
HOW TO COMPLETE
THE ANNUAL

STUDENT
INFORMATION

UPDATE 



Log On To Aspen

https://ma-malden.myfollett.com/aspen-login/?deploymentId=ma-malden

Click on this
drop down
menu to select
your preferred
language for
log-in

Login to your Aspen
account

If you do not know
your Aspen login
information, please
contact your
student’s school for
assistance

https://ma-malden.myfollett.com/aspen-login/?deploymentId=ma-malden


Select Preferred Language in Aspen

Then click on
this drop

down menu to
select your
preferred

language and
click “ok.”First click on this

button to open
the language

preference
menu. 



Click on this button to
Start the Annual

Student Information
Update for a student.

Start the Annual Student
Information Update

Once you open the Annual Student Information Update, do not
click the Back, Forward, or Refresh buttons in your browser.
Only navigate with the buttons indicated in these instructions



All students associated with your
Aspen account will appear here. 

You will need to complete and submit
an update for each student
separately. 

Select the student you would like to
start with and click “ok.”

If you are missing a student that
should appear here, please contact
your child’s school.

Select a Student



There is nothing to complete on this first screen. To move on click “next.”

You can also click “Save & Close” at any time in this process if you’d like to return
to your work later, but be aware that this will not submit any information.

Starting Screen



Verify Address: Click
“View” to see the physical
address already on file.
Then click on the drop
down next to “Is this
address correct” to answer
“Yes” or “No.” If your
answer is “No” please put
your new address in the
text box to the right.

Student Information Page (Part 1)
Address



Primary Phone Number: If you don’t have a “Home Phone” enter your Cell Phone in
both the “Home Phone” field and the “Cell Phone” field.

Housing/Residence: Answers to these questions are optional.

Click “Next” to move to the next page.

Student Information Page (Part 2)
Phone Numbers



Confirm Existing Contact
Information: Click on the
name of an existing
contact to review and edit
their information.

Add a New Contact: Click
“Add” to open a “new
contact” form and
complete the information.

The contact information
form will open in a new
window as shown on the
next two slides.

Family/Contacts Page



Whether updating an
existing contact or adding
a new contact, the page
looks the same. Complete
all of the fields with a red
asterisk next to them.

Family/Contacts Page
Contact Information (Part 1)



Whether updating an existing
contact or adding a new
contact, the page looks the
same. Complete all of the
fields with a red asterisk next
to them.

Click “Ok” to save this
contact’s information and
return to the
“Family/Contacts” page.

Repeat this process to
confirm or add any
additional contacts.

Family/Contacts Page
Contact Information (Part 2) 



After confirming/updating
existing contact
information and adding
any new contacts as
needed, click “Next” to
move to the next page.

Family/Contacts Page



Complete all of the
fields on this page
with a red asterisk
next to them. Add
any comments or
additional
information to the
text box below.

Health Page (Part 1)



Complete all of the fields
on this page with a red
asterisk next to them.

Permission to Share
Information: Select “Yes”
or “No” from the drop
down in this section and
then enter your name in
the “Caregiver Signature”
text box to confirm.

Click “Next” to move to
the next page.

Health Page (Part 2)



Consent to Release Student
Directory Information: These
questions are not required.
Only use the drop down to
answer “No” if you do not
consent.

Additional Agreements:
These questions are required.
Use the drop downs to
indicate your agreement.

Click “Next” to go to the last
page.

Additional Student Information



Click “Submit” to finalize and submit the student information update.

If you have left any required fields blank, an error message will appear. You
can click on “Previous” to navigate back to previous pages to enter required
information then try submitting again.

Complete this process again for each additional student you may have.

Submit



Thank you!


