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Presenter
Presentation Notes
This tutorial guides users through Managing Evaluations. 
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On the landing page select Manage IM Reviews.
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Use the dropdowns to navigate to the IMR.
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To manage evaluations and review groups, go to select Manage Evaluations.  Then select User Groups.
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Give the user group a name.  Add emails and separate them by a semi-colon ( ; ) with no spaces in between emails and semi-colons.  After adding the emails, click the blue + icon to the right.  The new emails are displayed in green.  To finalize the process, click SUBMIT.

*Users must have an EdCredible account to be added to a user group.
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To manage evaluations and review groups, go to your Instructional Materials Review and select Manage Evaluations.  You will automatically land on Manage.
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Use the drop downs to navigate to a specific adoption, select a course and then select ADD EVALUATION, but for now let’s click Edit to walk-through an existing evaluation release.
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Next, give your evaluation a Name.  The name will be displayed to your committee members.  

Click the Evaluation Form field and select the evaluation form.  

In Vendor Products select the products that will be reviewed.  

If you want to allow publishers to provide evidence for your indicators prior to the committee accessing the review, click Enable Vendor Response. 

Set the publisher Open Date and Close Date for their responses.

Select whether or you not your reviewers can view the publisher evidence and/or if committee members can anonymously ask send questions to the publisher through EdCredible.  

Enter an Open Date and Close Date for the educators to access evaluations.

Select the roles or select the user groups that you want the evaluation released to. Do not select roles unless you want any user in the district with the specified role to have access to the evaluation.  Individual emails can also be entered.  

Enable Response Lookup allows committee members to lookup other committee member evaluation responses, but most districts do not enable this feature.  

Enable Product Detail adds the digital access credentials to the evaluation

Enable Group Message adds a group message function at the indicator level for committee members within the user groups.  

Select Require users to answer all questions if you want to reviewers to be prevented from submitting an evaluation before they responded to each indicator. 

Click POST. 
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To send an automatic notification to reviewers or vendors, click on NOTIFICATION EMAIL.

Select the checkboxes for the notification and click SEND.  The vendors and/or the reviewers will get an automatic notification from EdCredible.

When you return to the evaluation page click POST if you have not done so and then click CANCEL to go back to the list of courses.
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