HOW TO USE E*VALUE
THE DEPARTMENT OF MEDICINE’'SWEB-BASED EVALUATION SYSTEM

Y ou will receive an email whenever evaluations have been prepared that you need to complete. Y ou will continue
to receive reminder emails until you have completed all evaluations assigned to you.

Y ou can use E*Value from any computer with internet access. If you use Netscape for your internet browser, you
must have version 4.04 or greater. |f you use Internet Explorer for your internet browser, you must have version 4.0
or higher. If you are unsure of what version you have, or if you need to download a higher version of either
browser, instructions for determining the version and for downloading a higher version are on the back of this sheet.
If you have the right browser, and are still having trouble accessing E*Value, please see the “ Cookie Settings”
section on the back of this sheet.

Y ou will find the UCSF Department of Medicine E*Value system at https://www.e-value.net. If you should
find difficulty accessing E*Value through the above address, please use the alternate address at
http://www.advancedinfor matics.com/evalue.

Thefirst thing you need to doissignin. You will be asked for a UserName and Password. In most instances, your
UserName is the same as your email username (for example, if your email address is megan@itsa.ucsf.edu, then
your UserName is megan). When you first access the system, your password will be the same as your UserName.
YOU SHOULD CHANGE YOUR PASSWORD AS SOON ASPOSSIBLE TO ENSURE MAXIMUM
SECURITY FOR THE E*VALUE SYSTEM. Onceyou log into the system, one of the options on the menu bar
on the left-hand side of the screen is* Password Change.” Click on that button, and follow the directions to change
your password.

If your UserName and password don’t seem to be working, don’t worry. In some instances, there was more than
one person with a given UserName, so a different UserName was assigned. Or it could be that you have more than
one email account, or have forgotten your UserName and password. It’s easy to request thisinformation from the
system. On thelogin screen, there are instructions about what to do. Y ou enter your email address and click on
“Request Password,” and the system will check to make sure you’ re avalid user and then send your UserName and
password to your email address. If that doesn’t work, contact the E*Value Administrator at 502-1522 or at
evaladmn@medicine.ucsf.edu for assistance.

After you log in, you will see ascreen that shows how many evaluations you have pending and how many you have
completed.

To complete evaluations, click the “Pending” button in the Evaluations submenu on the left side of the screen. You
will be presented with all the evaluations for which you have pending. To complete an evaluation, click on the Edit
Evaluation. If you feel it isinappropriate for you to complete a particular evaluation (because, for example, you did
not work with that resident), you may suspend the evaluation. Y ou will be asked why you are suspending the
evaluation, and your response will be forwarded to the E*Value Administrator.

Within the evaluation, some of the questions may have “pull -down” boxes with a number of options to choose from;
some may be numbered scales where you click on the appropriate rating; many will have comment boxes. You are
encouraged to provide comments whenever appropriate so that your feedback will be as useful and meaningful as
possible. You are also strongly encouraged to provide commentsto explain any low scores (4 or below) you may
have given. In addition, most of the evaluations contain a non-mandatory confidential comment box to enter
comments you feel necessary to report but wish to keep anonymous. These comments will also be forwarded to the
E*Vaue Administrator whom will then forward the comments to the appropriate faculty member.

Please keep in mind that these evaluations are an ACGME requirement and are designed to help facilitate each
other’slearning. These web-based evaluations are NOT to replace face-to-face feedback.

E* Value saves each response as you enter it. Y ou can also choose to save the entire evaluation and return to
complete it later by clicking the “ Save for Later” button.

When you have completed an evaluation and would like to submit it, click the “ Submit” button. Some questions are
mandatory. If you submit an evaluation without answering all of the mandatory questions, E*Value will aert you.
When you return to the evaluation to complete it, missed mandatory questions will be highlighted in red.



Y ou can go back and review evaluations you have already submitted by clicking on the “Completed” button in the
menu on the left -hand side of the screen and choosing an evaluation from the list of completed forms.

E*Value haslots more to offer: you can view reports of evaluations submitted about you aswell. Click on the
“Reports’ button on the left-hand side of the screen and follow the instructions to view feedback. (In accordance
with ACGME requirements that evaluation of faculty be confidential, faculty members may only see aggregated
information. UCSF will soon adopt this policy for its residents and students. Effective date is not specified.) For
the time being, you may still view individual evaluations of yourself including identification of the evaluator,
however, you will not be able to view evaluation information submitted about you by ateam member until you have
completed your evaluation of that team member.

The E*Value Administrator will be happy to answer any guestions you may have about the system. Please call 502-
1522 if you need any assistance.
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To determine which level of browser you have, open your browser program:
From the help menu, choose "About Netscape" or "About Internet Explorer” depending upon which browser you
have. Y ou should see the browser version noted on the screen that appears.

To download a higher version of Netscape:

Go to http://www.netscape.com. Choose the "Browsers" link in the Top Picksarea. If you have Netscape 4.04 or
higher, you may choose to do a Smart Update. If you have alower version of Netscape, you must choose the Full
Download of Netscape Communicator. Choose the appropriate computer format (that is, for Windows computers or
Mac computers). After you click the computer format, click the Download button. Y ou should savethefileitis
downloading (sd_cc32e461en.exe) onto your desktop. Once it has downloaded to your desktop, close Netscape and
any other applications (including Netscape), folders and windows you have open but remain connected to the
Internet. At this point, you should see only your desktop and itsicons upon it. Double click on the
sd_cc32e461en.exe shortcut icon on your desktop. Thiswill begin the process of installing the browser. Follow the
instructions it presentsto you.

If you are downloading this browser over the University network or other high-speed line, this process takes about
5-15 minutes. If you are downloading this browser over amodem, it can take a couple of hours. You may want to
do thislater in the night when the Internet traffic i s |essened.

To download a higher version of Internet Explorer:

Go to http://www.microsoft.com. Choose the "Free Downloads" link, then choose the appropriate | nternet Explorer
version you would like (you need to have 4.0 or higher). Then choose your operating system. For PC users, it will
most likely be either Windows 95 or Windows 98. Choose Internet Explorer. Follow theinstructionsit presents to
you.

Cookie Settings:

In Netscape:
Go to the Edit Menu, choose Preferences, then Advanced Category. Y ou want to be certain that cookies are not

disabled. It doesnot matter if you accept all cookies or only those that get sent back to the originating server. Click
OK.

In Internet Explorer:
Go to the View Menu, choose Internet Options, then the Advanced tab. Y ou want to be certain that cookies are not
disabled. Click OK.

If you have trouble determining if your browser level is appropriate, enabling cookies or downloading a new
browser, contact the Information Systems department at 476-6728 or contact Heather Lewis
(hlewis@advancedinformatics.com) or Mark Guinn (Beeper 612-899-6019) with Advanced Informatics for
assistance.



