[image: image33.jpg]



House Staff Evaluations

Program Coordinator 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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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 Reset

Call the UTMB help desk at x25200

Program Coordinator Role

1. Click the “+” symbol sign next to the [image: image4.png]Prog Coord Role:




 to open the evaluation modules. 
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Evaluation Maintenance

The Evaluation Maintenance module is used to add and edit program and rotation level questions to the individual programs House Staff Evaluation forms.

1. Click on the wording[image: image6.png][2) Evaluation Maint



. The Question Maintenance menu will display along with the programs the coordinator has been assigned.
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Evaluation Maintenance – Program Level Questions

1. Click the [image: image8.png]AddEdit



 button to create Program Level questions. The Institution Level Questions will appear above. 
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2. Following the field headers from the Institution Level Questions input your information.  Use the tab key to move across the row.  A new row is automatically created once the tab key is pressed.

3. Use the buttons to the left of the row to manage your questions.

[image: image10.bmp]  Activates the question.  Once a question is activated it is added to the master evaluation form for that program.

[image: image11.bmp]  Deletes the question. If an existing question is deleted, the original remains on all evaluations that have been assigned and your viewable copy is deleted.
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4. Use the [image: image14.png]


 button to review the evaluation form after questions are activated.

Evaluation Maintenance – Rotation Level Questions

1. Click the [image: image15.png]AddEdit



 button to create Rotation questions. Enter the Rotation Description and click the [image: image16.png]


 button.
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2. Select the [image: image18.png]AddEdit



button to create Rotation Level Questions for the program selected.  The Institution Level and Program Level questions will appear above.

3. Use the buttons to the left of the row to manage your questions.

4. Use the [image: image19.png]


 button to review the evaluation form after questions are activated.

Evaluation Assign

The Evaluation Assign module is used to assign evaluations to be sent to faculty.  Multiple faculty and evaluation types can be placed on one sheet.  Assignments will remain on sheet until the Finalize button is selected.
1. Click on the wording.[image: image20.png][2) Evaluation Assgn



.The Select Program for Assignment menu will display along with the programs the coordinator has been assigned. 
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2. Select the program to assign evaluations.  The Scheduling Evaluation screen will display.
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3. Choose the Evaluation Type.  The default is monthly.
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4. Enter the Rotation Start Date and press the TAB key.  The date field will populate based on the evaluation type selected.

5. Click the [image: image24.png]


 button. Type the faculty’s last name and press the [image: image25.png]


 button.  Select the faculty by clicking on the blue hyperlink.

6. Click the [image: image26.png]Assign
4



 box to select a House Staff member to be evaluated based on the criteria set in the above fields.

7. To change the criteria and or assign multiple faculties, repeat step 3-7.

8. Click the [image: image27.png]Finalize Assignments



 button when all assignments are complete.  The Faculty will be emailed that he/she has evaluations to be completed.

Evaluations to View

The Evaluations to View module is used to view the status of the evaluations assigned to faculty based on the program.
1. Click on the wording.[image: image28.png][2) Evaluations To Wiew



.  The Select a Program to View menu will display along with the programs the coordinator has been assigned. 
2. Select the program to view evaluations.  The status screen for the selected program will display.
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3. Use the buttons to the left of the row to manage your evaluation assignments. The buttons to the left of the row to manage your evaluation assignments.
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  Click to view the related evaluation.
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Click to page related evaluator for evaluation reminder.  This button will not appear until due date

[image: image32.bmp] 
Click to mail related evaluator for evaluation reminder.  This button will not appear until due date.

Evaluation Statuses

C – Completed - The evaluation will stay on the program coordinators status screen for 15 days. 

I – Incomplete

Red Dates - Indicate over due evaluations.
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