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Student Handbook Workflow – Instructions for Students 

*You only need to complete the workflow once* 
 

Log into Aspen 

STEP 1 – Set Preferences – 1 time set up 
*You only need to set these preferences once* 

 
Click your name in the top right corner and click on Set Preferences 

 
 

Click on the Home tab 

 
 

Make sure Tasks is checked off. Click OK 

 
STEP 2 – Initiate Workflow 

 
Find the Tasks Widget on the right side of the page. 
Click Initiate. 

 
 

You will see both Student Handbook Workflows for the Middle School and High School. Pick the 

workflow for the school you are at. If you click the wrong workflow. You won’t see yourself in the next 

step. 
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Click on the Magnifying Glass to select yourself. 

 
Select yourself from the list (you should be the only one listed) and click OK 

 
 

Click Next at the bottom of the workflow window. 

 
 

STEP 3 – COMPLETE STUDENT PERMISSIONS – NHS IS ON THE NEXT PAGE 
 

COAKLEY MIDDLE SCHOOL 

Handbook section: add today’s date signifying that you received the middle school handbook (link on 

workflow page) 

Click Next 

 

 
 

A confirmation screen pops up, click Finish at the bottom 
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NORWOOD HIGH SCHOOL 

Handbook section: add today’s date signifying that you received the high school handbook (link on 

workflow page) 

 

Optional: Add today’s date to the Military Opt if you don’t want your child’s information given to 

military recruiters.  

 If the date is filled in here that means your parent/guardian filled out the Military Opt-Out on 

their workflow and the school saved the data. You won’t see anything in the workflow until the 

school saves the data. You can edit the fields and submit again if you want. 

 

Click Next 

 
 

A confirmation screen pops up, click Finish at the bottom 
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How do I know if I did it right? 
There isn’t an email confirmation, but you can see the Registration by changing your Tasks dropdown 

to Closed Tasks. 

 

 
 

Once you submit the workflow, your School will save the information to the 

student record.  


