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Introduction

Overview

The Teacher Observation Tool is a formative tool designed to promote teachers’ improvement toward the
practice of learner-centric instruction and effective teaching.

Support

For assistance with logging in, accessing the Teacher Observation Tool, observations, reporting, or user
management, please contact Cognia Client Care via phone at 888-413-3669 or email at clientcare@cognia.org.

Technical Requirements

The observation tool is accessible to users via the following device and browser specifications:

Device oS Browser

Desktop Windows/Mac Chrome 55+

Desktop Mac Safari10+

Desktop Windows/Mac Firefox 49+

Desktop Windows IE11+ and |IE Edge

iPad i0OS 10 Chrome, latest version

iPad i0OS 10 Safari, latest version

iPhone 6/7 i0OS 10 Chrome, latest version

iPhone 6/7 i0OS 10 Safari, latest version

Samsung Galaxy Tablet Android 6+ Chrome, latest version
Samsung Galaxy Tablet Android 6+ Android Browser, latest version
Samsung Galaxy S7 Android 6+ Chrome, latest version
Samsung Galaxy S7 Android 6+ Android Browser, latest version
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Teacher Observation Tool

Logging In
To access the Teacher Observation Tool, you must log in through myJourney™.

Note: [f this is your first time logging in, follow the steps provided in the section “First Time Logging In”.

To log in to myJourney:

1. Open the Cognia website at www.cognia.org, and then select LOGIN @ along the upper right of the page.

| PAYONLINE | FIND AN ACCREDITED SCHOO

ooqnla Membership  Services ¥ Insighte ¥ b nte The Source  Why Cognia ¥

The myJourney login page opens in a new tab in your browser.
2. Enter your myJourney email address 03 and password @
3. Select Login @

Note: If you have forgotten your password, select Request Password @ on the mydJourney login page.
This opens the Request Password page in a new tab in your browser. Enter your email address in the
email field, and then select Submit. You will receive a confirmation screen and an email with instructions
for resetting your password. Open the reset password link in the email you received. This opens the
Create Password page in a new tab in your browser. Enter a new password in the Enter New Password
and Re-enter Password fields, and then select Submit. Your password has been set.

Login GOQI’\IG

Email Address

©

Password

Login

@®|Q

myJourney

You are logged in to myJourney. Upon logging in, users with access to a single school are brought to the
mydJourney dashboard for that school. Users with district-level permissions or access to more than one
school are prompted to select the institution they want to view from the myJourney Select Institution

page.
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First Time Logging In

To log in to myJourney for the first time:
1. Open the “Get started with your new resource” email you received.

Note: If you did not receive this email, check your email inbox and junk/spam folder for an email with the
subject line “Get started with your new resource”. You may also contact Client Care to request the email
be resent to you.

2. Selectthe Get Started @ button in the email.

cognia

Get started with your new resource

You've been granted permission to access one or more components of the Cognia™ Improvement Platform through
myjourney. Here you will be able to move forward with your institution’s improvement journey. You have been granted
permission with the following institution:

Buford City School System
Please select the button below to access myjourney.

Q Get Started

You may also copy and paste this URL into your browser:
https://myjourney.cognia.org/login

3. Enter a new password in the Enter New Password 03 field, and then reenter the password in the
Re-enter Password @ field.

4. Select Submit @

Create a new password for your eProve MyAdvancEd account:

Enter New Password

o

Re-enter Password

L, @

assword must meet the following requirements:

©

E20888

Your password has been set.
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myJourney Dashboard

The myJourney dashboard provides a snapshot of the districts’ or schools’ activity and data, as well as
streamlined navigation to the available modules.

Upon logging in to myJourney, users with access to a single school are brought directly to their schools’
mydJourney dashboard.

Buford Elementary School myJ Ourney g Welcome, Andrea~

Buford City School System

eleot Reporting Results eleot Observers

All(1) 30Days (1) Certified Observers (0) All(5) Active (4)

A. Equitable Learning [
B. High Expectations [¢
C. Supportive Learning %

D. Active Learning

E. Progress Monitoring

@ eleot Certified (1.0, 2.0 or both)
Not eleot Certified, No Training

F. Well-Managed Learning
2 Assigned

@ Not eleot Certified, Training Assigned

e g e E o Available Training Seats: 9
® suford Elementary School @ Network Average.

Overall Score: 2.36 Network Average: 2.75 @

©2021
Cognia Inc

Users with district-level permissions or access to more than one school are prompted to select the institution
they want to view from the myJourney Select Institution page, and they are then brought to that districts’ or
schools’ myJourney dashboard.

myjourneyv Welcome, Andrea v

Which institution would you like to view?

Search by Institution name, location or customer number

":\ Search ‘
‘ > Buford City School System ‘
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Accessing the Teacher Observation Tool

The Teacher Observation Tool is accessed from the myJourney dashboard for your district or school.

To access the Teacher Observation Tool:

1.  Onthe myJourney dashboard, select the first icon @ in the left-hand navigation to open the
Observations modules popup.

myourney’

Welcome, Andrea

Buford Elementary School
Bufora City School System

eleot Reporting Results eleot Observers

All(1) 30Days(1) Certified Observers (0) All(5) Active (4)

A Equitable Learning f§

8. High Expectations

C. Supportive Learning [

D. Active Learning f3

E. Progress Monitoring (@

@ cleot Certified (1.0,2.0 or both)

. Well-Managed Learing 5 @ Not eleol Certfied, Ho Training
Assigned

G. Digital Learning 3 @ Not eleot Certified, Training Assigned

“ﬂ|l]|l

Available Training Seats: 9

B8 eleot

@ i Bemerary Schoet @ romsweork Aver =

Overall Score: 2.36 Network Average: 2.75 @

In the Observations popup, you will see the Teacher Observations widget along with the eleot
Observations widget.

2. Select Go to Teacher Observations @ in the Teacher Observations widget.

@ Observations

eleot Observations

See the impact of instruction by focusing on
your most important stakeholders—your
students. The eleot® is a learner-centric
classroom observation tool that provides a

Teacher Observations

Promote teachers’ improvement toward the
practice of learner-centric instruction and ef-
fective teaching using this formative obser-
vation tool.

range of items to measure students’ engage-

ment, collaboration, and dispositions, indic-
ating their responsiveness to the learning
environment.

Learn more about

eleot Observations

Go to eleot Observations

Learn more about
Teacher Observations

Go to Teacher Observations

The Teacher Observation Tool opens in a new tab in your browser and the Observations page is
displayed by default.

Note: If you see a Request Access to Teacher Observations button instead of the Go to Teacher
Observations button, this means your institution has access to the tool, but you have not been added as
a user in the tool.
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To request access, select Request Access to Teacher Observations. This will send an email access
request to the Head of Institution and Primary Contact Cognia has on file for the institution to notify them

you have requested access to the Teacher Observation Tool.

Note: If your institution does not have access to the Teacher Observation Tool, you will see a “Learn more

(@ Observations

eleot Observations

See the impact of instruction by focusing on
your most important stakeholders—your
students. The eleot® is a learner-centric
classroom observation tool that provides a

range of items to measure students' engage-

ment, collaboration, and dispositions, indic-
ating their responsiveness to the learning
environment.

Learn more about

eleot Observations

Go to eleot Observations

Teacher Observations

Promote teachers’ improvement toward the
practice of learner-centric instruction and ef-
fective teaching using this formative obser-
vation tool.

Learn more about
Teacher Observations

about Teacher Observations” link with no buttons.

@ Observations

eleot Observations

See the impact of instruction by focusing on
your most important stakeholders—your
students. The eleot® is a learner-centric
classroom observation tool that provides a

range of items to measure students’ engage-

ment, collaboration, and dispositions, indic-
ating their responsiveness to the learning
environment.

Learn more about

eleot Observations

Go to eleot Observations

Teacher Observations

Promote teachers’ improvement toward the
practice of learner-centric instruction and ef-
fective teaching using this formative obser-
vation tool.

Learn more about
Teacher Observations
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Observations

The Observations page is displayed by default when you access the Teacher Observation Tool. You can also
access this page E)y selecting the menu G icon in the upper left of any page, and then selecting
Observations @

Andrea Atkinson

Buford City School System

You have 9 observat
2625 Sawnee Ave Select an obs
Buford, Georgia 30518-2514 United or New Observation to create a new observation

States of America

Observations

Welcome to Teacher Observations

N <G> Observations Filter by | All v~ Al v
(-3 EJ‘_’ Reporting Instructor Name Grade(s) Subject / Title Activity v Status
7th Grade Mathematics 10:24 AM Draft

&%, Manage Users Mt Jul 9 0%

% Resources Anderson, Michael 5th Grade Language Arts 5:30 PM B

manderson@yopmail.com ELA Jun 22 Y

cognhia

©2021 Cognia, Inc.
cognia.org
Terms and Conditions

Options you have when viewing the list of observations include:
» Select a column header G to sort the observations by that column. Select the column header a second time
to reverse sort it.
» Select the Filter by @ drop-down list to filter the observations by grade, lesson segwment, observation status,
or subject, followed by selecting your criteria from the subsequent drop-down list @

~F . . . .
» Select the search G icon to search the observations by course title, date, grade, instructor name, instructor
email, lesson segment, observation status, subject, observer name, or institution name.

Observations

Welcome to Teacher Observations

You have 10 obsen
Select an
or New O

servation
ion to create ar

Filter by qAll | v
) ) (F)
Instructor Name Grade(s) Subject / Title ‘A(Uvity: v StatLe
Thibault, Quinn 7th Grade Mathematics e 10:24 AM Draft
Y jul 9 09

Math

Anderson, Michael 5th Grade Language Arts

/Of

ELA

O Teacher Observation Tool: User Guide 9



Creating a New Observation

To create a new observation:

1. Onthe Observations page, select New Observation @ in the upper right of the page.

The New Observation slide out opens on the right side of the page.

Note: If you are logged in to a parent institution, click Select an institution @ and then select an

institution @ from the popup.

e

Observations

Welcome to Teacher Observations

‘You have 11 observations awaiting submission
Select an observation row to edit
or New Observation to create a new observation.

Al v Al

Institution Subject / Title Activity v

v

Status

iew Observation

0 New Observation

Institution
Select an institution

Instructor Name
(Example: Joe Smith)

Instructor Email

X

Which institution would you like to view for this observation?

Search by institution name, location or customer number

Search

v Buford City School System

S Buford Elementary School

Buford High School

Buford Middle School

O Teacher Observation Tool: User Guide
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2. Entertheinstructor’s name in the Instructor Name @ field, and then select them from the auto-
populated drop-down. If the instructor does not appear in the drop-down, then enter their full name.

Note: Upon selecting an instructor, the Instructor Email field is automatic‘ally populated with their email
address. Otherwise, enter their email address in the Instructor Email @ field.

3. Enterthe course name in the Course Title / Topic G field, and then select the course from the auto-
populated drop-down. If the course does not appear in the drop-down, then enter the full course name.

4. Select asubject from the Subject @ drop-down list.
5. Select one or more grade levels from the Grade Level @ drop-down list.
N\
6. Select one or more lesson segments 0.
7. Select Create Observation o (Select Cancel @ if you no longer want to create the observation.)

NETTBRRETREoh

“ Institution
Observations Buford Elementary School

Welcome to Teacher Observations

ubmission 0 ca

Instructor Name

Flterby Al | LAl > @

ade(s) Subject / Title Activity ~ Status Instructor Email

(E)

h Grade Language Arts 5:30 F’M Q : Course Title / Topic

ELA S a

Subject

G}

Grade Level

m Grade Level

Lesson Segment

G Beginning | Middle | End

Observer Name
Andrea Atkinson

o |

Grade Mathematics 10:24 AM Draft

@ Cancel

The observation is created, opens in your browser tab, and is added to the Observations page.
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8. Select Start Observation G

All questions are required for observations
Please complete the following sections
AB,CDE

Institution Edit
Buford Elementary School
Buford City School System

Instructor
Michael Anderson

manderson@yopmail.com

Course Title / Topic

ELA

Subject Language Arts

Grade Level 5th Grade

Observation Type Teacher
Download PDF Email PDF To Instructor

Add observation note

Delete

Enter time / date manually

9. Complete each section of the observation.

10. Once you have completed the observation, select End Observation @

All questions are required for observations
Please complete the following sections
ABCDE

Institution Edit
Buford Elementary School
Buford City Schoal System

Instructor
Michael Anderson
manderson@yopmail.com

Course Title / Topic

ELA

Subject Language Arts

Grade Level 5th Grade

Observation Type Teacher
Download PDF Email PDF To Instructor

Add observation note

Date Start End C

Jun 22 4:20PM  Not Set

End Observation

(M)

The observation has been ended. Next, the observation needs to be submitted. To submit an
observation, follow the steps provided in the section “Submitting an Observation”.
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Editing an Observation

An observation can be edited up until it has been submitted. Once an observation has been submitted, it cannot
be edited unless you reopen the observation.
To edit an observation:

1. Onthe Obserxations page, select the actions @ drop-down to the far right of the observation, and then
select Edit @

= & Imw

Observations

Welcome to Teacher Observations

Al All
nstructor Name Grade(s) Subject / Trtle ACTNITY v Status
Thibault, Quinn 7th Grade Mathematics 10:24 AM Draft ‘
" # Edit
Anderson, Michael Sth Grade Language Arts 5:30 PM 0 o\
v in 2: ¢, Download PDF
T Delete

The observation opens and the Update Observation slide out opens on the right side of the page.

2. (Optional) Make the desired edits by changing the associated institution @ (only ap‘plicable to ussrs
who are logged in to a parent institution), selecting‘/entering the instructor’s name & and email @, and
. N . 3 N
selecting the course G, subject @, grade level @, and lesson segment 0

3. Select Update @ (Select Cancel @ if you no longer want to make/save changes to the observation.)

Update Observation

Institution
Buford Elementary School

Institution Edit
Buford Elementary School
Buford City School System

N

Instructor
Michael Andersona Ir715tructor Name

manderson@yopmddail.com ample- Joe

@ Michael Andersona

Course Title / Topic
ELA

Instructor Email

Subject Language Arts
5\ manderson@yopmddail.co
Grade Level 5th Grade e
Observation Type Teacher Course Title / Topic
ELA
Download PDF £mail PDF To Instructor G
[3 Add observation note Subject
N Language Arts
Date Start End C G
Jun22 330PM  336PM N\ Grade Level
5th Grade

Lesson Segment

Start Observation =
g Beginning Middle End

Observer Name
Andrea Atkinson

Update

v

Cancel

Q QS

The observation has been updated.

. . . )
4. (Optional) To reset the end time for an observation that has been ended, select the refresh ®icontothe
right of the observation end time. (Shown in the screenshot above.)

0 Teacher Observation Tool: User Guide 13



Deleting an Observation

You can delete observations you have created . Once the observation has been deleted, it cannot be restored.

To delete an observation:

1. Onthe Observations page, select the actions @ drop-down to the far right of the observation, and then
select Delete @

Note: If you do not see the option to delete, you cannot delete that observation.

Observations

‘Welcome to Teacher Observations

You have 10 obsery

All |
Instructer Name Grade(s) Subject / Title Activity v Status
7th Grade Mathematics 10:24 AM Droffeny |
Math Jul g 0%
. # et
Anderson, Michael Sth Grade Language Arts 5:30 PM o
manderson@yopmail.com ELA Jun 22 oL, Download PDF

i Delete

(B)

A popup opens asking if you are sure you want to delete the observation.

2. Select Yes, delete it! @ (Select Cancel @ if you no longer want to delete the observation.)

Are you sure?

Selecting yes will delete this observation

y
(D) )

The observation has been deleted.
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Submitting an Observation

An observation cannot be submitted until it is 100% complete and has been ended. When an observation is ready
to be submitted, you can either submit it from the Observations page or from within the observation. Once an
observation has been submitted, it cannot be edited unless you reopen the observation.

To submit an observation from the Obsgrvations page, select the actions @ drop-down to the far right of the
observation, and then select Submit @

Note: If you do not see the option to submit, the observation has not yet been both completed and ended.

®

Observations

Welcome to Teacher Observations

Filter by = All v Al
Instructor Name Grade(s) Subject / Title Activity v Status
Anderson,rMichaeI 5th Grade Language Arts 11:03 AM Draft N H
manderson@yopmail.com EL il 9 10( S
Thibault, Quinn 7th Grade Mathematics 10:24 AM Draft
or Ju L@ s

. Download PDF

i Delete

The observation has been submitted and the status is updated on the Observations page.

To submit an observation from within the observation:

. . O .
1. Onthe Observations page, select the observation Q you want to submit.

= @ [Sp—
Observations

Welcome to Teacher Observations

Al Al
Grade(s) AcTivity Status
N Anderson, Michael Sth Grade Language Arts 11:03 AM Draft
Thibault, Quinn 7th Grade Mathematics 10:24 AM Draft

The observation opens.

0 Teacher Observation Tool: User Guide 15



2. Select Submit Observation @

Note: If the Submit Observation button is not active (grayed out), the observation has not yet been
completed.

Best practice is to observe for: 20 minutes
Please continue observing a little longer.

Institution Edit
Buford Elementary School
Buford City School System

Instructor
Michael Anderson

manderson@yopmail.com

Course Title / Topic

ELA

Subject Language Arts

Grade Level 5th Grade

Observation Type Teacher
Download PDF Email PDF To Instructor

Add observation note

Date Start End o

Jun 22 525PM  5:30PM

Delete

@ Submit Observation

The observation has been submitted and the status is updated on the Observations page.
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Downloading an Observation as a PDF

An observation can be downloaded as a PDF.

To download an observation as a PDF:

1. Onthe Observations pags, select the actions @ drop-down to the far right of the observation, and then
select Download PDF @

Observations

Welcome to Teacher Observations

All 4 All
Instructer Name Grade(s) Subject / Title Activity v Status
Thibault, Quinn 7th Grade Mathematics 10:24 AM Draft H
quhibouit@yopmail.com Mat Jui 8 N\
& Edit
Anderson, Mi 5th Grade Language Arts 5:30 PM 0
manderson@yop. ELA Jun 22 ¥, Download FDF

@ Oclete

A Download PDF popup opens.
2. (Optional) Select any specific information @ you want included in the PDF.
3. Select Generate PDF @ (Select Cancel @ if you no longer want to generate the PDF.)

Download PDF

Select any of the following to be included with the
observation pdf

O Instructor Name
[ Observation Notes

O ltem Notes

Download Generated PDF
3

The PDF is generated.
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4. Select Download Generated PDF @ (Select Cancel @ if you no longer want to download the PDF.)

Download PDF

Select any of the following to be included with the
observation pdf

O Instructor Name
O Observation Notes

O item Notes

Download Generated PDF

G

The PDF is downloaded to your device.

G Teacher Observation Tool: User Guide

18



Reopening an Observation

Once an observation has been submitted, any edits and updates require the observation be reopened.

To reopen a submitted observation:

1. Onthe Observations page, select the observation G you want to reopen.

Observations

‘Welcome to Teacher Observations

All v Al
Instructor Name Grade(s) Subject / Title Acthvity v Status

Thibault, Quinn 7th Grade Mathematics 10:24 AM Draft

qthibauit@yopmail.com Math

Sth Grade Language Arts

ELA

The observation opens and a popup opens asking you if you are sure you want to reopen the observation.

2. Select Yes @ (Select No @ if you no longer want to reopen the observation.)

Reopen?

This will recpen the observation and you will need to submit it
when complete.

Are you sure you wish to reopen this observation?

Yes

(C i E)

The observation has been reopened and the status is updated on the Observations page.
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Archiving an Observation

Admins can archive observations. Archiving an observation removes it from the default view of observations on
the Observations page and prevents it from being reopened, edited, or updated.

To archive an observation:

On the Observations page, select the actions G drop-down to the far right of the observation, and then select
Archive @

= ® —

Observations

Welcome to Teacher Observations

Instructor Name Grade(s) Subject / Title Activity ~ Status

Thibault, Quinn 7th Grade Mathematics 10:24 AM Draft

Q..

&, Download POF

Anderson, Michael Sth Grade Language Arts 5:30 PM

i Delete

N B Archive

(E)

The observation has been archived.

Viewing Archived Observations

Archived observations can be accessed on the Observations page by filtering the list for observations with a
status of archived.
To view archived observations:

1. Onthe Observations page, select Observation Status from the Filter by @ drop-down list.

2. Select Archived from the status @ drop-down list.

Note: If there are not any archived observations, then Archived is not an option as a status.

Observations

Welcome to Teacher Observations

Flter by ~Observati... »  Archived
O\ >\
Instructor Name Grade(s) Subject / Title Activie®~, Status

Anderson, Michael Sth Grade Language Arts 11:03 AM Archived

The list is updated to display only observations with a status of Archived.
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Restoring an Archived Observation

Admins can restore observations that have been archived. Restoring an observation adds it back to the default
view of observations on the Observations page and allows it to be reopened, edited, and updated.

To restore an archived observation:

1.

2.

On the Observations page, filter the list for observations with a status of Archived. To do this:

a. Select Observation Status from the Filter by @ drop-down list.

b. Select Archived from the status @ drop-down list.
Note: If there are not any archived observations, then Archived is not an option as a status.
The list is updated to display only observations with a status of Archived.

. N . . N
Select the actions & drop-down to the far right of the observation, and then select Restore (D}

®

Observations

Welcome to Teacher Observations

Observati... Archived
\ Y
Instructor Name Grade(s) Subject / Title &@ ~ Status

Anderson, Michael Sth Grade Language Arts 11:18 AM Archived N
) : G ﬁ]’ Delete
=1 Restore
D)

The observation has been restored and is displayed in the default view of observations.
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Reporting

Admins can create, view, and export/print reports for submitted observations created by other users. Reports
cannot be created for observations in a Draft or Archived status.

To access the Reporting page in the‘ Teacher Observation tool, select the menu @ icon in the upper left of any
page, and then select Reporting (B}

Logged in as Logd
Andrea Atkinson

Buford City School System

2625 Sawnee Ave

Buford, Georgia 30518-2514 United
States of America

% Resources

cognhia

©2021 Cognia, Inc.
cognia.org
Terms and Conditions

Anderson, Michael

Observations

Welcome to Teacher Observations

ELA

.= ______________|
(A)

<G> Observations Filte All v~ LAl v
S L’“_f Reporting Instructor Name Grade(s) Subject / Title Activity v Status
c: Thibault, Quinn 7th Grade Mathematics 10:24 AM Draft
%, Manage Users qtt ail.com s Jul 9 0%
5th Grade Language Arts -

5:30 PM
Jun 22

The Reporting page opens and displays your list of reports.

O Teacher Observation Tool: User Guide
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Creating a New Report

To create a new report:

1.

On the Reporting page, select New Report @ at the top of the page.
The New Report slide out opens on the right side of the page.

Enter the report name @

(Optional) Select change @ to select a different institution to filter by.

(Optional) Select any report criteria @ to filter by. You can filter by grade level, subject, instructor,
observer, and lesson segment.

(Optional) Select a specific date range @ to filter by.
(Optional) Select any notes to include G

Select Create Report @ (Select Cancel @ if you no longer want to create the report.)

s - 3 Report Name
Reporting - Teacher Observation Ear S Tem I
(A) (B]

10 Completed Observations, Average Score: 2.70 Institutions

Buford City School System

Observation Notes

G‘ item Notes

Cancel

Dimension
Report Criteria
a eaming Dimension |1 2 75 Grade Levels
Subject
Observer
Lessan Segment
Dimension Include Observations
From Date To Date
Report Name Created By Last Modified Date A Avg. Score Actions mmiddlyyyy | mmiddiyyyy
School Report Atkinson, Andrea 06/22/2021 270
Include Notes

o

@

The report has been created, opens in your browser tab, and is added to the Reporting page.

O Teacher Observation Tool: User Guide
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Editing a Report

To edit an existing report:
. A
1. Onthe Reporting page, select the report you want to edit Q
= @
Reporting - Teacher Observation m
10 Completed Observations, Average Score: 2. 70

A Culture/Climate

[+
o
@

Dimension

D. Agency Dimension 2.46

Dimension

Report Name Created By Last Modified Date  ~ Avg. Score Actions

School Report Atkinson, Andrea 06/22/2021 270

The report opens.
. 3
2. Select Report Filters @
The Filters slide out opens on the right side of the page.
3. Make the desired edits to the report name @ institution @ criteria G date range @ and notes @
4. Select Update Report @ (Select Cancel G if you no longer want to make/save changes to the report.)

I Report Name
School Report

Buford City School System
School Report @

11 Completed Observations, Average Score: 2.68 Institutions
Buford City School System

(D}
Report Criteria
Grade Levels

Reporting on 3 institution(s) View list of

fitutions

Subject
@ Instructor
Observer

Reporting on 3 institutions Lesson Segment

CSV (summary) €SV (data) Print Delete Report Filters
>\

A Culture/Climate
Dimension

Include Observations

From Date To Date

[
o
w

G

C. Essentials Dimension

Include Notes

> I N
Dimension
= Update Report

A. Culture/Climate Dimension 293

1. Fosters an environment that embraces all leamers 3.45 G Cancsl .

The report has been updated.
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Exporting a Report to CSV

To export areport to CSV:
1. Onthe Reporting page, select the report you want to export @

@

Reporting - Teacher Observation
10 Completed Observations, Average Score: 270

A, Culture/Climate

2.98

Dimension

B. Learming Dimension

Dimension

¥
~
]

feport Name Created By Last Mocified Date

School Report Atkinson, Andrea 06/22/2021

~

The report opens.
2. Select either CSV (summary) G orcsv (data) @'

Buford City School System

School Report
11 Completed Observations, Average Score: 268

Reporting on 3 institution(s) View list of in

CSV (summary) C5V (data) Print
N\

Reporting on 3 institutions

A Report CSV popup opens.

3. Select Download CSV @ (Select Cancel @ if you no longer want to download the CSV.)

Report CSV generated

Cancel Download CSV
(E i D)

The CSV is downloaded to your device.
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Saving a Report as a PDF

To save a report as a PDF:

1. Onthe Reporting page, select the report @ you want to save as a PDF.

Il
@

Reporting - Teacher Observation m

10 Completed Observations, Average Score: 2.70

Dimension

C. Essentials Dimension _2.58
0. agency Dimension | - <<

Dimension

Report Name Created By Last Modified Date  ~ Avg. Score Actions

School Report Atkinson, Andrea 06/22/2021 270

The report opens.
2. SelectPrint @

Buford City School System
School Report

11 Completed Observations, Average Score: 2.68

Reporting on 3 institution(s) View list ¢
CSV (summary) CSV {data) Print Delete Report Filters
>\

Reporting on 3 institutions

A Report PDF popup opens.
3. Select Download PDF @ (Select Cancel @ if you no longer want to download the PDF.)

Report PDF generated

Cancel Download PDF
(D) ©

The PDF is downloaded to your device.
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User Management

Admins can add and edit users for their institution(s). District Admins can add and edit users in their district
account and any school within the district. School Admins can add and edit users in their school account.

To access the Manage Users page in the Tea‘cher Observation Tool, select the menu G icon in the upper left of
any page, and then select Manage Users @

= ®

Logged in as Logoue

Andrea Atkinson

Observations

Welcome to Teacher Observations

Buford City School System

2625 Sawnee Ave

Buford, Georgia 30518-2514 United
States of America

(&> Observations Filte All All

i ctor N e rade(s) S / ity Status
E Reporting nstructor Name Grade(s) Subject / Title Activity, v tatus
Thibault, Quinn 7th Grade Mathematics 10:24 AM Draft
(j 5% Manage Users 1 t

Anderson, Michael 5th Grade Language Arts 5:30 PM y
% Resources _ - )

cognhia

©2021 Cognia, Inc.
cognia.org
Terms and Conditions

The Manage Users page displays a list of all users in the institution, including the user’s name, email address,
institution, role, and account status.

User Roles and Permissions

There are three different roles available within the Teacher Observation Tool. Each role has a separate set of
permissions, which determine the user’s level of access within the tool.

Role Description

Admin User can create observations, view all observations, archive observations, restore archived
observations, generate reports for all observations, and manage users.

Observer User can create and edit their own observations.

Instructor This user does not have access to the tool but is listed as an option in the instructor field when

creating an observation and is listed as a filter option in reports.
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Adding a New User

To add a new user:

1. Onthe Manage Users page, select Add User G

Manage Users

Apply to Selected

User ~

HOL, Elem

Cantrell, Rita

Davis, Joy

Institution Instructor Observer Admin

Buford
Middle
School

Buford City >

School
System

Buford City 7

School
System

~

N

Status

Disabled

Enabled

Enabled

Add User Add Multiple Users

The Add User slide-out opens on the right side of the page.

o\ | . )
2. Enterthe user’s first name @ last name G and email address @

3. Ifthe useris being added to a parent institut%on, such as a district, select whetheg to add them as a user
at the district-level (system-wide access) @ or as a user in a single institution G If the user is not being
added to a parent institution, you will not see these options.

4. Ifyou selected the option to add the usgr to a single institution, click select @ and then select the
institution from the institution popup @

Add User
3 Filter by | All v Al N First Name
v/ 0selected Add User Add Multiple Users 3
available ’ H Last Name
Institution  Instructor Observer Admin Status Training Certification o\
Email
Buford - Disabled Training Assigned
org middle A &/15/21
School =\
Access
jael Buford - Disabled No training assigned -\ Ghvie sisteminide abcess
mail.com Elementary
School Assign to a single institution
G select
(G)
A4

Which institution should this user
user be given access to?

Search by institution name, location or customer number

Search

> Buford City School System
=

O Teacher Observation Tool: User Guide
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5. Selectthe appropriate role G (the selected role will be checked).

6. (Optional) For ussrs with the role of Observer or Admin, select the checkbox Send account access
email to user 0 if you want to send the user the “Get started with your new resource” email to inform
them they have been added as a user for this institution.

7. Select Create @ (Select Cancel G if you no longer want to create the user account.)

Role

a Buford City 5 Enabled No training assigned 3
opmail cor School Observer
System
Instructor
Buford City Enabled No training assigned 3
v
school Admin

System

Buford City Enabled eleot 1.0 (expired) g v Send account access email to
school Expired on 1/16/20 i
System

Buford Disabled No training assigned % 0“

Elementary
Cancel

§chDD\ o N

The user account has been created and a popup opens confirming the account has been created.
(Select OK to close the popup.) If you selected the option to send an account access email to the user,
the user is sent the “Get started with your new resource” email.
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Editing a User

Once a user has been added, their name, assigned institution, and role can be edited. If a user’s email address
needs to be edited, please contact Client Care.

To edit an existing user:

1. Onthe Manage Users page, select the actions G drop-down to the far right of the user, and then select

Edit .

Manage Users

Apply to Selected

User ~

HOI, Elem

Cantrell, Rita
Davis, Joy

Elem, eleot

Institution Instructor Observer Admin

Buford
Middle
School

v

Buford City
School v
System

Buford City s
School
System

Buford
Elementary
School

Al

Add User Add Multiple Users

Status. Training Certification

Disabled Training Assigned
Enabled No training munw'@ &
Enabled eleot 1.0 (expired)
Disabled No training assigned

# Edit
S

= Resend eleot
account information

Assign Training
@‘ (9 available)

[ Disable

iﬁ Delete

The Edit User slide out opens on the right side of the page.

Make the desired updates to the user’s first name @, last name @, assigned institution @, androle G

N B
Select Save @ . (Select Cancel @ if you no longer want to make/save changes to the user account.)

The user’s account has been updated.

T ser =
B First Name
5 Filte Al VoAl v
Rita
(C]
v Oselected Add User Add Muttiple Users Last Name
available Cantrell
Institution Instructor Observer Admin Status Training Certification Email
Buford Disabled Training Assigned rita_cantrell@bufordcityschools.org
o v s
lenia.org Middle A on 6/15/21
School -
Access
Give system-wide access
ael Buford o Disabled No training assigned
o Fliyrientary ® Assigned to:
school S\  Buford City School System
Role
pa Buford City w Enabled No training assigned
opmail corm School
System ~ Observer o
5 Instructor ]
Buford City % Enabled No training assigned
deityschools.org  School
System Admin
Buford City Enabled
iy School v
E Copy this user record to
System the other institutions in the
system.
Buford e Disabled No training assigned
ail com Elementary
school @
> Cancel -
M

€
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