Student Support Network - Administrator Quick Start Guide
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Login

Go to www.k12els.com, select ELS Client Login, enter user information, and select Login.  Then select the Student Support Network icon.

Add/Manage Referrals

· Select the Add button, choose a student’s name from the drop-down list (the demographic information for the student will appear), click + beside Student Information and Referral Information to expand, and complete Referral Information (optional) and select Save and Close. 

· Select the List button.  To delete a referral folder, select the delete icon (X).  To review and/or modify an existing referral folder and forms, select the edit icon (pencil).  To transfer a referral folder, select the transfer icon (arrows).
Assign/Manage Forms

There are two (2) locations to assign forms:
· Referrals tab – Select the edit icon that corresponds with the desired student’s name.  Select Assign New.  Select a Teacher and a Form to assign.  Click Add.  As soon as the form has been added, the teacher assigned to the form will receive a notification e-mail.  Note: To assign multiple teachers to a student and form, hold down the control key and select each teacher.
· Forms tab – Select Add.  Select a Teacher and Form(s) to assign. Select Save.  As soon as the form has been added, the teacher assigned the form will receive email notification.  Note: To assign multiple teachers to a student and form, hold down the control key and select each teacher.
· To manage forms go to the Referrals tab, and select the edit icon that corresponds with the desired student’s name.  To delete a form, select the delete icon (X).  To edit a form, select the edit icon (pencil).  To view a form, select the view icon (magnifying glass).  To print a form, select the print icon (printer).
Filter Data

· Sort for specific data at the Referrals or Forms tabs by using the filter option.  Select the desired information from the drop-down menus and click Apply Filters. 
Print Referral Information

· To create a printer-friendly copy of the student and referral information, select the Printable Referral Form icon at the Edit screen on the Referrals tab.  To print the Student Referral Information Sheet, select print from your browser’s menu bar.
Referrals Report

· Select the Referrals tab on the menu bar and click Reports.  Select the desired date range, referral status, and activities for your report and click on Run Report.  To print the report, select print from your browser’s menu bar.  Note:  The referrals report is designed for 8.5X14 paper, landscape orientation.  If the report doesn’t fit onto the page, you must go to File>Page Setup on the Internet Explorer menu bar and change the margins and/or paper orientation.
If you have any additional questions, contact ELS Customer Support at 877-233-7833 or support@k12els.com.
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