than one school course
within the same school shares the content from the same
district course.
Note: The "d" indicates the district course number,
and the "s" indicates the school course number. For
example, a value of dddss means that the first three
characters of the school course number must be the
same as the corresponding district course. If you use
intermediate organizations, you could use a course
naming convention with characters from this level and
the intermediate organization level.

Fields to copy to
schedule change from
course drop

This field enables schools to copy fields to the Student
Schedule Change History record. When a course section is
dropped from a student's schedule, your school might want
Aspen to retain some information from the Student
Schedule record before it is deleted, and copy it to the
Student Schedule Change History record.
First, enable a user-defined field on the Student Schedule
Change History table in the Data Dictionary for each field on
the Student Schedule record you want to copy. Then, enter
the fields here using the following syntax:
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Field
Enable grade data
cleanup

Description
Select this checkbox to give users the option, when a
course is being dropped, to delete transcript records and
the assessment scores associated with that course in the
transcript.
If the user chooses to keep the transcript record, they must
supply a final grade for the course.

Assessment types to
cleanup

Click

. The Assessment Definition Pick List appears.

Select the assessment records associated with the student
to delete when a course is being dropped. You must select
the "Enable grade data cleanup" checkbox for the selected
assessment records to be deleted, along with the course
transcript records.

Miscellaneous
Select this checkbox to allow schedulers to add courses to a
Allow sections being
scheduled over required course program which exceed the total minutes required.
minutes
Enforce Minutes
Validation at Student
Level

Select an option from the drop-down to determine how
course minutes validation works in the School view:
l

l

l

When this preference is set to Warning, School view
users are warned when they save a course program
with the incorrect number of minutes in the School
view, Schedule > Courses > Program
Management.
When this preference is set to Error, School view
users are not allowed to save changes to a course
program with the incorrect number of minutes.
When this preference is set to None, users are
allowed to edit course programs, even if the number of
minutes is incorrect.

Allow edit of school
course program directly

Select this checkbox to allow schedulers in the School view
to edit course programs on the course's details page. When
it is not selected, users in the School view must edit course
programs through the Program Management sub-tab.

Display warning on
schedule changes if
teacher or room has
conflicts

Select this checkbox to warn users if they make any
changes to the schedule that create teacher or room
conflicts.

8. Click Save.
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Enter Course Recommendations for Next Year as a Teacher
During the date range the administration determines, you can enter course recommendations for your current students for the coming year on the Scores page in the gradebook.
Note: Depending on how your school sets up course recommendations, you might be able to select
only courses associated with the department of the course you currently have the student in. Or, your
school might create specific groups of courses you can select based on the course you currently
have the student in. Courses from a student’s next secondary school also appear in the list of
courses you can recommend.
To enter course recommendations:
1. Log on to the Staff view.
2. Click the Gradebook tab.
3. Select a section, and click the Scores side-tab. The Recommendation column appears next to each
student’s name.
Note: Your school determines how many recommendation columns appear. For example, your
school might determine that you can enter two course recommendations.
4. Click the drop-down menu to select the course associated with your department that you recommend
each student enroll in next year.
Note: Press CTRL+D to enter the same course for all students in a section. Then, you can
change the few students you might want to recommend another course for.
5. If your school wants you to enter recommendation comments, a Comment column appears next to
each Recommendation column. Click
in the Comment column to enter a comment for a
recommendation. Students and counselors can view the comments you enter.
If students are allowed to make course selections using the Student portal, students can view your recommendations.
If students are not allowed to enter course selections using the Student portal, counselors or school administrators can review and accept teacher recommendations.
Entering Requests for Teacher Recommendations
After teachers enter their recommendations for which courses their students should take next year, counselors and administrators can do any of the following to accept the recommendations, converting them
into student requests.
l

l

l

If your school uses online course requesting for students, students can view and accept the
recommendations in the Student view.
Your school’s guidance counselors can enter their own recommendations for groups of students at
the same time.
Your school’s guidance counselors can accept teacher and other staff recommendations and turn
them into requests for groups of students or for academic tracks, and specific track selections.
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l

Your school’s guidance counselor can accept recommendations for each student, one-at-a-time, while
reviewing a student’s requests.

Add Course Recommendations for Several Students
As a counselor or administrator, you can enter course recommendations for several students at one time for
next year.
The recommendations appear in the Course Requests Adjustment area of each student’s Requests page.
Then, you need to accept the course recommendations to turn them into requests for either groups of students, or one student at a time.
To add course recommendations for several students:
1. Log on to the School view.
2. Click the Student tab.
3. On the Options menu, click Requests, then Add Request Recommendations. The Handle
Recommendations pop-up appears:

Note: The school year defaults to the next school year.
4. At the Type field, select one of the following:
l

l

Recommended: This creates recommendations for the courses you enter or select at the
Course Numbers field, and displays Recommended in the Type column.
Excluded: This creates recommendations for the courses you enter or select at the Course
Numbers field, and displays Excluded in the Type column.
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l

l

Required: This creates required recommendations for the courses you enter or select at the
Course Numbers field, and displays Required in the Type column.
Requirement Waived: This creates recommendations for the courses you enter or select at the
Course Numbers field, and displays Requirement Waived in the Type column.

5. Select one of the following to determine which group of students you want to enter the
recommendations for:
l

l

l

Selection: A list of students appears. Select the students you want to enter recommendations
for.
Grade level: A list of grade levels appears. Select the grade levels you want to recommend the
courses for.
Snapshots: A list of snapshots appears. Select the snapshots of students you want to
recommend the courses for.

6. In the Course Numbers field, type the course numbers, separated by commas, or click Select to
select the courses from a list.
7. Click OK. The recommended courses appear in the Course Request Adjustment area of each
student’s Request page. The Type column displays if the recommendations are recommended,
excluded, required, or requirement waived.
To turn the recommendations into student requests, do the following:
l

Allow students to view the recommendations and enter requests in the Student view.

l

Accept recommendations.

Accept Recommendations to Create Course Requests for Several Students
After teachers or school staff members enter course recommendations for their students for the coming
year, you can convert those recommendations to students’ request lists by accepting them.
To add recommendations to student request pages:
1. Log on to the School view.
2. Click the Student tab.
3. On the Options menu, click Requests, then Accept Request Recommendations. The Handle
Recommendations pop-up appears:
Note: Only the receiving school can accept course recommendations.

- 39 -

Guide Overview

Note: The next school year appears in the School Year Context Year ID field.
4. At the Selection Mode drop-down, do one of the following:
l
l

Select Students to accept recommendations and create requests for a group of students.
Select Academic Track to accept recommendations for courses in a specific academic track
and track selection.

5. Depending on what you selected in step 4, you must select the group of students you want to accept
recommendations for (by selection, grade level, or snapshot), or the academic track and track
selection (optional) you want to accept recommendations for.
6. Click OK.
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.
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3. At the 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. In the 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.
Use the following tips when selecting a course to request:
l

l

l

l

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,
column. Click the icon to view the comments.

appears in the Status

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:

5. 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.
6. 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.
7. 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
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satisfy requirements for your academic track, the system lets you know which area you need to make
more requests in:

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.
Approve Requests Entered by Students Online
When students enter their course requests for next year in the Student portal, you can manage those
requests in the School view.
To approve online student requests:
1. Log on to the School view.
2. Select Student > Schedule.
3. Click the Requests side-tab. The student’s requests appear. You can enter and manage student
requests and adjustments.
4. In the upper-left corner of the page, click Entry mode>> to view and use the requests page the
student uses.
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appears next to the subject area, the student did not select the course
Note: If
recommended by his or her current teacher. Click Select to view the course the student
selected in comparison to the course or courses recommended by the teacher.
5. You can edit any requests the student has made. Also, view any Notes for the counselor they have
typed.
6. After reviewing and making any necessary changes, to approve the student’s requests, select the
Approve checkbox at the bottom of the page. After you approve the student’s requests, he or she
can no longer make changes using the Student portal.

Setting Up Family and Student Email Notifications
When your district uses the portals, you can set up the ability for students and parents to receive email notifications when any of the following is entered:
l

A daily attendance record

l

A conduct record

l

A health visit record

l

A grade that falls below a threshold determined by the student’s family contact
Note: For a parent or guardian to receive email notifications:
l
l

l

They must be set up as the student's contact.
The Receive email and Contact has family portal access checkboxes must be selected
on the Contacts > Details page.
The student must have an enrollment status of Active or Active No Primary.
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To set up family and student email notifications:
l

l

l

Define the information a user views when subscribing to an email, and the information they view in the
email.
Create a job for the procedures provided for each type of email (attendance, conduct, grades, health).
The job schedule determines when the emails are compiled and sent.
Family members and students subscribe to the emails they want to receive.

Define Email Subscriptions
Define the information users view when setting up and receiving email subscriptions.
To define email subscriptions:
1. Log on to the District view.
2. Click the Tools tab.
3. Click the Subscriptions side-tab. The Attendance (Daily), Class Attendance, Conduct, Grades,
Grades - Letter, and Health Visit subscriptions appear.
4. Select each, one at a time, and click Details on the Subscriptions side-tab. The Subscription
Definition page lists the default information.
5. In the Procedure ID field, select the ID of the procedure that will compile and send emails for the
subscription.
6. In the Description field, edit the text the user reads when determining which emails to subscribe to.
7. In the Email subject field, type the text that appears on the Subject field of the email.
8. In the Email memo field, type the text that appears in the email.
Note: Details about the event that triggered the email appear below the memo in each message
sent.
9. Select the Enabled field to enable subscriptions to this email. Selecting this checkbox displays the
Notifications side-tab on the My Info or Family tab in the Student and Family portals.
10. In the Begin date field, type or click
to generate emails.

to determine the date from which the system considers events

Note: The system references the Parameter enabled checkbox and the Parameter name field
for the Grades subscription. This allows users to define the threshold that determines when an
email is sent (for example, a threshold of 75 sends an email each time a student receives a grade
below 75).
11. Click Save.
Create Jobs for Email Notification Procedures
Create a job for the procedures provided for each type of email (daily attendance, conduct, grades, health).
The job schedule determines when the emails are compiled and sent.
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To create jobs for email notification procedures:
1. Log on to the District view.
2. Select Tools > Procedures.
3. Select one of the notification procedures:
l

Attendance Subscription Notification

l

Class Attendance Subscription Notification

l

Conduct Subscription Notification

l

Grades Subscription Notification

l

Grades Subscription Notification (Letter)

l

Health Subscription Notification

5. On the Procedures side-tab, click Details to view any details.
6. Under Procedures, click Jobs.
7. Select Options > Add.
8. Complete the fields on the New Job Entry page.
Subscribe to Email Notifications
When your school uses email notifications, parents and students can subscribe to receive email messages about the following events:
l

Conduct

l

Health visit

l

Daily attendance

l

Class attendance

l

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:
l

In the Family portal: Click the Family tab.

l

In the Student portal: Click the My Info tab.
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2. Click the Notification side-tab.

3. At the 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 Security sub-tab.
Note: Your changes to this page are saved automatically. There is no Save button.

Setting Up the Gradebook
If teachers are currently using the Staff view and the gradebook, they might need training on how the gradebook interacts with the portals.
Teachers can limit the portal's access to certain areas of the gradebook and can create announcements for
students and their families to view on the portals.
If you are giving families access to their student's grades, teachers can set preferences for families to
access certain areas of the gradebook by defining their own user preferences to modify the view of assignments.
Teachers have control to allow and hide the following from appearing in the portals:
l

assignment scores

l

a category of assignments

l

an assignment
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Control Access to Grades and Assignments in Portals
Before instructing teachers on how to give portal users access to certain areas of the gradebook, as an
Aspen system administrator, you may want to make all categories of assignments, all assignments, and all
assignment scores private by default. This will prevent grades and assignments from being viewed by
portal users before teachers are ready.
Note: To set a default value for a field, define the Default field in the Data Dictionary. See Create
User-Defined Fields.
Publishing assignment scores in portals
To allow assignment scores to appear in the Family and Student portals:
1. Log into the Staff view.
2. On the settings bar, click Set Preferences.
3. Click the Gradebook tab.

4. Most of these preferences are for all viewers of the gradebook, but the one that particularly pertains
to the portals is the Publish assignment statistics field. Select this checkbox if you want low,
median, and high assignment scores to appear for parents and students when they view grades
using the Family and Student portals.
5. Click OK to save changes you made to the preferences.
Making a category of assignments private
To make a category of assignments private, edit the category details in the gradebook. For example, you
can make the grades for all homework assignments private by setting the Homework category to Private.
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To prevent a category of assignments from showing in the Family and Student portals:
1. Log on to the Staff view.
2. Click the Gradebook tab.
3. Click the Categories side-tab.
4. Click the category. The category details page appears.
5. Select Private at the Visibility type field if you do not want this assignment or any grades for this
assignment to appear in the Student and Family portals.
6. Click Save.
Making an assignment private
Edit the assignment's details in the gradebook to make an assignment private.
To prevent an assignment from showing in the Family and Student portals:
1. Log on to the Staff view.
2. Click the Gradebook tab..
3. Click the Assignments side-tab.
4. Click the assignment. The assignment details page appears.
5. Select Private at the Visibility type field if you do not want this assignment or any grades for this
assignment to appear in the Student and Family portals.
6. Click Save.
Create Announcements for Your Students and Families
Teachers can create announcements that can be viewed on the Home page:
l

in the Student portal by students currently enrolled in one of the teacher's courses.

l

in the Family portal by family members whose student is currently enrolled in one the courses.

You can determine the specific course sections that can view the announcement.
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To create section-specific announcements:
1. Log on to the Staff view.
2. On the Home page, click Edit in the Announcements widget.
3. Click New, or highlight an existing announcement and then click Edit. The Announcement pop-up
appears. It contains two sub-tabs: Content and Visibility.

4. On the Content sub-tab, do the following:
l

Type or edit the Start date, indicating the first day you want the announcement to appear.

l

Type or edit the End date, indicating the last day you want the announcement to appear.

l

Type or edit the text of your announcement in the Content box.
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5. Click the Visibility sub-tab, and select the course sections that you want this announcement to appear
for.

6. Click Save. The announcement you created or modified appears in the Announcements widget on the
Home page.
Note: To change the order of an announcement item in the Announcements widget, highlight its
name, then click either Up or Down. To delete an announcement, highlight it and then click
Delete.

Creating Groups
You can create a group for any group of people who need to share information – such as the members of a
sports team, the National Honor Society, all Aspen users in your school, or all nurses in your district.
While you are creating your group, or at any time afterwards, you have the option of creating a Page for
your group. Pages are web pages that are accessible from Aspen's Pages tab.
Note: Teachers can easily create a group directly from the class roster.
Following are the steps to create a group:
l

Define the group's details.

l

Add members.

l

Add events.

l

Enable a Page for your group (optional).

Define the Details for Your Group or Page
Any group of people who need to share information can be grouped together in Aspen, such as the following:
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l

The entire school community

l

All of the faculty at your school

l

Just the Math Department faculty

l

A particular class section, such as English 101

l

All of the parents of students at your school

l

A sports team, such as JV Football

Many of these groups would benefit from having their own Page as a way to post announcements, game
times, photos, and more.
In order to create a Page, you have to create a group first. Then you decide whether to fully enable, partially enable, or disable your group’s page status.
Users with the appropriate security role privileges can create groups in Aspen. By default, this includes
system administrators, school administrators, and teachers.
If you create a group without a Page, such as Chorus, and decide in the future that you would like this
group to have a Page, all you have to do is go into the group’s details and enable its page status.
Besides creating an individual group with a Page, it is possible to do the following:
l

Have system administrators mass-create Pages for the school.

l

Have teachers create Pages for each of their classes.

To create a group with or without a Page:
1. Do one of the following:
l

Log on to the District view. Click the District tab, then the Groups side-tab.

l

Log on to the School view. Click the School tab, then the Groups side-tab.

l

Log on to the Staff view. Click the My Info tab, then the Groups side-tab.
o

The view that you are in while creating your group/Page affects who will have access to it.
In order to create a Page that is accessible by all users in the district, you must create it
from the District view.

o

If you do not need a Page to have district-wide access, it is easier to create it from the
School or Staff view. This narrows down the list of members you have to choose from.

o

Teachers can create a group directly from a section roster.
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2. On the Options menu, click Add.
The New Group page appears.
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3. Use the table to fill in the fields:
Field
Title

Description
Type the title of the Page, such as Junior Varsity Lacrosse.
Note: This title is for informational purposes only and doesn’t
appear anywhere on the page. It has a 60-character maximum.
See Page Label field below.

Category

Click this drop-down to select the type of Page you are creating,
such as Athletic.
Note: The category selected determines where the Page will
appear on the Quick access menu.

Page Icon

Click this drop-down to select an icon name. As soon as you do, an
image of the icon appears next to the field.
Note: To view images of all available icons, see Page Icons in
online help.

Adult
Responsible

Click
to select the name of the staff member who is responsible
for this Page.
Notes:
l

l

l

Start Date/End
Date

This field is important for Pages that are administered by
students.
The Adult Responsible is automatically the page
administrator, unless you assign otherwise.
The Adult Responsible does not have to be a member of
the group.

Type or click

to select a Start Date and End Date for the group.

Note: Many groups only last for one academic year. Once a
group’s end date passes, its Page no longer appears on the
Pages tab.
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Field
Page Status

Description
Click this drop-down to select one of the following:
l
l

l

Disabled: This group is not associated with a Page.
Page enabled for admins only: This group has its own Page,
but the only people who can view it are the page administrator
and Adult Responsible (could be the same person).
Page enabled for all members: As soon as you add members
to this group, they will be able to view its Page.
Note: Do not select this option until setup of the Page and its
widgets is complete.

Public for all
Aspen users

Select this checkbox to make it possible for all Aspen users to see
this Page. The Page will appear under Public Pages in the Page
DirectoryPage Directory.
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 you make your school
Page public, users would be able to read a blog that is posted
but not create their own entries.

Page Label

Type a label for the Page, such as JV Lacrosse. This appears on
the Pages tab under the icon you select. There is a 25-character
maximum.
Note: This field is optional.

Custom Group
Resources per
tab?

Select this checkbox to make it possible for each tab on the Page to
have its own Group Resources. The default value is deselected.

Enable
Logging?

Select this checkbox to make it possible for Aspen system
administrators and page administrators to monitor Page activity
(access date and time, user login, and user name).
Note: The access log is available on the Groups side-tab in
the District, School, and Staff views.
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Field
Owner

Description
Click
to select the owner of the group. A pick list appears with
the option of selecting a District, School, or User.
Example: Setting the owner to School will narrow the list of
possible members to only those at the school(s) the creator of
the Page is affiliated with.

Filter by

Click

to select the member type of the group. A pick list appears

with the option of selecting from Organizations, Classes or Schools.
Now you need to add members to your group. If you created a group with a Page, adding members is how
you give users Page access.
Add Members
After you create a Page, you give users access to it by making them members of the group. For example,
the only people who will see the Debate Club Page on their Pages tab are the members of the Debate
Club group.
l

l

l

l

When creating a Page, it is possible to automatically give all Aspen users access to it. This is often
used for school or district Pages.
If your Aspen system administrator created class Pages for you, you do not need to complete this
step, as the roster of students in a course section automatically becomes the member list. You can
move right into adding events (optional) and adding widget content to your Page.
If you created your own class Page, you need to add the section roster. The only sections you see
are your own.
Since groups are actually dynamic filters of records, if you change the members of a group, the list of
users who have access to that Page is automatically updated for all member types except 'single
person'.

You also might need to delete members from a group/Page.
To add members to a group/Page:
1. Depending on where your group/Page was created, do one of the following:
l

For the district: Select District > Groups.

l

For an intermediate organization: Select Intermediate Organization > Groups.

l

For a school: Select School > Groups.

l

For staff: Select My Info > Groups.
Note: If you created your group from a class roster, use the Staff view.
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2. The Groups page appears. Select the checkbox next to the group you want to add members to, and
then click Members on the side-tab.
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3. Select Options > Add. The "Add members to pages" pop-up appears.

4. Click the Member type drop-down to filter the users by type. Some member types are only available
in certain views, and the fields vary according to the member type selected. Refer to this table for
descriptions of each member type:
Member Type

Used

All Users

When your group needs to contain a mix of members: students,
staff, and contacts, for example.

Staff

For a staff-only group, either at the District or School level.

Students

For a student-only group, at the District, school, or section level.

Contacts

For a contact-only group, either at the District or school level.

Schools

For a school-only group. All users in that school will have access
to the Page.

School Levels

For a school-level Page. For example, if you select Elementary,
all users at all elementary schools in your district will be able to
see the same banner, resources, etc.

Organizations

To add members from an entire organization, such as Springfield
Public Schools.
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Member Type

Used

Security Role

To select users from a particular security role, such as Nurse, at
the District or school level.

Sections

To select users from all course sections in your District or school.

Grade Levels

In the School and District view, you have the option of selecting an
entire grade level of users, such as all seventh graders.

Departments

In the School and District view, you have the option of selecting an
entire department of users, such as the English Department
faculty.

Snapshots

To select users that are included in a snapshot.

Extracurricular
Program

To select the staff members and students currently associated
with an extracurricular program.
Staff members must be specified as Program Administrators, with
active start and end dates, on the Extracurricular Program's
Details page.
Students must be members of the extracurricular program, and
have the status code(s) specified in the Extracurricular Event
Information preferences.

5. Select the user(s) you want to have access to the Page. For example, if you selected Sections,
choose the particular section number containing the students you want to add to the group.
6. If you want the user(s) you selected to be the administrator of the Page (able to add, delete and edit
widgets and widget content), select the Administrator checkbox.
Note: If you are selecting many users and only want one of them to be the Page's administrator,
it is easier to do this from the People side-tab.
7. Click Save.
To delete members from a group/Page:
1. Depending on where your group/Page was created, do one of the following:
l

For the district: Select District > Groups.

l

For the intermediate organization: Select Intermediate Organization > Groups.

l

For a school: Select School > Groups.

l

For staff: Select My Info > Groups.
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2. The Groups page appears. Select the checkbox next to the group you want to delete members from,
and then click Members on the side-tab. The group's member page appears.
3. Select the checkbox(es) of the member(s) you want to delete.
Note: If you select the Section Roster checkbox, all students who make up that roster will be
deleted.
4. Click Delete. The system asks if you want to delete all (number) selected records.
Note: The system counts each checkbox as one record. A single Section Roster checkbox
might be made up of two dozen student records.
5. Click OK or Cancel.
View the Member List
For each of your groups/Pages, clicking the Members side-tab shows you what type of users are members, such as Section Roster or School. To see the names of a group’s members, you need to use the
People side-tab.
To view the member list for a group/Page:
1. Depending on where your group/Page was created, do one of the following:
l

For the District view: Click the District tab, then the Groups side-tab.

l

For the School view: Click the School tab, then the Groups side-tab.

l

For the Staff view: Click the My Info tab, then the Groups side-tab.

2. Select the checkbox next to the name of the group you want to view the member list of.
3. On the Groups side-tab, click Members. The page displays a list of existing group members by user
type, such as Section Roster.
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4. On the Groups side-tab, click People.

If you want to, on this page you can select or deselect the Administrator checkbox. Page administrators
can add, edit, and delete widgets and widget content on Pages. It is possible to have more than one administrator per Page.
Note: If you want to see the groups that a particular student is a member of, use the Student tab,
Membership side-tab in the District, School, or Staff view.
Add Events to a Group
You can track group events, such as the practice times and game schedules for each sports team. Then, all
students in a group can view those dates on their calendar in the Student portal, and all family members
with access can view those dates in the Family portal. Events also appear in the Planner in the Staff view.
Note: Events do not appear anywhere on Pages.
You can also remove events from a group.
To add an event to a group:
1. Do one of the following:
l

For a school group, log on to the School view, and click the School tab.

l

For a district group, log on to the District view, and click the District tab.

l

l

For an intermediate organization group, log on to the Intermediate Organization view and click
the associated tab.
For another group, such as a course section, log on to the Staff view, and click the My Info tab.
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2. Click the Groups side-tab.
3. Select the checkbox next to the group you want to add events for, and click Events on the Groups
side-tab. The list of any events already added appears.
4. On the Options menu, click Add.

5. Use the table to fill in the fields:
Field
Date*

Description
Type the date of the event, or click

to select the date.

Time

Type the time (optional).

Summary*

Type a summary of the event. This text will appear on the calendar in
the portals and in the Teacher Classes widget.

Location

Type the event's location (optional).

6. Click Save.
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To remove events from a group:
1. Do one of the following:
l

For a school group, log on to the School view, and click the School tab.

l

For a district group, log on to the District view, and click the District tab.

l

l

For an intermediate organization group, log on to the Intermediate Organization view, and click
the associated tab.
For another group, such as a course section, log on to the Staff view, and click the My Info tab.

2. Click the Groups side-tab.
3. Select the checkbox next to the group you want to remove events for, and click Events on the Groups
side-tab. The list of any events already added appears.
4. Select the checkbox(es) of the event(s) you want to remove.
5. On the Options menu, click Delete. The event(s) are deleted and will no longer appear on calendars
in the portalsor on the Planner.
Enable or Disable a Page for a Group
Maybe you created a group consisting of students who want to do extra-credit work. Initially all you needed
to do was create events listing project deadlines. Now, though, you realize that it would be helpful for this
group to have its own Page. That way everyone could share resources and communicate more easily.
Or maybe you created a class Page. Now that its content is complete, you need to enable it for all members.
Or, perhaps you created a Page for people involved with your school's holiday concert. Now that the event
is over, you would like to disable its Page.
To enable a Page for a group:
1. Do one of the following:
l

l

For the District view: Click the District tab, then the Groups side-tab. Select the checkbox of the
group you want to enable a Page for. Click the Details side-tab. The group’s details page
appears.
For the School view: Click the School tab, then the Groups side-tab. Select the checkbox of the
group you want to enable a Page for. Click the Details side-tab. The group’s details page
appears.

2. Click the Page Status drop-down to select one of the following:
l

l

Page enabled for admins only: Select this option so that you can work on the Page without
having it available to all members.
Page enabled for all members: Select this option once your Page is complete and ready to be
viewed by all members.

See Define the Details for Your Group or Page for details regarding other fields on this page.
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To disable a Page for a group:
1. Do one of the following:
l

l

For the District view: Click the District tab, then the Groups side-tab. Select the checkbox of
the group you want to enable a Page for. Click the Details side-tab. The group’s details page
appears.
For the School view: Click the School tab, then the Groups side-tab. Select the checkbox of the
group you want to disable a Page for. Click the Details side-tab. The group’s details page
appears.

2. Click the Page Status drop-down to select Disabled.
Notes:
l
l

A Page will automatically become disabled once its End Date passes.
If at any point in the future you want to enable this group's Page, at the Page Status field,
click Page enabled for admins only or Page enabled for all members.

Using the Contact Verification Workflow
You can set up the contact verification workflow to mimic the process you use for families to submit their
emergency contact information through forms. To have to workflow downloaded to your system, contact
Technical Services.

Configure Quest
Configure all the functionality of the Quest tab for both teachers in the Staff view, and parents and students
in the Student and Family portals.
You can configure:
l

Destiny Search and Destiny Synchronization Report, if your district uses Destiny

l

One Search

l

Digital Resources (DCPI)

l

Web Path Express

Configure Destiny Search
To configure Destiny Search:
1. Log on to the District view.
2. Click the District tab.
3. On the Setup side-tab, click Preferences.
4. Click the Category drop-down to select Remote Services. The Remote Services preferences page
appears.
5. Use the following table to complete the fields in the Destiny Search section:
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Field

Description

Service URL

Type the URL for Destiny Search Website.

Site

Type the Destiny Search site ID. This ID is found on the
Destiny Admin page.

Configuring the Destiny Synchronization Report
1. Log on to the District view.
2. Click the Tools tab.
3. Click the Jobs side-tab.
4. On the Options menu, click Add. The New Job Entry page appears:
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5. Complete the fields according to the following table:
Field
Name
Tool

Description
Type a name for the job.
Click
to select the type of tool, and select Import/Export. The Tool
Selection pop-up appears:

Select Destiny Synchronization Export and click OK. The Input
Parameters field appears on the New Job Entry page.
Input
Parameters

Click Set. The pop-up that appears is specific to the tool you selected.
For example, if you selected Attendance Bulletin, the report
parameters specific to the Attendance Bulletin appear. Select the tool
input parameters, and click Save.
Note: This field is required. You must click Set and then Save,
even if no parameters are needed.

Input
Defaults

Select this checkbox to use the system’s default input parameters. For
example, if a report defaults to today’s date and is run daily, you might
select this checkbox.

- 65 -

Guide Overview

Enabled

Select this checkbox to enable the schedule you define for this job. The
job will run automatically for the schedule you set. If Enabled is not
selected, the job will not run automatically, but it still can be run
manually.
Note: If you define a schedule for this job and do not select the
Enabled checkbox, the system does NOT run the job at the
scheduled times and days.

Delivery Type Select one of the following to determine if you want the job results sent,
and if so, how they will be delivered:
l

l

None: The results are available only by clicking Results on the
Jobs side-tab.
Email: The results are emailed to the address(es) you enter in the
Delivery address field.
Note: If the job results do not get emailed to you, check the
District (Root Organization) Email Preferences.

l

Delivery
Address

File: The results are saved to a file on the server, as determined by
the path you type in the Delivery address field.

Do one of the following to indicate where the results will be sent:
l

l

If you selected Email at the Delivery Type field: Type the email
address(es). Separate multiple email addresses with a comma.
If you selected File at the Delivery Type field: Type the path and
file name.

Save Multiple Select this checkbox to save the results of every run of the job.
Otherwise, the system only saves the results from the last run of the job.
Results
Note: If you select the Save Multiple Results checkbox, be sure
to manage the results on the Results page for each job. Entries on
the Results page can accumulate over time, consuming disk
resources on the server.
Start Time

Type the first or only time you want the job to begin on any day you
define the job to run. Certain jobs, like Analytic Definitions, are resource
intensive and should be scheduled for off-peak hours. It is also a good
practice, because they access a large amount of data, to stagger the
start times of Analytic Definition jobs.

End Time

If the next Repeat Time field is defined, type the latest time you want
the job to run on any day you define the job to run. You need to define
an End Time only if you define a value in the Repeat Time field.
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Repeat Time
(minutes)

Type the number of minutes between runs if you want the job to repeat.

Configure One Search
To configure One Search:
1. Log on to the District view.
2. Click the District tab.
3. On the Setup side-tab, click Preferences.
4. Click the Category drop-down to select Remote Services. The Remote Services preferences page
appears.
5. Use the following table to complete the fields in the One Search section:
Field

Description

Service host

Type the URL of the One Search server.

Service port

Type the port number you want to use to access the
One Search server.

6. Click Save.
To add databases to One Search:
1. Log on to the School view.
2. Click the School tab, and then select the school you want to add databases for.
3. On the Setup side-tab, click Preferences.
4. Click the Category drop-down to select Remote Services. The Remote Services preferences page
appears.
5. Click Launch in the One Search section. The Follett One Search Database Information page
appears.
6. Click Add Databases. The Assignable Databases page appears.
7. Click Add next to all the databases you want to make available. The Add Databases page appears.
Select the options you want for the database(s) you added.
8. Click Save.
To delete databases from One Search:
1. Log on to the School view.
2. Click the School tab, and then select the school you want to add databases for.
3. On the Setup side-tab, click Preferences.
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4. Click the Category drop-down to select Remote Services. The Remote Services preferences page
appears.
5. Click Launch in the One Search section. The Follett One Search Database Information page
appears.
6. Click Add Databases. The Assignable Databases page appears.
7. Click Add next to all the databases you want to make available. The Add Databases page appears.
8. Select the options you want for the database(s) you added.
9. Click Save.
Configure Digital Resources (DCPI)
To configure Digital Resources (DCPI):
1. Log on to the District view.
2. Click the District tab.
3. On the Setup side-tab, click Preferences.
4. Click the Category drop-down to select Remote Services. The Remote Services preferences page
appears.
5. Use the following table to complete the fields in the Digital Resources (DCPI) section:
Field

Description

Service host

Type the URL of the DCPI server.

Service port

Type the port number you want to use to access the DCPI
server.

6. Click Launch.
Configure WebPath Express
To configure WebPath Express:
1. Log on to the District view.
2. Click the District tab.
3. On the Setup side-tab, click Preferences.
4. Click the Category drop-down to select Remote Services. The Remote Services preferences page
appears.
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5. Use the following table to complete the fields in the WebPath Express section:
Field

Description

Service host

Type the URL of the WebPath Express server.

Service port

Type the port number you want to use to access the Web Path
Express server.

Note: If the Destiny Administrator limits search results to those suitable for a certain grade level
by updating WebPath Express in Destiny, the changes are made across all Destiny products.

Setting Up and Maintaining Self-Serve Account User Registration
In the District view, self-serve account registration gives districts the option to permit students and families
to create their own user accounts.
Use the following steps to set up and maintain self-serve account registration for your district:
l

Enable/disable student or family account creation

l

Customize account creation

l

Set up security codes

l

Send or resend validation emails

l

Enable user accounts for verified users

After you have completed the admin setup, inform students and families of the account registration process.Creating an Aspen Account provides instructions they can use.
Enable/Disable Student or Family Account Creation
By default, self-serve account creation is disabled in Aspen. Districts that want to use this feature must
enable it.
Note: Instead of using self-serve account creation, it is possible for Aspen system administrators to
mass-create accounts using the Create User Accounts wizard.
To enable or disable student or family account creation:
1. Log on to the District view.
2. Select District > Setup > Preferences.
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3. Click the Category drop-down to select Security. The security preferences page appears.

4. Under Self-serve account creation, do one of the following:
l

To enable self-serve account creation for families and students, deselect the Disable checkbox.

l

To prohibit families and students from creating their own account, select the Disable checkbox.
Note: If you disable self-serve account creation, parents and students do not see the
'Request an account' link on the Aspen login screen.

5. For the next fields, do one or more of the following:
l

To let parents who are new to the district (do not have any data in the system yet; are not eligible
to receive a security code via email) self-create accounts, at the Roles for parents new to the
district field, click
. The Security Role Pick List appears. Select the user roles you want to
allow to self-create this type of account.

l

To let parents who are new to Aspen (their contact data is listed in Aspen) self-create accounts,
at the Roles for parents new to Aspen field, click
. The Security Role Pick List appears.
Select the user roles you want to allow to self-create this type of account.

l

To let students who are new to Aspen (their demographic data is listed in Aspen) self-create
accounts, at the Roles for students new to Aspen field, click
. The Security Role Pick List
appears. Select the user roles you want to allow to self-create this type of account.
Notes:
l

For any of the role types, not making a selection results in that role type being excluded
from the self-serve account creation process. For example, if you do not select a role type
for parents new to the district, the Account Type pop-up will not include 'I am a parent new
to the district'.
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l

Make sure the role(s) you select are available in the appropriate view. For example, when
selecting roles for students new to Aspen, do not select Family or Staff, as these roles do
not have access to the Student view.

Note: The second and third options are used to link new accounts to parents and students who
already have data in Aspen. These users will receive a security code via email to enable their
accounts.
6. Click Save.
The account creation options on the Aspen login screen update accordingly.
Customize Account Creation
As your district’s Aspen system administrator, you can customize the account creation process to meet
your district's needs.
You can change any of the following through the account creation procedure:
l

Wizard step titles and descriptions

l

Account type names and descriptions

l

Email messages (subject and body)

l

Error messages

l

Validation, general, and user fields
Note: Account creation complies with use of validation expressions attached to fields through the
Data Dictionary. This allows you to force standards for data entry of specific fields. For example,
there are a number of ways to enter a phone number – 555-555-5555, (555) 555-5555, 555-5555.
Attaching a validation expression to the Phone field forces the user to enter data a specific way so
that all data within the field are consistent. See Validation Expressions.

For more advanced customizations, such as bypassing email validation or automatically enabling
accounts so admin interaction is not needed, you need to enter a service request. Contact Aspen Technical Support.
To customize the account creation procedure:
1. Log on to the District view.
2. Click the Tools tab.
3. Click the Procedures side-tab. The list of procedures appears.
4. Click the Account Creation procedure.
5. Next to the Java source field, click the Edit icon
.
6. Edit the Java code to customize the procedure. Follow the instructions in the appropriate section.
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To customize wizard step titles and descriptions:
l

Under *Messages, select the string you want to customize:

Note: For the text you want to customize, anywhere you see a string starting with
AppGlobals.getMessages().getMessage, replace all of the text in between the quotation marks
with your own text. See screenshots above.
l

l
l

l

Search for Account Type. Under Account Type are the strings for m_accountTypeTitle and m_
accountTypeDesc.
Search for Validation Info to customize m_validationTitle and m_validationDesc.
Search for General Info to customize m_generalTitle, m_generalDescNew (for parents new to
district), m_generalDescExisting (existing parents and students new to aspen).
Search for User Info to customize m_userInfoTitle and m_userInfoDesc.
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To customize Account type names and descriptions:
l

Under Account type labels, select the string you want to customize:

Note: See screenshots under To customize wizard step titles and descriptions.
l

m_accountTypeOption1Name

l

m_accountTypeOption1Desc

l

m_accountTypeOption2Name

l

m_accountTypeOption2Desc

l

m_accountTypeOption3Name

l

m_accountTypeOption4Desc
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To customize email messages:
l

Under E-mail messages, select the string you want to customize:

Note: See screenshots under To customize wizard step titles and descriptions.
l

E-mail for address validation

l

m_emailValidationSubject

l

m_emailValidationBody

l

E-mail for account activation

l

m_emailActivationSubject

l

m_emailActivationBody

l

E-mail for sending of generated special code

l

m_emailSpecialCodeSubject

l

m_emailSpecialCodeBody
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To customize error messages:
l

Under Messages*, select the string you want to customize:

Note: See screenshots under To customize wizard step titles and descriptions.
l

m_errorAccountExists

l

m_errorAccountNotFound

l

m_errorAccountNotSelfCreated

l

m_errorAlreadyVerified

l

m_errorDeletingUser

l

m_errorInvalidEmail

l

m_errorLoginExists

l

m_errorSendingEmail

l

m_errorValidationFailed
Note: See the comment above each error in the procedure for a description of when the error is
used.

7. After you have completed your customizations, click OK, recompile the Java source, and save.
Set Up Security Codes
A security code is required in the account self-creation process. Students or parents new to Aspen are not
able to create an account without this code, which links new accounts to existing data in the system.
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Aspen will email this code to each person at their primary email address. For people without an email
address in the system, the code will have to be manually generated and distributed.
1. Log on to the District view.
2. Click the District tab.
3. Click the People side-tab.
4. Select the people you want to send a security code to.
Note: If you click the Filter menu to select All Records, you can select student and parent
records. Or, select student records first and then use the Filter menu to select Contacts.
5. On the Options menu, click Show Selected.
6. On the Options menu, click Setup Security Code. A pop-up displays the selected individuals' email
address in the To: field.

Notes:
l

You can remove a recipient by clicking the X next to their name, but you cannot add
recipients to the list.
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l

You have the option of editing the message text. However, do not change anything inside
brackets, such as {USER}, as this text will be dynamically updated for each recipient.

7. Click Send. The selected individuals receive an activation email with a security code, allowing them
to continue with their account creation.
Send or Resend Validation Emails
Once a parent goes through the necessary steps to create an account, Aspen automatically sends an
email asking them to confirm their email address. Aspen system administrators can resend this email as a
reminder to people who either did not validate yet or called saying they never received the email.
1. Log on to the District view.
2. Click the Admin tab.
3. Click the Users side-tab.
4. Click the Filter menu
to select Self Created. This ensures that you are viewing accounts created
through self-serve account creation.
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5. On the Options menu, click Send Validation E-mails. A mass email pop-up appears.

Notes:
l

l

You can remove a recipient by clicking the X next to their name, but you cannot add
recipients to the list.
You have the option of editing the message text. However, do not change anything inside
brackets, such as {USER}, as this text will be dynamically updated for each recipient.

6. Click Send.
Once a user verifies their email address, a date appears in the Email Verified Date field. An Aspen system
administrator can then act to enable the user account.
Note: You might have to change your field set for the Email Verified Date field to appear. Users who
have not yet verified their email address will not have a date set in this field. See Create or Edit a Field
Set.
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Enable User Accounts for Verified Users
Aspen system administrators can enable multiple user accounts at once for users who have verified their
email address. The system sends an email, notifying selected users that their account is now active.
Important: It is extremely important to scrutinize user accounts before enabling them, as enabling
gives the user instant access to Aspen information.
1. Log on to the District view.
2. Click the Admin tab.
3. Click the Users side-tab.
4. Click the Filter menu
and select Self Created. This ensures that you are viewing accounts
created through self-serve account creation.
Under the Email Verified Date field, the names of the users that responded to the verification email
appear.
Note: You might have to change your field set for the Email Verified Date field to appear.
Users who have not yet verified their email address will not have a date set in this field. See
Create or Edit a Field Set.
5. Select the users whose accounts you want to enable.
6. On the Options menu, click Show Selected.
7. On the Options menu, click Enable User Accounts to enable the account(s) you selected. A mass
email pop-up appears.
l

l

You can remove a recipient by clicking the X next to their name, but you cannot add recipients to
the list.
You have the option of editing the message text. However, do not change anything inside
brackets, such as {USER}, as this text will be dynamically updated for each recipient.

8. Click Send.
Note: The Disabled field for the selected users displays an N, indicating that the account can
be logged into.

Step 6: Test system
Fully test access to the portals. Create two test users with a family role and student role. Log in as the
users and confirm that they are viewing the appropriate information for the role. Enter grades, assignments, etc. in the gradebook and ensure they are viewing the information you intend.
It is then recommended to open the portals with a pilot group. For example, use a small set of users who
are parents and teachers. Give them access to the Family portal with a Family user role and have them
access the portal and verify that they are able to view the appropriate areas.
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After a small pilot group, some districts start with a second pilot group, such as one school or one grade.
This ensures that the portal, user roles, and user accounts have been set up correctly. And if you need to
make corrections after the test, this minimizes the number of users that are affected.
Contact Technical Services if you have questions.

Step 7: Introduce portal to families and students
Once your setup is complete, communicate to families what they can view and how to access the information. The better the communication between the district/school about the Family portal and how to use it,
the better the families' experience will be.
The Getting Started with the Family Portal sample brochure can be customized to your district's needs and
is available from Technical Support.

Troubleshooting Portal Management
Use the following topic to help troubleshoot issues with managing the portals:
l

Student cannot see course requests for next year in the portal

Student cannot see course requests for next year in the portal
Check the following:
l

The online request entry has been enabled for the district.

l

The start and end dates for your academic tracks.

l

The student has the correct 'next school' and academic track value set.

First, check the online request entry has been enabled for the district:
1. Go to the District view.
2. Click the District tab.
3. Click the Setup side-tab, then Preferences.
4. Click the Category drop-down to select Schedule.
5. Make sure that the Enable student online request entry checkbox has been selected.
Then, check the start and end dates for your academic tracks:
1. Go to the School view.
2. Click the Schedule tab.
3. Click the Academic Tracks side-tab.
4. Click into the details of a particular academic track.
5. Make sure that the start and end dates are accurate.
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Finally, check the student has the correct 'next school' and academic track value set:
1. Go to the School view.
2. Click the Student tab.
3. On the Student List, select the checkbox of a student who cannot see course requests for next year.
4. On the side-tab, click Details.
5. Check the student’s Academic track type and Next School values.
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