Revised 10-21-2020

USER
GUIDE

¢dedcredible®

"~ Creating Prescreen &
Evaluation Forms



Presenter
Presentation Notes
This tutorial guides users through creating online forms for Prescreens and Committee Evaluations. 
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Presenter
Presentation Notes
This tutorial guides users through creating online forms for Prescreens and Committee Evaluations. On the landing page select Manage IM Reviews.
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Presentation Notes
Use the dropdowns to navigate to the IMR.
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St. Johns County
School District
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October 15, 2020

Results
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Export Data

Dear Publishers,

St. Johns County School District is pleased to announce the SJCSD 2020-2021 K-12 English Language Arts Adoption. The purpose of this adoption is to request, evaluate, and purchase materials for the
courses listed below. In addition to submitting all relevant product information, vendors are required to complete the Vendor Technology Requirements Form and the St. Johns County School District

Data Sharing and Privacy Agreement.
Print Samples

Publishers are kindly asked to ship all print samples directly to schools. Please do not send print samples to the district office. Print samples are to be shipped to the Elementary, K-8, Middle and High
Schools listed at the following link: hitps://www.stjohns.k12.fl.us/schools/. Do not ship materials to the Technical Centers, Charter Schools, Alternative Schools or Virtual Schools.

If you questions about this adoption, please use the Chatter function in EdCredible to send questions and exchange messages with district personnel.

PREVIEW UPDATE
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Presentation Notes
To create a committee evaluation or publisher prescreen form or questionnaire, select Forms to the right of Request for Materials on the top menu.
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L 1 ]
Submitted
Materials
SJCSD Instructional Materials Adoption Vendor Technology Information Form - Elementary Platform 09/21/2020
©
Prescreen
M-a:a; SJCSD Intensive Reading Textbook Adoption Evaluation Tool 10/03/2020
Evaluations
PV
11 :
Evaluation
Results SJCSD Grades K-2 ELA Textbook Adoption Evaluation Tool 10/03/2020
Export Data
SJCSD Grades 3-12 ELA Textbook Adoption Evaluation Tool 10/03/2020
SJCSD Instructional Materials Adoption Vendor Technology Information Form - Middle School Platform 1 10/07/2020
SJCSD Instructional Materials Adoption Vendor Technology Information Form - Middle School Platform 2 10/07/2020
Delete
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Presentation Notes
Select ADD NEW or select COPY to make a copy of a Form in the current adoption or an adoption from a previous year. 


Copy Form

Select a form to copy:
| SJCSD Grades K-2 ELA Textbook Adoption Evaluation Tool

Name of new form:

SJCSD Grades K-2 ELA Textbook Adoption Evaluation Tool

CANCEL SUBMIT
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Presentation Notes
If you select COPY use the Select a form to copy dropdown to search for a form and then edit the name of the form under Name of new form and click SUBMIT.


Survey Detail

Name

SJCSD Intensive Reading Textbook Adoption Evaluation Tool

Description
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fﬂ St. Johns County
K2  School District

.

St. Johns County School District
Intensive Reading Textbook Adoption Evaluation Tool

Use this rubric to evaluate the various textbooks that are under consideration for the yearly textbook adoption.

Survey Rating Detail
Rating Scales Type

(O Star Survey

@ Criteria Survey

O Yes/No Survey
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Presentation Notes
Add/Edit the form NAME and provide instructions to the reviewers in the DESCRIPTION. 


Survey Rating Detail
Rating Scales Type

QO Star Survey
@ Criteria Survey

O Yes/No Survey

Rating Scales Range

" Four values range v

Label for Rating Scale #1

Limited

|:| Default Answer
~/, Comment Required

Label for Rating Scale #2

Adequate

|:| Default Answer
~/, Comment Required

Label for Rating Scale #3

Fully Evident

|:| Default Answer
O Comment Required

Label for Rating Scale #4

Exceeds Expectations
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Presentation Notes
Next, select the type of form you want to create. 

If you are creating a prescreen form for publishers, select the Yes/No form type.  

When creating a committee evaluation, most districts use a Likert scale and select Criteria Survey.  Next, select a Rating Scale Range of 2, 3, 4 or 5.  The value of each response choice is the same as the rating scale number.  Next label your rating scale response choices.  

Response choices should be concise as they are also used the evaluation charts. 

Select Default Answer if you want blank response choices to be recorded as that response choice when reviewers submit their evaluation.

Select Comment Required if you want reviewers to be required to add a comment when that response choice is selected.
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Texts integrate diversity across ethnic groups and genders, including relevant graphics, images, experiences, and names representing varies cultures (excluding
any stereotypes).

./ Enable Comment

S QUESTIDNS

X
> Category #3

x
> Category #4

X

> Category #5

</ Enable Saving

</ Enable Overall Comment

- 4 Require 50 Character Minimum Comment
|:| Anonymous Responses

CANCEL COPY PREVIEW PRINT RESEQUENCE SAVE
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Add a category by clicking on ADD NEW CATEGORY.


New Category Detail

New Category Sequence #: 5

Category Name

Description
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Instructions.. ]

Header (optional)
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Presentation Notes
The Category can be inserted in between other Categories in the evaluation.  Give the Category a Name. 

A Description or instructions for the reviewer can also be added for the Category, but it is not required. 

The Header can be used as a sub to the Category, but this does not impact the evaluation results nor are results displayed using the Header. The Header is rarely used with committee evaluations.

Click ADD.


Question #3
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[Texts integrate diversity across ethnic groups and genders, including relevant graphics, images, experiences, and hames representing varies cultures (excluding

any stereotypes).

~/ Enable Comment

- ADD NEW QUESTION IMPORT QUESTIONS

> Category #3

> Category #4

ADD NEW CATEGORY

</ Enable Saving

~/" Enable Overall Comment

Vv Require 50 Character Minimum Comment
|:| Anonymous Responses

CANCEL COPY PREVIEW PRINT RESEQUENCE SAVE
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After creating a Category, you can add questions by clicking on ADD NEW QUESTION or by selecting IMPORT QUESTIONS.
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Import Questions

Import Questions Parameters:
Choose File |BCPS 2019_2020 World Languages Rubric Indcators.xIsx

Import questions from column:| B

Start importing questions at row:

Stop importing questions at row:

New Questions Parameters:

New Questions started at #:

~/ Enable Comment for all imported questions

CANCEL IMPORT
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Presentation Notes
If you selected IMPORT QUESTIONS, first browse and select the file with your evaluation questions.  Next, indicate the column that contains the questions.  Then, indicate the rows to START and END importing questions.  Then indicate if the imported questions will start at the next question in the sequence or you can insert the questions between two other questions in the category.  Lastly, select Enable Comment for all imported questions to save time from having to select enable comment for each individual question.
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