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What we will cover today: 
 Review census protocols and deadlines for the school 

year  

 Learn how to look up and add students or update 
existing student records 

 Record screener scores 

 Create active service records 

 Exit students 

 Run reports 

 Find the User Guide 



Deadlines for 2015-2016  
 October 30th: Census must be updated so we can 

order ACCESS testing 

 March  31st: Pre-reporting ACCESS data validation 
(File sent to ELL Director/Coordinator to validate 
SASIDs, etc.) 

 April 29th: Post-reporting ACCESS data validation 
(File sent to ELL Director/Coordinator to validate 
scores, etc.) 

 June 30th: Census must be updated prior to this 
closing date 

 



Looking up a new student 
1. Review Home Language Surveys (HLS) of incoming 

students, which can be found at: 
http://www.ride.ri.gov/StudentsFamilies/EnglishLangua
geLearners/ELLPrograms.aspx#124741-entranceexit-
criteria (A sample is included in your packet) 

2. If the answers for all questions are not “English,” that HLS 
will go in the Primary Home Language Other Than 
English (PHLOTE) pile 

3. For incoming students whose HLS lands in the PHLOTE 
pile, and who are coming from another district in RI, 
check the ELL Census for a record that may show if they 
have been screened and/or have received services 
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Looking up a new student 
4. Click “lookup/add student”  

 



Looking up a new student 
5. Type the last name, comma, first name (or first letter 
of first name) OR if you are unsure of the spelling of the 
last name, type the first three letters to start 

 



Looking up a new student 
6. Click on “view” next to the student you’re looking for 



Looking up a new student 
7. Click on the name of the student that you want to 
select. In a case like the one below, you would want to 
click on each one to see which has the more current 
service record. 



Looking up a new student 
8. If there are two records, you can see which is more 
current by looking at service records. (This portion of 
the screen is at the bottom of the student record; the top 
demographic information has been cut off.) 

Most current 
service record 

Central Falls record: Learning Community record: 



Looking up a new student 
9. Print that screen!  Some of the demographic 
information may not transfer when you click “add” (in 
the next step).  

 

This document should be added to the student’s 
permanent file on record at your school building, 
available for any future monitoring visits, unless you 
have a computer system available and can use screen 
capture (Ctrl + PrntScrn) to save it in a folder on your 
district’s system.  



Adding a new student 
10. Use the back button on your browser twice to return 
to this screen:  



Adding a new student 
11.  Click “Add” next to the student you are looking for. 



Adding a new student  
12. Fill in any fields that were filled in on the record you 
printed that may not have transferred by clicking on 
“update student record.” 



Adding a new student  
13. Update all pertinent fields, ie. Grade (if a student has 
been retained a year), IEP (if the student’s status has 
changed), School Name, etc.  



Adding a new student  
14. Click “Submit” when all pertinent fields have been 
updated.  (If the student is new to the system altogether, 
please see next slides about recording screener scores.) 



Recording screener scores 
15. In the “update student record” screen, enter the 
screener date, screener scores for all four domains and 
the overall proficiency level. 



Recording screener scores  
16. Click submit when screener scores have been 
entered. 

 



Creating active student records 
17. Click “add new service or waiver” in the student 
record. 



Creating active student records 
18. Select the program model from the drop down menu, 
fill in the “Start Date” field, and click “Submit.”  



Exiting students 
19.  Select the reason for exiting from the drop down 
menu, fill in the “End Date,” and click “Submit.” 



Exiting students 
20. For students who are exiting under the state’s criteria 
for ELs with IEPs or as an exception request, please use 
the forms on the ELL Program page of the RIDE website: 
http://www.ride.ri.gov/StudentsFamilies/EnglishLangua
geLearners/ELLPrograms.aspx#124741-entranceexit-
criteria  
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Running reports 
Please see the materials in your packet for instructions 
on how to run the available maintenance reports. 



Finding the User Guide 
Please refer to the User Guide for more information 
about the ELL Census! 
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