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Example Scenario

A teacher starts the school year with a Teacher-Focus. After the teacher filled in their Self Assessment task and

their Evaluator filled in anObservation task (andmaybe some other task data was entered), the decision was
made tomove the Teacher to Comprehensive.

Howdoes the task list end upwith duplicate tasks whenmy Position Level is
switched?

Each Position Level (i.e., Teacher - Focus or Teacher - Comprehensive) is given a pre-set list of tasks in the

Educator Evaluation system.When your Evaluator or another in the district switches the Position Level (in the
scenario above from Focus to Comprehensive), this is what happens to the task list:

1. Tasks from theOLD position level that had been EDITED aremade 'not required' and taggedwith the old

position level name.
2. Tasks from theOLD position level that were NEVER EDITED are removed.
3. Tasks from theNEWposition level are added to the task list.

Example task with 'old position level' tag:

I don't want duplicate tasks. So how do Imerge and clean upmy task list?

Using the "Import Task Info" button, the Evaluator or Evaluatee can import the "old" position level task data

(noted in parenthesis on task) into the new position level task and delete the old task.

Steps to use the Import Task Info button:

Depending onwho filled in the task, the Evaluatee and Evaluator may have to step through this process for the

tasks they have permission to edit/add data.
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Click the setting/gear icon on the task youwant to import the data into. Select 'Import Task Info'

In the pop-upwindow, locate the task with the data and click the + icon.

Awarning appears, reminding you that if there isANYDATAONTHE TASKYOUARECURRENTLYON, ITWILL

BE REMOVED. If this is ok, clickYes, Import the Task.
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Verify all data is copied to the new task that is needed.

If all is copied that is needed, go to the old task and setting/gear icon and choose to delete the task.

For more information on Tasks, visit the TaskOverview&Options Help Article.
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