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HJ@ PowerSchool University

Join us at PSU Washington D.C. and experience hands-on
training now with PowerSchool Talent Recruitment
and Retention!

year
NNIVERSARY

PSUD

Explore our comprehensive curriculum of topics and training sessions
designed to empower attendees at this event. Plan ahead to make the
most of your learning experience!

Featured Talent content at this PSU:

* Applicant Tracking

* Employee Records & Perform

* Coaching & Mentoring

* SmartFind Express

* Professional Learning + Schoology Integration

« Designing Professional Development for Adult Learners

Learn more at psu.powerschool.com




Forms & Workflows .-

* Sharing and Collaboration: : sdicustomfom
o ° @ Delegated Evaluator
determines who can access the .

° HR Staff

fO rm When °. o System Admin
: : ‘.. R

o Sharing - supervisor can s |

Share the fo rm With direCt n/ Sharing and Collaboration

Signatures Enable form sharing or collaboration?

report (read only or editable) e

® Sharing
o Collaboration - supervisor
and direct report can both
access the form at any time

Form Options

[J Enable attachments on this form?

U Enable attachments in lieu of completing this form?
U Enable Data Analysis for this form?

0 Enable Artifact Portfolio for this form?

nlish History
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Forms & Workflows

- Data Transfer: transferring documentation from one form to another
o Question types need to match
o Preplanningis important .
o Read Only or Editable

L]
L]
Step 1 - Description® Step 2 - Tasks* Step 3 - Data Transfer Step 4 - Deadline Step 5 - Automation o
————————————— .l
°
B
(" Source Destination (x) .
L]
Form: 4. Goal Setting for Student Progress Form - Form: 13. Goal Setting for Student Progress Form - ;
Mid-Year Review End-of-Year Review °
°
Question: Baseline Data (What is shown by the current Question: Baseline Data (What is shown by the current 0.
data?) data?) °
L]
L Destination field is: ReadOnly ) o
(" Source Destination [ ]
Form: 4. Goal Setting for Student Progress Form - Form: 13. Goal Setting for Student Progress Form -
Mid-Year Review End-of-Year Review
Question: Goal Statement (Describe what you want Question: Goal Statement (Describe what you want
learners/program to accomplish) learners/program to accomplish)
Destination field is: ReadOnly
A iy
s =~
Source Destination o
Form: 2. Goal Setting for Student Progress Form - Form: 4. Goal Setting for Student Progress Form -
Initial Submission Mid-Year Review
Question: Evidence: Question: Evidence:
Destination field is: ReadOnly
A

Personalized Education
H@ PowerSchool for Every Journey



Forms & Workflows

Edit Workflow

WO I’kﬂOW Type required

‘ Task

Workflow Name | required

‘ Coaching

Workflow Description

Approver Step Type

Approver Type

1 Direct Report Signature

Forms Are Considered Complete When

Direct Report

They Are Submitted

m—@ PowerSchool

Workflows: collecting approval, signature,
or notifying staff of completion or form
Information

o Approval - supervisor can review and
then approve or deny with comment,
document goes back to direct report
when denied

o Signature - official electronic signature
(disclaimer can be added)

o Review - sent to necessary stakeholders
to review document information or
completion

o Document completion - determines
when the document begins f|||ngaf
security, feeds to analytics, and data
transfer takes place

@ersonalized Education
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Forms & Workflows

. Who needs to access the forms and at what times?
/’ Which tasks may go back and forth several times for editing?

E==1 Which tasks do you need an official signature on?

a Are we requiring unnecessary steps or the same information to be filled out
several times?

I;ersonalized Education
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Forms & Workflows

* Goal Setting Forms: ongoing documentation
* One form for the year or multiple forms with data transfer

* Collaboration - with question areas defined for supervisor and direct
report

* Approval can be used for edit purposes

Personalized Education
”l@ PowerSchool (’ for Every Journey



Forms & Workflow

* Pre-observation Meeting
 Collaboration or Neither

* If no form can be documented through
a meeting task type

e Observation

* Responsibility of Supervisor

* Workflow to document appropriate
signatures

* Post-observation Meeting
* Collect reflection and data
 Document coaching conversation

H@ PowerSchool
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Forms & Workflows

e Summative
o Data can be transferred
o Responsibility of the supervisor

* Scoring Form
o Can be hidden from direct report upon filing
o Calculation and data transfer can be utilized for state reporting

I.D.ersonalized Education
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How do your form and
workflow settings work
with your processes?
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Process Settings

1. Start with identifying your job profiles

2. Decide what will be the tasks for the job profiles

3. ldentify the supervisor’s role and responsibilities e P ot mapped o

4. Create workflows and structures for your district

5. Formulate a decisive timeline aligned with
instructional expectations CUTIUI  District defined tasks

6. Product a defined list of tasks for performance :
improvement plans coganied S

7. Review, assess and synthesize desire outcomes BUEETEIOE | Tk .
throughout the year of the processes E

[ Powerschoo Eersonalized Education



Tasks

Process Settings

Meetings & To-Dos

Task Types: all can be monitored on the
Task Dashboard

* Form - allows you to document and
provide feedback to direct report ®

g Meeting

ETD-DD

~FOrms

* Meeting - supervisors can schedul
and track meetings (integrates wit
calendars)

Search

Form Category

* To-do - important tasks that may not
have a form or meeting can be
completion tracked

All Categories

_:| Forms aligned to process rubric: T-PESS

(I_:"ersonalized Education
for Every Journey
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Process Settings

Task Grouping:

e Consider grouping tasks for monitoring
of completion and ease of use

* Group task based off group steps and
type:
o Goal Setting: form, meeting,
reflection

o Observation: Pre-observation form &
meeting, observation form &
meeting, post-observation form &
meeting

o Summative: Summative observation
form & meeting

m—@ PowerSchool

‘aw Goal Setting - Probationary 1 - (3 Tasks)
Category - Growth Plan

P 2 E Goal Setting for Student Progress Form -

Initial Submission
Form : Goal Setting for Student Progress Form -
Initial Submission

Initial Goal Setting Review

Goal Setting for
Year Review

Student Progress Form -Mid- R

Form : Goal Setting for Student Progress Form -

Mid-Year Review
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Process Settings

Prerequisites and Hiding Tasks

* Ensures all steps requirements
are complied with

* Can keep from overwhelming
supervisors

 Allows district control of timeline

* Keeps the focus on tasks
appropriate for the time of year

H@ PowerSchool

B Edit Form

Must other Steps be completed before this Step may begin? If so, =

indicate those Steps here

— &
| | 1.Teacher Resource &

Handbook

Workflow

| DR Sign v

D Supervisor/Evaluator may unlock this form

Hide Scheduling (optional)

L[]
Step Start Date .

L]
Hide Step Before Date

AV A |

Step Due Date | required

@ersonalized Education
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Process Settings

Deadlines and Due Dates e
e Deadlines are for the full process Completed, 40% Not Completed, 60%

" Due dates apply to tasks I

 Tasks that do not have a due date g compieted 20% () not completed, 0% .
set default to the process :
B Test :

2 Task(s), 1 Process(es) @ OverDue, 2

B Question Type Descriptions

3 Task(s), 1 Process(es) @ completed, 2 @@ OverDue, 1
"""
oy

I;ersonalized Education
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Process Settings

Adding tasks to already assighed processes
Bring it in from a process and remove unnecessary tasks or build as an

ad-hoc process

— VA DOE: Informal ) 3
g 23 S. Admin supervisor | Go To Form ‘ ‘ Schedule ‘ ‘ Reassign N

— - Eé Classroom Ob... g & .
) Classroom ) _ ) :
S. Admin Supervisor | Go To Form ‘ ‘ Schedule ‘ ‘ Reassign .

|‘ | E.:' Walkthrough

Bulk Action | Select Action " | ﬂ

Back to Staff ‘ Add Tasks ‘ Mark Process Complete ‘

(Iiersonalized Education
for Every Journey
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 Process Settings

Adding tasks to already B  AddWwalkthrough
M My Folder

assigned processes - e

Duplicate the form and place it e I

In the walkthrough area and , |

- - rocess (Current Year) | required

utilize ad-hoc walkthrough N | |

HR Tools | Select Process v |
n/’ Walkth rou gh required

Signatures | Classroom Walkthrough v |

,E} Preview Form

Configuration

Workflow | recuired
L]

'ﬂ' | Review by DR and EV vy
Walkthrough '

I.D.ersonalized Education
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What small modifications can
you make to your process and
tasks to increase efficiency?
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Upcoming Perform Topic

6/3 - Perform: Scheduling Meetings and N

TaSkS will start at:
9 PT/12 ET

Additional Upcoming Talent PowerUp Topics

» 5/7 - Professional Learning: Professional Learning Surveys

* 5/13 - SmartFind Express: Best Practices for Adding, Removing, and
Changing Locations

* 5/20 - Employee Records: Managing Exiting Employees

* 5/21- Applicant Tracking: Candidate Portal Design & Leveraging
New Functionality

I;ersonalized Education
m@ PowerSchool (, for Every Journey 23


https://help.powerschool.com/t5/PowerUp-Events/eb-p/PowerUp_Events?filter=includeOngoing,includeUpcoming,labels&include_ongoing=true&depth=0&label_texts=Perform,Applicant%20Tracking,Employee%20Records,Professional%20Learning,SmartFind%20Express,SchoolSpring%20Job%20Board&byPassHideMessagesFromListFilter=true&sort_by=occasionStartTime&include_upcoming=true
https://help.powerschool.com/t5/PowerUp-Events/eb-p/PowerUp_Events?filter=includeOngoing,includeUpcoming,labels&include_ongoing=true&depth=0&label_texts=Perform,Applicant%20Tracking,Employee%20Records,Professional%20Learning,SmartFind%20Express,SchoolSpring%20Job%20Board&byPassHideMessagesFromListFilter=true&sort_by=occasionStartTime&include_upcoming=true

PERFORM SUPERVISOR POWERUP

6/11 - Scheduling Meetings and
Tasks for Supervisors

Session will

start at:
10 PT/1 ET
Webinar registration link, please
share with any supervisors you
would like to invite: Webinar
Registration - Zoom

I.D.ersonalized Education
H@ PowerSchool (_, for Every Journey 24


https://powerschool.zoom.us/webinar/register/WN_Zv9RlvmNRYCtQXZDBrsVTg
https://powerschool.zoom.us/webinar/register/WN_Zv9RlvmNRYCtQXZDBrsVTg
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