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Back to School Process

● Starting with the 23-24 School Year we will utilize Aspen to capture Back to 
School information. This includes:
○ Parents updating email, phone numbers, emergency contacts
○ Parents electronically accepting Beginning of the Year forms

■ Acceptable Use Policy
■ Building Handbook
■ FERPA/Photo Permissions



Parents Begin in Aspen Pages

Click on “Initiate” under the Back to 
School section



Parents must complete each of their students separately



Parent Start Tab



Parent Student Tab

Parents cannot update their address with Back to 
School. They still follow the process of filling out 
the online Address Change form and must provide 
2 proofs of residency. This link takes them to the 
Address Change page of our website.

These answers are 
required



Parent Family Tab

Parents can click on their name and 
edit their email and phone numbers. 
They cannot change their names or 
address. Again it prompts them to 
complete our online forms for these 
changes. 



Family Parent Tab
Only the parent who is 
logged into Aspen can 
edit their own 
information. They cannot 
edit other parent 
information in Back to 
School. The other parent 
will have to log into aspen 
and complete the Back to 
School to update their 
information or they need 
to fill out the online 
Information Change 
form.



Parent Other 
Contacts

Parents can make any 
adjustments to this tab.



Parent Additional Info Tab



Parent Acknowledgements/Consent Tab

Parents must complete the required fields in 
order to move forward to the submit phase. 



Parent Submit Tab

Click on the submit button to complete the Back to School 
process.



Parent Aspen Pages
Once the Back to School process has been completed the parent can view this on 
their Aspen Pages. If a Back to School is incomplete it will also appear here. This 
will show for all students that the parent has started and/or completed. Once 
completed the parent cannot access the workflow.

To return to an incomplete Back to School the parent needs to click 
on the green check mark. Submitted means the parent has 
completed the Back to School and staff need to accept it.



Parent Aspen Pages

Once staff has accepted the Back to School submission “Accepted” will appear. 


