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15Bathroom loc reminder 



Turnover, Tasks, and other responsibilities in ASPeN: 
Who, What, When, Where, Why, and How

Presenter Notes
Presentation Notes
ASPeN stands for: Access to Services, Programs, and eNetworks.This product provides a variety of services for Montana's library community. Members of the public can search ASPeN to find a nearby library or learn more about their local library. Library Directors, Trustees, and staff can login to ASPeN to do much more. This lesson will guide library users through the tasks they are capable of based on their level of administrative responsibility within their institutions.  
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Agenda

• Sticky note activity
• Getting help
• Who?

‒ You!
• What?

‒ What each role can do
• When?

‒ Recommended update schedule
‒ Prompts 

• Break
• Why?

‒ Accuracy for professionalism
‒ Accuracy for outreach

• How?
‒ Directors: New v. Established
‒ Staff: New v. Established
‒ Trustee: New v. Established

• Questions
• Sticky note activity/evaluation

Presenter Notes
Presentation Notes
This is the agenda we will use to get us through the labyrinth of ASPeN Adminitrative tasks
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It is easy to get help with ASPeN.

Presenter Notes
Presentation Notes
This is done by opening a helpdesk ticket. Our helpdesk ticket system is monitored regularly, and someone will usually respond soon. It is best to open a ticket rather than send an email to an individual because there are back up people available to monitor tickets in case the primary technical support person is not available.  



WHO?

Directors

Staff

Trustees

ASPeN

Presenter Notes
Presentation Notes
Does everyone here have an ASPeN account? – setup station in the front. Difference between person and position – person is yours to maintain – Position is for directors to add. Who here is a director? – You are the most powerful ASPeN users in the room - Second to me – flex. you should have the credentials to make updates and changes to your organization and staff. Who is a library staff member? – You can be designated at your directors discretion to assume some director duties in ASPeN, and you can control your personal information, and your Continuing education tracking. Directors, if you want to do this please open up a help desk ticket and I will personally make those changes on the back end. Who is a trustee? You can control your personal information, and your continuing education tracking. 



What?

Director Staff Trustee
Personal Accounts

Master Editor

Self Editor

Organization 
Editor

Director Designee

Self Editor Self Editor

Presenter Notes
Presentation Notes
There are some other things you might need to do depending on your role at your library. 



When?
Staff changes
• Turnover
• Name changes
• Contact information

Trustee changes
• Terms expire
• New members

Organization changes
• Logo / Image changes
• Hours
• Phone number

Personal changes
• Finish a CE track
• Name changes
• Contact information
• Job changes

Library 
Survey

Presenter Notes
Presentation Notes
There are many times when you will want to make updates to ASPeN. 



Where?

Presenter Notes
Presentation Notes
Personal: - User Home  and update, CE and UpdateOrganization and staff – Organization admin / User home / UpdateBring self up to login and demo – if someone wants to come up to demo their own we can. CE – Demo CE as well. New director without access? Use the ticket system and I will get that process started for you. 



Why?

Presenter Notes
Presentation Notes
Generally your ASPeN entry is on the first page of Google hitsFYI Google SEO can take some time up pick up the latest version on state websites, so this may not change overnight, but it is still wise to make sure you are up to date in the system! 2. We run contact lists from ASPeN	- Demonstrate an advanced search	



How?
1. In aspen Update information
2. Demonstrate employee turnover
3. Live demo changes if anyone wants to try
4. What do you do when nothing works? – try a new 

browser, clear your cache, log all the way out and all the 
way back in. Open a ticket

Presenter Notes
Presentation Notes
In aspen Update informationDemonstrate employee turnoverLive demo changes if anyone wants to tryWhat do you do when nothing works? – try a new browser, clear your cache, log all the way out and all the way back in. Open a ticket. 



Known 
Issues

Presenter Notes
Presentation Notes
My top tickets are – Duplicate accounts - #1 issue – more than one account can actually create errors that stop the system from working – clues that this is a problem for you: Roles say Hydrology, you are not welcomed by name, and CE errors out or just redirects you to the main page again. People try to sign in to the Montana State GVT site instead of OKTA. Go to ASPeN and show example of the state sign in above the ASPeN sign in. There is nothing we can do about this. The State site requires it, but we did make it red to draw your attention. They think it is all broken but they are just not logging in at the right spot. Directors add a position account and don’t ask their staff members to make a personal account. When this happens the directory is correct but the staff member cannot track their CE and generally doesn’t know what the state library is talking about when they are told to visit these spaces – also when someone is not logged in CE doesn’t work because it needs an account to connect with. Groups of trustees or staff members trying to share an email address – This doesn’t work with ASPeN because OKTA, the authenticator, uses the email as each individuals unique ID. If all your circ clerks use a generic email address at work, like circulation@mylibrary.com only one person can use that. Each individual needs to make their own account so it might be wise to either give each person their own email address or have them make an email account for this purpose from one of the free ones online. New directors come on and don’t know that state library staff need to add them to OKTA ourselves before they can have master editor status to make changes themselvesOR A staff member moves into a director position but doesn’t tell us that they need the credentials to make changes to their Organization. 



Questions?



MSL Evaluation Survey

13
https://forms.office.com/g/ffUuzbA8gn

Presenter Notes
Presentation Notes
https://forms.office.com/g/ffUuzbA8gn



Continuing Education Credits

• Sign-in to each session.
• Credits will be applied to your 

CE Record by the end of the 
week.

• Log in to ASPeN to review 
your progress toward 
certification.

Category Credits Available

Library Administration 11

Collection Management and 
Technical Services 4.5

Library Services to the 
Public 7.5

Technology 6.5
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Presenter Notes
Presentation Notes
These are the rest of the credits available at fall workshops, and it is good that you learned how to get around in ASPeN because you will need to do that to claim these credits. 



Thank you!



Bobbi deMontigny
Montana Library Network 
Technical Support
bdemontigny@mt.gov
406-444-4103

mailto:bdemontigny@mt.gov
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