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Presenter
Presentation Notes
This tutorial guides users through creating online forms for Prescreens and Committee Evaluations. 



Presenter
Presentation Notes
This tutorial guides users through creating online forms for Prescreens and Committee Evaluations. On the landing page select Manage IM Reviews.



Presenter
Presentation Notes
Use the dropdowns to navigate to the IMR.



Presenter
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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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. 



Presenter
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.



Presenter
Presentation Notes
Add/Edit the form NAME and provide instructions to the reviewers in the DESCRIPTION. 



Presenter
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.




Presenter
Presentation Notes
Add a category by clicking on ADD NEW CATEGORY.



Presenter
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.



Presenter
Presentation Notes
After creating a Category, you can add questions by clicking on ADD NEW QUESTION or by selecting IMPORT QUESTIONS.



Presenter
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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