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Course Description
In this course, the Change Champion will learn how to configure and customize their gradebook, take
attendance, create assignments, enter grades, view and log student details, create virtual pages, share
online resources, enter interventions and student-specific notes, and run reports.

Learning Objectives
Upon successful completion of this course, participants will be able to:
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●

Navigate widgets, work flows, top tabs, side tabs, and export options
Email students, parents and teachers
View student information and alerts
Create and view filters, data sets, and queries
Set teacher preferences
Establish categories and weights and apply them to classes
Submit, edit and view attendance records
Create assignments and edit assignment details
Enter and post Grades
Create and customize classroom pages, front-facing for parents and students
Log student-specific notes in the Journal
Access assessment information
View curricula and create tasks on the Planner tab
Create an MTSS Intervention and view MTSS plan
Enter student-specific notes and upload student-specific documents
Generate attendance and grade reports

Duration
This course is 1.5 days, totalling approximately 11.5 hours.

Course Prerequisites
This course is intended for teachers and administrators who work directly with Gradebook and have
been selected as Change Champions. In order to attend this training, participants should meet the
following prerequisites:
●
●
●

Identified as Change Champion by Principal in ODA
Scheduled to attend training on SCHED
Possess login credentials for Aspen Sandbox

Support Available
For support and additional information, please use the following resources:
●
●

For a general question about the Aspen project: FAQs
For tips and strategies on how to rollout this change at the schools: CC Toolkit
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●
●

To pose a question to other CCs or the project team: CC User Group
For anything else: ITS Service Desk – 773.553.3925

Course Topics
●
●
●
●
●
●
●
●
●

Basic Navigation
Setting Teacher Preferences
Setting Categories and Weights
Taking and Viewing Attendance
Creating Assignments
Entering Grades and Posting Grades
MTSS and Student Journal
Creating Pages
Planner

Back to top
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Basic Navigation
Homepage
The Aspen Homepage allows you to access District, staff and student information in one convenient
location. While navigating Aspen, you can click the Pages top tab to return to the Homepage at any
time.The following features are available on the Homepage:
●

Top tabs: Allows you to navigate to other pages in the portal to access more detailed
information on the topic.

●

Pages side tabs: A list containing the Home button, custom pages you have created and a
Page Directory. You can click on the “Pages” top tab to navigate back to the Home page at any
time.

●

Widgets: Allows you to quickly access and manage information found on other pages within
Aspen, e.g., Teacher Classes and Student Search.

Follow the steps below to begin navigating the Aspen homepage:
1. Log into Aspen using your CPS Username and Password.
2. Click View to expand the drop down menu.
3. Select Staff.
NOTES:
● In the Aspen system, “Staff” role is synonymous with the “Teacher” role. If you have
been assigned a teacher role in ODA, you will have the staff view at the school. This will
be the only view available to you in Aspen.

Using Widgets on the Homepage
Some widgets on your Homepage are customizable to better communicate out to students, families, and
staff. Other widgets are district controlled and view-only for end-users.
Teacher Classes Widget
The “Teacher Classes” widget is a quick way to access your classes, student lists, class attendance,
seating charts, grades and emails to the students or parents in your classes. By default, the widget will
show the current date, but you can click on the Previous, Today or Next buttons located in the widget
to change the date.
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Emailing Classes
You can quickly send messages to students, students’ contacts and teachers using the email feature in
the Teacher Classes widget. Follow the steps below to create and send an email:
1. In the Teacher Classes widget, click the envelope icon in the Email column next to the desired
class.

2. In the pop up window, select the audience of the email by checking the box next to the
audience.
NOTE: Uncheck any box to exclude the audience from receiving the email. Click the X to
exclude specific individuals.
3. Enter the subject and message of the email, then click the Send button.

NOTE: The email will automatically bcc: (blind carbon copy) all recipients. Any responses from
students will go straight to the teacher’s gmail. The email can be found in Aspen's email log. It
may also be stored in CPS email.

Banner Widget and Announcements Widget
Both the “Banner” and “Announcements” widgets are utilized by District administrators and school
administrators to create and display pertinent information and announcements on your homepage.
These messages will change periodically throughout the year so it is important that you check these
messages frequently.
Back to top
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Student Search Widget
Use this section to quickly find and view a specific student’s record.
1. Enter a specific student’s name or ID in the search field.
NOTE: This search will look for students across the district - not just in your assigned school. If
applicable, check the box to Include Archive or Secondary Students to help narrow your
search.

2. Click on the student’s name from the search results to view detailed information found in the
student’s record.
NOTE: Click on the bell icon under the Quick Status category to view details regarding the
student’s current period, next period, year-to-date attendance and term-to-date attendance.

District Resources
This widget is controlled by Central Office and is a means to push out official CPS documentation and
forms, to be updated centrally throughout the year.

Navigating the Student Top Tab
The “Student” top tap allows you to view and manage your student list and enables you to sort and filter
by category, create queries, run reports, view historical student information and email your class.
Reference the table below for details on the icons and drop down menus available on the “Student List”
page of the “Student” top tab.
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The table below describes how and when you can use the Student top tab icons and drop down menus:

Student Top Tab Icons and Drop Down Menus
Eraser icon

Located above the list of students. Click this icon to uncheck students you have
selected at one time.

Options Menu

Click on this drop down menu to perform any of the following for selected
student records:
● Send Email
● Query
● Snapshots
● Show Selected
● Omit Selected
● Multi-Add MTSS Interventions

Reports Menu

Click on this drop down menu to manage any of the following for selected
student records:
● Quick Chart
● Quick Report
● My Job Queue

Help Menu

Filter icon

Grid icon

Click on this drop down menu to access Aspen related Help documents, such as:
● Release Notes
● User Guides
● Quick Reference Guides
Click on this icon to manage filters for student records by any of the following
criteria:
● Students In My Classes
● Students In My Homerooms
▪
● Gender = ?
● Grade Level = ?
● Home Language = ?
● School Counselor = ?
● Students with an Active IEP
This icon allows you to filter columns for the fields that contain the information
you are seeking within the record. Click on the grid icon to manage field sets for
student records by any of the following criteria:
● Default Fields

Back to top
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●
●
●
●
●

Health Compliance
High School Graduation Fields
Languages and Ethnicities
Parent Information
Scheduling Fields

Bell Icon

This icon allows you to view a student’s attendance to date, as well as:
● For ES, their homeroom and teacher
● For HS, their currently scheduled and next scheduled class, teacher, and
room. Side Note: It may eliminate the need for walkie-talkies to find out
▪
where a student caught in the hallway is supposed to be.

Printer icon

Click on this icon to create Quick Reports for data displayed in your grid in any of
the following formats:
● Web Page (HTML)
● TXT
● CSV
● Microsoft Word (DOC)

Quick Chart

Click on this icon to create Quick Charts (bar graphs or pie charts) for data
displayed in your grid.

Iconography

Located in line with the student record, you can click on any icon to view alerts,
e.g., medical, legal, SPED. See entries below for more details.

MTSS Alert

504 Alert

Attendance Alert

IEP Alert

This icon will appear next to a student’s name if:
● A student had an active tier 2 or tier 3 intervention at the point of
conversion
● A committee member changes a student’s MTSS plan from Draft to
Active
This icon will appear next to a student’s name if the student has an active 504.

This icon will appear next to a student record if that student is absent for one or
more than one periods that day.
This icon will appear next to a student record if that student has an active IEP.
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Medical Alert

This icon will appear next to a student record if that student has a medical alert.

Health Alert

This icon will appear next to a student record if that student has a health safety
plan.

Legal Alert

This icon will appear next to a student record if that student has a legal alert.

Dual Enrollment
Alert

This icon will appear next to a student record if that student is part of a dual
enrollment program, i.e., Evening School.

ELL Alert

Information Alert

This icon will appear next to a student record if that student is an English
Language Learner.
This icon will appear next to a student record if that student has an information
alert entered by a school administrator.
Clicking on this icon will maximize top and side tabs.

Clicking on this icon will minimize top and side tabs.
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Searching for Student Records
The “Student” top tab offers several ways for you to obtain specific information for a student or multiple
students using the search function.
1. Click on the Student tab at the top of the page.
2. Click on any column header to sort and search the class list by the category of your choice.
NOTE: You can change the search category at any time by clicking on a different column
header.
3. Based on the column header you selected, enter your search criteria.
NOTES:
● Your search criteria must match the category of the column header for which you
selected.
○ For example, if you clicked on the Name header, you must enter a full or partial
last name. However, if you click on the Address header, you must enter a full
address or the beginning characters of a partial address.
● The search results will automatically select the first student record that matches your
search criteria. Uncheck the box to remove that student from your selection.
○ You may need to scroll down the page to view selected records.

NOTES:
● To view records on another page, click on the drop down menu above the Name
column and select a different page. You can also use the arrows to the left and right of
the drop down menu to view the previous or next page.
● Ctrl + F will search on the field the list is sorted by and lands the end user on the first
record that fits criteria.
● Crl + I is constrained to just the name fields. It filters to all records that contain the
selected string in First, Middle, or Last name.
4. Press Enter.
5. Select the desired record by checking the box next to the student’s name.
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NOTE: Whenever you select a group of students from a list, you should use the “Show selected”
view to ensure you only update those records.
Creating a Custom Field Set
To change the columns of data that display in the student list, select or create a custom field set.
1. On the Student top tab page, click on the grid icon.
2. Select Manage Field Sets.

3. Click on the +New button.
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4. Enter a title in the Name field for your set.
5. Click on the drop down menu under Available Fields and select a category, e.g., emergency
contact 1, next school, organization 1.
NOTE: The menu will always default to Student.
6. From the Available Fields menu, select any attribute you’d like to include, e.g., name, grade
level, home language.
7. Then click the Add>> button to move it in the Selected Fields box.
8. Repeat steps 4 through 7 as many times as needed until you have added all of the fields you’d
like to use in your set.

9. Click the Save button.
10. Click the Save button in the next pop up window to ensure your custom field set appears when
you click the Grid icon.
11. If you want to quickly print your fieldset, click the printer icon and select a print format.
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Creating Custom Queries
Queries allow users to pull a dynamic list of students who fit an established set of criteria.
1. In the Student’s top tab, click on the Options drop down menu button.
2. Select Query.
3. Click on the drop down menu in the upper right corner of the pop up window and select Simple
Mode or Advanced Mode.
4. Use the drop down menus to specify the Tables, Fields and Operator.
5. Enter or select a Value from the drop down menu.
6. Click the Add, And or Or button on the right side on the window to add the criteria to the
search. The criteria will appear in the Search Criteria box below the query options.
NOTES:
● And - All conditions joined by “And” must be true.
● Or - At least one of the conditions joined by “Or” is true.
7. Use the drop down menu at the bottom to select the Search based on criteria.

8. Repeat steps 3 through 7 until you have added all the criteria needed for your search.
9. Click the Search button.
NOTE: Save As button.
10. In the new pop up window, enter a Name in the blank field
11. Check the Save as Filter box.
12. Click the Save button.
13.
Click the Cancel button or the X in the top right corner to exit the query window.
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Creating a Snapshot
A snapshot is a static list of students. The information displayed in the field sets may update, but the
students selected will not change.
1. While on the Student tab, check the box next to the students’ names you would like to include
in the snapshot.
2. Click on the Options drop down menu.
3. Select Show Selected, then check the box next to the students’ names that you want to include
in the snapshot.
4. Click on the Options button, then select Snapshot.
5. Click the +New button.
6. Enter a Name in the blank field. Be sure to add ‘snapshot’ after the name, so that when it
appears as a filter in the future, you know it is a snapshot, not a dynamic list.
7. Check the box if you would like to Save as filter.
8. Click the Save button to finish creating the snapshot.

Reference Documentation
●
●
●
●
●

Page 1 of System Fundamentals (QSG)
Filters (QRG)
Queries (QRG)
Fieldsets (QRG)
Snapshots (QRG)

Back to top

17

Student Side Tabs
The student side tabs appear on the left side on the Student List under the Students top tab. They
provide supplemental and historical information for each of your students.

Side Tabs
Details

Clicking on a student’s name will direct you to the Details tab where teachers
have read-only access to student information included in the following sub tabs
of the Details page:
● Demographics - read only information for teachers
● Addresses
● Photo
Use the playlist icon ribbon in the upper right hand corner of the page to move
left or right to scroll to another student.

Contacts

Student’s contacts will be listed on this tab with detailed information for each
person.

Attendance

This tab provides information for daily attendance and class attendance. The
funnel icon filters by “all records” or “current year” for the previous year’s
attendance. Above the list of the student’s daily attendance, you can see the
total number of absences as well as the total number of unexcused absences.
Clicking on any date in the list pulls up more detailed information regarding the
absence.

Conduct

Conduct is broken down by incidents, actions and detentions served.
Incidents - Teachers have view-only access and cannot create a new incident
Actions - Includes all incidents recorded for the student
Detentions - Includes detention activity and details

Academics

This tab details the student’s current classes and current term performance
averages. Term Performance is the calculated average and may not match the
posted grade on the Transcript side tab if a teacher entered a cycle-level
override.
Use the year and term drop down menus in the left corner above the list to
change the year or term you are viewing.

Transcripts

This tab shows posted grades for current and past terms. To view previous
years’ term grades, click the funnel icon and select All Records.
Back to top
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Assessments

This tab provides a detailed record of assessments the student has taken. To
view previous years’ assessments, click the funnel icon and select All Records.

Schedule

Schedules can be viewed in a matrix or list. Here, you can see the details of a
students schedule including term, schedule and primary staff name. Any
scheduling requests will be listed in the Request details subcategory in the
Schedule tab.

Membership

This tab provides the student’s enrollment history with reason codes, pervious
schools and program details.

Transactions

This tab contains a list of transaction event details such as service learning hours
and graduation requirements.

Documents

Multi-Tiered
Systems of
Supports (MTSS)
Awards

This tab provides journal, documents, IEPs and student plan details. This is
where previously-generated report cards will display. User can also upload
student-specific documents using the Options drop down menu and then
clicking the Add button.
When you click on a record in this tab you can access the Plan Template,
External Resources and Screening information.

This tab provides a list of volunteer activity. You can view any award comments,
the organization and the hours of the activity.

Mobile Interface
One of the benefits of Aspen is that it is also mobile friendly. You can view the mobile interface by going
to http://test.aspen.cps.edu/test/logon.do?mobile=1. If you are accessing Aspen from a mobile device,
the page will automatically render in the device format.

Reference Documentation
Mobile for Teachers QRG
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Setting User Preferences
Configuring your user preferences makes using Aspen easier and saves you time by providing settings
that better correspond with how you use Aspen. From any view, on the settings bar, click Set
Preferences under your user name and begin creating your parameters in the pop up window.

Configuring Preferences Key
The table below details the different aspects used to configure the the Preference tabs to customize
features in Aspen to better suit your schools needs:

Preference Tabs
General

The General tab allows you to set the following criteria:
●

Default locale (language)

●

Auto-save intervals in minutes
○

●

Recommended to leave this set to five minutes

Disable user-defined help
○

Checking the Disable user-defined help box will disable the
hover functionality and tooltips in Aspen. We recommend
keeping the box unchecked so you can continue to benefit from
the help tool.

●

Number of records per page

●

This automatically defaults to 25 records per page but can be
customized. The bigger the number, the more scrolling down you
will have to do. Smaller numbers will accrue more ‘pages’ in the
record dropdown
Show lower page controls
○

○

This will display the record drop down menu at the bottom of the
page.

●

Warn on save
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○

The Warn on save feature warns you of actions in the system
that cannot be undone, e.g., “Are you sure?”

Home

This tab allows you to select the widgets you would like to appear on your
homepage. We recommend keeping all options checked: announcements,
favorites, student search, websites, tasks and calendar.

Security

This tab allows you to better protect your account by setting the following:
● Primary email - You should enter your CPS email.
● Alternate email (optional)
● Google Docs email
● Security question and answer
● Password

Gradebook

Communication

The Gradebook preferences are only available in the Staff view. Teachers can
click on the gear icon to set their preferences on the Scores page and the Class
List page. Review the Gradebook Tab Glossary for a list of Gradebook
preference options.
This tab allows you to select your preferred number of forum posts you want
displayed on your widgets.

Reference Documentation
●
●

Basic Navigation User Guide (pgs. 4-19).
User Preferences (QRG)

Adding Google Access in User Preferences
The Security tab in the preferences section allows you to add Google access making it easier for you to
receive and share Google documents. Setting your Google Docs email is important if you plan to use the
Google Doc and Google Drive functionality within Aspen.
1. To complete setting up your user preferences, click on the Add Google Access while in the Set
Preferences window.
2. Enter your Username and Password to log into your Google account.
If you receive the error message ‘this email is associated with another user’ please try the following
work around:
1. Go to drive.google.com.
2.
Click Settings, the gear Icon, in upper right and select Manage Apps.
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3. Click on Follett Aspen.
4. Click Options, then select Disconnect from Drive.
5. Go back to the Aspen portal and try adding your email again.

Gradebook Preferences
The Gradebook preferences are only available in the Staff view. Teachers can also set their preferences
on the Scores page and on the Class List page by clicking the Gradebook tab in the Set Preferences
window or clicking on the gear icon within the Gradebook top tab.
The Gradebook Preferences Tabs table details the different aspects of the Gradebook tab which
includes customizable features to better suit your schools needs. You can easily identify items on the
gradebook grid by reviewing the correlating number marked in the Gradebook Preferences Tabs table.

Gradebook Preference Tabs
General
Shade alternate lines (1):

Select this checkbox if you want the system to shade every other row
of your Grade Input page. Otherwise, deselect this checkbox.

Track administrator

Select this checkbox to have an exclamation point appear next to any
Back to top
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updates (2):

grades a staff member in the office changes in the School view.

Tab direction:

Select whether you want the Tab key to move you across a row or
down a column when you are entering grades on the Grade Input
page.

Show studies:

Select this checkbox if you want classes with a category of Study to
appear in your gradebook. CPS doesn’t use.

Enable gradebook features:

MUST check this box if you want to use the Grade Input page to enter
scores for assignments. If you do not select this checkbox, the
gradebook only displays post columns (Term 1, Term 2, etc.).

Assignment column order:

Select if you want assignments to appear in Date due (ascending),
Date due (descending), or Sequence number order on the scores
page. CPS doesn’t recommend using sequence number - it’s hard to
manage.

Show points in headers (3):

You can select the Show points in headers checkbox if you want to
view the number of total points in the column header of an
assignment.

Show category names in
headers (4):

Select this box to display the names of assignment categories in the
assignment headers.

Publish assignment
statistics:

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 portal.
Student Information

Show student alerts (5):

Select this checkbox to display alert icons next to student names.

Enable student details (6):

Select this checkbox to view student demographic information from
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the Scores page. When enabled, a Student Information icon
appears in the Name column.

Enable student academics
(6):

Select this checkbox to view additional academic information for a
student from the Scores page. If enabled, a Student Information icon
appears in the Name column.

Show course selection
recommendation:

Select this checkbox to display the Recommendation column on the
Scores page. Staff can only make recommendations during the date
range defined by the school. CPS will not use this feature at launch.

Anchor averages (7):

Select this checkbox to left-align average columns on the Scores
page. If this is left unchecked, student averages display in the
rightmost column of the scores grid.
Add Assignments

Add Assignments:

Add to all linked classes by default. This checkbox is enabled by
default, so a new assignment that you create for a class will apply to
all of its linked sections.
TIP: All linked classes are automatically selected in the ‘Also add this
assignment to linked classes’ field on the New Assignment page. If
you deselect this checkbox and then create an assignment that you
want to apply to one or more linked class sections, you will have to
manually select them on the New Assignment page

Missing Assignments
Missing Assignments (8):

If you create special codes that you enter for missing assignments,
select this checkbox to view the Missing column on the Scores page.
For each student, the Missing column displays the total number of
assignments you have entered those special codes for. This field is
for teacher GBs only: students and family members do not see this
column on the portal.

Count empty as missing:

If you selected the Show missing column checkbox, any assignments
that were due before today, and that you have not entered scores for,
Back to top
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are counted as missing.
● Don’t change until the start of Semester 2, since we
will be converting data from IMPACT mid-semester,
we’ll want to keep the missing as zero config until we
start a new semester.

Default weighting:

Select Category Total Points. This will be covered in more depth after
the break.

Decimals:

Set the amount of numbers to see after a decimal point in your
gradebook. For example a decimal value of ‘2’ will display a 95.00 in
the gradebook. A decimal value of ‘1’ will display a 95.0 in the
gradebook. [A digit in the number. An insignificant 0 will appear in the
results.]

Grade Scale

Leave as is. Teachers do not have the ability to select grade scales.
Grade scales are determined by school principals and configured in
the system centrally.

Communication
Forum posts per page

Dictates the number of posts to display on widget.

Reference Documentation
User Preferences (QRG)

Back to top

25

Setting Categories and Weights
Setting Class Details
Only Teachers of Record (TOR) can configure this page — co-teachers cannot.
1.
2.
3.
4.

Click the Gradebook top tab.
Click on the Details side tab.
Enter a Class Nickname.
Select an Average Mode from the drop down menu.
NOTE:
● Please refer to the Average Mode guide to review the various averaging options within
the teacher gradebook and how and when to use them.
● At this time, you are setting the average mode for just this class. Remember to set the
average mode for all your other classes. Use the playlist ribbon to navigate to other
classes or, to set the average mode for all of your Gradebooks at once, click on Set
Preferences. Click on the Gradebook top tab, then select Default Weighting.

5. Check the box if you would like to Show Quarterly Overview and Notes on Portals.
6. Enter a narrative summary of the course in the Portal Notes box.
7. Click the Expand All link to open the accordion menus.
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8. In the Classes linked for assignments and categories: ribbon, click the Select button.
NOTES: This allows you to link classes together. When you create an assignment in one class,
the system gives you the opportunity to automatically create that assignment in another class.
9.
10.
11.
12.

Check the box next to the desired classes.
Click the OK button.
Type in the Enter a name for your linked sections field.
Click the Save button at the top or bottom of the page.
NOTE: To unlink sections, click the Select button again and uncheck the box next to that class.
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12. In the Categories ribbon to expand the section, click the Add button.
NOTE: This allows users to modify assignment categories and weights. At beginning of the year,
teachers have the ability to add or import categories from previous years. Please refer to the
instructions in the Importing Categories and Weights section of this document.
13. Enter Category Code, Category Description and Category Weight in the new fields that
appear on the right of the page.
14. Click on the the green check mark icon.
15. Click the Save button at the top or bottom of the page.

NOTE:
● Weights do not have to add up to 100. A category's weight need only be relative to other
category weights. For example, you might weight tests 50%, quizzes 25% and
homework 25%. You could also weight those same values as follows: tests 2, quizzes 1,
homework 1.
● Official CPS Default Categories and Weights are as follows:
Assignments=40%
Homework=20%
Participation=10%
Quizzes=10%
Exams=10%
Projects=10%
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15. In the Drop Mode ribbon, select the radio button next to your preferred drop mode.
16. Enter # to drop in the open fields.
NOTE: This configuration will not be carried over from the legacy gradebook - it must be set in
Aspen if teachers desire to use it.
17. Click the Save button.
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Importing Categories and Weights
Once categories and weights are set for one class, you can apply them to other classes that are not
already linked using the Import feature.
1. While in the Categories ribbon, click the Import button.
2. In the pop up window, click the magnifying glass icon.

3. Select the radio button for the class whose categories and weights you would like to import.
4. Click OK.
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5. Check the box for the class in the Code column.
6. Click the OK button.
7. Click the Save button.

Setting Assignment Defaults by Category
1. Click on the Gradebook top tab.
2. Click on the Categories side tab.
3. Click on an existing category name in the Code column.
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4. Enter a value in the Total Points field.
5. Enter a value in the Extra credit points field.
6. Select a Visibility type using the drop down menu.
NOTE: Visibility type refers to which part of the assignment is viewable on portals.
● Private - Visible to only teachers
● Public no grades - Assignment name and details are visible on the portals, but not
grades even if the teacher has input grades in the gradebook for the assignment
● Public - Both assignment details and grades display on portal
7. Click the Save button.
NOTE: The settings chosen here will be the default values presented every time you create an
assignment. Here are some best practices for assigning categories and weights:
● Assign categories and weights via the Details side tab instead of the Categories side
tab. Click here for step-by-step instructions on how to set categories and weights.
● Remember to go back and assign all the categories and weights for any unlinked
classes.

Reference Documentation
●

Teacher Gradebook - Average Mode Settings QSG
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Taking and Viewing Attendance
1. From the Home page in the Teacher Classes widget, click on the Previous, Today or Next
button to navigate to a specific date.
2. Once you have found your desired attendance date, click the attendance icon (
Attendance category.

) under the

3. Take attendance for the class changing the attendance code as needed by clicking on the A
(absence) or T (tardy) in the Code category.
4. Click on the Post button above the list of students.

Editing an Attendance Record
1. After you have posted attendance, you can still edit the record. To change the attendance status
to Present, click on the P button in the student’s record.
2. If you would like to change the attendance status to Absent or Tardy, click the A or P button.
NOTE: If you are trying to change an Absent record to Tardy, you will have to change it to
Present first, post, then change it to Tardy. You cannot go straight from Absent to Tardy.
3.

Click on the Post button to repost the attendance.
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NOTE: The History indicator will update to show 1 of 3 colors, each denoting what access you
have to the records current state:
Green means that you created the current record and that you still have access to modify
it.
Yellow means that someone else modified the record last, but you still have access to
modify.
Red mens that you no longer have access to modify the record.

5. Click the Pages top tab to return to the Homepage.
6. In the Teacher Classes widget, the green check mark in the Posted column indicates the
attendance record has been submitted.

NOTE: For the most part, attendance codes will remain consistent in Aspen. The ones that are
changing are listed below:
● AUX → A
● AEX → A-E
● SUS → A-E SUS
CPS is not using Dismissal (D) codes in Aspen.

Creating a Seating Chart
1. In the Teacher Classes widget, click on the people icon.
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2. In the Grid Dimensions section on the left, customize the Seating Positions grid by entering
the desired grid width and height.
3. Click on the Resize button after you have completed making any grid width or height changes.
4. Once you are satisfied with the grid dimensions, determine how you would like to fill in the
seating chart: autofill or customized. Following the steps below for the option of your choice:
a. Auto Fill option: Click on the Alphabetical or Random button in the Auto Fill section.
Use the Reset button to erase the seating chart if you want to start over.
b. Drag and Drop option: In the Unseated Students list, click, drag and drop a student’s
name to the desired position on the seating grid.
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Taking Attendance Using the Seating Chart
1. While in the Attendance top tab, click on the Seating Chart subtab located on the Class side
tab.
2. Choose an absence code, A or T, next to the student’s picture to take attendance.
3. Click on the Post button to save the class attendance record.
NOTE:
● Substitute teachers should click on the Printer Friendly Version link on the right side of
the seating chart.
● To modify the seating chart design, click on the Seating Chart subtab in the Class side
tab. Then click on the Design Mode link on the right side of the seating chart.
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Viewing Attendance Trends
1. Click the Attendance top tab.
2. In the Class side tab, click on the Trends sub tab.
3. A list of your students will appear detailing their attendance history and attendance status totals,
e.g., A = 2, T = 1, D = 0. Click the Reports dropdown menu.
4. Select Quick Report.

Reference Documentation
● Entering Class & Daily Attendance
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Creating Assignments
1. On the Homepage, in the Teacher Classes widget , click on the computer icon next to any
class under the Grades column.

2. Click the Add Assignment button.
NOTE: Make sure the Grade Columns drop down menu is set to All.

3. In the pop up window, complete the form on the General tab including adding resources. Please
see the next section, Adding Resources Provided by the Teacher, for instructions on how to add
a file, Google Doc, create an online quiz, add weblink and add resources from Google Drive.
NOTE: Please see the Creating Assignments Glossary for a quick guide covering each field on
the General tab and when to use them.

4. Click on the Portal Description tab next to the General tab.
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5. Type a general description of the assignment in the free-form box.
6. Click the Save button.
NOTE: Save and New to create another assignment.

Adding Resources Provided by the Teacher
Add a File
1.
2.
3.
4.

While creating an assignment, click the Add File icon.
Click the Choose File button.
Select the file, e.g., PowerPoints, Word Docs, from your device, then click the Open button.
Click the Upload button, then the file will appear in the Resources Provided by the Teacher
section.

Add a Google Doc
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1.
2.
3.
4.
5.
6.

While creating an assignment, click on the Select Google Doc icon.
Enter a description in the Description field.
Click the Select Google Document button.
Select the radio button next to the Google Doc you’d like to attach.
Click the Select Document button.
Click the Save button, then the Doc will appear in the Resources Provided by the Teacher
section.

TIP: Need some google-doc-in-Aspen help? While in your Gradebook, click the Help Button →
click Help Center and type in the following phrases:
● Create an Assignment Using Google docs.
● How Students Complete a Google Docs assignment.
● Reviewing and Scoring Google Docs

Create Online Quiz
Using the Create Online Quiz feature allows your students to take quizzes virtually. Once created, a
column for that quiz will appear in the gradebook.
If the online quiz is a multiple choice quiz, Aspen automatically scores it for you and the results appear in
the gradebook. This saves you time in the classroom by eliminating the need for double entry.
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Follow the instructions below to create an online quiz:
1. While creating an assignment, click on the Create Online Quiz icon.
2. Enter a Title and Introduction.
3. Click the Questions tab.

4. Click the Create Online Quiz.
5. Use the drop down menus and blank fields to select the question Type, Point value, Subject
and Grade level.
6. Type the question in the blank field.
7. Type the Correct Answer.
8. Click Add and Review Questions.

9. Review your questions and click the Save button to keep these questions.
Back to top

42

10. After saving the questions you reviewed, click the Save button again to finish creating your quiz.

Add a Weblink
1. While creating an assignment, click the Add Weblink icon.
2. Enter a name, description and URL in the appropriate fields.
3. Click the Save button, then the web link will appear in the Resources Provided by the Teacher
section.

NOTE: CPS uses Safari to cull supplemental lesson resources. Here’s a guide that explains how
to link Safari resources.

Add a Resource from Google Drive
1. Click the Drag and Drop from My Resources icon.
2. In the My Resources popup window, locate the resource you would like to add from the list.
3. Drag and drop the item into the Resources Provided by the Teacher section.
NOTE:
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●
●

Drag the item into this section until a green check mark appears next to it. Then release
the item to place it into the section.
To remove an item added through the drag and drop method, click on the red X next to
the item name.

4. Click on the red X in the top right corner of the My Resources popup window.
5. Click the Save button.
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Editing Assignments
1. To edit an assignment, click on the Gradebook top tab.
2. Click on the Assignments side tab.
3. In the Assignment Name column, click the desired assignment.

4. Make any edits then click the Save button to finish making your changes.
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Scheduling Recurring Assignments
The Recurring Assignment feature saves you time by allowing you to create a daily, weekly or monthly
recurring schedule for any assignment instead of entering assignments in individually. Please note, you
cannot use the Recurring Assignment feature in conjunction with online submissions.
1. As you are creating an assignment on the General tab, select Daily, Weekly or Monthly from
the Recurring Options.
2. In the new pop up window, select a Start due date and an End due date.
3. In the Frequency field, type the number that determines how often the assignment recurs on
scheduled days, week or months.
4. Click OK.

NOTE: If this section is linked to other classes, you can also create a recurring assignment for
the linked classes. To recur this assignment, you must define the schedule before you click Save
for a new assignment.
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Adding an Assignment to Linked Classes
1. While in the Gradebook top tab and Scores side tab, click the Add Assignment button.
2. In the pop up window, enter information in the required fields in the General tab.
3. If you do not want the assignment to apply to a linked section, uncheck the box next to the class
name.
NOTE:
● Add Assignment is selected by default to add the assignment to all of the linked
sections.
● If the class section is linked to more than one section, the Also add this assignment to
linked classes section will appear in the pop up window. If it is only linked to one other
section, Add Assignment does not appear.
● When you create an assignment for linked sections and then edit the assignment, the
field Update changes to linked assignments will appear. When this option is selected,
any edits you make to the assignment are copied to the other linked sections.
4. Click the Save button.

Creating Assignments Glossary
The Creating Assignments table below details the different aspects of creating assignments which
includes customizable features to better suit your schools needs.
Creating Assignments Tabs
General
Category:

Click the magnifying glass icon to select the category for this
assignment. If you defined default values for assignments in this
category, those values appear in the appropriate fields

GB Column Name:

This is a short code with no spaces. This is the name that will appear
on the Scores page. This code must be unique for each class and
does not appear on the portal.

Assignment Name:

Detailed name for the assignment appears on the portal.

Alternative Assignment
Name:

Can use this to type in other-language translation of assignment
name if the class has a high EL population (the name will appear on
the portal).
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Date Assigned:

Defaults to today’s date. (-1, +1, t codes)

Date Due:

Defaults to tomorrow. Note: If you change an assignment’s 'date
assigned' so that it is ahead of the date due, the date due
automatically updates to match the new date assigned.

Total Points:

Type the number of possible points a student can earn.

Weight:

This field appears only if the teacher selects Categories and
Assignments method of weighting, and is used to set the weight of
the assignment in relation to other assignments in the category.
It will also appear if you calculate averages and adjust the weights by
term. This field will be read-only and will display the weight, as
defined on the class details page, for the selected Category and
Grade Term for the assignment.

Online Submission
Allow Online Submission:

Check this box for students to submit this assignment using the
Student portal. Once you enable this field, you can enter an Open
date and a Close date for the assignment. You can also specify a
Start time for the Open date, and an End time for the Close date.
Students can only access the assignment in the portal and submit it
to you during the specified date and time range.

Open date:

Appears if Allow Online Submission is enabled. Defaults to the Date
assigned. Enter the date when students can access and submit the
assignment in the Student portal.

Start time:

Defaults to 12:00 a.m., but you can edit it. This is the earliest time that
students can access and submit the assignment on the Open date
specified.

Close date:

Defaults to the Date due. Enter the last date that students can submit
the assignment in the Student portal. Note: Students can submit
online between the due date and the Close date.. When a student
submits an assignment after the Date due,
appears on your
Scores page to indicate a late submission. Click
in the Single
Assignment or Single Student view to see the submission's
timestamp.

End time:

Defaults to 11:59 p.m., but you can edit it. After this time, students
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can no longer access the assignment in the Student portal. If an
assignment is not submitted by this time on the Close date, it is
marked as "Missing" in the Student portal ‘To Do’ widget. The
assignment will also count as Missing in the Teacher Gradebook in
the missing assignments column. A MSG code, however, will not be
automatically placed in the grade box – the grade box will remain
empty.
Options
Extra Credit(whole
assignment):

Extra Credit points:

Check this box to treat this entire assignment as extra credit. Note: If
you select this checkbox, do not enter a value in the Extra credit
points field.
Enter the number of extra credit points a student can earn for this
assignment. A student can earn these points only; students are not
penalized for extra credit points. These extra points apply to the
category the assignment sits in, not the overall average. Note: If you
enter a value in this field, do not select the Extra credit checkbox.
Do only one of the following:
Select the Extra Credit checkbox to treat the entire
assignment as extra credit; or
Enter a value in the Extra credit points field to allow students
to earn extra points, in addition to their earned points, for this
assignment.

Sequence number:

If you select to order your Gradebook column headers on the Scores
page by sequence number in your user preferences, type the number
that determines the order in which this gradebook column appears.
CPS recommends not using this feature, and instead, ordering by
Date Due.

Score not droppable:

Check this box if you drop scores for this course section, and you
don’t want the system to drop this particular score.

Visibility type:

The value you select here determines what Parent and Students can
see on the portal for assignments.
○ Private: Assignments do not appear in the Student or Family
portals.
○ Public – no grades: Assignments appear in the portals, but
grades do not.
○ Public: Assignments and grades appear in the portals.

Exclude from averages:

Select this checkbox to exclude grades for this assignment from the
averages shown on your gradebook scores grid, and in the Student
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and Family portals. On your Scores page, the column header for this
assignment appears gray, with a line through the assignment name,
indicating that the score is not included in the Average score at the
bottom. In the Student and Family portals, if the assignment is set to
public, a message indicates that this assignment is excluded from the
student's average.

Managing Grades
The Aspen Gradebook allows you to enter, edit and post grades for your students. You can access
assignment and grade details using the following page controls:
●
●
●
●
●
●
●
●

Right arrow and magnifying glass to switch sections
Grade columns
Term dropdown
Display Dropdown
Status radio button (enrolled or withdrawn)
Class Dropdown to switch sections (displays Class Nicknames if set)
Add Assignment button
Students with alerts

Entering Grades
1. From the Homepage, click on the gradebook icon next to a class in the Teacher Classes
widget.
2. If you have not set your gradebook preferences, click the gear icon for to begin setting your
preferences.
NOTE: For further details on configuring your gradebook preferences, please refer to the
Configuring Preferences glossary.
3. Enter grade values in the assignment column for the student.
NOTE:
● The scores grid only accepts numeric values and limited special codes.
● Click on the Options drop down menu and select Fill Down Value or Exempt Current
Cells to help fill in grades more quickly.
4. Add assignment-specific notes by clicking on the speech bubble icon next to the assignment
grade and entering your notes.
NOTES: Assignment Feedback is visible to students and parents while Teacher’s Notes are
only visible to the teacher.

Modifying Assignment Features in Header
The following icons appear in the column headers that help indicate what can be modified:
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- Indicates the assignment status: Assignment details private, grades private; assignment
details public, grades private; assignment details public, grades public. Hover over the icon to
help identify the assignment status.
- Prevents editing of grades in the column.
- Clicking on this icon will open single assignment view to see Assignment feedback and
Teacher’s Notes.
Accessing Single Assignment Mode via Scores Side Tab
Teachers also use single assignment mode to access Student Submissions (online). Uploaded files must
be less than 97 MB.
1. While in the Gradebook top tab, click on the Scores side tab.
2. Click on the Assignment sub tab.
NOTES:
● When a student submits online an envelope icon appears in the assignment grade box.
● The file names will contain the assignment name and student name.

Review and Score Google Docs
1. To review and score a Google Doc, you can either click the blue page icon
to open the
student-edited Google Doc or click the Google Drive icon to open a student-submitted Google
Doc attached from the student’s Drive.
2.

Then click the View All Assignments link to go back to main gradebook grid.
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NOTE: A red outlined envelope icon will display next to a late assignment.

Entering Special Codes and Footnotes
Creating Special Codes
1. Click the Tools top tab.
2. Click the Special Codes side tab.
NOTE: Existing codes and crosswalk calculations include:
● EXC (excused) = exempt from calculations, doesn’t count as missing
● INC (incomplete) = exempt from calculations, doesn’t count as missing
● MSG (missing) = calculate as zero, counts as missing
3. Click on the Options drop down menu.
4. Click Add.
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5.
6.
7.
8.
9.
10.

Enter a Code.
Select one from the Behavior drop down menu.
Check the box if you would like to select Report as missing?
Click on the Color field and select a color from the pop up window.
Click the OK button.
Click the Save button.

Creating Footnotes
1.
2.
3.
4.

Click on the Tools top tab.
Click on the Footnotes side tab.
Click on the Options drop down menu.
Click Add.
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5. Enter a Code.
6. Enter a Description.
7. Click the Save button.

Entering Special Codes and Footnotes on the Gradebook Grid
1.
2.
3.
4.
5.
6.

Click the Gradebook top tab, then click the Scores side tab.
Click on a grade box for the student.
Click on the Options drop down menu.
Filter by selecting the radio button for Special Code, Grade Scale or Footnote.
Select a radio button from filtered list.
Click the OK button.
NOTE: Special codes display on the Family Portal; Footnotes do not.
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Viewing Attendance in the Gradebook Top Tab
1. Click on the Gradebook top tab.
2. Click the Display drop down menu above the gradebook grid
3. Then select Attendance.

Generating Gradebook Reports
1. Click the Gradebook top tab.
2. Click on the Scores side tab.
3. Click on the Reports drop down menu and select the type of report you wish to create, e.g.,
Class Statistics, Student Average Breakdown and Unofficial Progress Report.
4. Set the parameters for the report in the pop up window.
5. Click the Run button.

Reference Documentation
●
●
●
●

Entering Scores in Gradebook QRG
Special Codes QRG
Footnotes QRG
Aspen Teacher Gradebook User Guide

Posting Term Grades
Unlike IMPACT, Aspen requires Teachers to Post Grades when they have validated their grades are in a
final state. This ‘posting’ process moves the grades to another column in the system from which report
card values are pulled.
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At the end of each grading cycle, Teachers will have a window of time to post final grades, including
progress reports, before the grading deadline. Teachers can post multiple times while the posting
window is open. CPS has yet to determine when the posting window will open. Most likely it will be
around two weeks before each grade entry deadline.
Grades that are not posted will not display on report cards, so it’s crucial that teachers take this final
step of posting their grades when they are in a final state.
Follow the three part process below to post grades in Aspen:
Part 1: Updating Post Columns
“Update Post Columns” moves the calculated Gradebook average for the cycle into the term’s Grade
column.
1. From the Home page, click on the Gradebook top tab.
2. Click the Scores side tab.
3. Select Post Columns - Term or Post Columns - Progress from the Grade Columns drop
down menu.
4. Click the Update Post Columns button.
5. In the pop up window, select a term in the Grade term drop down menu.
6. Click on the Grades to update drop down menu, then select the desired grades (whether it is
progress or term grades).
7. Click the Next button.
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8. Make a selection in the Grade Selection drop down menu.
● For ES - QUARTER (TERM) GRADES, select ‘Term grades for all students’
● For ES - PROGRESS REPORT GRADES select choose Average Term
● For HS - QUARTER (TERM) GRADES choose Average:Cumulative
● For HS - PROGRESS REPORT GRADES choose Average:Cumulative
9. Click the Next button.
10. Click the Finish button.

Part 2: Entering Overrides, Coded Comments, Content-specific marks, and SEL & EL marks
Once you have updated the Post Columns, you will see a column for the term calculated grade, e.g.,
Q3Grade. If a calculated grade is overridden, both the original value and the override will display on the
portal. You can enter a term override by changing the value in this column.
Additionally, you will see columns, e.g., Q3Com1 or Q3Com2, appear for you to add coded comments.
For elementary schools, SEL marks and EL marks are entered by the homeroom teacher only.
Entering Term Grades Override
1.
2.
3.
4.
5.

Under a grade term category, click on a grade you have entered for a student.
Click the Options drop down menu.
Select Lookup to access a box of selectable grades. (You can also type the grade in the box).
Click the radio button next to the desired grade.
Click the OK button.
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6. Repeat steps 1 through 5 on part 2 of posting grades to continue entering term grade overrides
for other students.
7. Before you continue on to post grades, verify that you have entered all of the information in the
Post Columns, e.g., grades and comments.
Entering Coded Comments, Content-specific marks, and SEL & EL marks
1.
2.
3.
4.

In the comments category, click on a comment box.
Click on Options drop down menu.
Select Lookup to access a box of selectable coded comments.
Click the radio button next to the desired coded comment.
NOTE: In the upper breadcrumbs, click List View.

5. Click the OK button.

6. Repeat steps 1 through 5 to continue adding coded comments, content-specific marks, SEL
marks and EL marks for other students.
7. In the column header, click
icon to enter Single Assignment View
a. You can enter coded comments and other marks one at a time from this view.
b. This view is especially useful if you are an ES teacher. The full description of the mark
will appear only on the Single Assignment View in the breadcrumbs:
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8. Before you continue on to post grades, verify that you have entered all of the information in the
Post Columns, e.g., grades and comments.
Part 3: Posting Grades
Gradebook uses different icons to represent the status of students’ grades. If you need to change a
grade after you have posted, as long as you are still within the grade posting window, you may
repost. The following push-pin icons are used in the gradebook.
- Green. The posting window is open and teacher has not yet posted grades.

●
●

●

- Red. The teacher has posted grades and canmake changes to the posted grades in the
grade posting window.
- Black. The teacher may not post grades because the posting window has closed.

Follow the steps below to complete posting grades:
1. Click on the Gradebook top tab.
2. Click on the Scores side tab.
3. Click the Post Grades button. Note: The button will only appear if your Grade Columns
dropdown is set to Post Columns.
4. In the pop up window, make a selection in the Grade Term drop down menu.
5. Make a selection for the Grades to post drop down menu.
6. Click the OK button.
NOTES:
○ Grades must be posted for each class, one by one, There is no way currently to masspost for all classes at once.
○ Remember: Posting grades must be done 8 times a year - for each progress report and
at the end of each term. Failure to do so will result in blank Report Cards.
Re-Posting Grades
1. If you need to change a grade after you have posted, as long as you are still within the grade
posting window, you may repost.
2. You do NOT have to repeat all three steps listed on Page 1 of this doc.
○ You can skip Step 1 (Update Post Columns).
○ You would start at Step 2 - Entering any overrides/new comments
○

Click

and follow the prompts.

Once the posting window is closed, teachers will see black push pins in the column headers

.

Reference Documentation
●

Gradebook Advanced QRG
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Multi-Tiered System of Supports (MTSS) and Student Journal
Creating an MTSS Plan
1. Click the Student top tab.
2. Click the MTSS side tab at the bottom of the tabs.
3. Click on the plan link in the Status column to open the plan.

NOTE: Some of the information such as demographic information will already be filled in.
Referral Reason Details will fill when the plan is active.
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4. Click the Add button under the System of Support Information section at the bottom if the
page.
5. In the pop up window, enter the intervention details in the blank fields, e.g., Subject Area,
Subject Area, Intervention Type and Intervention Tier.
NOTES:
● "SEL" stands for Social-Emotional Learning.
● As a teacher, only the creator of the intervention can be the primary provider.
6. Add any notes in the Details and notes section of the intervention window.
7. Click the Save button.
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8. Click the Add button under the progress note table next to the intervention table in the System
of Support Information section.
9. Enter a date in the Date field.
10. Enter any progress notes details. The notes field can hold links, images, and text formatting.
11. Click the Save button.
12. Click the Save button on the MTSS plan page.
NOTE: More information about MTSS can be found on the CPS MTSS website in the Knowledge
Center (accessible within the CPS network
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Creating MTSS Referrals and Tier Changes
If as a teacher, you’d like to refer a student to receive MTSS interventions by another provider, you can
submit an MTSS Referral to the Committee. Teachers cannot change a student’s tier, but they can
submit a request for someone on the MTSS committee to do so.
1. From the Home page, scroll down to the Workflows widget.
2. Click the Initiate button.
3. In the pop up window, make a selection in the Workflow drop down menu based on what action
you would like to take, e.g., MTSS Committee Referral or MTSS Tier Update Request.
4. Select a Date.
5. Click on the magnifying glass icon.
6. In the new pop up window, click on the radio button next to the desired student.
7. Click OK.
8. Click the Next button.
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9. Select a Request Date.
10. Complete the form by selecting an option from the remaining drop down menus, e.g., Initial
Referral or Tier Update Request.
NOTE:
● Initial Referral includes the Initial Referral Type and Initial Referral Reason drop down
menus.
● Tier Update Request includes Select Tier From, Change Tier To, Tier Subject and Tier
Change Reason drop down menus.
11. Enter any background information you would like the Committee to consider in the Note field.
12. Click the Next button.

13. Click the Finish button. The referral will now show up in the Committee members’ workflow
queue for action.
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14. To view previously submitted workflows, in the workflow widget, change the dropdown to
Closed Tasks.

Adding Notes in the Student Journal
1.
2.
3.
4.
5.
6.
7.

Click the Student top tab.
Click the Documents side tab.
Click the Journal sub tab.
Click the Options drop down menu, then select Add.
Enter a Date, Time and Duration in minutes.
Using the drop down menus, select the Type and Reason Code.
Check the box if you would like to make the entry public. Leave the box unchecked if you want
the entry to be private.
NOTE:
● Private - Only you at the school can see the notes.
● Public - Any teacher who teaches that student can also see the comments.

8. Enter any notes in the Comment box.
9. Click the Save button. The saved notes are now visible in the Journal sub tab.
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Creating and Customizing Online Pages
School Administrator Set Up
School Administrators must complete the steps below FIRST
1. From the Home page, click the Schedule top tab.
2. Click the Options drop down menu, then select Build Class Pages.
3. Check the box next to disable newly created pages.

Creating a New Page
1.
2.
3.
4.

Click the My Info top tab.
Click on the Groups side tab.
Click the Options drop down menu and select Add.
Enter the group details including:
● Adult Responsible - Automatically defaults to the Teacher of Record
● Page status ○ Page enabled for admins means only the teacher can see the page
○ Page enabled for members means all the students can see the page
● Page label - The name that appears for all parents and students when they access the
page
● Custom Group Resources per tab? - Allows the user to have different resources per tab
on pages
● Enable logging? - Track page access
5. Click the Save button.
6. Once you have completed and saved your group details, log off of Aspen and log back on to see
the page you just created.
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Adding Members to Page
If your class pages were created by your Aspen administrator, you do not need to add members to the
page.
1. In the My Info top tab.
2. Click the Groups side tab.
3. Check the box next to the desired group, e.g., a class section.
4. Click the Members sub tab.

5. Click the Options drop down menu, then select Add.
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6. Make a selection from the Member Type drop down menu. The list results will vary based on
the type of group you selected.
7. Check the box next to the members you would like to add to the group.
8. Click the OK button.
NOTE:
● Check the Administrator box to make the individual an administrator of the page. To
add a Co-Teacher as an administrator, make sure to add their name to the group by
selecting the Staff option in the Member Type drop down menu. Then, in the list of new
users, check the Administrator box next to their name.
● We recommend that you avoid giving students administrator access.

9. Click on the name in the Members column to verify the list of new members for that group.
NOTE: Click the Page Access sub tab to track who has viewed your page.

Adding Widgets to Your Page
1.
2.
3.
4.

After you have created a page, log out of Aspen, then log back in.
Click the Page Directory side tab.
Click the Add button under the page you want to add.
Click the Close button.
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5. Click on the side tab for the page you added.
6. Click the Edit button to add widgets.
7. From the list of widgets on the right side of the page, click then drag and drop the widget where
you would like to add it.

NOTE: While in the Edit Page view, if you would like to edit the configurations you set when you
made the page, click the Change Settings button in the upper right hand corner.

Removing a widget
1. From the Home page, click on the side tab for the page you want to edit.
2. Click the Edit Page button.
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3. Click the Remove Widget button.
4. Click the Delete link in the top right corner of the widget you want to remove.

Embedding Google Calendar
1. While on a page you’ve created, drag and drop a new Banner widget onto the screen.
2. Click Edit.
3. In the Banner section, click the Source button to enable rich text editor format.
4. Open a new tab and navigate to your Google Calendar.
5. In the top right corner, click the gear icon and open Settings.
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6. On the left side of the screen, select the calendar you want to embed.
7. Select the Integrate calendar option in the accordion menu that appears.
8. Copy the URL in the Embed code section.
NOTE: The embed code should start with <iframe src...

9. Navigate back to the Banner widget edit page in Aspen and paste the URL into the Banner
widget.
10. Click Save.

11. Drag the now-completed calendar widget wherever you want it on the page.
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Adding Group Resources
1. While on a page you’ve created, drag and drop the Group Resources widget to the page.
2. Click Edit.

3. Click the Add button.
4. Select the desired file type, then in the pop up window, fill in the blank fields.
5. The resources will appear in the widget. Click Done in the top right corner of the widget.
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Adding a Page Tab
1.
2.
3.
4.
5.
6.

From the Home page, click on the side tab for the page you want to edit.
Click the Edit Page button.
Click the Add Tab button to create an additional tab to the page.
Click the View Page button to preview what the page will look like for parents and students.
When you’ve finished editing your page, click the Change Settings button.
Check the Enable Logging box to allow other members to view the page.

Reference Documentation
●

Groups and Pages QRG
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Using the Planner
The Planner top tab allows you to view and organize lessons, assignments and events. Below are some
of the features found on the Planner top tab:
●

View assignments by term

●

View assignments by day, week and month

●

Display or remove assignments from view

●

Drag and drop assignments to new due dates

●

Add assignments

●

Add ungraded assignments

●

Add appointments that will display for all users, e.g., Parent Teacher Conferences

Editing an Existing Assignment
1. Click the Planner top tab.
2. Double click an existing assignment in the calendar to go to the assignment details.

3. Make edits as needed within the General and Portal Description tabs.
4. Click the Save button to keep the changes you made.
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Adding Resources to Planner
1. On the Planner top tab, click My Resources in the upper right hand corner of the page.
2. Drag and drop the resource from the My Resources box to the calendar. This will start the
process of creating an assignment for that day. The resource is automatically attached to the
assignment if it is created via this pathway.
Note: If you do not see the My Resources tab, uncheck the Events Curriculum and Lessons
boxes located above the calendar in the Planner top tab.

Adding Resources Using Lessons
1. On the Planner top tab, check the Lessons box located above the calendar.
2. Click on a date in the calendar planner.
3. Select any of the following to add to the calendar:
a. Add Lesson Notes
b. Add Resources
c. Add Standards
d. Change Lesson Plan Date

4. In the pop up window, fill in the blank fields to complete adding the resource.
Reference Documentation:
● Using Your Planner QRG
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