WELCOME TO THE FAMILY PORTAL:

Before you try to login, be sure you have enabled pop up windows from https://ma-newburyport.myfollett.com/.

URL FOR Aspen X2: https://ma-newburyport.myfollett.com/

First time Login and Emergency Contact Update Instructions

Follow the instructions below to fill out your emergency card on the Aspen Family Portal.
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Go to: ’ . P
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https://ma-newburyport.myfollett.com/

Enter the Login ID and the password you
received in the mail. If you did not receive a
Login ID and password, please email:

rt-x2@newburyport.k12.maus | L T R
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If this is the first time you have logged into the Family

Portal, your password is expired. You will be required to

create a new password when you login. o ——
‘our password has expire

o nin{ = Please create a new one.
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Click OK in the pink box e =

‘name, date of birth, personal id, or only sequentia letters of numbess

Re-enter the password twice.

Current Password

New Password
Your new password must be a least 6 characters SN plend
and contain least one uppercase letter and one number.
Passwords are case sensitive.

If the pop up window to pick a new password does not
appear, you have not allowed pop ups from https://ma-
newburyport.my follett.com/ in all your pop up blockers.
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3.

Begin Process of updating Security
Information

You will now see the X2 Aspen Family Portal
Home Page

Click on the Set Preferences Tab (upper right
hand corner near Log off)
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4.

Select Home Tab

Make sure Tasks Box it checked
Click

Tasks — this should be checked to enable
Emergency Contact Update Workflow
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5.

Begin process of updating emergency
contacts.

When you return to the Homepage, Click on
the Family Top Tab
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You will find a list of your students.

Academics  Activities  Calendar
Options Reports Help

Students

Please contact us at:

0of 4 selected &7 Active St
= DOB lGrade Schaol > Name:
Contacts -
rt-x2@newburyport.k12.ma.us i b
Health ] retenc, s a0 [ vy Dl Offes

Transcript

if there are any errors in this list.

Schedule

Hotification

Click on the Contacts Side Tab.
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You will see the list of emergency contacts on ‘;1 —— - T
record for the first named student.
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Check the details of this list and make notes of
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any amendments you need to make. 0ot sehcted @
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Click the advance arrow (upper right hand e et et e e [+
corner) to move to your next student.
Repeat until you have viewed all of your
students.
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9.
Click the Spy Glass to create a list of your
students.

10.

Check the Radio Button Beside the name of
the student whose Emergency Info you wish
to access.

Click OK




11.

Click Next
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Workflow Contact Verification -
Date 9/5/2011 BE
Student Pretend, Brothert Q)

12.
Check that the information for this student is
correct and edit if necessary. Then,

Click on the Contact Top

Initiate Workflow: Details

Contact Verification Details for Pretend, Brothert

Student
Demographics

Firsttame. Srothert Home Phane (primary) | Home Prane
Lasthame Pretend CellProne.
Streat 1 Pretend Svast Mobile Phone (primary) | Wort Phone
nt 1

City, State Zip Newsuryport, Ma 01950

Grade Level os

ParantiGuardian Email | tes@amailcom

13.
A list of your contacts will appear.

Click on the First Name (blue link) on each
contact to see their contact information.
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Contact Verification Details for Pretend, Brother!

Contacts

Contacts
Click on the name(s) below to update the contact information

Last name.
Pretend

Preten
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Check contact information, edit if necessary.
CIICk OK. First name Mother
Last name Fretend
Home Phone IH-IO0C-HI00E
Waork Phone HOO-ID00-I0000
Cell Phone HOOC-X000-I000
Address 1 Pretend Street
Apt 1
City, State Zip Mewburyport, Ma 01850
Email {primary} wocco@email.com
Email {alt.} woocd@email.com
15. & httpsy/fma-newburyport myfollett.com/7validWizard =true - X2 Aspen: Initiate Workflow - Internet Ex... @Iﬁ
TINUHLE YYOl ROV . Do iais otep £ Or
Once all contacts have been verified Click the PG ‘ ‘
Next button D"
First Hame Brother! Home Phone (primary} Home Phone
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City, State Zip Newburyport, Ma 01950
Grade Level 04
Parent'Guardian Email tF_ﬂ.t,@E.ma.il.. com
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16.

You will be returned to the Homepage.
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