
AIMS: Directions to Team Member for Writing, Submitting, and Editing

The Online BOE Report in AIMS

I.
Writing the BOE Report
The BOE reports are not written exactly the same for all standards and elements.  For most elements of Standards 1-4 the Summary of Findings for each element of a standard are written separately for the initial teacher preparation and advanced preparation levels (advanced teaching and other school professionals), but for Standards 5-6 the Summary of Findings is typically written for the entire unit.

For Standards 1-4 separate Summary of Findings textboxes are provided for initial teacher preparation (ITP) and advanced preparation (ADV) levels.  If the response is the same for both ITP and ADV levels, do not duplicate your response in each of the textboxes.  Instead, complete the Summary of Findings for one level and in the other Summary of Findings give a brief explanation of why the first response also applies to the second level. For example, if the experience working with diverse faculty for Standard 4 (b) is the same for ITP and ADV levels, the writer should fill in the Summary of Findings for Initial Teacher Preparation and then write a brief explanation in the Summary of Findings for Advanced Preparation. The explanation for the advanced level might be:

“Because the same faculty teach equally at the initial and advanced level, candidates’ opportunity to work with diverse faculty is the same for initial and advanced levels. See the detailed response in the Summary of Findings for Initial Teacher Preparation.”
For Standards 5-6, only one Summary of Findings textbox is provided since the response is typically the same for both the ITP and ADV levels. If separate responses are needed for the two levels, write to both levels in the one Summary of Findings textbox and use subheadings to delineate the responses for the two levels. Even if only one Summary of Findings textbox is provided, the writer must select Unacceptable, Acceptable, Target, or Not Applicable for each element of the standard for both initial and advanced programs.
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. There is a 3000 character limit (one page, typed, single-spaced) for most of the elements. Some of the textboxes in Standards 1, 2, and 4 have 3500 – 5000 character limits. Check the character limits for the elements of your standard before beginning to write. Please note that the character limits are maximums and not requirements. If you are using Microsoft Word you can use word count to check the number of characters before you begin to copy and paste your report into AIMS. (To check the character count in Word 2003, click on Tools at the top of the screen and select Word Count. To check the character count in Word 2007, click on the Review tab, then in the Proofing group click on Word Count [the 123 icon]. The count in AIMS includes spaces between words.)

The Draft button at the bottom of each section of the report creates a PDF format of the entire report, not just your section of the report. If you click the Here button in the message after the PDF has been created, you can view the report in PDF format and can a save a copy to your computer (use “Save As” under the File drop down menu).
As you work, periodically save your document using the “Save” icon ([image: image1.png]


) in the floating menu bar in the upper left hand corner or the Save button at the bottom of the page. To write your section (Introduction, Conceptual Framework or Standard) of the BOE report follow the instructions below: 
1.
Log onto AIMS (aims.ncate.org) using your NCATE ID and password.

2.
Click on Visit Reports.
3.
Click on your name under “Individual Team Member Reports.”  This opens the template for the full report.
4.
Using the drop down menu in the floating tool bar in the upper left hand corner select the section of the BOE report that you are to write. You can also click on Next or Previous at the bottom of each page until you get to the section of the report that you are to write. 
5.
If you are writing the Introduction or Conceptual Framework, enter your report into the BOE template using the steps below.  If you are not writing the Introduction or Conceptual Framework, go on to Step 6. 

a) For the Introduction type or copy/paste your response into each of the four textboxes.

b) Click Next, at the bottom of the page to go on to the Conceptual Framework.
Or
Click Save and Quit to close the report and go back to the AIMS Visit Reports screen. If a dialogue box appears, click Yes.  This will take you back to the AIMS Visit Reports screen. 

c) For the Conceptual Framework type or copy/paste your response into the textbox. 

d) Click Next, at the bottom of the page to go on to the Standard 1.

Or
Click Save and Quit to close the report and go back to the AIMS Visit Reports screen. If a dialogue box appears, click Yes. This will take you back to the AIMS Visit Reports screen. 
e) If you are not also writing to a standard, go on to step 8.
6.
If you are the only person writing to your standard(s), enter your report into your assigned standard(s) of the BOE report template using the steps below.  If two or more people are writing to your standard(s), skip to step 7.  

a) Answer the first question regarding Validation of Information Reported in the IR; if the answer is no, provide an explanation. 
b) Click on ( in the box next to the element and select Unacceptable, Acceptable, Target, or Not Applicable for each level.
c) Type or copy/paste the Summary of Findings for the levels of the element as applicable.  If a level does not apply, type “Not Applicable” in the Summary of Findings.

d) Repeat steps a) through c) for each element of the standard(s) you are to write.

e) At the end of the standard, type or copy/paste the Overall Assessment of Standard (for all levels). If more than one team member writes to a standard, this must be a joint response.

f) At the end of the standard, type or copy/paste the Strengths if applicable. Citing a strength is optional and should be cited only if the unit is meeting some part of an element rubric at the target level.  However, the overall rating for the element does not have to be at the Target level to cite a strength.

g) For each grouping of AFIs type or copy/paste any Areas for Improvement and Rationales. Notice AFIs go in the left hand textbox and Rationales in the right hand textbox. Click on Add a Line if there is more than one AFI.  Be sure to number the AFIs, and to enter “None” as applicable for Corrected, Continued, and New AFIs.

h) Indicate whether the team is recommending Met, Not Met, or Not Applicable at the initial and advanced levels for the standard.

i) Enter any Corrections to the Institutional Report. Corrections to the IR should be of a factual nature such as corrections to tables, percentages, or other findings which may have been inaccurately reported in the Institutional Report.
j) Click Save and Quit at the bottom of the page/

k) If a dialogue box appears, click Yes. This will take you back to the AIMS Visit Reports screen
l) Go to Step 8.
7.
When two or more team members are writing to the same standard, the entire standard (everyone’s contribution) must be entered into AIMS using one team member’s account.  This can be accomplished in two ways.  The team members can combine their written contributions into one Word (or other word processor) document and then the designated team member can enter it into the BOE report template in AIMS using the instructions in Step 6 above.  Or, the designated person using his/her account can copy/paste within AIMS, the written contributions of multiple team members into his/her BOE report template.  Before beginning, review Step 6 above if you have not done so already.  To copy and paste within AIMS, the designated team member should follow the instructions below:
a)
Under “Individual Team Member Reports,” open each team members report.  

b)
Copy and paste the other team member(s) report(s) into the designated team members report. Although a report may be read-only, copying from the report is still possible.

c)
Work together to complete Validation of the IR, Overall Assessment of Standard, Strengths, Areas for Improvement, and Met/Not Met sections. 

d)
Click Save and Quit at the bottom of the page.

e)
If a dialogue box appears, click Yes. This will take you back to the AIMS Visit Reports screen.

8.
To return to your report for editing at a later time, follow steps 1-4 above and edit as needed. 

Under the “Individual Team Member Reports,” the names of other team members (except the chair) are listed. Any team member may view read (only) another team member’s report by clicking on the small icon [image: image3.png]




 icon to the right of BOE Report-First Draft in the upper part of the Visit Reports screen.


 to the right of the person’s name.  To read (only) the chairs report click on the 
II.
Submitting the BOE Report to the Team Chair
Once you have finished writing your section of the BOE Report, it must be submitted so that the team chair can import individual sections into a single report. To submit your section of the report to the team chair, follow the instructions below: 
1.
If you are not already logged on, log onto AIMS and click on Visit Reports.
2.
Under “Individual Team Member Reports,” click on your name.
3.
To get to the last page of the report, use the drop down menu in the floating tool bar in the upper left hand corner to select IV. Sources of Evidence OR click Next at the bottom of each page until you get to IV. Sources of Evidence.

4.
Click Next at the bottom of the Sources of Evidence page. This will take you to the “Thank You” page.
5.
If you are ready to submit your report, click Send Msg to submit it to the team chair who will be notified that your report is complete. If you click Close on this screen, the report will close but NOT be submitted. You will now be back to the AIMS Visit Reports screen.
6.
If you are finished, close the AIMS program.
If you make changes after initially submitting your report, you must resubmit it to the team chair by using these same steps.  Changes and resubmissions must occur before the team chair imports individual reports to create the single BOE-First Draft Report. After individual reports have been imported, edits must be done in the BOE Report -First Draft in the team chair’s AIMS account. If you need to make changes to your section of the report after you have submitted it to the team chair, be sure to check with the team chair first because she/he  may have already begun to edit the full report. 
III.
Onsite Editing of the Full BOE Report-First Draft
· Editing of the full report should be done only after the team chair has imported all sections of the report into a single BOE Report-First Draft document.  Team members will work together to read and edit the report. 

To edit the BOE Report-First Draft follow the instructions below:

1.
If you are not already logged on, log onto AIMS and click on Visit Reports.
2. 
Click on the 


 icon to the right of BOE Report-First Draft. This will be a read-only copy of the full report.
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To get to the beginning of the report, use the drop down menu in the floating tool bar in the upper left hand corner to select Summary.
4.
The team reads and edits the full report together, but only the chair, or a designated typist using the chairs AIMS account makes changes.  The team’s view will be read-only. Team members may read the report on their computers or the report can be projected onto a screen. 
5.
The name of the institution and the “Team Findings” of Met, Not Met or Not Applicable for each standard at the initial and advanced levels are entered.
6.
Click Next at the end of a page to move through the report.

7.
For each level, the team decides on their recommendations of Unacceptable, Acceptable, Target, or Not Applicable for each element and Met, Not Met or Not Applicable for each standard.

8.
After editing is completed, close the AIMS program.
9.
Leave for home!

After returning home, BOE members can view the report at any time by logging onto AIMS and clicking Visit Reports and then clicking on the icon 


to the right of BOE Report-First Draft. Keep in mind this will be a read-only copy of the full report. 
IV.
Final Editing of the BOE Report-First Draft

After the onsite visit, the team chair edits the BOE Report-First Draft, consulting with team members as needed.  Consultations may be done by using Comments [image: image6.png]


 (or [image: image7.png]


) on the “Visit Report” page or by email.  The directions below are based on using Comments, because Comments can be viewed by all team members and replies can be submitted for everyone to read.  To make the final edits to the BOE Report-First Draft, the BOE team member should follow the instructions below:

1.
If you are not already logged on, log onto AIMS and click on Visit Reports.
2.
Click on the Comments icon [image: image8.png]


 to the right of BOE Report-First Draft to see if the chair or a team member has submitted questions or comments.
3.
Type comments as needed.  You cannot save your comments and return to them later.  Therefore, you should type them in Word (or other word processor) and copy/paste them into the Comments screen.
4.
Click on Submit at the bottom of the Comments box to post your comments.  Other team members are NOT notified when comments are posted.  It is highly recommended that an email be sent to team members when it applies to them.
5.
Click Cancel to close the Comments box.  Be sure to submit before you cancel.
6.
Close the AIMS program when finished.
After the chair has edited the report it will be submitted to NCATE for review. At that time, team members will be notified to review the report and submit any changes that need to be made.
V.
Editing the BOE Report-Second Draft
After NCATE staff has completed its editing of the BOE-First Draft Report, the team chair, team members, and state contacts will be notified that the staff-edited version can be accessed in AIMS. Questions and recommendations about the content of the BOE report can be accessed by clicking on the Comments icon [image: image9.png]


 to the left of BOE Report-Staff-edited. Your team chair may ask you for information or assistance in editing BOE Report–Second Draft, which will be submitted to the institution for factual corrections.

Congratulations! You have finished the Online BOE Report.
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