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*Please click the titles to the left 
to jump to that topic*  

Hopefully this presentation can 
be used as a resource throughout 

the year. We recommend you 
save this presentation to your 

desktop and / or upload to Drive 

General Navigation  

Attendance 

Finding and printing class rosters 

Exporting class rosters to Excel 

Creating blank grading / attendance 

sheets 

Seating Charts 

Student Information 

Gradebook Discussion 

Setting Gradebook Preferences 

Setting up your Classes/Gradebook 

Creating Assignments 

Entering Scores 

Sending Email through Aspen 

Accessing Aspen Help - quick 

reference pages 
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Home Page (cont’d)  

Your Classes 

Calendar 



Teacher Classes Widget (on home screen)  

From the Teacher 
Classes Widget, you 
can…  
- See course and 

section numbers 
- Click on a class to 

access that class’s 
students/gradebook  

- Take attendance  
 



Teacher Classes Widget (on home screen)  

English 9 H = course name  
 
OA010 = course number 
 
05 = denotes section 
 
OA010-05 = section number  



ASPEN Settings Tab 

1. Settings tab 
a. Teacher name 
b. Drop down menu to “Set Preferences” 

c. Toggle to switch between schools (use if teacher travels between schools) 

 



Set Preferences -- General Tab 
The following steps will help you setup General 

preferences.  

- Click on your name in the top right corner and select 

“Set Preferences” 

- This will bring you to General. On this page you can 

set: 

- The autosave interval time. This will set the 

time it will save while entering grades into the 

gradebook. (Suggested time: 10 minutes) 

- How many students you see listed on a page. 

If you want to see everyone listed on one page 

then set the Records per page to a higher 

number.  

 

 



Set Preferences -- Home Tab 

Home Tab 
Select the options you want to display on 
your home page.  

Options may include: 

1. Announcements 

2. Favorites 

3. Student Search 

4. Tasks 

5. Reports 

6. Calendar 

 

 

 

This is ALL teacher preference. Play around 

with your preferences to see what your home 

page will look like.  



Set Preferences -- Security Tab 

The following steps will help you setup Security 

preferences.  

- Click on your name in the top right corner and select 

“Set Preferences” 

- In the Set Preferences pop-up, click the “Security” 

tab 

- The primary and alternate email should be set to our 

bernardsboe.com accounts. Do NOT change. 

- You can also change your password here.  

***Gradebook Preferences will be 

discussed later *** 



General Navigation 



Breadcrumbs 

Breadcrumb 

Do not use back 
button to navigate 

within ASPEN 
 

Use Breadcrumbs 



Filtering 
 Use the Filter menu to determine the group of records that appears on the page, such 

as all active students  
- Select “Gradebook” top tab 
- Select the white “funnel” filter button drop down button  

  



2. Attendance   
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This section 
varies the most 
between Ridge 
and Annin 



Taking Homeroom Attendance  

1. Look to Teacher Classes 

section on your home page 2. Hover over Attendance 

Icon next to class 
3. Once attendance is Posted, this 

box will be checked (shown above) 



William Annin Homeroom Attendance 

1. Click the “Attendance” 

Tab 

2. Click ‘A’ next to any 

student that is absent in 

your homeroom 

3. Click Post 

THAT IS IT!  

Please note:  the “codes” for 

Annin include A (Absent) 

and T (Tardy). 



Taking Attendance -- Step-by-step approach  
     ASPEN ASSUMES ALL STUDENTS ARE PRESENT 
1. If a student is absent, click on box labeled ‘A’ 
2. If a student is tardy by 10 mnutes or less, click on box labeled ‘T - 10’.  Click ‘OK’ 
3. If a student is tardy by more than 10 minutes, click on box labeled ‘T + 10”. Click ‘OK’ 
4. If a student is dismissed more than 10 minutes, click on box labeled ‘D + 10’. Click “OK’ 
5. If multiple scenarios apply, click all that apply. 
6. BEFORE YOU LEAVE PAGE, YOU NEED TO POST BY CLICKING ON BOX LABELED ‘POST’ 

Attendance Codes at RHS include: 
A         = Absent 
T-10    = Tardy 10 minutes or less 
T+10  = Tardy more than 10 minutes  
D+10  = Dismissal more than 10 minutes 
Present is the default. 



Daily Attendance  

All RHS first period teachers/WAMS 

homeroom teachers will be expected to 

take daily attendance as usual. 

Ridge Only: If you have more than one 

first period section, you will need to 

input attendance separately by class. 

 

For example:  gym teachers; 

CP/Honors option; maybe ICS 

sections 

Once seating charts are set up  

(see following slides) attendance can be 

taken using the same format 



Class Attendance - Ridge 
 Ridge High School teachers will take Period-by-period 

attendance with Aspen.  Details about procedure will be shared 

at the 9/6 Attendance Procedure meeting. 



Taking Attendance-Mobile Device (Can use Ipads, smartphones, etc) 

 
Using a mobile device, it is incredibly easy to take Homeroom or Period-by-Period attendance.   

Very user friendly    Just scroll and click    Same rules apply 



3. Finding/Printing 
Rosters  
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Finding and Printing Class Rosters 
- Select “Gradebook” top tab 
- Select the blue “Reports” drop down button  
- Select “Class Lists” 
-  A new box will pop up, the default format for the rosters is PDF, select “Run” 

- NOTE:  If it says “close dialog box” you have a pop up blocker 

  



Finding and Printing Class Rosters - 
 Troubleshooting: Allowing pop-ups  

If the “Class lists” box does not pop up... 

Select the red X on the right side of your 

URL bar.  

Then select “Always allow pop-ups from 

Aspen”   

Select “Done”  



Finding and Printing Class Rosters (cont..) 

Once you hit “Run”, the 

rosters for all of your 

courses will be in a pdf  

(1 course per page)  

You can choose to ... 

          download  

   or print in the top                         

   right corner 

  



Printing Class 
Lists with 
Additional 
Information 



Viewing the Roster Quickly for an Individual Class 

Select the blue top tab ‘Gradebook’  

Start by selecting a course and 

then selecting the grey side tab 

‘Roster’ 

**Now you see a list of your 

students in that particular class** 

 



Printing Individual Roster with Additional Info. 

Start by selecting the print icon 

and select ‘Create Quick Report’ 

 
1. Select New Report 

2. Select Next 

3. Select Simple Report 

4. Select Next 



Choose what you would 

like to be part of your 

class list. You can 

remove items from the 

box on the right and then 

add items from the box 

on the left. I am going to 

create a roster with 

Name, Homeroom, and 

Local ID, and Gender.  



Click Next, Click Finish 

Then you can click 

‘Control P’ to print that 

page. This looks very 

similar to the rosters we 

printed earlier except you 

can add additional 

information for your 

students. (like gender and 

homeroom)  



Here is another 

one I created with 

email, phone 

number and 

locker number. 

Obviously, admin 

will control what 

information is 

available.  



4. Exporting 
Rosters to Excel   

BACK 
TO 

MENU 
PAGE 



Exporting Class Rosters to Excel 

1. Go to the “Gradebook” top tab 

2. Click the course you would like 

3. Go to the blue drop down, 

choose “Reports” and then 

“Class List” 

4. Select your parameters 



Exporting Class Rosters to Excel continued...  

1. To create separate Excel 

documents for each section, you 

need to designate the following: 

a. Select “Section” insert 

entire course number into 

search value 

b. CSV format 

c. Click “Run” and make 

sure your popup blocker is 

disabled 



This is what your Excel file will look like... 



5. Creating Blank 
Attendance/ 

Gradebook Sheets  
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Creating a Blank Grading Sheet/Attendance Sheet 

- Go to the top tab 

called “Gradebook” 

- Select the blue 

“Reports” drop down 

- Choose “Blank 

Grading Sheet” 

(shown to the right) 

 

 

 

 



Creating a Blank Grading Sheet/Attendance Sheet         

- A new window will display (shown 

to the right)  

- NOTE: If it says close dialog box 

you have a pop up blocker 

- Here you can change the number of 

columns (10 columns will print 

enough for two school weeks) 

- Having “All” chosen for “Sections 

to Include” will print every class 

- “2017” means 2017-2018 year 

 

 

 

 



Creating a Blank Grading Sheet/Attendance Sheet  

Then choose “Run”  …      Which generates this report for all classes 



Creating a Blank Grading Sheet/Attendance Sheet  
To generate a 15 column landscape report change the “Number of 

columns”  (see below) 



Creating a Blank Grading Sheet/Attendance Sheet  

To generate a report of 

only one class, choose 

the section (not course 

number) in the drop 

down for “Sections to 

include” 



6. Seating Charts  
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Creating and Printing Seating Charts 

You can create and print seating charts through the top tabs 

“Gradebook” or “Attendance”. 

Let’s get there through “Gradebook”.     

Start by selecting a course: 

 



Creating and Printing Seating Charts - continued 

Once you have selected a class, click the “Seating Chart” side tab.  You should now 

see student photos.  Next to the photos are buttons to take attendance.  To customize 

your seating chart, select “Design Mode” in the top right corner.  

 



Creating and Printing Seating Charts - continued 
You can resize and redraw the configuration of the chart.  
You can make this look like your room’s setup using grid 
dimensions, resize and trim. 

Try changing the 

seating chart to 

make it larger.  

You can click and 

drag students to a 

different block on 

the chart. 

 



Creating and Printing Seating Charts - continued 

 

 

You can change how 
students are seated 
using this tool. 
 
First, press   
then you can  
re-populate the  
seating chart, 
ALPHABETICALLY or 
RANDOMLY. 



Creating and Printing Seating Charts - continued 

To print your seating 
chart, select  
“Exit Design Mode”  

Choose  
“Printer- Friendly 
Version” then  
“Print”  



7. Student  
Information  
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Accessing Student Information 

To view contact information, 

grades, and student alert 

information: 

- Click the top tab 

“Student” 

- A list of ALL of your 

students will appear 

- Click “Name” to sort 

alphabetically  

Student 



Accessing Student Information (Con’t) 

Check the box next to individual student name and use grey side tabs to navigate 

attendance information and academic information. 

 1. Click “Attendance” tab for general 
attendance report 

2. Click “Academics” or “Schedule” 
for schedule overview  

3. Click “Academics” to look into 
details for each academic class 

4. Click “Transcript” for bird’s eye 
view of report card grades 

5. Click “Assessments” for 
standardized testing information 

 
**Take a few minutes and explore** 



Student Alerts and Icons 

You can hover over an icon for a quick view 



8. Gradebook 
Discussion  
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Gradebook Discussion  

E-school Equivalent: 
Gradebook setup 
Categories 

You can set up  
One class at a time 
Several sections of the same course 
All of your classes at once 

Total Points 
Total points 

Weighted Categories 
Category total points 
Categories only 
Categories and assignments 

 

 

Good news!  No more worrying about whether or not 

you’ve clicked the “calculate using total points" button. 



Video Link: http://bcove.me/ulzyzx1f 
  Watch the video above for a description of the different grading methods 

http://bcove.me/ulzyzx1f
http://bcove.me/ulzyzx1f
http://bcove.me/ulzyzx1f


Total Points Categories 

Total Points  Category Total Points 
(Category averages 

calculated using total 
points) 

Categories Only 
(Category averages 

calculated using 
percentages) 

Categories and Assignments   
(Category averages calculated 
using percentages that can be 

weighted) 

Total number of 
points earned 
divided by total 
number of points 
possible. 
 
 
POINTS 
MATTER 

You have to set the percentage 
value for the category 
 HW - 20% 
 Quizzes - 25% 
 Projects - 25% 
 Tests - 30% 
 
Total points system is used 
WITHIN each category.   
 
POINTS MATTER 
Can weight assignments more 
or less heavily by changing 
point value 
 HW 1 - 10 points 
 HW 2 - 20 points 

You have to set the percentage 
value for each category  
 HW - 20%  
 Quizzes - 25% 
 Projects - 25% 
 Tests - 30% 
 
Every assignment grade within a 
category is converted to a percent. 
(9 out 10 = 900/1,000) 
 
POINTS DON’T MATTER - 
every grade converted to a percent 
and every assignment within a 
category counts the same 
HW 1 = HW 2 = HW 3 

You have to set the percentage value 
for each category 
  HW - 20% 
  Quizzes - 25% 
  Projects - 25% 
  Tests - 30% 
 
Every assignment grade within a 
category is converted to a percent, but 
you can assign a weight to each. 
 
POINTS DON’T MATTER 
Can weight assignments more or less 
heavily by changing weight 
HW 1 - counts 1 time 
HW 2 - counts 3 times 



The Four Different Average Modes 

To illustrate how your choice of average mode will affect the marking period average, 
assume the following: 
● Category weighting:  HW = 25%; Quiz = 25%; Tests = 50% 
● Assignment weighting:  HW 1 and Tests 2 & 3 are weighted twice; all others once 



Category average is computed using total points system within the category 

Category average is computed by averaging the assignment scores within the category 

Category average is computed by averaging the weighted assignment scores within the category 

Categories may be created, but they will not be averaged or weighted 



9. Setting 
Gradebook  
Preferences  
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Set Gradebook Preferences  
The following steps will set up your default preferences for 
your gradebook. 

- Go to your name in the top right corner and click on 
“Set Preferences” 

- In the Set Preferences pop-up, click the “Gradebook” 
tab 

- All staff must UNCHECK the “Publish assignment 
statistics” (this will prevent students and parents from 
seeing class averages if it is unchecked) 

- “Enable gradebook features” must be checked 

- “Show student alerts” must be checked  

- “Anchor averages” should be checked in order to show 
the student average right next to student name 

 

 



Set Gradebook Preferences 
REQUIRED TO SET THESE PREFERENCES  

UNCHECKED CHECKED 

1. Publish 
Assignment 
Statistics 

1. Enable Gradebook 
Features 

2. Show student 
alerts 

3. Anchor Averages 



Set Gradebook Preferences 
- Decimals - This needs to be set to two 

decimal points! (92.45%) 
- Missing assignments 

- The options in this section are a 
matter of preference.  

- Averages 
- Default weighting will have 4 drop 

down options. Choose the option 
preferred and all of your classes will 
be set to this option.  

 
- Grade scale – select the appropriate 

grade scale (Middle School / High 
School / Academic Support O/S/U 
grade scale) 

 

  



Set Gradebook Preferences  



10. Setting up 
your 

Classes/Gradebook 
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Setting Up Your Classes 

Linking Classes 
Linking classes takes the place of “copying assignments” in TAC.  

When two classes are linked…  
They will have identical gradebook preferences/categories  

If you create an assignment, it will automatically copy into in all linked classes 

Linking is great when you have multiples of the same course (Ex: 8th grade 

Science pd 2, 3, 5, 8, 9 or at RHS linking 2 Geometry classes and 3 Precalc 

classes).  

Not recommended to link different semesters unless all assignments are the same 

(ex: WAMS cycle 1 and cycle 3) 
You will still need to go back and change the dates    

 

 



GO BACK TO GRADEBOOK MAIN TAB 



How to Link Classes 

-  Start on the “Gradebook” Tab 

-  Select a class    

- “Details” side tab 

- Blue bar labeled “Classes linked for 

assignments and categories” (near bottom 

of screen) 

- On the right side of the screen, hit 

“Select” and a pop up will appear.  

Check all of the courses you want to be 

linked, then click “OK”  

To UNLINK classes, same procedures, just 

uncheck the boxes you want to unlink.  

  



Setting Up Your Classes 
 

Grade Calculation Modes 

Select a course, choose “Details” side tab  

Select an average mode for each class (or 

linked group of classes) 

4 options 
Categories only 

Categories and assignments 

Total points 

Category total points 

If you are setting up an ICS/ICR class - 

pick the specific average mode, do not use 

Gradebook default 

 

  



Selecting your Averages Grade Scale 

Grade Calculation Modes 

Beneath the ‘Average Mode’ Selection find the 

‘Averages Grade Scale’ option 

The Sandbox will NOT look like our Bernards 

Township grade scale options 

We will have 7 options total 

HS / MS grade scale 

PE O/S/U Grade Scale 

Instructional Support Grade Scale 

BTBOE Grade Scale (might be in there) 

 

  



Portal Notes 

*Optional* 

You could choose to write a 

short description of your 

grading system that would 

be visible to 

parents/students. You would 

write that information into 

‘Portal Notes’. 
 

  



After you have selected 
your average mode, you 
can create your categories. 

-Choose “Categories” 
Enter Category Code:  you make up the name of 
the code, the code will appear in your gradebook - 
limit 10 characters).   

-Click “Add”For example: 

Category Code:  HW 
Enter Category Description: you make this up, 

too.   
Category Description:  Homework 

assignments 

IF YOU CHOOSE TOTAL 
POINTS, DO NOT ENTER 
CATEGORY WEIGHT 

Click the green checkmark to save 
 



Creating Categories 
**Please note – you need to save at the bottom** 
For example: 



 Setting Up Your Classes 

Categories: 

 



Setting Up Your Classes 

Changing weight by term: 

 

Use this if you would like to change the weight 
by marking period 



Setting Up Your Classes 

If any category does 

not have a grade, 

those percentages 

are distributed 

proportionally 

 



Setting Up Your Classes 

Drop Mode 

3 options  



Setting Up Your Classes 

Drop lowest overall score 

 



Setting Up Your Classes 

Drop lowest score by category 



11. Creating 
Assignments  
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GO BACK TO GRADEBOOK MAIN TAB 



Creating Assignments 

Use “Assignments”  

side tab: 



Creating Assignments 
 

1.Click on “Options” 
2.Choose “Add 

Assignment” 
3.Notice - you can add 

an “Ungraded                                                               
Assignment” (such as textbook number, SGO 
score, pretest, raw score, etc.) 



Creating  
Assignments 
 
Establish assignment 
parameters 
 
* denotes required 
   field 
 
 



Portal Description 
of Assignments 
 
*Provide 
parents/students 
with a more 
detailed description 
of assignment* 
 
 
 



Potential Portal Description 



Assignment Settings 

● Extra credit  
○ Check box if you want to be 

able to enter a higher score 
than the max number of points 
(i.e., 102 out of 100) 

○ Enter extra credit points to 
add to MP average 

● Sequence number 
○ The sequence number will 

populate automatically, it can 
be used for organizing 
assignments in your grade 
book. 

 



Setting Visibility 

Formally known as the 

“Publish” setting in E-

School.  

Public - everyone can see 

it 

Private - only you can see 

it 

Public no grade - students 

can see the assignment 

but not the grade 

 



Grade Scale 

The Grade Scale should 

be preset to your school’s 

setting. You should not 

have to change anything 

on it. The Grade Term 

should default to the MP 

we are in. 

*Recurring options 

discussed if time permits 



12. Entering 
Scores 
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Entering Assignment Scores - 3 Views 

If you want to view or enter ALL scores in the gradebook:  

Full Score Grid: Side Tab “Scores”  set grade columns to ALL 



Entering Assignment Scores - 3 Views 

If you want to view or enter the scores of a single student:  

Single Student View - Side Tab “Scores” - choose “Student” then choose category 



Entering Assignment Scores - 3 Views 

If you want to view or enter grades for just one assignment in the gradebook:  

Single Assignment View - Side tab “Scores” - then choose “Assignment”  



Entering Assignment Scores - Quick Steps 

To enter grades: Click “Gradebook” then “Scores” 

Press the arrow keys, ENTER or TAB to move across rows or down columns (set 

in your “Gradebook” preferences).  Grades automatically save when you move 

to another cell. 

To enter the same value for all students, enter a grade for the first students, then 

press CTRL + D or go to “Options” then “Fill-down” then you can change the 

grade of the few students who did not receive that grade. 

 



Entering Assignment Scores - Quick Steps 

To give the student a zero or no credit for an assignment, manually 

enter a zero.  Blank grades do not count toward averages. 

The Term grade average recalculates and appears in blue at the 

bottom of the last column as you enter assignment grades. 



13. Sending Email  
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Sending Email Through Aspen 

To Send Mass Emails: 
 

- Select the “Student” top tab 

- Select the “Options” drop-down menu 

    and select “Send e-mail” 

- A new box will open up: 

      Pick your recipients category--  Students, Contacts or Teachers: 

 
You can delete a particular address by clicking the x in the corner. The Total Recipients 
number updates accordingly. 
 
Note: There are only two direct recipients of your email message –– the recipient and the 
district's incoming email address. Everyone else on the list is blind carbon copied (Bcc'd). If 
you would like to receive a copy of the message, you need to type your own email address in 
the CC field.   
  



Sending Email Through Aspen  
To send emails to a specific class: 

 
-From the homepage, scroll down to “Teacher classes” and click on the  

email icon  

- The new email box will open up, follow directions/steps from the previous slide 

OR 

- Select the “Gradebook” top tab 

- Make sure you are in “Class list” mode 

- Check the box next to the class you would like to email 

- Select the “Roster” tab from the side menu 

- Select the “Options” drop-down menu and select “Send e-mail” 

- The new email box will open up, follow directions/steps from the previous slide 

 

 
 



Sending Email Through Aspen 
To send an email to a specific student or student’s contact: 

 

 

 

 
 

-From the homepage, scroll down to  
“Teacher classes” 
 

-Select the course in which the student is enrolled 

-Check the box next to the student’s name 

-Select the “Options” drop-down menu and  
  select “Show Selected” 
 
-Select the “Options” drop-down menu and select 
“Send e-mail” 
 
-The new email box will open up, follow same 
directions/steps as prior slides 

 

 

 

 

 

 

  

 

 



14. Accessing Help 
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Accessing Aspen Help 

There are a few ways to find answers to your questions. 

On any page (except the “Pages” homepage) there is a blue “Help” drop down.  

 

If you select “Online 

Help” while in the 

“Gradebook” top tab, it 

will give you 

troubleshooting for 

gradebook functions 



Useful Help Dashboard and Platform 

Here is the link to 

the online manual 

with the Quick 

Reference Guide 

(QRG) and videos 

dashboard: 

goo.gl/HcjzkD 

 

 

https://www.follettsoftware.com/_files/fsc/training/01ASe0000r1/

01ASe0000r1.htm  

https://www.follettsoftware.com/_files/fsc/training/01ASe0000r1/01ASe0000r1.htm
https://www.follettsoftware.com/_files/fsc/training/01ASe0000r1/01ASe0000r1.htm
goo.gl/HcjzkD
goo.gl/HcjzkD
https://www.follettsoftware.com/_files/fsc/training/01ASe0000r1/01ASe0000r1.htm
https://www.follettsoftware.com/_files/fsc/training/01ASe0000r1/01ASe0000r1.htm


Training Plan  

https://goo.gl/aMnuy8
https://goo.gl/aMnuy8


The End… for now!   
The 6 Hour Breakdown: 

-  3 hours in person – either in the summer or September 

- 1.5 hours on your own (apply what you’ve learned to build/ start using  your  

   real gradebook)*Remember - it goes live on August 28th 

- 1.5 hours in person completed in October (sign up on PDexpress, dates will be  

   announced in the staff college bulletin). This session will cover report card  

   grades, advanced features, and your questions. 

There will be an optional 1 hour help session in September on the building in-

service day. This help session does not count towards the 6 hour requirement  

  


