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Evaluation Status Icons
These are the evaluation status icons used in Session manager to show the status of

each evaluation match.

|
) Complete

Complete, Released, Can be put back ‘On Hold’

G Complete and Missing Signature |
(£ Complete, Missing Signature, Can be put back ‘On Hold’
) Declined

o Delinquent

dﬂ Delinquent, Saved as Draft

0 On Hold

9 Pending

Q

Saved as Draft




Once a session is created and matches are made, changes to either the Available Date
or Due Date cannot be made to all intervals at once. They have to be made interval by

Changing an Evaluation's Available or Due Date

interval. There is not a way to apply differing available or due dates to matches. All
matches appearing within an interval have the same Available Date and Due Date.

To change any of these dates:

|.—\

o

Go to Evaluations > Setup & Manage>Sessions
Click on arrow to the left of the session name

Click on the Interval name
Click Edit Interval

N Interval Matches

Direct Observation: Transition of Care

Interval 9 6 matches Match Date: 3/2 e Date: 3/24/2 3/1
"
:{ All Delinquent Completed Pending Signatures NET Unmatched People
| ’ Q View| | ™5 Export as PDF Hide evaluator info Include cover page Include category summaries
Il
O Evaluator Subject Evaluator Status Subject Status Rotation St:
O @@ Allen, Brianna "« Arora, Rosie S Faculty PRG1 DM:IM:VICU:VA 3/
Change the dates
Click Save
N Interval Matches
Direct Observation: Transition of Care
Interval 9 atches Date able 4/2015
Interval Name vStart End Available Due Stop Delinquent Email
Interval 9 3/1/2015 [ | 3/31/2015 [ |3/24/2015 & | 4/3/2015 =) | 6/30/2015 =) Save H




Printing a Pending Evaluation

After a match has been made, you can print pending evaluations from the Session
Manager.

Print a Pending Evaluation

1.

Go to Evaluations > Setup & Manage>Sessions

2. Select a tab:
o Sessions: Click the arrow to the left of the session name and select the
interval
o By Evaluator, By Subject, or By Rotation: Click the arrow to the left of the
name and click the Pending tab
« By Date: Click the Pending tab
3. Locate the desired evaluation and place a check in the box to the left
4. Click View. This will open the evaluation.
5. Right-click and select Print
4 Antonucci, Michael Faculty 18 5 3
All Completed Delinquent Pending

‘ Q view ’ Hide evaluator info  Actions i

| Subject Status Rotation Session Start

Vi %4 @  Archer, David A PRG1 FM:SportsMed-SC Faculty Evaluation of Resident 12/1/2015

O 174 9 Archer, David A PRG 1 FM:FPC2-PCMH Faculty Evaluation of Resident 12/1/2015

O %4 @  Aktar, Aboud PRG 2 FM:FPC2-PCMH Faculty Evaluation of Resident 12/1/2015

O %4 @  Baker, Thomas Eugene PRG 3 FM:SportsMed-SC Faculty Evaluation of Resident 12/1/2015

O & @ Parke Brenda PRG2  FM:flect Faculty Evaluation of Resident 12/1/2015
K \;‘_ > M Evaluations per page 50 ¥

End

12/31/2015
12/31/2015
12/31/2015
12/31/2015
12/31/2015

View Bloc

Availab
12/24/.
12/24/:
12/24/:
12/24/:
12/24/:




Viewing Evaluation Match & Automated Email
History

Open Match History

1. Go to Evaluations >Setup & Manage>Sessions

2. Click on your session

3. Click the Match Schedule tab

4. Click the interval name. This opens all the matches for that interval

5. Click the [i ] icon to the right of a match. This opens a history for that match

| Faculty Evaluation of Resident

||| Interval 7 9 matches n/a Available Date: 1/24/2016 1/1/2016 - 1/31/2016
All Delinquent Completed On Hold Pending Signatures Declined Unmatched People
Q View Hide evaluator info Actions %
O Evaluator Subject Evaluator Status Subject Status Rotation Start
O %4 O  Antonucci, Michael Parke, Brenda Faculty PRG 2 FM:FPC2-PCMH 1/1/2016
O &/ @  Antonucd, Michael Wolf, Becky Faculty PRG 1 FM:FPC2-PCMH 1/1/2016
O & @&  Beres, Amanda Gomez, Maria Program Director PRG 3 FM:AmbGyn-SC 1/1/2016
O (7 (1) Beres, Amanda O'Doull, Kathleen Program Director PRG 2 FM:ComMed-SC 1/1/2016
History Tab
'
You'll see:
» Print History

Signature History
Delinquent Reminders Sent
Edit Match History



Match History

History Automated Email history

Print History:

Viewed/Printed By: Date: Printed:
No records to display.
Signature History:
Signed by: Date: Role:
No records to display.
Delinquent Reminders Sent:
’No records to display.
Edit Match History:
| Created  7/15/2015 11:3223 AM
Automated Email History Tab
Here, you'll find emails that were:
« Generated by the system
o Related to the match
« Sent up to 60 days ago
Match History
History Automated Email history
Email history for evaluator:
(All notifications sent to the evaluator concerning matches in this interval)
Sent on Mailed to: Subject of Message: Text (first 50 char’s)
Michael Antonucci, you h
evaluations to complete.
Evaluation of Resident
Show Full Message 1/25/2016 6:51:54 AM DemoMail@New-Innov.com Evaluations 01/01/2016-01/31/2016 |
2/3/2016 Institution Logi!
GMEC Department: FM-F.

Medicine Questions? Plez




Troubleshooting Matches
When troubleshooting any problems with your matches, you'll find a lot of problems
are rooted in your Block Schedule and your Session

Check the Block Schedule
o Check that both the Evaluator and Subject are on the Block Schedule
e Be sure both are on the exact same rotation
o Check the time period or intervals

o Confirm that the status type for both Evaluator and Subject is correct on the
Block Schedule

Check the Session

« Be sure that the correct Status Type is included on the People tab of your
session

o Check that the rotation is included in the 'Active Rotations' box on the
Rotations tab of your session

o Confirm that the rotation ends during the interval of the session

o If the Evaluator or Subject is from another department, be sure that you've
'Included People from Outside Departments' on the People tab of your session

Rematch your Session
Once you update your session or block schedule, be sure to rematch the interval.
This tells the software to check the block schedule and session again and make new
matches.
To rematch a single interval:
1. Go to Evaluations > Setup & Manage>Sessions
Click the name of a session
Click the Match Schedule tab
Select an interval
Click Match Interval

ARl A

To rematch more than one interval:

Go to Evaluations >Setup & Manage> Sessions

Click the name of a session

Click the Match Schedule tab

Check the boxes in front of the intervals you want to rematch
From the 'More' drop-down list, click Match

A



Beware of Creating Duplicate Matches
Duplicate matches will not be created, except in two cases:

o The session is marked as Totally Anonymous and people have completed
evaluations. Since the evaluator information is permanently stripped away in
Totally Anonymous evaluations, the system does not know who completed
these evaluations and will make new ones. Evaluators can return the extra
evaluation as 'Declined.’

e Manual matches were made and are the same as the matches made automatically
by the system.




Editing an Evaluator's Completed Evaluation

Sometimes an evaluator will ask an administrator to make changes to a completed
evaluation on their behalf. After following these steps, the evaluation will be saved.
The completed evaluation will then display the name of the administrator, plus the
date and time that the evaluation was saved.

Make Edits for Evaluator
1. Go to Evaluations >Actions>Evaluations Hub
On the 'Completed' tab, choose your Evaluator and Subject from the lists
Click List All Evaluations
Click Edit Evaluation beside the appropriate match (right column)
Click OK
The evaluation will open. Make the necessary edits.
7. Click Submit Final

View Completed Evaluations

SN AR

Completed Delinquent Declined On Hold Pending Signatures High/Low Scores Eval Status List Program Director Comments
Personal Listing
Filter by Year [2015-2016  V|[--- v| 71205 |E 630206 [

All | None | Invert | Sessions
All

All | None | Invert | Evaluators All | None | Invert | Subjects

07/01/2015-07/31/2015 Faculty Eval of Res - Custom Subs & Comment Box GS /N

07/01/2015-07/31/2015 Faculty Evaluation of Resident
07/01/2015-07/31/2015 Nurse Evaluation of Resident

07/01/2015-07/31/2015 Resident Evaluation of Faculty
07/01/2015-07/31/2015 Resident Evaluation of Rotation
08/01/2015-08/31/2015 Faculty Eval of Res - Custom Subs & Comment Box GS

Aktar, Aboud A
Andrews, Florence
Antonucci, Michael
Archer, David A

Baker, Thomas Eugene
Beres, Amanda

Aktar, Aboud A
Andrews, Florence
Antonucci, Michael
Archer, David A

Bach, Ann

Baker, Thomas Eugene

[include Archived Items

08/01/2015-08/31/2015 Faculty Evaluation of Resident Black, James Beres, Amanda
08/01/2015-08/31/2015 Nurse Evaluation of Resident v Gomez, Maria v Blind, Harold v
08/01/2015-08/31/2015 Resident Evaluation of Faculty Jones, Robert Cirelli, Samantha

1 Selected: 1 Selected: 1 Selected

Attention! When viewing/printing evaluations, no more than 50 items may be selected at one time.
List New Evaluations Only | List ALL Evaluations

View selected evaluations [J Do not mark evaluations as viewed

[Jset

Return selected evals to 'On Hold'

as the "Printed” date

[ Hide evaluation form instructions M Hide identifying information in the header of the anonymous evaluations
Residency Evaluations
All | None | Invert
Evaluator Name Rotation/Subject Name Rotation
[] * Black, James Archer, David A
[[] * Matthews, Kathy O'Doull, Kathleen
[ = Matthews, Kathy Julka, Vijay

Session Name

FM:MedA-SC (Department of Family Medicine/FM-Family Medicine)
FM:ComMed-SC (Department of Family Medicine/FM-Family Medicine)

Start Date Stop Date Sessior
FM:SportsMed-SC (Department of Family Medicine/FM-Family Medicine) Faculty Evaluation of Resident (FM-Family Medicine) 7/1/2015 7/31/2015 8/3/20
Faculty Evaluation of Resident (FM-Family Medicine) 7/1/2015 7/31/2015 8/3/20
Faculty Evaluation of Resident (FM-Family Medicine) 7/1/2015 7/31/2015 8/3/20



When you're editing an evaluation that requires a signature, you'll see this message:

f 1
www.new-innov.com says

If the evaluator was a signer:
o They will see the form marked as draft on their Home Page
o They will get an email prompting them to sign

If the subject was a signer:
o They will get a home page notification

10



Sending Completed Evaluations Back to Evaluators for
Editing

If an evaluator needs to edit a completed form, an administrator can return the

completed evaluation to them.

Return a Completed Evaluation
1. Go to Evaluations > Actions>Evaluations Hub
On the Completed tab, choose your Evaluator and Subject from the lists
Click List All Evaluations
Click Edit Evaluation beside the appropriate match (right column)
Click OK
The evaluation will open. Scroll to the bottom and click Return to Evaluator

SN AN SN

» Admin Change Log (1)
Signatures

Orlando Brown

Jacob Morris

The evaluation is now in draft mode and appears in the evaluator's list of evaluations
to complete. The evaluator can log in to New Innovations and edit the evaluation.

11



Sending a Declined Evaluation Back to the Evaluator
Go to Evaluations > Actions>Evaluations Hub

Click the Declined tab

Select the desired academic year

Select the session, evaluator and subject

Click View List

Check the box in front of the evaluations to send back

Click Return Evaluation

A Al o

NOTE: Once a declined evaluation is returned, it cannot be declined by the evaluator
for a second time.

12



Releasing Evaluations from 'On Hold'

You can place completed evaluations 'On Hold' for administrative review. Here's how
to release them when ready:
1. Go to Evaluations >Actions>Evaluations Hub
2. Click the On Hold tab
Select the desired academic yearActi
Select the session, evaluator and subject
Click View List
Check the box in front of the evaluations to release
Click Release Selected Evaluations

oA L

On Hold Evaluations

Completed Delinquent Declined On Hold Pending Signatures High/Low Scores Eval Status List Program Director Comments
Filter by Year [2015-2016 V][ V| 7172015 6/30/2016
All | None | Invert | Sessions All | None | Invert | Evaluators All | None | Invert | Subjects
10/01/2015-10/31/2015 Faculty Evaluation of Resident Beres, Amanda Aktar, Aboud
[Tinclude Archived Items
1 Selected 1 Selected 1 Selected:

Attention! When viewing/pri evaluations, no
View List

View On Hold Evaluatio

n 50 items may be selected at one time

| Release Selected Evaluations

All | None | Invert

Evaluator Name Rotation/Subject Name  Rotation Session Name Start

] Beres, Amanda  Aktar, Aboud FM:ComMed-SC (Department of Family Medicine/FM-Family Medicine) Faculty Evaluation of Resident (FM-Family Medicine) 10/1/

When you release an evaluation:
« Any pending signers are notified of required signatures
« Both evaluators and subjects can see the completed evaluation in their list
(unless blocked by session anonymity settings)
o The evaluation's results become available in all reports

13



Viewing Completed Evaluations

Who can view completed evaluations?

Level 6 - view in all departments

Level 5 - view in department where privileged

Level 4 - view only evaluations that are not on hold or anonymous
Level 3-1 - view only evaluations done on them or they have completed

View Completed Evaluations
1. Go to Evaluations >Actions>Evaluations Hub>Completed
2. By default, you'll be on the Completed tab viewing the Administrative Listing
« To only view evaluations you've completed, click Personal Listing
Select the date range
Select the Session
Select the Evaluators

Select the Subjects
Click List All Evaluations

d Evaluations

Nk W

Include Archived ltems

Do not mark evaluations as viewed

Set | as Printed” date

Include Category Summary

Hide evaluation form instructions ¥ Hide identify

nation in the header of the anonymous evaluations

Residency Evaluations

“  Brooks, Maggie JIMWARD - 1-MH (JGB Intemal Medicine] Milestones (JGB Intemal Medicine| 7/1/2013 7/31/2013 8/3/2013 =

on, Way ature f y lyation of ident (JGB Int fan
Benson, Wayne Sia Brooks, Maggie  JIMAMB-MH (JGB Intemal Medicine Faculty Evaluation of Resident UG8 temal. o) o613 a31/203 9372013

Benson, Wayne Brooks, Maggie JIMWARD - 1-MH (JGB Intemal Medicine! 1/2013 7/31/2013 8/3/2013

v tat ) mal Egit
Brooks, Maggie JMAVARD - 1-MH JIMWARD - 1-MH (/GB Intemal Medicine) D CaoN O RoOR 08 KMo /1 rou1 /2013 wrvaons b =

Brooks, Magg s t Evaluation of Faculty ()GB Inten & = Edit
ooks, Maggle Previously oo\ A SMAWARD - 1M UGB Intemal Medicine] Rancmt Baieion of thod ™ 013 132013 8372013

Med c

Fi ity Evaluation of Resident JGB Int E
Durbin Nancy 8rooks, Maggie  JIMAWARD - 2-MH (JGB Intenal Medicine) ':: :ﬁc‘ AT 8 BeCery WM 9012013 9/302013 10537203 [

14
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8. In the last column, click Edit Evaluation to make changes to the completed
evaluation
You'll see:

Evaluations that are "Totally Anonymous" cannot be edited

Evaluations marked with a red asterisk are on hold

Evaluations marked with a green asterisk were placed back on hold after
being automatically released and can now only be released manually
Evaluations marked with a blue asterisk can be placed back on hold
Evaluations followed with a green (RS) belong to a reciprocal session and
were completed with an existing reciprocal match

Evaluations originating in another department cannot be put on hold from
your department

Leaving the session list defaulted to "All" will include evaluations
completed on or by people in your department

No anonymous evaluations will be displayed when selecting only one
evaluator OR selecting all but one evaluator and you are a subject

There must be at least two completed evaluations on the subject, in a
session marked as Subject Anonymity or Total Anonymity, for the
evaluation to appear. This protects the anonymity of the evaluators.



Viewing Declined Evaluations

You can view the evaluations that have been returned or 'Declined' by the evaluators.
1. Go to Evaluations > Actions>Evaluations Hub

oA

Click the Declined tab
Select your date range
Select your Session
Select your Evaluators

Select your Subjects
Click View List

Declined Evaluations

Filter by Year | 2018-2019 ¥

Al
0101/

2019-01731/2019 Session For Shift Cards

71112018 6/30/2019
al| | None | Invert | Evaluators Il | None | Ivert | Subjects
Al Al
LBNeuroFaculty, Two

LENeuroResident, One
LBNeuroResident, Two

nclude Archived lems

16

t Namea Rotation

Reason Declinad

ical Surgery| /82019 1/8/2019
cal Surgery /82018 1/8/2018

eal Surgery) /872018 1/872019

LBNeuroResident, One LB Neuro One (LB Ne

d gt work with this person

LBNeuroResident, One LB Neuro One (LI

LB Newrs

(L3

srds (LB N

Neurological Su | did mot work with this person

LBNeuroResident, T e (LB Neuralogical S I dicd nort work with this person

LBNauraResident, One LB Neurs One (LB Neuralogical ] Cards (LB clogical Surgery) 1/8/2019  1/8/2019 1 did mot spand enough tima with this parson

Check the box in front of a match and click View Declined Evaluations to
open the evaluation and view it

Check the box in front of a match and click Return Evaluations to send
the evaluation back to the evaluator to be completed. The evaluator will
not have the option to return (decline) it again.

The session list contains only sessions in this department. Results may
include sessions outside of your department if they involve
evaluators/subjects from this department

The last column displays Reason Declined. This column will allow admins
to report on historical declined reasons and perhaps recognize trends that
lead them to improving compliance. For more info on where Decline
Reasons come from, check out this article for evaluators declining an
Evaluation.




Viewing Delinquent Evaluations
Delinquent evaluations are those assigned to evaluators that are past their Due Date.
Evaluations are considered 'delinquent' if they are not completed by midnight of the
day they are due. Administrators also have the option to send delinquent emails from

this page to the evaluators.
1. Go to Evaluations >Actions>Evaluations Hub
Click the Delinquent tab
Select your date range
Select your Session
Select your Evaluators
Select your Subjects
7. Click View List

Delinquent Evaluations

SRRl N

Completed Delinquent Declined On Hold Pending Signatures

Filter by Year| 2017-2018 v - v 7/1/2017 6/30/2018

All | None | Invert | Sessions
All - All -
07/01/2017-07/31/2017 Concern Card (2016-2017) Adams, Betsy Lynn
07/01/2017-07/31/2017 End of Shift Evaluation (2016-17) Agarwal, Needha
07/01/2017-07/31/2017 Faculty Evaluation of Resident Andrews, Florence

All | None | Invert | Evaluators

07/01/2017-07/31/2017 Faculty Evaluation of Resident (2017-2018) Arden, Fred

07/01/2017-07/31/2017 Faculty of Resident-Competency Based Arshid, Balal Mounir

07/01/2017-07/31/2017 Resident Evaluation of Faculty Atkins, Chet

07/01/2017-07/31/2017 Resident Evaluation of Faculty (2016-17) Bach, Ann

07/01/2017-07/31/2017 Resident Evaluation of Rotation Barata, Dawn

07/01/2017-07/31/2017 Resident Evaluation of the Rotation v Bender, Douglas ~
1 Selected 1 Selected

Attention! When viewing/printing evaluations, no more than 50 items may be selected at one time.
View List
View Delinquent Evaluations | Send Delinquent Email

| All | None | Invert

I Evaluator Name Rotation/Subject Name Rotation

Cartman, Jerry Agarwal, Needha

High/Low Scores

Eval Status List

All | None | Invert | Subjects
All -
Adams, Betsy Lynn

Agarwal, Needha

Andrews, Florence

Arden, Fred

Arshid, Balal Mounir

Atkins, Chet

Bach, Ann

Barata, Dawn

Benn, Jason v

1 Selected

EM:PEDS:EMC (Department of Emergency Medicine/Emergency Medicine)

** Cartman, Jerry Benn, Jason EM:EM:Red (Department of Emergency Medicine/Emergency Medicine)
Cartman, Jerry Benn, Jason EM:EM:Red (Department of Emergency Medicine/Emergency Medicine)
| Count: 3
View Delinquent Evaluations | Send Delinquent Email
Notes:

Program Director Comments

Include Archived Items

Session Name

End of Shift Evaluation (2016-17) (E
End of Shift Evaluation (2016-17) (E
End of Shift Evaluation (2016-17) (E

o Check the box in front of an evaluation and click Send Delinquent Email to

send a reminder to the evaluator.
e FEwvaluations marked with ** are saved as a draft.

e Ewvaluations marked with an 'A' are from an administrative session and cannot

be completed by the evaluator.

17



Viewing High/Low Scores
View the high and low scores received by subjects as configured in your evaluations.
1. Go to Evaluations > Actions>Evaluations Hub
Click the High/Low Scores tab
Select your Academic Year
Select your Interval (Optional)
Check the box to Include Low Scores
Check the box to Include High Scores
Check the box to Include Archived Sessions
Select your Session
9. Select your Evaluator
10. Select your Subject
11. Click View List

High/Low Scores

PN A

Dates & Scores

Sessions, Evaluators & Subjects

View List

High/Low Scores Report: 7/1/2012 to 7/31/2012 + Low Scores + High Scores

View Evaluations | Print Evaluations to PDF

Notes:
o Click View Evaluations to open the evaluation for viewing
o Click Print Evaluations to PDF to print your evaluation to a PDF format
o When viewing evaluations, high and low scores are indicated in red
o Evaluations marked with a red asterisk (*) are on hold
« Anonymous evaluations are not displayed when viewing single evaluators
o There is no auto login link in a high or low score notification. This is for security
and confidentiality reasons.

18



Viewing 'On Hold' Evaluations

Within a session's Advanced Settings, administrators can place completed evaluations
'On Hold' for administrative review. Those evaluations can be viewed and released
from 'On Hold' from this screen.
1. Go to Evaluations > Actions>Evaluations Hub
Click the On Hold tab
Select your date range
Select your Session
Select your Evaluators

Select your Subjects
7. Click View List

On Hold Evaluations

SRR ANl A

Completed Delinquent Declined On Hold Pending Signatures High/Low Scores Eval Status List Program Director Comments
Filter by Year [2015-2016 V|| v] 7172015 6/30/2016
All | None | Invert | Sessions All | None | Invert | Evaluators All | None | Invert | Subjects
10/01/2015-10/31/2015 Faculty Evaluation of Resident Beres, Amanda Aktar, Aboud

[include Archived Items

1 Selected 1 Selected. 1 Selected

Attention! When viewing/printing evaluations, no more than 50 items may be selected at one time
View List
View On Hold Evaluations | Release Selected Evaluations

All | None | Invert

Evaluator Name Rotation/Subject Name  Rotation Session Name
[T] Beres, Amanda  Aktar, Aboud FM:ComMed-SC (Department of Family Medicine/FM-Family Medicine) Faculty Evaluation of Resident (FM-Family Medicine
Count: 1
Notes:

o Check the box in front of a match and:

« Click View On Hold Evaluations to open the evaluations and view them.

o Click Release Selected Evaluations to release the evaluations from being 'On
Hold' and allow it to be viewed by other according to the configuration of the
session.

o Evaluations followed with a green (RS) belong to a reciprocal session and were
completed with an existing reciprocal match.

« Evaluations originating in another department must be released from that
department regardless of your privilege level in evaluations.

19
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No anonymous evaluations will be displayed when selecting only one evaluator
OR selecting all but one evaluator and you are a subject.



tﬂ

Viewing Evaluations with Pending Signatures

View the evaluations that have been completed and are waiting for additional
signatures.

Go to Evaluations > Actions>Evaluations Hub
Click the Pending Signatures tab

Select the date range

Select the Session

Select the Evaluators

Select the Subjects

Click View List

ding Signatures

10/01/2013-10/31/2013 Facuity Evaluation of Resident Parke, Brenda Lemon, Julie ¥ B Lo
= Include Archived ltems
Parke, Brenda
Rotat
- - Faculty Evaluation of Resident (JGB Interna
Brooks, Maggie Brooks, Maggie JINCAMB-MH (JGB Internal Medicine 8 s 1
Medicine
Benson, Wayne Aaaame s s R Faculty Evaluation of Resident (JGB Internal

To send an email to a person:

21

AR Al o

Check the box beside the name

Click Email Missing Signature People

This page can be filtered by date, session, evaluator and subject
Select people to CC or BCC on this email

Enter a subject line

Enter the body of the message
Click Send

9/1/2013

Eaadhant 3/2013



Viewing Comments to the Program Director

These comments collected on evaluation forms are only viewable by the program
directot.
Program directors:

1.

Nk

Go to Evaluations > Evaluations Hub
Click the Program Director Comments tab
Select your date range

Select your Session

Select your Evaluator

Select your Subject
Click View List

Pre jram Director Comments

Filter by Year | 2013 - 2014 || | --- %
09/01/2013-09/30/2013 Faculty Evaluation of Resident Buchanan, Jeff James Gomez, Maria
10/01/2013-10/31/2013 Faculty Evaluation of Resident Durbin, Nancy Lee
Include Archived Items
Rotat
= DM-ENDO-CONSULTS (Department of Medicine/DM- Faculty Evaluation of Resident (JGB Interna = YRR
Buchanan, Jeff Gomez, Maria = 2 9/1/2013 9/30/2013 10/3/2013
Endocrinology Medicine

Durbin, Nancy Gomez, Maria ANES:ANES (Anesthesiology

Faculty Evaluation of Resident (JGB Internal

M 10/1/2013 10/31/2013 11/3/2013
Medicine;

Notes:

22

Check the box in front of an evaluation and click View Selected Evaluations to
view the entire evaluation and comments

Check the box in front of an evaluation and click View Comments Only to see
just the comments submitted.



Evaluation Status List

The evaluation status list will show you the status of all of your evaluations in one
place once the setup is completed.

Go to Evaluations>Actions>Evaluations Hub>Evaluation Status List

Select the academic year you want to see results for

Select the name of your department from the drop-down list

Indicate if you want to see results for the evaluator, the subject or both

Select the status types of the people you want to see from the drop-down list

Select the sessions you want to see from the drop-down list

Select the people you want to see or indicate all

Select which columns you want to see on the report

* Navigate between the screen by clicking the next button after making your
selection

NouA b=

* If you like the set up you can check the box to save the configuration. Next
time you come to the area the report will load quickly.

* You can see if an evaluation has been completed, declined or is currently
delinquent, signature status, if the evaluation has been viewed or if the
evaluation is on hold. You can also edit an evaluation from this screen
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Completing Evaluations for Others

Go to Evaluations > Actions>Complete for Others

From Evaluators dropdown list, select the evaluator’s name
Click View List

Find the correct evaluation and click Evaluate

Complete the evaluation and click Submit Final when finished

The system marks the evaluation as ‘Updated by’ the person who submitted the
form with the date submitted



