
How to Journal on a Student

1. Sign into Aspen.
2. Click on Student

3. Find the student you 
would like to make a journal entry on. 

Then, click on student name. 

4. On the left you will see this.

5. Click on Documents on the bottom. 

6. You will see this open up. 

7. Click on Journal

8. Then Click on Options towards the top of screen.

9. Then, click on Add
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10. You will see this screen open up. 

11. Fill out the date, time, type, reason code

      Then, fill out the information you would like to document in the Comment Section. 

      When you pick a Referral code or Follow-Up code, you will have to send an email to that     
      individual(s) for them to be notified. Aspen will not notify them. 

Here is a list of the Referral code options. 

12. Click on Save to ensure it is logged into Aspen. 


