Conduct Workflows X2 Aspen

Teacher will log on to Aspen and will automatically be on the Home Page.
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Welcome to X2 Aspen!
Thank you for taking the time to learn about the Aspen Student Information Platform.

« Teachers: here s & cuick vides tutorial on the “Updatr “wrzard s from your o
Posting Grades in the X2 Aspen Gradsbaok E

Teacher will need to select Set Preferences and select the Home tab. Tasks must be checked.

rences - Mozilla Firefox

calhost/aspenfuserPreferences. do

General acurity Gradebook

Announcerner
Schoal links
Student search
External links
Tasks

Reports

Calendar
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Done
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te button.
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From the Home Page, go to the Tasks Area, and select the Initi
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Welcome to X2 Aspenl
Thank you for taking the time to leamn about the Aspen Student Information Platform.

* Teachars: heta is 8 qusck vided ttonial on tha "Lipdating Post Columns” wizard for submitting grades rom your gradebook
Poating Grades in the X2 Aspen Gradebosk

From the workflow dropdown, select Conduct Referral

J X2 Aspen: Initiate Workflow - Mozilla Firefox

®2 | http:fflocalhost)aspen/initiatetorkflown, do; jsessionid=6ma 7 3DEFC446EC S5 7BF 335691 2349EF 1

uct Referral

FD Activity Request

e ]

From Student Selection, click the Selected radio button
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) X2 Aspen: Initiate Workflow - Mozilla Firefox

I X2 | http:/flocalhostfaspenfinitiatewWorkflawd.do LT
Initiate Workflow: Workflow Selection Step 1 of 3
wiar kil o £ Conduct Referal v

e

Student Selection

< () selected )]

() Snapshot

Selacted: 0

Done

Once the Selected radio button is selected, a list of all active students in the building will appear.

£ Student Pick List - Mozilla Firefox

':. ¥2 | http:/ilocalhostfaspenpickList. dojjsessionid=faA7 SDEFC446ECASTE 5

- 0 of 763
| 1: Acharya, Habib v| sl @
D Hames VoG Homeroom
[ |ehanya, Habib 2011 H103
D Auher, Fophewitz 2011 H102
[] Ader, Rose 2012 |AZ13
D Ackerman, Cazsandra 2012 A0
[] Aderman, Jenna 2012 |AZO0S
] Adams, Ann 2000 |HR1
I:‘ Adams, De Loz Angeles 2009 HR 1
[]/Adams, Hemang 2010 B103
] adams, Temy 2000
[ Adams, Tina 2011

Cone
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Use CTLR+F to find the student you are entering the referral for, and click in the checkbox next to the

student’s name, then click OK.

3 Student Pick List - Mozilla Firefox =13

I %2 | http:fflocalhostfaspen/pickList, do T

[ 66: Sheingold, hfchael v leDILEEESd 7

I:l Mame YOG Homeroom
I:‘ Sheingeld, Michael 2010 B105
|:| Siegal, Wictaria 2012 AZ09
[ |gitver, Phillipe 2002 HR1
I:l Simoneau, Kylie 2011 H206
[1|zsimeneau, Lisa 2008 HR1
[ |simens, Kangjun 2009 HRA
I:l Slak, Ellen 2011 HzOZ
|:| Smiles, Brien 2011 Hz20z
Smith, Helen 2012 AZ03
[1|smith, 1an 2012 AZAE
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Dane

You will then be taken back to the student selection screen. Click on Next.

*J X2 Aspen; Initiate Workflow - Mozilla Firefox

| X2 | http:fflocalhost) aspenfinitiatesorkflow, do ﬁ_:'.'f

Initiate Workflow: Workflow Selection Step10of 3

War kfl o £ Conduct Referral T

D=t 6/25/2009 &5

Student Selection

(&) Selected

() Snapshot

Selected: 1
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Add the details of the referral in Step 2.

Select the incident code, the incident location, and fill in a description of the incident.

3 X2 Aspen: Initiate Workflow - Mozilla Firefox

I ®2 | http:flocalhost aspenfinitiateiarkflowl dozvalidWizard=true

i
Initiate Workflow: Details Step 2 of 3
Conduct Referral Details
Incident 10 0015341
Incidernt location
Student was cheating on test by copying from =]

neighbor.

Inzident description

Done

Click on Next.

You will receive a confirmation in step 3 that your referral was initiated.

3 X2 Aspen: Initiate Workflow - Mozilla Firefox

| %2 | httpziflocalhostfaspeninitisteworkflowz, do?validwizard=trus g
Initiate Workflow: Confirmation Step 3 of 3
o kflow Conduct Referral
Number to Initiate 1
Date Bi25/2009
Done
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Click on Finish.

Your will be brought back to the Home Page.
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Welcome to X2 Aspen!
Thank you for taking the time to learn about the Aspen Student Information Platform.

» Teachers: here i a quck wideo tutonal on the "Updating Post Colurmns” wizard for submitting grades from your gradebook
Posting Grades in the X2 Aspen Gradebook
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Go back to the Tasks area, and select Closed Tasks.
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Welcome to X2 Aspen!
Thank you for taking the time to learn about the Aspen Student Information Platform.

& Teachers: here is a quick video tutorial an the "Updating Post Columns” wizard for submitting grades fram your gradeboak
Posting Grades In the X2 Aspen Gradebook ﬂ
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Here you will see the referrals that you initiated, in a closed status. They are closed because they have
been submitted to the school administrator.
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Once submitted, the school administrator will see submitted referrals in their Tasks area.
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Thank you for taking the time to learn about the Aspen Student Information Platform,

na” wizard for submitting grades from your gradebook

) Mozilla Firefox
I: ®2 | httpifflocalhostfaspenfportlebOutcomeSelection, do; jsessionid=C7 08691 ASE 1540C0508DCEDEC AD 130 CD7progressCid=" f?
Conduct Referral: Determine action Step 1 of 2
Subject: Smith, Helen
Received: B/25/09 11:00 Ak
Initiated By: Alicea, Jake
Related Forms: :Conduct Referral i v
s
Incident date B/25/2000
Incident time A0:57 Ahd
Incidert 1D no1531
Incident code Cheating
Incident location Classroom
Student was cheating on test by copying from neighbor.
Incident description
v
() Post
() Do not record
Done
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Here they will clock on Post to add the incident to the student’s record or Do Not Record if they choose
not to post it to the student’s record.

If Post is selected, Step 2 will allow them to add the Action.

3 Generic Form Child Data - Mozilla Firefox g@lgl

| ®2 | htep:fflocalhost/aspen/chidDetal. dojjsessionid=C7 08691 ASE 1 S40CT g

Potion code Farent Phonecall v
Action start date £/25/2009 =
Action end date Gi25/2008 ==
Penaltytime 0

Called and discuseed with parent| | &

#ction description

Done

Once OK is clicked, remarks can be added and a referral report can be printed on exit.

2 Dutcome Details - Mozilla Firefox g@]@|

| ®2 | hetpifflacalhostjaspen/partiet CutcameErtry da 7
Conduct Referral: Post Step2of2
Subject: Smith, Helen

Received:  B/25/03 11:00 AM
Initiated By: Alicea, Jake

Aeailable Forms | Conduct fetions s

Enter the actions for this incident.

Code Start date End date

D Farent Phonecall Gi26/2009 Gr25/2009

Test =

Adrninistrator remarks

! Print form on exit

Dane
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A prompt will ask for the report format.

3 X2 Aspen: Conduct Referral Form - Mozilla Firefox

[ %2 | http:{flacalhost/aspen/runMultiTaol.do;jsessionid=C 708691 ASE 1 540C0S08DCBD6CAD 1 30CD?aid! 0=RPTO000( 57

Conduct Referral Form

Format Adobe Acrobat (PDF) w

ene

Done

Select a format and click on Run.

All details of the referral will be in a printable report.

) XPTIB2 pof applicationfpdf Object) - Morilka Firefox
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Aspen Fublc Schools Crow Point High School
Conduct Refarral Form

Incident Date Q52008 Jrme  1ns7am
Stutest S, iHeien |Grade Momercsm AZD
Fnteeral 8128 sakn
Adminitestor Apses, Wilsm
[— [roca E) orEst
Dewcription cheating on fest by copying bom o
[ Cote Tsan o | isaoe | Descrigtion
[Pararn Pronscan [sros |irziay _[Camed and meuresd wah parsat
Remasks Test
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Once the administrator is finished, the referral will also appear in his closed tasks, and the outcome will
display Post.
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« Teachers: hare is 8 quick videa tutorial on the “Lndating Post Cokamns” wizard for submiting grades Fom your (radebock,
Pasting Grades In the %2 Aspen Gradebook

After this is completed, the teacher can select the referral from their closed tasks.
They will see a referral checklist where they can see each phase.

) Workflow Checklist - Mozilla Firefox

X2 | http:fflocalhostfaspenichecklistPopup. do; jsessionid=C 7F3SBE0FE4DFF2CEDEE6F2 CEE 14891 2C fworkflowOid=WFLO00000 ﬂ

Conduct Referral Checklist Smith, Helen
Phase Name Date Due Completed Completed By

v | Referral 22000 Alicea, Jake

v | Determine action  Fost 22000 Ayala, Willlam

Dane
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To view the details of the Determine Action phase, they can select the edit (pencil) icon on the right,
where they can view the action for this referral and any remarks entered by the administrator.

) Dutcome Details - Mozilla Firefox EI[E| E|

| %2 | http/flocalhostaspenoutcomeDet sl do; jsessionid=C7F35B0FE4DFF2CEDS6EF2CEE 14591 2C outcomeOid=w 5 7

| http: /flocalhost)aspenoutcomeletail. do; jsessionid=C7 . sQid=\WFPO000004 100Z&checklistEntryId=18readOnky=true

Cancel

Enter the actions for this incident.

Code Start d=te End date
Gr25i2009

Farent Phonecall Gii2552009

Test

Administrator remarks

R

Done
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If administrator chooses not to post the referral to the student’s record, they can choose Do Not Post.
They can add additional remarks for the

©) Qutcome Details - Mozilla Firefox

\: X2 | http:/flocalhostfaspenfportietOutcomeEntry. do?validwizard=true b

Conduct Referral: Do not record Step 2 of 2

Subject: Acharya, Habib
Received:  B5/25/09 1:44 PM
Initiated By: Alicea, Jake

Please provide more information.

0y

Administratar remarks

[ Print form on exit

teacher.L2

When the teacher views the referral in their closed Tasks, they will see that the referral was not
recorded, and if they click on the edit icon, they will see the administrator’s comments.

9 Workflow Checklist - Mozilla Firefox

| %2 | http:{flocalhost/aspenjchecklistPopup . do;jsessionid=232CECODBIGCCOBEDATDDN FEF1 64 7747workFlowoid=wWFLO000D 5 7
Conduct Referral Checklist Acharya, Habib
Phase Name Date Due Completed Completed By
v | Referral B252000  Alices, Jake | o
v" Determine action Do nat recard B/252000  Ayala, Wiiliam rd
Dione
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