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Scorebook Navigator

Team Leader Manual 

Scope: This manual describes the management functions of the Scorebook Navigator tool that are available only to the person designated as the “Team Leader”. All of these functions are available under the “Team” tab, which is only visible and accessible to Team Leaders. Functions on the “Team” page allow the Team Leader to

· Communicate with team members individually or as a team, 

· Enable sharing of Stage 1 scorebooks between team members prior to the Consensus Meeting,

· Make Stage 2 Item assignments to team members including responsibility for Key Factor and Key Theme Consolidation,

· Advance the team from Stage 1(Individual Review) to Stage 2 (Consensus), and

· Monitor team member participation and progress.

1. Set-up Account
· Your Program Manager will set-up the Team Leader account on Scorebook Navigator and will assign Team Leader privileges. The Program Manager will also select the Criteria to be used by the team, make initial team assignments, and will program the Scorebook Navigator with the milestone dates for completion of each stage of the team’s activity. The Program Manager will provide the Team Leader with their initial “sign in” name and password.
2. Log on:
· Go to Shaw Resources website https://www.shawresources.com/pea2007/user_login.aspx.

· On the Sign In screen type in your “sign in” name and password.

· On the Terms of Use Screen click on the “accept” button for access authorization. This limits your use of the Scorebook Navigator to Alliance Member purposes - not for your personal or business use.
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3. Demo Sites
· The Scorebook Navigator has a demo site for new Team Leaders to access completed demonstrations of a scorebook based on full Team Leader privileges. 

· User Name: demotldr   Password: demotldr

· Team Members can access a completed demo site with Team Member privileges:

· User Name: demo   Password: demo

Scorebooks Tab:

1. Upon signing in, you are directed to the Scorebooks tab.

2. To begin, click on the Team tab.
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Team Tab:
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This panel provides the Team Leader the tools to manage the application evaluation process. Access to this panel provides privileges that are not accessible to others who access Scorebook Navigator. The Team tab allows the Team Leader to perform the following functions:
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	Team


To begin using the Team Leader Control Panel, select the “Team Member” link to the left. At the top of the page there is an e-mail link to the entire team. This feature has been established with a semi-colon separating each e-mail address. If your e-mail system uses another separator, such as a comma between individual e-mail addresses in group e-mail, you will need to replace the semi-colon with a comma in order for this group e-mail to work.

The Team Member page shows all members of the team in column 1, including the Judge, the Mentor, and program staff who may have read only access to the team scorebook. The link under each name will generate an e-mail to each individual. 

The second column affirms the privilege level assigned to the Team Leader including:

· Manage the Team under the “Team” link

· Assign subsequent Team Steps after the first step is applied

· Create Item Assignments

· Assign and control sharing

· Identify which examiners are online

· Create team management reports

· Send messages to team members that appear upon sign-in to the Scorebook Navigator

Column 3 indicates the individuals with “read-only” privileges to team member scorebooks. 

Column 4 indicates the Item Evaluation assignments made to each team member. These assignments are made in the “Item Assignment page” – not in the Team Member page.
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Team Members
2. Team Steps 
· The Program Manager activates Step 1, which assigns a separate, individual Stage 1 copy of the Scorebook Navigator to each team member. The assignment includes the date by which Stage 1 (Individual Review) must be completed. 

· The Program Manager also designates the due dates for all subsequent steps.

· The Team Leader uses the “Team Steps” page to advance the team from Stage 1 (Independent Review) to Stage 2 (Consensus) once all team members indicate that they have completed their Stage 1 scorebooks. 

· Currently the team leader may advance the team prior to all examiners completing their Stage 1 scorebooks even if they have not completed their work by the due date for Stage 1. The team leader can use the monitoring tools available in Scorebook Navigator and frequent communication with team members to avoid having to advance the team before an individual member is completed.

· In the future the Scorebook will be modified so that the Team Leader may not advance the team to the next step until all team members have indicated that they are “done” with the prior step. The Team Leader can either contact the team member to discuss the matter and have the team member click the “done” box or the Team Leader can share the scorebook and then mark the box done. 
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· Once the Team Leader advances the team by activating the “Apply” button, all team members lose the ability to make changes in their Stage 1 scorebooks. They do retain read-only access to their stage 1 work.

· Applied Steps cannot be undone without intervention by the software developer. Un-applying a step will cause all users to lose data entered in the new step assigned and this is to be avoided unless absolutely necessary.

· The illustration of the Team Steps page above indicates a team that has completed Stage 1 (individual scorebooks) and Step1 of Stage 2 (consensus Key Factors) and now has advanced to Step 2 of Stage 2 (Consensus), but that has not completed the consensus process.

3. Item Assignments
· The Team Leader makes Item assignments using this page.

· Column 1 contains the Items from the Criteria used by the applicant to prepare their application as well as Key Factors (KF) and Key Themes (KT).

· In the example below, the KF is listed first followed by the Item assignments and ending with the KT assignment. The location of Key Themes will be listed after Key Factors in the next version of the Scorebook Navigator.

· Column 2 contains the names of the team members in pull-down menus, as does Column 3. Select the Category Lead and Back-up Category Lead for each item using the pull-down menus. Note: the “Back-up Category” has no function in the software; it is a team leader management tool to identify the back-up assignments. 

· Be sure to save your work after making these assignments.

· Everyone will have read/write access to the Stage 1 individual scorebooks for all team members.

· The Category Leads for each assignment have write/edit access to only their assignment. They have read only access for other assignments. They have access to an observation (comment) field for Key Factors and Items that are not assigned to them. To provide feedback on key themes, the software currently has no observation field; some other method of communication will need to be used. 

· The Item Assignments Screen can be modified prior to the consensus meeting to provide the Scorebook Editor (or an examiner who is tasked during the consensus meeting with making modifications to the shared Stage 2 scorebook) read/write privileges to the entire scorebook. This is done by changing all Item assignments from the Category Leads to the Scorebook Editor (or designated examiner). When this is done, the Category Lead will have read-only access to their work. This process can be changed at any time, by changing the assignment of any Item back to the Category Lead if they have additional work to do on their Item following the consensus meeting.
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Sharing 
The sharing function was created to encourage collaboration and secure sharing of evaluation findings among team members at the conclusion of Stage 1 (Independent Review). The function provides “read only” access to Stage 1 (Independent Review) scorebooks for team members designated to share by the Team Leader.

The page is organized into working cells like other pages in the Scorebook Navigator. The cells contain rows of active workspaces under two column headings called “Stage I Scorebooks to Share” and “Share With/To”. 

The Stage I Scorebooks to Share column is where the Team Leader selects the team member whose scorebook is to be shared.

The Share With/To column is where the Team Leader designates the team member(s) who will have read only access to the team member scorebook selected in the Stage I “Scorebooks to Share” column.


The Sharing feature may be used in some programs to enable the Category Lead and Back-up Category Lead to review and provide feedback on Stage 1 scorebooks at the conclusion of Independent Review and prior to Stage 2 Consensus.

Examiners Online

Provides the Team Leader with examiner online activity within the last 30 minutes.


Messages

· The Messages page example shows an open workspace for use by the Team Leader in communicating a message to the whole team. This is an alternative to the group e-mail for communicating an important communication to the entire team.

· This message will appear for each team member when they first log in after the Team Leader posts the message. 

· The editing tools are available for use by the Team Leader in crafting the message to be sent.


	Team Reports


Step Completion

· This page provides a summary of each examiner’s Stages 1 and 2 assignment data, which includes number of Key Factors, Key Themes, Key Factor References, Strengths, Opportunities for Improvement, and verification that the examiner has scored their work. In the future, this page will also show if the examiner has checked “Done” for the assignment. 

· This page provides an important team progress-monitoring tool for the Team Leader and the Mentor.


System Usage

· Provides the Team Leader with charts on team member visits and time usage of Scorebook Navigator. This is an additional tool to be used by the Team Leader, the Team Mentor and the Program Manager of team progress. Data can be sorted and it can be downloaded.

System Usage By Month

· Provides the same functionality as above, however aggregates everything into a monthly basis.

Troubleshooting:

Should you or a team member encounter difficulty with a feature of Scorebook Navigator, please prepare as much information as possible about the situation in order that your Program Manager can provide technical assistance. The troubleshooting guide that follows has been developed to capture the information that is needed. Ask your team member to provide the following information and forward the information to your Program Manager.

1. Browser name, version (Internet Explorer 7.0 is recommended) 

2. Operating environment (Operating System - Windows, Macintosh, etc and version) 

3. Can you recreate the issue? If so what steps were taken?

4. If you cannot recreate the issue, to the best of your recollection, what steps preceded the error?

5. Which screen were you on when the error occurred? 

6. Did the error occur on more than 1 screen? 

7. Provide a screen shot of any error message that appears. (Shift/Print Screen for Windows users or Command/Shift/3 for Macs) and paste the screen shot into an e-mail or Word document. (See the example of an error message in a sample troubleshooting screenshot on the following page.)

8. Describe the problem. What steps occurred immediately before the error occurred? Where in your Scorebook can the error be found? 

9. What is your security environment, firewalls, company environment, etc? Does this occur in your work environment and you home environment? If so, what differences are there in these environments? (EG security, firewalls, operating system) 

10. Communication Method (High speed, Dial up).

11. Public Network or Highly controlled network 

12. Did you press Refresh and did the issue still occur?

13. Under the “My Account” tab on your Scorebook page there is a “Browser Capability” link. Click this link and take a screenshot of this page and paste it into an e-mail or Word document and forward with the completed troubleshooting guide. (See the sample Browser Capability Screen that follows the illustration of a troubleshooting screenshot.)

This sample troubleshooting screen shot includes the error message as well as an indication of where the examiner was working at the time the error message occurred. It is important that the examiner requesting assistance provide as much information as possible as to exactly what steps preceded the error message or other problem and what happened after the problem occurred.


The screenshot on the next page illustrates the information that is included in the Browser Capability link that can be activated on each examiner’s “My Account” screen. This report provides the system and security environment information needed to effectively troubleshoot a problem. 

In addition to supporting troubleshooting the information presented in the Browser Capabilities screen shows the appropriate browser settings to support Scorebook Navigator and serves as a useful checklist to assure that the examiner’s computer is set appropriately to use the Navigator.
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Team Members – Lists Team member information and has links to team member contact information to allow the Team Leader to communicate with team members, the team mentor, and the judge individually or the whole team by e-mail.


Team Steps - Allows the Team Leader to manage the stages of application evaluation. 


Item Assignments - The Team Leader makes Item assignments to team members prior to the team advancing to Stage 2 (Consensus). For some state programs, this is done in collaboration with the team mentor.





Sharing - The team leader can establish sharing of Stage 1 (Independent Review) scorebooks between team members at the conclusion of Independent Review in preparation for Consensus.


Examiners Online - Provides reports on team members who are currently on-line or who have been on-line in the past 30 minutes.


Messages - Provides an alternative messaging system to Team Leaders. Messages created using the Messages page appear on the screen the next time the team member signs in.





Team Reports:�
�
Step Completion - Reports team member progress in completing the evaluation steps along with progress metrics for each step. 


System Usage - Generates a report that identifies the amount of time team members have spent logged into the Scorebook Navigator tool, broken out by task.


System Usage by Month - Generates a report that identifies the amount of time that team members have spent logged on to the Scorebook Navigator by month.
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Click in the first working cell to see your team members’ names preceded by a check box under each of these columns.


Select the first team member whose scorebook you wish to share with other team members. (Select only one team member from the “Stage 1 Scorebooks to Share” column.) 


Select the team members to be assigned read only privileges from the “Share With/To” column. (Exclude the examiner whose scorebook is being shared.) 


Save your work by clicking on the “Save button at the bottom of the page.








This feature is useful during consensus meetings when all or part of the team is dialing in to the meeting. It provides the Team Leader information as to who is on the call. Some programs require the meeting to recess when any team members drop off the call unless the team members have removed themselves from further participation in the consensus process.
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