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ASPEN - QUICK TIPS
LOG ON TO THE SYSTEM

NOTE: The pictures in this help document may
differ slightly from what you see on your screen.

£

LOGGING IN

*First — You MUST allow Pop-Ups on your
computer. See the separate handout “Browser
Settings”

The link to the Aspen log in page is:
https://ma-westwood.myfollett.com

You can use this link from school, home, or
from any computer with an internet
connection.

Here you will enter your Login ID and your
default password (it is case-sensitive), and
then click on the Log On button.

Now you can set up a password of your
choice, as long as it meets the Password
Requirements.

& &
’m X2 Aspen

As soon as you Log on, you will see a message
that says your password has expired.

Click on the Ok button.

Passwor Your password has expired.
* Mini Please create a new one.
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Current Password
New Password
Confirm Nevs Password

Password Requirements

Current password is your default password

you just used\

Enter your new password (remember this is
CASE sensitive)

Enter you new password again to confirm it.

® Minimum length is 8

® At lesst one number

# Can't contain ‘password’, login name, first name, middle name, last
name, date of birth, personal id, or only sequential |etters or numbers

Current Password

News Passwaerd

Cenfirm New Password

Cancel
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Click Ok:




INITIAL HOME PAGE/PREFERENCES SET UP

Everybody will log on to Aspen and will automatically be on the Home Page.

2009-2010 Change View  Set Preferences  Log OFf

Everybody will need to select Set
Preferences, near the top, right

EEEEEEEEEEE corner of your screen.

J Set Preferences - Mozilla Firefox |z”§‘[z‘
I:x2 http:i/localhostaspenfuserPreferences. do f?
Select the Home tab | 52
Announce ments
Schacl links
Studerd search
Then check the Tasks check box, if it is terralinke
heck al d Tasks —>
not check alrea y. —
Calendar F
Now click on the Security tab This section enables the password self-service. If

you ever forget your password, you can click on
the Forget Password link on the login page and
follow the prompts to get a new password.

1. Fill in your primary e-mail, which
General Home |IGTTTE| Gradebook  Communication is your school provided

westwood.k12.ma.us address (may
Primary email Josenneli@uestions K12 ma us already be filled in but proof read it to be
Alternate email joconnell@westwood k12.ma.us sure lt iS COI'I'CCt).
Google Docs email Link Add Google Accass 2. You may enter an alt. e-mail, if
Security question Whast are the lsst 4 digits of your SSN? @ you wish. This could be any other
Security answer L T T T T P Y P T P T \ e_mall address you haVG.
Confirm answer L L T R T T T TP YT Y 3' CliCk tO “Add GOOgle ACCCSS” and
— change & follow the instructions that come
up on screen to link it to your

westwood.k12.ma.us e-mail.
Pick a security question from the
drop-down menu.

5. Answer your question and then
confirm it.




CLASSROOM TEACHERS only: Next
click on the Gradebook Tab.

Make sure Enable gradebook features is
checked.

You should look over the rest of the

preferences on this tab and set them to your
preference.

* Everybody:

General Home  Security Gradebook Communication

Shade alternate lines
Track administrator updates
Tab direction

Show studies
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Enable gradebook features. —>

|

Assignment column order
Show points in headers
Show category names in headers.
Publish assignment statistics
Show student alerts.
Show course selection recommendation
Ancher averages
Missing Assignments

Show missing column

Count empty as missing
Averages

Default weighting

Decimals

Grade scale

Semester running total

Dste due (sscending)
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When done, click OK. The system will ask for your password again, to confirm your identity

Additional directions can be found in the Announcements banner at the top of the page when you first log into

Aspen. There are links to Videos and our Quick Tip instructions.

Aspen Announcements

- Visit the Westwood su
for teachers and staff!

Additional reference materials provided by Aspen:

Training Videos, Tutorials and Quick Reference Cards

Aspen Help & Support

o What is new in Aspen! {as of October 2013}

web site for quick instructions for the most common tasks

Find Resources! You now have shared resources in Aspen. We have added links to all of our tutorials, quick tips, and videos. Go to
the Planner Top Tab and click on "My Resources”. and select Aspen Self Help,

« For any problems with vour Aspen account, please e-mail WPS Aspen Support at: aspen@westwood.k12.ma.us



