ACCESSING THE ONLINE RATINGS FORM

Click here to view items added on 6/11/08.
Logging on to the online Ratings Form through the Principals’ Portal

1. Go to the Principals’ Portal 

If you are prompted with a user id and log in box enter your network credentials (Outlook user Id and Password). See login formats below.
User name: central\jdoe    or     jdoe@central (If text appears in this box, please clear before entering your login information)

Password: Same password used to access your Outlook email account
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2. Under the Spotlight section of the Principals’ Portal Click on 

· “Online Teacher Rating Form Now Available” 
·  Then click on “The Ratings Form”   link. 

You should now see the login page for the Rating System. Enter your network credentials (Outlook user id and Password) here to login.

Example login format: 

User name: jsmith
Password: The same as your Outlook password

Important note: 

If you are experiencing difficulties, please try including “central\” before your username (example below):

User id: central\jsmith (If text appears in this box, please clear before entering your login information)

Password:  Same password used to access your Outlook email account

If you are still unable to access this website, please contact your ISC Application Support group for further assistance.  

[image: image2]
2. If you are prompted to enter an “EIS Id,” enter your EIS user name NOT your EIS number. 
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HOW TO RESOLVE COMMON ERRORS

If you encounter the following errors or error messages please do the following:

“USER IDENTIFIED USER NOT ALLOWED TO USE RATING SYSTEM”
Note: You must have access to the following screens in the EIS system to view the online Ratings System:

· Screen: 7.2.2

· Screen: 7.2.7
Please contact your ISC ASL (Application Support Liaison) for assistance. 

If the same Rating Form shows for all employees, follow these steps:

Keep one web browser open. 
1. Click on “Tools” located on the top of your screen on the Menu Bar.
2. Click on “Internet Options.” 

3. Click on the “Delete Cookies” button. 

4. Click on the “Delete Files” button >>>> Check “Delete all offline content” box>>>Click OK. 
5. Click on the “Settings” button >>>> Set to “Every visit to the page”>>>under Amount of disk space to use>>>> Set to 120MB>>> Click OK. 

6. Click on the “Clear History”>>>>Click OK. 
If you are using a shared computer and are receiving an unauthorized message when attempting to log on to the system, follow the steps below to allow your computer to prompt you with a login box. 
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Click on “Tools” located on the top of your screen on the Menu Bar.
2. Click on “Internet Options.” 

3. Click on the “Security” tab.
4. Click on the “Custom Level” button.
5. Scroll down to the User Authentication section and click on “Prompt for user name and password.”

6. Click OK.
Log back onto the online Ratings Form 

Notes to ASLs: 
If the incorrect staff\school appears on a user’s screen…
· Check the school location\s in EIS’s security. The location\s may need to be updated in EIS. If the user still sees the old location, they may have to clear their cache. 

· Also, users may have access to multiple locations in EIS. To view additional locations in the Online Ratings Form users must click on the ISC, District, and Location drop down menu. 
If users are not able to log onto the Online Ratings form, check for the following: 
· Check their EIS permissions. Users must have access to screens 7.2.2 and 7.2.7.

· Names in EIS Core Security should not contain hyphens.

· Outlook profile’s First and Last name fields should only contain characters in the person’s name. The school location should only appear in the Outlook profile’s Display field. 
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