AIMS: Introduction to the Online BOE Report for All Team Members

· The term “section” is used throughout the directions to refer to the Introduction, Conceptual Framework and Standards of the BOE Report.

· Bold has been used to indicate a clickable item on a page or menu, quotes “   ” to indicate a non-click location on a web page, and italics to indicate a section of the BOE Report. Where appropriate pictures of web pages or icons have been provided.
· Icons that are used: Download 
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Comments posted are older than 30 days [image: image6.png]



Accessing AIMS

Beginning with fall 2008 visits, Board of Examiners (BOE) members will write the BOE Report in NCATE’s Accreditation Information Management System (AIMS). To access the Online BOE Report, type aims.ncate.org into the address line of your Internet browser or go to the NCATE home page and click on Member Login. To log into the system, you will need your Login ID, which is your email address, and Password from NCATE. After logging in, the “AIMS Main Menu” on the left gives you access to “Accreditation Information” about the institution that you are visiting, including the “Unit,” “Programs,” and “Annual Report” (see screen shot below).
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Locating the Online BOE Report

When you click on Visit Reports, the screen will indicate the reports that team members and the institution will be using before, during, and after the visit.  If a document is blue and underlined, you can open it. After you have accepted a team assignment, you will be able view the “Previous Accreditation Action Reports” (click on the icon(s) [image: image11.png]




 icon to the right of BOE Report-First Draft in the upper section of the “Visit Reports” page.  (Not shown here because the chair has not started writing.)[image: image10.png]




 icon to the right of their names.  To read (only) the chairs report click on the [image: image9.png]




 in the right hand column).  Chair and non-chair team members write and edit their reports slightly differently.  Non-chair team members click on his/her name in the “Individual Team Member Reports” list at the bottom of the page (see screen shot below).  This is where the team member will write and edit his/her portion of the BOE report.  Other team members’ names will appear in the list and can be read (only) by clicking on the 


 in the right hand column), and after it has been submitted, you can open the “Institutional Report” (click on the icon 
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The NCATE team chair will always write and edit her/his portion of the BOE report by clicking on BOE Report-First Draft in the upper section of the “Visit Reports” page.  The chair can also read (only) other team members’ reports by clicking on the 


 icon to the right of their names under the “Individual Team Member Reports” list.

You will have access at different times through the accreditation process to the following documents on the screen above:

1.
Institutional Report:  A PDF version of the IR that can be read online or printed. In the screen shot above, the institution has submitted its IR.  It appears as an upload icon 


in the right hand column.  
2.
Most recent previous actions: Reports of accreditation actions taken by the UAB after the previous BOE visit. These reports will indicate the areas for improvement cited at the last visit.  They appear as upload icons 


 in the right hand column.
3.
BOE Report – First Draft: This document is used by the team chair to compile the sections of the BOE report written by different team members.  It is the document that will be edited during the last meeting of the team and edited further by the team chair before submitting it to NCATE for staff editing. Team members can communicate about the report using the comment icon 


 to the right of the document.
4.
BOE Report – Staff-edited: This document will include the edits made by NCATE staff. Staff comments and recommendations on the substance of the 1st draft can be accessed by clicking on the icon 


 to the right of the document after notification that staff has completed the editing.
5.
BOE Report – Second Draft: The team chair will create this document after making changes recommended by team members and/or NCATE staff. 

6.
BOE Report – Factual Corrections: The document icon, which will appear in the column on the right, is the institution’s list of factual corrections that the chair could choose to incorporate in the final draft of the BOE report. 

7.
BOE Report – Final: The team chair incorporated the factual corrections from the institution as appropriate and finalized the report. 

8.
Rejoinder: The document icon, which will appear in the column on the right, is the institution’s response to the final BOE Report. 

9.
Chair Response to Rejoinder: The team chair has the opportunity to respond to the institution’s rejoinder in this document. 
10.
Individual Team Member Reports: These are the reports written by individual team members that will be compiled to create the full team report.
Features of the Online BOE Report
Most of your writing in the Online BOE Report will be in textboxes. You can write directly into a textbox or copy and paste text from a word processing document. For each element of a standard, you will also have to indicate whether you were able to validate the information in the IR, the rubric level at which a standard element has been addressed, and the team’s recommendation about a standard being met/not met. For the IR validation, the team is asked at the top of the response for the standard the following question:
1. Information reported in the institutional report for Standard 1 was validated in the exhibits and interviews. (If not, provide an explanation.) 
	Yes
	No
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In the other cases, the team will have a drop-down box from which to select the appropriate response. For example, the team must indicate the rubric level at which the unit is addressing a standard element as shown below. When you click on the ( in the box, you will have the option of selecting “Unacceptable,” “Acceptable,” “Target,” or “Not Applicable.” To indicate whether the standard is met at the end of each standard section, you will be able to select in a drop-down box: “Met,” “Not Met,” or “Not Applicable.”

1a. Content Knowledge for Teacher Candidates

	 

	Content Knowledge for Teacher Candidates - Initial Teacher Preparation
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	Content Knowledge for Teacher Candidates - Advanced Teacher Preparation
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Spell Check in the Online BOE Report
Unless you are using Firefox, the AIMS template does not do a spell check. If you are using Internet Explorer, it is recommended that you type your report in Microsoft Word (or other word processor) and then copy and paste the report into AIMS. 
If you would like to be able to type your responses directly in the texboxes of the Online BOE Report and be able to spell check your work, you can download Firefox for free at http://www.mozilla.com/en-US/. If you plan to use Firefox, it is highly recommended that you do this download and practice using Firefox at home before you begin writing your report. Some people report finding a number of glitches if they have not previously used Firefox. 
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