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1. Introduction 

1.1 What is CODE? 

Comprehensive Online Data Entry (CODE) system is a comprehensive web-based application 

for managing teacher observations as part of the TAP program.  By entering the teacher 

observations (observations) into CODE, the TAP teacher bonus payouts can be calculated in an 

automated fashion, significantly decreasing the efforts required.   

 

1.2 Who is this User Guide for? 

This guide is intended for all users ñbut written from Director Perspectiveésome configuration 

may vary by program.ò 

¶ Directors 

¶ District and Regional Administrators 

¶ School Administrators  

¶ Master and Lead Teachers 

¶ Mentor Teachers 

¶ and anyone else who will set up the organizational units within CODE, enter 

observations (observations), view reports, or calculate the TAP payouts. 

 

1.3 Purpose 

This guide will teach the reader how to perform all major and minor functions required to 

administer CODE.   

 

 

____________________________________________________________________________ 
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2. Building Your Organization 

2.1 Accessing CODE 

 

1.  To access code, open Internet Explorer. 

2.  Enter www.code-education.com into the address bar.  The CODE website will appear. 

 

3.  Select the appropriate state and click on the star button. 

http://www.code-education.com/
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4.  The CODE login screen will be presented.  Enter the User Name and Password, and then 

press Login.  

Note:  Your User Name is your professional email address.  In most instances you would 

have received login information from admin@code-education.com. 

 

 

 

5.  After logging in the ñAdministrationò page will be displayed. 

 

 

 

The options available are determined by the role that has been assigned to the user.  For 

example, a District Administrator will see ñManage Organizationò and a list of the schools that 

have been entered in that district.  A School Administrator will see ñManage Schoolò and all of 

the schoolôs information (including Clusters).   

mailto:admin@code-education.com
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2.2 Navigation 

2.2.1 The Menu Bar 

The Menu Bar resides at the top of the page and is the primary navigation tool within CODE.  

The options available in the Menu Bar change based upon the user role. 

  

 

Observations ï This tab takes you to the Teacher Observations page where depending on 

your role, you can view, edit, and print any submitted teacher observations or add new ones. 

Surveys ī Clicking on this tab reveals the Responsibility Surveys allowing those authorized to 

add,  search, edit, delete, or print (including blank) surveys. This is an optional module and 

therefore may not be included on your tool bar. 

Reports ï Hover over the Reports link to see a drop-down of the available reports to you. View 

up to 20 different reports broken down by school.  See the ñReportsò section for more 

information.  

Administration ī This tab gives you two options in a drop-down format: 

¶ Organization ī Click here to return to your designated ñhomeò screen. 

¶ Users ī Click here to view all of the users entered in the system, regardless of school.  

You may be limited in functionality on this page depending on your admin privileges.  

Directors have the ability to add a user with any role designation from this page.  

Forums ï Click here to access the state-wide user forums. 

Teacher Pay ï Available to the Director to enter, edit, calculate, and print teacher payouts data.  

Director, and District and School Administrators can enter Teacher IDôs, Responsibility Scores, 

and access the newly calculated Payout Screen.  
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2.3 Managing Districts 

Districts represent a group of schools.  Typically these schools are in geographic proximity to 

each other, but this is not required.   

 

2.3.1 Adding a District 

Who can add a District?   

¶ Directors 

 

To add a district: 

1) Starting at the Administration page, mouse-over Administration on the menu bar and 

then click on Organization.  

2) On the Manage Organization screen click the Add District button.   

 

 

 

3) Enter the District Name. 

 

4) Click Save. 

 

2.3.2 Editing a District 

Who can edit a District?   

¶ Directors 
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To edit a district name: 

1) Mouse-over Administration on the menu bar and then click on Organization.  

 

2) Click Edit next to the district you wish to change.   

3) Edit the District Name. 

 

4) Click Save. 

 

 

 

2.3.3 Delete a District  

A district cannot be deleted once it has been created.   If you have entered one in error, 

contact your schoolôs TAP Administration Team or ñContact Usò link at the bottom of any page in 

CODE. 
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2.4 Managing Schools 

Once a school has been entered in the CODE system, a Manage School toolbar will be 

available with many new options.   

These include: 

1) Add Cluster 

2) Add Teacher 

3) Edit School 

4) Add Team Log 

5) Print Team Logs 

6) Observations. 

NOTE:  Depending on your role, you may not have access to every option described above. 

 

2.4.1 Adding a School 

Who can add a School?   

¶ Directors  

¶ District and Regional Administrators 

 

To add a new school: 

1) Mouse-over Administration on the menu bar and then click on Organization. 

  

2) Click on the appropriate District. 

 

3) On the Manage District screen click the Add School button.  The Edit School screen 

will display.   

 

 

4) Enter the Name of the school. 
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5) Enter the Day and Time of the schoolôs Leadership Meeting by clicking on the weekday 

and clock drop-down  menus. 

6)  

 

 

7) Enter the School Goal.   

 

 

Click Save when finished. Select authorization/security settings as per district or school policy.  

An example follows: 

Authorization/Security Settings: 

Allow Responsibility Surveys to be entered online  

All Teachers: 

   Are NOT allowed to view their own observations 

   Are allowed to view their own submitted observations  



  

                                              P a g e 13                                                        

Master and Lead Teachers may also view the following observations: 

   Only observations where they were the observer 

   All of the above, plus all observations in their assigned cluster(s) 

   All observations in the school, except other Master and Lead Teachers  

Mentor Teachers: 

   Are NOT allowed to manage their cluster details 

   Are allowed to manage their cluster details  

 

2.4.2 Editing an Existing School  

¶ Who can edit a School?   

¶ Directors 

¶ District and Regional Administrators 

¶ School Administrators 

 

To edit an existing school: 

1) Mouse-over Administration on the menu bar and then click on Organization. 

2) Click on the appropriate District. 

3) On the Manage District screen click the Edit link next to the school to be edited.   

4) The Edit School screen will display.   

 

 

5) Edit the Name, the Day and Time of the schoolôs Leadership Meeting, or the School 

Goal.   

6) Click Save when finished. 
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2.4.3 Delete an Existing School  

A school cannot be deleted once it has been created.   If you have entered one in error, 

contact the System Administrator to have it deleted. You may wish to consult with your Program 

Director before making any permanent deletions in the system.  To contact the System 

Administrator, select the ñContact Usò link at the bottom of any page in CODE. 

 

2.4.3 Adding a Team Log 

Who can add a Team Log?   

¶ Directors 

¶ District and Regional Administrators 

¶ School Administrators 

¶ Master and Lead Teachers 

 

To create a Team Log:  

1) Mouse-over Administration on the menu bar and then click on Organization.  

2) Click on the appropriate District. 

3) Click on the appropriate School. 

4) On the Manage School toolbar Click the Add Team Log button. 

 

 

 

5) Enter the Meeting Date of the meeting. 

 

6) Enter Attendees at the meeting. 
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7) Enter the meeting Notes in the Outcome field. 

 

 

8) Select an appropriate Category for the Team Log notes. 

 

 

 

9) Enter any Follow-up notes (if necessary). 

 

10) Click Save to save the Team log.. 

 

11) A summary of the Team Log will appear on the Manage School page. 
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2.4.4 Viewing the School List 

 

Need to locate a school, but donôt know what district it is in?  Return to the Manage 

Organization screen then click on Show All Schools located at the bottom right of your screen 

to see an alphabetical list of all schools in your portal. 

 

 

 

 

 

 

____________________________________________________________________________ 
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2.5 Managing Clusters 

After creating a school, the next step is to add clusters.  A cluster is defined as a group of 

teachers within a school (e.g. by grade level, subject, proximity, etc.). 

2.5.1 Adding a Cluster 

Who can add a Cluster?   

¶ Directors 

¶ District and Regional Administrators 

¶ School Administrators  

¶ Master and Lead Teachers 

 

To create a Cluster:  

1) Mouse-over Administration on the menu bar and then click on Organization. 

2) Click on the appropriate District. 

 

3) Click on the appropriate School. 

4) On the Manage School toolbar Click the Add Cluster button. 

 

 

 

5) The Edit Cluster screen will 

appear. 

6) Enter the name of the Cluster. 

7) Enter the time the Cluster is to 

meet. Up to 2 can be entered. 

8) Enter an annual cluster goal.  

9) Click Save to save your settings 

and exit. 
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2.5.2 Editing an Existing Cluster 

Who can edit a Cluster?   

¶ Directors 

¶ District and Regional Administrators 

¶ School Administrators 

¶ Master and Lead Teachers 

 

 

To edit a Cluster:  

1) Mouse-over Administration on the menu bar and then click on Organization.  

2) Click on the appropriate District. 

3) Click on the appropriate School. 

 

4) On the Manage School screen click the Edit link next to the appropriate cluster. 

 

5) The Edit Cluster screen will 

appear.  

6) Enter the name of the Cluster. 

7) Enter the time the Cluster is to 

meet. 

8) Enter an annual goal.  

9) Click Save to save your settings 

and exit. 

 

 

 

2.5.3 Delete a Cluster  

Who can delete a Cluster?   

¶ Directors 

¶ Regional Administrator 

¶ School Administrators 
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To Delete a Cluster:  

1) Mouse-over Administration on the menu bar and then click on Organization.  

2) Click on the appropriate District 

3) Click on the appropriate School. 

4) On the Manage School screen click the Delete link next to the appropriate cluster. 

 
 

Notes: 

¶ Deleting a cluster will also delete all associated Cluster Meeting Records (CMRs) and 

Long Range Plans (LRPs). 

¶ All teachers must be reassigned out of the cluster before it can be deleted. 

 

 

2.5.3 Adding a Long Range Plan        

Note: Where available 

Who can add a Long Range Plan?    

¶ Directors 

¶ District and Regional Administrators 

¶ School Administrators 

¶ Master and Lead Teachers 
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To add a Cluster Long Range Plan (LRP): 

1) Mouse-over Administration on the menu bar and then click on Organization. 

2) Click on the appropriate District. 

3) Click on the appropriate School. 

4) On the Manage School screen, click on  the appropriate Cluster. 

 

 

5) This will open the Manager Cluster screen.   

 

6) Click the Add a Long Range Plan button. 

7) Enter the Date Started.  

8) Enter the Cluster Cycle Goal.   

 

 

 

9) Click Add New Action to add a 

new action that needs to be 

included in the LRP. 

 

10) Click Add to save the Action. 

*Must SAVE each Action added 

to the LRP. 

 

 



  

                                              P a g e 21                                                        

11) Enter the LRP Outcome (Post 

Test Data) 

 

 

 

 

12) Set the LRP Status to Open or 

Completed. 

13) Click Save. 

14) Print ï Must Save before  LRP is 

printable. 

 

 

 

 

 

 

 

2.5.4 Adding Cluster Meeting Record 

Add a Cluster Meeting Record to record notes from your cluster meeting. 

Who can add a Cluster Meeting Record?   

¶ Directors 

¶ District and Regional Administrators 

¶ School Administrators 

¶ Master and Lead Teachers 

 

To add a Cluster Meeting Record: 

1) Mouse-over Administration on the menu bar and then click on Organization. 

2) Click on the appropriate District. 

3) Click on the appropriate School. 

4) On the Manage School screen, click on the appropriate Cluster. 
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5) This will open the Manager 

Cluster screen.   

 

 

 

 

6) Click the Add a Cluster 

Meeting Record button. 

 
 

 

 

7) Enter the Meeting Date. 

8) Enter the Meeting Notes in 

the Outcome field. 
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9) Enter any Activities by 

clicking on Add New 

Activity button. 

10) Enter any Materials  

11) Enter any Teacher Follow-

Ups 

 

 
__________________________________________________________
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2.6 Managing Users 

CODE provides a comprehensive and easy to use system for managing teacher information.  In 

this section we will discuss adding and editing a Userôs information. 

 

2.6.1 Changing Your Own Email Address or Password 

Who can change their own settings?   

¶ All Users 

 

Users can now change their own settings, including their passwords and email address. 

 

To change your password: 

1. Click My Account in the top right-

hand corner.  

2. Click Manage Password  

 

3. Enter the Current Password.  

 

4. Enter the New Password  

 

5. Reenter the New Password  

 

6. Click Change Password  

7. The password is now updated. 
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To change your email address: 

NOTE:  The User Name will also be changed when the email address is changed. 

1. Click My 

Account in 

the top right-

hand corner. 

 

2. Change the 

old e-mail 

address to the 

desired new 

Email 

Address.  

3. Click Update. 

4. The email 

address is now 

changed.  

 

 

2.6.2 User Roles 

The following outlines some of the key functionality available to the user roles. When you first 

log in, you will have already been given a role.  Please refer to the Appendix A at the end of the 

User Guide. 

 

2.6.3 Adding a New User 

Who can add a user?   

¶ Directors 

¶ District and Regional Administrators 

¶ School Administrators 

¶ Master 
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To add a user:   

1) Mouse-over Administration on the menu bar and then click on Users.  

2) On the User Accounts toolbar click the Add User button. 

3) The Edit User screen will display. 

 

4) Enter the userôs first and last name 

 

5) Enter the userôs email address 

 

6) Enter the userôs role.   

See Appendix A User Permissions 

for descriptions of each of the User 

Roles 

7) Select the appropriate cluster from 

the Cluster drop-down list. 

8) Enter the correct Teacher ID.  

9) Enter the number of observations 

that this teacher is required to 

receive. 

 

 

10) Check Authorize to allow the teacher (or user) to access and use the CODE website. 

11) Check Notify to have CODE send an introductory email along with their password to the 

new user. 

12) Configure a password for the new user: 

a. To have CODE create a password for the new user, check the Random Password 

checkbox. 

b. To manually define a password for the user: 

i. Uncheck the Random Password checkbox 

ii. Enter the chosen password into the Password textbox 

iii. Reenter the chosen password into the Confirm Password textbox 
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2.6.4 Editing an Existing User (including Resetting a Password) 

Who can edit a user?   

¶ Directors 

¶ District and Regional Administrators 

¶ School Administrators 

 

To change a userôs password:   

1) Mouse-over Administration on the menu bar and then click on Users.  

2) Locate the user in the list and click the Edit link on that userôs row. 

3) The Edit User screen will display. 

4) Click Change Password in the lower right hand corner.  

 

 

5) If you want to issue a random password to 

the user, then click the Save button. 
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6) If you want to manually set the password, then uncheck the Random Password checkbox 

and enter the password then confirm by retyping. 

 

 

 

 

To edit a user:   

1) Mouse-over Administration on the menu bar and then click on Users.  

2) Locate the user in the list and click the Edit link on that userôs row. 

3) The Edit User screen will display. 

4) Edit the userôs first and last 

name. 

5) Select the userôs role.   

See 2.7.1 User Roles for 

descriptions of each of the User 

Roles 

Note: Depending on the role 

selected additional fields will 

become available 

6) Select the appropriate cluster 

from the Cluster drop-down list. 

7) Edit the Teacher ID.  

 

8) Edit the number of observations that this teacher is required to receive. 




















































































