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WELCOME!

This guide supports the ‘Dashboard Tour’ instructional video that explains the dashboard and its features. It might be helpful to review this guide and the video while looking at your dashboard. As you go through this guide and the instructional video, keep in mind that EvaluateUR includes automated messages that guide the site administrator, students, and mentors through each step of the process. However, site administrators play a key role in ensuring that the student-mentor pairs stay on track. This often requires the site administrator to send out ‘targeted’ messages to remind any pair that has not completed a step on time. Site administrators should check the dashboard frequently. Reserving 10-15 minutes every morning to check the dashboard and read and respond to any messages sent by the EvaluateUR server at SERC will greatly increase the likelihood that student-mentor pairs stay on track. This is very important as your student-mentor pairs approach the mid-point of their research and end of the research. 


The dashboard is where site administrators carry out basic EvaluateUR functions such as: (1) adding and activating student-mentor pairs; (2) entering  dates when they anticipate that students and mentors will start their research, reach the mid-point, and complete the research; (3) keep track of student-mentor pairs, including what steps have been completed and what steps have not been completed; (4) preview the surveys or actions to be completed; and (5) view and export data. To learn how to add and activate student-mentor pairs, watch the instructional video on ‘Getting Started.’ This information appears as shown in Figure 1 and will not be repeated in this guide.

Figure 1. View of the dashboard
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After the site administrator activates a student-mentor pair, the site administrator will ‘see’ that pair on their dashboard. The dashboard has a box for each of the EvaluateUR steps and the color of the box indicates the status of the step (see Figure 1). Some EvaluateUR steps are completed either by the student, research mentor, or site administrator and everyone’s dashboard shows all of the steps – not just the ones they need to complete. 

An ‘action’ is required for some steps – such as the completion of an assessment by the student and mentor or the release of an assessment by the site administrator. Other steps are simply reminders about what step needs to be completed. 

The boxes on the dashboard are color-coded to indicate the status of a particular step, with red indicating that the site administrator needs to ‘take action’, gray indicating that a step is yet to be completed, green indicating that a step has been completed, and orange indicating the current step.

EvaluateUR is set up in such a way that you (as well as students and mentors) do not need to remember all the steps because automated messages will prompt you and the student-mentor pairs about what needs to done. Because of this, it is essential that everyone using EvaluateUR check their email frequently - especially at key times in the research such as at the beginning, mid-point, and end.  It is important that automated messages being sent from the EvaluateUR server reach their intended destination, be sure to verify that messages are not ending up in spam or not delivered at all. Instructions about how to ensure that messages get through are found here (INSERT URL).

Figure 2 shows an example of an automated message generated by the EvaluateUR server. This message tells the mentor that the initial assessment has been completed by them and by their student (remember that the initial assessment is done with the student and mentor together so it makes sense that they’d be submitting this assessment at the same time). This message also includes a link to the score report. Similar messages are sent at appropriate times to students, mentors, and site administrators. 

EvaluateUR automated messages are very helpful. But, even with these messages, site administrators should closely track their student-mentor pairs to be sure steps are being completed and to contact students and mentors to alert them when a deadline is missed or to remind them that they should be nearing the mid-point or end-of-research. 

Figure 2. Automated messages provide instructions to students, mentors, and/or site administrators
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The dashboard has a box for each of the EvaluateUR steps. As seen in figure 3, there are a total of 12 steps. Not every step requires ‘action’ by everyone; the box is there to show the progress of the pair as explained in the video and in this guide.

EvaluateUR’s steps can be grouped into the 3 stages of research (see Figure 3). Steps 1 to 5 are completed before the research begins, Steps 6 to 9 are completed at the mid-research point; and Steps 10 to 12 are completed at the end of the research.
 
After you activate a student-mentor pair, Box 1 on the dashboard will be orange indicating that the Pre-Research Reflection has been sent to the student and is awaiting completion (Figure 3). The rest of the dashboard will have gray boxes indicating that these steps have not yet been started.  


Figure 3. Dashboard showing a box for each of the EvaluateUR steps
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Each student-mentor pair will have its own ‘block’ on the dashboard, so depending on how many student-mentor pairs you add, there may be a lot of ‘blocks’ and you will not be able to view all of the pairs at one time. To make it easier for viewing the dashboard, the site administrator can order the pairs in their preferred sequence using the “Order by” feature located in the upper left of the dashboard (arrow in Figure 3).

Steps 1 to 5 should be completed before the research begins. As steps are completed, the boxes turn green. The example in Figure 4 shows that the student has completed the pre-research reflection and the mentor has reviewed it and sent the student a message to confirm that they read the student’s responses. Box 3 is red indicating that the site administrator needs to release the Initial (pre-research) assessment. This is done after the orientation session has been conducted.

After the site administrator releases the pre-research assessment to the student and mentor, box 3 turns green. After the student-mentor pair submit their assessment, box 4 turns green. Box 5 – in orange – indicates that the research can begin.  When box 5 is orange, the site administrator knows that the student-mentor pair has completed the Pre-Research steps and that the research project has started. Figure 5 shows what the boxes should look like for a student-mentor pair that is ready to start their research.



Figure 4. Dashboard showing steps completed before the research begins
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Figure 5. Dashboard for a student-mentor pair about to start research
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Step 6 indicates that the research is approaching the mid-point. Using the default date set by the site administrator when they add and activate student-mentor pairs, an automated message will be sent to the research mentor asking them to verify whether or not the research is on track. It is very important for the site administrator to ensure that mentors respond quickly to this message and take appropriate action. 

If the research is on schedule, box 7 will be red indicating that action is required by the site administrator and that they should release the mid-research assessments to the student and mentor. If the research is not on track, the site administrator should adjust the date for this pair and keep track of the pair to ensure that step 6 is completed by the mentor. If the mentor indicates that the research is on track, the dashboard moves on to box 7. If the research is not on track, the dashboard goes back to step 5 and the site administrator should re-set the date for the mid-research point for this student-mentor pair. In this case, a few days before reaching that date, the mentor will be asked if the research is on track (step 6 is ‘repeated’). As for cases when the research is on track, box 7 will turn red point reminding the site administrator to release the mid-research assessments (see Figure 6.)

IMPORTANT: Site administrators need to pay special attention to Steps 6 and 7. Some mentors do not remember to reply to the automated message they receive a few days before the mid-research point. If the site administrator does not discover this, a delay of several days or even a week or longer can occur. Catching this as soon as possible is best for keeping student-mentor pairs on track and ensuring the fidelity of the EvaluateUR method. 

Figure 6. Step 6 asking mentor if research is on track
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Figure 7. Dashboard on Step 7 (box is in red) requesting site administrator to release mid-research assessments to the student and the mentor
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Step 8 is the completion of the mid-research assessments by the student and mentor (see Figure 8) and when this is done, step 9 will turn green indicating that this pair is now in their second half of the research.


Figure 8. Dashboard on Step 8 when the student-mentor pair is completing the mid-research assessment.
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EvaluateUR steps 10-12 are identical to steps 6-8. After both the student and mentor complete the final assessment, box 12 will turn green and the dashboard will indicate ‘done’ (in orange). 

As stated previously, the role of the site administrator is to ensure that all pairs move through the steps on time and complete the 12 steps. Keep in mind that EZStats will only provide outcome data for pairs that complete the 12 steps.

Figure 9. Dashboard for steps 10-12
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The student and mentor versions of the dashboard only show their progress. That is, students cannot ‘see’ their mentor’s dashboard and vice versa. The student and mentor versions also do not have all of the ‘extra’ options that site administrators have (for example, the ability to view and download EZStats and delete pairs). Figure 10 is a screen capture of the student version of the dashboard highlighting (in bright green) what happens at step 1 after the site administrator activates the student-mentor pair. It also shows the message that the student receives. Figure 11 is the screen capture of what the mentors see on their dashboard after their students submit their pre-research reflections. 

Figure 10. Example of the student view of the dashboard and the message student receives at this step. 
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Figure 11. Example of the mentor view of the dashboard showing the instructions for completing step 2.
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Further along in the EvaluateUR process, completed steps are readily apparent in the student and mentor versions of the dashboard. The example in Figure 12 shows what the mentors’ dashboard look like at step 10 when they would be completing the end-of-research assessment.

Figure 12. An example of the dashboard further along in the process
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There are several ‘commands’ that mentor can use on their dashboard. These include:
1. Delete a pair. This is used when a particular student-mentor pair no longer is conducting research and/or implementing EvaluateUR.
2. Preview all steps. This lets you see what form is completed at a particular step and the completion date(s) for a step.
3. Show project-specific outcomes. This lets you see what you entered when you added and activated a student-mentor pair.
4. View and export data. This is how you access EZStats.


[bookmark: _GoBack]For more information, don’t forget to watch the instructional videos and review the other guides. The FAQs provides answers to some commonly asked questions.
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Dashboard: Steps 1-5 
Completed before research begins
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Dashboard: Steps 6-9










Dashboard: Steps 6-9
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Dashboard: Steps 6-9










Dashboard: Steps 6-9
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Dashboard: Steps 6-9










Dashboard: Steps 6-9
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Dashboard: Steps 10-12










Dashboard: Steps 10-12
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Dashboard: Student Version










Dashboard: Student Version
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Dashboard: Mentor Version










Dashboard: Mentor Version


image13.emf



Dashboard: Student and Mentor Progress










Dashboard: Student and Mentor Progress
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Dashboard Tour
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View of the Dashboard










View of the Dashboard
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You do not need to remember all the steps because 
automated messages will prompt you about what needs 
to done.
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Dashboard: 12 Boxes for the 12 Steps 










Dashboard: 12 Boxes for the 12 Steps 
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Dashboard: Steps 1-5 
Completed before research begins










Dashboard: Steps 1-5 

Completed before research begins


