Eluminate Report Card Notes for Dummies (LOL)
1.  Log on using user name and password on computer.  Open internet.
2. Under Grande Prairie Catholic Schools—go to Educators—Eluminate—put in User name and Password.
3. Go to My account (in grey box- 1st one on top line)
4. Go over to Tools and choose Key Learner outcome year plan.
5. You are into your plan portfolio.  We are all in Elementary – choose grade level from drop down box.  Choose Subject you want to start with –ie)Art and term you want.  Be sure to click on Add new plan for each subject.
6. To choose outcomes—click on add KLO—Then click on binoculars—then choose a general category—choose a subcategory—choose a Key learner outcome – choose ok---SAVE!!! Every time you do anything be sure to click save before you leave that window!
7. NOTE:  Don’t forget when building term 2 and 3 later in the year to go to MY ACCOUNT and choose your key learner outcomes there.  Do not build report under going into My report card as it will not save for next year.
8. Once you have finished choosing all learner outcomes for all subjects you teach, then choose Build on left hand side.
9. Once you have built your report card and you want to work on adding your marks, comments, etc.  , when you go into Eluminate you now choose Report Card (which is on the 2nd line in grey box on the right) Elementary.  This will automatically bring you to where you want to be.
10. On the left hand side choose the subject level you want to work on.
11. Each time you finish adding anything with each child before clicking off that window—SAVE!!
12. For Attendance – you will have to get an attendance sheet from your secretaries right before report cards go out – click on 2nd grey box on the right, choose attendance.  A whole list of your class comes up and simply enter absences and lates and don’t forget to SAVE!

Printing:
1. Be in Elementary Report Card window to print.
2.  Choose print from 2nd grey  box above on right side.
3. Reports  will come up.  Click on Elementary report card.
4. Print by homeroom.
5. Check box that says homeroom.  There is a cover page format—standard, display student reflection, display certificate of placement.   Most schools choose display student reflection (this shows a box for students to write a goal and reflect with their parents).  Note: The display certificate of placement is for term 3 only when the child is ready to go on to the next grade level.
6. There is a display level of achievement description that will print with your report card that will explain what the marking system is like (excellent, proficient, basic, insufficient) for parents.
7. At bottom of page there is a print button – click -- a new screen will pop up that says reports are being generated--- now report card will come up.
8. At the top there is a toolbar that you will need to find the box that says select a format on the right hand side.  Click on the drop down box and choose ACROBAT PDF file.
9. Right next to that click on export (blue then turns red when you click on it)
10. Once you do that it will download the file and there will be another text box and it will say do you want to open or save this file.  You can save it to your personal files if you wish, but you cannot change in your personal files –you have to go back into eluminate and go through the process again.  If you save them it is just for a reference for yourself in future years.  Sometimes if you are trying to open and it says error you may have to try opening it again or save and then open.  
11. Open files—you should get a screen with a toolbar down the left hand side of the page that says page, question mark and dialogue boxes.  Then you know you’ve opened your report cards.  (Remember this is a read only screen – any changes will have to be done back in eluminate!)
12. It is a lot of paper to print, so it is recommended to read your report cards on screen to check for spelling errors, wording and especially for missed marks when you forgot to click save!!  Just keep a little list on a piece of paper beside you and then at the end go back into Eluminate and choose report card and go into specific subjects and students to make changes.  
13. Click on print on top left—printing screen comes out.  If you click on OK you will print all of your report cards.  If you want to select certain students you need to know what page numbers to select.  
Things to know as you are working on report cards after you have built:
1.  Write your comments for students in a Word document and then save.  You can easily cut and paste them into your report card.  This allows you to work on them out of Eluminate and to save for future years.  
2. There is a delete box (black trash can) on the right hand side when working on Report cards- click if you decide you do not want that outcome after you have built. 
3. If you choose a new outcome and you want it to go to every student’s report card, go to the 2 pages little icon next to the binoculars and click –pick select all students at top left and say ok on bottom.  SAVE!!
