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Thank you for your generous participation in the education of social work students in the state of Maine. We sincerely appreciate 
your dedication to the profession and the time you donate to the University of Maine. This document provides a step-by-step walk 
through of how to use TK20, our Electronic Student Information System.   
 
While fairly intuitive, the Electronic Student Information system does require a few steps be completed in a particular fashion. We 
have included instructions below.  It is important to use the correct buttons provided to submit the document. Here is the process: 
 

1. You will receive an email titled Field Assessments for [Student’s Name].  
a. Do not delete this email until the evaluation is submitted. You can use this link to return to the application at 

any time.  
b. Please open and read the memo from the field team outlining the Information about the content of the 

evaluation and expectations around the evaluation process.  
c. Please don’t hesitate to contact your student’s Faculty Liaison or the field team if you have any questions about 

the evaluation process. 
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2. Click the link in the email.  
a.  Only open the link within the email in one browser or tab at a time. Having more than one copy of the 

evaluation open at the same time will result in data loss.  
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3. You will be brought to TK20, where on the right side of the Field Experience Forms screen you will see a link to open the
form you are assigned.

a. (Helpful Hint): You will see a little red flag next to the form you are assigned.
b. You can read other evaluator’s forms by clicking the blue form title links (under their names).
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4. Complete the fields on the form using text and/or selecting the numerical ratings on the evaluation scale where
prompted. Scroll to access the rest of the form.
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5. Use the SAVE Button at the bottom any time you want to save your work. You can not save an in-process evaluation to 
your own computer.  PLEASE NOTE: The System will time-out, so please hit SAVE often.

 Use the SAVE & CLOSE buttons any time you want to exit and save your work (at the bottom) before 
completion.  Then choose CLOSE (at the top). Then SIGN OUT by clicking the drop down arrow under your 
name in the top right corner. Use the link in the email to return to your work.  
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6. Please make sure to click the electronic signature button and type in the date (found at the bottom).
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7. You may, but are not required to, provide the letter grade you would assign to the student’s work in field for
consideration by the faculty liaison when assigning the final class grade.

a. Helpful Hint: The system generated scores and means DO NOT correspond to the student’s grade in the class.
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8. You MUST push the SAVE & CLOSE  button at the bottom when you are finished and ready to finalize.  Then push SUBMIT
to finalize. Then SIGN OUT by clicking the drop-down arrow under your name in the top right corner. 
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9.    If  you would like to save a copy of the evaluation for your own files, SUBMIT the evaluation using the directions 
above.

a. Return to the field experience forms page from the link in the email, then click the blue title of the evaluation.
b. From within the evaluation, click the blue PRINT-Friendly link. This will open a copy of the evaluation in your 

browser.
c. PLEASE NOTE: Evaluations can print at 20+ pages. We recommend printing to PDF and saving electronically.
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10. If you have any questions or difficulty, please don’t hesitate to contact the field team. You can reach Nancy Kelly at
nakelly@maine.edu or Leah Maxwell at leah.maxwell@maine.edu.




