
CREATING A NEW OBSERVATION 

 

1.  Go to teachscape.com and select Customer Login: 

 

2.  User Name:   full MPS email 

Password:  password created in training 

 (First time you log in, change your password to something you will remember.  We recommend something you are 

willing to share with your secretary and/or AP.) 

3.  Select Live Lesson Observation. 

 
4. This window will pop up.  Select Go to the New Look. 
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5.  Select New Observation and then Observe a Teacher.  

 

6. Click in the Teacher field to see a drop down of teachers at your 

school and select a name. 

 

7. Title your observation Fall Summative 2012 

 

8. Click in the Date field to set the date the observation cycle will 

begin.  For Fall observations, everyone will be set at August 2, 2012.  

   

   

 

  

  

  

  

  

  

  

9. The Focus field should say Fall Informal and Formal Observations. 

 

10. Additional Instructions should include:   

Please fill out your Protocol Pre-Observation Conference Form (Form 7) and attach the document as a Lesson 
Artifact within the Teachscape/Reflect Live program prior to the Formal Observation. 

Complete the Self Review and Protocol for Post-Observation Form (form 8) prior to the scheduled Post-
Conference. 

Note:  Post-Observation conference will be completed within five business days following the Formal 
Observation. 

For the complete evaluation cycle, please refer to the Evaluation Cycle flowchart on the Teachscape 
Administrative support site.(http://www.mpsaz.org/edtech/resources/mps_administrators)   

 
11. Under Required, put a check mark in Self 

Review.  Do NOT check Lesson Artifacts or 
Samples of Student Work. 

http://www.mpsaz.org/edtech/resources/mps_administrators


1 

2 

12. On the top, right side of the 

page, click Add next to 

Frameworks and 

Components. 

 

 

  

 

13.  In the next screen, click on Select All and then Done.     

 

 

Completed Form: 

 
 

14. At the bottom of the page, you have two options:  

 

Save and Finish Later (on the left side) allows you to save 

what you have done and complete or edit it later.  

 

 

Start (on the right side) will begin the observation cycle.  Once you  

click on Start and Yes to the Confirmation, you can no longer make any 

changes.  Also, the system will automatically send the 

following email to the teacher from 

Observations@teachscape.com. 

 

“You have received a Live Observation Request. 

Please log in to www.teachscape.com to review the 

observation date and details. 

 

This email message and included links are for the sole 

use of the intended recipient. Any unauthorized review, 

use, disclosure or distribution is prohibited.” 
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** If you click Start and find an error, it is possible to delete the teacher’s observation page and start over.  Do NOT do 

this if you have already begun entering evidence as you will lose everything!  

To delete the page: 

 From the Lessons Observation screen, select the teacher’s 

name you want to delete 

 At the bottom of the page, select Cancel Observation   

 You will see a Cancel Invitation message.  Select Yes only if 

you are sure you want to delete everything 

 That will take you back to the home page.  Once again find 

the teacher’s name 

 Under Status Update it will say canceled with a little wheel 

next to it 

 Select the wheel and you will have the option to Reinstate or 

Delete.  

 If you select Delete, the page will be completely deleted and you can start over.  There is NO way to recover 

the page once it is deleted  


