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TaskStream
Folio Assessment System

TaskStream’s Folio Assessment System provides the solution for creating,
submitting, managing, and evaluating electronic portfolios. The two primary
components of this system are the Directed Response Folio (DRF) and the Folio
Assessment Program. The DRF is the folio that outlines the requirements and work
submissions and is also the vehicle for an author to submit and track work for
evaluation. The Folio Assessment Program defines and provides the structure for
how participating individuals work with a selected Directed Response Folio (DRF).
This guide will provide you with helpful background information and will walk you
through your participation in a Folio Assessment Program as an evaluator.

Folio Assessment Program Participant Roles

Author

Authors in a Folio Assessment Program are assigned a DRF. The DRF originates from
a template that is created by a program manager and contains a set of tasks that must
be completed and submitted by the author. As the author completes and submits each
task, an assigned or selected evaluator assesses and scores each submission.

Reviewer

The reviewer role is optional in a Folio Assessment Program. If a reviewer is assigned
to a Folio Assessment Program, he/she will be able to give feedback and respond to
the DRFs (and potentially other TaskStream work) that have been shared. However,
they are not able to evaluate the work submissions. If the program was created without
reviewers, then the Request Feedback feature will not be enabled for authors.

Evaluator

The evaluator in a Folio Assessment Program is assigned by the program manager to
assess and score the DRF submissions, made by the authors.

Program Manager

The program manager is responsible for creating and/or maintaining the Folio
Assessment Program. In addition to program enrollment and grouping, program
managers may have additional permissions that include report generation and
evaluation management.
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Evaluator's Guide

Getting Started

Through the My Programs area you can access work that has been submitted to
you, and monitor the evaluation process for authors with whome you are working

with.

Programs & Resoun
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- Standards Mansgg
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To access the My Programs area, click the My
Programs link on the left navigation area or Home

Prugrnlns

L
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Page.

Left Navigation Home Page
Navigating My Programs
The My Programs home page is BTy E——— \-
customizable. By default, programs are - ;
displayed with links to access the various C s e e ) :
sections of the My Programs area. To ol ST BT D EREE
explore the customization options for this Do bormrranten 2
page, including the ability to turn off the foners__ Respond to Vork Options
shortcuts and show/hide programs, click the
Customize this page link.

To access a particular section of your program, click the appropriate link.

Once you have entered a program, you can navigate to the various areas by clicking

the tabs pictured below.

- Frogram Respond
‘ DUSG St H Resources H to Work l

Overview

The Overview page includes a description of your program. Click the Click to View
link to view all the program participants. An email link next to each participant’'s name

allows for easy communication between program participants using the Message

Center. Additional role information is provided with instructions about how you, as an

evaluator, can score submitted DRF work.
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Program Resources

As a program setup option, Program Managers
can share a web folio or web page containing

@ Creating Professional Portfolios
Creating Professional Portfolios
program-related resources with participants of a G2S

program. The web folio or page will appear in the

Program Resources area.

3 teacher creates with students. Partfolios showcase the teacher’s use of
in learning.

1 Web Resources

& professional portfolio creates a unique glimpse into the cumulative interactions

planning, strategies, content, and learning activities to foster student progress

Some web sites that may help you as you create ‘b
your portfolia, j @ ‘i
N>
’«li\‘./ ”
Respond to Work
In the Respond to Work section section you will see a  [eomcoemmnb ommames |,

notification when Directed Response Folio (DRF) work |1

has been submitted for evaluation.

evaluate it, click the "Evaluate” button,

{(ihere are submissions arraiting evaluation! )

[ Evaluate |

designated evaluators, authors click "Submit" in Step & of the
weh Folio Builder, To see all work submitted to you and to

Depending on your roles in the Folio Assessment ‘..d
. . /] 45 evaluation manager, you can access all evaluations, edit
Program, you may also see an option for managing o] Sy i e s b

evaluations. This would appear in the Respond to Work o)

area if you were an evaluation manager.

Evaluating DRF Submissions

Only program participants who are evaluators may evaluate DRF submissions. This
portion of the document describes each step of the evaluation process. You may
read each subsection in order to get a thorough explanation of each step or skip to
the “Evaluating a DRF” section to get a quick start.

Access Author Work

To begin the evaluation process, click the Evaluate Evatiare pvered oo R

button in the Respond to Work tab.

Search for people to display. You may also
search for a specific author by entering their
name in the search field provided and

clicking the Search button.

If you have searched for a specific author,
you will be prompted to select a DRF area to

display. If you have selected to view

Heme # Search Criteria * Results

Search for people to display

- Frogram Respand
e “ Resources “ to Work

" view or evaluate work of multiple people

Everyone that [ am evaluating

Or... search for an individual

Enter name

w
@
=
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everyone then you must select the display and filter options.

Select which DRF area to display. If you T T

would like to see all areas, select the Show e R AR T AT
A” CategorIeS OpthI’]. " Standard 1: 1.1 (Teacher's Knowledge Base)

Standard 1: 1.2 (Teacher's Knowledge Base)

[
" Standard 1: 1.3 (Teacher's Knowledge Base)
" Overall Folio Evaluation

@ Show all categories

In the “Filter by:” section, select whether you
would like to show work for all users, or only ~ [Eeb =~~~

ShOW Work for users Who have Work W|th|n % Show people with submissions waiting to be evaluated
that category waiting to be evaluated.

After making your selections, click the Continue button to display the evaluation grid
(explained in following section)for all authors matching your search criteria.

The Evaluation Grid

The evaluation grid will display the categories, requirements, and statuses for each
author that you are paired with. The grid will display items based on the search criteria
entered in the previous section. Each evaluate button indicates that the author has
submitted the category or requirement for evaluation. If neither an evaluate button or
status appears, the author has not begun work on that DRF area.

g‘rogress - submitted /ogzs;jssion Resubmitted Vgﬁuglruougtrlg?s (DEualuated dng;z?::ﬂon
Teacher's Knowledge Base
Show: | Select.. - 9
[~ 4 Show full descriptors Awareness Unit Plans Lesson Plans Curric. Mats.
'[Qm" Uls]er [ELY [ Eualuate :| ELY [ Eualuate :I g [ Euvaluate | 8
E-mnai h :

There are several statuses which can be displayed in the evaluation grid for work
submitted to a DRF. The evaluation status of work submissions, will be identified with
one of the following icons:

n The In Progress status appears after work has been added to the
Frogress requirement level of a DRF.

The Submitted status appears after you have clicked the Submit button
to submit work for evaluation.

[ submitted

Heeds The Needs Revision status appears after your evaluator has reviewed
Revision your work and has determined that revisions are needed.

The Resubmitted status appears after you have revised and re-
submitted DRF work.

Resubmitted
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@eeauates | 1 he Evaluated status appears after your work has been evaluated and
given a score.

coamation]l  1He Evaluation Released status appears after submitted work has been
Released evaluated and the evaluation results have been released to the author.

To begin the
evaluation process,
CliCk the Eval uate Show: ,m Teacher's Knowledge Base

In . Heeds z . Ty Evaluation Eualuation
BProgress B submitted /oReuision Resubmitted "Oln Frogress @Evaluated dReleused

button in the DRE [~ 4 Show full descriptars Awareness Unit Plans Lesson Plans Gurric. Mats.
area you would like ény User (N  (fowon) & (Gowwe) py (Eowse) X

to evaluate. This will
display the
evaluation area.

Evaluation Area

Once you access the evaluation area, you will see four tabbed sections: Comments to
Evaluator, Work Submission, Interactions w/Reviewers, Evaluation History.

The Comments to Evaluator Fvaluato catagory 1

Section Wi” d|Sp|ay any Submitted by Meg Ryan (1/21/2004 12:18:05 PM)
comments the author has sent
regarding their DRF. | [ commentetovstenior [ sorkc b I

The author provided the following comment:

| added some extra examples for this requirement

The Work Submlsslons Section Evaluate Standard 1: 1.1: Essay (Introductory Essay)
- - - Submitted by Any User (6/3/2003 11:17:56 AM

will display the work submitted e :

by the author. Clicking the

Section title to VieW the Work. ‘ Commen! ts to Evaluator ” wark M Interactions w/Reviewer(s) H ion History 1
@ Introductory Essay
(girections for Introductory EssaQ
Attach a 250-4000 word essay, explaining your position on using various teaching methods in the classroom.
Th e I nteractl o ns W/ReVl ewer Section Evaluate Standard 1: 1.1: Essay (Introductory Essay)

Submitted by Any User (5/30/2003 9:52:05 AM)

will display the discussion history
between the author and their assigned T \
reviewers (if reviewers are part of the  pre-ovamarion mesace

Gomments on Introductory Essay (Essay)

program). Shobha mentor 6/9/200

This Iooks good, you might want to think about adding some
information from your personal experiences that led up to this point i
your academic career
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The EV&'UatIOn H IStO ry SeCtlon WI ” Evaluate Standard 1: 1.1: Essay (Introductory Essay)

Submitted by Any User {6/3/2003 11:17:56 AM)
display a history of all interactions with

the DRF, including time/date of [ T [ [
submission. bate | action acton by E—

6/3/2003 [ submitted Any User
11017 am

632003 Eyalvation Coordinator One
12:01 pm

Scoring Work

The Evaluating DRF Submissions portion of this guide has provided detailed
coverage of accessing DRF evaluations. If you have skipped to this section for a

quick start, here is a summary of the steps necessary to begin the evaluation
process.

1- Access the evaluation area within your program.
2- Access the authors to evaluate.

3- Once your author list appears, click a name to access that author’s evaluation
grid.

4- Click the Evaluate button, on the evaluation grid, next to the category or
requirement you would like to evaluate.

An evaluator has three evaluation options. The

Evaluate/Score Work button will open the evaluation. The
Send Work Back For Revision button will allow the _

evaluator to send the work back to the author without an
evaluation. The Cancel Evaluation button will cancel the
evaluation.

Click the Evaluate/Score Work button located at the top of the Evaluation area to start
evaluating the selected category or requirement.

The evaluation method assigned for the evaluation of the category or requirement will
be displayed in the pop-up window. A DRF can be evaluated using the following
methods: Pass/Fail, Meets requirement/Does not meet requirement, or Rubric. The
evaluation screen contains three numbered sections.
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Section 1: Score Work

The first section may contain different information depending on what evaluation

method is used.

For rUbrIC 1. Evaluate work using rubric criteria below [ 4 Show ori teria descriptions
. Rubric being used: Informative Essay Rubric
evaluatlons, Quality of Work
section 1 will . . : '
contain each et on Fi ans Tomenal
. . . Vell-vritten Al
rubric criteria and Y /)

spaces to enter a

score and comment. Use the Save Draft button to save an

wish to finish at a later time.

incomplete evaluation you

Section 1 for Meets/ Does Not Meet

Requirements or Pass/ Fail evaluations

© Mmark as pass or fail

" Pass

© Fail

contains each evaluation criteria.

Section 2: Add Overall Comment

Section 2 allows you to add overall
comments. This section is the same for
each evaluation method. Use the Save

2. Add overall comment

Saue Draft

Draft button to save an incomplete
evaluation you wish to finish at a later time.

Section 3: Decide what to do with this evalu

ation

In the third section of the evaluation
window, you will decide what to do with
the evaluation. This section is the same
for each evaluation method.

sssssss

3. Decide what to do with this evaluation

eeeeeeeeeeee

Under the heading in the red area, you will be
presented with the option of sending the
submission back to the author for revision. The

author will see the Needs Revision symbol next
to the appropriate area for the DRF. The scores

and comments added to the evaluation will be

visible to the author and treated as a provisional

evaluation.

3. Decide what to do with this evaluation

Provisional evaluation /scrore

~ Send

back for revision

This report will be sent back as a
provisional evaluation to help guide
author's revision, aAuthor will have to

resubmit wark in order to be re-

evaluated.

Note: Sending a DRF back for revision will unlock the submitted category or
requirement so the author can make the necessary edits. He or she will have to
resubmit the category or requirement for evaluation.
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In the green area, you can

record the evaluat|0n  Record as final but send evaluationto  ~ Record as final and send evaluation to
. author later author now
SCore as f|na|, and E|ect to If wvou choose this option, make sure to author will immediately receive this
send this evaluation to the author at a evaluation report,
Send the reSUItS to the later date. To do this, click the 'Release’

link on the Evaluation Grid.

author, or hold the scores
and release them at a
later date.

[ Preuview Before Submitting ]

Note: Programs may be set up to prohibit evaluators from releasing scores to authors.
If this is the case then the “Record as final and send evaluation to author now” choice
will not appear.

To preview the evaluation report before submitting it, click the |[ Preview Before Submitting | |
Preview Before Submitting button.

To submit the evaluation, click the Submit button.
At this point, you will be returned to the evaluation grid to select another author for

evaluation. If there are no other authors meeting your search criteria, the evaluation
grid will be empty.

Editing an Evaluation

You may edit an evaluation that has NOT been released to the author. If the evaluation
has been released to the author you may only edit the evaluation if you are an
evaluation manager.

Ewvaluate Standard 1: Requirement 3

Submitted by Jack Jonesy (1/20/2004 2:47:13 PM)

1is work has been evaluated and released to
suthor, See evaluation report and work below

J Evaluation/ Score ]J Worc icsi “ ions w/Revie “ ion History

Evaluation Summary for Standard 1: Requirement 3

Author: Jack Jonesy

Evaluation by: Meg Ryan (evaiuator’s name will not be visible to author)
Date evaluated: 1/21/2004 10:31:07 &AM

Requirement assigned as part of:

DRF 1 on 1/20/04 (assigned in conjunction with "FAP 2 on L/20/04")
Points awarded: 6.67/10

Rubric score: 2.00 /3 [See Caleulstion]

The evaluation grid for a released score will appear to the evaluator without the
necessary evaluation buttons unless he or she is an evaluation manager. To access
this area, locate the author who'’s evaluation you would like to edit. The
Evaluation/Score tab replaces the Comments to Evaluator tab in the evaluation area of
an evaluated author. The evaluation report lists identifying information about the
requirement or category, date evaluated, points awarded, overall mark, in adition to
detailed results.
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