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Initial Login to the System 
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Initial Login to the System 
 

This manual provides step-by-step instructions for a superintendent to navigate the North 

Carolina Educator Evaluation System.  

 

 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in the password that was provided to you: 123456 

Click Login 

 
 
 

 
 
 

https://mxweb.media-x.com/home/ncval/
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Profile  
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Profile  
 

The Profile button is used to identify your personal information, providing the ability to edit 

information and change your password.  If any of your personal information is not correct, 

contact your Human Resources Department.   

 

To change your password follow these steps: 
 

 

Click on the Profile icon. 

 
 
 
 

Click on the Change Password icon. 

 
 
 
 
 

Type in the original password (123456). 

Type in a unique password that is six characters long and contains a number and a capital letter. 

Click Save. 

 
 
 

Click on mxWeb to return to the landing page. 
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Click on the NC Educator Evaluation System icon 

 
 
 
 
 
 

 
 

 

Read and accept the End User License Agreement. Look for the check mark at the bottom: 

This occurs on your first login only. Be sure to scroll to the bottom to find the point of 

acceptance. 

 

 
 
 
 

Note: Any unsigned form may be deleted by the author only. Signed forms may only be 

deleted by a district administrator. 
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Principal Self-Evaluation 
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Principal Self-Evaluation 
 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

Click on the NC Educator Evaluation System icon. 

 
 

 

Click on Observe/Report. 

  
 

 

https://mxweb.media-x.com/home/ncval/
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Click on Principal/Assistant Principal Performance Evaluations 

 
 

Use the Select Group drop down and choose My Self Assessments 

Click on New Self Assessment 
 

 
 

Within the Select Set there is a drop down arrow. Select either principal or assistant principal as 

appropriate.   

 

Click Next. 
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Click on Evaluation Rubric 

 
 
 

Click on the Calendar and Clock (1) icon that is located next to <No dates set>. Using the 

calendar that popped up, choose the date and click Set. 

  Use the drop downs to choose the Start Time (2). 
 

 
 
 
 

Read and fill out the evaluation by clicking in the appropriate boxes for each Standard and each 

Element. 
 
 

 
 

 

 

 

 

 

 

 

 

1 

2 
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You may type in Comments, attach a File (.txt, PDF, .doc, .docx, ppt, pptx), include a web 

Link, check the boxes of Example of Artifacts, and add additional examples of artifacts in the 

empty boxes. 
 

 
 

 

Once you have completed all of the standards of your Self Assessment, use the drop downs to 

choose your End Time.  
 

 
 
 
 

 Click on the Save icon. 
 

 
 
 

You may click on the Print icon to print out the observation (The print icon opens the self 

assessment in a new window. 
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Click on the Done icon.  

 You will be prompted if you want to save before leaving. 
 

 
 
 

 
 

Note: Even before you completely finish the Self Assessment, it is advisable to 

click on the Save icon to save the information that you have entered so far. 

Incidentally, the system will not indicate any skipped standards/elements. It is 

your responsibility to ensure that the Self Assessment is complete. 
 

 

After completing the Evaluation Rubric, click in the Self Assessment Status box “I have 

completed my self assessment” and the observer can view my self assessment. This will lock the 

form and you cannot make any modifications to the form.  

 

Note: If you do not check this box, your supervisor cannot see your self assessment. 
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Principal Summary Goal 

Form 
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Principal Summary Goal Form 

 

 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

    Click on the NC Educator Evaluation System icon. 

 

 
 

Click on Observe/Report.          

 
 

 

https://mxweb.media-x.com/home/ncval/
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 Click on Principal/Assistant Principal Performance Evaluations 

 
 
 

Use the Select Group drop down and choose My Self Assessments. 

Click on Summary Goal Form (automatically created when the new self assessment was  

created). 

 

  
 
 
 

Complete the Summary Goal Form and add any additional comments at the end. 

Your supervisor has permission to modify the Summary Goal Form. 
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Note: Standard and Elements to be addressed are pre-populated if the evaluation rubric 

was marked as Developing and/or Not Demonstrated 



 

          Online Software Manual for the North Carolina Educator Evaluation System: Superintendent 19 

 

Create a Group for Principals 
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Create a Group for Principals 
 

You must create a group for all principal roles to be evaluated. 

 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

Click on the Group Manager icon. 
 

 
 
 
 

Click Create Member group. 
 

 
 
 

 

Click on your school name in the Site List column. 

Your school will appear below. Click on the plus symbol next to Administrator and Principal 

to expand the lists. 
 

https://mxweb.media-x.com/home/ncval/
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Note: Teacher groups should not be created in this function. 

 

 

Rename your group in the Group name: box. 

Click on the names of the administrators and/or principals who should be in the group. The name 

of the person will be listed under Normal members. 
 

 
 
 
 

Note: If you need to share your group with a colleague, click on the Share Group icon.  
 

 
 
 
 

This box will pop up. Type in the colleague’s username and click Add.  
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 Click on the symbol under the “S” column to change the symbol to the “share” symbol. 

 

 
 
 
 
 

Note: By sharing groups, you may perform the following functions: 

 Read – R 

 Write – W 

 Delete – D 

 Share –S 

 

To temporarily block access to an individual assigned to the group, click block – X.   
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Principal Evaluation 
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Principal Evaluation 
 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

Click on the NC Educator Evaluation System icon. 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://mxweb.media-x.com/home/ncval/


 

          Online Software Manual for the North Carolina Educator Evaluation System: Superintendent 25 

 

 

Click on Observe/Report. 

  
 
 
 
 

Click on Principal/Assistant Principal Performance Evaluations 

 
 

 

 

Use the Select Group drop down and choose the group that you created. 

 

Note: If you have not created a group in Group Manager or if a group has not been shared 

with you, please see those instructions. 

 

Click on the principal’s name.  

Click New Evaluation. 
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Choose the correct rubric for the position of the person you are evaluating in the Select Set drop 

down (Principal). 

 

Click Next. (The fields are pre-populated.) 

 

Note: The system will automatically create four forms, unless you uncheck the boxes. 

 

Forms: Evaluation Rubric, Summary Evaluation Rating Form, Progress Toward Achieving 

Goals, and Summary Goal Form. 
 

 
 

 

Click on Evaluation Rubric 
 

 
 
 

 

Click on the Calendar and Clock icon that is located next to <No dates set>. Using the calendar 

that popped up, choose the date and click Set. 

Use the drop downs to choose the Start Time. 
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Read and fill out the evaluation by clicking in the appropriate boxes for each Standard and each 

Element. 
 

 
 
 

You may type in Comments, attach a File (.txt, PDF, .doc, .docx, ppt, pptx), include a web 

Link, check the boxes of Example of Artifacts, and add additional examples of artifacts in the 

empty boxes. 
 

 
 
 

 

SUGGESTION: In the event that you will conduct more than one evaluation, type 

a date next to any comments that you have included.  
 
 

Once you have completed all of the standards of your evaluation, use the drop downs to choose   

your End Time.  
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Click on the Save icon. 
 

 
 

 

You may click on the Print icon to print out the evaluation. (The print icon opens the evaluation 

in a new window. 

 

Click on the Done icon.  

You will be prompted if you want to save before leaving. 
 

 
 
 

 

 

Note: Even before you completely finish the evaluation, it is advisable to click on 

the Save icon to save the information that you have entered so far. Incidentally, 

the system will not indicate any skipped standards/elements. It is your 

responsibility to ensure that the evaluation is complete. 
 
 

Example of the forms that are created. 
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Summary Evaluation Rating 

Form 
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Summary Evaluation Rating Form 
 

 

Click on the Summary Evaluation Rating Form. 

 
 
 

 

Note: You may see the ratings from the evaluation by clicking on the plus symbol 

beside the element. The plus symbol is replaced by a minus. 

 

Click the minus symbol to collapse the section. 
 

 
 
 
 
 
 

Click the appropriate radio button for each of the standards, click on the Save icon. 
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After the superintendent or designee has completed the Summary Rating Form, the Allow the 

principal/assistant principal to view this summary rating form box in Summary Status may 

be checked so the principal can view the form. 
 

 
 
 
 

The superintendent or designee must develop a Professional Growth Plan with the principal. If 

you attempt to check the box next to The Superintendent/designee and the Principal have 

developed a Professional Growth Plan you will get a pop up warning. 
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Progress Toward Achieving 

Goals 
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Progress Toward Achieving Goals 
 
 

Click on Progress Toward Achieving Goals under Form Status.  

 
 
 
 

Complete this form with the principal. 

The superintendent or designee can type in the Goal and Revised Plan/Comment for Goal 

boxes, except Goal 1 (see below). 
 

 
 

Note: By design you cannot type in Goal 1. Text will self populate from the Summary 

Evaluation Rating Form, Standard 4: Human Resource Leadership: “Teacher Turnover 

Rate goal for next school year” box (below). 
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Summary Goal Form 
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Summary Goal Form 
 
 

Click on Summary Goal Form  

 
 
 
 

Complete this form with the principal. 

The superintendent or designee can type in the boxes. 
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Reports 
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Reports 
 

 

Click on Reports. 
 

 
 

 

Overall Observation Report 
 

Click on Overall Observation Report. 

 

 
 
 

Note: Report 1 Observation/Self Assessment Checklist Report is reserved for 

future use. 
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The following form allows you to select the status of the observations, the school, and the 

reporting period on which the report will be based.   
 
 

 
 
 
 

You may use the Select Observation Status drop down to select the status of the  

Observations that you want displayed (in-progress, completed, archived or All  

Observations). The default is All Observations. 

 

Select the school by clicking in the appropriate checkbox. 

 

You may use the two calendars to set the Report Start Date and Report End Date for the 

reporting period. 

 

 Click << to go to the previous year and >> to go the next year. 

 Click < to go to the previous month and > to go to the next month. 

 Click any day to select it. 

 Click Today to choose today’s date. 

 

Note: The default start date is August 1
st
 of the current school year.  

The default end date is today’s date. 

 

Click the Submit Report button to view the report. The report is displayed in a different window 

(or, based on your browser) in a different tab. 

 

 

The Overall Observation Report displays the names of the appraisers and of the appraised 

persons, along with the observation name, date, and status (completed or in-progress). The listed 

observations include teacher observations by principals, teachers’ peer-observations, and 

evaluations of principals. 
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The Select Observation Status drop down can be used to display just the in-progress (or 

completed, or archived) observations. The default is All Observations. 
 

 
 

In the window (or tab) you used to start the report, click on Reports in the navigation bar. 
 

 
 

 

Summary Report 
 

 

Click Summary Report. 
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A form is displayed which allows the user to specify which staff category and period the report is 

to be compiled. 
 
 

 
 
 

Rubric for Evaluating North Carolina Teachers is the default Select Set drop down selection. 

In the description below, we assume the default selection applies. 

 

Note: There are two additional selections: Rubric for Evaluating North Carolina 

Principals and Rubric for Evaluating North Carolina Principals/Assistant 

Principals. 

 

Modify the Report Period if necessary.  

 

Click the Submit Report button. 

 

The report is displayed in a different window (or, depending on your browser) in a different tab. 

 

The Summary Report displays in tabular format and as a pie chart the breakdown of the 

teachers according to their level (Developing, Proficient, etc.). The header of the Summary 

Report allows you to print the current report. 

 

 
 

At the top of the Summary Report, there is a table that summarizes the breakdown of the 

numbers of teachers according to their levels in relation to all the standards. 
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The report also provides separate information about each of the standards. Absolute values and 

percentages are shown in two adjacent columns. Percentages are also displayed as a pie chart. 
 

 
 
 

The standard targeting segment of the report is displayed below in its entirety. 
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In addition to the breakdown of teachers according to their level, the number of activities 

checked for each standard element is displayed in tabular format on a per-level (Developing, 

Proficient, etc.) basis. 

 

In the window (or tab) you used to start the report, click on Reports in the navigation bar. 
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Artifact Report 
 

 

 

Click Artifact Report. 

 

 
 

A form is displayed which allows the user to specify which staff category and period the report is 

to be compiled. 
 
 

 
 
 

The default Select Set drop down selection is Rubric for Evaluating North Carolina 

Teachers. This document describes Artifact Report in connection to the default selection. 

 

Note: There are two additional selections: Rubric for Evaluating North Carolina 

Artifact Report in entirely similar in relation to these alternative selections. 

 

Modify the Report Period if necessary.  

 

Click the Submit Report button. 

 

The report is displayed in a different window (or, depending on your browser) in a different tab. 
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The header of the Artifact Report allows you to modify the report by making a different 

selection, or to print the current report. 
 
 
 

 
 
 

 

Use the Select Form drop down to select the form Rubric for Evaluating Teachers, Teacher 

Summary Rating Form, Rubric for Evaluating Teachers (Self Assessment)] in relation to 

which artifact related statistics are to be displayed. In the description below, we assume the 

default selection, Rubric for Evaluating Teachers, applies. 
 

 
 
 

 

The artifacts are broken down according to the artifact type. The results are grouped according to 

standards. The image above presents a typical table/bar chart displayed for one of the standards 

by the Artifact Report. 

 

The percentages of the teachers who demonstrated each type of artifact and the absolute numbers 

of artifacts are displayed in two columns (named Percent and Checked, respectively) and a 

horizontal bar chart that represents the percentages. Percentages reflect the ratio of the number 

of checked artifacts to the number of evaluations. The latter is displayed in the header of each 

standard-targeting the report segment. 
 

 
 

 

In the window (or tab) you used to start the report, click on Reports in the navigation bar. 
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Rubrics Indicators 
 

 

Click Rubrics Indicators. 
 
 

 
 

A form is displayed which allows the user to specify which staff category and period the report is 

to be compiled. 
 
 

 
 

The default Select Set drop down selection is Rubric for Evaluating North Carolina 

Teachers.  

This document describes the Rubrics Indicators report in connection to the default selection. 

 

Note: There are two additional selections: Rubric for Evaluating North Carolina 

Principals and Rubric for Evaluating North Carolina Assistant Principals. The 

Rubrics Indicators report in entirely similar in relation to these alternative selections. 
 

Modify the Report Period if necessary.  

 

Click the Submit Report button. 

 

The report is displayed in a different window (or, depending on your browser) in a different tab. 
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The header of the Rubric Indicators report allows you to modify the report by making a 

different selection, or to print the current report. 
 
 
 

 
 
 

You can use the Select Report Type drop down to select either Evaluation (the default 

selection) or Self Assessment. In the description below, we assume the default selection applies. 

 

For each standard, for each element indicator, the Rubric Indicators report displays the 

number and percentage of the selections. The percentage reflects the ratio of the number of 

selections to the number of evaluations. The indicators are grouped vertically according to the 

level they correspond to (Developing, Proficient, etc.) The elements are grouped together 

according to the standard they are a part of. 
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Set-Up 
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Set-Up 
 

Export Data 
Export Data allows you to get all of the raw data into a .txt file. You may choose the items that 

you want to export.   
 

 
  
 
 

Exports are available to principal or district administrators only. This report provides users with 

.csv (excel file) data specific to teachers, principals and assistant principals for: Summary 

Evaluation Rating Forms and Evaluation Rubric. 

 

Use the Select Set to identify which group you’d like to view: Teachers, Principals or Assistant 

Principals. 

 

Select School/District – available to district administrators only. Principals have the ability to 

select their school data only. 

 

Select Period of the timeframe you’d like the report to compile date. 

 

Click Export Data. 

 
 

 

 

 

 



 

          Online Software Manual for the North Carolina Educator Evaluation System: Superintendent 51 

 

 

The Summary Evaluation Rating will display the following columns of data: 

 

Person Unique ID:  

First Name:  

Last Name:  

Name:  

Date Completed: Principal Signature Date 

Teacher Signature Date: 

School Year:  

School Unique ID:  

School:  

District:  

Evaluator:  

Ratings displayed from Developing to Distinguished for all Standards, all Elements and 

Teacher Comments 

The Evaluation Rubric displays the following columns of data: 

Observation Name:  

Teacher Name:  

Teacher Unique ID:  

School Year:  

School:  

School Unique ID:  

District:  

Evaluator:  

Title:  

Date:  

Start Time:  

End Time:  

Teacher Signature Date:  

Evaluator Signature Date:  

Teacher Status:  

Date Principal Conclude: The date the principal conclude the evaluation. 

Ratings displayed are either True or False for each Standard and Element. For example: 

Understands how they contribute to students graduating from high school: TRUE or 

FALSE. 
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Settings 
 

 
 

A generic e-mail was set up for your convenience. The e-mail text may be changed by simply 

typing the e-mail message in the “Email Message Content” box. The text will be sent as an e-

mail to the teacher.  
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