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House Staff Evaluations

Faculty Role
Quick Reference Guide 

Accessing ClinWeb
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Order Entry: The ClinWeb icon is located on the navigation bar at the bottom of the Master Function and Patient Census menus.

UTMB Web Pages: Type the word ClinWeb in the address field, press the ENTER Key or click the menu option ClinWeb under the Clinical heading from the UTMB home page.

Off campus: To access ClinWeb off-campus type https://ClinWeb.utmb.edu/login/ in the address field.

ClinWeb Log-in
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Operating System: Windows 95 or later recommended
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o Intemet Explorer 4.0 required
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1. Type your user name and password and press the ENTER key.
Logging Out

Click the [image: image3.jpg]LOG OuT



 button located beneath the ClinWeb logo to sign-off the system.
Password Resets

Call the UTMB helpdesk at x25200

Email Notifications

Faculty will receive up to 2 emails throughout the cycle of the evaluation process; due date and 7 days after due date.

Program Directors will receive an email stating the number of evaluations that are overdue by 2 weeks for their department.

The Associate Dean will receive an email stating the number of evaluations that are overdue by 2 months for their department(s).

ClinWeb Reminders

Evaluations to be completed reminders will display in ClinWeb 7 days prior to the evaluation due date. 
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1. Click the [image: image5.png]


 button, to edit pending evaluations.
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2. Click the [image: image7.bmp] button to complete the online evaluation for the selected resident.

3. Complete the evaluation form using the radio buttons and comment boxes.  Comments are required for ratings 1 thru 4 and 9.

Sample of Evaluation form
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4. Click the [image: image9.png]


 button when the evaluation is complete.  The Finalize button displays on the first day of the rotation period.  Prior to the due date the [image: image10.png]Return to Evaluation List



 button will display.

5. Upon finalization, the evaluation is sent directly to the resident in ClinWeb.

Low Evaluation Ratings

Evaluations with ratings of 4 or less and have been finalized will go directly to the Program Director.  The Program Director is required to review the evaluation before processing to the Resident.

Accessing Evaluations

If Faculty chooses to [image: image11.png]


 the ClinWeb reminder message, evaluations can be accessed from the [image: image12.png]House Staff Evaluations




folder.

1. Click on the wording[image: image13.png][ Residert Evals



.  A listing of resident pending and completed evaluations will display.
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2. The ‘X’ located next to the VIEW button can be used to delete an evaluation off the listing.  A copy of the evaluation will be archived in the House Staff database.

Reassigning Evaluations

Evaluations can be reassigned to another Faculty member by contacting the Program Coordinator listed on the top of the evaluation form.

Reactivating Evaluations

Evaluations can be reactivated after consulting with the Program Director.
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