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Superintendent/Designee Introduction to eTPES

In May 2009, the Ohio Principal Evaluation System framework was approved by the State Board of
Education, and in November 2011, the framework for the Ohio Teacher Evaluation System was approved.
Ohio’s electronic Teacher and Principal Evaluation System (eTPES) was named as a project in Ohio’s Race
to the Top Grant (2010), and made possible through RttT funds. Work began on the design and development
of the project with the vendor, RANDA Solutions, in November 2011.

The goal of the eTPES project is to automate the teacher and principal evaluation frameworks using
Web-based technology. Ohio eTPES will follow the adopted framework components of 50% educator
performance and 50% student growth measures. The electronic system will allow evaluators and educators
secure access to document, store evidence, and complete the evaluation process in a standard Web
browser. Steps will lead evaluators through the process and determine educator performance based on
performance rubrics. A final summative rating (based on the components) for principals and teachers will be
generated through the system.

(i) This User Guide will assist you in navigating through the eTPES site based on your role within the
system.

The guide will take you through each tab of the Dashboard and the functionality that is available
within. As you go through the site, you can use the Superintendent/Designee Table of Contents to
skip to the section of the site with which you need assistance.
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How to Obtain Access to eTPES

If this is the first time you are accessing the eTPES system for your LEA, an activation email will be sent to
Superintendents and Superintendent Designees who:

1) are listed in ODE’s OEDS-R system as a Superintendent or Superintendent Designee and
2) have a state staff I.D.

The activation email will be sent to the email address in the OEDS-R system. The email will be from
no-reply@ohioetpes.com. The activation email will contain the link needed to activate your account and set
your password. The email will also contain important instructions.

Below is an example of the email that will be sent.

(i) Welcome to eTPES,
Your user name is: {UserName}

The electronic Teacher and Principal Evaluation System (e TPES) is now available for your account
activation at {slugURL}. Please use https://www.ohiotpes.com/ for site access after your initial account
activation is complete. Superintendents, please navigate to the secure website listed above, enter
your new username and password, and begin the setup process for your LEA. Once you log into
eTPES, you'll find a useful HELP section, links to videos, customer support, FAQs and other
resources.

eTPES is a product developed through funding from the Race To The Top Grant by the Ohio
Department of Education. eTPES is hosted and maintained outside of ODE’s computing environment.
It was designed to streamline the teacher and principal evaluation process, and it is available to your
district at no cost. eTPES will be used this school year for those LEAs implementing new teacher
and/or principal evaluation systems based on locally developed board policy as required by law (July
1, 2013). There is also an option for LEAs that will not implement in 2013-14, but would like to use the
system to pilot.

Statewide training will be offered in August to superintendents, to be followed by principal training
August — October. Half-day sessions will assist superintendents and principals in the district and
building set-up and roster functions. In addition, videos will be posted on ODE’s website in August
specific to the roles of superintendent, principal and teacher. Please click on this link for more

information: http://education.ohio.gov/Topics/Teaching/Educator-Evaluation-System/District-Educator-
Evaluation-Systems

You may provide feedback as you use the system by clicking on the feedback button at the bottom of
the eTPES pages. There may be additional refinements to the system this year based on user input
and ODE requirements.

If you have eTPES technical questions, please contact us at: support@OhioTPES.com

If you have policy questions regarding OTES and OPES in the eTPES system, please contact us at: e
TPES@education.ohio.gov
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After successful login to eTPES, the LEA Superintendent or Superintendent Designee will be required to
complete setup tasks, which includes a Principal roster review and verification. When these tasks are
complete, the Superintendent or Designee will send an activation email to the appropriate staff in Principal
roles for the LEA. For detailed instructions on how to set up your LEA, go to the LEA Setup section of this
manual.

After principals log in to eTPES, they will also send an activation email to the Teachers, Evaluators or other
appropriate staff for the building, based on who they select in the rostering process. This is explained in
detail in the Principal and Assistant Principal User Guide.

(i) IMPORTANT INFORMATION
Not assigned role of superintendent or superintendent designee in OEDS-R?

If you need to update your LEA information in OEDS-R, please contact your local OEDS
Administrator, and they can make the changes for you. A Superintendent Designee is not a
requirement for eTPES system access, but it is an option for Superintendents who wish to delegate
the eTPES Superintendent tasks to an appropriate staff member in their LEA. Check your LEA
OEDS-R data here: http://webapp2.ode.state.oh.us/oeds-r/query/.

If you have questions regarding how to access and use OEDS-R, please download the OEDS-R User
Guide available on the OEDS-R Website, click “Help” on the left menu.

No State I.D.?

If the LEA Superintendent or Superintendent Designee does not have a State Staff ID, one can be
requested and created quickly and free of charge. For more information regarding how to request a
State Staff ID online, please see the link on this page:

http://education.ohio.gov/Topics/Teaching/Educator-Evaluation-System/District-Educator-Evaluation-
Systems/eTPES-Help.

eTPES.SuperDesignee.v.2.1 07/13 4 of 62


http://webapp2.ode.state.oh.us/oeds%E2%80%90r/query/
http://education.ohio.gov/Topics/Teaching/Educator-Evaluation-System/District-Educator-Evaluation-Systems/eTPES-Help
http://education.ohio.gov/Topics/Teaching/Educator-Evaluation-System/District-Educator-Evaluation-Systems/eTPES-Help

Superintendent/Designee Signing In to eTPES

Signing In

To sign in to the electronic Teacher and Principal Electronic System (eTPES), click on the browser on your
desktop and go to the eTPES site: www.ohiotpes.com.

7 Ohic €TPES Login Page

<« C [ https://www.ohiotpes.com

1 eTPES is currently supported on the following browsers:
IE8+ (Internet Explorer version 8 or later)
Firefox 3.6+ (version 3.6 or later)
Safari 5.1+ (version 5.1 or later)
Chrome

If you are having trouble viewing eTPES or if you need assistance with your browser, contact your

local IT support staff first.
If you continue to encounter issues, contact eTPES technical support at support@OhioTPES.com or

by calling 1.877.314.1412.

You will be directed to the sign in page and asked for your username and password. See below.

L OHIO |
eTPES

TEALHER o PFRINCIPAL
EVALLUATION SYSTEM

Username

Password

Forgot vour password? | Help

Enter your Username and Password and click Sign In to proceed.
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Trouble Signing In

As explained in the previous section, you will receive an activation email allowing you to set up your account,
including your username, which will be the first part of your email address before the @ sign, and setting your
password. If you have forgotten your password, click on the Forgot your password? link.

[ OHI0
cTPES

TEACHER s PRINCIPAL
EVALUATION SYSTEM

Username

Username is required
Password

Forgot your password? | Help

The link will direct you to submit your email address. eTPES Support will contact you via email with your
password and sign in information.

AN ohio |
(P STPES

If you forget your password, you can reset it using a website link that we provide in an e-mail message. Please enter an e-mail address to help us locate your account

Email:

Submit Back
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If you are still having trouble signing in, click on the Help link and you will be able to access further help

resources and contact eTPES Support.

Forgat your n:sswmm

Login Help

€TPES (v
appropriately authenticated:

1. Curent lsting in the Superintendent or Superintendent Designee role in ODE's OEDS-R ( htps
update the information for your LEA, if needed

~

- State ID or educator icense in ISSUED o from ODE' offce of Educator Licensure. Check ODEs Educator Profile modle for statusy(
https://coreprodint.ode staf catorprofileU/EducatorSearch.aspx ) 1f you currently do not have a state D ffom ODE and would like one assigned
Priione 2t OO Wepste locetion mu Sttt u5/GD/ e mplates/Pages/ODE/ODEDetail.aspx?page=38&TopicRelationID=1230&ContentID=125

All other eTPES users are required to have a State ID or educator license in ISSUED status from ODE's office of Educator Licensure, in order to be fully authenticated.

Technical Support

If your account is already activated and you are experiencing an issue while attempting to access eTPES, please contact technical support using our web-based request form: Online Su

ode.state.oh.us/oeds-r/query/default.asp ) Please contact your local OEDS-R Administrator to

to you, please review

t Request

OhioTPES.com) access is provided to users based upon identity authentication. The following items are required for each LEA Superintendent and/or Superintendent Designee in order for their identity to be

eTPES.SuperDesignee.v.2.0
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Superintendent/ Desighee User Settings and Logging Off
eTPES

User Settings
To access the User Settings page, click on the drop down arrow next to your name in the top right corner of
the page. This is accessible from any page in the system.

You will see a drop down menu with User Settings and Log Off. Click User Settings.

Demonstration District 1 S Jane superintendent -

|User Settings

Impersanation

From the User Settings page, you are able to change your password and access your PIN.

User Settings

Username: superi

First Name: Jane Email Address: jane.superintendent@ohiotpes.c

= A (Show PIM)

Last Hame: Superintendent PIN (signature):

Change Passwaord
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Changing your password

To change your password, click on the Change Password link and the screen below will appear.

Change Password

Username: superA

Old Password: esess

o

Password must be at |

FPazaword is case sensitive

Hew Password:; eessssss

Confirm New Password: esesssses

Submit Changes § Cancel

* Enter your old password.
* Enter your new password twice.
® Click on Submit Changes.

The screen will indicate your password has been changed.
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Viewing your PIN

A Personal Identification Number (PIN) will be used to indicate completion of a form or to verify information.

Click on the Show PIN link and the screen below will appear.

User Settings

Username: superd

First Hame: Jane Email Address: jane.superintendent@ochiotpes.c

Last Hame: Superintendent PIN (signature). **** (Show PIN)

Change Password /

Enter your password and click View PIN.

The screen below will display showing your PIN.

User Settings

Username: superA

First Hame: Jane Email Address: jane.superintendent@ohiotpes.c
Last Hame: Superintendent PIN (signature). 1234 (Show PIN)

Change Password
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Logging Off of eTPES

Logging off of eTPES is extremely important to ensure the security of the data within the system.
Always remember to log off the system every time you are done working within the system.
Click on the drop down arrow next to your name in the top right corner of the page and click on Log Off.

This is accessible on every page in the system.

Demonstration District 1 S Jane Superintendent  ~

ser Settings

- |mm !
Impersonation
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Superintendent/ Designhee Providing Feedback on eTPES

Please utilize the feedback screen to give us your thoughts and opinions. Your feedback will help to improve
future releases of the product. This is your product, so please take time to give your feedback.

1 IMPORTANT: Please do not enter support questions on the feedback screen. These
guestions will not be answered. Please utilize the link on the HELP screen for support.

There is a Provide Feedback button in the bottom right hand corner of each screen. Click on this button at
any time to provide feedback on the current screen. All feedback entered will be sent to the Ohio
Department of Education and RANDA in order to improve the product. Please note that this is not a method
of obtaining support. Support questions entered in the feedback will not be responded to. If you need

support, call the support phone number or email the support email address on the Help screen. An example
of the “Provide Feedback” button is shown below on the left.

After you have entered feedback on a screen, the button will change (see below). You can click on the
“Provide More Feedback” button multiple times to enter additional feedback for that specific screen. When
you click on the “Provide More Feedback” button, you will be taken to a new screen — you will not see the
previous information you entered. An example is shown below on the right.

Provide Feedback
Help us improve this product

Provide more Feedback v

Help us improve this product
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Below is the Feedback screen. Click on the appropriate radio button and/or enter your comments. Click on
the Save button at the bottom of the screen to save and submit your feedback.

1 This is the only screen you will need to “Save”.

3.) This page was responsive and loaded quickly.
1© 2@ 3© 40 5@

How could it be improved? (300 character max)

4) This page did not display any errors.
1® 2® 3@ 4@ 5®

How could it be improved? (300 character max)

Save I
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Superintendent/Designee Dashboard Tab

The Dashboard tab is the landing page for eTPES upon logging into the system.

The image below is an example of what the Dashboard will look like in future releases on eTPES.

Ohio e TPES Application

O D x Q [ http://wwwohiotpes.com/

)& D

l a l [& Jane Superin(endeﬂv]

Dashboard | Administration | Student Growth Eduecators Evaluations | Reports | Help | .
Latest Announcements View All Quick Help View All
Ohio Department of Education eTPES Web Page
«TPES upgrade released! Now available: Import of Performance Ratings via eTPES Overview (Video)
spreadsheet template for LEAs using the final summative workflow option. For
instructions, see the updated User Guide located on the Help tab. M
OTES Model (PDF)
OPES Model (PDF)
eTPES upgrade released! Now available: Import of Student Growth Measure Ratings
via spreadsheet template. For instructions, see the updated User Guide located on
the Help tab.
Staff Assignments View Details
Use of Other Applications with eTPES: The electronic system project, eTPES —
(www.OhioTPES com) is funded by the Race to the Top grant and is provided at no LEA Building Role
cost to LEAs statewide Ohio eTPES is a web-based educator evaluation system
(incerporating both the Ohic Teacher and Principal Evaluation Systems), and Franklin School District Hompton Elementary Teacher
designed by the system vendor, RANDA Sclutions. A variety of other vendors ) o
(including RANDA) have maobile opplications for educator evaluation for standard Franklin School District Altavista Middle Teacher
web browsers and mobile devices These applications are of a cost to the LEA, and
are not required by ODE as on addition to the eTPES system. LEAs are of liberty to Hamilton Special Schools Brighton Alternative Teacher
download and purchase products from these vendors, but need to be aware that if
an LEA chooses to use any of these other applications, eTPES is not designed for
and will not support integration with other vendor created applications or preducts.
Evaluator Credentials
Teacher Date: | 8/21/2012
Principal Date: | N/A
L4
eTPES.SuperDesignee.v.2.0 07/13
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User Dashboard

You will see your location(s), your Inbox and your name which will have a drop down list in the top right
corner.

l n l L&Jane Superinlendenﬂvl

I Dashboard | Administration | Student Growth | Educators | Evaluations | Reports | Help | .

When you click on the drop down arrow, you will see two selections:
® User Settings

® Log Off

Latest Announcements

This section will assist ODE and the LEA in communicating to all eTPES users of release dates, special
announcements and deadlines that may be approaching.

Latest Announcements View All

eTPES upgrade released! Now available: Import of Performance Ratings via
spreadshest template for LEAs using the final summative workflow option. For
instructions, see the updated User Guide located on the Help tab.

eTPES upgrade released Now available: Import of Student Growth Measure Ratings
via spregdsheet template. For instructions, see the updated User Guide located on
the Help tab

Uge of Other Applications with eTPES: The electronic system project, eTPES
(www OhiocTPES com) is funded by the Race to the Top grant and is provided at no
cost 1o LEAS statewide Ohio e TPES is a web-based educator evaluation system
(incorporating both the Chio Teacher and Principal Evaluation Systems), and
designed by the system vendor RANDA Solutions. A variety of other vendors
(including RANDA) have mobile applications for educater evaluation for standard
web browsers and mebile devices These applications are at a cost to the LEA, and
are not reguired by ODE as an addition to the eTPES system. LEAs are of liberty to
download and purchase products from these vendors, but need to be oware that if
an LEA chooses to use any of these other applications, e TPES is not designed for
and will not support integration with other vendor created applications or proeducts.
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Quick Help

The Quick Help section will allow you to quickly access links to important resources that are available within
the eTPES site.

Quick Help View All

Ohio Department of Education eTPES Web Page
eTPES Overview (Video)

eTPES User Guide

OTES Model (PDF)

QPES Model (PDF)

Staff Assignments

Staff Assignments will give you a brief preview of and link to the upcoming staff assignments. For a view of
the entire Staff Assignments, refer to the Staff Management section under the Administration tab.

Staff Assignments View Details
LEA Building Role
Franklin School District Hampton Elementary Teacher
Franklin School District Altavista Middle Teacher
Hamilten Special Schools Brighton Alternative Teacher

Evaluator Credentials

The Evaluator Credentials section displays the status of the Teacher and Principal Evaluator Credentialing
which is imported from NIET. If you believe the teacher or principal evaluator credentialing information is
incorrect, log in to the NIET website and verify your credentialing information. If the NIET website is correct
and eTPES is incorrect, contact the eTPES Support Team.

Evaluator Credentials

Teacher Date: 8/21/2012

Frincipal Date: | N/A
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Superintendent/Designee Administration Tab

The first tab after your Dashboard tab is the Administration tab. If this is the first time you are logging into
the eTPES site, you will complete your LEA set up under this tab.

wﬂp m 8 ane Superintendent -
oo

View and manage staff assignments by LEA/Building

View and manage LEA I s and i to ed

Data Management

Upload staff assignments by LEA/Building from Excel file

Upload SGM ratings for Vendor Assessment, SLO/Other, and Shared Attribution from Excel File
Available in 2 future version

Upload performance ratings from Excel file
Available in a future version
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LEA and Building Administration

There are three sections to the eTPES site for your LEA and Building Administration.

The following section will discuss:

® LEA Setup
* Staff Management
® Evaluator Management

LEA And Building Administration

s
B
Configure LEA Specific options for the current academic year

LEA Setup

;&\ View and manage staff assignments by LEA/Building

Staff
Management

& View and manage LEA evaluators and assignments to educators

Evaluator
Management
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LEA Setup

To configure your LEA Setup, click on the LEA Setup icon shown below.

Configure LEA Specific options for the current academic year

When you click on the LEA Setup icon, you will be directed to one of two pages, depending on your
permissions.

If you have more than one LEA to set up, you will be directed to the LEA Selection page, shown below.
To change the settings of a specific LEA set up, click on Edit Settings.

=
Demonstration District 1 @  Jane Superintendent -
aPES 2

DASHBOARD ‘ ADMINISTRATION | EDUCATORS EVALUATION REPORTS ‘ HELP ‘

LEA and Building Administration

LEA Selection

Show | 10 || entries Saarch LEA Name or IRN ﬂ

Click on a LEA below taview and edlt setup tems for the current acadmic year-

@ Altamont School District % Dickson Local ESC
IRN: 043124 Status:  Not Started IRN: 200251 Status
Edit Settings Edit Settings
# East Calhoun School District # Hampton School District
IRN: 235402 status: Completed IRN: 515484 status:  Not Started
Edit Settings Edit Settings

Upon selection of the LEA to set up, or if you only have one LEA to set up, you will be directed to the LEA
Setup page.
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The screen shown below, will walk you through the five steps to completing your LEA setup:

Teacher Performance Rubric Alignment
Principal Performance Rubric Alignment
Implementation Options

Selection of evaluation forms/reporting
PIN Completion

1 You do not have to complete the setup all at once. You are able to start the LEA set up, it will save
automatically and then you will have the ability to revisit it at a future date to complete. The status of
your LEA will simply be In Progress.

Demonstration District 1 8 Jane superintendent -

LEA and Building Administration

Altamont School District (043124)

&TPES is a secure we-based educator evaluation sy
evaluation of teachers and principals. eTPES electronically
performance and growth measures. The final sumr

m created for the Ohio Teacher and Principal Evaluation Systems. Itis designed for statewide use by Ohio LEAs based on Ohio’s ad;
h luators with the man nent of documentation associat
Es. Districts may ES following the OTES and OPES

ed Framework for the
rand principal evaluations including both
customize the system for their district

€TPES begins with LEA setup steps which pro
before PINis entered. Once the superintendent c

formation from the superintendent or designee for LEA use of the system. Please review the information in each step and check for correctness
s off on the LEA setup [by entering their PIN) NO CHANGES CAN BE MADE.

LEA Setup

CollapseAll  ExpandAll

- Teacher Performance Rubric Alignment

ormance Rubrics used by LEAS must be align
ch teacher performance evaluation rubric
srmance Evaluation Rubric

acher Performance Evaluation Rubric. Click on the link bel
ur LEA. If you are not using the OTES Model Rubric in its en

1 the Alignment Tool. You will be asked a series of
vill be guided through a process to align your rubric to the

L be u

Open Alignment Tool for Teacher Rubric Status:  NotStarted Last Updated: 5/14/2012

- Principal Performance Rubric Alignment

Our LEA will use the OPES Model Principal Performance Rating Rubric

Our LEA will use a modification of the OPES Model or a locally developed Model and Principal Performance Rating Rubric

I assure my adherence to all the promulgated rules and expectations set forth by the Ohio Department of Education. | understand our LEA will be subject to random audits, and could receive discipline for
non-compliance

- Implementation Options

This information is required to indicate whether or not the system will report ratings to OED this school year. This selection should be based on your REtT Schope of Work, Local Board Policy, and the Ohio Revised
Code (3319.02, 3319.111, 3319.112)

Ifyou select “implement” your aggregated ratings will

ported to ODE this school year. If you select pilot” your aggregated ratings will nof

Teacher Evaluation Principal Evaluation
Pilot Yeear Pilot Yeear
Implementation Year Implementation Year

- Selection of evaluation forms/reporting

This information enabl
system but include a fe
which have been manu

evaluations and report ratings. : o] using the
(oading form documents), or c) using the system to recor
calculates the Fanal Summative Rating

stem includ
ulate stude

d electronic
and cumul:

sing the entire
tance ratings

eloped
rtered or uploaded. Th

Teacher Evaluation Principal Evaluation
Allelectronic forms (OTES Model only) Al electronic forms [OTES Model only)
Combination of electronic and district specific Combination of electronic and district specific
forms [PDF Scan/Upload) farms (PDF Sc
Manual load performance ratings Manually erformance ratings
andall stu h measure data to calculate andall s ure data to calculate

Final Sum ng. Final Su

- PIN Completion

WARNING: Please Read!

By clicking “Complete Form” your selections will be Enter Superintendent or Designe:
locked in. NO CHANGES WILL BE PERMITTED and click “Complete Form™ t
FOLLOWING THIS ACTION. This form cannot be

reopened after PIN is entered.

Superintendent or Designee(s) PIN:

Complete Form

Forgat your PIN number?

Once you have completed your LEA setup, enter your PIN to complete the form and submit your LEA Setup
preferences.
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Staff Management

To access your Staff Management dashboard, click on the Staff Management icon shown below, from the
Administration tab.

2\

View and manage staff assignments by LEA/Building

Staff
Management

You will have four icons to help you navigate through the Staff Management dashboard.

Staff Management

View and update current staff assignments by LEA and Building

Available in a future version

Locate user by State ID or Name (all LEAs and Buildings)

Available in a future version

Review and approve removal requests for staff rosters
Available in a future version

Upload staff assignments by LEA and Building IRNs from Excel file

The following sections will discuss each one of these icons in detail.
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Staff Assignments

When you click on the Staff Assignments icon, you will be directed to one of two screens.

View and update current staff assignments by LEA and Building

You will only see this selection of LEAs if you have multiple LEAs under your permission. You have two
options when selecting an LEA.

=
W OH10
WQTP Demonstration District 1 & Jane Superintondent -
i
"

DASHBOARD | ADMINISTRATION EDUCATORS EVALUATION REPORTS ‘ HELP ‘

Staff Management and Building Administration

LEA Selection Academic Year: 2013-2014
Show | 10 -] entries Search LEA Name or IRN E
Click on & LEA below to view and edit setup items for the current acadmic year. First Previous 1 2 3 k.. Next Last
% Altamont School District # Dickson Local ESC

IRN: 043124 View LEA Dashboard | View Buildings IRN: 200251  Yiew LEA Dashboard | View Buildings

4% East Calhoun School District % Hampton School District

IRN: 235402  View LEA Dashboard | View Buildings IRN: 515484 View LEA Dashboard | View Buildings

Provide Feedback

Help us improve this preduct

You can either select View LEA Dashboard or View Buildings.
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View LEA Dashboard

Staff Management and Building Administration

LEA Selection

Show | 0 |- entries

Click on & LEA balow o view and adit sstup Items for the current acadmic year.

& Altamont Schoel District & Dickson Local ESC

RN 043124 | View LEA Dashboard | View Buildings IRN: 200251 View LEA Dashboard | View Buildings
& East Calhoun School District & Hampton School District

IRN- 235402 View LEA Dashboard | View Buildings IRN- 515484  View LEA Dashboard | View Buildings

The View LEA Dashboard page will only populate a list of staff members, if you have LEA-side staff
members that are evaluated.
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When you click on the link to view the LEA dashboard, you will be directed to a page that look similar to the
image below.

From here, you can do any of the following:

® Add an LEA-wide evaluator
® View the Superintendent/Designee listings for the LEA
¢ Add and HR Administrator role

1 You can only view the Superintendent/Designee listings, you can not edit or add listings. All
changes or additions for Superintendents/Designees much go through the OEDS system

Ohio «TPES Application

<] E> X {} (Fttp 7/ wwwohiotpes com/ ) @

Student Growth | Educators | Evaluation | Reports | Administration | Help | '

(L ore Swpemionient )

Hampton School District

Add Staff Assignment X

I Dashboard

| 221234567
[ Asministration ] [ Bulding selection | G D
Enter ot last 3 choractars 1 begn search

Seach for user by State ID or Name:

Academic Year: 2013-2014

LEA:  Hampton School District (xxxxxx) (change State ID Last Name  [First Name
Building: Hampton Elementary Sehoal (xxxxxx) (change) 221234567 Thomas. Nancy Selest

Current Metrics

TBD TBD TBD

NOTE: The staff assignments in the list below are only for Building specific roles, including Principals, Asst. Principals, Teachers, and Evaluators.

A=1 A=13
B=0 B=0
C=2 C=28

Staff Assignments at Hampton Elementary School Add New

Show entries 'Add Staff Assignment X
First J[ Previows I L2 I A= A [Rex [ tost ] Thomas, Nancy (221234567)

State ID Last Name. TFest Nome Role TStatus Action

R (oo 4]
726354643 Abbott John Principal Active Edit

LEA Hampton School District (104562) | w]
223456234 Abel Marco Asst Principal Active Edit
224864105 Addis Denise Teacher Active Edit Building: [Hampton Elementary School (2222w}
228720452 Adkins Volerie Teacher Removal Pending Edit ) Send user an account activation email

O Set as LEA approved Teacher evaluator
229424359 Allen Mark Teacher Active Edit ot oo LEA e Prine )

O Set as LEA approved Principal evaluator
224864105 Anderson Mariah Evaluator Active Edit

Save Changes | | Cancel Changes |

228435708 Ayers Jomes Asst Principal Active Edit
229604578 Bailey Tonya Teacher Active Edit
221024865 Baker Edde Teacher Active Edit
224103650 Baldwin Liz Teacher Active Edit

Show entries
Showing 110 10 of 431 entries First ) Prevews IO 2 [Rea Y[ cest ]
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View Buildings

Staff Management and Building Administration

LEA Selection

lick on & LEA below to view and edit setup liems for the current acadmic year

# Altamont School District #& Dickson Local ESC

RN 043124  View LEA Dashboard | View Buildings IRN: 200251 View LEA Dashboard | View Buildings
& East Calhoun School District & Hampton School District

AN 235402  View LEA Dashboard | View Buildings IRN: 615484  View LEA Dashboard | View Buildings

If you do not have any LEA-wide staff members that are evaluated and you would like to go straight to your
list of buildings, you would click on the View Buildings link.

When you click on the View Buildings link, you will be directed to a page that looks similar to the image
below.
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Ohic e TPES Application

O 9 x G (http://wwwohiotpes com/

) @ )

Hampton Scheol District

n l I&JOHE Superlnlendelﬂ!l

l Dashboard | Student Growth | Educators | Evaluation | Reports | Administration | Help | I

| Educators I | LEA Dashboard ]

Academic Year: 2013-2014
LEA: Hampton School District (xxxxxx) (change)

Building Selection

show [10]w]

Search: C Search for Building name or IRN )

BB ED|

({} Hampton Elementary School ({} Hampton Middle School

IRN: 145352

View Staff J tﬁ" 023358

View StofJ

r{} Hampton High School

r{} Southwest Elementary School

IRN: 062232

: 1
View Sloﬂj IRN: 110894

View StofJ
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When you click on the View Staff link, you will be directed to the screen shown below.
From here you can add any of the following roles to your list:

Principal
Assistant Principal
Evaluators
Teachers

EDUCATORS EVALUATION REPORTS HELP

DASHBOARD | ADMINISTRATION

Building Selection and Administration

LEA: Hampton School District (xxxxxx) {¢change) Building: Hampton Elementary School (xxxxxx) (change) Academic Year: 2013-2014

Current Metrics

METRIC TITLE

WA ’ W e ’ WA ’ e
- P 9 P

Staff Assignments at Hampton Elementary School

METRIC TITLE

METRIC TITLE

METRIC TITLE

4 ADD NEW

show | 10 [+| entries e <. |
NOTE: The staff assignments in the list below are only for Building specific roles, including Principals, Teachers, and Evaluators. First Previous 234 Nex last
STATE ID LAST NAME FIRST NAME ROLE STATUS ACTION
271234567 Abbott John Principal Active Edit
2721234567 Abe Marco Asst. Principal Active Edit
271234567 Addie Denise Teacher Actlive Edit
ZZ1234567 Adkins Valarie Teacher Removal Pending Eait
ZZ71234567 Allen Mark Teacher Active Edit
2721234567 Anderson Mariah Evaluator Active Edit
271234567 Ayers James Asst. Principa Active Edit
ZZ1234567 Bailey Tonya Teacher Active Edit
771234567 Baker Eddie Teacher Active Edit
ZZ1234567 Baldwin Liz Teacher Aclive Edit

If you would like to add a new staff assignment, you can click on the ADD NEW button, a pop-up screen will

appear.

eTPES.SuperDesignee.v.2.0
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From this pop-up screen you can search by State ID or Name and then click on the select link.

Search far user by State 1D ar Mame:

Friar 3 o6 mor ehar e 1 Begin sesreh

STATE ID LAST KAME FIRET KAME

ZIVZIANGT Thamas Mancy

ZE1Z234567 Marco Abel

CANCEL
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When you have selected your staff member from the search pop-up screen, another pop-up screen will
appear and you will have the ability to add a staff assignment.

Thomas, Nancy (ZZ1234567)

ROLE | Teacher -

LEA | Hampton School District {104562) -

BUILDING |Hamp[on Elementary School (zzzzzz) | v

Send user an account activation email

Set as user approved Teacher evaluator

CANCEL GCHANGES
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View and Edit a User
You can view and edit a user through the User Dashboard by selecting the Edit link on the right side of the
screen, as shown.

Drinring Edit

On the User Dashboard you will see two tabs:

® Account Settings
® Staff Assignments

(i) You can also access the User Dashboard more efficiently by going to the User Search icon on the St
aff Management dashboard. This will be discussed in the next section.

The Account Settings tab will allow you to view, manage and edit that staff member's account settings
including, name, email, username, and NIET evaluator credentialing, etc.

Demonstration District 1 8 Jane Superintendent -

DASHBOARD | ADMINISTRATION EDUCATORS EVALUATION REPORTS ‘ HELP |

Staff Management and Building Administration

User Dashboard for Adkins, Valerie (ZZ8720452)

Account Settings ' Staff Assignments Please do not modify an existing user account as a substitute for creating a new State 1D

Eva tion data for e 1 u ERi ke Da ar tt E jned o

FIRST NAME alerie STATE ID 228720452
MIDDLE NAME USERNAME valerie adKins
LAST NAME eTPES PIN 12
EMA vadkins@hamptonsd edu Evaluator Credentialing
Reset Password | Send Activation Email TEACHER DATE
PRINCIPAL DATE N/A

eTPES.SuperDesignee.v.2.0 07/13 30 of 62



The Staff Assignment tab, will allow you to view the staff assignments for that particular staff member as
well as remove assignments and view the actions tied to that staff member.

éﬂpg Demonstration District 1 & Jane Superintendent -
fiiy

NISTRATION | EpucaTors | evaLuation | ReporTts | HELP

Staff Mar and Building A istration

User Dashboard for Adkins, Valerie (ZZ8720452)

Account Settings | Staff Assignments

ACADEMIC YEAR 2012-2013 t Copy Text can go here.
Staff Roster Assignments
LEA BUILDING ROLE STATUS ACTIONS
Hampton School District (104562) Highland High School (016154) Teacher Active Request Removal
Hampton School District (104562) West Side Middle School (012033) Teacher Active Remove
Hampton School District (104562) Kenton High School (018846) Teacher Removal Pending
Hampton School District (104562) Ravenwood High School (038408) Asst. Principal Removed 9/5/2012 Restore

You can also add a staff assignment from this view as well. When you click the ADD NEW button, a pop up
will appear to allow you to add a new assignment for that staff member. You can add any new role or
location for a staff member, but you will not be able to add two roles for the one staff member in the same
location.

Adkins, Valerie (ZZ8720452)

Teacher A
Hampton School District (104562) v

BUILDING | Thompson Lane Middle (854267) A

Send user an account activation email

Set as user approved Teacher evaluator
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User Search

The next option on the Staff Management dashboard, is the User Search icon. This feature will allow you
to view and edit a staff member as discussed in the previous section without having to access that user via
the LEA and Building pages.

Locate user by State ID or Name (all LEAs and Buildings)

When you click on the User Search icon, you will be directed to the screen below.

= v o
w S Demonstration District 1 S Jane superintendent -
s

DASHBOARD ‘ ADMINISTRATION EDUCATORS EVALUATION REPORTS | HELP ‘

Staff Management and Building Administration

User Search Academic Year: 2013-2014

Enter a State ID, first, or last name and click on the search results list item to access the User Dashboard .
i Enter 3 or more charactters to begin search m
NOTE: All users in the eTEPS system must have a valid State ID. Please use this search featurs to assist with emplyse transfers or relacation.

eTEPS Users Search LEA Name or IRN E
Show | 10 |-| entries First Previous 12 3 4.. Next Last
STATE ID LAST NAME FIRST NAME LOCATION ACTION
271234567 Nelson John Muiltiple Locations User Dashboard
271234567 Nelson Marco LEA/Building Name User Dashboard
271234567 Nelson Denise LEA/Building Name User Dashboard
771234567 Nelson Valarie LEA/Building Name User Dashboard
271234567 Nelson Mark LEA/Building Name User Dashboard
771234567 Nelson Mariah LEA/Building Name User Dashboard
271234567 Nelson James LEA/Building Name User Dashboard
771234567 Nelson Tonya LEA/Building Name User Dashboard
771234567 Nelson Eddie LEA/Building Name User Dashboard
771234567 Nelson Liz LEA/Building Name User Dashboard
Showing 1 to 10 of 431 entries | Show | 0 |-| entries First Previous 123 .. Next Last

This screen allows you to search for specific users within your e TPES system and view their user dashboard
directly by clicking on the User Dashboard link on the right side of the screen.

ZZ1234567 Nelson Marco LEA/Building Name | User Dashboard I |

The User Dashboard link will direct you to that user's Account Settings and Staff Assignments that were
discussed in the previous section.
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Issue Resolution

The third option on the Staff Management dashboard, is the Issue Resolution icon.

(i) The Issue Resolution feature allows you to approve the removal of a staff member from your roster.
Any administrator from another building or LEA can request the removal of a staff member from your
roster. The staff member themselves also has the ability to request removal of their name from your
roster if they feel there is any inaccuracy. You as the administrator must approve or reject such
requests via the Issue Resolution feature.

This feature does NOT apply to the removal of Superintendents or Designees. Any changes for
these roles must go through the state's OEDS system.

When you click on the Issue Resolution icon, you will be directed to the screen below.

Demonstration District 1 8 Jane Superintendent -

DASHBOARD ‘ ADMINISTRATION | EDUCATORS EVALUATION REPORTS ‘ HELP ‘

Staff Management and Building Administration

Issue Resolution

The staff as selow ts for removal from the IRN and ro k ck th

Staff Removal Requests

Select All  Unseleot A Approve removal requests for all seleted items  Rejeot removal requests for all selested items
SELECT STATE ID NAME LEA BUILDING ROLE STATUS

Bailey, Anne Hamp

School District ( Highland Hig 00l (016154) Teacher Pending Removal

Coleman, Thomas Hampton School District ( Teacher Pending Removal
271234567 Feinstein, Ellen Hampton School District (104562) Kenton High School (018846) Teacher Pending Removal
771234567 Matthews, Eric Hampton School District (104562) Ravenwood High School (038408) Teacher Pending Removal
Prince, Robert Hampton School District (1 N/A HR Admin Pending Removal
Wilson, Nancy Hampton School District (104562) N/A Evaluator Pending Remova
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Staff Import

The last option on this Staff Management dashboard is the Staff Import icon.

EEEE

Upload staff assignments by LEA/Building from Excel file
Staff Import

On the Staff Management Dashboard, you will have to select your LEA for which you are going to import
staff. Once you have selected the LEA, you will click on the the Download Excel Template icon, outlined
in red below.

Staff Download - Create Template File

Select LEAs and/or Buildings in the panel, then click the download Excel Template button to create a customized staff template.

Pick s format: XIs &

Staff Upload - Select File to Import
Click "Select a Staff File" to choose a valid eTPES Staff template, then click Upload Staff File to begin the process.
0 bytes of s 0 bytes
0 0f 0 tasks Pick a file

0of 0 rows

No file
selected.

You will be asked to open the file in Excel, press OK.

Staff Download - Create Template File

Starting to build educator list =

Educators for Training District 1 built Opening eTPES_Stafflmport_Templatexlss (==

Educators for Training School 1 built

retrisving list You have chosen to open:

Starting construction of spreadsheat l_]

Template oestion complete. €TPES Stafflmport Template.dsx
which is & Microsoft Excel 97-2003 Worksheet (5.7 KB) Get another
from: hitp://training.chiotpes.com template

What should Firefox do with this file?

@ Open with: | Microsoft Excel (default) -

) SaveFile

[F] Do this gutomatically for files like this from now on.

The template will appear as shown below.
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=] N £TPES_Stafflmport_Templatexisx [Read-Only] - Microsoft Excel
Home | nset  Pagelojout  Formuls  Data  Review  View  Adddns
= . — B preswram— - T T I
Bl d Calibri - A A D Sweptet ;5 ﬁ}d Normal Bad Good Neutral sl ;"
33 Copy ~ = . 3 Fil
Paste B [@R = & A = B uegcaceme- | - % 1 | %8 %] Condtonst Fomot [T explanatory.. Linked Ce o 7| Insert Delete Format
2 omat pinter ol = A ES Merge & center | e oo - v o )| It Delee Format | 5
Clipboard Font Alignment Number Styles cells
AL - £ | LEA RN
c D 3 3 G H 1 3 K L ™
I IRN [State D |Last Name |First Name |Email |Role Principal Evaluator Credential Date] Evaluator Credential luate hers] luate principalsiRemove 2| send activation email?|
2 300001 700001 Principal _|Jane Principal l07-12-2013 Yes No No Yes
3 500001 700001 Teacher |Mary Teacher No No No Yes
4 500001 700001 Teacher |Robert Teacher [ No No No Yes
5
5

For help on how to continue using the template, click on the Help- Staff Selection tab found at the very

bottom, right corner of the excel template.

40

A1
M 4 M

Staff Selection

Help - Staff Selection ¥

This tab, shown below will give you any information you may need to continue in your importing of staff. On
ce you have completed the form, press go to File and then Save As, we recommend saving this template to

your Desktop.

]| =
Home

€TPES_Stafflmport_Templatexlsx [Read-Only] - Microsoft Excel

12 Principal Evaluator Credential Date
13 Teacher Evaluator Credential Date
14 Approved to evaluate teachers?

15 Approved to evaluate principals?
16 Remove from roster?

17 Send activation email?

Insert  Pagelayout  Formulas Data Review  View  Add-Ins
3 * Cut Calibri e A === B o= Norma Bad E
53 Copy ~ =
Faste f Format Painter 710 - 3 S § - i 5.0 IZ'
Clipboard Font Alignment Mumber Styles
Al - F | Help for Staff Selection
A [ B

1 |He|p for Staff Selection

2

3 Only one combination of State ID, LEA IRN, Building IRN, and Role is permitted. Multiple assignments may be given to the same Staff State 1D, but must be in different LEA/Building IRNs.
4

5 |LEAIRN Display of LEA IRN; do not modify

6 |Building IRN Display of Building IRN; do not modify

7 |State ID Display of Staff State ID; do not modify

8 |Last Name Display of Last Name; do not modify

9 |First Name Display of First Name; do not modify
10 Email Email Address
11 Role Role Name; please use exact text for each record: Teacher, Principal, Asst. Principal, HR Administrator, Evaluator, or General Staff

Display of NIET evaluator credential date; imported from NIET system by Staff State ID

Display of NIET evaluator credential date; imported from NIET system by Staff State ID
Superintendent/Designee may enter yes in this column to authorize user as an evaluator at the IRN(s) specified
Superintendent/Designee may enter yes in this column to authorize user as an evaluator at the IRN(s) specified
Remove from roster (enter yes in the column to remove the staff assignment at the specified IRNs)

Send eTPES system activation email (enter yes in the column

iz

You will then scroll down on the Staff Import page, and click on the Select a Staff File icon and find the
document you just saved. Once you have selected it, click on Submit for Processing.

staff Upload - Select File to Import

Click "Select a Staff File” to choose a valid eTPES Staff template, then click Upload Staff File to begin the process.

0 bytes of 0 bytes
0 of 0 tasks . §
Pick a file

0of 0 rows

Selact 2 staff

[opy of

Submit for
Processing

eTPES_Stafflmport_Template.xlsx-
1.xlsx

(1) Any user data that is uploaded to the eTPES system through this feature will be considered accurate
and real data. Therefore, any upload for an LEA or building based import, MUST be comprehensive
to avoid automated removal of staff that is not intended.
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Evaluator Management

The Evaluator Management Dashboard gives you the ability to manage LEA Approved Evaluators, view
and update evaluator assignments and review and correct issues with primary evaluators.

Ohio eTPES Application

<J Q x Q {ht(p:f!wwwohiotpes.comi ] @

n l I&JOHE Superinlendelﬂvl

F . HIfe .

(5 TPES
Y NS Hampton Scheol District
"ufﬂ & e

n Dashboard | Administration Educators Ewvaluation Reports | Help | '

I Evaluator Management I

@ Update availability settings for credentialed evaluators within LEA staff lists

LEA Approved
Evaluaters

ﬁ View and update primary and secondary evaluator assignments
Evaluator
Assignments

A Review and correct missing primary evaluator assignments for educators
Issue

Reselution

eTPES.SuperDesignee.v.2.0 07/13 36 of 62



LEA Approved Evaluators

i@

LEA Approved
Evaluators

Update availability settings for credentialed evaluators within LEA staff lists

Keeping with the functionality in other features of the eTPES site, if you have multiple LEAs, you will be
directed to the page below to select which LEA you would like view.

Ohio eTPES Application
o o x Q { http:/ /wwwohiotpes.com/ ) @
(‘;fﬂ n [&JaneSuperimenderﬂvl
P ;#
l Dashboard | Administration | Student Growth | Educaters Ewvaluation | Reports | Help | I

| Administration I | Evaluator Management I

Click on a LEA below to view and edit approved evaluators.

LEA Selection

Show entries

Search: C Search for LEA name or IRN

( Altamont School District

( Dickson Local ESC

™~

tRN 043124

tRN 200251

View EvaluotorsJ

({;} East Calhoun School District

M ({;} Hampton School District

=~

tﬁN 235402

tﬁN 515484

View Evaluotors)

L4

Once you have made your selection to of which evaluators you would like to view, you will be directed to a

page similar to the one below.

This page allows you to approve the credentialed evaluators for this specific LEA.
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Ohic e TPES Application

a ‘3 x Q { http://www ohictpes com/

) &)

Altamont School District n l [ S, Jane Superintendent | w]

n Dashbeard | Administration | Educators | Evaluation

Reports | Help |

| Administration I |

LEA Selection |

Altamont School District (043124)

The list of staff below are credentialed for OTES and/or OPES and may be selected by the Superintendent or Designee as an evaluator at the location(s)
identified by their staff assignment(s).

Auto-approve all credentialed Principal Evaluators
Auto-approve all credentialed Teacher Evaluators

Credentialed Evaluators

Show
StteD [N Len Buiding Princoa Evluctr | Prndpdl | Teodher Evabitor | Taachars
228504675 |Superintendent, Jone |Hompton School District [N/A 4/3/2012 M S|
278504675 |Allen, Larry Hampten Schoel District  |N/A 2/15/2012 M 4/20/2012 a
229940248 |Fredrickson, Gina Hampton Schoel District  |N/A = 1041872012 =]
229940248 |Fredricksen, Gina Hampten Schoel District  |Kenten High School = 10/18/2012 B
2727501248 |Howell, John Hampton School District  |Highland High School =] 3/5/2012 b
220945744 |Westwood, Linda Hompton School District |Ravenwood High School =) /372012 B

4
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Evaluator Assignments

View and update primary and secondary evaluator assignments

1 This feature will be available in a future release of eTPES.

The Evaluator Assignment feature will allow administrators to assign the primary evaluator and any required
secondary evaluators to each teacher or principal being evaluated. The evaluators will only be available if in
the LEA approved list.
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Evaluator Issue Resolution

Review and correct missing primary evaluator assignments for educators

The Evaluator Issue Resolution feature allows you to view if and when there is a missing primary evaluator
for a scheduled evaluation. You are able to assign a new primary evaluator, if that original evaluator has
been removed or deactivated from the approved credentialed evaluator list.

OHIO

-
i
Demonstration District 1 8 Jane Superintendent -

TEAGHER oo PARCITAL
it ]

DASHBOARD ‘ ADMINISTRATION | EDUCATORS EVALUATION

REPORTS | HELP |

Staff Management and Building Administration

Issue Resolution

The staff assignments listed below have requests for removal from the IRN and role specified. Please select one or more records, then click the Approve or Reject links as appropriate.

Staff Removal Requests

Select Al Unselect Al Approve removal requests for all selected items  Reject removal requests for all selected items

SELECT STATE ID NAME LEA BUILDING ROLE STATUS
771234567 Bailey, Anne Hampton School District (104562) Highland High School (016154) Teacher Pending Removal
771234567 GColeman, Thomas Hampton School District (104562) West Side Middle School (012033) Teacher Pending Removal
771234567 Feinstein, Ellen Hampton School District (104562) Kenton High School (018846) Teacher Pending Removal
771234567 Matthews, Eric Hampton School District (104562) Ravenwood High School (038408) Teacher Pending Removal
721234567 Prince, Robert Hampton School District (104562) N/A HR Admin Pending Removal
721234567 Wilson, Nancy Hampton School District (104562) N/A Evaluator Pending Removal
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Data Management

The Data Management section of the Administration tab has three options:

® Staff Import
® SGM Ratings
® Performance Ratings

Data Management

=

Upload staff assignments by LEA/Building from Excel file

Upload SGM ratings for Vendor Assessment, SLO/Other, and Shared Attribution from Excel File

Available in a future version

Upload performance ratings from Excel file
Available in a future version

1 As mentioned above, the SGM Ratings and the Performance Ratings sections will be available in
a future release on eTPES and this User Guide will be updated accordingly.
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Data Mangement Staff Import

This feature is a direct link to the feature explained in the Staff Management section of this manual.

E222

Upload staff assignments by LEA/Building from Excel file
Staff Import

The Staff Upload feature allows an export containing current staff assignments in a template. You will have
the ability to modify the data and import that data to eTPES as the official staff data.

(D) Any user data that is uploaded to the eTPES system through this feature will be considered accurate
and real data. Therefore, any upload for an LEA or building based import, MUST be comprehensive
to avoid automated removal of staff that is not intended.
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SGM Ratings

Upload SGM ratings for Vendor Assessment, SLO/Other, and Shared Attribution from Excel File
SGM Ratings

1. The SGM Ratings feature of the eTPES will be available in the software release scheduled for
January 2014.
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Performance Ratings

Upload performance ratings from Excel file

Performance
Ratings

(T) The Performance Ratings feature will be available in a future release of the eTPES system.
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Superintendent/Designee Educators Tab

The Educators tab will only show the evaluated staff that you have permission to view. This tab is available
to anyone who can evaluate based on their evaluated staff and their permissions.

Ohic e TPES Application
NS

c 9 x G (http://wwwohiotpes com/

Hampton Scheool District

a l I&Jor‘»e Superlnlendelﬂvl

l Dashboard | Student Growth Educators Evaluation | Reports | Administration | Help | I

Academic Year: 2013-2014 (change)

Educater Quick Search

Enter an educator's first or last name and click on the search results list item to access their evaluation data.

@ search

Enter 3 or more characters to begin search

D)

Educator Lists

@ View educator lists by LEA and building assignment
Educators

View Educators

Keeping with the functionality shown through the eTPES site, you will see a page similar to the one below if
you have more than one LEA under your permission set.

You have two options when selecting your LEA to view:

® View LEA Dashboard
® View Buildings
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Ohic e TPES Application
] e

O 9 x G (http://wwwohiotpes com/

Hampton Scheol District

n l I&Jcme Superlnlendelﬂ!l

l Dashboard | Student Growth | Educators | Evaluation | Reports | Administration | Help | I

| Educators I | Educator Search ]

Academic Year: 2013-2014 [(chonge

LEA Selection

ch for LEA name or m

Search: @ Sea

show []5]
[ [ B B [ [ [

({} Altamont School District w ( Dickson Local ESC

tﬁ": 043124 o LEA Dashboard | View BuildingJ tﬁ": 200281 e LEA Dashboard | View BuildingJ

r{} East Calhoun School District w r{} Hampton School District w

tRN: 235402 View LEA Dashboard , View BuﬂdlngJ tRN: Sis484 View LEA Dashboard ’ View BuﬂdlngJ

If you select View LEA Dashboard, you will be directed to a page similar to the below that will show your
metrics, a link to your buildings and a list of staff. The staff list will only appear if you have evaluated staff at
the LEA level. If you do not have evaluated staff at the LEA level, then you will only see the Building icon to

view your buildings.
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Ohio eTPES Application

O o x G { http://www ohictpes com/ ) @

Hampton School District n l [ S, Jane Superintendent | w]

N

l Dashboard | Administration | Student Growth | Educators Evaluation | Reports | Help

| Educators I | LEA Selection ]

Academic Year: 2013-2014 (change)
LEA: Hampton School District (xxxxxx) (change)

View building dashboards and educator lists

Educators at Ha mpton School District (xxxxxx)
Show | 10 [=] Search

First Previous n 2 3 4 5 Next Last

State ID Last Name First Name Evaluation Type Percent Complete

OH1237143  Bailey Teresa Teacher (OTES) View
OH1183434 Barnes Carlene Teacher (OTES) View
OH1300716  Baughman Abby Teacher (OTES) View
OH1303898  Birchfield Ruth Teacher (OTES) View
OH1265761  Boykin Wendy Teacher (OTES) View
KU1039936 Branch Cynthia Teacher (OTES) View
OH1527329  Brock Abby Teacher (OTES) View
OU1009096  Butler Lynn Teacher (OTES) View
OH1241595  Caldwell Jessica Teacher (OTES) View
0U1025135 Cannon-Smith Darla Teacher (OTES) View
Show | 10 [=]

Showing 1 ta 10 of 73 entries First = Previous n 2|3 |4 5| MNext @ Last

Evaluators: If you are missing an educator in this list, please ask your Superintendent/Designee or Principal to verify the educator account has been activated and you
are assigned as an evaluator for that individual.

If you click on the View Buildings link or the Building icon from the page shown above, then you will be
directed to your Building Selection dashboard.
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Ohic e TPES Application

O 9 x G (http'f!wwwnhimpescomi —j @

(J‘:fﬂ TPES Hampton School District n l [ SL, Jane Superintendent |w|
l Dashboard | Student Growth | Educators | Evaluation | Reports | Administration | Help | I

| Educators I | LEA Dashboard ]

Academic Year: 2013-2014 [(change
LEA: Hampton School District (xxxxxx) (change)

Building Selection
Show u Search: CS

rch for Building name or IRN )
DR

({} Hampton Elementary School ({} Hampton Middle School w
hﬁﬂ: 148352 View Educotorsj hﬁﬂ 023358 View Educotorsj
r{} Hampton High School w r{} Southwest Elementary School

: -1
tm 062232 MJ tm 10834 MJ

Click on the View Educators link to be directed to a page similar to the one below.
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Ohio eTPES Application

O 9 x G (http'f!wwwohiatpescnm:‘ —j @

Hampton School District n l [ S, Jane Superintendent | w]

l Dashboard | Student Growth | Educators | Evaluation | Reports Administration | Help

| Educators I | Building Selectian]

Academic Year: 2013-2014 (change)
LEA: Hampton School District (xxxxxx) (change)

Building: Hampton Elementary Schoal (xxxxxx) (change)

— Current Metrics

TBD TBD TBD TBD
A=1 A=13
B=0 B=0
cC=2 Cc=28
Educators at Hampton School District (xxxxxx)
Show | 10 |Z| Search

First Previous n 2 3 4 5 Next Last

State ID Last Name First Name Evaluation Type Percent Complete

OH1237143  Bailey Teresa Teacher (OTES) View
OH1183434 Bames Carlene Teacher (OTES) View
OH1300716  Baughman Abby Teacher (OTES) View
OH1303898  Birchfield Ruth Teacher (OTES) View
OH1265761  Boykin Wendy Teacher (OTES) View
KU1039936  Branch Cynthia Teacher (OTES) View
OH1527329 Brock Abby Teacher (OTES) 75 View
OU1009096 Butler Lynn Teacher (OTES) 75 View
0OH1241595 Caldwell Jessica Teacher (OTES) 75 WMiew
0U1025135 Cannon-Smith Darla Teacher (OTES) 75 View
Show | 10 [=]

Showing 1to 10 of 73 entries First = Previous n 23] |4 5| Next| Last

Evaluators: If you are missing an educator in this list, please ask your Superintendent/Designee or Principal to verify the educator account has been activated and you
are assigned as an evaluator for that individual.

As you click View for each Educator, you will be directed to their Evaluation Page. Here you are able to
view their overall progress percentage complete and each step of the process in detail.
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Ohic e TPES Application

O 9 x G (http://wwwohiotpes com/

) @ )

AN OHiD |
A TPES

Hampton School District a l [ 5L Jane Superintendent |w]

l Dashboard | Student Growth | Educators | Evaluation | Reports | Administration

| Help |

| Educators l | Building Educators l

Academic Year: 2013-2014 (change)
LEA: Hampton School District (xxxxxx) (change)
Building: Hampton Elementary Schoal (xxxxxx) (change)
Teacher: Robert Teacher (ZZ4120687) (change)

Overall Progress

Evaluation Forms

Collapse All  Expand All

+ Optional Self-Assessment

Evaluation Model

: OTES (all electronic forms)

Primary Evaluator: Joe Principal
Evaluaters: Sharon Smith, Thomas Jones

Your Access Level:

+ Step 1: Professional Growth and Improvement Plans

+ Step 2: Formative Assessment
+ Step 3: Student Growth Measures (SGM)
+ Step 4: Summative Evaluation

+ FEvidence/Artifacts

View Cnly

L Completed
" Completed
L4 Completed
In Progress
In Progress

Available
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Superintendent and Designhee Evaluation Workflow

What is a Workflow?

Once the evaluation screen is accessed, the workflow screen will display. The workflow is the series of
steps and forms available for use depending upon the educator’s role and LEA setup. The roles of teacher
and principal have different workflows as they utilize forms specific to their role.

Below is an example teacher workflow screen of an LEA using all electronic forms.

i
: ¢TPE School C n 8 wichael Teacher -
T Demonstration District 1

Dashboard Evaluations Reports Administration Help

Evaluation for Michael Teacher
Evaluator: Jane Superintendent
Your access: Educator

Overall Progress

Evaluation

Collapse All  Expand All

+ Opticnal Self-Assessment In Progress
+ Step 1: Professional Growth and Improvement Plans In Progress
+ Step 2: Formative Assessment Not Started
+ Step 3: Student Growth Measures (SGM) Unknown
+ Step 4: Summative Evaluation Not Started

Available

4y

Evidence/Artifacts

o | AddFile

eTPES.SuperDesignee.v.2.0 07/13 51 of 62



Evaluator and Access Information

The top portion of the screen will display the name of the educator you are viewing and the evaluator’s
name. If you are not the educator, it will display the access you have to the educator’s evaluation forms.

The superintendent and/or superintendent designee (if not the evaluator) will have access to view all
educators’ evaluations in the LEA. The principal (if not the evaluator) will have access to view all educators’

evaluations in the building.
Overall Progress

This section displays the percent complete of the evaluation forms for the educator.
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Evaluation Workflow Screen Information

This section will detail some of the features of the Evaluation screen shown below.

Demonstration District 1 n 8 ane superintendent -

Dashboard Educators Reports Administration Help

Evaluation for Jennifer Teacher
Evaluator :
Your access : Read Only

2t | Return to Educators

Overall Progress

Evaluation Track: OTES % Complete:

Evaluation : READ ONLY

Collapse All  Expand All

— Optional Self-Assessment " Completed
. [Teacher Self Assessment Summary Tool Status: Completed / m
(Completion Process: Teacher Only (Private) Skipped - Private
Show Details
— Step 1: Professional Growth and Improvement Plans In Progress
— Professional Growth Plan In Progress
k | Professional Growth Plan Status: In Progress P
Completion Process: Teacher First, Evaluator Closes Show Details - Locked
L Improvement Plan Template Status: Mot Started N
Completion Process: Evaluator Only (Private) Show Details & Start

Collapse/Expand Steps

The forms are displayed in order of the process and divided into Steps. The Steps can be collapsed or
expanded by clicking on the words “Collapse All” and “Expand All” on the left side of the screen. If you
would like to collapse or expand one Step, click on Step title bar.

Status

The status of each form is displayed on the screen. The statuses are as follows:

®* Not Started — Completion of this form has not started.
In Progress — Evaluator or Educator has started or has completed the form. The other person has not

completed the for
® Completed — The required person(s) has/have completed the form.
® Completed/Skipped — The required person has elected not to complete the form by skipping it.

Completion

A green check mark will display on the forms and/or Steps to indicate complete.

The Completion Process is listed under each form for your reference. This will indicate who completes the
form first and who closes the form.

Show Details

Click on “Show Details” to view the names of the person(s) who completed the form and the start and
completed dates.

Accessing a Form
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To go to a specific form, click on the button to the right of the form name.

1 A form may not be accessible until other events have occurred. In this case, review the Completion
Process and Details/Status to find out why the form is not accessible.

Templates

In some instances, forms are grouped together in a template. The example screen below shows the
observation template which contains the forms available per teacher observation cycle.

In order to add a group of observation forms for a cycle, click on the “Add New” button. The following will
be displayed. Note the “Add New” button is present on the right if you would like to add another observation
cycle.

You can also delete a template. Click on the Delete button on the right. The screen below is displaying a
set of observation forms available for deletion.
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Alternate Workflow Types

The LEA setup process allows the Superintendent or Superintendent Designee the choice of one of the
three options below for usage of the eTPES system’s forms.

¢ All electronic forms (if using OTES or OPES models only).

® Combination of electronic and district specific forms (PDF Scan/upload).

* Manual entry of Teacher/Principal performance ratings and Student Growth information so the system will
calculate the Final Summative Rating.

All Electronic Forms

The teacher workflow displayed below is for an LEA using all electronic forms. The Observation Cycle is
expanded to display the set of forms contained in the cycle.

Combination of Electronic and LEA Specific Forms (SCAN/PDF Upload)

The teacher workflow displayed below is for an LEA using a combination of electronic and LEA specific
forms. The Observation Cycle is expanded to display the set of forms contained in the cycle. The ability to
attach the LEA specific form is also shown below.

To attach an LEA specific form, click on “Attachments”. This will expand the screen to show the “Add File”
button.

Click on “Add File” and the popup below will display.

The educator can complete the electronic form or attach a PDF file to complete this form.

Manual Entry of Performance Ratings and Student Growth Measure Data (eTPES will calculate the final summative
rating)

The principal workflow displayed below is for an LEA manually entering performance ratings and student
growth measure data.
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Superintendent and Designhee Form Access

This section will detail features of forms. All forms will contain the same features. The screen displayed
below is the Teacher Professional Growth Plan.

Evaluation Form for Robert Teacher

2r | Back to Evaluations

Teacher Professional Growth Plan Suggested Guideline(s TH PRINT TO PDF

VIEW COMMENTS

Instructions: The Growth Plan identifies goals based on student learning needs (student achievement/outcomes for students), and teacher performance on the standards (self-assessment and reflection). During
e evarianon process, record the dates the teacher and evaluator review goals, identify evidence indicators, and discuss the supports needed to accelerate and continue teacher growth through professional
development.

NOTE: This form is editable by the Teacher and Evaluator. The Teacher must complete the form first. Upon Teacher completion, the Evaluator will be notified and have access to review/edit the form. Upon
Evaluator completion, the Teacher will be notified.

1. Type of Growth Plan

11 Select the type of Growth Plan™*

@ Self-Directed @ Collaborative  clear selection

2. Annual Focus
These are addressed by the Evaluator as appropriate for this Teacher.

Goal 1 Area: Student Achievement/Outcomes for Students

21 Goal 1 Statement*®

Each form will display the following:

® Suggested Guidelines — click on this button to read the guidelines from the framework.
® Instructions — this section will explain how to complete the form.

®* Notes - this section will explain the flow of the form, who has access and when.

These are important and should be read prior to completing the form.

Saving

When an answer is entered, whether by typing text or clicking on a button/box, the answer is automatically
saved. You can leave the form at any time and when you return, your answers will still be present.

Required answers

A red asterisk after the question indicates that the answered is required prior to completion of the form.
Print to PDF

Each form can be printed by clicking on “Print to PDF “. This will bring up a new screen displaying the
document in a PDF format.

Character limitation in text boxes

All text boxes have the capability of accepting an unlimited number of characters.
Completing Forms

When you have finished answering the questions on the form, go to the bottom of the screen, enter your
PIN and click on the “complete” button. (See instructions regarding how to view your PIN).

Notifications will be sent to both parties that the form has been completed and, if applicable, viewing or
editing will be enabled for the other party. (See the notes on each specific form regarding who will be able
to view/edit the form).

Collaborative Completion of Forms - Forms that require both Evaluator and Educator signatures support
collaborative meetings. The Evaluator and Educator can both enter their PIN from the Evaluator’s screen
when conducting a collaborative meeting.

Reopening Forms
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Forms can be reopened for additional editing. The forms can be reopened by the person who created the
form. To reopen a form, go to the bottom of the form and click on the “Reopen for Editing” button. If you do
not see this button, you do not have access to reopen the form.

Comments

Forms that involve two parties include a Comment feature. Comments are responses that can be entered
and sent back and forth between the two parties. All comments submitted are displayed at the bottom of
the form and are specific to that form only.
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Accessing Educators’ Performance Evaluations in eTPES

To view and manage educators, click on the “Educators” button on the menu at the top of the screen.

P
wgl:BE;m Demonstration District 1 ﬂ S Jane superintendent -

EVALLIATION 3TITIM

Dashboard Student Growth Educators Reports Administration Help

The following screen will display.

Demonstration District 1 E 8  ane superintendent -

Dashboard Student Growth Educators Reports Administration Help

Educator Quick Search

Enter an educator's first or lastname and click on the search results listitem to access their evaluation data. If an educator is not found, please confirm they have activated their eTPES account.

Q

Enter 3 or more characters to search

Educator Lists

View educator lists by LEA and building assignment

From this screen, you can find an educator by performing a Quick Search or you can go to the Educator
Lists.

Educator Quick Search:

To access a specific educator, enter the last name in the search box. The system will display a list of
users. Click on the educator you are searching.

Educator Lists:
To go to a list of educators by LEA and Building, click on the “Educators” button.

If you have access to multiple buildings, a new screen will display (see below). This screen will display a
building card for each building you have access to. A building card is a box that contains the building name,
IRN number and a link to the educators in the building. Select from the building cards displayed to go to the
Educator List for that building.

w.C_TPES Demonstration District 1 ﬂ S  Jane superintendent -

TEACHER 4 RN AL
EVATLIATIGN"SVSTEM

Dashboard Student Growth Educators Reports Administration Help

2t Educators Home
Click on the View Educators link for a building listed below to access evaluation data
Building Selection
Show| 10 EI Search:| Search for LEA Mame or IRN

First Previous Next Last

Ba School A Ba School B Ba School C

IRN: 000010 View Educators IRN: 000020 View Educators IRN: 000030 View Educators
Ba School D

IRN: 000040 View Educators

If you do not have access to multiple buildings, you will be taken directly to the screen below when clicking
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on the “Educators” button.

This screen displays the educators assigned to you and the completion status of their Evaluation process.
See screen below.

u_f;TPES Demonstration District 1 E S Jane superintendent -

TERCHER s PRINCIRAL
EVATUAT/GA SVSTEM

Dashboard Student Growth Educators Reports Administration Help

I Educators Home & Building Selection

Educators are only listed AFTER they have activated their eTPES system account. Superintendents/Designees and Principals have view access for all educators within their assigned locations. Other evaluators can view
and complete forms for the specific educators that have been assigned to them

Educators at School A (000010)

Show| 10 Search

First | | Previous Next | | Last

State ID Last Name First Name Evaluation Type Percent Complete

221272876 Principal Joe Principal (OPES) View
726085183 Teacher Karen Teacher (OTES) (AL A IS SIS SIS S View
726995484 Teacher Mark Teacher (OTES) 77T VI 77777 ew
224120687 Teacher Robert Teacher (OTES) iew
221147713 Teacher Sally Teacher (OTES) (AP A SIS PSS LSS iew
Show| 10 []
Showing 110 5 of 5 entries First | Previous Next | | Last

Evaluators: If you are missing an educator in this list, please ask your SuperintendentiDesigne or Principal to verify the educator account has been activated and you are assigned as an evaluator for that individual

1 The screen above will display educators who have been confirmed by a staff assignment. If the
educator has not been included in the staff roster(s), they will not display on this screen.

Superintendents, Superintendent Designees and Principals have “view only” access for all educators within
their assigned locations. If the Superintendent, Superintendent Designee or Principal is assigned as the
Evaluator, he/she is permitted to view and complete forms.

You can search for an educator by last name or a location. Click on the radio button to change the search
selection. In addition, you can search using the search box on the right. Enter any information you would
like to search for and the results will display below.

You can click on the column heading of any column to re-sort by that column or type an Educator’'s name in
the Search box on the right to go directly to that Educator.

To view and manage an Educator’s Forms, click on “Edit” or “View” on the right of the educator’s row of
information. This will take you the Educator’s Evaluation Workflow. See Evaluation Workflow Section for
details.
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Superintendent/Designee Evaluations Tab

1 You will only have an Evaluations tab, if you have previously been evaluated using eTPES. This will
allow you to view and access your personal historical records.
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Superintendent/Designee Reports Tab

M TPES

YP!:LH[I_APIIKLMI.
EVALUATION SYSTEM

Dashboard Student Growth Educators Reports Administration Help

This report is accessible by Superintendents and Principals. To run the report, click on the “View” button at
the right of the Report Title.

Dashboard = StudentGrowth = Educators = Reports | Administration = Help

Reports

— Standard Reports

Roster and Actiaion Ovenvien

The report will appear on the screen as shown below.

Dashboard | StudentGrowth = Educators | Reports | Administration = Help

Export to Excel

Roster with Activation Overview
Show| 50 [z] Search:

First  Previous n Next  Last

First Is Activation Has Has Evaluation

Home Locati LastN State ID Email Rol - . Last Login Date | Primary Ob:
°°°°°°°°°°°°° Name e mal o Evaluator Sent Activated  Evaluation Type gl | SV Soserver
DSmontacy Yoder Maureen  WR1009796  Maureen Yoder@education.ohio.gov. Practice Yes Yes No No
District 1 B 2 Superintendent
Sehos S . Teacher 1211012012
School D Teacher Jennifer 728558818 jennifer teacher@ohiotpes.com Practice Teacher  No No Yes Yes s el
. N Teacher 5201392428 S
School A Teacher Robert 274120687 robert teacher@ohiotpes.com Practice Teacher  No No Yes Yes e P “
i - Teach
School B Teacher Preston 275714359 prestonteacher@ohiotpes.com Practice Teacher  No No Yes Yes (5?;
School C Teacher Michael 727688661  michaelteacher@ohiotpes com Practice Teacher N Yes Y Ye Teache Superintendent,
(OTES) Jane
N . Teacher 22520137:32:11  Superintendent
School A ar 226995 @ohiotpes c
chool A Teacher Mark 76995484 mark teacher@ohiotpes.com Practice Teacher N No Y Ye =S o e
5 § 08515 N e Tene Teacher 4125120139:16:19  Assistantprincipal
School A Teacher Karen 226085183 karen teacher@ohiotpes.com Practice Teacher  No No Yes Yes s hs e
N Teacher 314120138:14:49  Superintendent
School A Teacher Sally 221147713 sallyteacher@ohiotpes.com Practice Teacher  No No Yes Yes e et

If you would like to view the report in an Excel spreadsheet, click on Export to Excel.

This report will list the users on your roster, information about the user and information regarding their
activation (has the activation email been sent, has the user activated their login, has the user logged in,
etc.).

Additional reports are currently being developed and will be available in future releases.
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Superintendent/Designee Help Tab

To access the Help page, click on the Help tab on the tool bar.

Help Resources

Ohio Depariment of Education TPES Help

Support Contact Information

If you have NIET evalusicr oedentialing questions, please contact us st suppert@nist.crg

Teacher Evaluation System - Resources Principal Evaluation System - Resources

Teacher Evaluation System - Training Videos Principal Evaluation System - Training Videos

Available in August 2013 Available in August 2013

The Help page, displayed below, includes how to contact support, various documents regarding the
OPES/OTES framework and the electronic system and a link to the Ohio Department of Education eTPES
web page. Also included are the training videos and links to the various role-specific user guides, these will
be available in August 2013.

There are two options for contacting support for eTPES.

If you have a question regarding state policy please contact etpes@eduction.ohio.gov.

If you have technical questions regarding the eTPES website, please contact support@ohiotpes.com.
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