Field Supervisor: How to Access and Complete Forms

Step 1: Login to your TK20 Account
You may access the website at: https://tamuc.tk20.com/campustoolshighered/start.do OR go to

www.tamuc.edu/teacher and click on the TK20 icon. You will use your CWID for your username and the
password to login into your TAMUC computer/email as the password

Step 2: Change Role to “Field Supervisor”
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Step 4: Complete the Forms with the red flag.
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TEST EC-6 Internship
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Step 5: Complete the Form. You can use the “back” button to go back to the screen in step 4 OR click on
“Complete” if the form is complete OR a portion is complete. You can continue to make changes until you

“submit” the binder at the end of the s
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Title:

TEST EC-6 Internship

Description:

Students will complete the binder during the Internship semester of student teaching

Due Date(s):

03/04/2017 01:00 AM

Submission Option(s):

Students are allowed to submit after the due date.

Students are allowed to submit after assessment has been submitted.
Additional Attachments are allowed.
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There is no data to display
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Do not SUBMIT until the entire binder is complete, including each

form within the binder. Questions regarding Tk20 login and functionality may be sent to
beateacher@tamuc.edu or 903-886-5886



mailto:beateacher@tamuc.edu

Field Supervisor: How to Locate Students Work

Once you’ve completed steps 1-3 (above) to locate the student and review the binder please
follow the steps below to locate the students work within in the binder. The students work is
always located on the left-hand side of your screen.

1. Click on the tab located on the left-hand side.
2. Using the Scroll located in the center/divider scroll to the bottom of the form.

Click on Tab o I
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¢4 Use the divider oo

As you complete a requirement listed below please click on and complete the form located on the right side.
ROTATION 1

scroll to scroll to

1. Acknowledgement of ILT Conference Rotation 1
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~.| bottom of page. |
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1. Acknowledgement of ILT Conference Rotation 2 Y®  Field Supervisor Final Evaluatio The field Supervisor will complete the evaluation form at the end of the
Form- ILT semester
Final ILT Forms
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Field Experience Form Last Update
Acknowledgement of ILT Not Submitted Acknowledgement of ILT
Conference Rotation 1 not Conference Rotation 1 Mentor Teacher Training
attached.

3. All forms located within the tab will be located at the bottom of the page. Once a
student has completed one of the forms the form name will turn BLUE. If BLUE you can
click on the blue form name to review the form completed by the student.
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tof Not Submitted A
n ILT Conference Midterm ILT Conference ¥ Field Supervisor Visit Data Supervisors will log each student visit on campus. This form
Log will also be used to run reports for the visit log TEA ASEP
Midterm ILT Evaluation Not Submitted Midterm ILT Evaluation reporting. The form became active spring 2017 with interns
not attached. and residents.
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Evaluation Upload not Evaluation Upload Evaluation-Ratation 1
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Acknowledgement of Final  Not Submitted Acknowledgement of Final
ILT Conference nat ILT Conference - rvisor Final The field Supervisor will complete the evaluation form at
attached. on Form- ILT the end of the semester
Final ILT Evaluation not Not Submitted Final ILT Evaluation v eld Super Residency The Field Supervisor will determine a students approval to
attached App begin the Resident seme:




Field Supervisor: How to Re-Open a Binder for a Student

(If a student has submitted but needs to be able to access again to make changes)

Once you’ve completed steps 1-3 (above) to locate the student and review the binder please
follow the steps below to re-open a submitted binder for the student.

1. Click on “Due Date” Tab
2. Click on “Edit Due Date” button located on the right hand side.
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Comments

Title:

TEST EC-6 Internship

Description:

Students will complete the binder during the Internship semester of student teaching. Activity Educator Certification .. set the due date for all students on 01/03/2017 00:38 AM

Due Date(s):
104/3017 01:00 AM

3. Enter a new due date.
4. Type the reason for re-opening the binder in the “comments” box.
5. Click on the “Update” button.

Enter Date &
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New Due Date/Time:* 1 00 A

Title:
Comment ts:

TEST EC-6 Internship
Description:

Students will complete the binder during the Internship semester of student teachin

Due Date(s):
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1 the due date
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“Update” ———— e
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Field Supervisor: How to Re-Open the Field Supervisor Binder

If you submit the binder but later want to make additions/changes to the binder you may
“Revoke” the binder to re-open.

Once you’ve completed steps 1-3 (above) to locate the student and review the binder please
follow the steps below to re-open a submitted binder for the student.

1. Click on the “REVOKE” button located on the right-hand upper corner. Once
additions/changes have been you will need to “submit” the binder again.
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Title: Field Supervisor Training The Field Supervisor will be able to download the 10/03/2016 10:40 AM
y M <
EC-6 Internship-Fall 2016 NETCPT Handbook and acknowledge training. This

form validates training for audit purposes,

Description: . . . -
P ld Sup or Visit D Supervisors will log each student visit on campus. 11/28/2016 06:06 PM
EC-6 seeking students will be completing the binder during their Internship semester of student teaching. 0g(fall2016}: Field Supervisor This form will also be used to run reports for the visit
Data Log log TEA ASEP reporting. The 1 was only used

during the fall 2016 semester of internship students
Due Datefs): s S F
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Field Supervisor Lesson Evaluation 10/03/2016 10:49 AM

Ratation 1(fall2016)



Field Supervisor: How to Locate Previous Semesters/Students

. Once logged in as a Field Supervisor click on the Field Experience tab.
. Click on “Previous Field Experience Assessments tab.
. Click on the drop-down menu to select the semester.
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. Click on the student name.
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‘\‘ student!, test TEST 4.8 Internship Test Term 2016 TEST TEST facultyl, test Educator Certification, .. O
¥ studentt test Internship Test Term 2016 TEST TEST facultyl, test Educator Certification, . O
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Helpful Facts:

e The red flag will disappear once you’ve adding any data to your form.

e You can select “complete” but continue to make changes within the form until you
“submit” the binder at the end of the semester.

¢ If you’re not locating your students double check and make sure you are logged in as the
Field Supervisor role.



