
Adding Users to an Evaluation Folder

Adding Users to an Evaluation Folder

1. Click on the 'Employees' link on the left hand menu or use the '(Principal/Teacher) Search' link

2. Select the individuals you would like to add by placing a check in the box next to their username

3. From the pull down menu, select 'Add to Evaluation Folder'

4. Hit 'Go!'

5. A pop up will open and you will have to determine if you would like to create a new folder or add users to an existing folder

6. To verify, you can go back to the Evaluation Folders link and see the evaluees that have been placed in the folder by clicking
Evaluees on the left


