
Via	Instructions	for	GROUP	OWNERS	
(aka,	Supervisors)	

	
1. Login	to	Via	with	your	WU	email	and	password.	You	will	see	your	courses	–	find	the	

course	that	is	associated	with	the	applicable	field	(you	may	have	a	content	
assessment	as	well	for	the	same	course	–	we’re	working	on	how	things	are	named	in	
Via	for	improved	organization	in	the	future).	
	

	
	
	

From	here	you	can	access	the	time	logs	by	simply	clicking	on	“Log”	on	the	left	side.		
Give	the	system	a	few	seconds	to	load.		
	

	
	
	
To	access	the	actual	assessment,	click	on	the	name	of	the	field	activity	(typically	
there	is	just	one	unless	there	are	multiple	field	assessments	for	a	course).	

	
	

	



	
	

2. After	candidates	submit	their	short	reflection	they	move	to	the	“Awaiting	
Assessment”	column	(a	submission	of	some	kind	is	required	from	the	candidate	to	
move	them	to	the	next	stage	of	the	process	–	at	this	time,	candidates	just	include	two	
learnings	and	one	goal).		
	
The	screen	shot	below	is	the	host	teacher	view	as	well,	except	the	“0/0”	for	them	is	
“0/1”	until	they	do	the	evaluation.		When	you	see	“0/0,”	it	is	your	turn	to	view	the	
host	teacher	evaluation	(the	system	is	not	waiting	on	anything	further	from	the	
candidate	or	host	teacher).		Click	in	the	box	for	the	activity	submission	to	open.	
	

	
	
	
	

3. You	will	not	automatically	see	the	results	of	the	host	teacher	evaluation.	Go	to	
“Assessment	History”	at	the	top,	click,	and	chose	the	host	teacher’s	name.	

	
	

	
	
	
	
	
	



	
	

4. You	can	now	see	the	summary	evaluation	from	the	host	teacher.		Click	on	Detail	so	
you	can	see	any	comments	from	the	host	teacher.	

	

	
	
	
	

5. You	can	make	changes	to	the	rubric	levels	given	by	the	host	teacher	as	well	as	
add/change	comments.	If	you	feel	changes	are	needed,	discuss	with	the	host	teacher	
know	as	they	will	only	see	the	final	rubric	(see	Step	9).	

	
It	is	not	necessary	to	make	changes.	If	you	agree	with	the	host	teacher	evaluation	
and	sufficient	comments	are	included,	move	to	Step	6.	

	
	

	
	
	

Changed host teacher evaluation from 
“Meets” to “Exceeds” and added comments. 



	
6. Click	“Save.”	

	

	
	
	
	

7. Click	“Submit”	(you	will	not	be	able	to	“submit”	without	“saving”	from	Step	6).	
	
	

	
	
	
	
	
	
	
	
	

8. The	candidate’s	progress	now	moves	to	the	“Done”	column.	



	

	
	
	
	

9. Below	is	a	screen	shot	of	the	host	teacher’s	account	showing	how	his/her	rubric	
changed	based	upon	your	modifications;	thus	the	need	to	discuss	changes.	
	

	
	
	
	
	
	
	
	
	

If	you	find	you	need	to	made	additional	changes,	you	as	the	Group	Owner,	can	click	
“Undo”	then	resubmit.	
	



	


