
Aspen Training 
Secondary Staff - 
Mandated 2nd Flex Day 
1.5 Hour Session  



Aspen Resources 
**We strongly encourage you to download 
the training resources and save the PPTs to 
your desktop for easy access** 
 
http://www.bernardsboe.com/staff/aspen_resources/ 



Aspen Training 
Part 2 

*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 

● Preferences Reminder  

● Gradescales 

● Setting Category Default Settings 

● Additional Hints 

● Entering Scores/Special Features 

● Posting Marking Period/Report 

Card Grades 

● Creating Reports 

● Managing Field Sets 

● Queries\ 

● Conduct Referrals (RHS) 

● The Student Portal 

● Submitting Help Request 

 



Let's start by 
checking your 
preferences BACK TO 

MENU 
PAGE 



Gradebook Preferences - REQUIRED SETTINGS  

Item Description Checked? 

Publish 

assignment 

statistics 

Select if you want parents and students to view class 

averages for all assignments 
NO 

Show student 

alerts 

Select to display alert icons next to student names Yes 

Enable 

gradebook 

features 

Gives you the ability to enter scores for assignments Yes 



Gradebook Preferences / Settings Continued 
Item Description Selection Personal Preference or 

Mandatory?  

Anchor 

Averages 

See the overall marking period average for each 

student anchored right next to their name 

Click to 

enable 

Preference but recommended 

Default 

Weighting 

To indicate to the system how you calculate 

averages, choose one of the drop down options. 

This value becomes the default average mode. If 

you use total points, then select total points.  

Choose a 

system 

Personal grading system. Can 

change later for individual 

classes or assignments 

Decimals Type the number of decimal places you want the 

system to use for calculated averages 

TWO Mandatory, school policy** 

Grade 

Scale 

Multiple options for your default grade scale for 

transcript 

Depends on 

class(es) 

you teach 

Any HS/MS teacher where 

the marking period average is 

converted to a letter grade 

must choose HS/MS 

**You received a handout of all of these preferences and descriptions at your Aspen training** 



Grade scales 
*Options for course  

and / or assignments* 
BACK TO 

MENU 
PAGE 

https://docs.google.com/document/d/156DT0vi7_lLVvEFTAmsQvpYYVOtWqrwW0d36sMagb8k/edit
https://docs.google.com/document/d/156DT0vi7_lLVvEFTAmsQvpYYVOtWqrwW0d36sMagb8k/edit


What are GradeScales? 

Gradescales tell Aspen how to convert symbols or letters to numbers for the purpose 

of calculating grades.  Some gradescales calculate the marking period grade, some 

calculate the final course grade, some define the grade ranges (A+ = 96.5-100), 

and some allow teachers to use different symbols to communicate student progress 

or achievement. 

They are all visible to you within your account.  You need to “tell” Aspen which 

scales to use in Preferences, Categories and Assignment settings. 

The following slides will explain each GradeScale and provides steps for how to use 

them.   

In the following section, we will walk you through the appropriate settings for grade 

scales. 

 

 



Grade Scales Information 
In order to find an explanation and numerical description of the various grade scales 

available follow these steps:  

1. On the Tools tab, click on the  
Grade Scales side-bar 

 

2.  Select the grade scale you are  

interested in and click Grades 

 

3. You will be able to see the  

available grade codes and the  

equivalent value: 

 

 

 

 

 



Grade Scales Available  

Within Aspen there are several 

“Grade Scales”.  

BTBOE, RHS Grade Points and 

RHS Final Grade are for 

calculation of marking period 

and course averages - DO NOT 

SELECT THESE. 

HS/MS Grade Scale will be 

used most of the time.  

Other optional scales are defined 

in class handout. 



RHS Grade Points 

Converts Marking 

Period Grades to 

Course Final Grade 

RHS Final Grade 

Scale - Converts 

Marking Period 

Numerical Average to 

a Letter Grade (i.e., A 

= 96) 

DO NOT 
SELECT 
THESE 



Codes available on “HS/MS Grade Scale” 
(TAC Codes) 

A few things about Grade Scales: 

● When you use the symbol in the 

Code column (i.e., A, INC), Aspen 

uses the Value to calculate grade 

within the averaging mode. 

● A “Y” in the NoNumericEquiv” 

column means it will NOT be 

calculated into the marking period 

grade (ME, TE, INC, P, ABS) 

● A “N” in the “NoNumbericEquiv” 

column means it WILL be 

calculated into the marking period 

grade (Any letter, Zer, MI) using 

the number in Value column. 

● The HS/MS Grade Scale includes 

the “codes” from TAC, streamlined 

for consistency. 

● If you would like an additional code 

included, contact Aspen Admin with 

your request. 



HS / MS Grade Scale Continued 

These useful codes have been created for you in the 

HS/MS grade scale. We are used to using these 

from TAC. Please note that “Zer” will now 

calculate as 35% rather than typing in a “0” which 

calculates as 0%. In addition, “MI” (missing) will 

calculate the score as a 0%. So, a “MI” actually is 

worse than a “Zer.”  The other codes (TE, ME, 

INC, P, ABS) are excluded from averages and do 

not impact grades.  

= “Pass” 

= “Missing” 

= “Incomplete” 

= “Teacher 

Exemption” 

= “Medical 

Exemption” 

= “Absent” 



Using the Grade Scale Codes when Grading Individual Assignments 

1. Use CTRL +  L to 

look up codes or 

Options ‘Lookup’ to 

select the code you 

would like 

2. Or...you could just 

type it in the box 

3. I could grade a 

homework 

assignment using 

letter grades, 

numbers, or with 

codes if a student 

was ABS / MI 
 



Some scales are 
for specific 
courses: 
-AS/ESL  
-Instructional 
Support 
-Literacy Support 
 
These optional 
scales are for 
individual 
assignments: 
-Content 
Knowledge 
-Skills 
Development 
-Holistic HW 
-Standards Based 
Scoring 
 
 



Trying out a different grade scale for individual assignments 

Aspen gives you the opportunity to use different grade scales for 

different assignments. For example, I can use a HS/MS grade 

scale for all of my assessments because I use a traditional total 

points system. I can also give a holistic letter grade score to a 

writing assignment within the HS/MS grade scale and Aspen will 

calculate that as a number. However, for my small homework 

assignments where I am really just ‘checking’ for completeness 

and not providing any feedback, I could use a ‘holistic homework 

grade scale’. Lets see what that looks like... 



Holistic HW Gradescale 

The district has created a 
Holistic Homework Scale based 
on a “check” system.  
 
This grade scale contains the 
following symbols:  

 +, v+, v, v-, - 
 
The table to the right shows 
the value assigned to each 
symbol. 
 



How do I add a holistic homework assignment? 

1. Go into your gradebook and add an assignment 

2. On the right side where it says ‘grade scale’ you would select holistic homework scale 

3. This type of assignment would typically be a low stakes, low point assignment 



Now your holistic 
homework assignment 
will appear in your 
gradebook. When you 
are entering grades 
select Ctrl+L to 
lookup the codes.  
 
If most students got a 
✔, then use Ctrl+L to 
select the ✔ and then 
click Ctrl D to copy 
that down into every 
student’s box. You can 
then go back and 
change individual 
scores for other 
students.  



How will this look in your gradebook? 



Other Scales 

There is a lot of flexibility to experiment with different 

scales for different assignments. For example, you can try 

one assessment this year that uses a standards based grades 

scale. Or you could try one project this year that tries a 

skills development grade scale. You will be discussing this in 

more detail at future department meetings and other 

professional development opportunities.  



Setting Category 
Default Settings 
Gradescale Settings: Category and Assignments 

BACK TO 
MENU 
PAGE 



Start by going into your Gradebook Top Tab 

Top Tab:  Gradebook 

Side Tab:  Categories 

 



You should now see all of the categories you have 
created for your classes 

Bonus: If you use total points, notice how you can see quickly and easily the total 

points you have assigned for each category and what percentage of the final grade 

for each student comes from each category. This will continually update as you add 

assignments if you use total points for your averaging mode.. 



Click the blue hyperlink for the category code and 
a customizable box will appear 



Category Settings 

- Allows you to set a default setting 
for categories which will save you 
time when creating assignments 

- Can always change individual 
assignments as needed 

- Can assign a default grade scale, 
entry mode, possibility of earning 
extra points, and visibility type 

- Set Grade Scale to HS/MS 
Gradescale (unless you are using a 
different scale for this category). 

- Select Entry Mode “Both” if using 
both symbols/letters and numbers. 

**Repeat this process for each of your categories** 

**Check all created assigments to insure Grade Scale is aligned 



Some Additional 
Information and 
Hints…. 

BACK TO 
MENU 
PAGE 



Sorting and Viewing Student Information 

1.Click Student top 

tab and view all 

students 

2.Click on any black 

column header to 

sort information 

3.Scroll to the right 

to see additional 

information like 

case manager and 

504 status 



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 created with 

email, phone 

number and 

locker number.  



Changing Assignment details for an Individual Class 

The situation: Your classes are linked and you 

have created an assignment that is now linked to 

all of your classes. However, you want to go back 

into one section (for example an ICR section) and 

change the point value or grade scale of a specific 

assessment just for that section. How do I do that 

without affecting my other linked classes?? 



Go into your 

gradebook grid 

for the class you 

would like to 

change. Click on 

the blue 

hyperlink for the 

individual 

assignment that 

you need to edit. 



Edit Assignment Details 

- Amend the total 

points or grade 

scale as needed 

- Unclick ‘update 

changes to linked 

assignments’ at the 

bottom and any 

changes will 

ONLY affect this 

selected class 



Daily 

Class 

Attendance 

Daily v. Class 
Attendance 
 



Attendance 
Views 
 



Trends 



Entering Scores - 
Special Features 

BACK TO 
MENU 
PAGE 



Missing MI code vs. Missing Column 
*Setting you can choose to display* 

The “Missing” column indicates the 

number of missing assignments for 

each student.  If you leave an 

assignment blank, it counts it as a 

“missing” assignment in this column 

once the due date for the assignment 

has been reached.  

● Go to Preferences, Select 

Gradebook, Under “Missed 

Assignments” check box 

“”Show Missing Column” to 

turn on display, check box 

“Count Empty as Missing” 



Click on the little box with the arrow to expand your 
gradebook to fill the screen. 
Click it again to get navigation tabs back on screen.   
 



Using the features in the gradebook column heading 

Click on the blue text of the gradebook column name to open 

the assignment.  Quick way to edit assignment details (# of 

points, gradescale, category, drop mode, etc) 

The         symbol conveys the visibility details of the 

assignment.  Click the symbol to change the visibility.  Hover 

your mouse over the symbol to see which setting is currently 

selected and which setting will be enabled when you click.  

Private           Public no grades                Public 

        When the lock is open, you can enter grades. 

        Click on the symbol to lock the column once grades are       

        entered to prevent overwriting grades by accident.  

 



Ungraded Assignments 
Aspen allows you to create ungraded 

assignments.  This feature will be useful 

for teachers who wish to assign work 

through Aspen that will not be graded. 

It may be more appropriate for to think of 

these as UNSCORED, rather than 

ungraded. 

An ungraded assignment will NOT be 

visible in your gradebook.   

Start with Gradebook top tab 

Select Assignments side tab 



Ungraded Assignments 
Start with Gradebook top tab 

Select Assignments side tab 

Click “Options>Add Ungraded 

Assignment” 

Follow the prompts to fill in details for the 

assignment. 

 



Scored assignments that don’t count 

There are three ways to communicate 

scoring/grading information to students 

through Aspen that won’t affect a 

student’s marking period grade. 

1. Create a category that has a weight 

of 0.00.  Any assignments created 

in that category can be 

graded/scored like a regular 

assignment, but since the category 

is unweighted, these grades/scores 

won’t affect the marking period 

grade. 

Top tab “Gradebook”, Side tab “Details”, 

Scroll down and click “expand All” 

 

 

 

Add a category  

and assign a  

weight of 0.00 



Scored assignments that don’t count 

2. Create a regular 

assignment, but check 

the box that reads 

“exclude from 

marking period 

average”  

3. Use a code from 

“HS/MS Gradescale” 

(this is explained on a 

future slide)  

 



Posting Marking 
Period / Report 
Card Grades BACK TO 

MENU 
PAGE 



**Disclaimer** 
- You cannot see all of these report card features until administration has 

officially ‘opened the report card window’ 

- The following slides contain screen shots from the training page 

There will be open boxes 

next to grades in the 

home page widget when 

the report card window is 

open. Just like in TAC, a 

green check will appear 

next to each class when 

MP grades are 

successfully posted 



Entering End-of-Term Grades 

1.On the Gradebook tab, select the section for which you want to enter 

marking period grades. 

2.Click the Scores side-tab 

3.Click the Grade Columns drop down to select Post Columns- Term  

*If post 

columns - 

term does not 

appear it is 

because the 

report card 

window has 

not been set / 

activated by 

admin* 



Entering End-of-Term Grades continued... 

4. Go to Options> Update Post Columns, the Update Post Column Window will appear 

 

 

 

 

 

5. Complete all of the required steps in the window and click Finish, the grades will 

appear in the Post Columns. 

At this point you can change any grades in the Post Columns that you need to 
*Green triangle - posting window open* Red square - you have already posted  
 



Entering End-of-Term Grades continued... 

6. Go to Options > Post Grades. The Post Grades pop-up appears, enter the information 

and click Ok.  

 

 

 

 

The columns for that class now appear with a red pushpin.  

If you need to change a grade after the window has closed, you will need to contact (Gina at Ridge, 

Counselor at Annin). THIS IS THE SAME AS TAC.  

You can update as many times as you need to within the window.        

*At Ridge, the posting window will be opened up for one day one week after it first closes. 



For RHS Teachers 

When you choose Options > Post 

Grades, you will be prompted 

through a series of pop-up boxes.   

MP1GrdNum will automatically 

populate with the student’s 

numerical average. 

MP1ClsABs will automatically 

populate with the number of 

absences 

MP1GrdLtr will populate based on 

the gradescale you selected in 

gradebook preferences. 

You will be able to manually override the 
letter grade that appears in this column. 



Another way to post Marking Period Grades 



Once MP grades populate….POST GRADES 
*Note: These grey buttons will only appear during open report card window* 



Portal View As Aspen becomes able to be viewed by parents, it may be 

useful to make sure the parents are seeing what teachers are 

seeing for the student averages. There is a feature in Aspen that 

allows that called "Portal Averages" and it's just done by clicking 

the little person icon around the averages. If the "portal view" 

averages match your averages, then you don't have any 

assignments accidentally set to private.  



Once you post... 

1. You will see a green check mark appear in your home screen widget next to each 

class where MP grades have been posted 

2.The report card will not be officially published until the grade entry window 

closes. 

3. You can continue to edit, change, or override MP scores until administration 

closes the report card window 

4. If you need to change a grade after the window closes, you need to see guidance 

or administration in order to override  

5. If you have an individual student (example: ELL student) who requires an 

alternate grade, you can use a P/F in lieu of traditional grades 

 



CYCLE TEACHERS- POSTING MP GRADES (Annin Only) 

Can enter cycle  grades into MP  column 

as long as grade input by admin has 

been prepared. However, they can’t be 

posted until official posting window has 

opened.  

 

When the cycle is over, you can ‘update 

post column’ and populate end of cycle 

grades. When the MP grade window is 

open, you can post scores.  

Cycle 1 1st MP 

Cycle 2 and 3 2nd MP 

Cycle 4 3rd MP 

Cycle 5 and 6 4th MP 



Creating Reports 
BACK TO 

MENU 
PAGE 



Creating Useful Reports 

● The reports button will act 

differently depending on 

which tab you are in 

● Reports will correspond 

with the subject matter of 

that page 

● Reports also vary by side 

tab within a certain top tab 



Reports Buttons Vary by Tab 

Left: Reports view on the attendance tab    Right: Reports view on the 
Student tab 



Attendance Report Samples 

Daily Attendance Report (WAMS)          Student Class Attendance 

(RHS) 



Attendance Report for Your Specific Class (RHS)  

Path: Gradebook → 

Select class checkbox →  

Scores → Reports → 

Class Attendance 

Summary 

Then choose the date 

range you wish. 



Gradebook Reports 



Useful Reports 2: Run Student Average Report 

Path:    Gradebook → scores → reports → student average breakdown 



Useful Reports 2: Run Student Average Report 
 ● Path:    Gradebook → scores → reports → student average breakdown→  select 

a student and term 



Other Useful Reports 

Gradebook→ Scores → Reports → Assignment History 

● This will be a report you can run on the whole class or run on individual students  

to show assignment completion and scores per student. Useful if you are meeting 

with a parent 

 

Gradebook→ Scores → Reports → Assignment Summary 

● This can be used to provide a summary of how the class did on a particular 

assignment and rank students by score 

 

Gradebook→ Scores → Reports → Class Statistics 

● This is good for looking at all of the class’s statistics at once including average, 

high, low, median 



Assignment Summary   Assignment History            Class Stats 



Managing Field Sets 
How can I customize what I see? 

BACK TO 
MENU 
PAGE 



Let's start on the student 
top tab to customize what 
information you see with 
your list of students... 



● While using Aspen, you can use Field Sets to 

customize the columns that appear on lists.  
○ When you create field sets, you define the columns of 

information you want to see for every record on the 

page. 

● Use the icon next to the “Martini Glass” 

http://aspenhelp.follettlearning.com/580/SI/help/aspen_Left.htmCSHID=Staff_View_and_Teacher_Gradebook%2FView_Class_Details_in_the_Gradebook.htm%7CStartTopic=Content%2FStaff_View_and_Teacher_Gradebook%2FView_Class_Details_in_the_Gradebook.htm%7CSkinName=Aspen


Step 1- Find and click the icon Field Set 
 
 
 

Step 2- Manage Field Sets... 



Step 3-Create a New Set--> 
 
Step 4- You must name your 
custom set.  

 



You can select which 
Fields to see by clicking       

  Add >>   
Or << Remove 

You can choose the order 

you read left to right by 

changing the order with 

UP and DOWN 



Finally, you will need to select your specific 
Field Set (which is the name you just renamed 
it).  (The default stays as a default until it is changed) 

As always, be willing to 
jump in and play around 
with the different 
features.  A great way 
to problem solve is to 
try it out and see what 
happens 



*TRY IT AGAIN* 

Another spot to try to edit your field sets is in 

your class rosters for individual classes.  



Queries 
Use to search for records based on the 
system’s list of tables, fields, operators 
  

BACK TO 
MENU 
PAGE 



Steps to Run Any Query 

There are 4 components that need to be determined before running a query: 

1. Tables 
Select the table you want to search information in.  The table you select determines the Fields 

selections.  If you select the Student table, fields such a last name and YOG appear  

2. Fields 
Select the field you want to include in the search criteria.  Fields within each reference table are listed 

from most commonly used to least commonly used.  Change to alphabetical by clicking the A-Z button 

3. Operator 

 Use the operator to search for multiple values in one query.  Select “equals,” “is greater than” etc. In 

the Value field, type the values separated by a semicolon and NO spaces. 

4. Value 
Enter the value you are searching for.  Example, a specific date of graduation, a specific case manager, 

etc.   



Running a Query to View Students and Team 
 Click Student Tab>Options>Query 

1.Tables>Student 

2.Fields>Team 

3.Operator>”Not Empty”  

4.Click ADD to add “Not Empty to Search Criteria) 

5.Click Search to view results in your Aspen Student 

 List 

Important!!! 

 After Query is run, remove query results 

--Click Filter 

--Select Students in My Classes  

 



To Print a Query of Students and Team 

From the Filtered Student List: 

1. Click Reports>Quick Report> New 

Report>Simple 

2. Remove all fields from the Selected fields 

column 

3. Select  and Add fields to include in report-- 

a. Last name, First name,  Team 

b. Click Finish 

4. After report is printed, click Filter to 

show all students in classes 

 

 

 

  



RHS  
Conduct Referral Reports 

BACK TO 
MENU 
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Conduct Referral (RHS) 

Step One: 
Click on 
“Initiate” 

 

 

Step Two:  
● From drop down, select 

“Conduct Referral” 

● Under Student Selection, 
click on “Selected.” 

 

 



Step Three.  
● Select student from 

drop down, searchable, 
menu.  

● Click OK, Click Next 

Step Four. 
Complete Details: 
● Date 
● Code 
● Location 
● Victim 
● Description 

Click Next, Click Finish 



You can track the status of the referral here: 

Handout 
with 
Conduct 
Referral 
Codes 

https://docs.google.com/document/d/1UkhQgne9USWgWmwE9rhsMSzI1Fb9duvHRwEBsV_Kjfw/edit


Student Portal 

BACK TO 
MENU 
PAGE 



Student Portal View 



Student Academics Tab - All Classes 



Student Portal:  One Individual Class View 



Academics Tab - Assignment list for one class 
 



Student Academics Tab - Assignment detail for one assignment 
 



Student Portal - Attendance Side Tab 



Submitting an Aspen 
Help Request 

BACK TO 
MENU 
PAGE 



How to submit a Help Request 
Include the following: 
 

1. Brief Description of the issue 

2.Navigation of where the issue is occurring (example: Staff 

View>Gradebook>Scores) 

3. A reproducible example. If the example can’t be reproduced than we are unable 

to troubleshoot the issue.  You can use the Snipping Tool or Print Screen to 

take a picture of what you see, including any error messages.   

 

Here is an example of a ticket that ACCURATELY describes the problem: 
● Summary: "HS Report Card" report missing Q4 grades 

● Description: When we print the “HS Report Card” report for students at Paul Revere High School, 

the Q4 grades are not displaying. 

● Ex. student: Smith, John 

● School View, Student > Transcript 

● Run the “HS Report Card” report with “Term” set to Q4. 

 



QUESTIONS? 
What have you been 

struggling with so far? 
BACK TO 

MENU 
PAGE 


