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Faculty: How to Complete Evaluations

1. To complete evaluations, faculty must login to MedHub. Reminder emails are delivered every
Tuesday at 8am. This email is not a direct link to the evaluation. It is a link to MedHub that
requires all users to login. After logging in, MedHub will show users the home page. Please
select the evaluations tab.
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Figure 1 MedHub Homepage

2. Theevaluations tab will show both incomplete and completed evaluations. Select the
evaluation you would like to complete.
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Evaluations

Incomplete Evaluations Completed Evaluations

Final Course Evaluations

Test Student, Tasha - C-Final Grade Form - Medicine Clerkship (FINAL)

AMA Test Course (6/1-8/17/2023) 9/7/2023 a/o

Evaluation Requests

(no requests)

Note: if delivered an evaluation in error, remave it by clicking the link {sbove) and then cicking the "Insufficient comtact to evaluate” link at the top of the form

Home | myProfile | Schedules | Procedures | Evaluations | Conferences | Hels
mecnub = .

Copyright ® 2002-2023 MedHub, Inc. — All Rights Reserved  User Agreement | Privacy, Policy | My Privacy Choices | CA Privacy Notice

Figure 2 Incomplete and complete evaluations tab selection

3. Theevaluation will show a picture of the student on the top right. Read and answer the
questions on the evaluation.

Evaluations Form

[TesT Studont, Tasha - C.FHWl Grixde Form - Madicing CIOKEhip [FINAL]

[Evatustor: Or. Testt, Facuty 4
(Conirse Name. AAA Test Coursa
|Gourse Dates: 61 - 81772023

[Course: ARA Test Course
Rotation: 0101-0847:23
Hesue Date 9772023

1 have NOT proviced of been Involve n direct medical care for s Stugent, 1o Bie best of my koulesge *

{na esponsas)
1

Figure 3 Beginning information of evaluation

4. Any question with an asterisk is a required question.

TEAMWORK SKILLS
A competent 3rd year student in this domain:

= Shows respect towards team members and clinical staff using verbal and non-verbal communication (€.9. avoiding inappropriate ¢
= Integrates into team function by being prepared, completing assigned tasks and volunteering

« Demonstrates an understanding of roles and responsibilities of interprofessional team members
» Communicates effectively with interprofessional team members

= Proactively keeps team members informed and up to date

=

Figure 4 Required Asterisk

5. There are three options at the bottom of the evaluation: Reset Form, Save and Finish Later,
and Submit Completed Evaluation.
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Rezet Form Save and Finish Later Submit Completed Evaluation

Figure 5 Evaluation Form Ending Options

Reset Form will automatically erase all the information the user has entered.

Save and Finish Later will save all entered information and the evaluation will be identified as
partially complete. The user can return the evaluation at another time.

Submit Completed Evaluation will mark the evaluation as completed. Users will no longer be

able to make edits. If edits need to be made, contact the course administrator.

When you have successfully completed an evaluation, MedHub will return the user to the
evaluation tab. A green banner will appear identifying the evaluation information was saved.

Evaluations

Incomplete Evaluations Completed Evaluations

@ Evaluation information saved

Final Course Evaluations

(no requests)

Evaluation Requests

(no requests)

Mote: if delivered an evaluation in error, remove it by clicking the link (above) and then clicking the "Insufficient contact to evaluste” link at the top of the form

T - Home | mubrafile | Schedilas | Procadures | Fualuations | 0 | b

Figure 6 Evaluation Information Saved
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7. Therecently completed evaluation will now appear in the completed evaluations tab. A read
only view will be provided if the user chooses to select the evaluation. No edits can be made to

the completed evaluation.

Completed Evaluations

Incomplete Evaluations Ceompleted Evaluations

Date range (issued and completed)

| 8] |

Show | 25 | entries

Test Student, Tasha - C-Final Grade Form - Medicine Clerkship (FINAL),

Test, MP - C-Final Grade Form - Medicine Clerkship (FINAL)

Test, Student 1 - BUSM PRE-CL FRKSHIP FINAL GRADE FORM (FINAL)

Test, Student 2 - BUSM PRE-CL ERKSHIP FINAL GRADE FORM (FINAL)

Test Student, Isaque - BUSM PRE-CI ERKSHIP FINAL GRADE FORM (FINAL)

Test, Student 3 - BUSM PRE-CLERKSHIP FINAL GRADE FORM (FINAL)

Showing 1 to & of 6 entries

Figure 7 Completed Evaluation section
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