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Aspen SIS Online Registration

1) Launch Aspen

This will not work from a mobile device. It must be done on a laptop or desktop computer.

Open https://alcdsb.myontarioedu.ca/ in web browser.

Click REQUEST AN ACCOUNT.

Renfrew County - SIS

Login ID

Request an account

Password

Trouble logging in?

Loginusing | /=) AASP }

2) Account Type
Select the first option for Account Type.

Click NEXT STEP.
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Account Type

Please choose one of the available account types below.
==

« | 1am a parent new to the board
Choose this option if you are new to the board and the system doesnt contain any of your information

1 am a parent new to Aspen
Choose this option if you already have students enrolied in the board, but do not yet have an Aspen account.

Click here to have the account validation email resent

3) Personal Information

Fill in the requested fields for personal information.

Click NEXT STEP.

Personal Information

Please fill in the requested data below.

First name *
Last name *
Address line 1 *
Address line 2
City *

Province

Postal code =

Home phone =

Test
McTesty

123 Someaplace

Somewhere
ON v
1atala

123-456-T890

4) Account Information

Fill out the requested fields for Account Information.
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Click CREATE MY ACCOUNT.

Account Information

Please fill in your user account information below.

Primary amail * test@tast com

Confirm email * hﬁl@lmmﬂ

Password *

Requiremenls

Confirm Password | [

5) Confirmation

You will then receive a confirmation that your account request has been processed.

Confirmation

+ Account request processed!
Next step

A verification email will be sent lo the address you specified. Please click on the confirmation link in the email to verify your

address. Once verified, you will be able to log into Aspen using the email address and password you provided during the
request process

6) Verification Email

You will receive a verification email within a few minutes of creating your account.

You may need to check your junk folder.
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Click on the link to verify your email address.
Welcome! Please verify your Aspen email address Inbox x

doMNotReplyPD@MyOntarioEdu.ca doNotReplyPD@myontarioedu ca via sendgrid.net
B to shansen -

Hi Follett Test,

Thank you for requesting an Aspen account

Your request was submitted using this email address JPlease click here to verify your email address

If you didnt request an Aspen account, please click hare to cancel the request

Thank you
Aspen System Administrator

7) Email Validation

After clicking the link in your email, you should receive confirmation that your verification was
completed successfully.

Click CLOSE and then login using the email and password provided during the request
process.
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Email Validation

Your email address has been verified. You may now login using the email rd provided during the request process.

Verification completed successfullyl

8) Initiate Workflow

Once logged in, navigate to lower right hand side of page and click INITIATE.

Renfrew County District School Board 2019-2020
Test, Follett

Last 30 days ¥
Sascn ¥ Atendance ¥ Grades  Incidents
Open Tasks v
Received Workfiow
|
Star a new Online Registration workfiow
To Da
# Owirdue Onling Assignmants  # Todsy ¥ Tomorow Week View
N student found.

9) Complete Registration
The registration window will open.

Select a school year and then click NEXT.
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Parent/ Guardian/Sibing oy
wrent/Guardia/SBEO08 | 1nsormation

Méw Registration
Pioase compiets each of the tabs, and then “Submi™ when finished.

175 Save’ and Men ‘x Close’. All your information i sutomatically saved when you move 0 8 new tab, of salect he Mexd 4 of "¢ Previous’ butions.

Bersonal Information Notice
Parsonal information on this form & collected under the authority of the Eclucabion Act and suliect o the Municioal Freedom of Infarmabon and Profecton of Privacy Act. The personal information
cobected will be used for education, adminisration, and statistical purpeses of the District andior Minisiries and Agencies of the Govemment of Ontario and the Govemment of Canada. Questions
about this coliection of personal information should be dinected 16 ™e Fraedom of information Co-oranator, 1270 Pembroke Siree! West, Pembroke, Ontanio KEA 4G4 613-735-0151
School Year Selection
To begin regisiration, select & schocd year below
20192020

All your changes are saved when you chck the Next or Previous butions. You may ciick Cancel at any time and come back later to complete this form.

10) Submit Registration

After providing all the requested information in the registration window, click SUBMIT.

" Addion Earty Year
Parent/Gabrdinn/Sbbngs | g Lot et Sehoo! T Submit

Documentation

Required proofs of residency and any other documentation

Wit MuSt provide paper fioms when you visil your school of thiee (3) of the follwing for preof of residency:
Title E e « Bank aperwork

» Morigage "

* = Frafesed

Done!

Cong ions! You have hed the end of the Registration form.

Before submitting, please review the information you have entered by clicking on each tab

Hote: Onee you chek the Save button you will not be able 1o edi fis form

o= ==

11) Print Registration

After submitting the online registration, you can then click PRINT to view/save/print a PDF
form with your registration responses.
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Thank you for completing this online registration.

Print the form below and be sure to sign both lines at the end of the report.

The next step is for the school to review and accept the registration. You will receive an email notification when your
registration has been accepted.

After you receive the notification that your registration has been accepted, you will then need to bring this signed form along with the
required proofs of residency to your assigned school.

Name Description Print

[Podtal Registraton Fonm 0
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