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This user guide is designed to support you as you enter 
your students’ Reading Recovery and Early Literacy 
Support (RR&ELS) achievement data using the new 
Salesforce platform. You can refer to the accompanying 
video for a narrated, interactive explanation of the process.

Prerequisites:

To enter data, you’ll need:

• to use your own Education Sector Login

• have the Reading Recovery School User role assigned
to you by your delegated authoriser.

Important points to note 

• When accessing the system for the first time, after 
having the Reading Recovery School User role assigned, 
it may ‘glitch’ or not show the RR&ELS Student 
Achievement Data entry link. You need to log out of the 
system and back in after at least 30 minutes or so to
‘refresh’ Salesforce’s recognition of your permissions.

• The system works better on the Chrome browser.

• When you submit a student record and the page is not 
automatically updated, refresh the page.

• Reading Recovery Tutors cannot access the RR&ELS 
Salesforce Platform. Teachers will need to export the 
Tutor Report and email it to their respective tutors.

Introduction
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How to get ESL access:

To gain access to the Education Sector Logon (ESL), you will need to complete the user 
invitation process.

Education Sector Logon invitations are emailed to users once a user has requested ESL 
access. Information on how to request ESL access is available here. We recommend you 
use your personal email address for your ESL user account to ensure the privacy and 
security of your ESL user account. Do not use a shared email address for your ESL user 
account, as passwords can be reset via your email account. 

If you are not the person in the ESL email invitation do not accept it. Instead, contact your 
school's ESL Delegated Authoriser or the Education Service Desk to request your own ESL 
invitation to be emailed to you.

New ESL user – create a new account

If you are a new user and you have received an ESL invite by email, then you can accept  
your invite and create your ESL user account by following the steps outlined in this section  
User invitation – create a new account.

Existing ESL user – use my existing ESL account

If you are an existing ESL user and you have received an ESL invite by email, then you can  
link your invite to your existing user account by following the steps outlined in this section  
User invitation – use my existing ESL account.

https://applications.education.govt.nz/education-sector-logon-esl/how-get-education-sector-logon
https://applications.education.govt.nz/education-sector-logon-esl/how-use-esl/user-invitation-create-new-account
https://applications.education.govt.nz/education-sector-logon-esl/how-use-esl/user-invitation-use-my-existing-esl-account
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Begin by going to the applications  
and online systems page, at: https: 
//applications.education.govt.nz/

Logging in

https://applications.education.govt.nz/
https://applications.education.govt.nz/
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In the top navigation bar, click 
on Schools & Kura to get to a 
list of applications,

Then click on Reading Recovery 
and Early Literacy Support 
(RR&ELS). 

This page has useful information 
on RR&ELS, and a link to the 
relevant New Zealand Curriculum 
Online page.

Click on the Log In button to get 
to the Education Sector Logon 
screen.

Logging in continued
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Remember to use your personal 
email address for your ESL user 
account to ensure privacy and 
security.

Then click Login to get to the 
Salesforce page and choose 
Reading Recovery and Early 
Literacy Support (RR&ELS).

This will take you to the RR&ELS 
knowledge article.

In the Knowledge article, click 
the option for entering data …

Logging in continued
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… then choose the current year.

This will take you to the Main 
Page, where you can begin 
entering your data.

Logging in continued
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The Main page is where 
you’ll enter student data, and 
where you can add and adjust 
information about teachers and 
RR&ELS tutors.

The RR&ELS Main page  
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You’ll see that the core information 
has been auto populated for you. 
You cannot change these core 
details. 

The RR&ELS Main page continued

In the Supporting information 
section, you’ll find the details 
you’ve previously supplied about 
teachers and trainee teachers …

… and information about reading 
levels.
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If your details (or those of other 
teachers) are missing from the 
Supporting information section, 
this probably means that they 
were not supplied in last year’s 
application. You can add this 
information by choosing Add a 
Teacher. 

Adding your own details

When you click on Add a 
Teacher, you’ll see that your own 
information appears automatically. 

 

Adding and updating teacher details
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Adding and updating teacher details continued

From the dropdown lists, choose 
your region and the name of your 
tutor, and click Save. 
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If your name is already in the 
Supporting Information list, 
you can connect with a tutor by 
clicking on your name and adding 
the region and tutor details from 
the dropdown lists. 

Click Save, and this will add the 
email address of the chosen tutor 
to your details.

You can indicate that you are a 
teacher in training by ticking  
the box. 

Adding and updating teacher details continued 
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Adding other teachers

If you need to add another 
teacher’s name, simply overwrite 
your own, then chose the region 
and tutor name.

Doing this will create a link 
between that teacher and the 
relevant tutor.

 

Adding and updating teacher details continued
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When you have entered or adjusted 
teacher details, including adding 
new teachers or trainees, you can 
move on to adding student details.

Click on the link to take you back 
to the main page.

 

Entering student details

Find or add students

Click on the Next button, and then 
the Plus (+) icon 
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Entering student details continued

You can check if a student’s details 
are already in the system by using 
the Contact Search function.

 

But usually, you’ll need to enter 
each student’s first and last name 
and NSN number.

Note that if at any stage a red box 
shows around a field, it means 
you are required to enter that 
information before moving on.
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Entering student details continued

Reading Recovery  
Information

Note: If a student is carried over 
from the previous year (Was carried 
over from last year at this school) 
or has arrived from another school 
(Arrived from another school with 
an incomplete programme, and 
programme continued), you’ll 
be asked to enter their previous 
information. Otherwise choose 
the first option (Entered Reading 
Recovery for the first time this year 
in this school).

Note if the student uses a language 
at home other than English, the 
student’s age at the date of entry, 
and their entry status. In this 
example, 6.3 = 6 years 3 months.
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Entering student details continued

Using the sliders, enter the 
student’s Entry Reading Level, 
Entry Writing Vocab score, and 
Entry Burt score.

Then click Save and Refresh the 
page. This will add the student to 
the list of students.

Continue this process until you’ve 
entered the details for all your 
students.
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Entering student details continued

Then click Next … and Next again 
to finish the process.

In the ELSA CM Students panel, 
you can click on individual 
students to see their details,  
or choose View All.
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Entering Outcome details

The View All option will allow you 
to see all of the students and enter 
their Exit Level data.

To run a School report, the status 
of all students in your list needs to 
read closed.

For any student with an Open 
status, you’ll need to enter their 
Outcome Details.

To begin, chose the student’s 
outcome from the dropdown list.
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Write any notes in the fields 
provided, then enter the student’s 
exit data: Exit Reading Level, Exit 
Writing Vocab Score, and Exit 
BURT score.

Entering Outcome details continued

Next, enter the number of 
30-minute sessions and calendar 
weeks, and click Save.
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Entering Outcome details continued

Finally, choose Closed from the 
Status dropdown, and click Save.

When you click on the link at the 
top of the screen you’ll go back 
to the Main Page, where you’ll 
see that the Open account is 
now Closed.

When you’ve entered and saved 
all of your data, and all of the 
student accounts are closed, you 
will be able to generate a School 
Report.



RR&ELS User Guide – Page 23

Generating a School Report

To generate a School Report, 
choose that option from the tabs 
at the top of the page.

Most of the information you’ll see 
has been generated from your 
records. You just need to enter: 

• the number of trained teachers 
working in Reading Recovery

• the total number of Reading 
Recovery trained teachers at 
the school

• the number of children who 
turned six in the current 
calendar year.
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Generating a School Report continued

Then click Next to generate the 
report. You’ll receive a message 
to tell you that by clicking 
Submit, your records will be 
locked.

Click Finish, and the report is 
generated and shown in the 
ELSA CM Reports panel. 
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Generating a School Report continued

Sample of a School Report
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Generating a Tutor Report

A Tutor Report can be generated 
even if your student list shows 
student/s with an Open status.

Choose the Tutor Report tab 
from the top of the screen and 
you’ll see a summary of the 
details. 

Click the Export button on the 
top right of the screen. You’ll get 
the choice of a formatted report, 
or details only.

Click Export again to download 
your file.



An accompanying video with a narrated, interactive 
explanation of the process is available at ‘How to use 

RR&ELS’ in the Application and Online Systems website.  

https://applications.education.govt.nz/reading-recovery-
and-early-literacy-support-rrels/how-use-rrels

https://applications.education.govt.nz/reading-recovery-and-early-literacy-support-rrels/how-use-rrels
https://applications.education.govt.nz/reading-recovery-and-early-literacy-support-rrels/how-use-rrels

