Follett Aspen Finding Records

Quick Reference Guide

Use Control+F

1. Toquickly access a specific student’s record on the Student List:
2. Press CTRL+F.

In the Find dialog box, type one of the following:

e Student’s last name
e Student’s full name (last name, first name)

3. Click OK or press ENTER.

The Student List displays the page containing the selected record and selects the first student matching
that value — or the closest match, if an exact match cannot be found.

Using CTRL+F multiple times will select multiple records.

CTRL+F is based on the current sort order of the list. If the list is sorted by YOG rather than name, then
you would type a value such as 2012 in the Find dialog box.

Use the Page Control

At the top of the Student List, the first student on the current page appears in a drop-down list in the page
control. Use this list to quickly view the students included on the current page.

In addition to displaying the page control at the top of all list pages, you can set your user preferences to
display it at the bottom of all list pages.

If you click a student’s name on the drop-down, the system displays a new page with that student as the
first record:
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Note: Your district sets the maximum number of pages that appear in the page control. For example,
if your district determines to show only 100 pages per list, you would click Next 1! to view the next

100 pages. To view students on the previous page, click Previous .

Browsing Through a List of Student Records

On the Student List, after you select a student and use the side-tabs to view that student’s information,
use the record navigation bar to quickly browse through the list of students:

MRV

The following table describes each button on the bar:

Use this button To access

First Record lE The first record in the current student list.
Previous Record E’ The previous record in the current student list.
Search Records @ A pick list of the current student list.

Next Record E The next record in the current student list.
Last Record EI The lastrecord in the current student list.
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Using the Filter Menu

Use the Filter menu ? to determine the group of records that appears on the page, such as all active
students.

In the upper-right corner of each page, click v and select Manage Filters to do the following:

o Add anew filter

¢ Change the order of filters
o Edit afilter

o Copy an existing filter

o Delete afilter

Pages District School Student Staff Grades Assessment Schedule Global Tools Admin

Options Reports Help
Student List v Active Students
All Records
Details [[< ] [t:haronson, Grace 0. - 0 of 3703 selected &7 Students with >= 2 conduct incidents Active Students
Status =7

F— Hame Alerts |Local ID School > Name AM Bus|Primary phone | Quick St . 0 Level DOB
Asronson, Grace O S[8F (22383085 |Technical Center 3 |mesyeseses  |fy Cunent School =7 o18|F 1 11111887

Assessments Abbatt, Jason 42308161-01E |Qut of District Students VAN 73| Nen-Adtive Student £024/M 0z B/27/2005

Schedule Abd'Allah Muhammad, Kayla 20001140 IMsdisan Elementary School T8 147 0 :::m £021|F 05 11/17/2002|
Abem, Emily E 28343310 |South Elementary so( dy T p028|F Fi 2/2/2010

Transactions Abom, Emma K. 21386485 |Morth Elementary 14C so( dy 18 June Street 2024F 02 2712007

Documents Abom, Megovemn 25828248 Bay Middle School 124 |@ 7311 7455857 20 King Philip A1 2020F 08 £/21/2002

— Abom, Thomas 21418510 |Crow Point High School 1042 (335 424-8897 |4 20 King Philip A1 KeT 2018{M 10 17111388

Stapetioes Abrams, Rose Fim (25154051  |Outof Diswict Students Ks suss| 74 Elm St. Fe 2018F 10 /161998
Abramson, Danielle 26793808 |Crow Foint High School  [3A 28|y 2045 Crabapple Path AT 2018F 10 11/28/1888
Abramson, Julie 28357330 |South Elementary c @ 0|y 284 Godfrey 108 2028F o1 10/11/2008
Abramson, Katherine 21812487 |Bay Middle School w 'Y & 4808 Blanchard Street 2013F o0s 41312000
Abreu, Amin 21235702 [Otis Elementary £ Y =7l dy 761 Frospect Sreeet Ct. 2028F o1 412212007
Abreu, Anthony T 21074137 |Bay Middle School A @1 1358( 234 Drake Street 2018|M o7 8/12/2001
Abreu, James Fm) (25245888 |Bey Middle School BA @« 1888( 21 Elm Street 2018|M o7 5/1/2000
Abreu, Jimmette 27376970 |Morth Elementary 18 (@ 22(dy 482 Middleboro Meadow 2024F 02 11/3/2005
Abreu, Kristyn 22236162 |Crow Point High Schoal (W 'Y 57|y 962G Spruce St KeT 2017F 03 1111888
Abreu, Seklin 23105248 |Madison Elementary School|14B () (7 =7l dy 877 Randall Farm Landing 2021|F 05 7/24/2003
Achey, Josephine 23858367  |South Elementary w & 20| dy 758 Clition Blvd 2023F 03 12/17/2008
Acker, Hannah ¥l (26468581  |Medicon Elementary School[ 148 |© 04l dy 5335 Haynes Dr. 2022F 04 8/15/2003
Adams, Bruce 5. 27281562 |Bay Middle School w @ 721) 7453333 74 Partridge Way 147 2018|M o7 5/21/2001
4 [ 1 ]
[« ] [i:Raronson, Grace 0 -

Use the Quick Sort Option

You can quickly sort the information in any column within Aspen — on list pages and in pick lists. Click a
column header to sort the records in ascending order. If you click the column header again, the records
sort in descending order. The system remembers up to three different sorts per list and saves them as a
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custom sort during your current Aspen session. Note that the last column header you click serves as the
primary sort for your list.

To return to the default sort for the page, click the column header for the first column on the page.

To use the Quick Sort option:

1. Gotothelist page or pick list that you want to sort:

Pages Scenario  Workspace Courses Student Staff Rooms Rules Global

Options Reports Help
Courses
Details < ] o - [2] 0 of 248 selected £7 Courses To Schedule
5 . Crstio Description Sections PRC Y |aGm BindHext > Crslio
Requests
010 English 8 H B 6.0 111 oz2
Sections o1 English 9 C 3 6.0 101
= "
Rules 013 English & = 50 101
015 English 8 Mod o 0.0 loi0
Snapshots 018 MCAS English o 0.0 /0

2. Click within the borders of the column header that you want to sort. Those records are sorted in
ascending order, and a triangle appears next to the header name &. For example, click Department to
have records sort from Admin to Tech Ed.

3. Tochange that sort to descending order, click the column header again. The records sort from Tech Ed
to Admin, and the triangle in the column header is now inverted w.

4. If youwant to add a second and/or third level of sorting, click another column header(s).
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