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EvaluWise Update 1.8.4 ς 1.8.5 
 
Create a Checklist for an Evaluation: 
 
To create the checklist – click on Settings Tab – Under Organization – On the Options Tab -Scroll down to 
Evaluation Checklist and Click on “Manage Checklist” – (see Figure 1) 
 

 
Figure 1 

 

Once in Checklist click on “+Add Checklist” to create a new Checklist or click on an existing checklist to 

edit it. (see Figure 2) 

 

Figure 2 
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If adding a new checklist click Checklist Details Tab to enter the details of the checklist.  Click Save once 

it is setup. (see Figure 3) 

 

Figure 3 

Under the Items Tab – Enter each item for the checklist, the action, and due events or days– Please note 

if you are adding a form as part of the checklist – please see the last section of this documentation on 

creating a form code and assigning it to a form.  (see Figure 4) 

 

Figure 4 
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Once your Checklist has been created it will pull into all new evaluations.  The Checklist will be hidden to 

the side – click on the blue header of the checklist to display it on the screen. (see Figure 5) 

Figure 5 

As you complete your defined items for the Evaluation it will check off the items on your Evaluation 

Checklist. (see Figure 6) 

 

Figure 6 
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Setting up Form Codes for Checklist:   

This is required to link a form to a checklist item 

Click on Settings – and under Organization on the Options Tab scroll down to Form Codes and Click on 

“Manage Form Codes” (see Figure 7) 

 

Figure 7 

Create a form code for each type of form that you want pulled into your checklist.  Click on the “+ Add 

Form Code” Enter Code and then a Description and Click “Save Form Code”. (see Figure 8) 

 

Figure 8 
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Next Go into your Form and assign the Form Code to the Form 

You can only setup categories for Forms linked to an evaluation. 

Click on Rubrics – Select the Rubric – Click on the Forms Tab and Click “Manage Forms” (see Figure 9) 

 

Figure 9 

Next Click on the “Form Group” and then Click on the “Form Name” Go to Form Code and Select the 

Form Code from the Drop-Down Menu.  (see Figure 10) 

 

 
Figure 10 

Please Note – The checklist will only take effect on any new evaluations added after the checklist was 

created. 
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Figure 12 

New View on the Evaluations:   

The Evaluation’s layout has changed for easier access to commonly used buttons.  Under the Teacher 

name there is now a button for Teacher Access, Artifacts, Printing, Email Log and then on the Summative 

Evaluations the Linked Evaluations Button.  The Evaluation Complete Button is in the same location – 

top right and Evaluation Name, rubric, and form group have moved under it.  Finally, the evaluation 

delete button is located under the evaluation information. (see Figure 11) 

 

Figure 11 

 

 

Updates to Illinois Performance Ranking Report 

When you run the Illinois Performance Ranking Report you now have the following options (Figure 12) 

 

 

 

 

 

 

 

 

Print Name on Report if checked – if unchecked 

prints confidential code 

Prints Report

 
Export report to csv

 
Post Grouping on Teacher 

Dashboard 

Create PDF of 

Report

 



 
 

||  

 

When you click Publish to Teacher you will get the following warning – Click Yes if you would like the 

teacher to see their grouping on the Teacher Dashboard (See Figure 13) 

 

Figure 13 

 

The Teacher Dashboard now has the following New Tabs to View their personal information. 

¶ Positions 

¶ Qualification 

¶ Pro. Licenses 

¶ Perf, Ranking 

Positions – (see Figure 14) 

 

Figure 14 
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Qualifications – (see Figure 15) 

 

Figure 15 

 

Pro. Licenses – (see Figure16) 

 

Figure 16 

 

Perf. Ranking – (see Figure 17) 

 

Figure 17 


