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EvaluWise Update ς 2.0 
 
EvaluWise Processes 

 
To create the Process: Click on άSettingsέΣ Under Organization click on the άOptionsέ Tab Scroll 
Řƻǿƴ ǘƻ 9Ǿŀƭǳŀǘƛƻƴ tǊƻŎŜǎǎŜǎ ŀƴŘ ŎƭƛŎƪ ƻƴ άaŀƴŀƎŜ tǊƻŎŜǎǎŜǎέ (see Figure 1) 
 

 
Figure 1 

/ƭƛŎƪ άҌ !ŘŘ tǊƻŎŜǎǎέ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ǇǊƻŎŜǎǎΦ (see Figure 2) 
 

 
Figure 2 

 
Add in the Process Details ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ (see Figure 3) 
 

 
Figure 3 

Enter Process 
Name 

If using a category enter category 
name, if not select all categories 

Select Tenure status that this 
process reflects. 

Click Save 
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Click the Items tab to start adding in the iteƳǎ ŦƻǊ ȅƻǳǊ ǇǊƻŎŜǎǎΦ  /ƭƛŎƪ άҌ !ŘŘ ά(see Figure 4) 
 

 
Figure 4 

 
Enter the Process Item due date and if it has a subitem and click save. (see Figure 5) 
 

 
Figure 5 

 
Add/Edit Triggers 
 
Click on ά!ŘŘκ9dit ¢ǊƛƎƎŜǊέ to add a trigger that will check off the process 
 

 
Figure 6 

Select from Form Completed, Informal Completed Count, Formal Eval Completed Count, 
Summative Completed.  If selected Form Completed ς make sure the form you want to 

Enter Item Name 

Enter Due Date 

Enter Sub Item if 
needed 

Click Add/Edit 
Triggers to enter a 
trigger to check off 
for the process 
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complete has been assigned a form code and select that form code (go to the form setting to 
assign a form code). If selecting a formal and or informal ς select how many evaluations are 
required to be completed for the process to be checked off. 
 
Create an item for all the process items you want included. (see Figure 7) 
 

 
Figure 7 

 
To Manage or Start a Process, click on the άIƻƳŜέ  ¢ŀō ŀƴŘ {ŜƭŜŎǘ άaŀƴŀƎŜ !ŎǘƛǾŜ tǊƻŎŜǎǎŜǎέ 
(see Figure 8) 
 

 
Figure 8 
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All your process will be listed.  Click Start Process ς select the process and it will bring up a 
screen to select process due date and then change if needed process item due dates.  Click 
άStartέ (see Figure 9) 
 

 
Figure 9 

 
Click on the Teacher Tab ς select a Teacher and in the profile, you will see a % of completion in 
the top right-hand corner. (see Figure 10) 
 

 
Figure 10 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter Process Dates 

Click Start to start the 
process 
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Click on that Percent to bring up the process list (see Figure 11) 
 

 
Figure 11 

 
Teachers Dashboard will have the same percent completion in the top right-hand corner and 
once clicked on it will bring up the teacher dashboard process view. (see Figure 12) 
 

 
Figure 12 

 
Question Repository for Pre-Observation/Post Observation Forms: 
 
When creating a pre-observation/post-observation form linked to a rubric there is now a question 
repository.  These repositories house common questions based off common pre/post questions.  There 
are banks of questions dedicated to pre-conference questions, and post conference.  When creating the 

form, the button can be located under the last question of the form.   (see Figure 13) 
 

List of 
process items Ability to 

message the 
teacher 
through 
EvaluWise 

Enter any 
process 
notes for the 
teacher. 
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Figure 13 

 
The following figure is a closer view of a few of the questions themselves.  These questions are 

automatically paired to common components we see in many rubrics. (see Figure 14) 
 

 
Figure 14 
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Rubric Options: 
 
Click on Rubrics Tab, click on the rubric you are working on and then click on the Options Tab and finally 
click on the general tab.  (see Figure 15) 
 

 
 

Figure 15 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter your 
evaluation cycle 

Select Yes if 
you would like 
to pair to the 
Level 1 
(domain while 
scripting. 

Click to Yes if you would like to enable 
Teacher Self-Rating option for your rubric 

Click to Yes if you like to 
have the teacher enter 
evidence or comments on 
the self-rating. 

Enter the name 
for the Teacher 
Evidence 

Enter District Specific 
Signature Disclaimer for 
the teacher 

Enter the name of the 
Evaluatee  


