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Quarter 3 Report Card Pick-Up Tracking & Verification in Aspen

Quarter 3 report card pick-up tracking and verification must be completed in Aspen by Monday, April 15th at 5 p.m. 

School staff must record report cards picked-up during in-person parent-teacher conferences, or discussed during a parent-teacher virtual conference in Aspen. Report card pick-up tracking in Aspen can be completed by staff with the following Aspen role(s):  Principal, Assistant Principal, Grading Coordinator or Status Coordinator;  or by Teachers who are associated with a Homeroom.

Principal should also review the Tracking & Verifying In-Person & Virtual Third Quarter (Q3) Report Card Pick-Up guide. Main Office staff should reference the Main Office Report Card Pick-Up in Aspen guide and Teachers, associated with a Homeroom, should reference the Teacher Report Card Pick-Up in Aspen guide.

        

    






    

        



We've updated our website!

Take the tour to see all the new features.

Start tour





        

    




        

    






    
        
              Take a tour to see all the new features.
        

    



    
        
            




    
        
            	
        
            Changes to the High School Transcripts
        
        

	
    
        
            To better reflect the end dates of CPS high school semesters, the formatting on the transcript reports has be changed. Read more about this enhancement to Aspen reports, complete with screenshots to illustrate, on this document.

            

        

    


	
        
            Aspen - Physical Restraint and Time Out Documentation Changes
        
        

	
    
        
            The Physical Restraint and Time Out (PRTO) incident documentation process changed in Aspen on January 15, 2024. The 11-01 (pdf), Behavior Log, and ISBE Survey no longer needs to be completed and uploaded as separate attachments in the ICT Report. Instead, all 11-01, Behavior Log, and ISBE Survey content will be accessible within the ICT Report. The ICT Report must be completed, and parents must be notified, within 24 hours of the PRTO incident. Parents/guardians may be notified by phone/email and must be provided with a copy of the completed ISBE 11-01 Form (generated from Aspen), Parent/Guardian Notification of PRTO Letter, Parent Bill of Rights, ISBE PRTO Complaint Form, and CPS PRTO Policy.

We've put together this document and video that walks you through adding a PRTO Incident in Aspen.

            

        

    


	
        
            Enrollment and Contact Processes Updated
        
        

	
    
        
            New and Improved Register/Enroll Student Tool!

The Registration and Enrollment tool has been enhanced to make it easier to use and to reduce the chance of creating duplicate student records. It now allows the user to search for a student by Student ID. If the Student ID is unknown, the tool then prompts to search for a student by parent/guardian's email address, phone number, and finally by student name and birthdate. Learn more about preventing and resolving duplicate student records with this guide and view the updated Student Enrollment and Withdrawal video or user guide for additional process details.

New and Improved Way to Add New Contacts!

 Having multiple contact records in Aspen for parents and guardians can make it more difficult to have one parent portal account with access to all of their students. The new "Add New Contact" tool will make it easier to search for existing contacts before creating a new one. The search will start with parent/guardian email address, followed by phone number, then by name. By reducing the occurrences of duplicate contact records, we will make the family's CPS experience much better! Access the new "Add New Contact" tool at Student Top Tab -> Contacts Side Tab -> Options -> Add New Contact. See the updated video and user guide for complete process steps.

            

        

    


	
        
             Aspen Magic - Customizing Aspen for Data Retrieval
        
        

	
    
        
            Jessica Mulder, a Super-School Counselor at Gwendolyn Brooks College Prep, has put together a great presentation on how to make Aspen work for you.

If you ever wondered:

	Why can't they add my favorite student field to my data view?
	How can I make my favorite data view the default, saving me extra clicks?
	Can I hide filters and data views that I don't use?
	Can I build my own filter to just show the students that I am focusing on?


The answer is "Yes!" and this presentation drafted by an Aspen super-user, is a great way is get started down that path.

            

        

    


	
        
            Mass Updating: The Crucial Step You Might Be Missing in Aspen
        
        

	
    
        
            When you’re performing an activity for a subset of students (like mass updating attendance or printing reports), it’s VITAL that you follow the below steps:

	Select the desired student records
	Click Options & Show Selected. This will get these students on their own screen.
	Then perform the desired activity. If you skip Step 2, you will be performing the action on ALL of your active students, even if you checked a subset of records.
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                                                            (Tentative) Q3 Summer Bridge Eligibility Forecast report availability Aspen Teacher Grade Posting and Branching Minds Intervention for Benchmark Grades (2nd, 5th, and 8th graders)

2nd graders in reading and 5th & 8th graders in reading, math, science, and social science data as of 3/22/24 (5 p.m). Past grades may need to be recorded manually in Aspen for students entering the district for the first time. For existing CPS students who experience schedule or homeroom changes between grading periods, it may be necessary to merge transcript records to ensure accurate final grade calculations, including for summer eligibility forecast reporting.

Students who have modified promotion criteria on their IEPs and have met the criteria are not required to attend summer school.

Any high school interested in a later date for computing class ranks can request to have them computed on Saturday, June 8th. The request for an alternate schedule must be sent to the Office of Education Policy and Procedures by Friday, April 12th date (policy@cps.edu).
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Become an Aspen Super-User!

Check out our glossary of Tips and Tricks to grow in your knowledge of Aspen.

Teachers

Admins
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Need Assistance?

Call the IT Service Desk at 773-553-3925.

Mon-Fri: 7am -10pm
Sat-Sun: Closed
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