Cooperating Teacher Web-Based Evaluation 
10 F.A.Q’s

· What web browser should I use to access the MU web evaluation?

· Internet Explorer or Firefox should be used to connect to the Banner system.  Do not use Safari.

· Why isn’t the system recognizing my Student Teacher’s ID?

· Check with your student teacher.  Did you enter the entire ID, including the M and first zeroes (they are not letters) plus the remaining numerals?

· Can my student teacher help me complete the evaluation?

· While the student teacher should be a member of their final assessment, the web system is confidential and secure and should only be accessed by the assigned cooperating teacher.
· Why do I keep losing the work I have done on my student teacher’s final evaluation?

· The solution here:  save frequently by clicking the ‘submit’ button.  Do not wait for the timer warning.  A good suggestion is to complete the evaluation in sections and save/submit after each.   

· Why isn’t there enough space in the comment section for all of my information?

· While the text boxes in the first sections do have a character limit for formatting purposes, the OVERALL COMMENT text box on the final page is unlimited.  If you have more information, please insert it there.

· Why am I getting unwanted characters and symbols in my comment boxes?

· Chances are, you used a Word document to compose your comments before pasting them into the web form.  The two systems are not compatible for special characters and symbols.  Write your comments directly in the web form or, after pasting from Word, click on ‘Modify’ to enter the web evaluation and correct the unwanted symbols.
· I accessed my student teacher’s evaluation on line, but see that someone has already entered evaluation information.  Why is this happening?

· Your student teacher has 2 placements during the semester: first 7.5 weeks or final 7.5 weeks.  Check the dropdown menu and access the evaluation specific to your student teacher’s assigned ending time in your classroom (October/March or December/May).

· Why is the evaluation status listed as In Progress when I am finished with it?
· Please reenter the student teacher’s evaluation and review all items.  Each item must be scored and comments entered before submission for the evaluation to be identified as complete.  A ‘no score’ does not count.
· Do I still have to complete paper copies if I submit the evaluation online?
· Yes.  Click on the print button to generate a pdf version of your evaluation.  Then, print those copies out to receive the needed student teacher initials and your signature before distributing the copies to your student teacher, supervisor, and Field Services office.

· Why does my final evaluation form look different than the format in the past?

· The form should parallel the layout of the past MU student teacher forms.  Be sure that you are printing from the pdf version and not from the working screen that you used to enter your ratings and comments.

· What if I have questions that were not addressed in these FAQ’s?

· Contact Cindy Ridley, Assessment Coordinator at 872-3648 or lridley@millersville.edu
