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Guide for Organization Administrators

Creating an Account:
To get started creating an account for your organization, click “Sign-Up” and then “Organization Admin.”

rtfu | Home About
valuation

Assessment
Made Easy

A platform for educational juried
tud art nent and

exhibition. Give your teachers and

students the recognition they

deserve.

Organizations Teachers Juries

Organizations set up virtual student exhibltions Teachers enter thelr students’ artwork. Adjudicators or Jurors rate the artwork and
for their teachers. h provide feedback to the teachers.
Read Mare. Read

Home About Contact SignU Login
rtful i
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Registration

Artful Evaluation has two different types of users;

Organization Admin Teachers

This is a leader of an organization who will sign up and pay for their Teachers will submit their students’ artwork to the virtual exhibitions that
organization’s subscription, and set up and manage the virtual were setup by the organization admin. If you were told to come here by
exhibitions. This generally includes school district art supervisors or your district art supervisor or another organization asking you to submit
education specialists from museums or other visual arts arganizations. your students’ artwork, choose this option.

I-Iilli pe of user are you?




It will ask you some questions about your organization and have you set up your Organization
Administrator Account.

New Organization Registration

Webcormne, and thank yeu fer signing up your organizatien for ArtfulEvaluation! Pricing information is on our About Page, You'll be asked o choose a
package after filling owt the information below.
Organization Name L|
Address
City
State
Zip
Phone
Website hitpt/
Loga Image We use your organization’s logo 1o "brand” your teachers' entry pages and release forms, customized for your
arganization. We may also feature you as one of our outstanding organizations on the home page. Pleaze click

the button below and select a jpg or png file. If you don't have one available, it's okay, just let us know and we'll
pull one from your website and add It to your account for you later.

Chooss File | No file chosen

Administrator Account Information

I you already have an account on Artful Evaluation with another organization, you can use the same email address and password. Gtherwise, enter the
ermail and password you would like o use e login.

Prafix
First Name
Last Name

Email Address

Password L

Next, click on the subscription plan that works best for your organization. With the exception of the 1-
month trial, all subscriptions are 12 months. Contact us at help@artfulevaluation.com if you need a
shorter subscription term.

Choose Subscription Plan

Description Maximum Teachers Maximum Entries Price

Trial 0 0 $0.00

Basic Plan 50 500 $450.00 @®
Advanced Plan 150 2000 $900.00

Premium Plan 300 5000 $1,800.00

Payment Type select... v

For “Payment Type” choose Credit Card if you are able to pay right away. If you need a Quote, Estimate,
or Invoice, to write a check or do a purchase order, choose either Check or Purchase Order.


mailto:help@artfulevaluation.com

Here, you can print your Invoice, Quote, or Estimate. Select which one you need, enter a PO Number if
you need that printed on the invoice, and then click the Print button. If you paid with a Credit Card, this
will be a Receipt that reflects your payment amount and information.

Thank You! Please print this page and send along with a check for the Amount Due to the address below.
If you need this to be an estimate or a quote instead of an invoice, you can click those options below.
®Invoice
“'Quote
Estimate

PO Number: ‘{optionalj

& Print

'F | The Center for Fine Arts Education, Inc.
rttu 402 Office Plz
Tallahasses, FL 22301

valuation 850-254-0123

-
Invoice
Sample County School District 2/21/2020
1234 Sample St .
| #:4
Sample, AL 33333 rvelee
(000) 000-0000
Quantity  Description Price Amount
1 ArtfulEvaluation.org 450.00 450.00

12 Month Subscription: Basic Plan
50 Teachers, 500 Entries

Payments

No payments have yet been received.

Total Due: $450.00




You should also receive an email with a link to the invoice/quote/estimate page if you need to come
back later after receiving your purchase order.

rtful
valuation

Dr. Sampleln,

Thank you for your subscription to ArtfulEvaluation! We try to make working

with your purchasing department easy... Below is a link to use to print your
Invoice, along with options to print an estimate or quote instead, oradd a P.O.
number.

Invoice for Sample County School District

Save this email if you will need to return to print an invoice with a PO number
on it later. You can add your Purchase Order information directly onto the
invoice using the link above.

If you decide you would rather pay by credit card, you can use the following
link:

Credit Card Payment for Sample County School District

Feel free to forward this to your bookkeeper or anyone else who will need this
information, as no login is necessary to access the links.

If you have any questions or problems, feel free to call us at (850) 254-0123 or
just reply to this email.

Thank youl
The ArtfulEvaluation Team

You have received this message because you are a user of ArifulEvaluation.com. If you feel you have received

this message in error, please forward it to abuse@CFAEFL org.

The Center for Fine Aris Education, Inc.

Login:

Once you're logged in, you have the option to go to the Organization Administration section, or the
Teacher section. Teachers who are not administrators will jump directly to the Teacher section and will
not be given this choice.

rtful Home About Contact

josh+sample1@cfaefl.org

valuation
Sample County School District

Administration Section



The Admin Home Page:
Sample County School District

Welcome to your new Artful Evaluation administrative portal! Here are some first steps to get started:

1. Add Schools using the "Schools” link below. Your teachers will choose their school from a drop-down list of schools listed on that page. You will
be able to import from an Excel spreadsheet to make it as easy as possible.

2. Setup Release Forms using the "Release Form" link below. This will allow your teachers to generate a PDF release form for each entry pre-
populated with the student's information and artwork, ready to print and send home for parent/guardian signatures.

3. Add an Exhibiton using the "Exhibitions" link below.

Sample County School District
1234 Sample St
Sample AL 33333

(000) 000-0000
http://sample.com ‘
Allow Teachers to Track Release Forms

Edit Organization Info

0 Users Registered
0 Total Entries
Your subscrption allows for 50 users and 500 entries.

Link for Teachers To Register for their Account:

Lo 50 o

Copy Link

They will only need this link once. After they create their account. they should then bookmark ArtfulEvaluation.com te login in the future,

Exhibitions: Exhibitions are the shows your teachers enter their students' artwork into. This is where
you set up the dates, judges, and other parameters for each exhibition, and view/download artwork and
reports.

Schools: For consistency and to avoid duplicates, teachers select their school from a drop-down list
when they register. Use this page to add, edit, or delete schools in your organization. You can import
them from an Excel file or add them using a form.

Documents: Upload documents that your teachers can download from their home page. This could be a
copy of your Rubrics, a guide to photographing artwork, or any additional forms or documentation they
may need.

Change Logo: Your organization’s logo appears on your teachers’ home page and on the release form
that is generated for each entry. You can upload a different version of it here.

Users: A list of the teachers that have registered, along with their email and school(s). You have the
ability to reset their password or change the schools that they have selected.

Release Form: This is where you can enter the text for the automatically-generated release form.
Sample text has been added for you, but you can change it here and test out the form.



Link for Teachers to Register: This is the URL for teachers to initially set up their username and
password and choose their school(s). They will only need to use it once—once they are registered, they
should just go to ArtfulEvaluation.com to login. Click the “Copy Link” button to copy and then paste it
into an email to them or paste it to your organization’s website.

Exhibitions

This is the page that will list all of the exhibitions you add. Click “Create New” to set up a new exhibition.
Once you have added exhibitions, a title to view or edit its details and entries.

Home About Contact REJ-4:i
rtful &
web@cfaefl.org

valuation

Exhibitions

‘ Create New Exhibition |

Creating a New Exhibition:

Title [

Description

“

Please Note: for deadline dates, if you enter a date with no time specified, it will
default to midnight on the morning of the date you enter. If you want your deadline
to be midnight the night of your deadline, you must specify a time of *11:59 PM"
after the date.

If you want your judges to be

Date & Time Open for Entries MM/DDAYYYY HH:MM AM .
able to enter scores with
Date & Time Entry Closes MM/DDAYYYY HH:MM AM
N decimals, leave this unchecked.
Date & Time Adjudication Opens MM/DDAYYYY HH:MM AM
If you want them to only use
Date & Time Adjudication Closes MM/DD/YYYY HH:MM AM

the whole numbers on your
Rubric, check this box.

Require judges to use whole numbers ©
Maximum Score a judge should give 0.00
Maximum Entries Per Teacher
Price Per Entry (optional)
Price Per Teacher (optional)

Limit to One Entry per Student '/ .
Supporting Documents are
Require a supporting document ©

upload different than the Release
Narme of the Supporting Documerit To Forms. All teachers will be able
to track their release forms
regardless. This is just in case
# there is another form you need
the teacher to upload for each
entry.

Disclaimer Text

Invoice Text



Once you enter and save all of this information, you can specify the questions you want to ask about

each entry on the “Additional Questions” page.

If there are any data fields you need to collect about each entry that are not included in the standard
fields, you can add them as “Additional Questions” that will be included in the required fields that the
teachers must answer when they enter each entry. They can be either “Yes/No” or free-response text

questions.

Additional Questions 2019 Elementary 3rd - 5th Grade Exhibition at Polk Museum of Art

For each entry, we ask for the following information:

School

Student First & Last Name
Grade

Age

Artwork Title and Year Created
Medium

Description

Dimensions

If you would like to ask additional questions for each entry, enter the questions here.

Question Text | |
Question Type select... v
Add Question
Question Type Question Text
Text Copy and Paste the student's Artist Statement here
Yes/No Consider for the Live Exhibition?

Finished Adding Questions

Your exhibition is now set up and should appear in your list of Exhibitions. If it’s after the date and time
you chose for “Date & Time Open for Entries,” it should also appear in the Teachers’ list of exhibitions to

enter. Click the Title of the exhibition to manage it.

Exhibitions
Create New Exhibition
Title Opens
2019 Elementary 3rd - 5th Grade Exhibition at Polk 08/28/201911:00 AM

Museum of Art

This is a Districtwide Exhibition of 3rd through 5th Grade Artwork held at
the Polk Museum of Art. 3-5 Elementary Exhibition Exhibition Dates:
November 16 - January 5, 2019 Reception: November 16, at 11 am. & 1
p.m. Artwork UPLOAD DEADLINE: October 20 Accepted List Posted:
October 23 Accepted Artwork Due to Museum: November 28

U Include Previous Years

Closes

10/23/2019 12:00 AM



Click the title of the Exhibition to get to its “Details” page:

2019 Elementary 3rd - 5th Grade Exhibition at Polk Museum of Art

Description This is a Districtwide Exhibition of 3rd through 5th Grade Additional Questions
Artwork held at the Polk Museum of Art. 3-5 Elementary
Exhibition Exhibition Dates: November 16 - January 5, ListE
2019 Reception: November 16, at 11 a.m. & 1 p.m. Artwork
UPLOAD DEADLINE: October 20 Accepted List Posted: Track Release Forms
October 23 Accepted Artwork Due to Museum: November

28 Setup Judges
Date & Time Open for Entries 08/28/2019 11:00 AM

Date & Time Entry Closes 10/23/2019 12:00 AM
Date & Time Adjudication Opens 11/11/2019 07:30 AM
Date & Time Adjudication Closes 02/29/2020 12:00 AM

Reports

Edit Exhibition Info

%
3 3

Require judges to use whole numbers +
Maximum Score a judge should give 4.00

Show Scores to Teachers after judging
Deadline

Show Comments to Teachers after
Judging Deadline

-

Maximum Entries Per Teacher 15
Price Per Entry
Price Per Teacher
Charter School Price Per Entry
Charter School Price Per Teacher

Limit to One Entry per Student ~

Require Supporting Document?
Supporting Document Name

Disclaimer Text

Invoice Text

Click “Edit Exhibition Info” if you need to change anything about the exhibition you entered previously.



Click “List Entries” to see what the teachers have entered:

2019 Elementary 3rd - 5th Grade Exhibition at Polk Museum of Art

Total Entries: 275

Elementary: 274

Middle: 0
High: 0
Date Entered  Schocl Student Artwork Title Photo Average  Accepted
Score
S/11/2019 Padgett Elementary L Self-Portrait, 2019 | 4.000 L
3:07:40 PM Ariel jones Grade: 3 Oil Pastel : e
Age: 8 )
9/11/2019 Padgett Elementary Jortean iafEes Self-Portrait, 2019
31319 PM Ariel jones Grade: 3 il Pastel
Age: &
104172019 Lincoln Avenue T A Sunny Salling Day, 2019
12:05:07 PM Academy Grade: 5 Ol Pastal
Julie Stone Age: 10
SN201% Padgett Elementary : : My Mad Self, 2019
110:53 PM Ariel jones Grade: 3 ol Pastel

Age: B

Click a column heading to sort by that column. After judging occurs, this page is sorted by default with
the highest average scores first.

Click the “Comments” link to read each judge’s comments.

Click a photo to view the full-size image of that student’s art. If multiple photos were uploaded, you’ll
be able to see them all by clicking on that photo.

Click the “Accepted” checkbox after judging for the students who have scored the best, based on your
own organization’s criteria. You'll be able to sort reports, downloads, and the public show based on this
“Accepted” checkbox.



Setting Up Judges

From your Exhibition Details page, click the “Setup Judges” button to get to your list of adjudicators for
this exhibition.

Judges 2019 Elementary 3rd - 5th Grade Exhibition at Polk Museum of Art

Add judge

Judge Name Email Grades Judge Progress
Josh Bula web@cfaefl.org K1.2,3456,7:8.910,11,12 5/274 Edit | Delete
Nancy Puri R K1.2,3456,7:8.910,11,12 0/274 Edit | Delete

Click the “Add Judge” button to add a judge

Add Judge

Enter the judge's information below. If they do not already have an account with ArtfulEvaluation, an accountwill be created and they should use the
"Forgot Password" link on the login page to create thelr password.

First Name 8]

Last Name

Email

crades () CEEICEDICED
K B1 02 03 04 05 U

Fill out their information, and check the grades of the students for which you would like them to judge.
You can click the buttons above the row of checkboxes to easily check all the Elementary, Middle, or
High School grades.

If the judge you added is already a teacher or administrator registered for an account, the links to judge
will appear on their home page after they login.

If they do not already have an account, you will need to ask them to go to ArtfulEvaluation.com, click
“login” and then click “Forgot Password.” They will then enter their email address to receive an email to
set/reset their password.

After the judges complete their adjudication, the “List Entries” page will be sorted with the highest
average scores on top.



Release Forms

PDF Artwork and Photographic Release Consent Forms Rrorkand Photographic Relosse CorsentForm =
can be generated and printed by the teacher for student T

and parent signatures. They are pre-populated with the A o e N
student’s name, information, and an image of the ey

artwork. — o -
Customization:

From your organizations’ main page, click the “Release E

Form” button to customize the text that is printed on this | SESFues =

form. A Tyims Taiephons Ry

Release Form Tracking: e e e
Tracking the release forms that students return will help

you manage which entries can be included in the =
“Download Artwork” download page, and it will also be a =

column in the Excel export that you can use to sort and o
filter with. (AN e e

As the organization admin, you can choose to have the

teachers track their own students’ release forms, or you

can collect all of the forms from all of the teachers and track

them yourself. You can set this on your main organization admin page, click the “edit” button and either
check or un-check “Allow Teachers to Track Release Forms.”

ki Sample County School District

1234 Sample St
Sample AL 33333
(000) 000-0000
LitpresammpIe.comn
Allow Teachers to Track Release Forms

Change Logo

g
)

[Edit Organization Info

From an Exhibition’s page, click “Track Release Forms.

= Back

Track Release Forms

Enter the Entry ID or scan the barcede on the form to record that the form has been received.

B)

You or the teacher can then either enter the numbers under the barcode on the form, or if you have a
USB barcode reader you can just scan the barcodes of all the forms. A list of the entries that have been
entered or scanned will appear on that page.



Downloads and Reports

To download an Excel file of all
the data, including average
scores and the answers to any
of the “Additional Questions,”
click the “Reports” button from
the Exhibition Details page. You
have the option of downloading
several reports.

To download the image files of
the artwork, click the “Download
Artwork” button from the
Exhibition Details page.

+ Back

2019 Elementary 3rd - 5th Grade Exhibition at Polk Museum of Art

Date & Time Open for Entries 08/28/201% 11:00 AM
Date & Time Entry Closes 10/23/2019 12:00 AM

Date & Time Adjudication Opens 11/11/201907:30 AM
Date & Time Adjudication Closes 02/259/2020 12:00 AM

valuation

Description This is a Districtwide Exhibition of 3rd through Sth Grade
Arowark held at the Palk Museum of Art, 3.5 Elementary
Exhibition Exhibitio 16 - January 5,
2012 Reception: M. Tpm
UPLOAD DEADLINE:

October 23 Accepted Artwork Due to Museum: Novemnber
28

Require judges to use whale numbers

Home About Contact

Reports 2019 Elementary 3rd - 5th Grade Exhibition at Polk Museum of Art

All Entries, All Data
Accepted Entries Only

Teacher/School Summary

Judges Detailed Score Report [[BXa=IRU=Iilolal

Download Artwork

Grade Levels

Image Size

Minimum Average Score

Download All 'Accepted' Entries, Regardless of [
Score

Include Entries Without Release Forms [

Grade Levels: Elementary (K-5), Middle, (6-8), or High (9-12).

Image Size: “Small” will be a maximum of 500 pixels wide, good for web display. “Large” will be the

original full resolution image uploaded by the teacher, best for print use.

Minimum Average Score: Enter a minimum score here, or zero (0) to download them all.

‘Accepted’ Entries: You can mark entries “Accepted” using the checkboxes on the List Entries page. If
you check this option here, it will download all artwork for entries that have their Accepted checkboxes

checked.

The downloaded file will be a .zip file that contains all of the .jpg files of the artwork.




Public Gallery and Slide Shows

You can create a public show that includes a gallery view and a slideshow of the submitted artwork. A
public link will be generated that you can use to share on social media or your organization’s newsletter
or website.

Go to an Exhibition, click “Edit Exhibition Options,” and scroll down to the “Public Show Options”
Section.

Public Show

The public show is a way to publicly display the artwork from your show. A link will appear on our home page, or you can link
to it from your own web page or send the link to your supporters and stakeholders.

Open Public Show Z

Show Student Name in Public Show ¢ Note: For student privacy, students' last names will not be included. Only their First Name
and Last Initial will be displayed.

Show Schools in Public Show td
Show Scores in Public Show td

Artwork To Include All Accepted Entries

3.00 Minimum Score
Description to show for the Public This is a District-wide Exhibition of 3rd through 5th Grade Artwork held at the Palk
Show Museum of Art in November of 2019.
#
Save Changes

Open Public Show: check this checkbox to indicate that the show is open. If you un-check this, it will
shut down the show and no longer allow anyone with the link to watch it.

Show Student Name: this will display the student’s first name and last initial underneath their artwork.

Show Schools: this will display the student’s school and teacher’s first initial and last name underneath
their artwork.

Show Scores: this will display the average score that the adjudicators gave the entry

Artwork To Include: You can either include all “Accepted” entries, or specify a minimum average score.
If you have marked entries “Accepted” on the List Entries page, you can check this box and it will only
include those entries you’ve marked as Accepted. Otherwise, you can leave that unchecked and specify
a minimum average score to include in the public show. To include ALL artwork that was submitted
enter a zero (0) for the minimum score.

Description: This is a short description or introduction that will be displayed at the top of the public
show gallery and on the opening slide of the slideshow.



When you save your changes and go back to the Exhibition page, scroll down and you’ll see the link to
the public show:

Public Show Options
Open Public Show
Show Student Name in Public Show
Show Schaools in Public Show #
Show Scores in Public Show «
Artwork to Include All Entries Marked "Accepted'

Description to show for the Public Show This is a District-wide Exhibition of 3rd through 5th Grade Artwork
held at the Polk Museum of Art in Novemnber of 2019.

Public Show Link | \c.//localhost/Entries/PublicShow/3065eab3-chs6-4a61-a2df
View Public Show

Click the “Public Show Link” box to copy the link to your clipboard, so you can then paste it somewhere
else such as social media, an email newsletter, or a link on your organizations website.

Click the “View Public Show” link to see a preview of how it will look to the public. It starts out in Gallery
Mode, where the viewer can view thumbnail images, search for their students or school, and click
images for full-size versions:

r tf u | Home About Contact
. woetiiclaed] org
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2019 Elementary 3rd - 5th Grade Exhibition at Polk _ g

Museum of Art F‘}ﬁ H:RTS

This Is a District-wide Exhibition of 3rd through Sth Grade Artwork held at the Polk Museum of Art in November ST .

of 2019. Polk County Schools Fine Arts

=

1 E W
Springtime Paradise
Jillian |




Click the Slide Show button for the slide show:

2019 Elementary 3rd - 5th Grade
Exhibition at Polk Museum of Art

This is a District-wide Exhibition of 3rd through 5th Grade
Artwork held at the Polk Museum of Art in November of 2019,

The viewer can click-and-drag or swipe to the left and right to advance through the slides, or it will
automatically advance on its own and loop continuously.

Also, notice the “Full Screen” button in the upper right corner to view the slideshow full-screen and hide
the browser’s address bar.

Support

If you need any help or have any questions, feel free to email us anytime:
Help@ArtfulEvaluation.com

During normal business hours you will receive a reply as soon as possible, usually within less than an
hour.



	Creating an Account:
	Login:
	The Admin Home Page:
	Exhibitions
	Creating a New Exhibition:

	Setting Up Judges
	Release Forms
	Release Form Tracking:

	Downloads and Reports
	Public Gallery and Slide Shows
	Support

