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SD68 Elementary Report Card web version was developed with input and feedback from the SD68 Elementary
Report Card Committee.

In this document ‘ERC’ will be used to identify Elementary Report Card web version.

ERC can be accessed on-line wherever there is access to an internet connection. All elementary administrators,
teachers assigned to homeroom classes, and school secretaries automatically have access to the program. If
non-homeroom teachers require access, a request can be made (see p.10). It is not necessary for teachers to
send report card email attachments to the school principal or secretary.

The appropriate report card according to grade level and program (English or French Immersion) are
automatically assigned to homerooms. The following SD68 Report Cards can be generated from ERC:
Kindergarten

Primary

Intermediate

French Immersion Kindergarten

French Immersion Grades 1-2

French Immersion Grade 3

French Immersion Grade 4-7

ERC Issues - Requesting Assistance — PLEASE READ
Help!
1. The school administrator or designated ERC school contact person can provide

assistance. The administrator or designate will send a request to Information
Systems via SDesk or email to Help Desk

2. Provide a detailed description of the issue, and depending on the problem, provide any or all of the
following items:

What action took place at the time the problem occurred?

If this is a log on issue, what troubleshooting steps listed on page 11 have been taken?

Was there an error message? If so, provide message details.

Identify the homeroom class or student affected

Identify the computer (i.e. room and computer name or number)

o0 o

3. When accessing ERC via a non-SD68 internet connection it is recommended to logon to SD68 VPN
(virtual private network) and then access ERC from there. http://www.sd68.bc.ca/Staff/teachers.asp
contains a link and instructions for logging onto SD68 VPN

Important Note: ERC program was developed for Windows operating system which makes it difficult to
troubleshoot issues for different operating systems. Please use SD68 VPN.
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Pop-Up Blocker Settings (for home use)

In Internet Explorer, add SD68 to your Allowed sites in the Pop-Up Blocker settings so you can see the
windows when you click on links in the program.

1. InInternet Explorer click on Tools. e it v Favo( { Y Yook | s
- " elete Browsing History. ..
2. Click on Pop-up Blocker. o fseoe e ||

3. Click on Pop-up Blocker Settings. o s S

Pop-up Blocker Settings

4. Add *.sd68.bc.ca in the Address of

website to allow box. R ————
5. Click on Add. %ﬁdmwm @
6. The *.sd68.bc.ca entry is now in the o e ]
Allowed sites. B) e e |
7. Click on Close. Ferove |

sl ar i o P
LTS B
¥ Sho... ... mation B when & pop-up is blocked.

Fites level
| Customn ® = |

Navigate to ERC

In your browser go to the SD68 homepage at sal
www.sd68.bc.ca . A OCNOo) | Nanamo
1. Click on the Staff tab /i‘ﬂ D'Str'C68 S
2. Click on Principals

3. Atthe centre left of the page click on

Education  Board  Parents  Studend

Log on to Elementary Report Cards ,
4. ERC Administrator instructions are also Staff ===

District Staff Schools | About | Contact Us | News | Searc

posted just below the log on link

Page > : Principals District resources

Alternate Methods to Access ERC

Option #1: when logged onto the SD68 File Edit View Favorites Tools Help

domain goto SD68 Intranet menu i Favorites | g @] Suggested Sites v @] Web Slice Gallery vlg, Intranetlg, Phonelist | SDesk
http://www?2/intranet/ and click on

Elementary Report Cards (Web) link

Option #2: open Internet browser, type in @ https:/fvwwssl.sd68.be.calerc/ - Microsoft Internet Explorer provided by School District 68
https://wwwssl.sd68.bc.ca/erc/ in the Address
bar at the top of the window, and then click
on Go or Arrow button; or press the Enter
key

@u L4 |g https://wwwssl.sd68.bc.ca/erc
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Log On to ERC

¢ If logged onto the SD68 domain at your site or e =
from home (SD68 VPN connection) with your _
SD68 username and password, ERC will open Connecting to wwssl.sd68.be.ca
automatically, in most cases
e If logged onto a school domain or via an external [ User name |
internet provider you will be prompted to enter
your SD68 username and password |Dl [ Password |
|
IMPORTANT! [C] Remember my credentials
When prompted, enter your full SD68 email account
username. [ Ok l ’ Cancel l
Examples: username@sd68.bc.ca
user.name@sd68.bc.ca
The password is your SD68 email password.
After successful log on, ERC main page displays. ERC WHA S @SD68.BC.CA [ Logowt
Only Administrators will see and be able to access Homeroom/ Term  Select a HomeRoom -
the Edit School-Wide Comment link. See page 4 for = swdent Select a Student -
more details on how to use this feature. LEgit School wide Comment |
Hide Marks
Time Out
ERC will time-out after 60 minutes of inactivity. s, Reecaiul
When the program times out and work in the program Server Error in '/ERC Application.
is to continue you will need to log out/back into the Object reference not set to an instance of an object.
program: o !5 nhun:\ﬂe: exception occurred during the execution of the current web request. Please review the stack trace for more information about the error and
1. Click Logout button to close the window o et et Ol e 1
2. The browser may display a server error e
message. Close browser window. e S e
3. ALL browser windows must be closed
4. Open new browser window for ERC B e e T A
5. If prompted, enter your SD68 credentials e oy S R, ol S R i) <)
/;A BFSZQCC)%8 L'\é‘fj';zmﬁ ERC - I.EI(.ementary Repo'rt Card Pagei 3of 11
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Create Desktop Shortcut (for home use)

Edit  Wiew Favorites Tools  Help

This is an optional step. Hew N )
Open... o | ) search i'\'/ Favari
Edit with Microsoft Office Word e
When logged onto ERC: Save ..
1. Go to the File menu Page Setup... PUGH@sd68 be.ca
2. Click on Send A cur
3. Select: Shortcut to Desktop. _
Import and Export... Link by E-mail...
i Shartcut to Desktop
Properties
Wark Offline
Close
Logging Out of ERC
Select Logout button to leave the program. ERC S @ SD65 BC.CA
Homeroom / Term  Select a HomeRoom =
Smadent Select a Student -
Edit School-vwide Comment
Hide Marks
Edit School-Wide Comment (optional)
Click Edit School-wide Comment | [ Fdit School-wide comment R B
to open pop-up window. || Schiool-Wide Cotment @

| |Zamo-e- s am| Bz U/ diaE:=|
Enter school-wide message here, and then click SAVEI @

e School-wide message displays
on all student report cards.

1. Type or paste a message
2. SAVE

= Pasting Text:
a) Place cursor in the correct

position
Paste
b) Right-click and select Paste Paste from Word Remember to change
Plain Text. — ‘ or remove the

message each ferm.

c) Do not use any other paste Paste As Himl

. t: Paste Plain Text
Optlon. i Paste Html

d) Run areport card to check
message is displaying correctly
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Accessing Homeroom & Students

Homeroom / Term: click on the drop-
down arrow to select a Homeroom/Term
from the list. If administering more than
one school, all classes will appear in the
list.

Student: once homeroom is selected this
field auto-populates with the first student
in the class (A-Z alpha order). Use the
drop-down arrow to select any student in
the class.

Withdrawn Students: are listed with an
‘x’ beside their name

Click on the Hide Marks checkbox to
hide the Subject Marks area so Term
Comment area located below is easily
accessed. Uncheck to return to regular
view.

Select previous student or next student
in the alpha list.

Subject Marks: After selecting a
homeroom/term and student, the Marks
area is displayed:

e Only the Term identified for the
selected Homeroom is available for
mark entry. In this example, Term 1
is active.

Homeroom f Term

CILA - 02H Teacher, Name - Term 1

Student Pupid Name (456568) -
[T Hide Marks
[ Previous Student ] [ Mext Student
Example — Intermediate
e e R e e i [ [l i

LANGUAGE ARTS

MATHEMATICS

SOCTAL STUIMES

FHVSICAL EDUCATION

SCIENCE - - -

PASD- Dusscastrates spprepriats bebavicas
PASD- Fellows clasy/sches] reatises
WORK H - Manages timse
WORK H - Orgasise maserials

WORK H - Comgleses asvigaments
WORK H - Preduce seat wark

WORK H. - Warks independentty

. Schoo Nanaimo
/;B Distric 8Ladysmith
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Entering Marks

Each Term has three columns: Term, Example — Intermediate Example Primary

IEP and ADP. S S— T T E——E— ) A
LANGUAGE ARTS LA - Reading and Viewing
MATHEMATICS ol - - - LA - Writing and Representing 3 - -

In a Subject, PASD or WH row select scuexce ] -@-

mark value(s): EE—— D= e (D)

- PHYSICAL EDUCATION A ] - - 2
1' Open the IISt HEALTH AND CAREER EDUCATION é.-\-z) - - SOCIAL STUDIES N
2. Select a value 0 - Mo reemens o Dty Pt i .
a. The value populates the — -

field and auto-save occurs
(see note below)

b. There are options to select
‘blank’ or N/A from the
mark list

"~ Auto-Save:

e Each time a value is selected
auto-save occurs. The screen
will flash or a save indicator bar
will display at the bottom of the
window. After auto-save
completes the next value can be
entered

Term Comments

View Term Comments

View Comments area by:
e Scrolling down the page; OR i Schoot-vide Conmen FTPRE Mks] Proious Sudent | Next Sudent |
e Click on the Hide Marks
checkbox to hide Subject -
Marks area, this will reduce the YT =
amount of scrolling needed

This student is meeting the expected level of development for his'her age range:

»
=
>
£
I
I

There is a separate Term Comment text
box for each of the three terms:
e Only the comment area for the
Term selected in Homeroom
field will be available for torm |

Comment

editing. i T s P st g P g g™ andl e

/'A gcth_o% LNgﬂaimti ERC - Elementary Report Card Page: 6 of 11
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Edit Term Comments

Click on Edit Comments.
Term Comment pop-up window
opens and is available for editing.

Three headings appear by default in
the text box.

Term Date: select date by
clicking on calendar button.
NEW! The date selected will
auto-fill for all students in the
selected homeroom.

“This student is meeting the
expected level...”: Select Yes
or No

Type or paste comments

SAVE

=/ Pasting Text:

a)

b)

Place cursor in the correct
position

Right-click and select Paste
Plain Text. Do not use any
other paste option.

Formatting tool bar is available
to bold, underline and italicize
text. See more tips below

" Edit Tips:

it Comments|
—

Elementary Report Card (Web)
Administrator Instructions - SD68 web-based

[V Hide Marks [ Previous Student ] [ Mext Student ]

This student is meeting the expected level of development for histher age range:

Date:
‘% I Y | B T . Y
I 1

= % =0 @8

{5 Edit Student comment

{ -\\
W
Term 1 Date: l:l [ @'t forget to Save f you changed cnmmejnt HTML characters:0/2000
- (2

This student is meeting the expected level of development for his’her age range:
P I A N

Strengths Shown this Term

- comment comment comment comment comment comment comment comment comment comment comment comment

- comment comment comment comment comment comment comment comment comment comment comment comment @
- comment comment comment comment comment comment comment comment comment comment comment comment

- comment comment comment comment comment comment comment comment comment comment comment comment

Areas for Focus

- comment comment comment comment comment comment comment comment comment comment comment comment
- comment comment comment comment comment comment comment comment comment comment comment comment
- comment comment comment comment comment comment comment comment comment comment comment comment
- comment comment comment comment comment comment comment comment comment comment comment comment

il

Ways to Support Learning
- comment comment comment comment comment comment comment comment comment comment comment comment
- comment comment comment comment comment comment comment comment comment comment comment comment
- comment comment comment comment comment comment comment comment comment comment comment comment
- comment comment comment comment comment comment comment comment comment comment comment comment

"‘.._I'“MJ‘-”rJO“Jf‘*'*..J'—'w-I.rH~J"

/" Design | ¢¥ HTML B, Preview ‘

EZ:Y

Strengths Shown this Term

:
R

=S
i
iii

Areas fol
Ways to
% Paste

E;.p Paste from Word

T Paste Plain Text
T

& Paste As Html

ﬁm Paste Html

Keep text as condensed as possible. An individual report card is 2 pages long
Due to space limitations avoid using bulleted list buttons. Use a dash (-) instead
Quick Keys: CTRL+C to Copy text; then right-click and select Paste Plain Text
Point to tool bar buttons to view button names

v Spell Check is available

e 2~ ™~ Undo/Redo

select all text to view number of HTML characters at top of window

g

Nanaimo
Ladysmith
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Promotion Information

In final term, the promotion field becomes active at

the bottom of the web page, below Term Comments.

e Enter the grade the student will be in next school Assigned to Grade [5 for the 2012-2013 School Year
year

e The final Report Card displays this information

Withdrawn Students

When a student withdraws the name will appear with Homeroom / Term  CILA - 01 - Termd - Teachername  »

an ‘x’ in the student list. The report card will still print.  student Zhtputn-2zzudf, 9xnjtun (2428551 E]
Notes: S chool-Wide Comme Select a Student
1 D dzzudf, 9 428

BCeSIS data is ex_tracted at the end of each s_chool | B 8 B % orexiar 1229 (1377480)
day and ERC data is refreshed the next morning. 3ftt2hfxn. uxgtn (2016370)
Homeroom student lists are up to date as of the | Paragraph st.. -] Fon 3n3ng, Kitxlen (1956626) /

i A vy = Apphy cs{Irzwadt, Srznfzn (1974719) x
previous school day | P >l 9zzuxr, J3I13tn (1959517)

Da3Joha3f, Jzfhat (1988581)
Dxpta2k, L3f (1901058)
\B313nf, N3kzltaf (1901056)

Report Cards — Generate, Print, Save

e The administrator and school secretary can access
all homeroom report cards via ERC

e Itis not necessary for teachers using ERC to send
report cards as an email attachment to the school
administrator or secretary

Generate Report Card(s)

At the top of the web page select one of the two
buttons for generating/viewing report cards:

e Report Cards For Class: click to generate a
homeroom set of report cards Hotmeroom/ Terrm | CILA -02H Toschor Name_Trm 4| = | Report Card Far Class
e Report Card for Student: click to generate a Student Fupatame U5 |+ \emBazed.Coriorudert
report card for a selected student

Report cards are 8” x 11”” Adobe PDF documents and
should be no more than 2 pages in length.

A SChO% Nanaimo ERC - Elementary Report Card Page: 8 of 11
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Print Report Card(s)

1. Individual and class set report cards will take
time to process and open. If the report card
is not visible, go to the taskbar at the bottom
of your screen. With your mouse cursor:

a. Point to task bar and hover over the
Internet Explorer icon

b. Click on the report card image to bring it
in front of the other open windows

2. Depending on the version of Adobe installed
on the machine report card reports will display
toolbar buttons in one of two ways:

e Floating Toolbar: located at bottom of
screen. Hover over and select button

e Traditional Toolbar: located at top of
report page

3. Click on the Print button on the tool bar

The Print dialog box opens. In the example, a
Sharp photocopier, similar to a school
photocopier, is the selected printer.

4. Click on Properties button

5. On the Main tab, under Document Style,
select 2-sided(Book)

6. Click OK

Note: Printer properties vary between various
printer makes/models which affects how double-

Elementary Report Card (Web)
Administrator Instructions - SD68 web-bhased

/= hitps://wwwssl.sd68.bc.ca/ercc...

/7 https://wwwssl.sd68.be.ca/erci

HABITS
es time

zes materials
stes A "

= Click here to Print
|nd5w_"_

ent is meeting the expected level of de Fpmemfurhlsfher agema

Toolbar

aptations) - \nswwunal anrj o

)d\ﬁed Cumcu\um} Insts
ist of individualized leami

Jubje
BUt has special leamning needs. The

ad o andinr modi i dhﬂ rsarvines nmvdﬂd If1 w:d an ‘?J'an rennd is included

|~ Printer
Nar:  [WTL-TGURPMLMSR OGS 7]

P WUTI-D\SHARP-MIC-M3S3IN-PCLE 152 Properties

Mar  Pager | Advarced | Spece Modes | Job Handing | Watemmats

|
. T - : AlB =
sided option is selected. Generally, it is located in ,. ’ - B in g ]
the properties, and may appear differently from \
the example shown. /
p O= =
7. On the Print dialog window, click OK to print = | B e
| - Perter
|| e [ TR a3 =] Pooete | |
B UM P P s i g — o R
I et color ae slack = r-——oV —_ -—
| ot | _ssorens | 7 cres ]
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Save Report Cards

e Itis highly recommended, for each reporting term,
all student report cards are saved to the school’s S
drive in a sub-folder of Officedata (i.e. Officedata >
Report Cards > yyyy-yyyy; Term 1; Term 2, Final).

o ERC is available the entire school year up to and
including the end of the first week of July.

To save an individual or class set of report cards:
1. Click Save button on floating or traditional tool bar

Note: Save to an SD68 network drive, if possible.
Network drives are backed up regularly by the district.

"~ Quick Keys: SHIFT +CTRL+S

2. Save a Copy... window opens. Navigate to the
folder that was created ahead of time (i.e. Term
folder):

a. Inthe File Name field type in a meaningful
name for each individual or class set of
Report Cards (i.e. Div01l_Gr7_ClassSet)

b. Click Save

Elementary Report Card (Web)
Administrator Instructions - SD68 web-based

£ https//wwwssl.s5d68,be.calercscramble/RptPrint_Telerik

S ENOXIEE a

- et

Savein: PEGE -l e rmE

= Name Date modified Type
4 N h h

o items match your search.
Recent Places v

B B W SRy B S e B
Network 3

I
na Dlv[)LGr 7_Class Set

P 4
File namg
Saveastype: | Adobe PDF Fies [pdf)

How to Request Access for Non-Homeroom Teacher

Send an SDesk to I.S. Dept. or e-mail Help Desk (cc school secretary) to request a non-homeroom teacher be
provided with access to one or more homerooms and subject(s) in ERC.
1. Check with the secretary to ensure the Non-Homeroom Teacher Name has been added to BCeSIS Staff

Maintenance screen

2. Provide the following information in your request:

a. Email Subject line: ‘ERC —add non-homeroom teacher’
Name of non-Homeroom teacher requiring access

b.
c. List homeroom division number(s)
d.

Subject(s): list subject name(s) for each homeroom

Nanaimo
Ladysmith

g
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Troubleshooting Tips for ERC — PLEASE READ

e If there are problems logging on to ERC: ol
o Close all browser windows o la
o Open a new browser window
o The ERC web address is https://wwwssl.sd68.bc.ca/erc/
o If prompted for your username and password:
= Ensure your full SD68 email address is entered, including @sd68.bc.ca
= |f your SD68 password matches your school logon password, one must be different
o If repeated attempts to log on have failed, try a different computer
o Ask your ERC school contact for assistance
e Pop-up Blocker settings at home (see p. 1): *sd68.bc.ca must be an allowed website address
¢ Remember: BCeSIS data is extracted at the end of each school day and ERC program is refreshed with
this data for the next school day. Homeroom student lists are up to date as of the previous school day
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