
HOwooooooo 

How to Change Class Attendance to excuse student's attendance 
 

1. Sign into Aspen. 
2. Click your class period. 

 

 
 

3. Click on the O option 
 

 

4. This box will open up. 
Click on “Other Codes” 



HOwooooooo 

 
 
 

5. Pick the reason code. 

These are the most common codes. 

FT= Field Trip 
MCAS 
S= Suspension 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Click on OK for it to post. 
 
 
 
 

Here is an example of what if will look like. 
 
 


