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The following pages will provide step by step instructions for a principal to conduct an evaluation 
on a teacher, conduct a self evaluation, and conduct an evaluation on an assistant principal.  

Login Page 
 
 
Log into: https://mxweb.media-x.com/home/ncval/ 
Type in the username that was provided to you (all lower case) 
Type in the password that was provided to you: 123456 
Click Login 
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Profile and Settings 
 

You will only need to complete the profile and settings changes one 
time. These steps are all completed online.  
 

 
 
Click on the Profile icon 

 
 

 
 
Click on the Change Password icon 

 
 
 
 
Type in the original password (123456) 
Type in a unique password for yourself that is six characters long and contains a number and a 
capital letter. 
Click Save 

 
 
 

 
Click on mxWeb 
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Click on Settings 

 
 

 
 
Use the drop down menu to choose your Spell Checker Dictionary to English (US) and change 
your Time Zone. 

 
 

 
 
Click on the Save & Exit icon. 

 
 
 

 
 
Click on the NC Educator Evaluation System icon 

 
 

 
 
Read and accept the End User License Agreement 
This occurs on your first login only. 
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Directions for completing the Teacher Evaluation 
 
To complete an evaluation on a teacher, you must login to the system. All of the following steps that 
have the NC Educator Evaualtion System icon next to them are completed using the online system. 
 

 
Click on the NC Educator Evaluation System icon 

 
 

 
 
Click on Evaluate/Report 
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Click on Evaluations 

 
 

 
 
Click on the Evaluatee Task tab to see if the teacher has completed their Self Assessment and 
shared it with you.  
 
When the Evaluatee Task is viewed, the tab is dark blue and you will see four boxes: Self 
Assessment, Peer Observation, Artifact, and Journal. 
 
To view a Self Assessment that a teacher shared with you, click on their name in the Select Teacher 
area. Click on the name of the Self Assessment to view it. 
 

NOTE: You may need to use the drop down list in Select a School and/or in 
Select Group if the teachers have been assigned to different evaluators. 
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Click on Rubric for Evaluating Teachers to view the Self Assessment. 

 
 
 
 

 
NOTE: You can print the Self Assessment by clicking on the printer icon. (The print icon will 
open the evaluation in a new window.) 
 
 
NOTE: You cannot make any changes to the Self Assessment. 
 
 

 
Click on the Done icon. 

 
 
 

 
 
To exit the Self Assessment Status, click on the Done icon. 
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To begin a new evaluation on a teacher, click on the teacher’s name in Select Teacher. 

 
 

 
 
Click on the New Evaluation icon. 

 
 
 
 

 
 
 

NOTE: You may need to change the name of the principal (the names autofill from the school’s list 
of principals). 
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OPTION: If you want to send an e-mail to the teacher to notify them of the evaluation, you may 
click in the box next to Yes I want to notify the teacher by email.  
 
 
Note: The e-mail text may be changed by simply typing the e-mail message in the “Email Message 
Content” box. The text will be sent as an e-mail to the teacher. 
You may use the generic e-mail that was set up for your convenience. 

 
 
 

 
 

 
 
Click Next. 
 

 
 
Click Rubric for Evaluating Teachers to begin filling out the evaluation. 
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Click on the Calendar and Clock icon that is located next to <No dates set>. The 
calendar will open (see the next step). 

 

 
 

 
 

Choose the date you are completing the evaluation and then click Set.  

 
 

 
 

Use the drop downs to choose the Start Time (the time you begin the evaluation), Status 
(Probationary or Career Status Teacher), and School Year. 
Note: End Time will be entered at the end of your evaluation. 
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Begin reading and filling out the evaluation by clicking in the appropriate boxes. Once 
you click in a box, a checkmark will appear (see sample below). 
 

 
 

 
 
You may type in Comments, attach a File (.txt, PDF, .doc, .docx, ppt, pptx), include a 
web Link, and check the boxes of Example of Artifacts. 

 

 
 

 

 
SUGGESTION: In the event that you will conduct more than one evaluation, type a date next to 
any comments that you have included.  
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Once you have completed all of the standards for the evaluation, use the drop downs to 
choose your End Time.  
 

 
 
 
 
 

Once you have completed the Evaluation, click on the Save icon.  

 
You may click on the Print icon to print out the Evaluation. 
 

Click on the Done icon. 

 

 
 
 

 
 
Please note, that if you do not completely finish the evaluation, click on the Save icon and it will 
save the information that you have completed. The system will not indicate if you skipped any 
standards. 
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OPTION: You can change the name of the evaluation by clicking on the Pencil icon, typing in 
the new name, and then clicking on the Disc icon. 

 
 
 
 

 
 
 
 

 
 

 
NOTE: It is your responsibility to notify the teacher that their evaluation is complete. The teacher 
will login and view and change the “Tea Status” from Edit Mode to Completed. 

 
 
 

Click on the Done icon. 
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New Summary 
 

 
If you are not on the Evaluator Task tab (dark blue), then click on it. Be sure that the 
teacher’s name is still highlighted. 

 

 
 
 

 
Click on the New Summary icon. 

 
 

 
 
When you choose the Teacher Summary Rating Form (this option takes all of the existing 
rubrics in the system and puts them into a single view to make a final rating), you are creating two 
items: Teacher Summary Rating Form and the Professional Development Plan (three-step plan for 
professional development).  
 
Note: You have the option of creating the Professional Development Plan, without the Teacher 
Summary Rating Form. 
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Choose Teacher Summary Rating Form (if not already highlighted) from the Summary 
Rating Sheet Type drop down list.  

 
Click Next. 

 
 

 
 
Type the Evaluator’s Title in the box. 

 
Choose the correct School Year. The school year must match the school year of the 
other forms that have been completed (teacher self evaluation and the rubric form). 
 

 
 
 

 
After changing the School Year, click the Save icon. 
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View Rubric Form gives you a list of the rubrics that have been completed so that you may see 
the completed evaluations (Principal Rubric and Teacher Self Assessment). Make your selection 
from the dropdown and then click on the Magnifying Glass icon. (The magnifying glass icon 
will open the evaluation in a new window.) 

 

 
 
 

 
Click in the radio button that best demonstrates the performance. You must make a 
selection for every element or you will not be able to sign the form. You will receive an 
error that says, “Some elements are not rated.”  

 
 
 

Once you have completed clicking the radio button for each element, then choose the 
appropriate Overall Rating for each of the standards by clicking in the radio button in 
the Overall Rating line.  
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You may see the ratings from the other evaluations by clicking on the plus symbol. 
The number next to the check mark indicates how many times the element was checked on 
evaluations. 

  
 
 
 
 

After choosing all of the Overall Ratings for the five standards, click on the Save icon. 

  

 
 

 
 
Click on the Principal/Evaluator Signature box. 

 

 
 
 

 
 

After clicking in the box, you will receive a pop-up box that says: “Are you sure you want to sign 
the summary rating form? After signing the form you will not be able to modify it anymore.”  
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Click Ok. 
 
 

 
 
Type in your password to authenticate the form. Click Authenticate 

 
 

 
NOTE: If you do not want to sign the evaluation, click the Save icon before leaving the Teacher 
Summary Rating Form. 

 
 

 
 

 
 
Click on the Done icon. 
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After you complete the Teacher Summary Rating Form, you will see that in the “Summary Rating 
Sheet” box there are now two new items (see below). 

 

 
 
 
 

The Professional Development Plan is automatically generated.  
 

 
 
Click on the title to open the plan. 
 
 

 
 



Online Software Manual for the North Carolina Educator Evaluation System: Principal Page 23 

 
Use the dropdown to select the type of Plan for the teacher (Individual, Monitored, 
Directed). 
 
 
Fill out the Goals for Elements, Activities/Actions, Expected Outcomes and 
Evidence of Completion, Resource Needed, and Timeline with the teacher. 
 

 
 

 
The items listed in Standard(s) to be addressed: are items that the teacher has been marked 
with Developing. Element(s) to be addressed: are the specific items to use when creating the 
goals. 
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At a later time, you will complete the Mid-Year Review and End-of Year Review with the 
teacher. 

 
 
 

 
End-of-Year Review 
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Directions for completing the Principal/Assistant Principal Self Evaluation 
 
Principal / Assistant Principal Performance Evaluations 
 

 
Click on Principal / Assistant Principal Performance Evaluations 

 
 

 
 
Use the Select Group drop down and choose My Self Assessments 

 
Click on New Self Assessment 
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Click Next. (The fields are pre-populated.) 

 
 

 
 
Click on Evaluation Rubric 

 
 

 
 
Click on the Calendar and Clock icon that is located next to <No dates set>. The 
calendar will open (see the next step). 

 

 
 
 

 
Use the drop downs to choose the Start Time and School Year. 
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Begin reading and filling out your self assessment by clicking in the appropriate boxes. 
 
 

 
 
 

 
You may type in Comments, attach a File (.txt, PDF, .doc, .docx, ppt, pptx), include a 
web Link, and check the boxes of Example of Artifacts. 
 

 

 
 
 
 

 
SUGGESTION: In the event that you will conduct more than one self assessment, type a date 
next to any comments that you have included.  
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Once you have completed all of the standards of your Self Assessment, use the drop 
downs to choose your End Time.  

 

 
 
 
 

 
Once you have completed your Self Assessment, click on the Save icon. 

 
You may click on the Print icon to print your Self Assessment. (The print icon will open the self-
evaluation in a new window.) 
 

 
Click on the Done icon. 

 

 
 
 
 

 
 

Once you have completed your Self Assessment, change the Form Status to Completed. 

 
 

 
 



Online Software Manual for the North Carolina Educator Evaluation System: Principal Page 29 

Directions for completing the Principal/Assistant Principal Evaluation 
 

 
Click on Principal / Assistant Principal Performance Evaluations 

 
 

 
 
Use the Select Group drop down and choose the school where the principal / assistant 
principal is assigned. Click on the principal’s name. Click on New Evaluation. 
 

 
 
 

 
Click Next. (The fields are pre-populated.) 
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Click on Evaluation Rubric. 

 
 
 

 
Click on the Calendar and Clock icon that is located next to <No dates set>. The 
calendar will open (see the next step). 

 

 
 
 

 
Use the drop downs to choose the Start Time. 
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Begin reading and filling out the evaluation by clicking in the appropriate boxes. 
 
 

 
 
 

 
You may type in Comments, attach a File (.txt, PDF, .doc, .docx, ppt, pptx), include a 
web Link, and check the boxes of Example of Artifacts. 
 

 
 

 
 

SUGGESTION: In the event that you will conduct more than evaluation, type a date next to any 
comments that you have included.  

 
 



Page 32 Online Software Manual for the North Carolina Educator Evaluation System: Principal 
 

 
Once you have completed all of the standards on the evaluation, use the drop downs to 
choose your End Time.  

 

 
 
 
 
 

Once you have completed the Evaluation, click on the Save icon. 

 
You may click on the Print icon to print the Evaluation. (The print icon will open the evaluation in 
a new window.) 
 

 
Click on the Done icon. 

 

 
 
 

 
 
Change the Form Status to Completed by using the drop down. 
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Click on the Summary Evaluation Rating Form. 

 
 

 
 
Click in the radio button to choose the performance that was demonstrated for each 
standard 

 

 
 
 
 

 
You may see the ratings from the other evaluation by clicking on the plus symbol.  
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After clicking in the appropriate radio button for each of the seven standards, click on 
the Save icon. 

 
Click on the Done icon to complete the Summary Evaluation Rating Form. 

 

 
 

 
 
Click on the Summary Goal Form. 
 
 

 
 
 

 
Complete the Summary Goal Form with the evaluatee. 
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Click the Save icon. 

 
Click the Done icon. 

 
 

 
 
Change the Form Status to Completed. 

 
 

 
 
Click on Progress Toward Achieving Goals.  
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Complete this form with the evaluatee. 
 
 

 
 
 

 
Click the Save icon. 

 
Click the Done icon. 

 
 

 
 
Click on Summary Evaluation Rating Form.  
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Click on the box next to, “The Superintendent/designee and the Principal have 
developed a Professional Growth Plan. 
 

 
 
 

 
Click Ok 
 
 

 
 
 

 
 
Type in your password and click on Authenticate. 

 
 

 
 
Click the Save icon. 

 
Click the Done icon. 
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Change the Form Status to Completed. 

 
 

 
 
Click the Done icon. 

 
 

 
 

Update the Progress Toward Achieving Goals.  
 
 

 
When complete, change the Form Status to Completed. 
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Then the evaluation process is complete, click on Approved and completed by 
evaluator. 

 
 

 
 
The evaluation process for the principal/assistant principal is complete.  
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Evaluate/Report 

Plan Evaluations  
 

 
 

Plan Evaluation 
Choose the school that you want to set the evaluation dates. 
The areas in Search Teachers by Criteria are strictly search fields. 
 

1. Click on the box next to the teacher(s) that you want to schedule their evaluation 
2. Choose the Assign Date drop down list to use the Evaluation Periods that an administrator 

previously set up. 
3. Click on the “Calendar and Clock” icon. The calendar will open. 
4. Choose the date that you want 
5. Click Set 
6. Click Assign Date 



Online Software Manual for the North Carolina Educator Evaluation System: Principal Page 41 

Manage Groups 
 
Manage groups is where you can assign teachers to different evaluators. 
On the left side, click New Group. Type a short version of the group name in the Code (evaluators 
first or last name) and type a Group Name. 
Click on New Group 
Click on the name of the new group 
On the right, choose which teachers should be assigned to the groups.  
Click on the magnifying glass to find out details about the teachers (if the information was input you 
can see their start date of teaching, gender, etc.). 
After clicking on the boxes next to the teachers you want in the group, click Add to Group 
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Manage Evaluation 
 
You may view all of the evaluations that have been conducted at your school. 
 

 
 

 

Schedule 
You may use this if you have your appraisals planned to view them all. 
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Reports 
 

 
 
 
Choose your report. 
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Set-Up 
 

Export Data 
Export allows you to get all of the raw data into a .txt file. You may choose the items that you want 
to export. 
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Settings 
 

 
 
 

Personal 
This generic e-mail was set up for your convenience. The e-mail text may be changed by simply 
typing the e-mail message in the “Email Message Content” box. The text will be sent as an e-mail to 
the teacher.  
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General Settings 
 
There is nothing that a principal needs to do here. 

 
 

Evaluations Period 
 
Set an evaluation period by typing a name in the Period Name box 
Choose a Start Date, End Date, and Eva. Default Date by clicking on the calendar/clock icon 
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Custom Labels 
 
There is nothing that a principal needs to do here. 
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Plan 
 
 

 
 
 

Evaluation Sets 
 

 
 
 
There is nothing that a principal needs to do here. You cannot modify any of these sets. 
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Checklist 
 
There is nothing that a principal needs to do here. 
 

 
 
 
 

Journal Sets 
 
There is nothing that a principal needs to do here. 
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