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Introduction 

These are the instructions for creating an Aspen family portal 
account. To create an account, you must first be sent an invitation 
from a Holbrook Public Schools administrator. 
 

1 Create a directory under Tutorials which holds the type of tutorial for example Phone system. In the 
directory open a second directory with the specific name of the tutorial. In that directory open a 
subdirectory for appendix where it is going to be use for all the extra files. This file should be named with 
the year month and day, hyphen and a short title. Remember that this is manage with link so place them 
and not change the name so it can be linked. 
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Procedure 

1. Open the email from aspen-sysadmin@myfollett.com 

 
2. Click on the link in the email. This will take you to the Holbrook Aspen login page. 
3. Choose “I am a parent new to Aspen” and click the Next Step button. 
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4. Enter the Security code provided in the email in the first text box. Enter your last name in 
the second box. Click the Next Step button. 

 
5. Confirm your personal information. If anything needs to be changed, please call your 

student’s school office. Whether something needs to be changed or not, you can move 
forward with the account creation by clicking Next Step. 

 
6. Fill out the Account Information form with your email. Create a password for the portal 

and choose a security question and provide an answer. This will be used for any 
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password resets. 

 
7. When finished with the account creation process, you will see this confirmation page. 

Wait for another email from Aspen. 

 
8. Open the email from Aspen. Click the link to verify your email address. 
9. An administrator from the school will be sent a request to verify your account. Once the 

account is approved, you will receive an email that you can log in and view your 
student’s information. 
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