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EvaluWise Update 1.6.0 
 
Evaluation Categories: 
 
You now have the ability to create categories in EvaluWise.  This will allow you to set specific Evaluation 
counts for the teachers you add to this category.  To setup a Category Go to “Settings” Under 
Organization select the “Options” Tab 
 
Click on the “Manage Categories” button. (See Figure 1) 
 

 
Figure 1 

 
 
Once you click on the Manage Categories Screen You will see the following screen that lists your current 
categories – to Add in a new Category click on the +Add Category Button.  (See Figure 2) 
 

 
Figure 2 
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Once you click on the +Add Category Button you will get the screen to set up your category.   
(See Figure 3)  
 
This includes creating the name of the category, selecting your Evaluation Starting Month, turning on 
Teacher Counts and then selecting the Evaluation counts for non-tenured, tenured and remediation for 
all teachers in this category. 
 

 
Figure 3 

 
To add a Teacher to a specific Category you can select the “Teachers” Tab and search for a teacher.   
 
Once you have located the teacher click “Edit Teacher” in the upper right hand corner.  It will bring up 
the “Add/Edit Teacher” Screen (See Figure 4) .  In the middle of the screen you can select the 
“Evaluation Category” by clicking on the drop down menu and selecting the appropriate category.  You 
can also add if a teacher is tenured or on a remediation by checking the appropriate option – if they are 
non-tenured then you would not check either of the options. 
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Figure 4 

 

If you have multiple teachers that you are adding to categories you can go to the “Teacher” Tab and 
select “Manage Teachers” in the bottom right hand corner of the screen. (See Figure 5) 

 

 

Figure 5 
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It will bring up the following screen (see Figure 6) if the teacher is in “no category” or in the wrong 
category you can select the category button  and it will bring up all the category options,  click on the 
correct category and it will save it for that teacher. 

 

Figure 6 

 

If you selected the Show Teacher Counts when you set up the category above this setting allows counts 
to be shown in the Teachers section that shows how many evaluations need to be completed for the 
current evaluation year and the current progress on them.  (See Figure 7)  In the example below – Amy 
Jones has 0 of 1 required formal evaluations completed and 1 is in progress.  She has 0 of 2 required 
informal observations completed and 1 is in progress. 

 

Figure 7 

 

Independent Forms: 

You now have the ability to create forms that are independent and not connected to a specific 
evaluation.  To set up an independent form go to “Settings” Under Organization select the “Options” 
Tab and select “Manage Forms” (See Figure 8) 
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Figure 8 

 

Once you have Selected “Manage Forms” you will be given an option to add a form to one of the 
Teacher Categories that you created or add a form to an uncategorized category.  Select “+ Form” to 
Create the new form.  (see Figure 9) 

 

Figure 9 

 

You will notice the form details has some new options, this will be both for forms connected to a rubric 
as well as the independent forms.   
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You will have an option to enter the Form Name – Select an evaluation category or leave it in the default 
uncategorized option.  You can then include a description and turn on or off teacher access.   

A new feature in Update 1.6.0 is the ability to create a Custom Header on your forms.  You have the 

option to insert a logo and other texting format options.  To add a logo click on the picture icon  , it 
will then give you the option to upload a file, once your file has been uploaded, click on the image select 
the size and click “insert”.  (See Figure 10) 

 

Figure 10 

You also have the ability to add Merge fields in the heading.  The format for the Merge Fields is listed to 
the right of the header under “Merge Fields”.  You can bring in any of those merge field options in the 
format shown.   (See Figure 11) 

 

Figure 11 
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The next step would be to link the forms to the Teachers.  You have an option to add a form individually 
to each teacher or add it to a group of teachers in a category that you created. 

To add a form to an individual Teacher – Go to the “Teachers” Tab and search for your teacher.  Select 
the Forms Tab, then Click “Add Form”.  You can provide a due date for the form completion and then 
select what category the form was created in.  When you click on the category it will bring all the forms 
in that Category and you can select the radio button next to the form you want to add for that teacher. 
Then Click “Create Form(s)”  (See Figure 12) 

 

Figure 12 

Once the form has been added it will be listed under the forms tab from the Teacher Account.  You have 
the option to edit the contents of the form or delete it.  You also have the option to pair the selected 
form with a current evaluation. (See Figure 13) 

 

Figure 13 



 
 

EvaluWise® || Making Teacher Evaluations Manageable and Effective               8 
 

If you have a group of teachers in a certain School that you would like to add the independent form, you 
can select the “Add Forms” from the bottom of the Teacher Screen. (See Figure 14) 

 

Figure 14 

The following screen will open up and will allow you to search by school and if you have any groups 
created for your school.  Once you click search it will list all the teachers in that school – you can select 
all teachers or drag and drop which teachers you would like the form added too, then click “Next”. (See 
Figure 15) 

 

Figure 15 
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You will then be able to select the category that the form is in and then select the actual form; you can 
also give a due date to the form as shown below.  (See Figure 16) 

 

Figure 16 

 

The teachers will have a Forms Tab on the Teacher dashboard that will allow them to access these forms 
that are not paired to an evaluation.  Once they click on the Forms tab they will see the forms. (see 
Figure 17) 

 

Figure 17 

 

 

 

 

Electronic Signature on Forms: 
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With update 1.6.0 you now have an option to add in an electronic Signature to your forms.  This can be 
added to your forms that are linked to an evaluation as well as your independent forms.  To add in the 
electronic signature while in the Question section of a form Click on “Add a New Item” and then for Type 
select “signature” from the drop down menu.  There is an option to put a signature label and you have 
the option to select where this form can be signed from – if you select both it can be signed from the 
teacher dashboard and from the evaluator screen, if you select teacher it can only be signed on the 
teacher dashboard and if you select evaluator it can only be signed on the evaluators screen.  You also 
have the option to lock that section of the form once it is signed by selecting Yes or No from the drop 
down menu. (See Figure 18) 

 

 

Figure 18 

Independent Artifacts: 

You now have the ability to add artifacts that are independent and not connected to a specific 
evaluation.  To set up an independent artifact  go to “Settings” Under Organization select the “Options” 
Tab and select “Manage File Folders” (See Figure 19)  
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Figure 19 

This allows you to create a folder for the independent forms.  (See Figure 20) 

 

Figure 20 

The Teachers have the ability to upload to the folders created above on the Teacher dashboard by 
clicking on the “Unpaired Artifacts” Button.  (See Figure 21) 

 

Figure 21 

Once you click on the “Unpaired Artifacts” Button –You can select “Add File” and it will give you an 
option to choose the file location – enter any notes and then select the folder you would like it to go 
into.  Click Submit and it will upload the file.  (See Figure 22) 
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Figure 22 

The Evaluators can view the Artifacts from the Teacher Tab.  Once on the “Teachers” Tab select the 
teacher and in the right hand side of the screen select “Un-Paired Artifacts”  (see Figure 23) 

 

Figure 23 

Once you click on the “Un-Paired Artifacts” you have the option to pair the artifact with  an evaluation 
by click on the document and selecting the “Link files to Evaluation”  It will bring up all evaluations for 
this teacher and you can select which evaluation you want to link the files to. (See Figure 24) 

 

Figure 24 


