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ADEPT – Evaluation Import 
 

SCLead.org has an ADEPT evaluation import tool available only to districts who have the import feature 

enabled by the Office of Educator Effectiveness and Leadership Development. If your district would like to use 

the import tool, please contact your ADEPT Regional Contact in the Office of Educator Effectiveness and 

Leadership Development.  

 

The Evaluation Importer generates a spreadsheet template with all educators currently staffed in SCLead.org. 

Do not use this template to add staff or edit staff details. However, the import process will create evaluation 

records for the current school year if an evaluation record does not already exist and the educator is staffed at 

a district school in PCS. Do not alter the template format (headings, order of columns, etc.).  Altering the 

import template will cause the import to fail. 

 

Access to the Evaluation Importer is restricted to Superintendents and district level ADEPT administrators, if 

enabled. Districts can import data on all required evaluation components for classroom-based teachers and 

special area educators.  

 

Please note the following: 

 Districts are not required to use the import template if SCLead.org manages the evaluation process 

and stores all evaluation data.   

  Any data imported will override existing SCLead.org data.  

 Districts have the flexibility to import data in batches (i.e., by contract level, school, last name). 

Remember to filter the template and delete educators not intended for each batch.    

 The Evaluation Importer generates a template based on the latest staff listing in PCS and latest data 

entered in SCLead.org. 

 

When the import template is downloaded, it will display any existing evaluation settings, summaries, results 

and recommendations in SCLead.org. The evaluation data in the template can be changed, as necessary, and 

will overwrite existing data. After import data is scored/calculated and uploaded in SCLead.org, the contract 

and evaluation level will display on the settings page of the evaluation record. Indicator data and 

professionalism scores will display on the summary form, and the Student Learning Objective rating and 

recommendations for next year will display on the results page of the evaluation record. 

 

If all the required elements for an evaluation are included in the import, SCLead.org will add an electronic 

signature for the person completing the import on the summary form and the results page and will indicate 

that the evaluation is completed.  

 
NOTE: Before beginning this process, notify the Office of Educator Effectiveness and Leadership Development to turn 

on the Evaluation Importer tool for your district. 
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Step 1: Go to Districts & Schools on the navigation bar at the top of the page. 

Step 2: Click Evaluation Importer under ADEPT Tools. 

 

 
 

Step 3: Generate an import template. The academic year will be selected for you. Click Download.  
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Step 4: SCLead.org will generate a template which will download to your computer. Locate and open the file.  

 
Note:  The location of the file will be dependent on your computer and download settings. In most cases, you can find the 

file in the downloads folder of your computer. When you click download, your browser may also give you the option to 

open the file from the web page, dependent on the browser you are using.  

 
 
Step 5: Enable editing for the file, if the file downloaded in protected view.  

 
 

Step 6: Enter the data for the targeted evaluations.  

 
Note:  Each educator in the template will need at minimum the contract level and evaluation level selected from 

the drop-down menu before the file can be uploaded into SCLead.org. If you do not want to import any data for 

that evaluation, the row can be deleted from the file. Please note, educators not on district/school rosters in 

SCLead.org cannot be added to the template.  

 

Each educator group has a separate tab in the Excel file. The evaluation data should be entered for each 

educator listed on each tab. If any evaluation data has either been imported or manually entered in 

SCLead.org previously, the data will populate in the template. This data can be edited as needed.  

 Teacher (Formative – Summative) 
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 Teacher (GBE – LOA) 

 Library Media Specialist 

 School guidance Counselor 

 Speech – Language Therapist 

 

Important: If an educator does not show on a tab within the Excel file, the educator is not staffed in the 

district/school. A staff assignment will need to be added in PCS for the educator. The evaluation import tool 

cannot be used to add or remove staff assignments.  

 

In addition, the school, CID, first name and last name cannot be changed in the template. Any changes to staff 

should be made within PCS/SCLead.org as applicable before you attempt an import for that educator. Once 

staff changes appear in SCLead.org, download a new template and enter data for targeted educators.  

 

When entering the contract and evaluation levels, enter the contract level first. Next you can select an 

evaluation level.  

 

The evaluation settings, results, and recommendations are dropdown fields for all evaluation types. The SCTS 

4.0 Rubric indicator scores for Teacher (Formative -Summative) should be entered as numbers 1, 2, 3, or 4. 

The ADEPT Performance Standards for the Special Area evaluations are dropdowns with selections Met/Not 

Met.  
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Step 7: Once desired data has been entered into the Excel file, save a copy of the Excel file to your computer.  

 

Step 8: Upload the completed Excel file in SCLead.org under the District & Schools tab.  

 

Step 9: Click Choose File to add the saved Excel file from your computer to SCLead.org. 

 

 
  

Step 10: Once the file has been selected, click Upload.  
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Step 11: You will be redirected to the Import Process page and advance through the 5 steps noted. Successful 

progress through each step will be denoted by a green checkmark.   

 

Once the file has been uploaded (#1), click Validate (#2)]. This step will ensure the file is in the required 

format for successful data import. If any validation errors are found with the template, SCLead.org will provide 

information on items to be corrected. Once the corrections have been made to the file, return to Step 8 to 

begin the import again. If no corrections are required, you will advance to the next step listed on the page. 
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Step 12: Click Transform Template (#3). This step will transform your template into a format to be imported 

to the system database.  
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Step 13: Click Validate (#4). This step will ensure all data entered are valid in accordance with evaluation 

requirements. If any data errors are found, the system will provide a list of those errors. Once the errors are 

corrected in the template, return to Step 8 to begin the import process again.  

 
Step 14: Click Apply. SCLead.org will now add the validated data to the educator’s evaluation record. 
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At this stage in the process the import COMPONENT is complete; however, time is needed for the evaluations 

to be calculated/scored by the system. Click Refresh to see an update on the system’s progress in 

calculating/scoring the evaluations uploaded. You can also return to this screen later as well to view the 

status. 
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Notice when you return to the Evaluation Importer, a list of previous imports will be provided along with the 

status of the current import. Click Details next to the desired import to review the import details. The 

successfully imported file will be stored in SCLead.org. 

 



11 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Below is an example of a data validation error that would cause you to fix corrections noted and start the 

import process again.  

Click the “i” icon to view the data error(s).  



12 
 

 
 

In this scenario, the template had evaluation data for a Speech-Language Therapist; however, the evaluation 

level and contract level were not selected for the educator. The educator in question was located on row 7 of 

the Speech-Language Therapist worksheet.  

 
Once the error is corrected on the import template, return to the Evaluation Importer in SCLead.org under the 

District & Schools tab (Step 8 of this document) and start the import process again.  

 
Contact SCLead.org support if you have problems accessing or completing ADPET evaluations. 

1-877-314-1412 or https://sclead.org/Help/Support 


