4-steps to Meetings/LPACs with Ellevation Forms for Specialists
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If you have any questions along this 4-step journey, refer to the additional resources for each step or reach out to our Ellevation
Support Team at support@ellevationeducation.com.

This document is designed to be used online to access all the linked resources to get started, follow along, and check off as you
complete the steps. However, it can also be printed as a document.

To make a personal copy of this clicksheet to check off steps as you go, please go to File > Make a copy or click here (note that
you will not see any Ellevation updates with your copied version).


mailto:support@ellevationeducation.com
https://docs.google.com/document/d/15S88yAnBEeebkOks1NL93UkR1A6KG8DkP5Shqmw3XFE/copy

Step 1

Navigate to the
Meeting Form

The first step is to navigate to the correct Cycle.

[J Log in to Ellevation and click the Forms tab in the Navigation bar.
[ Click the name of the Meeting Cycle.

i.  Optionally, you can use the search bar in the top right to quickly find the correct Cycle if you have
multiple Cycles.

Eﬂ EVATION Students v I Furm;olﬂepmisv Strategies Math Q = v  Testing Database 3 (Testing) o
Forms
15 of 728 Cycles

Cycle Name Submitted Due Date Status. Last Modified +

I 24-25 Annual Review Committee Mesting I )/ 521 - Live Mar 21, 2025

If you checked both boxes, you’re done with the first step! &

Additional resources for Step 1

21l complete Annual LPAC Reviews Meetings (1:01 min video)

How to fill out Forms (Resource Center article)



https://ellevationeducation.wistia.com/s/dg0jan3cpdriu8n
https://ellevationeducation.zendesk.com/hc/en-us/articles/16162769163149-How-Educators-Complete-their-Assigned-Forms

Step 2
Add
Contributors
and Date

The second step is to adjust the Contributors, who are the attendees.




Once you have opened the Cycle, you can manage the Contributors (for users with this Permission). Otherwise,
contact your Ellevation Administrator to update Contributors or skip to Meeting Date.
[J Manually add Contributors by checking one or more Form(s) and selecting Manage Contributors from
the Actions menu. Then, add, edit, or remove Contributors.

43 forms selected (of 43) ~ Actions = 42 Sorting: Student »
Open Form(s)

Student
Set Meeting Date

All students that meet this 591 Manage Contributors od. Clear selection.

Add Roles / Contributors
Capra, Thomas | Split Forms by Contributor
Delete

Print Forms

[J Once you have the appropriate Contributors, add the name(s) of the person(s) who are in the listed
Role(s). To do so, begin typing the name:

‘ibutors for the 1 selected student.

1es previously made will be updated to reflect the changes below and
contributor criteria will clear any collected signatures.

Contributor

v] |[Stren| ] le X

bor Olinda Strenberg

Cancel




[J Click on the name to add the person to the Form. Repeat for all Contributors. (If adding a
parent/guardian, simply click enter to add the name).

itors for the 1selected student.

i previously made will be updated to reflect the changes below and
ntributor criteria will clear any collected signatures.

Contributor

'l IStren| X'l X

[ Olinda Strenberg ]

Cancel

Pro Tip: Remember to add a Contributor Role and Name for anyone who will not be in attendance that you'd like
to collect a signature from at a later time. This will ensure a signature line is created on the Form. If you know the
Contributor will not be in attendance, be sure to mark them as optional.

[J Optionally, you can set a Meeting Date in bulk for each Form by checking one or more Form(s) and selecting
Set Meeting Date from the Actions menu.

43 forms selected (of 43) =~ Actions ~ 42 Sorting: Student ~

Open Form(s)

Student
Set Meeting Date

All students that meet this se¢  Manage Contributors wd. Clear selection.
Add Roles / Contributors
Capra, Thomas | Split Forms by Contributor
Delete

Print Forms




Student Confributors Date Created Meeting Date Date Submitted

Haolifield, Francine
ML Teacher

FH
Capra, Thomas

~— Pi . Glori
O #99500055 Gp . Frere ":’I"“a B Mar 11, 2025 May 2, 2025
General Elucation Teacher

rade 5 - Crofion Elementary
(s Sertios

7 Pro Tip: Meeting Date is manually set and can be changed as needed, whereas Date Submitted will reflect
the date the Form appears in the Submitted bucket.

Additional resources for Step 2

Manage Contributors (Resource Center article)

Step 3
Conduct and
Sign
Meeting

=

The third step is to conduct the meeting!

Note: Depending on your Ellevation Permissions and district’s process, you may need to add students to the
Cycle. Learn how to add students in multiple ways here.

Your Cycle may or may not include a Done Editing bucket, based on how your Ellevation Administrator set it up.
To conduct your meeting(s), follow the instructions for your scenario below.

NOT STARTED IN PROGRESS SUBMITTED
529 4 2
529 f535 4 /535 2/835

Option 1: If you do not see a Done Editing bucket, you’ll follow the steps below to open and sign one Form
at a time:

[J Click the 3 dots to the far right of the student’s name > Open Form.



https://ellevationeducation.zendesk.com/hc/en-us/articles/22466610105229-Generate-Matches-and-Adjust-Form-Assignments#h_01JCPBPSAFWK40QF52CRZ9JNGF
https://ellevationeducation.zendesk.com/hc/en-us/articles/31511425429517-Adding-Students-to-a-Form-Cycle

Date Submitted

- L]

Open Form

Set Meeting Date
Manage Contributors
Add Roles / Contributors
Split Form by Contributor
Notify / Remind

QOpen Student Profile
View Contact Attempts
Delete

Print Form




[J Fill out the Form.

[J Once the Form has been filled out, click Sign.

[J Have each Contributor choose or draw their signature.
[J Once you've collected signatures, click Save.

[J Click Submit.

Signatures X

Roger Deloit ©
Bilingual/ESL Teacher

Required

6bcmy Lipgett
Margarette Whistler o

Campus/Site Administrator Ebony Lipsett (13413) - Jul 25, 2025
Required
Remove signature

Ebony Lipsett

General Education Teacher °
Optional
Add Contributor
NOT STARTED IN PROGRESS DONE EDITING SUBMITTED
530 /535 2 /535 1/ 535 2/535

Option 2: If you do see a Done Editing bucket, you can follow the steps listed in Option 1 or open and sign
multiple Forms at once by following these steps:




[T Select students by clicking the box next to each student’s name or all students by clicking the box next to
Student and clicking Select all students that meet this search across pages.
[] Select Actions > Open Form(s).

4 forms selected (of 520) Actions = J2 Sorting: Student ~
Open Form(s)
U Student
Set Meeting Date

Abdullah, Kateb Manage Contributors

#100242
Add Roles / Contributors
Grade 11 - Indian Spr
Split Forms by Contributor
Abuassaf, Rafael MNotify / Remind
,
. Alews Tes Delete
Print Forms

[J Fill out the Forms.

[J Aseach Form is filled out, toggle on Done Editing.

[J Once finished with all Forms, in the top left corner, click Back to Cycle Overview.

[J Click the Done Editing bucket.

[J Select students by clicking the box next to each student’s name or all students by clicking the box next to
Student and clicking Select all students that meet this search across pages.

[J Click Actions > Sign and Submit.




[J Have each contributor choose or draw their signature.
[J Once you've collected signatures, click Sign and Submit.

Sign and Submit

Roger Deloit

- ) - ° ( E Ebc
Bilingual/ESL Teacher
Required
Ebcma Lipgett
Margarette Whistler ©
Campus/Site Administrator Ebony Lipsett (13413) - Jul 25, 2025
Required
Remove signature

Ebony Lipsett

yLip Py

General Education Teacher
Optional

Add Contributor

Cancel Sign and Submit

Additional resources for Step 3
_] Complete Annual LPAC Reviews Meetings (1:01 min video)
Complete Forms (Resource Center article)
Sign and submit a Form (Resource Center article)
Sign and submit Forms in batch *Only possible if the Cycle was set up with the Done Editing status (Resource Center article)
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https://ellevationeducation.wistia.com/s/dg0jan3cpdriu8n
https://ellevationeducation.zendesk.com/hc/en-us/articles/16162769163149-Complete-Forms
https://ellevationeducation.zendesk.com/hc/en-us/articles/16162769163149-How-Educators-Complete-their-Assigned-Forms#h_01JCP3DXHNE68YW01NTCC21TPX
https://ellevationeducation.zendesk.com/hc/en-us/articles/16162769163149-How-Educators-Complete-their-Assigned-Forms#01J3DC3S6EGJZ5E5FD6XAWNNCQ

Step 4
Print
Meeting
Forms

v

The fourth step is to print Forms.

To print submitted Forms, follow these steps:
[J Go to the Cycle overview and select the Submitted bucket.

NOT STARTED N PROGRESS DOME EDITING SUBMITTED
5 1 1 14
5/ 1434

12 /2

14 forms 14 Sorting: Student = Expart Add Students to Cycle

[ Select students by clicking the box next to each student’s name or all students by clicking the box next to
Student and clicking Select all students that meet this search across pages.
[ Select Actions > Print Forms.

2 forms selected (of 2) Actions » 12 Sorting: Student ~

Open Form(s)

Student
Add Signature(s)

Abdullah, Kate] Print Forms
#100242

Create Cycle Summary
Grade 11 - Indian

[J On the right side of your screen, click the printer icon.

g \ Printed Forms x

2 Forms
a March 21, 2025 at 7:29 PM

&

[J Click the download icon to download and print your Forms.
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g Printed Forms x

2 Forms

E March 21, 2025 at 7:29 PM

<

To print a Cycle Summary, follow these steps:
[J Go to the Cycle overview and select the Submitted bucket.

NOT STARTED N PROGRESS DONE EDITING SUBMITTED

5 1 1 14

14 forms 1% Sorting: Student » Export Add Students to Cycle

[J Select students by clicking the box next to each student’s name or all students by clicking the box next to
Student and clicking Select all students that meet this search across pages.
[ Select Actions > Create Cycle Summary.

2 forms selected (of 2) Actions = ,Lg Sorting: Student =

Open Form(s)

Student
Add Signature(s)

Abdullah, Kate  Print Forms

v #100242
. Create Cycle Summary

Grade 1 - Indian

[ Review the page of decisions and click Print.

e Note: After clicking Create Cycle Summary, a number appears over the document icon. Click the
icon to review a PDF printable version of the selected Cycle Summaries.

12



=

Cycle Summaries

5 Forms

9

March 21, 2025 at 12:38 PM

Leverage Dashboards
You can analyze Forms data in the
more!

t

nt List or using Data Dash

e Use Forms Data in Dashboards (4:46 min video)
e Taking action on Forms in the Student List (1:57 min video)

rds. Check out the videos below to learn

Congrats! You have conducted meetings using Ellevation Forms! £

Additional resources for Step 4

1] Print Forms (1:07 min video)
¥ Concluding Cycle Processes (Resource Center article)

13


https://ellevationeducation.zendesk.com/hc/en-us/articles/20097521744269-Analyze-Data-and-Take-action-with-Forms-using-the-Student-List-and-data-dashboards
https://ellevationeducation.wistia.com/medias/z5tr692zd5
https://ellevationeducation.wistia.com/medias/pz6kglckrf
https://ellevationeducation.wistia.com/medias/588lfz1ad5
https://ellevationeducation.zendesk.com/hc/en-us/articles/31814132316301-Concluding-Cycle-Processes
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