Getting Started with Aspen IMS

30 minutes

Description
Collaborating with your students online is the way to keep your instruction and curriculum fresh

and relevant. With Aspen IMS, you can use Pages to post everything your students need to
succeed in your class, and the gradebook to manage and share your grades with students.

To begin using Aspen IMS, you need to create your classes, and fill them with students.
Upon completion of this lesson, you will be able to create your classes and rosters.
Prerequisites
Be sure you have completed the following lesson plan:
e Finding Your Way Around Aspen
Materials Checklist
Each participant should bring the following to this class:
o Alist of your classes and students enrolled, if available
Participant Objectives

e Create classes and define their schedules.
o Create rosters.

Activities

o Create your classes.
o Define the schedule for each class.
¢ Enter student names on the rosters for each class.
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Resources
For more information on this lesson and to complete the Plan and Apply sections, refer to the resources
listed below. These are available in Aspen from the Help menu, Videos. You can also access online

Help from the Help menu.

Quick Reference Guides:

e Creating Classes
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Plan

Use the space provided to record your answers to the following questions.

1. How many classes/course sections are you teaching? List the course names and numbers from
your district's course catalog here:

2. Doyou know the schedule days and periods your classes meet? For example, does one of your
classes meet every day during B Block? List each class and its schedule here:

3. Doyou have lists of students enrolled in your classes?
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Apply

Now that you've taken an in-depth look at creating your classes, complete the following in the
order listed:

|:| 1. Add classes to your class list, and be sure to select the correct district course catalog number
for each.

[0 2. Define the schedule each class meets.

|:| 3. Add students to each roster.
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Assess

Date:

Staff Name:

Getting Started with Aspen IMS

Use the following table to confirm that you successfully completed each task, and to make

any notes:

Do this in Aspen...

Add classes | am teaching.

Define schedules for each class.

Add students to rosters.

Notes:
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Follett Aspen- Creating Classes

Quick Reference Guide

Add Your Classes to Aspen IMS

At the beginning of each schedule term, you need to make sure your Aspen IMS has your latest classes.

To add classes to your Aspen IMS:

1. Logonto Aspen IMS.
Click Classes. Your Class List appears.
3. Toaddaclass, click Add Classes. A new line of fields appears:

Pages Classes  Planner Quest Student  Tools

Options Reports Help

Details
Description Class room Schedule Term
Roster Q x Edit Scheduls | 51 &
Contacts |
0 of 4 selected &7 Current Classes
Groups
[7] |Deseription|Trackin Course Clssrm |Unrotated Schedule Term ighting|Drop mode
Curriculum [ |chemistry  |Period 1 SCI31304-001 [Green) 108 B1(AF) YT 1.0000  |[NOME
May
P [ |chemistry |Pesicd 2 SCI21204-002 [Furple) 106 |B2(AF) FYT  [1.0000 |NONE
Reporting [ |chemistry |Pesicd < SCI31204-003 (Blue) 106 |BafAF) FYT  [1.0000 |CATEGORY
Standards [ |Physics 1 |Pesicd & SCI21351-002 [Red) 104 |BBIAF) FYT  [1.0000 |NONE

Categories

Assignments

Scores

4. Inthe Course field, click Q to select the course from your district's course catalog. The Course Pick
List appears:

Aspen is marketed by X2 Development Corporation, a Follett School Solutions Company.
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Follett Aspen- Creating Classes

Quick Reference Guide

nstructional Management System
< | G0:5CI11001 |Bislegy Caoll... N [EL 7
records
Crsho Description Department
(@j SCI11001 Biclogy Collaborative Sem Science
() [SCI11300  (Biclogy 3 (R) Science
() [SCI11301  |Biclogy 9 (W) Science
() [3C111302  |Biclogy 2 (B) Science
|:| SCI113581  |Physical Science (B} 02 Science
|:| SCI11252  |Physical Science (R} 02 Science
(:‘: 5CI1113583  |Physical Science (W) 09 Science
|::‘| 5CI11354  |Physical Science Collab (R} 9 Science
(:‘n SCI113585 |Physical Science Collab (W) 9 Science
|:| SCI11368 |Physical Science Collabortive (B} 8 Science
Cancel

5. Select the course, and click OK.

6. Inthe Class room field, type the room number.
7. Todetermine the days this class meets, click Edit Schedule. The Schedule dialog box appears:

Aspen is marketed by X2 Development Corporation, a Follett School Solutions Company.
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Quick Reference Guide

nstructional Management System
Same schedule across all terms |§:|
Different schedule across all terms (@]
Term Code -
Use multiple rooms =
Use multiple teachers =
Days
A B C D E F D7
[t
W)
BS
B1
B2
B3
Periods
B4
B5
B6

8. Click in each box that represents a period/day that this class meets. You can click a row or column
header to quickly select all boxes in that row or column.

9. Click OK. The Schedule Expression for this class appears in the Schedule field:

[cowee Towserpion e Tocheae o I ]

=3 Q % [soey e (=) B [(Ada | cancal | |

10. Inthe Term field, use the drop-down to select the schedule term the class meets.

11. Toadd this class and the details you entered to your Class List, click Add. Aspen IMS automatically
creates a Page for this class.

Now, you can add students to the roster for this class.
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Follett Aspen- Creating Classes

: o ick Reft Guid
nstructional Management System Quick Reference Guide

Add Students to Your Rosters

After you add classes to Aspen IMS, you need to fill them with students. This makes it possible for you to
enter student grades in the gradebook, and give students access to your class Page.

To add students to a class roster:

Log on to Aspen IMS.

Click the Classes tab.

Select the class, and click the Roster side-tab.

Click Add Students. A blank line appears at the top of the page:

Ao Dd -~

Pages Classes Planner  Quest Student  Tools

Options Reports Help

Class List :: 2013-2014 - OA300-007 - Biology H & Lab E] E] E @

i ko o7 ek bt o i e e
o Festome = = I 1

00f 1 selected &7 Enrolled

= = = 5 = |

[Cfrrese [ e e vors |

5. Type the student's ID, First Name, and Last Name, or any combination of that information.
6. Select the Gender of the student.

7. Click Add. If your district's Aspen IMS stores student information, Aspen IMS provides you with a list
of possible matches for that student:

Aspen is marketed by X2 Development Corporation, a Follett School Solutions Company.
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Creating Classes

Quick Reference Guide

1 record 7

Hame LASID

n Smith, Juliano 23542843

| ok || Mewstudent || Cancel |

8. Do one of the following:
o If your district does not store student information, or none of the students match the one you are adding,
click New Student. The student's name appears on your roster.

o If one of the names matches the student you are adding, select that student, and click OK. The
student's name appears on your roster:

Planner Quest Student Tools

Pages ' Classes

Contacts
Groups

Curriculum
Map

Reporting
Standards

Categories

Options Reports Help
Class List :: 2013-2014 - SCI36302-02 - AP Biology 2 4| < ere
—— i 2 10 relosoeiow s ol e 503 outon 12 a3 & sent o s oo
D First Name Last Name Gender
Roster
| Details P Add

00 7 selected (7

Enrolled

7] Name
(] ——
[C] [Bonita, Lera
] |2ones., Scoty
[T |Smith. Chelsea
[ [mith, Jesse

[0 [smitn. Raber

Assignments

[T |sulliven, Dillen

LASID

94383

54385

24382

(20288208

24388

20201328

54308

Alerts

Homeroom
#

QuickStatus

DB |- - B | - -

Roster Status

Enrolles
Enralled
Enrolled
Enrolled
Enrolled
Enrolles

Enralled

Scores

11.

If you are done adding names, click Done next to the blank line at the top of the page.

If you added a name by mistake, select the name(s). The Delete Selected button appears. Click Delete
Selected.

If you want to manually add a homeroom for each student, click # inthe Homeroom column header,

and type or select a homeroom for each student. Click | when you are done.

With your roster filled, now you can...

Create a seating chart for this class.
Group the students into group sets.

Create assignment categories and assignments.

Enter assignment scores on the Scores page.

Take class attendance.
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