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Select a Student
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3 records (/

Homeroom

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.




Starting Screen

Student Family/Contacts Health

Additional

Info Submit

Start

Annual Student Updates

You are updating information for the following student for the current school year:

Please complete each of the tabs, and then "Submit" when finished. If you need to stop and come back later, select "Save & Close".

Personal Information Notice

Every year we ask that all caregivers review the information on file for your child including address, phone numbers, emergency contacts, and medical information. Documents related to changes in
residency need to be brought to the Welcome Center for in person review. Questions can be directed to your school or the welcomecenter@maldenps.org. The “Student Information Update” box is
available throughout the year should you need to update your student’s record.

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.



Student Information Page (Part 1)
Address

Verify Address: Click

Student Information

DG RNBuAH o S “View"” to see the thSiCCIl

Local ID 24XX1440

isintrs F— address already on file.
e htsical or Mailing Addresses in the Notes field below. Then CIiCk On the drop

Is this address correct? * v dOwn next tO ”IS thiS

Physical Address Mailing Address -

s address correct” to answer
“Yes” or “No.” If your
answer is “No” please put
your new address in the

text box to the right.

Start

Address Notes (Please use this field to indicate any address changes, updates, or information)




Student Information Page (Part 2)
Phone Numbers

Phone Information

Enter the primary phone number (e.g., home). Contact numbers will be entered on the next page

Home Phone * Phone numbers will be formatted according to the pattern:
'918-123-4567"

Cell Phone

or with an extension
'918-123-4567 x123'

Housing / Residence

Housing status | v

Work Phone

Does the student share the primary residence with non-immediate family members (such as grandparents, friends, etc.)?

s the student's current residence temporary?

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.



Family/Contacts Page

Confirm Existing Contact
T —— Information: Click on the
parentGuardian/Other Contact name of an existing
o contact to review and edit

~ their information.

Start Student Family/Contacts Health

Contact Name Relationship Phone 1 Delete this contact?

No matcting recors Add a New Contact: Click
“Add"” to open ad “new
Is this student subject to a parenting plan or any court order? |~ Zeln tO Ct" fO g S d
e ters oy cntersof proacton' plsoe? (—] complete the information.

If you answered Yes to either of the questions above, you are required to submit copies of these documents to the school. Provide a brief summary here if you choose.

Legal Information

Oy

The contact information
form will open in a new

window as shown on the
next two slides.




Complete this form for at least one parent/guardian

First name * TESS D-l
IESinae MEAGHER Place of employment

4
Gender W
Relationship * Mother W
Allow portal access? * Yes v
Contact Order/Priority

Contact priority in case of an emergency * 1

Email Address

Primary email *

Alternate email

Phone Information

Enter at least one phone number
Home Phone *
Cell Phone

Work Phone

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.




Family/Contacts Page

Contact Information (Part 2)

Contact Questions Whether updating an existing
Does this contact live with this student? * Yes v Should this contact receive email for this student? * i C O n tq Ct O r O d d i n g G n eW

Is this contact a guardian for this student? * Yes w Should this contact receive mail from the school for this student? * No w

Does this contact have custody of this student? * Yes w Does this contact have access to this student's school records? * Yes w C O n td Ct’ th e pd g e I OO kS th e
Does this contact have access to this student?*  Yes v sdame. C om p | ete d I I Of th =
T r—— fields with a red asterisk next
Physical Address to them.

Is the physical address the same as the student? N

Mailing Address

Mailing address same as the physical address? N CliCk ”Ok" tO que thiS
contact’s information and
return to the
“Family/Contacts” page.

Contact Address Notes (Please use this field to indicate any address changes, updates, or information)

Repeat this process to
confirm or add any
additional contacts.

Tz




Family/Contacts Page

Start Student Family/Contacts Health

Additional

Info Submit

Parent/Guardian/Other Contact

Click on your name to complete your own record, then select Add to add any additional contacts for the student. Afte F CcCON fi ' i N g / U pd d ti N g

Contact Name Relationship Phone 1

| ~existing contact
_Mother | | . g . .
- — information and adding

Nnmatcningremrds | Ony neW ContOCtS OS
needed, click “Next” to
Legal Information mOve tO the neXt pCIge.

Is this student subject to a parenting plan or any court order? | v

Are there any orders of protection in place? | v |

If you answered Yes to either of the questions above, you are required to submit copies of these documents to the school. Provide a brief summary here if you choose.

Oy




Health Page (Part 1)

Start Student Family/Contacts Health

Additional

Info Submit

Primary Physician and Health Insurance

Complete all of the
fields on this page
| | with a red asterisk
T ————— next to them. Add
any comments or

Physician Insurance type v

Physician phone

Anxiety / Depression * v Daily Medication * v Orthopedic / Joint Issues * v
ADD / ADHD * v Diabetes * v Seizures * v O d d iti O n O I
Asthma/lnhaler * v Eating Disorder * v Speech Problems * v o f o

t to th
Bathroom/Toileting * v Hearing Problems * v Tuberculosis * v I n O r m O I O n O e
Blood Disorder * v Heart Condition * v Vision Problems * v teXt b OX be I OW.
Concussion * v Headaches * ' Accidents / Injuries * ~
Any Surgeries * v Medical Conditions Other * v

If you answered YES to any of the above, please explain.




Medications and Allergies

REQUIRED Please select if your child has any allergies.

Allergy to Food * v Allergy to Other * v

Allergy to Medicine * W EpiPen * ~

Provide any explanations for the selected allergies.

*REQUIRED**
PARENT/GUARDIAN AUTHORIZATION (Consent is required before any medication is given to your child)

Answer Yes/No to give permission to the school nurse to administer the following over the counter drugs:
*Medication dosage will be determined by child's weight and age.

**Children's chewable and liguid Tylenol/|buprofen MUST BE PROVIDED BY PARENT. Not kept in stock

Tylenol/Acetaminophen * v Ibuprofen/Motrin/Advil * v

Tums (antacid tablets) * v Benadryl/Diphenhydramine HCL * v

Permission to Share Information

I give permission for the school nurse to share information relevant to my child's health with appropriate school personnel when needed to meet my child's health and safety needs. | give
permission to exchange information with my child's primary physician for the purpose of referral and diagnosis and treatment. *

Caregiver | I
Signature

g
I I

Health Page (Part 2)

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.



Additional Student Information

Consent to Release Student
Directory Information: These
Additional Student Information - queStlonS Ore nOt reqUIred'
ionsentto RT:ea::IStudent D.Iirecton.f Informatioin - | o . h | y . | - d o Only use the drop down to
. answer “No” if you do not

information includes name, age, grade level, and images).
. consent.

~

Start Student Family/Contacts Health

Media (such as for a news story)

Malden Public Schools Channels (School district website, social
media, etc.)

College recruiters

~

Military recruiters (including address and phone number)

N | Additional Agreements:
These questions are required.

Allow use of Internet * | v
Agree to Technology Acceptable Use Policy * | v
Agree to Student Handbook * | v Use the d rop downs to

Student & Family Handbook

Indicate your agreement.

a e
Click “Next” to go to the last

page.



Submit

Additional
Info

Student Family/Contacts Health

Submit

Congratulations! You have reached the end of the Annual Student Update form.

Click each tab and review the information. When all information is accurate and complete, click Submit.

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.




C
Thank you!



