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How to set up the Illinois Performance Ranking Report in EvaluWise® 
 

We have added in a NEW report in EvaluWise® that provides a confidential list of teachers and their 

performance ranking as required in the state of Illinois.  The cost for this new add-on report is $195 per 
year, for those districts that are interested in having it added to their account.   
 
In ordŜǊ ǘƻ Ǌǳƴ ǘƘƛǎ ǊŜǇƻǊǘ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎǊŜŀǘŜ ŀ ǎǘŀŦŦ άtƻǎƛǘƛƻƴέ ŀƴŘ tǊƻŦŜǎǎƛƻƴŀƭ [ƛŎŜƴǎŜ /ŀǘŜƎƻǊȅ 
ǳǎŜŘ ƛƴ ȅƻǳǊ ŘƛǎǘǊƛŎǘΦ ¢ƘŜƴΣ ȅƻǳ ǿƛƭƭ ŜƴǘŜǊ Řŀǘŀ ŦƻǊ ŜŀŎƘ ǘŜŀŎƘŜǊ ŀǎǎƛƎƴƛƴƎ ǘƘŜƳ ǘƻ ǘƘŜƛǊ άtƻǎƛǘƛƻƴέ ŀƴŘ 

άtǊƻŦŜǎǎƛƻƴŀƭ [ƛŎŜƴǎŜέ ŎŀǘŜƎƻǊȅΦ  LŦ ȅƻǳ ƘŀǾŜ ŀƭǊŜŀŘy entered this information in EvaluWise®Σ ȅƻǳ ǿƻƴΩǘ 
need to do anything more to run the report. If you have not already entered this information in 

EvaluWise®, below are instructions on how to add the required information. 

 
Step 1: /ǊŜŀǘŜ 5ƛǎǘǊƛŎǘ {ǘŀŦŦ άtƻǎƛǘƛƻƴǎέ ŀƴŘ άtǊƻŦŜǎǎƛƻƴŀƭ [ƛŎŜƴǎŜ /ŀǘŜƎƻǊƛŜǎέ 
 
Positions - ¢ƻ ǎŜǘ ǳǇ ŘƛǎǘǊƛŎǘ Ǉƻǎƛǘƛƻƴǎ Ǝƻ ǘƻ {ŜǘǘƛƴƎǎ ŀƴŘ ǳƴŘŜǊ άhǊƎŀƴƛȊŀǘƛƻƴέ ǘƻ ǘƘŜ ǊƛƎƘǘΣ ǎŜƭŜŎǘ ǘƘŜ 
άhǇǘƛƻƴǎέ ¢ŀōΦ  ¢ƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άaŀƴŀƎŜέ ōǳǘǘƻƴ ŦƻǊ ά¢ŜŀŎƘŜǊ tƻǎƛǘƛƻƴǎΦέ ό{ŜŜ CƛƎǳǊŜ мύ 
 

 
Figure 1 

 
²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ άaŀƴŀƎŜέ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΣ ŀƴŘ ȅƻǳ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ Ƴŀƴǳŀƭƭȅ ŀŘŘ 
in each position by clicking on the + Add Position button. (See Figure2) 
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Figure 2 

 
 
Professional Licenses:  ¢ƻ ǎŜǘ ǳǇ tǊƻŦŜǎǎƛƻƴŀƭ [ƛŎŜƴǎŜ /ŀǘŜƎƻǊƛŜǎ Ǝƻ ǘƻ ά{ŜǘǘƛƴƎǎέ ŀƴŘ ǳƴŘŜǊ 
άhǊƎŀƴƛȊŀǘƛƻƴέ ǘƻ ǘƘŜ ǊƛƎƘǘΣ ǎŜƭŜŎǘ ǘƘŜ άhǇǘƛƻƴǎέ ¢ŀōΦ  ¢ƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άaŀƴŀƎŜέ ōǳǘǘƻƴ ŦƻǊ 
Professional Licenses.  (See Figure 3) 
 

 
Figure 3 

 
When ȅƻǳ ŎƭƛŎƪ ƻƴ άaŀƴŀƎŜέ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΣ ŀƴŘ ȅƻǳ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ Ƴŀƴǳŀƭƭȅ ŀŘŘ 
in each position by clicking on the + Add Position button.  (See Figure 4) 
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Figure 4 

 
(Note: Bulk Import options for both district Positions and Professional Licenses will be available June 1.) 
 

Step 2: Set ǳǇ ŜŀŎƘ ǘŜŀŎƘŜǊΩǎ ά¢ŜŀŎƘŜǊ tǊƻŦƛƭŜέ  
 
CƛǊǎǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά¢ŜŀŎƘŜǊǎέ ǘŀō ŀƴŘ ǎŜŀǊŎƘ ŦƻǊ ǘƘŜ ǘŜŀŎƘŜǊΦ  hƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ŀ ǘŜŀŎƘŜǊΣ ŎƭƛŎƪ ƻƴ 
ǘƘŜ ά9Řƛǘ ¢ŜŀŎƘŜǊέ ōǳǘǘƻƴ on the top right under their name. 
 
¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŦƛŜƭŘǎ ƴŜŜŘ ōŜ ŎƻƳǇƭŜǘŜŘ ŦƻǊ ǳǎŜ ǿƛǘƘ ǘƘŜ tŜǊŦƻǊƳŀƴŎŜ wŀƴƪƛƴƎ wŜǇƻǊǘΥ  ά¢ŜƴǳǊŜŘέ ŀƴŘ 
ά5ŀǘŜ ƻŦ IƛǊŜΦέ [ŜŀǾŜ 5ŀȅǎ ŀǊŜ ƻǇǘƛƻƴŀƭ ŀƴŘ Ŏŀƴ ōŜ ŎƻƳǇƭŜǘŜŘΣ ƛŦ ƴŜŜŘŜŘΦ  ¢ƘŜ /ƻƴŦƛŘŜƴǘƛŀƭ ¢ŜŀŎƘŜǊ 
Code is automatically generated by the system.  This code can be used as is, or you can enter your own 
code. (See Figure 5) 
 

  
Figure 5 
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bŜȄǘΣ ƻƴ ǘƘŜ ǘŜŀŎƘŜǊ ǎŎǊŜŜƴΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǳǇŘŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǘŀōǎΥ ά{ǳƳƳŀǘƛǾŜ 
wŀǘƛƴƎǎΣέ άtƻǎƛǘƛƻƴǎΣέ ŀƴŘ άtǊƻΦ [ƛŎŜƴǎŜǎΦέ ¸ƻǳ Ƴŀȅ ŀƭǎƻ ǳǇŘŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ άvǳŀƭƛŦƛŎŀǘƛƻƴǎέ ǘŀōΣ 
but that is not required to run this report.  
 
Summative Ratings Tab: 
LŦ ȅƻǳ ƘŀǾŜ ŎƭƛŎƪŜŘ ƻƴ ά¦ǇŘŀǘŜ ¢ŜŀŎƘŜǊ wŀǘƛƴƎέ ƛƴ ǘƘŜ ǘŜŀŎƘŜǊΩǎ {ǳƳƳŀǘƛǾŜ 9ǾŀƭǳŀǘƛƻƴΣ ǘƘŀǘ rating will 
be pulled into this tab. If you do not have 3 ratings entered in the system you can click on the + add 
rating button and add any prior ratings given to the teacher.  (See Figure 6) 
 
 

 
Figure 6 

 
Positions Tab: 
Click on ǘƘŜ άtƻǎƛǘƛƻƴέ ǘŀōΦ LŦ ȅƻǳ ƘŀǾŜ ƴƻǘ ŀƭǊŜŀŘȅ ŀǎǎƛƎƴŜŘ ǘƘŜ ǘŜŀŎƘŜǊ ǘƻ ŀ ǇƻǎƛǘƛƻƴΣ ȅƻǳ Ŏŀƴ Řƻ ǎƻ ōȅ 
clicking on the + Add Position button.  (See Figure 7) 
 

 
Figure 7 
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To assign a teacher to a position, you will click on the dropdown ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǘŜŀŎƘŜǊΩǎ Ǉƻǎƛǘƛƻƴ 
ŀƴŘ ƛŦ ƛǘ ƛǎ ǘƘŜƛǊ ŎǳǊǊŜƴǘ Ǉƻǎƛǘƛƻƴ ǎƭƛŘŜ ǘƘŜ ά/ǳǊǊŜƴǘ tƻǎƛǘƛƻƴέ ōǳǘǘƻƴ ǘƻ ȅŜǎΦ ό{ŜŜ CƛƎǳǊŜ уύ 
 

 
Figure 8 

  
If you have already assigned multiple positions to a teacher, you can select one or more current 
positions by clicking the radial button to the left of the Position.   (See Figure 9) 
 

 
Figure 9 

 
 
Qualifications Tab: 
The Qualifications is an editable field that allows you to list any additional qualifications that a teacher 
might have.  (See Figure 10) 
 

 
Figure 10 

 
Pro. Licenses Tab: 
 
LŦ ȅƻǳ ƘŀǾŜ ƴƻǘ ŀƭǊŜŀŘȅ ŀǎǎƛƎƴŜŘ ŀ άtǊƻŦŜǎǎƛƻƴŀƭ [ƛŎŜƴǎŜέ ŎŀǘŜƎƻǊȅ ǘƻ ŀ ǘŜŀŎƘŜǊΣ ȅƻǳ Ŏŀƴ Řƻ ǎƻ ōȅ 
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selecting a license type from the dropdown (entered by ǘƘŜ ŘƛǎǘǊƛŎǘ ǳǎƛƴƎ ǘƘŜ {ŜǘǘƛƴƎǎ ǘŀōύΦ ¢ƘŜƴΣ ŎƭƛŎƪ άҌ 
!ŘŘ [ƛŎŜƴǎŜέ ōǳǘǘƻƴΦ ¸ƻǳ Ŏŀƴ ŀǎǎƛƎƴ ƳǳƭǘƛǇƭŜ [ƛŎŜƴǎŜǎ ǘƻ ǘŜŀŎƘŜǊΣ ƛŦ ŀǇǇƭƛŎŀōƭŜ ōȅ ǊŜǇŜŀǘƛƴƎ ǘƘƛǎ ǎǘŜǇΦ 
(See Figure 11) 
 

 
Figure 11 

(Note: Bulk Import options for the teacher profile will be available June 1, 2016.) 
 
 
Running the Performance Ranking Report: 
 
The Performance Ranking Report needs to be purchased as an add-on for your district for $195 per year.  
 

Only the EvaluWise® Administrator account(s) have access to run this report. 
 
¢ƻ ŀŎŎŜǎǎ ǘƘƛǎ ǊŜǇƻǊǘΥ Dƻ ǘƻ ǘƘŜ άwŜǇƻǊǘǎέ ǘŀō ƻƴ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴΦ LŦ ȅƻǳ ƘŀǾŜ ǇǳǊŎƘŀǎŜŘ ǘƘƛǎ ŀŘŘ-on 
report, you will be able to select the Performance Ranking Report from the list of available reports. Once 
ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ tŜǊŦƻǊƳŀƴŎŜ wŀƴƪƛƴƎ wŜǇƻǊǘΣ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ άҌ !ŘŘ wŜǇƻǊǘΦέ  9ƴǘŜǊ ǘƘŜ ƴŀƳŜ ŦƻǊ ǘƘŜ 
report you will run, and select the correct rubric to use for the Performance Ranking.  (See Figure 12) 
 

 
Figure 12 
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/ƭƛŎƪ άbŜȄǘέ ŀƴŘ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ Lƭƭƛƴƻƛǎ {ǘŀǘŜ ǊŀǘƛƴƎ ƭŜǾŜƭǎΦ LŦ ȅƻǳǊ ǊǳōǊƛŎ ǳǎŜǎ ǿƻǊŘƛƴƎ ǘƘŀǘ ƛǎ ŘƛŦŦŜǊŜƴǘΣ 
you will need to select the wording from your rubric that corresponds to the state defined levels. Click 
ƻƴ ά/ǊŜŀǘŜ wŜǇƻǊǘέ ǘƻ Ǌǳƴ ǘƘŜ ǊŜǇƻǊǘΦ  (See Figure 13) 
 

 
Figure 13 

 
You will get an on-screen confirmation that your report has been successfully saved.  Click on the report 
you created from the Performance Ranking Reports list.  (See Figure 14) 
 
 

 
Figure 14 

 
 
Select the position(s) and school(s) you want included in the report. Hold down the control key and click 
to include multiple positons or schools in the report.  (See Figure 15) 
 
 


