MU’s Web Assessment System:  Cooperating Teacher 
Directions for Entering Your Student Teacher’s Final Evaluation 
 
Cooperating Teachers will complete their student teachers’ MU final evaluations through the MU Web Assessment System.  You can print the paper (pdf) copies through this system for student teacher review, signatures, initials, and for the standard distribution of the final signed copies.    
If you are experiencing trouble logging into the system, please contact Pam Via at (717) 871-5561 or pam.via@millersville.edu.  For all other questions regarding evaluations, please contact 
Dr. Janet A. White at (717) 872-3957 or by emailing janet.white@millersville.edu.
 

Please Access the MU Web Assessment System by clicking on this link: https://muhp5.millersville.edu/pls/coop_prod/mzlkcoop.p_login  
 

 

The User Login page has three items that you can explore.  Note that Internet Explorer or Firefox are recommended. 
· IEspell plugin:  https://muhp5.millersville.edu/pls/coop_prod/download?p_file=F21762/iespell.pdf
· This link gives you directions for loading an optional spell check onto your computer.  It is not necessary to load this application to complete your student teacher’s final evaluation. 
· Step by Step Instructions
· A printed copy of the submission steps is also available for reference as you complete this report. https://muhp5.millersville.edu/pls/coop_prod/download?p_file=F26474/fifteenweek.pdf
· Fall 2011 User Login 
· Entering the correct information here will give you entry into our secured assessment system. 

· Begin entering data in the final evaluation form as appropriate, remembering to save your work every 30 minutes.  

· Once your final evaluation is fully completed and saved, the student teacher will be able to access their ratings through their MYVILLE account. 

 

 

Please follow these steps to enter your student teacher’s final evaluation.
 
Fall 2011 User Log In

Login Page
· Enter the username and password that was sent to your school district email account.
· And click the LOGIN button.
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Page 2:  Cooperating Teacher Email Address Entry
               Fall 2011
· Enter your school district email address 
· And click the SUBMIT button.
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Page 3: 
· This screen will show any student(s) who you are supervising during the Fall 2011 semester
· Text will state: Please modify your student teacher evaluation until the status changes from Incomplete to Complete.
· From this screen you may select “Modify” or “Print/Save”   
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· Click on MODIFY to get a new screen showing the final evaluation form.  
· And then begin typing your student teacher’s scores and comments.
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· Be sure to update often by clicking the SAVE EVALUATION button at the bottom of the screen.  
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· Once all sections of your student teacher’s evaluation are completed, you will see complete in the Status column as shown above.

· You may then click on the PRINT button.  A pdf copy of the evaluation will appear in a small window on the left of your screen.  
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· Review using this pdf copy 
· Print the hard copy for signatures using the print icon in the upper left-hand corner of the pdf screen.  
IMPORTANT NOTE: There is a 30 minute time limit for data entry, so remember to save your work often.  You may return to your student teacher’s report to edit or revise it until the date that final grades are submitted for the semester.
 

                                        
If you have any questions or need assistance,
please contact Dr. Janet A. White at 872-3957 
or jwhite@millersville.edu
 

 
 

