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= This symbol 
indicates special 
attention is needed.

= This symbol highlights a 
tip or important 
information.

Additional Tips and 
InformationNavigate with Confidence

These guides will provide an overview of the form's completion 
process from the perspective of both the appraiser and 
employee. They will outline the entire workflow, from start to 
finish, ensuring a clear understanding of each step involved.

The guides will also feature a section offering helpful tips 
and key information to assist you as you fill out the form. 

Note: The screenshots within this guide reflect a specific user 
type. While the steps and functions are similar, your form's 
specific contents may appear different.



To access eDoctrina, please log in to your account

1. Go to the District website 
and choose STAFF, then 
Accountability

2. Under Resources, click the 
Links dropdown, then click 
eDoctrina.

3. District should be set to 
Paterson Public Schools, 
then select Login with 
Single Sign On.



eDoctrina Homepage

• On your Home Page you can select 
from:

• Evaluation Activities where you can 
view your evaluation documents

• PD30 Training which houses online 
training opportunities 

• Yearly Evaluation Reports which will 
house annual records 

• Go to eWalk where you can access 
prior records
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Additional Tips and 
Information

Opening a form may open a new window/tab. 
Closing a form closes the active window/tab.

The platform automatically saves and displays the date 
and time when the form was last saved.

If you lose internet connection 
leave the window open until your 
internet service returns. When 
your internet reconnects, 
eDoctrina will automatically save 
your forms and any data that you 
have entered. Check the “last 
modified” date and time before 
closing.

When your work session is 
done, check the “last modified” 
date and time and close the tab.

A red asterisk indicates a required action. A 
form cannot be finalized until all required 
actions are completed. If This is a draft form is 
unchecked without completing them, an error 
message will indicate what was missed. 

General Platform Information
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Additional Tips and 
InformationThe OBSeRVE Dashboard

The  Open Forms popup shows any observations under 
your purview that have been started but are not yet 
complete. Please make a note to complete these within 
the window of time outlined in the annual memo. You can 
open the forms directly from this view or select dismiss to 
access your Observe Dashboard.

Utilize the filters to narrow your results. In 
the search box you can enter the specific 
staff member you want to access.

Depending on your user type, 
your view may differ.

Each of the filter are “sticky,” 
meaning they will not clear 
unless you click Reset Filters



Last Modified: 3/30/26

Additional Tips and 
InformationThe OBSeRVE Dashboard

Click on the Color Key to view descriptions of each form status.
Depending on your user type, 
your view may differ.
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Additional Tips and 
InformationThe OBSeRVE Dashboard

The Assignments tab provides a comprehensive layout for monitoring the status of all 
staff observations you have access to.

The status & color will change 
as the form updates.

1. Observee’s Name
2. User’s role and location
3. Tenure Status and number of required observations
4. Observation Form
5. Form status
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Additional Tips and 
InformationThe OBSeRVE Dashboard

The Forms tab provides a color-coded status-focused layout of forms you have 
access to.

The status & color will change 
as the form updates.

1. Observee’s Name, role, and location
2. Observation Form Name
3. Form Type
4. Observation Status
5. Observer Name
6. Form creation and modification date



Last Modified: 3/30/26

Additional Tips and 
InformationObservation Forms

This checkbox indicates if the form is in draft 
or has been shared with the observee.

“Sign Forms” has a dual role of 
both allowing signatures and 
also removing signatures if 
necessary.

The Actions dropdown centralizes important tasks, 
such as deactivating forms, viewing audit logs, and 
most importantly signing forms.

The "i" buttons provide information for end users.

Forms can also be signed 
directly from the Observe 
Dashboard
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Observation Forms

Within text boxes in forms, an orange circle 
indicates the spell checker is on.

Click the circle for options to: turn the spell 
checker off, update settings, or expand the box. 
If the circle is orange with a checkmark, that 
means there is nothing to edit.

If the orange circle turns red, there is a 
suggestion. Click the red circle to see 
the number of suggested edits.

For formatting changes, click the pencil to 
show the “advanced editor.” Click the X to 
close it.
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Additional Tips and 
InformationObservation Forms

Supporting Documents can be uploaded here: files, hyperlinks, and/or photos captured 
directly from a device. 

For photos, if a pop-up is received from 
the computer, allow the use of the 
camera.
If ‘Block’ is clicked, this function will not 
work, and an error will be received.

Files or links will show for all of an 
employee's forms, to help save time. For 
example, you do not need to re-attached 
a form at the Mid Year if it was already 
attached at the Initial Planning 
Conference. 

Supporting documents can be added 
even if the form is complete. 
Documents can be added throughout 
the school year.
All supporting documents will appear on 
other forms after the initial attachment 
and are viewable to anyone with access 
to the form. 
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Observation Forms

Ability to make accessibility adjustments or disable the widget.
• Click on the text, Explore your accessibility options.
• To hide the widget, click on the eyeball icon and select a choice.



Department of 
Accountability

Contact Us

accountability@paterson.k12.nj.us

973-321-0630

mailto:accountability@paterson.k12.nj.us
tel:973-321-0630
tel:973-321-0630
tel:973-321-0630
tel:973-321-0630
tel:973-321-0630


Thank you for sharing time and space with us today. We 
appreciate your diligence We appreciate your attention to 

preparation We appreciate your unrelenting support toward 
student achievement! 

Department of Accountability


	Slide 1: eDoctrina Help Guide
	Slide 2
	Slide 3: To access eDoctrina, please log in to your account
	Slide 4: eDoctrina Homepage
	Slide 5: General Platform Information
	Slide 6: The OBSeRVE Dashboard
	Slide 7: The OBSeRVE Dashboard
	Slide 8: The OBSeRVE Dashboard
	Slide 9: The OBSeRVE Dashboard
	Slide 10: Observation Forms
	Slide 11: Observation Forms
	Slide 12: Observation Forms
	Slide 13: Observation Forms
	Slide 14: Department of Accountability
	Slide 15

