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Instructions for running the ELR Survey 
   
   

Thank you for taking part in the annual ELR survey. Below are instructions on how to complete 
the survey from Bookmark. 

Before conducting the survey, make sure Bookmark has been updated to the latest version. 
Older versions may not generate the results required by the survey. 
 

1. To conduct the survey, open Bookmark to the Main Menu. 

2. Open Cataloguing. Enter the access password if requested. 
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3. Click on Item Lists. 
 

 
 
4.  Click on 7 – ELR Survey 
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5. Enter your school’s postcode (if blank). Click on Begin. 
 

 
 
6.  The ELR booklist is downloaded.  
 

 
 
7. The survey then proceeds automatically. 
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8. The survey goes through several stages. As each step is completed it is ticked on the list.  
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The results of the survey are saved in two files which are then compressed into a single zip 
file.  

9. This popup window appears when the survey is finished. 
 

 

The filename is the name of the school plus the post code dot zip. In the example above it is 
Bookmark Valley School 5115.zip . 

If Bookmark is unable to access the Documents folder, the file can be found in Bookmark’s 
folder. 

Follow instructions provided by the ELR team to send the results. 
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