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GETTING STARTED WITH EDIMS

TO LOG-IN
HUNTER EdIMS (Education Information Management System)
Goto
WWW hunter cuny edu/edlms adm|n School of Education Log In Form for Administrators and Instructors
* * * Departments This applicatiTn works best in
NCATE "Internet Explorer”,
Note: there is an underscore Help > owmer Floass be surs to cick here
(_)between edims and admin (i.e. ) Fassword: | Fapycad the instruction snd
eaImS_admln) NOTE: If you are a student, please click here ST A i (5 6
different form, Please click
here for student login.
Enter your ID number and password
Click “Submit”

Powered by Instructional Cormputing and Inforrmation Technalagy - @ Copyright 2004, Hunter
College. all rights reserved

If you need your ID or password,
please contact
edims@hunter.cuny.edu . Include your
name and the course/section numbers
you are teaching/supervising.

TO CHANGE PASSWORD HUNTER EdIMS (Education Information Management System)
-FIRST TIME USERS must go to school of Education
“Change Password" to Change thelr Depaﬂments Experience Subrission Form
; NCATE P
assigned password and create a Help Expariance Raport
personal paSSword wetify Student Experiences

Faculty Profile Forrm

Site ReporyEvaluation (For Student Teaching Sites Gnly)

1. On Main Menu, click “Change arerripeandidate Final Gbservation Evaluation (By the Supervisor)
Password”
Tt

Log Off

2. On Change Password Form, in HUNTER EdIMS (Education Information Management System)
“Password,” enter NEW password HOME SUBMIT EXPERIENCE EXPERIENCE REPORT VERIFY STUDENT EXPERIENCE HELP LOG OFF
Change Password Form
3. Re-enter NEW password Name: Teather Testpersan
ID: 47479
4. Click “Submit” on bottom of screen. ” | Password: [
P |Reenter Password: I

@'. ESEt

5. You will receive a confirmation of

your password change_ HUNTER EC"MS (Education Information Management System)
HOME SUBMIT EXPERIENCE EXPERIENCE REPORT VERIFY STUDENT EXPERIENCE HELP LOG OFF
6. Click HOME on top left of screen to f Confirm Password Ghange
return to the Main Menu.
Password has been changed,

Page 2 Rev. 20101015



VERIFYING STUDENT EXPERIENCES (BY COURSE INSTRUCTOR)

TO VERIFY STUDENT
EXPERIENCES (BY COURSE
INSTRUCTOR)

1. On Main Menu, click on “Verify
Student Experiences”

HUNTER EC"MS (Education Information Management System)

School of Education

Departments
NCATE Expariznce Submission Form

Help Experience Repart
Faculty Profile Farm
Site Repor/Eualuation (Far Student Teaching Sitas Gnly)
Student/Candidate Final Obseruation Evaluation (By the Supervisor)
Change Password
Help
Log Off

2. Click the number under “Course
Code” to access your class roster

HUNTER EdIMS (Education Information Management System)

HOME SUBMIT EXPERIENCE EXPERIENCE REPORT VERIFY STUDENT EXPERIENCE HELP LOG OFF

Experience Yerification Form
Term: Fall 2007

Please click on a course to see all the students in the course.
Course Gode Discipline Course Number Section Description
2999 ABC 100, 00 ool Test Course

3. Review “Verification Status’ to
check which candidates need
verification.

4. Click on the “Candidate ID” to
access candidate record

NOTE: Candidates without “need
verification” links have NOT entered
their field data and need to be
reminded of this requirement.

HUNTER EdIMS (Education Information Management System)

HOME SUBMIT EXPERIENCE EXPERIENCE REPORT VERIFY STUDENT EXPERIENCE HELP LOG OFF

Candidate Experience Yerification Form
Term: Fall 2007, ABC 100.00, Test Course

oter list is sorted by Candidater a5t name~_
Candidate ID) Candidate Nameg/¥Yerification Status
100 Smith, John

Meed Verification

5. Review the candidate’s entries:
a) Type of experience

b) Quantity

c) Experience Site

d) Program Level

6. Under “Verification,” click YES only if
entry is correct. Then, click “Submit”

7. If entry is incorrect (i.e., practicum
vs student teaching, hours vs days,
English vs. Early Childhood), leave
verification as NO and contact the
candidate to correct the error.

8. Click HOME on top left of screen to
return to the Main Menu.

HUNTER EdIMS (Education Information Management System)

HOME SUBMIT EXPERIENCE EXPERIENCE REPORT VERIFY STUDENT EXPERIENCE HELP LOG OFF

Student Experience Yerification Form
ABC 100.00 , Test Course
Student Name: JOHN SMITH

' Experience VYerification
Type Qty Site Program Level vYefifier Date VYerified?
Practicurn in Teaching 50 Hour{s) abcEarly Learning Center English 10-12 I Mo -
Student Teaching S50 Day{s) AbcEarly Learning Center Early Childhood, Birth to K Mo =
Student Teaching S0 Dayis) AbcEarly Learning Center Early Childhood, Gr 1-2 I No =
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COMPLETING THE STUDENT/ CANDIDATE EVALUATION OBSERVATION
(By the Supervisor)

TO COMPLETE STUDENT/

CANDIDATE FINAL OBSERVATION

EVALUATION (By the
Supervisor/Liaison)

1. On Main Menu, click “"Student/

Candidate Final Observation

Evaluation (By the Supervisor)”

HUNTER

EdIMS (Education Information Management System)

School of Education

Departments
NCATE Experience Subrmission Form
Help Experience Report

Werify Student Experiences
Faculty Profile Form

Site Report/Evalustion (F ching Sites Cnly)
Student/Candidate Final Observation Evaluation (By the Supervisar)
A d

i
Help
Log Off

2. Click the number under “Course
Code” to access your class roster

HUNTER

HOME

EC"MS (Education Information Management System)

SUBMIT EXPERIENCE EXPERIENCE REPORT WERIFY STUDENT EXPERIENCE

Experience Report Form
Term: Fall 2007

Please click on a course to see all the students in the course.
Course Code Discipline Course Number Section Description
29999 ABC 100, 0o oo1 Test Course

HELP LOG OFF

4. Click on the “Candidate ID” to

access candidate record

HUNTER

HOME

EC"MS (Education Information Management System)

EXPERIENCE REPORT

SUBMIT EXPERIENCE VERIFY STUDENT EXPERIENCE HELP LOG OFF

Roster For Course Code: 9999
Term: Fall 2007

To enter gxpefence, preage click on the Candidate 1D

No. Candidate 1D Name
. 0100

Smith, John H

5. Check the TERM to find
the current semester.

NOTE: Candidates withou
links have NOT entered
their field data and need to
be reminded of this
requirement.

6. If there is more than one
experience for the current
semester (i.e., one setting is
Birth to K and the second
setting is Grades 1-2), find
the FINAL experience.

7. On the row of the final
experience, select the link
on the right side of the
screen for a) “Eval by
College Supervisor” and b)
Subject Specific Eval

HUNTER

EdIMS (Education Information Management System)

[Back to Menu] [Log Off]

Expuiicien nupuie i v wuniuuacs s

Crs . Experince | Experience | Pro - .
Term Course Site n p g Update | Delete | Guideline Evaluation Forr
Code Qty Type Level
1 g::#f"l Eval by
L TehriPhact | Coll2e :
. . Supervizor
- SEDC Practicum in | English e Cand
Fall 2009/ Winter 2010 | 3934 77110 Green Dot Charker School |40 Day(s) Teathing 7.9 Update |Delete |Guideline and . g
M~ Subje Subjec
Spaci Specific
Eval Eval
E:SLF"I Eval by
. . TehifPract guo::!:?ueisor £
Fall 2009/winter 2010|3934 | *EDC | recn Dot charter school |60 Day(sy |Frastioumin JEnaish) et auideine |50 {and ¢
77110 Teaching 7-9 and b 7
Subject | SubiEdt
Specific Spelcn‘lc
Eval Eva
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8. Respond to the questions, by
entering the SAME information that
you reported on the FINAL observation
rubric that you completed for the
candidate.

Use the arrow to select your answer.

SUBMIT EXPERIENCE EXPERIENCE REPORT VERIFY STUDENT EXPERIENCE HELP LOG OFF

STUDENT TEACHER/PRACTICUM FINAL OBSERYATION
EVALUATION By the College Supervisor

Instructions:

For each of the School of Education's Core Dimensions, rate the candidate's overall performance in
their student teachinafpracticum clinical experience by using the following scale: (1) not acceptable, (23
developing, {3) proficient, (4) exemplary. EXEMPLARY is for performance that exceeds the expectations
defined in the School's student teaching/practicum abserdation rubric far best practices in teaching;
FROFICIENT is far performance that meets the expectations; DEVYELOPING is for performance thatis
approaching the expectations; MOT ACCEPTABLE is for perfarmance that does not meet the
expectations. After rating your performance, provide background information about the observation

visits and record additional comments.

. . . Teacher
Candidate's Name John Emith Rater Testperson
Hunter College Clinical Faculty Teacher Testpersan Date 10/22/2007
(Supervisor):

Site Based Clinical COOP TEACHER School ABC EARLY

Faculty-Cooperating Teacherf
Supervisor

Subject Area/Program: Mot Available

TESTPERSON

1. Knowledge of Learmers

Agency LEARNIMG CEMTER

/

la. Used language sppropriate to developrnentsl and =kill
level

I Select one ')I

1b. Presented content appropriate to developmental and =kill
level

I Select one - I

1c. Challenged students to think andfor develop skills at a
rmore advanced level

I Select one b I

id. Overall Performance for Dimension 1

I Select one - I

9. Atthe end of the form, enter the
comments that you provided on the
candidate’s final observation rubric.

You may copy your comments from the
original Microsoft Word document and
paste them into the comments box.

10. Click “submit” when the form is
completed.

Fa. Demonstrated a positive attitude throughout the lesson

| Select ore =l

?b. In post-conference, reflected on lesson and offered
suggestions about how to enhance teaching

I Select one - l

Fc. Accepted suggestions for growth and, in subsequent
obzervations, assimilated the suggestions

I Select one - I

7d. Cwerall Performance for Dimension 7

I Select one vl

#. TOTAL PERFORMANCE SCORE FOR ALL DIMENSIONS

8. TOTAL PERFORMAMCE SCORE FOR ALL DIMEMSIONS

|| Select one 'I |

9. Observation Information

9a. Observation visits made by college supervisor

I Select one = I

Ob. Post-obsarvation conferences betwaen candidats & collage
supervisor

I Select one = I

9c. Contacts between college supervisor & cooperating teacher

I Select one x I

(Maxirnurn 2500 charackers)

Comments

submit |

5. You will receive a confirmation of
your entry.

6. Click HOME
on top left of screen to return to the
Main Menu.

HOME

EC"MS (Education Information Management System)

SUBMIT EXPERIENCE EXPERIENCE REPORT WERIFY STUDENT EXPERIENCE HELP LOG OFF

Evalua

on

Thank you for the evaluation
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COMPLETING A STUDENT TEACHING SITE EVALUATION
(By Student Teaching Supervisor)

TO COMPLETE A SITE HUNTER EC"MS (Education Information Management System)

EVALUATION (By Supervisors for
Student Teaching Sites Only)

School of Education

Departments
Expatiance Submissian Farm
MNCATE
1. On Main Menu, click on “Site Help Expariance Report

Werify Student Experiencas

Report/Evaluation (For Student

TeaChing SiteS Only" ﬁuation (For Student Teaching SitesOrﬂD

Student/Candidate Final Obzervation Evaluation [By the Supervizor)

Change Password

Help
Log Off
2. Enter Field Site Information EVALUATION OF FIELD SITE BY THE COLLEGE SUPERVISOR
Submitted Evaluation{s): Mone
a. *Type the name of student teacher’s
site (SChOOl or agency) Instructions:
Complete one evaluation for each student teaching field site you visit. If you visit a site mare than
b. Type the street address of student once, only complete one evaluation. The evaluation is based on your overall impressions of the
teacher’s site (SChOOl or agency) field site. Read each of the statements below and answer yes or no based on your ohservations
. of the site. After completing the ratings, provide additional comments

c. Type the borough or city where
student teacher’s site is located (e.qg., Name of Evaluator: Teacher Testperson
Brooklyn, Bronx, Manhattan, Mineola, Date: 10/15/2010
White Plalns)_ Site Information
d. Type the zip code for student When you enter the site information:

, . + Do NOT begin the site name with "The". For example: for site name such as "The Dalton
teacher S S'te School”, please enter only "Calton School”,

*NOTE v i e that starts with PS, IS, MS, etc., ENTER a SPACE before the schoal number
-Do NOT begln the site name with -!:he + All questions marked wi re required
For example: for site name such as "The *Site Name:
Dalton School”, please enter only "Dalton .
" *Gite Address:
School". e -
-Do NOT use periods in the school name. C't"(B"m”V fip Code:

number and/or name,
i ‘

For example, report a school name as PS,
IS, or St--without periods.

- For site name that starts with PS, IS, MS,
etc., ENTER a SPACE before the school
number and name. For example, PS 100,
PS 28 Q, or IS 145 Joseph Pulitzer
Intermediate School have spaces between
the PS and number and/or name.
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4. Physical Environment

3' Respond to the queStlonS abOUt d4a. There is evidence of the diversity represented by the Sal
your site by selecting answers from the student body Electone v
drop-down menu 4b. School facilities are clean Selectone v

4c. Bulletin boards are current and decorated with student work || Select one v

4d. I felt safe in the school Selactone v

4. At the end of the form, enter
additional comments about your
experience at the site. Sa. I recornmend this site for future teacher candidate =

placement Selectone

5. Overall Evaluation

5. Enter your overall evaluation of

whether you would recommend the site
for future teacher candidate placement
by clicking on the arrow next to “Select Comments
One”.

Provide further explanation about your experience at this field site. (Maximum 8000 characters)

9. Click “Submit” when the form is
completed.

10. Confirmation of submission

HUNTER EdIMS {Fducation Information Management System)
11. Click HOME on top left of screen to HO

SUBMIT EXPERIENCE EXPERIENCE REPORT VERIFY STUDENT EXPERIENCE HELP LOG OFF
Evaluation Confirmation

return to the Main Menu.

Thank you for your evaluation,
Submit anather ane?

LOGGING-OUT

TO LOG-OUT

EdIMS (Education Information Management System)

1. Click on the Log-Off link at the top

right of the screen
Experience Submission Farm

Experience Report
Yerify Student Experiences

Faculty Profile Farm

Site ReporyEvaluation (For Student Teaching Sites Only)
Student/Candidate Final Oh=zervation Evalustion (By the Supervizar)
Change Pazzword

Help

Log Off

If you have additional questions, email edims@hunter.cuny.edu
(Include your first name, last name, course/section number, and describe your concern.)
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