American
Occupational Therapy
Association

Fieldwork Performance Evaluation

(FWPE) Training
— Start A New Cycle
March 26 & April 30, 2021




Platform - Formstack

* Formstack Forms — FWPE Tool
» Mid-term Evaluation Form
» Final Evaluation Form

« Formstack Documents — PDU Certificate
» AOTA Certification

*** Please note: separate accounts
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NOT To Do List for a New Cycle

Do NOT copy forms

e Do NOT delete submissions from the
current cycle




To Do List for a New Cycle

« Validate all the submissions from the previous
year

* Archive the submission data from the previous
cycle (Optional)

« Create new submission reports
* Review settings for forms and certificate

* Create new portal(s)
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Validate submissions for the current cycle

 Delete the test evals
« Confirm all the evals are received
« Confirm all the evals are submitted correctly

« Confirm all the certificates are sent correctly
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Archive submissions for the current cycle

Export the submissions for the current

cycle (both mid-term and final)
1. Log into Formstack Forms
2. Goto “Forms”
3. Hoover your mouse over the form and select

“Submissions”
4. Click “Export All”

Create Scheduled Export

Q

& Mark All As  § [2 Export Al | £ Resend All to Integration | T Delete All

Table Settings £X
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Create New Submission Reports

« Create one for the current cycle

Filter Name
2020 Cycle
Search for all records where All - of the following are true:
I Date Submitted v is before v A26/2021 Io [ +]

« Create one for the new cycle

Filier Name

2021 Cycle

Search for all records where All - of the following are true:

Date Submitted v is after ’ 3/26/2021 (- [+ -]

Date Submitted v is before v /26/20922 e e

Cancel Save and Search
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Review the Settings

Email signature and From Email address
v Notification emails for both mid-term
and final form
v" Confirmation emails for mid-term form
v’ Certificate in Documents

;;;;;;;;;;;;

Separate email addresses by commas

MESSAGE

RRRRRRRR
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Create New Portal(s)

* Copy the existing portal
* Add participants
* Delete the old portals

EEEEO%E%JUC&“M paricpan Copy Portal] & Settings

E] Forms

Add the forms that you would like to share on your Portal.

Add a Form

AOTA - Fieldwork Performance

Evaluation Mid-term OTAS 0/1 COMPLETE Performance (-
If 2 FWEs supervise one student, please designate one of them Edit
complete the form.

Rows per Page: 10 v Showing 1-1 out of 1

&8 Participants
Who should be assigned to fill out this Portal?

| Add Participants
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Questions or Support

AOTA Customer Service

customerservice@aota.org



mailto:customerservice@aota.org
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