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Follow the steps below to login to Ellevation: 

1. Open an internet browser and navigate to www.ellevation.me on your iPad or computer 
 

2. Enter your log-in credentials: 
a. Your default password is: Password*1, if you are logging into Ellevation for the first time  
b. Your login ID will be assigned to you by your ESOL contact 
c. Please note – the login credentials are case sensitive 

 
3. Once you login, you will be redirected to the “My Information” section; when this section opens:  

a. Confirm that your email address is correct and, if it is not correct, please correct it and click on 
the “Save” button 

b. Change your password by clicking on the “Change Password” button near the bottom of this 
screen 

c. Please note – you do not need to fill out the rest of the information in the “My Information” 
section 
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Creating and Saving Filters 

You can use the filters in the Student List to create and save customized filters. Saved filters will change as the 
data in Ellevation changes; for example, if new students are added who meet the filter criteria, these students 
will then appear within the filter.  

Instructions 

1. Navigate to the Student List in the Students Menu.   
 

2. Build a filter: 
a. First, select the applicable filters from the top of the page 
b. Next, to add additional filters, click on the green + Filter link  
c. After clicking on the + Filter link, a dropdown will pop up. From this dropdown select the 

appropriate filter and filter criteria.  
d. If needed, you can continue to add additional filters by clicking on the + Add Filter link 

 

 

 

 

 

 

 

 

 

 

 

 

3. Save your filter. If you want to save this filter to use it again, click on the blue Save As... button at the 
top of the page and name your filter. Once saved, you will be able to access the filter by selecting from 
the Saved Filter dropdown menu at the top of the page. 
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Creating Student Groups 

The Student Groups feature allows you to create groups of students and make changes to these groups at any 
time. You can create the group from either the Student Groups or the Student List tabs in the Students menu. 
Below we have outlined instructions for creating groups in both places. 

Create a Group from the Student Groups tab 

1. Navigate to the Student Groups tab under the Student List. 
  

2. Click on the + Create Group link and then add a name and description for your group 

 

 

 

 

 

 

 

3. Click on the + Add Students to Group link to add students to the group 
 

4. Use the filters tab to add students to your group; the filters tab will pop up after you click on the + 
Add Students to Group link. Once you have identified the students who you want to add, click on the 
check boxes next to their names, or click on the check box at the top of the list to select all students. 
When you have finished selecting students click on the Select button at the bottom of the page. 
 

5. Make edits or changes to this group using the Edit or Delete links near the top of the page, or 
the Perform Action dropdown.  
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Generating Reports/Listings with Filters and Groups 

When generating a Report or Listing it is now possible to filter using a Saved Filter or a Group.   

1. Navigate to the Reports or Listings sub-tab in the Reports menu. Please note - while the Saved 
Filters and Groups are available for all Reports, they are available for most, but not all, Listings.  
 

2. Select a Saved Filter or Group from the filters at the top of the Report or Listing that you wish to 
generate, and click on the Generate Listing tab at the bottom of the page.  

Reports 

 

 

Listings 
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How-to Assign Teachers to Students 

1. Navigate to the Student List tab under the Students menu 
2. Use the filters provided to find the students for who you wish to assign the same teacher and check 

the boxes next to each student’s name. If you want to assign a teacher to all of the students in your 
filter, use the top box to select all 

3. Go to the Perform Action menu at the top of the list and select Assign Teacher.  

 

 
 
 

4. Assign the teacher by selecting the type of teacher and then selecting the teacher’s name and 
clicking on the Assign button.  

 

 

 



 
 

7 
 

 

How-to Assign ESOL Services 

If you wish to assign ESOL Services to multiple students at a time, you can now do so using the batch “Update 
ESOL Services” function from the Student List. 

1. Click on the Students menu at the top of the page to get a list of all students. 
2. Use the filters provided to find the students for whom you wish to assign the same ESOL Services 

and check the boxes next to each student’s name. If you want to assign services to all of the students 
in your filter, use the “select all” button. For more information on filters see the How-to Document 
Create and Save Filters document below.  

3. Go to the “Perform Action” menu at the top of the list and select “Update ESOL Services” 
4. Assign new or copy existing ESOL Services from one year to another. Select either option.  

a. Assign new ESOL Services: 
i. In the window that pops up, make sure to select “Assign new ESOL Service(s)” 

ii. Designate the Year and Semester for which you are assigning ESOL Services. 
iii. Pick whether you’ll be adding on services or replacing services. 

1. If you would like to preserve any existing ESOL Services these students have for 
the selected Year/Semester, select “Add to existing services” 

2. If you would like to overwrite any ESOL Services these students may already 
have for the selected Year/Semester, select “Replace existing services” 

iv. Click the “Add Service” link to add an ESOL Service that will be assigned to all these 
students. Follow the steps outlined earlier in this article to select which service is 
assigned and when. 

v. Once you have set up the service(s) you’d like to assign to these students, click “Batch 
Edit” and their services will be updated. 

vi. Be sure to view and save a copy of the report that is generated, as this action cannot be 
undone! 

b. Copy existing ESOL Services from one year to another 
i. In the window that pops up, make sure to select “Copy Existing ESOL Services” 

ii. Pick which Year/Semester you are copying ESOL Services from. 
iii. Select which Year/Semester you are copying ESOL Services to. 
iv. Click “Batch Edit” and services will be copying from one Year/Semester to another for 

the selected set of students. 
v. Note that this action will overwrite any services the students may have already had 

assigned for the Year/Semester you are copying to, and cannot be undone. 
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How-to Assign Testing Accommodations 

If you wish to assign Testing Accommodations to multiple students at a time, you can now do so using the 
batch “Update Accommodations” function from the Student List. 

1. Click on the Students menu at the top of the page to get a list of all students. 
2. Use the filters provided to find the students for whom you wish to assign the same 

Accommodations and check the boxes next to each student’s name. If you want to assign 
Accommodations to all of the students in your filter, use the “select all” button.  

3. Choose “Update Accommodations” once you have selected Choose "Update 
Accommodations" Once you have selected the students you would like to assign accommodations to, 
click the Perform Action menu, and select "Update Accommodations." A window will pop up and you 
can begin the process. 
 

 

4.  Select the Year and Semester, Test, and Accommodations: To assign new accommodations to 
these students, pick the Year and Semester for which they apply, and then pick the test from the 
dropdown list below. You can then select the accommodation(s) you would like to give these students. 
Click Next when you are ready to proceed. 
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How-to Assign Testing Accommodations  

5. Choose to Preserve or Replace: In the event that one or more of the selected students already has 
accommodations for this test for this Year and Semester, how would you like to handle those existing 
accommodations?  

Preserve: This will preserve any accommodations these students may already have for this test 
for this Year and Semester, and augment them with the accommodation(s) you selected. 

Replace: Any existing accommodations these students may have for this test for this Year and 
Semester  

will be replaced by the accommodation(s) you have just selected.  

Click Assign when you are ready for the accommodation(s) to be assigned. Note that this step 
may take a few moments, and you can wait until the operation is complete. Careful! Batch 
assignment of accommodations cannot be undone! 

6. Generate a Report: On the final screen, once accommodations have been assigned, you should click 
the Generate Report button and print or save a copy of the report. This will be a record of which 
accommodations were assigned to these students by this operation. 

  

Helpful Tip: Batch Copy of Accommodations 

At the start of a new school year, sometimes it can be useful to copy all of a student's accommodations from 
the prior year to the current year. The tool outlined above also allows for this copying process to be used for 
multiple students. 

Similar to the steps above: simply select the students for whom you would like to copy accommodations for, 
pick Perform Action > Update Accommodations, and make sure to select "Copy existing accommodations from 
another Year/Semester." 

You can then choose which year to copy from, and which year to copy to, and proceed in a similar manner to 
the steps above. 
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How-to Generate the ELL Plan 

1. Log onto Ellevation at ellevationeducation.com  
 

2. Navigate to the Reports tab and Reports sub-tab. 
 
3. Select the ELL Plan  
 
4. Select “ELL” under the ELP Designation dropdown, and add any additional filters 
 
5. Click the Generate Report button 
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How-to Generate a Student Roster with ELP Scores 

Overview 

The ‘Student Roster with Recent ELP Scores’ listing report displays a roster of students that includes each 
student’s name, Test ID #, native language, birth country, ELP Designation, ESOL Status, Monitoring Status, 
Date Enrolled in US Schools, Date Entered ESOL and Date Exited ESOL, along with the student’s most recent 
set of CELLA Scores.  

Instructions  

1. Log onto Ellevation at ellevationeducation.com  
 

2. Select the ‘Student Roster with Recent ELP Scores’ listing report from the dropdown menu in the 
‘Reports and Letters’ section of the Homepage; this can be found in the ‘Listings’ section of the list of 
reports.  

 

3. Filter the list by selecting an Assigned School, Teacher and/or Grade Level from the dropdown menus. 
 

4. Select ELL from the ESOL Status dropdown, if you want to filter for only students who are currently 
LEP/ELL.  

 

5. Click on Generate Report to generate the report.   
 

6. To export this roster into an Excel document where you can do additional filtering and sorting, click on the 
‘Export CSV’ link at the top of the report.  
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How-to Generate Parent Notification Letters 

1. Navigate to the Parent Letters in the Reports tab at the top of the Homepage 
2. Select the type of Parent Letter that you want to generate from the Letters section of the page  

a. “Notification of Qualifying for ESOL Status”: Use after the initial screening, or after the annual 
ELP assessment (CELLA), for students qualify for services 

b. “Notification of Not Qualifying for ESOL Status (For initial testing)”: Use after the initial 
assessment when the student does not qualify for services 

c. “Notification of Exiting ESOL Status Letter (For annual assessments)”: Use when a student 
qualifies to exit the EL Program based on your district’s exit criteria 

 

 

3. Set your student filters, which will allow you to generate a set of letters for a specific population of 
students. You will find these filters above the Letters select box.  

a. In addition to filtering for a specific group of students, be sure to set the ELP Designation filter to 
“ELL” if you are generating the “Notification of Qualifying” letter and to “Not ELL” if you are 
generating the “Notification of not Qualifying” letter.  
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How-to Generate Parent Notification Letters 

4. Set your Report Options. Once you’ve selected the letter you’d like to create, the bottom of your screen 
will show a number of report options that you can set. These options will help you to customize the letter for 
your needs by choosing the information you’d like to include.  

a. Testing Period Start and Testing Period End: Select the assessment date range that you want to 
include on the letters. Please note – this date range is automatically populated with your district’s 
school year start and end dates; however, these dates may not capture the testing dates that you’ll 
need to pull the most recent ELP test scores. For example, if your letters need to include ACCESS 
scores from the previous year, you’ll need to make adjustments to the Testing Period Start to 
include the date that students took the test.  

b. Letter Mailing Date: Select the date that you plan to send the letters home with students. 
c. Language: Select All translations to create translations for all students. Select the Include English 

Version checkbox to include English letters along with each translation.  
d. Test Types: Select All ELP Tests, unless you want to display results for only one specific test.  
e. ESOL Services Offered Page: Select Show to include an additional page for each letter that will 

provide an overview of the services offered in your district and their definitions. Please note – this 
will only show for the “Notification of Qualifying for ELL/LEP Status” letter.  

f. ESOL Services Year & Semester: Select “Most Recent” to show the most recently updated LEP 
Services for each student.  

g. Parent Signature Area: Select Show to display a signature area for parents. You may not see this 
option if your Ellevation Administrator has turned off the option for your district. 

h. Contact Name: Fill out the first and last name of the contact who the parents should reach out to 
with questions 

i. Contact Phone: Add the school or office phone number that parents should call with questions. 
j. Display Size: Select Normal, or select Reduced to print a reduced sized version of the letter that 

will take less paper to print, but will contain the same content.  
 

 

5. Click Generate to generate the letters. The letters will open up in a new window or tab in your browser.  
 

6. Print the letters directly from the window or tab in which the letters display. Please note – the letters will 
automatically page break for each student.  
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How-to Add “Other” Attendees to Meetings 

If, when creating a meeting record for a student, you wish to add a meeting attendee who is not included in the 
list of Broward staff and teachers, you can select “other” and write in the participant’s name. This will be used 
most frequently when adding a parent to a meeting record.  

1. Open a meeting by navigating to the Meetings tab in the student’s profile and click on “Create Meeting”  
2. Select the meeting Purpose 
3. Select the meeting attendees by selecting their role in the first dropdown, and then searching for and 

selecting their names in the second dropdown 
4. If you can not find the name of the attendee, search for and select the word “other” in the dropdown and 

then type in the attendee’s name in the blank box that will appear below 
5. Add a Meeting Date 
6. Click on the “Save” button to open the meeting record 
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How to Find Resources and Support 

The Ellevation Resource Center 
The Ellevation Resource Center allows you to easily search through a library of how-to articles, troubleshooting 
tips and a variety of other tools that are designed to help you find answers to most of your questions.   

1. Navigate to the Resource Center by selecting the Resource Center link under the Resources tab on the 
Homepage. 

 

 

2. View resources by typing a key word or words into the search bar, or by clicking on any of the topics 
below to view the lists of available resources. 

 

The Ellevation Help Desk  

If you can’t find an answer to your questions in the Resource Center, you can submit a question directly to the 
Ellevation Help Desk, and will receive a response within two business hours.  

1. Navigate to the Resource Center by selecting the Resource Center link under the Resources tab on the 
Homepage and click on the Create a Request link to open up a Help Desk form. 

 

 

2. Fill out the Help Desk form by selecting a topic from the Subject dropdown and adding your question to 
the Comments section. Once you have added your subject and questions click on the Send button.  
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