Quick Tip Sheet: Clips and Feedback Reports
How to make a clip
You can create a clip to highlight something specific you’d like your trainee to work on. Clips can be made while you are
scoring a preparation. You can attach clips to a feedback report for your trainees as another way to illustrate your
comments.
Step 1: On the preparation scoring screen, you should notice a button on the media player that looks like a filmstrip.
When you hear something that you want to make a clip about, click on that button (see below).

Step 2: Clicking on the filmstrip button will take you to the clip editing screen (shown below).





The blue arrow points to the end time of the clip – this is the point in time you clicked the filmstrip
button. Simply click and drag on the little orange marker under the white circle to make the clip
longer. (NOTE: You can still listen to the media file here by pressing the play button.)
The green arrow points to the beginning time of the clip – you can drag the orange marker to the
point at which you want the clip to start playing.

Step 3: Give your clip a name (Name field); enter a description (can tell why you clipped this); and include tags to make
it easier to find. When you click ‘submit’ your clip will be available in your clips library, accessible from ‘Clips’ in the
menu bar. NOTE: If you want to share the clip directly with someone else, type their name in the ‘share with’ field. You
do not need to enter anything in here if you are attaching this clip to a feedback report.
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How to make a feedback report
Feedback reports only include comments you left with your scores using the back response (‘talkie bubble’) boxes.
Using the feedback reporting feature, you can edit your comments further and include clips from your clip library to
share with trainees.
Step 1: Find the completed preparation in your admin queue. (In this example, we’ll use Ossowski 2015 12 17,
highlighted below in the green box.)

NOTE: Choose the instance of the preparation where you have left comments with your scores – remember, if you
didn’t leave comments, you won’t have a feedback report.
Step 2: Hover over the person’s name and you’ll see a link that says “Create feedback report” as shown below:

Step 3: Click the link and you’ll be taken to the feedback editing screen (shown on the next page). From there, you’ll be
able to edit, save and send your feedback report to the trainee.
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Feedback report editing page:

A. Leave this box unchecked.
B. Your parameter based comments show up here – you can click in the text boxes to edit them. NOTE: Editing your
comments here will change the comments in the preparation itself.
C. Click this link to add a clip. (You’ll be presented with a list of clips from your library. Click on a clip to attach it and
close the menu when you’re done making selections.)
D. Your general comments (left in the general comment box on the scoring screen will appear here).
E. You can create an overall comment for the trainee to read as part of the feedback report.
F. You can share this report with other people besides the trainee – include the names of those folks here.
G. Click ‘Save’ if you want to preview your report before sending. Click ‘Save & Finalize’ when you’re ready to send the
report to the trainee. NOTE: When you click ‘Save & Finalize’, the trainee will be notified that a feedback report is
available. You can, however, go back into the feedback report and edit it more later on.
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