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Programs - Manage Cohorts

Please disregard this section if you
are not an advisor working for the
EAC in Field Services. 

As an advisor for the EAC, the only
cohort you will need to open here will
be for the final clinical experience.  

In order to open a cohort, click on
"Programs", then click on "Manage
Cohorts".  Finally, select "Final
Clinical Experience".  

2

To open a new student teaching
application cohort for all majors,
please select "New".  In the "Edit
Cohort" pop-up box, you will then
select the year term/semester you
wish to open the cohort for, as well as
the opening and closing date for the
application.
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To edit a cohort, go to the same spot.  
Double click on the cohort that
requires editing, or click once to
highlight it gray and select the "Edit"
button.

In the “Edit Cohort” popup window,
alter the necessary information Then
click the "Save" button. 



Admissions - Student Progress
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Under Administrator Resources, click  
"Grant Rights".  You can also upload
the student's graduation plan for
them here.  

Once there, scroll down on their
application until you reach the
"Academic Advisement & Graduation
Plan" requirement.  Then, click "View
Requirement".  

Type in your student's name or net
ID.  Please note that you can only
type in the student's first name or
last name.  If you type in both, the
student will not come up.  Once the
student comes up, double click on
their application or select the row
and hit "Edit". 

To grant rights, go to "Admissions",
then "Student Progress".  



Approving Student Teaching Applications
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Here you can view a student's clinical
experience application and program
tasks.  If everything in both sections is
completed, you can move ahead and
approve them for student teaching. 

Once there, filter by program and
year term.  Please note that year term
here does not mean the cohort a
student is in, but the semester they
will be doing their student teaching. 

The Clinical Experience tab is for all
things related to practicum and
student teaching.  In order to
approve applications for student
teaching, go to "Clinical Experience",
then "Applications". 

Click on "Expand" underneath
Approvals.  
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Again, only click "Approve" if the
student has finished everything. If
you and the student have made plans
to finish what is missing, please
conditionally approve them, then
write pertinent notes in the
comments box.   When the missing
action(s) is completed, you can come
back and change the selection to
approved.  If  you forget to approve a
student's application for student
teaching they will not show up under
Clinical Experience. 

When the approval pop-up box
appears, select to deny, conditionally
approve, or approve the student,
then click submit.  

Once there, click on the blank space
underneath "Advisor Approval" if you
are the program advisor or under
"Field Services" if you work in that
office. 



Approving Field Placements
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To approve a field placement as a
field services advisor, please go to
"Clinical Experience", then select
"Field Placements".  

Once there, fill out the year
term/semester, field experience, and
program information.  Once you have
reached the correct area, flick on the
drop-down arrow of any student that
still has a pending field placement
and click "View Progress".    

Click on the drop-down arrow, then
select "Approved".  If you have just
completed the final approval, click
"Save & Send Emails".  Otherwise,
just click "Save".  



Signing PAES Evaluations

8

To complete or sign evaluations, go
to "Assessments", then
"Complete/Sign Evaluations", or go
to your homepage and click the blue
hyperlink entitled the same thing
under current tasks.  If there is no
hyperlink, you have no evaluations to
complete. 

If needed, you can search for a
specific evaluation using the "Year
Term," "Student," "Evaluation,"
"Evaluator," and/or "Course" search
fields, then double click on the
desired evaluation or click on the row
once and click "Complete/Sign
Evaluation". 

Review the PAES evaluation, then
scroll to the bottom and click where
it asks for the reviewer signature and
enter your name.  Then click "Save". 
 Once the evaluation has been saved
or submitted, it will disappear from
your current tasks box and will move
to the completed section of All
Assessments.  



Notification Settings
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Educator was enhanced to notify you
when you have current tasks.  To
adjust your notification preferences,
click on the gear icon next to "Current
Tasks".  

In the pop-up box, adjust your
notification settings to your
preference.  


