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When you first log in you will be viewing the “My Folder”
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Start Date  Hire Date

READING CONSULTANT 05/11/1999
GRADE 1 TEACHER 10/02/1995
GRADE 3 TEACHER 09/30/2005
SPECIAL EDUCATION 09/05/1984
GRADE 2 TEACHER 01/05/2004
GRADE 5 TEACHER 08/28/2007
GRADE 2 TEACHER 09/03/1986
GRADE 2 TEACHER 08/25/2005
KINDERGARTEN TEACHER 09/28/2011
KINDERGARTEN TEACHER 08/27/2001
GRADE 2 TEACHER 10/01/2012
GRADE 1 TEACHER 08/21/2002
CURR COACH NUMERACY K-5 10/22/2012
GRADE 3 TEACHER 06/05/2008
GRADE 4 TEACHER 09/14/1998
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Once you are in the “My Staff” menu you will see a screen similar
to the one on the left. By default the “Evaluation” tab is selected.
This will only display employees who currently have a processes
assigned to them. In order to see all of your staff members you
must click the “All Staff” tab as displayed on the image to the
right. This will display all staff members whether they have a
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menu. Here you can see any incomplete tasks that you have.
In order to view your staff click on the “My Staff” menu at the | ween  stachnens
top left. You can see a picture of it to the left with the correct Taske
menu circled.
1302014 -
Not Evaluated  Evaluation  Action Plan
Saarch: |
e =) show Direc Reports of My Direct Raports have no incompiete tasks for the selected school year.
Job Type: Al Job Types - Process:  All Processes - Tenure Level:  All Levels -
| Start Date  Hire Date Results 1-15 of 29
D BALTHAZRR MICHELLE 7326 READING CONSULTANT 05/11/1999 START A PROCESS FOLDER s REqUiFEd Task ‘ Show lcon Legend
[ sELKNAP BARBARA 7093 GRADE 1 TEACHER 10/02/1995 START & PROCESS FOLDER
D CAPPELLO ELISE 9649 ‘GRADE 3 TEACHER 09/30/2005 START A PROCESS FOLDER
[ ponovan RITA 7 SPECIAL EDUCATION 09/05/1984 START A PROCESS FOLDER
[F] FRANKOVITCH DEANNA 7431 GRADE 2 TEACHER 01/06/2004 START A PROCESS FOLDER
[ corpoN 'CHELSEA 10817 GRADE 5 TEACHER 08/28/2007 START A PROCESS FOLDER
] HACKETT KATHLEEN 7516 GRADE 2 TEACHER 09/03/1986 START A PROCESS FOLDER
[ Jones NATALIE 9536 ‘GRADE 2 TEACHER 08/25/2005 START A PROCESS FOLDER
D KNIGHT MELISSA 13929 KINDERGARTEN TEACHER 09/28/2011 START A PROCESS FOLDER
D KOVACS SHARON 7659 KINDERGARTEN TEACHER 08/27/2001 START A PROCESS FOLDER
D MARCINIAK LAUREN 14410 GRADE 2 TEACHER 10/01/2012 START A PROCESS FOLDER
7] MARTIN JACQUELYN 7827 ‘GRADE 1 TEACHER 08/21/2002 START A PROCESS FOLDER
] MCDONALD ELIZABETH 14417 'CURR COACH NUMERACY K-5. 10/22/2012 START A PROCESS FOLDER
] MEDYNSKI ELIZABETH 12338 GRADE 3 TEACHER 06/056/2008 START A PROCESS FOLDER
[ miLTon BETH 7845 ‘GRADE 4 TEACHER 09/14/1998 START A PROCESS FOLDER
| *| process assigned or not.
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Once you are viewing your entire staff you can begin to assign comle o
. . . . DONOVAN RITA
processes to them. This can be done individually or in bulk. To -
assign a processes individually select the “Start a Process” but- S
ton to the right of an administrator’s name. To assign processes 0o e
. .« . [ KNIGHT MELISSA
in bulk check the box to the left of each administrator to whom s
you want to assign the process and use the bulk action drop TR
down menu to assign a process to all of them. Please note that o woown ey
. . D MEDYNSKI ELIZABETH
you must filter by job type to use the bulk option. B owron e

Once you have selected that you want to assign a process you must choose =%&ent

the “Evaluation” process type from the first drop down menu, select the

“Administrator Evaluation Process” from the second drop dow

the third drop down menu to select the administrator’s job type,
final drop down menu to select a due date for the completion of the entire
Optionally you can also assign a start date and a due date for
each individual form within the process. Once you have all of the correct

process.

information in place scroll to the bottom of the page and click
Process” button.

Start a Process

Start a new process for the

folowing users:

n menu, use
and use the

the “Assign

1f rocess Name drop-dog

principalt principalt

gz Under Configuration->Processes to ncude the appropriate job types.
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V] OLDER MENU

After logging in you will be taken to the “My Folder” [EEEHE=EI=m
. . ~lalent
menu The My folder Menu is your home screen within Perform O

TalentEd. From here you can view tasks, go to forms,
review your history, view attachments, and view your
profile.

&4 Tasks History Attachments Profile

Near the top left are four green menus. Each of these Incomplete Tasks

serves a different function. The one that is open when

SchoolYear  2013/2014 -

first logging into TalentEd is the Tasks Menu. This will Shedded  Due
dlsplay any and all open tasks that you have left to per_ . ;orm A;.SchEDolrlLe:.el ;varem Feedback Goal School-Level Parent Feedback (10% of ;eacher Evaluation 010 FoRM
form.  The tasks will be displayed below along with |, .. "~
pertinent information such as: the name of the task, the ) . ) eacher Exsation
. . 3 L] Form C: Guiding Questions For Formal Observation Pre-Conferences process GO TO FORM
process to which the task belongs to, the date the task 1s B
. . 4 1 Form D: Guiding Questions for Formal Observation Post-Conference GO TO FORM
due to be completed, and a link to the task itself. proces
6 ] Form C: Guiding Questions For Formal Observation Pre-Conferences Teacher Evaluation GO TO FORM

Process

The History menu allows you to view the history of  Finally, the Profile menu will allow you to view your profile with-

your account including updates and completion dates. in TalentEd. Here you will see your full name, user name, email

The Attachments menu will allow you to view attach-  address, job type, and list of supervisors. From this menu you can

ments that have been added to the various forms. also change your password by click the, “Change My Password”
link.

WIEWING AND FILLING OUT FORMS

Once you return to the Staff menu you will see all teachers with assigned [Atsaii | Noteeuatza | Evaluation | Action Plen
processes under the evaluation tab. To begin to fill out a form assigned to

Szarch:

that teacher click the view button to the left of their name. This will take ey o e iy g, e [E] Show Dvec: epars o y Divec: hepors
you to a menu that lists all the forms available in the process. To go to the | sobTyee: AlsebTypes - Processi  AllFrocesses -~ Responsible: x
form click the “Go to Form” button. At this point you will see the form and | Tenuretevet:  AlLeweis N ol RN -

be able to fill out the various field. An example of form A can be viewed to

the far right. While filling out any form the evaluator is able to take notes. [t Am — ea I— HF : o
This can be used for scripting purposes or for any other reason. To open the o

note taking menu click the pen icon displayed to the right. Once the menu

is open you can type your test where it says “Add Text” and click save when | = s~ Bulk Action - B

you are done. More than one block of text may be saved.

Sched  Comp  Responsible  Resp Type

If you have not completed a form and wish to continue working on it lat- e

er you can click the “Save Progress” button located on the bottom of the [ e . N —
screen. This will save your progress and allow you to resume where you Feedtack (105 of

left off at a later time. ot

Once you have completed the whole form you will need to save and sub- |smmoon ] [t ko e sk 18t

mit the form. Please note that this will lock the form and prevent further [zemocw e e

Enployee 0: *

changes. To save and submit the form click the “Save and Submit” button
located on the bottom of the form. This will alert your direct reports that
you have completed the form and begin the approval and signature process.
Please note that form A must be completed before any subsequent forms
can be saved and submitted. However, other forms can be filled out and any |- =
progresses on them saved until form A is complete.
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PPROVAL SIGNATURES

Once a form has been saved and submitted it is ready for re- D —
view and approval. Once this is complete you will need to digi- Porform A ¥ = 0]

tally sign the form. In the top right hand corner of your screen
you will see a menu called signatures. Click on that menu and
you will be taken to a screen like the one displayed to the right. | rome romiosemsmtemn et restertaatonroces oot s i ssresotoor—— ( seve
Click the “Review” button to be taken to the form so that you

may review. Once you are confident that the form has been
filled out correctly scroll to the bottom of the page and click

the “Approve” button. If errors were made the form may be | = - e st
unlocked by clicking the “Revision Needed” button . e R ok oty Rooul by e

Agreement

Documents Awaiting Your Signature

[Awaiting Signature by a Direct Report

Document Direct Report. Process Action Required 0-00f 0

Once the form is approved it will be sent to the direct [signature

report for their signature. After they sign the form you [eurentuser teachert teachert

will receive an email alert and the form will appear |* —

again in your Signature menu. At this point you will [|sgmtue -

need to sign the form. To do this click the review button have read and sccept th Elctonic St Satement.

again to view the form. Now scroll all the way to the . i
bottom, type your full name in the signature, make sure -
the check box below is checked, add any comments you
wish in the comments field, and click the submit button.

iti i J @ | MANCHESTER :
For additional qSS}stance please contact your school’s é‘; L B pEm
technology specialist. .

Alternatively please contact Justin Firth via email at
jfirth@manchesterct.gov or by phone at 860-645-4812.
Additional resources can be viewed at the Human Re-
sources home page: http://publicschools.manchesterct.
gov/page.cfm?p=543.

Human Resources

647-5041

BOE Receptionist - General Information

For information on becoming a teacher substtute for Manchester Public Schools, please call
Kelly Services @ 860-674-1710
Employees needing to report an absence, please call 1-586-535-5998 or

login ww . kelve
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