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1 Getting Started

Password

Notification

Note: this step is not required for Edmonton Catholic Schools’ users.

Before you sign in to eLuminate for the first time, your system administrator will send you
an e-mail notification advising you of your randomly generated password.

If you have not received this message, please contact your system administrator for

assistance.

Ca
)

1
—4.
Reply

From:
To:

Cc
Subject:

™ | BT Ih 4 $  Your eLuminate Password - Message (HTML - M
Message w
\ v ) e
i) 1 x _J Maove to Folder % Block Sender ifa Categorize b o) fq:
. % Create Rule &, sate Lists - ¥ Follow Up = 54
Reply Forward Delete > Find Sendte
to All 2] Other Actions ~ t % Mark as Unread OneNote

Respond Actions Junk E-mail

accounts @eluminate.ca
Tarasoff Angie

Your eLuminate Password

Optio

ns

OneNote

Sent: Mon 5/14/2007 3:13 PM

This is an automatically generated e-mail. Please do not reply to this message. Your eLuminate
account password has been reset

Your user name is: tarasoffa

Your randomly generated password is: x)H6&y9B;/4_a

Afer you successfully log in for the first time, vou will be required to change this password.

For support, please contact support@eLuminate ca.

Regards,

eLuminate Support Team

Password Notification

1. Take note of the user name that you have been supplied

2. Highlight all of the text to the right of the label that reads “Your randomly
generated password is:” — ensuring that you have highlighted any underscore
characters that might be at the end of the password

3. Copy the password to the clipboard by either:

a. Choosing File; Copy from the menu bar
OR
b. Pressing [Ctrl]+[C] on your keyboard
OR
c. Right clicking the text with your mouse and selecting Copy from the

context menu that appears

4. Open your web browser and navigate to the eLuminate URL that was provided to

you

2/8/2008

Getting Users Started

1-1



eLuminate

User Manual

Sign In

When you navigate to the eLuminate URL provided, the following page is displayed:

¢~ eluminate Login - Windows internet Explorer

g | ropcircteme eod ret Detudt s | 4K

[ et Logn | [ B0 -}

eLuminate Login Screen

Take a moment to read the messages on this page each visit you make to this page.

Important information will be posted here from time to time.

1. Enter the user name that you have been provided into the User Name field

2. Paste the password into the Password field that you have been provided by:

a. Clicking Page; Paste (Internet Explorer 7)
b. Clicking File; Paste (Internet Explorer 6)
c. Pressing [Ctrl]+[V] on your keyboard

3. Press Enter on your keyboard or click the Log In button

If your log in attempt was unsuccessful, the message, “Your login attempt was not

successful. Please try again,” displays in red text above the Log In button:

2/8/2008 Getting Users Started
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" el uminate Login - Windows Internet Explorer
G_’.\. o [y urapy— o T wlialx —
W e iogn | | R
oy 34 2007
i
- J Trsted e *, 0%

eLuminate Login Screen - Incorrect User Name or Password

Verify your user name and password, and attempt to log in again.

After three unsuccessful attempts to log in, your account is locked. Contact your system

adminstrator for assistance.

Change Password

After you have successfully logged in to eLuminate, you are asked to change your

password.
: Al riminate
LR34 FQALT
Please reset your password:
Password:
New Password:
Confirm New Password:
Reset Password Cancel
Password Reset
To do this:

1. Inthe Password field, enter the password that you used to log into the system by

using any of the paste methods explained in the previous section

2. In the New Password field, enter a new password. The new password must be
at least 6 characters long, and must contain at least one non-alphanumeric

2/8/2008 Getting Users Started
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character (such as an exclamation mark, pound sign, dollar sign, etc) to be

accepted.

3. Inthe Confirm New Password field, re-enter the password you have just created.

4. Click Reset Password to save your changes

If you receive the message, “The Confirm New Password must match the New
Password entry,” ensure that you have entered the same information in both fields,
and then click Reset Password.

If you receive the message, “Password incorrect or New Password invalid. New
Password length minimum: 6. Non-alphanumeric characters required: 1,” ensure
that your new password meets the requirements for length and non-alphanumeric
characters, and then click Reset Password.

Set Secret Question

After you have successfully reset your password, you are asked to provide a Secret
Question and Answer, in order to verify your identity and reset your password, in the even
that you forget your password.

Your password has been successfully changed.

Please enter your password and select a password recovery
question and answer. If you forget your password, you wvill be

prompted to answer the question to receive your new password.

Current Password: |

Password Question: | Favourite TV show s |

Answer: |

Update Password Question/Answer

Create Secret Question and Answer

To set your Secret Question and Answer:

1. In the Current Password field, enter the password that you created in the

previous step

2. Select a Password Question from the dropdown list

3. Inthe Answer field, provide an answer to your selected question

4. Click Update

Note: punctuation and capitalization “count” in your password answer.

Password Question/Answer

2/8/2008
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Getting Around eLuminate

After logging in to eLuminate, what you see depends upon the rights associated with your
user account.

Typically, teachers and school administrators will typically see the My Students view:

/7 eluminate - Windows Internot Explorer

G—:' |8 bt cdemo. ecsd. et M, asps = aslxl| 5.
S et B -6 - - e G- *

eLuminate

[ Loy ot Guaality Asmorance =] Par 27, 2007

N 1mportant Disclaimer from the Developer team...

Student 2970, Natasha
Jacqueline

Students

Cnline Raport Card Varsion 2-May 10th 2007
Test Varsion
cu [ Wo varranties offered or implied.

May 14, 2007

Bubject | At = 4 DEVELOPERS: PLEASE READ

Davelopers - please do aot make changes to the dats in this system, a3 it is being ubed for training and intemal
Typw: |AN = demonstration purpodes, If you must test anyihing n this system. ph siste that you retuen the dats to its
original state,

= ghatan 41 Nething lacks warse in screan shats than Achievement spelied wih thres t's,

Belos - Student 2970, Natashs Jacausting i
B8 04 - Stucant 3734, Lue Bric
8 04 - Srudant 3738, James Jeseph Edware
[l 04 - Sridast 3736, Rensigh Wivian
[ 04 - Studant 3737, Askiey Lynn Marie
8 04 - Studert 3738, Matteo Tgnacy
£l 04 - Student 3739, Kara Anne
£ 04 - Studart 3740, Odele Haria
0 54 - Srudant 3741, Allissn Ruth
[l 06 - Srudast 3776, Tessa Laigh
@ ghART 482
= gt ec
& At 40

g at 4B =
«

H

Student View

Users with jurisdiction administrators and users with setup rights will see the Setup view:

e - Windows Internet Explorer

w'il Pt e, ocad. e Manterance Man. s BT s
WS Bauras B e s DTk

B Create Descrignon Page

Setup View
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Note: menu items in each screen may vary according to the specific rights assigned to
your account.
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My Students View

The My Students view of eLuminate has four distinct components:

7 cluminate - Windows Internot Explorer
G+ o] onthcdems. et retam, oz
WO Eeumnate

System =

o

Stud ent N Impartant Disclaimer from the Developer team...
M Online Report Card Version 2-May 10th 2007
T Varsion
enu o el et
May 14, 2007
StIUd ent LOPERS) PLEASE READ
Navigator Beveloptes - pianen:ds e ki chanads b s et s e sivker oo X' b owd e Cafdop we bl
Hothing looks worse in sorean ahots than Achievemaent spelled wih thres t's.
Contents B8 04 - Stucant 3734, Lue Bric "

Fr ame 8 04 - Studert 3735, James Joseph Edware

[l 04 - Sridast 3736, Rensigh Wivian

£ 04 - Studart 3737, Ashley Lynn Marie
8 04 - Studert 3738, Matteo Tgnacy

£ 04 - Student 3739, Kars Anne

£ 04 - Studart 3740, Odele Haria

0 54 - Srudant 3741, Allissn Ruth

[l 06 - Studant 3776, Tessa Laigh

= ghART 482

s anec

& At 40

g at 4B |
« v

My Students - Overview

System Menu

Use the System Menu to access main categories of system functionality, including My
Account, My Students, Setup, Support, and Help.

eLuminate My Account Help Setup Support Site Messages Logout

System Menu

The System Menu is always available.

Student Menu

The Student Menu displays while you are working the My Students view. This menu
allows you to access system applications related to students, such as the Student
Information, Elementary Report Card, Junior High Report Card, IPP, Individual
Assessments, Attendance, and Print.

Student Menu

Note: If they are not in use at your jurisdiction or school, applications listed above will not
appear in your Student Menu.
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Student Navigator

Use the Student Navigator to navigate and select students to work with in eLuminate.
Selecting a student from this list, and then selecting Elementary Report Card, for example,
from the Student Menu will open that student’s report card.

Contents Frame

[Gur Lady of Quality Assurance = |

Students Filter Search

|
o]

 Classes | Students

Subject: | A =l

Status: |Active ¥|

Type: [ATT |

B ghart 48 -
4~ student 2970, Natasha Jacqusiine

£ 04 - Student 3734, Luc Eric
£ 04 - Student 3735, James Joseph Edwarc
m 04 - Student 3736, Reneigh Vivian
Q 04 - Student 3737, Ashley Lynn Marie
& 04 - Student 3738, Matteo Ignacy
£l 04 - Student 3735, Kara Anne
m 04 - Student 3740, Odele Marie
£l 04 - Student 3741, Allison Ruth
£l 06 - Student 2776, Tessa Leigh
® gharT 482
& g art 4C
@ ghart 40

- g Art 4E |
a4 3

|¥
Student Navigator

The contents frame, located directly below the Student Menu is the location into which the
For example, selecting Individual Assessment loads this
application into the contents frame.

selected application loads.

When you log in to eLuminate, the Site Messages application loads into the contents

frame.

2/8/2008
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Student 2970, Natasha

Student Info Report Card Ipp Individual Assessment Attendance Print

Jacqueline
Mar 27, 2007
g} Important Disclaimer from the Developer team...
Online Report Card Version 2-May 10th 2007

Test Version
No warranties offered or implied.

May 14, 2007

w DEVELOPERS: PLEASE READ

Developers - please do not make changes to the data in this system, as it is being used for training and
internal demonstration purposes. If you must test anything in this system, please ensure that you return
the data to its original state.

Nothing looks worse in screen shots than Achievement spelled with three t's.

Thanks!

Contents Frame (Site Messages Loaded)

Setup View

The Setup View has three components:

System

PSS
Categories

[Eomaraan Catrai Sront D =]

Setup i 1

b Asncuscemarnt lcons

Navigator || = s rees

¥ Assessrants
* o
Contents e e
Frame | «iae 7

¥ Delete Studerts
b Rsstors Records

System Setup Overview

Setup Navigator

System Administrators use the Setup Navigator to select and work with system
configuration options, such as data uploads, creating announcements, and editing Key
Learner Outcomes.

After selecting a configuration option, it loads into the Contents Frame.

Note: Configuration options displayed are dependent upon the security settings assigned
to your user account.

2/8/2008 Getting Users Started 1-9
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Getting Help

Help is available to you by clicking the Help item on the System Menu. Help videos
located here demonstrate how to work with the system.

Getting Support

Are you having trouble working with the system? Do you have a suggestion for how to
improve the system? Using the Support form creates a record of your request that in the
Support database. These requests are reviewed at least four times a year to determine
where improvements can or should be made.

Clicking the Support item on the System Menu opens the Support Request page in a new
window:

/= Support - Windows Internet Explorer | LEI l‘,{
=

Sorry you're having trouble, Administrator. i |

Please fill in as much detail about your problem as you can:

Issue Type: |Problem |

Email: Replies to your support request will

be sent to this email address.

Phone: |

Subject: |

Description
of Issue: —

[l send

| Trusted sites + 100% -

Support Request Form

Complete the form, and then click Send to submit your support request to your Jurisdiction
Support staff.

When Asking for Support

Be specific. Please provide the following information:

e What application you were working with (Elementary Report Card, IPP, Junior
High Report Card, Key Learner Outcome Maintenance, etc)

If applicable, what student were you working with

What you were trying to do

What you expected to happen

What actually happened

2/8/2008 Getting Users Started 1-10
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Providing this information in your message will help your Jurisdiction Support staff
diagnose the problem quickly.

2/8/2008 Getting Users Started 1-11






eLuminate User Manual

2 Key Learner Outcome Year Plans

Overview

Key Learner Outcome Year Plans (KLO Plans) allow you to create report card templates
for each subject and grade that you teach. One plan should be created for each reporting
period during which the subject is taught.

Creating Key Learner Outcome Year Plans is not a required step prior to creating report
cards, but it is recommended.

These plans follow you from year to year and school to school, except when the program
of studies is updated. Such an update results in all Key Learner Outcomes being revised,
so plans for the updated subject are deleted, in order to ensure that the plans accurately
reflect the current program of studies.

By the end of this section, you will be able to:

e create Key Learner Outcome Year Plans

o modify KLO Year Plans
o find and select an existing Key Learner Outcome to add to the plan
o0 create a custom KLO
0 delete a KLO from the plan
0 spell check the plan

e delete KLO Year Plans

e build Report Cards from KLO Year Plans

2/8/2008 Key Learner Outcome Year Plan 2-1
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Creating a Plan

1. After signing on to eLuminate, click My Account on the system menu

The My Account Navigator displays, with an empty content window.

7~ My Account - Windows Internet Explorer

G. - I'p P iSemo ] et (A Martrarce Mykciount Man ety Aiciurt sen

b Change Pasword

¥ ey Leamaer Outooma Year Flan

Figure 1: My Account View

2. Select Key Learner Outcome Year Plan from the My Account Navigator

The Key Learner Outcome Plan Portfolio displays in the content window.

Key Learner Outcome Plan Portfolio

Grade .....l
oo >

Subject

| Approaches to Learning -

Reporting Period
=

. add new plan

Figure 2: Create a New KLO Year Plan
Select a Grade that you teach from the Grade drop down list
Select a Subject that you teach from the Subject drop down list

Select the Reporting Period for which you would like to create your plan from the
Reporting Period drop down list

6. Click “Add New Plan

A new KLO Plan is created and displays below the @ Add New Plan icon.

2/8/2008 Key Learner Outcome Year Plan 2-2
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Key Learner Outcome Plan Portfolio

Grade

Im -

Subject

IEngII:h Language Arts LI

Reporting Period
=
@ add new plan

IM - English Language Arts - Reporting Period EI

) add Ko

Esm ¥ spell check... [ delete plan

[+ sert plans

agenerale report..

—

Figure 3: New KLO Year Plan
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Adding Key Learner Outcomes to the Plan

After you have created the KLO Plan, the next step is to add Key Learner Outcomes
(KLOs) to the plan. To accomplish this:

1. Inthe currently selected KLO Plan, click “¥Add KLO

| Key Learner Outcome Plan Portfolio |

Grade J
I04 vl

Subject

IEng!ish Language Arts ﬂ

Reporting Period

1=

() add new plan

ll4 - English Language Arts - Reporting Period E]
i | u]

) add Klo
[Elsave “ spell check.. [ delete plan

* sort plans

@generate report...

E
Figure 4: Add KLO

A blank space for a Key Learner Outcome is added to the plan

2. Click B8 to Find a Key Learner Outcome
The Find Key Learner Outcome popup window displays

2/8/2008 Key Learner Outcome Year Plan 2-4



eLuminate User Manual

/= Find Key Learner Outcome - Windows Internet Explorer

Grade: I~
Mool 0102 03Wo0al osT o6l 07" 081 09

General ODutcome:

| Please select a General Outcome _'_J

Specific Dutcome:

| : : =
Key Learner Outcome:

[Fraaz: T a Ko > : =
@- k o cancel

Figure 5: Find KLO

3. Select a General Outcome from the topmost drop down list

Note: This label will change from “General Outcome” to “General Category”
for fall 2007

The Specific Outcome drop down list is enabled
4. Select a Specific Outcome from the middle drop down list

Note: This label will change from “Specific Outcome” to “Sub-Category” for
fall 2007

The Key Learner Outcome drop down list is enabled

5. Select a Key Learner Outcome from the drop down list

/= Find Key Learner Outcome - Windows Internet Explorer

Grade: I~
Mool 0102 03Wo0al osT o6l 07" 081 09

General Dutcome:

|.'l.tl = houghts, ideas, feel and i _v_J
Specific Dutcome:

| 1.1 Discover and Explore -
Key Learner Outcome:

@ol: o cancel

El
Figure 6: Select KLO
6. Click @0k
The Find Key Learner Outcome popup window closes, and the KLO is added to
the plan.
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Key Learner Outcome Plan Portfolio
Grade =

|04 -]
Subject
|English Language Arts Ll
Reporting Period
1 -

) add new plan

04 - English Language Arts - Reporting Period EI

] IRmIIs of Summarizes main ideas or elements in a text = |
&) add klo
[Elsave *¥spell check... (0l delete plan

- sort plans

Eygenera te report..

Figure 7: KLO Added to Plan

7. Click ESave to save the plan

8. Repeat steps 1-7 until you are satisfied with the plan’s contents

Creating Custom Key Learner Outcomes
To create your own Key Learner Outcome:
1. Inthe currently selected KLO Plan, click “¥Add KLO

A blank space for the KLO is added to the plan
2. Click in the blank, and type a custom KLO

3. Click J"\B"‘-":Spell Check to run a spell check on your custom KLO
If there is a spelling error, the Spell Check dialog box displays

/~ Spelling - Windows Internet Explorer !E x;
Mot in dictionary: =
splling
Change to: lspelling
Suggestions: m
Context: Demonstrates grade lavel j
LT ability

H
Ignore Ignore All | Change I Change All I_Ai[ I:Io:l]

Figure 8: Spell Check KLO
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4. Click the appropriate action button at the bottom of the screen to apply or ignore
changes

The Spell Check complete confirmation dialog box displays

f Speliing check complete.,
Don't forget to save!

=

Figure 9: Spell Check Status

5. Click Save to apply your changes to the plan

2/8/2008 Key Learner Outcome Year Plan 2-7
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Deleting Key Learner Outcomes from the Plan
To remove a Key Learner Outcome from the plan:
1. Click the JDelete icon beside the KLO that you would like to delete
The Confirm Delete dialog box displays

Windows Internet Explorer E

\?‘) Are you sure you want to delete?

oK cancel |

Figure 10: Delete KLO Confirmation

2. Click OK
3. Click Save in the KLO plan
The selected KLO is deleted from the plan

Deleting a Key Learner Outcome Year Plan

To delete a KLO Year Plan:
1. Select the plan that you would like to delete, by clicking on the appropriate tab

Key Learner Outcome Plan Portfolio

Grade

04 =

Subject

[English Language Arts LI

Reporting Period
2=

. add new plan

04 - English Language Arts - Reporting Period 1

04 - English Language Arts - Reporting Period EI

i [ooops! &
'@ add klo
Esm %3 spell check...

[ delete plan

- sort plans

@g(nernu report...

—
| —

Figure 11: Delete Plan

2. Click JDelete Plan
The delete plan confirmation dialog box displays
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indons ntrne xplorer 3
\-'f) Delete this Plan permanently?
[ ] e |
Figure 12: Delete Plan Confirmation
3. Click OK

The plan is deleted from the portfolio

Building Your Report Cards

Key Learner Outcome Year plans can be applied to the report cards of all the students

that you teach by using the Build process.

Warning! Building report cards will overwrite any report card data for the subjects,
grades, and reporting periods selected. Be careful when running this process mid-

year.
To build your report cards:
1. Click Build in the My Account Navigator

The Build Report Cards From Plans page displays in the content window

Our Lady of Quality Assurance
Elementary

Term 1 - Sep 4, 2007 to Nov 16, 2007
Term 2 - Nov 19, 2007 to Mar 14, 2008

[ oa- English Language Arts - Reporting Period 1 Term 3 - Mar 17, 2008 to Jun 27, 2008
Last Built: Junior High

* Term 1 - Sep 5, 2006 to Nov 17, 2006
* Term 2 - Nov 20, 2006 to Mar 15, 2007
Term 3 - Mar 19, 2007 to Jun 29, 2007

* Reporting Period is passed.

REMEMBER: REBUILDING PLANS WILL ERASE EXISTING WORK! BE CAREFUL!

|} build

| Build Report Cards From Plans |

Figure 13: Build Report Card Plan

2. Select the plan or plans that you would like to build by clicking the check box(es)

to the left of the title

3. Click the Build icon
The Build confirmation dialog box displays

Windows Internet Explorer  £3

\‘\.")Buld?
[k | concel

Figure 14: Build Report Cards Confirmation

4. Click OK to proceed with building your report cards

2/8/2008 Key Learner Outcome Year Plan
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Messages display to advise you of the status of the build process for each plan

selected.
T
Our Lady of Quality Assurance -

Elementary
r i R * Term 1 - Sep 4, 2006 to Nov 16, 2006
04 - English Language Arts - Reporting Period 1 | * Tarm 2 - Nov 19, 2006 to Mar 14, 2007
Term 3 - Mar 17, 2007 to Jun 29, 2007

Last Built: Friday, June 8 2007 11:37 AM

[ 04 - Math - Reporting Period 1 Junior High
Last Built: * Term 1 - Sep 5, 20086 to Nov 17, 2006
* Term 2 - Nov 20, 2006 to Mar 16, 2007
Term 3 - Mar 19, 2007 to Jun 29, 2007

* Reporting Period is passed.

Result Plan Details
+  Built 04 - English Language Arts - Reporting Period 1 -
', Skipped 04 - Math - Reporting Period 1 Ne matching students found.
@ Done
REMEMBER: REBUILDING PLANS WILL ERASE EXISTING WORK! BE CAREFUL!
[} build

Figure 15: Build Messages

Once the build process is complete, the outcomes in the selected plans are
copied to all students in the appropriate grade, subject, and reporting period.

2-10
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3 Elementary Report Cards

Overview

The Elementary Report Card is where Key Learner Outcomes are selected or updated, levels of achievement

and effort are selected, and comments are created for each student in each class you teach.

Much of how you work with the system at this point depends upon the configuration options defined by your

school district. Please see your jurisdiction administrator for further information.

By the end of this section, you will be able to:

Access the Elementary Report Card

Work with report cards by Class

Work with report cards by Student

Add Key Learner Outcomes (KLOSs) to the report card

Find KLOs

Select KLOs to use on the report card

Create a custom KLO to use on the report card

Delete a KLO from the current report card and one or many other students
Copy one KLO on the current report card to one or many students
Copy all KLOs on the current report card to one or many students
Enter Levels of Achievement, Levels of Effort, and Modified Programs
Create comments

Copy comments to one or many students

Update Grade Level of Achievement data

Work with Behavioural conduct/Homerooms

Maintain Attendance

2/8/2008 Holy Spirit Elementary Report Card
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Accessing the Elementary Report Card
1. Inthe Student Menu, select Report Card; Elementary

The Elementary Report Card opens in the content pane

Studenl&3728, Stephanie Student Info Report Card Ipp Individual Assessment Attendance Print

Alexandra

ELEMENTARY

Reporting Period: |Term3 ¥

Program: |- Select Program if Applicable - |

Key Learner z

Outcomes: @ add klo

Effort: | Displays Effort Consistently *|

Comments: J
E_‘_] copy commaent...

Grade Level of -

Achievement: |- Select Grade Level of Achievement - LJ

[Hlsave *% spell chack

|—|

Note: The report card opens by default to the current reporting period. If you need to work with a
report card for a previous or future reporting period, select the desired reporting period in the
Reporting Period drop down list.
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Working with Classes

Depending upon your preference, you can update report cards for all the students in a given class, or for all
the classes for a given student.

To work with all students in a given class:
1. Inthe Student Navigator, ensure that the Classes radio button is selected
2. Select the Subject that you would like to work with from the Subject drop down list
3. Select the student that you would like to work with

| Our Lady of Quality Assurance j

Students Filtar Search

o C

% Classes  Students

Subject: | English Language Arts v
Status: |Active [v|

Type: All -

= @Language Arts 40 J
04 - student 3728, Stephanie Alexandra
& 04 - Student 3731, Jacob BenjaminFrank
£ 04 - student 3800, Rebecca Lynn
Q 04 - Student 3831, Cassidy Laine
£ 04 - student 3832, Cale Brady
£ 04 - student 3840, Monika Maria
£l 04 - student 3892, Joelle Alexis
£ 04 - student 468, Dominique
£ 04 - Student 459, Zaele

4 13

4. To work with a different student’s report card, select that student from the Student Navigator
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Working with Students
If your preference is to update report card data for each of the subjects taught for a given student:
1. Inthe Student Navigator, select the Students radio button
The display changes to list all classes grouped by students

|

| Our Lady of Quality Assuranoe ll

Students Filter Search

ol o

" Classes * Students

Subject: r
Status: |Active ¥
Type: r

=l sttudenl 3728, Stephanie Alexandra - 10013ﬁ
Language Arts 40
French Lang. Arts 40
Health 40
Homeroom 040
Mathematics 40
Music 40
Phys. Ed 40
Religious Studies 40
Science 40
Social Studies 40
gbskudenl 3731, Jacch BenjaminFrank - 10013
[+ j—"studtnl 3761, Samir Yusafali - 1001080 ﬂ

2. Select the student and subject you would like to work with

To navigate to the next subject, select the class from the list under the student’s name

To select a different student to work with, use the scroll bar to find him or her, and then click the
# Expand icon beside his or her name
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Adding Key Learner Outcomes to the Report Card
To add KLOs to the report card:

1. Inthe current student’s report card, click & Add KLO

Student 365, Sydney Student Info Report Card Ipp Individual Assessment Attendance Print

ELEMENTARY

Reporting Period: | Term 3 'I

Program: | - Select Program if Applicable - ;I

Key Learner

Outcomes: & E:] I a
If‘ Proficient Achi t j

@ add klo E“_] copy all..

Effort: | Displays Effert Consistently ¥ |

Comments: j

E;] copy comment...

E save " spell check

Q
A blank space for a Key Learner Outcome is added to the report card

2. Click B8 to Find a Key Learner Outcome
The Find Key Learner Outcome popup window displays

/= Find Key Learner Outcome - Windows Internet Explorer
Grade: =
Fool o102 0aWoal o5 o6l 07 0al o9
General Outcome:
| Please select a General Outcome -
Specific Outcome:
[ act t =
Key Learner Outcome:
© ok 0 cancel
El

3. Select a General Outcome from the topmost drop down list
Note: This label will change from “General Outcome” to “General Category” for Fall 2007
The Specific Outcome drop down list is enabled

4. Select a Specific Outcome from the middle drop down list
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Note: This label will change from “Specific Outcome” to “Sub-Category” for Fall 2007
The Key Learner Outcome drop down list is enabled

5. Select a Key Learner Outcome from the drop down list

(= Find Key Learner Outcome - Windows Internet Explorer

Grade: —
Mool 0102 03Wo0al osT o6l 07" 081 09

General Dutcome:

| 1.0 Expl houghts, ideas, feel and i -
Specific Outcome:

| 1.1 Discover and Explore =
Key Learner Outcome:

@ol: o cancel

6. Click @ok
The Find Key Learner Outcome popup window closes, and the KLO is added to the report card

Sluden:13?23, Stephanie

Student Info FReport Card Ipp Individual Assessment Attendance Print

Alexandra
ELEMENTARY '
Reporting Period: |Term3 ¥|
Program: | - Select Program if Applicable - ;I
‘K::LL:.::;.r ﬂ E'\_] |Self-nsse!se! and revises goals to continue to improve [il
[Demonslrales Proficient Achievement :I
() add kle [['] copy all...
Effort: | Displays Effort Consistently LI
Comments: LJ
=

I:h copy comment...

Grade Level of

Achievement: [- Select Grade Level of Achievement - LI

B save " spell check

|—|

7. Click ESave to save the report card

8. Repeat steps 1-7 until you are satisfied with the report card’s contents
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Creating Custom Key Learner Outcomes
To create your own Key Learner Outcome:
1. Inthe currently selected report card, click & Add KLO
A blank space for the KLO is added to the report card
2. Click in the blank, and type a custom KLO
3. Click JI"l:";":SpeII Check to run a spell check on your custom KLO\
If there is a spelling error, the Spell Check dialog box displays
/~ Spelling - Windows Internet Explorer _olx
Mot in dictionary: =l
splling
Change to: |spelling
Suggestions: spelling vI
Context: ngo-n:tbr;itt;l grade lavel ;1
';.J
Ignore | Ignore All I Change ] Change All I,A'il Clul]
.7

4. Click the appropriate action button at the bottom of the screen to apply or ignore changes

The Spell Check complete confirmation dialog box displays

Windows Internet Explorer [

3 Spelling check complete.
= Don't forget to save!

=

5. Click Save to apply your changes to the report card

2/8/2008 Holy Spirit Elementary Report Card

3-7



eLuminate User Manual

Copying Key Learner Outcomes

To copy a single Key Learner Outcome to the report cards of other students:

1. Click the I:'J Copy icon to the immediate left of the outcome you would like to copy
The Select Students dialog box is displayed

/= Select Students - Windows Internet Explorer

Language Arts 40 ]

Select All Students

[ 04 - Student 3728, Stephanie

[ 04 - Student 3731, Jacob
Alexandra

[ 04 - Student 3800, Rebecca
BenjaminFrank

Lynn

r_ £ )
[~ 04 - Student 3831, Cassidy Laine | 04 - Student 3832, Cale Brady M“_‘:‘ Student 3840, Monika

[ 04 - Student 3832, Joelle Alexis [ 04 - Student 465, Taylor [ 04 - Student 468, Dominique

" 04 - Student 465, Zaele

@okocincul
2. Select the students’ report cards to which you would like to copy the currently selected outcome, or
click Select All Students to copy the KLO to all students’ report cards
3. Click OK

The currently selected outcome is copied to the selected students’ report cards
To copy all of the current student’s Key Learner Outcomes to the report cards of other students:
1. After adding Key Learner Outcomes to the report card, and clicking save, click the I:'J Copy All icon
located to the right of the & Add KLO icon.
The Select Students dialog box is displayed

/= Select Students - Windows Internet Explorer

Language Arts 40 ]
Select All Students

[ 04 - student 3728, Stephanie

[ 04 - Student 3731, Jacob
Alexandra

[ 04 - student 3800, Rebecca
BenjaminFrank

Lynn

|_ e i
[~ 04 - Student 3831, Cassidy Laine | 04 - Student 3832, Cale Brady Mm"‘:‘ Shodent 3840, Mondies

[ 04 - student 3892, Joelle Alexis [ 04 - Student 485, Taylor [ 04 - student 488, Dominique

[ 04 - Student 463, Zaele

'.@ ok 0 cancel

2. Select the students’ report cards to which you would like to copy the current student’s outcomes, or
click Select All Students to copy the KLOs to all students’ report cards

3. Click OK

The Key Learner Outcomes on the current student’s report card are copied to the selected students’
report cards
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Deleting Key Learner Outcomes

To remove a Key Learner Outcome from the report card:

1. Click the JDelete icon beside the KLO that you would like to delete
The Confirm Delete dialog box displays

Windows Internet Explorer E

\‘\.") Are you sure you want to delete?

oK cancel |

2. Click OK
The Select Students dialog box is displayed

/= Select Students - Windows Internet Explorer

Language Arts 40 :‘ ]

Select All Students

[¥ 04 - Student 3728, Stephanie [ 04 - student 3721, Jaceb [ 04 - student 3800, Rebecca
Alexandra BenjaminFrank Lynn

I %
" 04 - student 2821, Cassidy Laine [ 04 - Student 3832, Cale Brady Marr Studant 3240, Wenlka
™ 04 - Student 3892, Joelle Alexis [ 04 - Student 465, Taylor ™ 04 - Student 468, Dominique

[ 04 - student 469, Zaele

2 ok EJ cancel

3. Select the students’ report cards from which you would like to delete the currently selected outcome,
or click Select All Students to remove the KLO from all students’ report cards

4. Click OK

The selected KLO is deleted from the report cards of the students selected
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Assigning Levels of Achievement

Depending upon the settings used for your jurisdiction, students may be provided with a default level of
achievement. Please check each student to ensure that the levels of achievement entered are accurate,
even if your jurisdiction uses the default.

To set the level of achievement:

1. Select the appropriate level of achievement from the Level of Achievement drop down list

i}:g::a?;zs' Stephanie Student Info Report Card Ipp Individual Assessment Attendance Print

ELEMENTARY

Reporting Period: | Term 3 Vl
Program: | - Select Program if Applicable - :]

Key Learner

Outcomes: ™ E“_] Self-assesses and revises goals to continue to improve

| Demonstrates Proficient Achievement

- Select Achievement Level -
Demonstrates Excellent Achievement wars to questions or tasks

#8 L) [Damonstratas Proficiant Achievemant | &

Demonstrates Basic Achieavement
Demonstrates Insufficient Achievement
Edits for correct sentence structure, punctuation, grammar and spelling

d ()
| Demonstrates Proficient Achievement |E
@ add klo E“_']copv all...

Effort: Displays Effort Consistently zl

Comments:

L) copy commaent...

Grade Level of
Achievement: [Srade 4 L!]

Bsave *% spell check

-
Elementary Report Card — Select Level of Achievement

2. Repeat this process until the Level of Achievement for each Key Learner Outcome on the report card
is updated for this student

3. Click Save

The updated Levels of Achievement are saved for the current student
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Working with Levels of Effort

To assign a Level of Effort:

1. Select the appropriate Level of Effort from the Effort drop down list

Student 3728, Stephanie o =
Alexandin = Student Info Report Card Ipp Individual Assessment Attendance Print

ELEMENTARY

Reporting Period: Term 3 |V

Program: | - Select Program if Applicable - E

Key Learner r N N .
Outcomes: ﬂ E‘:] Self-assesses and revises goals to continue to improve

Demonstrates Proficient Achievement |E

a8 E‘:] Communicates complete and thorough answers to questions or tasks I 5

Demonstrates Proficient Achievement Iﬂ

.Edits for correct sentence structure, punctuation, grammar and spelling | -
[ YRl gt
Demonstrates Proficient Achievement E
@ add klo E\:] copy all...

Effort: Displays Effort Consistently
- Select Effort -

Comments: Applies Extra Effort |
Effort is Inconsistent
Requires more Effort

EL‘J copy comment...

Grade Level of
Achi | Grade 4 M

Esm "% spell check

L
Elementary Report Card — Select Level of Effort

2. Click Save

Your changes are saved
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Working with Comments

Creating comments is the most time-consuming aspect of editing report cards. For this reason, we
recommend the following:

o Keep comments limited in length to a few sentences
e Save frequently if you're editing a particularly lengthy or difficult comment

To edit report card comments:

1. Enter the text of your comment in the Comments field on the report card

Student 3728, Stephanie i =
Alexandis = Student Info Report Card Ipp Individual Assessment Attendance Print

ELEMENTARY

Reporting Period: Term 3 _VI
Program: - Select Program if Applicable - i.[

Key Learner

Outcomes: i E:] Self-assesses and revises goals to continue to improve

| Demonstrates Proficient Achievement i]

. |Communicates complete and thorough answers to questions or tasks -
i L) . @

[ Demonstrates Proficient Achievement E

“ E‘J Edits for correct sentence structure, punctuation, grammar and spelling j

l Demonstrates Proficient Achievement :]

@ add klo E:] copy all...

Effort: | Displays Effort Consistently E

Comments: Stephanie has demonstrated |

E:] copy comment...

Grade Level of
ll:" 2 '

Grade 4 ﬂ

Esﬁve 4% spell check

2. When you have written the comment and are satisfied with its contents, click Jl'\E:ﬁ':SpeII Check to
verify that the spelling is accurate

3. Ifthere is a spelling error, the Spell Check dialog box displays
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(= Spelling - Windows Internet Explorer .
Not in dictionary: =i
splling
Change to: |5pe||ing
Suggestions: r!p_el'lvin_gE
Context: Demonstrates grade lavel ;!
ST ability
&
Ignuml Ignore All I Change I Change All 'ﬂl Clus.]
H

Spell Check Comment

4. Click the appropriate action button at the bottom of the screen to apply or ignore changes
The Spell Check complete confirmation dialog box displays

Windows Internet Explorer B

ﬁ Spelling check complete.,
== Dpon't forget to save!

Eoc

Spell Check Status

5. Click Save to apply your changes

6. To copy your comment to other students whom you teach, click Copy Comment

The Copy dialog box displays
| setect Students - Windows Internet Explorer = EmE X
£ | http:ffredemoz. eluminate. cafApplications/ReportCard/Select Stud lid=508said=68gid=048copytoid=uxCopyToldstpbf=uxC( ¥
Language Arts 40
Select All Students
[Jo4 - student 3728, Stephanie [Jos - student 3731, Jacob [Jo4 - student 3800, Rebecea
slexandra BenjaminFrank Lynn
[ o4 - Student 3831, Cassidy Laine ] 04 - Student 3832, Cale Brady 'l‘:‘ 04 - Student 3840, Monika
aria
I:l04 - Student 3852, Joelle Alexis D 04 - Student 465, Taylor D 04 - Student 468, Dominique
¥ q

[Jo4 - student 463, Zaele

|I @ ok ) cancel

7. Select the student(s) or click Select All Students to specify to whose report cards the comment
should be copied

8. Click OK to complete the copy
The comment for the current student is copied to the other students’ report cards

9. As necessary, edit the comments in other students’ report cards by following the steps outlined
previously
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Working with Behavioural conduct
Behavioural conduct differs from other report card subjects in the following ways:

e Behavioural conduct outcomes are typically fixed across the district, and are not editable by the
teacher

e Levels of Achievement applied to Behavioural conduct are typically different than those applied to
regular subjects
To update a student’s Behavioural conduct information:

1. Select a student enrolled in a homeroom class when grouping by Class in the Student Navigator, or
select the Homeroom class when grouping by Student in the Student Navigator

The Behavioural conduct subject displays in the Content Frame

Student 3728, Stephanie
Alexandra

Student Info Report Card Ipp Individual Assessment Attendance Print

ELEMENTARY
Reporting Period: .
Program: | - Select Program if Applicable - [ll

Key Learner

Outcomes: Works effectively with others

| Consistently [il
Respects the property of self and others
| Consistently [il

Accapts responsibility

X Sometimes el
- ‘..} Pty T"_“'L‘ B e . i
— T, il o e . PN
. =T T ST e s e AT S . ,;-" P _\.__f k. L A )

s . S e .

Hawe a wonderful summer, Stephanie!

Comments:

Ei] copy comment...

Esave 5 =spell chack

Elementary Report Card — Behavioural conduct

2. Select the appropriate Level of Achievement for each outcome listed
3. Enter a comment
4. Spell check and save as outlined in the previous section

5. If desired, copy the comment to other students by following the steps outlined previously
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Printing Report Cards

When you are certain that all teachers have contributed their assessments for the student(s); follow these
steps to print your report cards.

t Help Sstup Support i From your menus at the top choose Print.

Student Info Report Card At dance Print

Then choose Elementary Report Card.

]=Elementary Report Card

I=Elementary Report Card Summary
@More Reports. ..

You can now set your parameters. If you wish to print an entire
homeroom at a time, choose the appropriate homeroom. (you may
Reporting Pariad only see your own)

|Reporting Period 1, Sep 4, 2007 to Nov 16, 2007 ¥

Cover Page Format

Print By You also want to choose a cover [Display Student Reflection v
format (as determined at each [Vl Display achievement Lewvel Description
OHomeErooM 018 [IHOMEROOM 01T school). Do not use the Print Olprint Duplex
JHOMERQOM p2c []HOMERDOM D38 Duplex button. Instead use your
JHOMEROOM D4R [JHOMEROOM OS5H . . . .
[ HOMEROOM 05P8 [HOMERDOM 27360 copier drivers to choose to print both sides from Adobe PDF export.
[JHOMEROOM 4/51
Gover Page Format
‘Standard V‘
[pisplay Achievement Level Description
[Jprint Duplex Print By
__Student hd
If you want to print only selected students choose Student from this
drop down and then expand the homeroom selection using the + sigh —p & o1
button. Select which students you want to print. [ alsxander, Julia Mas

[ swila Mawvarra, Araceli

[1 Gaehring, Jackson Thomas Lance
[ Galloway, Brooklyn Taylor
[JGaly, Connor Gary Allan

Ml rmmns Cavkin Cabrinl

When you have made your selections as to what homerooms or students you want to print hit the print button
at the bottom of the screen. S print

A web preview will be generated of your report cards. This preview will not print or view 100% accurately!
You need to preview and print your report cards in Adobe PDF format. Select Adobe PDF as a format and hit
the Export button.

(This is found at the top of the
Print report window)

| 100% v| | | Find | Mext Zelect a format | Export @ =

Reporting Period 1 - Sep 4, 2007 to Moy 16, 2007

werwise stated, the student is assumed to be working at the enrolled grade level.

When you select PDF format and hit export, it will open in Adobe PDH reader. Choose to Open the file. Now,
within Adobe PDF Reader, you can save and print your document. Do not print using this button in the web
preview windows — print from the Adobe PDF Document. | would recommend you save a copy of the PDF
document as well. The PDF document is also searchable if you are looking to print a specific student at a
later date.
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