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INSTRUCTOR HELP GUIE
OVERVIEW

Welcome to SmartEvals!As an online survey applicationt hat As designed specifically
evaluations, SmartEvalsis here to help you get the most out of your students féedback.

No matter whether you are a tenured o r tenure -track faculty member, an instructor, or lecturer, if you

teach classes at your institution, then this Instructor Help Guide is foryou!He r e, find dasid | |

instructions for naviga ting the SmartEvals myEvalCenter Instructor i nterface, as well as tips for

optimizing your experience.

IMPORTANT

The examples shown throughout this Help Guide may differ from your specific SmartEvals instance due

to the configuration options set by your institution. If you have questions about the availability of any  of

the reports or features covered in this Guide, please

HELP TOOLS AND RESORCES

In addition to this Instructor Help Guide, SmartEvals offers the following user resources:

VIDEO TUTORIALS

Check out our Instructor Training Series for video tutorials that offer a quick overview of the SmartEvals

interface:
I Partl - Setting Up to Improve Your Courses: Get to know SmartEvals and set your own
custom options in the weeks or days before an evaluation period begins.
1 Part2 - How to Get Great Response Rates: Learn about tools to use during each evaluation
period, such as status tracking and student engagement features.
I Part 3 z Using Reports and Tools to Improve Your Courses: Learn how to use reports and
analytics tools to better understand results from completed evaluation cycles.
u View the Instructor Training Series at smartevals.com/instructortraining/

FAQS
When vyouAr d¢o ybuoSyngriEals Instructor account, look for the Help tab in the header menu.
Simply click the FAQ option to see a list of responses to commonly -asked questions.

LIVE SUPPORT

Have a specific question?Wheny o u Ar e | ogged ioucanfmd cBmaat informatianifos your y
institutionAs designated s upg@ptabtandseaeatihgahe Contagtoptioavi gati ng
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Smart|Eal5)

LOGGING IN

The simplest way to access SmartEvalsis to look out for communications sent to your official

institutional email. Your school As Eval uat i on enal campaigrss ithadcess wi | | co

links or login instructions that are specific to your institution. General instructions for accessing
SmartEvals are provided below:

LOGIN USING SMARTEVALSDIRECTLOGIN PAGE

Some institutions do not use direct | ogin pages. If these steps do not work for you, please see

G Login Using an Integrated Portal below,or cont act your institutionAs Hel g
1. From the https://info.smartevals.com/ we bsi t e, cl i ¢k atihe topjoSthegamge: U n ; butt c
2. Next, enter your email address as prompted:
Your School Email Address:
sample@college.edu
Smart Eval s will route you to your s Tlhboodmarlsyolrogi n pag:

school As |l ogin page for easier future access.

3. Enter your assigned login ID and password as prompted, then click the login button to proceed:

SmartlEVals

Please Login

Login ID:

sample@college.edu

Password:

1 forgot my login ID / password.
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RECOVER YOUR ACCONT

G Password recovery is not supported at all institutions. If this feature is not available to you, please
contact your school As Help Desk for assistance.
If you do not know your SmartEvals Login ID or Password, youmay be abletor ecover t hhow. Her e Ac

1. Fr om vy o ur SmartEkatslodin/page (see Steps 1-3 above) click the 34 forgot
passwordj | ink:

SmartiEvals)

Please Login

Sandbox

sample@college.edu

Password:

1forgot my login ID / password.

2. Udentify your role by clicking the opmthenfllloutbutton to
the School Email and First and Last Name fields:

<< Return to login page

lama: O Student O Instructor O Staff Member

Schaool Email:

First and Last Name :

Click here to have your password sent to you.

Tip: Use your official institutional email (ending in .edu).

3. Check your email account for a message from SmartEvals. The message will contain further
instructions for resetting your | ogin ID and/or password.

INSTRUCTOR HELP GUIDE 5



LOGIN USING AN INTEGRATED PORTAL

= Integrated portal authentication is not supported at all institutions. Please see Login Using
SmartEvals Direct Login Pagefor an alternative accessmet hod, or contact your ins

Desk for instructions specific to your institution.

Your institution may offer single sign -on (SSO) access. If this is the case, you can sign in to your
institutional web portal (or Learning Management System) a nd simply click a link to access SmartEvals..

TROUBLESHOOTING & SWPPPORT

f you are unable to access your SmartEvals account, p!
Administrator or Help Desk. If you are unsure of who to contact at your instit ution, please reach out to
SmartEvals Customer Support for assistance at 1-888-309-1169.

INSTRUCTOR HELP GUIDE 6
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GETTING AROUND
NAVIGATING MYEVALCENTER

Uponlogginginto Smar t E v a $eethe mykEvalQehtdr landing page. MyEvdCenter functions as a
hub where you can access tools and information about each of your classes, including results from

previous evaluation periods.

&3 https://mwfei.smartevals.com/in: X +

<« C @ smartevals.com,

myEvalCenter

Your evaluations have begun! Here are some response rate ti

myEvalCenter | Edit v | Reports v | Change Password Help | Log out

RS.

Evaluations End: 4/29/2023

Real Time Response Rate ®foens Question To Improve

Online materials
57% clear/comprehensive
Boost response rates

"@" Email students

g%g Generate QR code

Preview evaluations

a0
Response rates

®
(A\_Add questions

The Header Menu displays across the top
of every page, providing easy navigation
around the SmartEvalssite.

¢ Dashboard icons and announcements
provide timely updates and easy access
to pertinent tools.

£

W\/\/\/\/\/\/

Dr. Instructor

The Tools section provides access to
various features and reports. The items
shown in the list will depend upon
where you are in the evaluation cycle,
and which features your sch ool has
enabled.
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HEADERMENU

The Header Menu displays across the top of every page on the SmartEvals site. Yau can click on the tabs
to open links to important tools and reports, as outlined below.

SEARCH

myEvalCenter | Edit - ‘ Reports Change Password | Help | Log out \SmartlEVAIS)

Search Criteria:

The magnifying glass icon will allow you to run keyword searches for help articles and other resources.
Simply click the icon, and type your search terms in the header bar to run a keyword search for content
related to your topic .

MYEVALCENTER

‘ Edit w ‘ Reports v | Change Password | Help » ‘ Log out ‘Smart{EVals!

The myEvalCenter option will return you to your myEvalCenter dashboard.

LOG OUT
Clicking the Log out optionwillendyour Smart Evals session, and direct you
page. YouAl/| need to enter yourentdrthgSmartEealsdite.password i f

myEvalCenter ‘ Edit - ‘ Reports Change Password | Help = ‘ @Eﬂ]ﬁ@ﬂb

myEvalCenter ‘ Reports = | Change Password | Help = ‘ Log out ISmart{EVals

Thank You Note

Email Students

Your Picture

The Edit tab provides access to optional tools that you can use to engage your students, including:
9 Thank You Note: Choose this option to create a personalized message for students who
complete your course evaluation surveys (see instructions next page).
1 Email Students: Choose this option to set up automated reminders or send a one -off message
to your students. See Emailing Students for more detail.

1 Upload Picture: Choose this option to upload a profile picture to SmartEvals. Your picture will
be displayed on survey forms for your classes (seeinstructions next page).

INSTRUCTOR HELP GUIDE 8
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CREATINGA THANK YOU MESSAGE

SmartEvals allows you to create a custom message that will display to student s each time they complete
the evaluation survey for your courses. Simply navigate to EditA Thank You Note in the header me nu,
then follow the on -screen instructions to type and save your message. You can return to this page
anytime to edit or delete your Thank You Message.

Edit | Reports = ‘ Help = | Logout

Create Personalized Thank You Message

Use this box to leave a thank you to your students for completing your evaluation. This message will be shown after they complete the
evaluation. To the right you can upload an image that will be shown with your message to students. Instructors who acknowledge student

feedback get higher quality data.

r this course! Please Save Thank You Note
elps me to better
udents.

nclude a Picture of Yourself

Here is the image that will be included in the thank you
note. To modify click 'Upload Picture'.

?

No Picture
Available |] Upload Picture

UPLOADING A PROFILE PICTURE
SmartEvals allows you to provide a profile picture to be shown to students when they take their surveys.
To do so, simply navigate to EditA Your Picture , then follow the onscreen prompts as shown below:

myEvalCenter Edit v ‘ Reports v | Change Password ‘ Help v | Logout ‘Smart|Eval)

Upload Picture

B

gx Choose File | No file chosen

Your image file must be smaller than 90kb, in JPG or PNG format, and, ideally, 100px by 100px.

Once you upload your picture here, it will be displayed to your students on their evaluations. By including your picture,
your students will be better able to identify which class they are evaluating and are more likely to provide feedback.

Return to My Eval Center

You can also return to this page at any time to delete a previously uploaded photo, or to upload a new

image to replace a previous one.

INSTRUCTOR HELP GUIDE 9



REPORTS

myEvalCenter | Edit « Change Password | Help « | Log out

Historical Reporting
Evaluation Previews
Single Question Breakdown

myFocus

See Advice

The Reports tab provides quick access to various reports, including:
9 Historical Reporting:  This option will take you to the Report Wizard, where you can pull reports
that show your evaluation scores over multiple years.
1 Evaluation Previews: Choose this option to navigate to the Preview Evaluation Wizard, where
you can look up full survey forms for your classes, and see them exactly as your stud ents do.
9 Single Question Breakdown: Choose this option to open the Single Question Wizard, which will

allow you to pull detailed reports on individual survey questions.

myFocus: Choose this option to see your myFocus Report, which provides a prioritized analysis
of evaluation results. To learn more, see the myFocus section of this Guide.

I See Advice: Click to review curated advice based on your myFocus results. Advice is supplied by
other instructors at your institution. To learn more, see Using myFocus to Improve.

You canalso accessthese and other reports by clickingonthe 3 Se e Re p o rshawnontyaut t on
myEvalCenter Class Tiles

CHANGE PASSWORD

myEvalCenter ‘ Edit - ‘ Reports ‘ Change Password | Help « ‘ Log out

The Change Password option will allow you to define a new password for your SmartEvals account.
Please note that password complexity rules are typically determined by your institution, and may vary
depending on whether your school has enabled single sign-on (SSO) or active directory services

myEvalCenter | Edit ~ | Reports + | Change Password | Log out
FAQ

Help Videos

« Privacy

The Help tab includes optional tools that you can use to answer your questions and manage your
account, including:
9 FAQ:Click to see a list of common questions from other SmartEvals users.
9 Help Videos : Click for access to a comprehensive library of video tutorials on SmartEvals
features, reports, and tips.
9 Privacy: Choose this option to request removal of your personal descriptiv e data in compliance
with GDPR standards.

INSTRUCTOR HELP GUIDE 10



DASHBOARD ICONS ANDANNOUNCEMENTS

On your myEval Center page, VyouAlelaluastienetatas ugdatesiares

links to additional information. SmartEvalsautomatic ally updates the items shown with the most
relevant and timely information based on the current status of your evaluation period.
Here are some examples of common icons and announcements you may see:

myEvalCenter

Alert:

@ would you like to write a thank you note

for your students?

Write a personalized thank-you note to
students who completed evaluations.

Alerts invite you to take advantage of
engagement tools to motivat e your
students, such as email messages.

view

common WOI’dS  3

Links to various reports help you to visual survey
feedback in variousways. Si mpl ySeel i ck
Student Comments j

&ae Hidtorical Charts I i n

Real Time Response Rate

94%

The response rate chart
shows the average response
rate across all of your
classes in real time.

review the referenced reports.

@Focus Question To Improve

Provided useful feedback

The myFocus question badge
summarizes items that show the
best opportunity for
improvement based on your
evaluation performance.

Gold Standard Accomplishment!

The gold standard badge
indicates exceptional
performance on evaluation
items based on your myFocus
analysis.

Smart|Eal5)
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TOOLSAND OPTIONS

At the bottom of the myEval Center screen, youAll see
updates the list to promote options that are most relevant to the current evaluation status.  The
following is a list of tools and optio ns available to you as an Instructor:

During an active evaluation period: After an evaluation period closes:
1 Boost response rates 1 See PDF reports
1 Email students 1 Customized reports
1 Generate QR code 1 Celebration
1 Preview evaluations 1 See response rate tips
I Response rates 1 See responders
1 Add questions 1 Add questions

f the options youAre |l ooking for arenAt displayed on
header menu.

RESPONSE RATE TIPS

Clicking either the Boost response rates} or Bee response rate tipsi options from myEvalCenter will
direct you to a m enu of resources designed to help you to engage students, and get the highest
possible response rates on your surveys:

myEvalCenter ‘ Edit « ‘ Reports v | Change Password | Help + ‘ Logout

N [

Response Rate Tips

i E Watch a video >

¢ gﬁ? How to use QR codes >

£ }% Set up automatic emails >

e

Q Yo Add a thank you note >

i Watch a video will take you to a selection £ Set up automatic emails  will take you
video tutorials focused on strategi es you to a module where you can draft your
can use to engage students in the course own email reminder messages for
evaluation process. students.

¢ How to use QR codes will take you to a o] Add a thank you note  will take you to
help article about QR codesand how they a module where you can create a
work in SmartEvals. message to thank students for

responding to surveys for your courses.

INSTRUCTOR HELP GUIDE 12
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EMAILING STUDENTS
This feature allows you to send email reminders to students who have not yet responded to the survey
for your class. To create emails for your students, follow the instructions below:
1. Start by <clicking the Jngbwademte:Studentsj button from

J Email students >

You can also access this feature by navigating to EditA Email Students in the Header Menu .

2. A new window will open, showing the following options:

myEvalCenter ‘ Edit ~ | Reports Change Password Help « Log out

Do you want to:

Set Up Automatic Email All of Your Email Just This Class
Emails Classes Just This Once
So the system will automatically Email your students just this BIOL 101L Sec 3 Intro Biology Lab

email your students every semester semester. Spring 2021
without any additional work for you

Choose this option Choose this option Choose this option

a. Back Arrow: Click the back arrow button to return to the previou s screen.

b. Set Up Automatic Emails: Choose this option to set up automated reminder messages.
SmartEvals will save your settings and automatically email your custom message to all
students in your classes in both the current evaluation cycle, and in future cycles. You
can change your reminder settings at any time by returning to this menu.

Note: When you choose the Automatic Emails option, a new window will open where
you can specify your preferred timing for when your messages will be sent during each
evaluation period:

Do you want to email students:

4 Days After The 5 Days After The 7 Days After The 10 Days After The
Evaluation Period Evaluation Period Evaluation Period Evaluation Period
Starts Starts Starts Starts

Choose This Option Choose This Option Choose This Option Choose This Option

c. Email All of Your Classes Just This Once: Choose this option to create a one -time
reminder message to be sent to all of your current classes.

d. Email Just This Class: Choose this option to create a one -time reminder to be sent to
the selected class only.

INSTRUCTOR HELP GUIDE 13



of reminder youAd 1| ik
DoRNbuWNDFry if

whi ch
get

3. Once chosen

templ at e

type
you started.

youAve
options to

have the ability to edit the message in the next ste p.

myEvalCenter | Edit + | Repors = ‘ Change Password | Help = | Logout

Choose a starting template:

If you don't see something you like, don't panic. Just choose one. You can modify every word on the next screen.

I'd love it if you filled
out your class
evaluations! @
Hello. Class evaluations have

started, and | would really
appreciate your feedback. Just

follow the directions at the bottom

of this email to login in the
SmartEvals System. This survey is
important for several reasons...

Choose This Option

w Remember to fill out
your evaluation survey

| just wanted to write you a note to
say thank you for being a student
in my class. I've learned a lot from
you all, and | hope the course was
equally productive and useful for
you. As you may know, the course
evaluation survey for this class is
currently available to you, and...

Choose This Option

@ | need your help!@

| was hoping to get a 100%
response rate on my course
evaluations this semester— and
you can help! Your feedback really
helps me to improve my classes
for future students just like you.
Please take a few moments today
to fill out your survey and share
your experience. | appreciate...

Choose This Option

4. Next, customize your message by clicking on the subject or body text boxes, and typ ing your
message. You can format the font size, color, and style by using the rich text formatting options,
and you can also insert emoji by using the command codes li sted at the bottom of the screen.

myEvalCenter | Edit « Reports « ‘ Change Password | Help « Log out

Edit Emails To Be Sent Out

Tip: Click to reveal
text formatting

Subject: {POINT} Remember to fill out your evaluation survey options.
Send this email. | Send a test to yourself

Bswce||B I UW|L |z := Bz 2@ =

Normal - size - A- - -

Dear Students,
| just wanted to write you a note to say thank you for being a student in my class. I've learned a lot from you all, and |
hope the course was equally productive and useful for you.

As you may know, the course evaluation survey for this class is currently available to you, and | hope that you'll take the
opportunity to complete it. | value your perspective, and often find student comments helpful when | am designing my
courses. Please note that instructions for accessing your surveys can be found at the bottom of this email.

Thanks again,

This is the message you will send. This email will be sent to all non-responding students for all of your classes.
Login instructions will be automatically added to the bottom of this email.

Feel free to put some symbols in the subject by adding:
{DARKSTAR} for *

5. When
1 SaveMessageal | ows
enable automatic emails, this saved message will be sent during each evaluation cycle.
1 Send this email will immediately send your message out to students.
allows you to send the message to your own email address for

youAre done, you can choose how to save or sen

you to save your template for fut

1 Send a test to yourself
testing purposes.
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PREVIEWING EVALUATION SURVEYS

SmartEvals allows you to preview the survey form for each of your classes.
1. Start by simply clicking the Preview button on myEvalCenter, as shown below:

At
Preview evaluations >
N

2. SmartEvals will present a list of your current classes. Click on a class to select it:

Preview Evaluations

Fall 2022 SPAN 332 MLNG Reag‘;gse Fall 2022 HUM 124 MLNG %
DI:Spanish-American

Civilization and @ The Ancient World 12 55%
Literature 1

Start: 11/28/22 End: 12/07/22 (16/16)  start:11/28/22 End: 12/07/22 (12/22)

3. When you do so, a new window will open with a pr eview version of the survey form. The survey
preview is identical to the actual survey shown to your students, right down to interactive
answer fields and clickable Submit button.

HUM 124 MLNG: The Ancient World (Fall 2022)

taught by: Silvia Hearne

l The course assignments adequately I The expectations of the class were clearly
reflected the goals of the course. communicated in the course syllabus.
Strongly Agree Strongly Agree
Agree Agree
Neutral Neutral
Disagree Disagree
Strongly Disagree Strongly Disagree
Not Applicable Not Applicable
I What aspects of the course contributed I What aspects of this course detracted from
most to your learning? Please be as specific your learning?

as possible.

S B he Sempesd aa!

Return to myEvalCenter

INSTRUCTOR HELP GUIDE 15



GENERATE QR CODE

f youAd like to encouragersteueegnatl satooanommplretegst heiry
QR codes. These quarter-sheet reminders contain a QR codes that students can scan to get quick
access to their surveys. Simply follow the steps below:

1. Start by <clicking the JGdmedennyEvalCe@®: Codej button dis

0:0
g3 Generate QR code >

2. SmartEvals will present a list of your current classes. Click on a class to select it:

Get QR Codes

Response Response
Fall 2022 SPAN 332 MLNG e Fall 2022 HUM 124 MLNG Rate

DI:Spanish-American
Civilization and The Ancient World 12 5@

Literature 1
Start: 11/28/22 End: 12/07/22 (16/16)  “start:11/28/22 End: 12/07/22 (12/22)

3. SmartEvals will open a new window with a document containing quarter -sheet handouts specific
to your selected class. Simply follow the prompt s to print the document:

Print 1 sheet of paper
Destination 5 Printer v
Pages All v
Copies 1

To igh response rates, you can ask your class to To ensure high response rates, you can ask your class to

scar cell phones scan this QR cell ph
Layout Portrait -
Color Color -
More settings v

m i

4. Cutthe quarter sheets, and distribute to your students. Students can use their mobile devices to
scan the QR codes for quick access to their course evaluation surveys.

INSTRUCTOR HELP GUIDE 16



SEE RESPONDERS

~ This feature is disabled by default. If you do not see the See Responders button , it is likely
G that your school has chosen not to enable this feature.

The See Responders button will allow you to see a list of students who have completed the e valuation

survey for your class. This toolisusefulif youAd | i ke to incentivize particip:
who complete their surveys. In order to protect student anonymity, respondent names will remain

hidden until at least five students have responded to the survey for a class. To see responders:

1. Start by GSeeiresponderg thhuga tlon di spl ayed on myEval Center :

@ See responders >

2. SmartEvals will present a list of your past and present classes. Click on a class to select it:

Choose Class

See: m All

Spring 2022 A
STAT 185 MATH Response MATH 167 MATH Respense
Introductory Precalculus
Statistics 50% 53%

(8/16) (8/15)
Fall 2021 v
Spring 2021 A4
Fall 2020 v

3. SmartEvals will refresh to show a list of all the students who responded to the su rvey for the
selected class. The class is identified in the header text, and pertinent information, like student
names, email addresses, and ID numbers is provided on the table:

myEvalCenter | Edit w ‘ Reports v ‘ Change Password | Help « ‘ Log out SmartiEvaIS)

Fvaluations Completed for Course: STAT 185
7 taught by: Yang MATH UG-Q 2022 Spring

List of Responders
oac

S R N
930319082 saveline2@school.edu  Aveline, Simone
930324608 rbertl3@school.edu Bertl, Ronald
930325038 mkarpychev8@school.e | Karpychev, Mordecai
930328882 mmapston9@school.ed | Mapston, Marisa
930340670 gnichols4@school.edu | Nichols, Gerard
930350469 vreid1@school.edu Reid, Veronika
930362020 msimonite0@school.edi | Simonite, Michele
930363308 ksmouten5@school.edu | Smouten. Karlvn
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ADD QUESTIONS TO SURVEYS

= This is an optional feature that must be enabled by a system administrator at your school. If
your institution has not enabled the Add Questions feature, the tools described in this section
will not be available to you.
The Add Questions tool allows you to add your own questions to surveys. Simply follow the below steps:

1. From your myEvalCenterscreen,c | i ck t he J3Add Questionsj button.

@® Add questions >

Note: To keep surveys consistent for each student, t his feature is only available when a class is
not under active evaluation. If survey access has already opened to students,y o u Al | need
until the current evaluation period closes.

2. SmartEvalswillr ef resh t o show available options. Ma k e
to add questions to the surveys f or one or more of your classes:

Add Questions To?

® Add follow up questions to my three lowest scoring questions @’h‘,‘z:,\
Add questions to all of my classes
Add question to one class only

PSYC 201 Introductory Psychology

PSYC 211 Introductory Psychology Lab

PSYC 336 Learning and Cognition

NI NVR WV | Ve |V

Your options include:
9 Add follow up questions:  This option allows you to attach follow -up questions to
certain answer choices. The follow up question is presented only to students who
choose the selected response option(s).For exampl e, i f thereAs a
survey that asks students to rate the textbook for course, you could add a follow -up

guestion to get more information from students

1 Add questions to all of my classes: Choose this option to add a question to the
surveys for all of the courses you teach, both in the current term and in future terms. .
1 Add question to one class only:  Use this option to add questions to a single class

instance. The question will not repeat in f uture terms, and will be a sked of the selected
class section only.

1 By course: Here the example shows three courses--3 PSYC 201,} J3PSYC 211, j

3 3 8 however, the options you see will correspond with the courses you teach. Select
any of the displayed courses to add a question for all current and future class sections
of that course.
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3. Next, youAl/l be able to create your gquestions. Uf 'y
before, SmartEvals will direct you to the Edit Question screen. Begin by using the drop -down
menu near the top of the screen to choose whichtyp e of question youAd | i ke to

Single Choice (to get average) ¥

Text
Single Choice (to get average)
Multiple Choice (no average)

3a. Create a JSingle Choice (to get average) j Question

Choose this option to add a multiple choice style question that asks respondents to pick only
one option. Each answer choice is associated with a numeric value that is used to generate
guantitative data, such as average scores.

myEvalCenter | Edit » | Reports = | ChangePassword | Help =

Add questions for: BIO 103L Lab

« Return to the previous page

Choose a question type to add or create: | Single Choice (to get average) + Answer choices:

. Agree-Disagree Str Disagree(5) to Str Agree (1) v
Create a new question:

Default answer:

No Preselected Answer A

Short question text (shown on reports): Lab exercises reinforced u

Full guestion text (shown to the survey-taker):

Lab exercises reinfarced my understanding of key concepts from the lecture
component of the course. |

ow-Up

Disagree 0
Add Follow-Up

Str 0

ollow-Up

rangly Disagree
Add Follow

A UYn the J3Create new questioni box, compl ete th
Short question text  z A short summary of the question for use on reports. Note:
this field is limited to 80 characters.
Full question text Z The question as it is shown to students. TIP: Check to make
sure that your question phrasing fits with your selected answer choices.
(2) Next, select a r atri ncgh os ccdehgepiclusdadove). Arihe w
example, the selected rating scale is shown on the table, with each answer choice

shown as a row. Note: you must use an existing rating scale. If none of the rating
scales meet your needs, please consider rephr asing your question.
(3) By default, your question will be displayed to students with no options chosen. If

youAd | i ke the question to be pseleceeénted with
choose an option from tdown 3Default answeriji dr
(4) Next,saveyourquesti on. Click the 3Create questionj ¢k
with default visual formatting optdions, or cl |

formattingi btextformattingtoptions ia theeFall question text field.
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3b. Create

a Multiple Cho ice ( no a v eQuastoa ) i

Choose this option to add a multiple choice question that asks respondents to pick one or more
options. Unlike Single Choice questions, the answers are not associated with quantitative values.

Unscaled multiple choice questions are useful for analyzing evaluation results by specific
cohorts, particularly wi t h S mabrilt-CewnaFlltes . A

Add gqu

estions for: BIO 103L Lab

« Return to the previous page

Choose a question type to add or create: | Multiple Choice (no average) v Answer cholces:

Create a new question:

Short question text (shown on reports):  Contact methods

Contact Methods (select multiple) examples: Email, -

Default answer:

| No Preselected Answer w

Full question text (shown to the survey-taker):

*Answer chaices selection has been changed, click "create question”
ta apply the new selection.

What are your preferred means of contacting your professor? Check all that apply.

(1)

()

3)

(4)

Answer Qo

Email 0
Telephane 0
Office Hours 0
Online Farum 0
Social Media O

Create question [l Create question and add formatting

Un the 3Create new questionit box, compl ete t hi

Short question text  zZ A short summ ary of the question for use on reports. Note:

this field is limited to 80 characters.

Full question text Z The question as it is shown to students. TIP: Check to make

sure that your question phrasing fits with your selected answer choices.

Next, selectar at i ng scal e ( see -doAmnmernugictured abmvex e s
In this example, the selected rating scale is shown on the table in the lower right,

with each answer choice shown as a row.

Note: you must use an existing rating scale. If none of the rat ing scales meet your
needs, please consider rephrasing your question.

By default, your question will be displayed to students with no options chosen. If

youAd |l i ke the question to be pseleceent ed wi

choose an optionfromth e 3 Def aul t -dawnswerj dr op

drop

t h

Lastly, save your question. Click the 3Create

with default visual formatting options. Al

ter |

guestion and add for matt i n gmatting optionoimthé o r ev e al

JFull question textji field, such as bol d,

INSTRUCTOR HELP GUIDE
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3c. Create an Open -Ended Text Question:

Choose this option to add an open-ended question. This style of question asks students to type
their response. Answer fields are customizable to control the size of the response field and
character limits.

myEvalCenter Edit ~ | Reports « ‘ Change Password | Help - | Log out

Editing question: Comments on activities

« Return to the previous page

You may change the type of this question: Text

Create a new question:

Short question text (shown on reports): Comments on activities
*Text area size: 60 *characters by

Full guestion text (shown to the survey-taker): 4 rows

Bswce B I U E| = = E EE S W=

Format - 14 -| A- B - Save question

Please describe any readings, assignments, or other activities that you found
most useful to your learning in this class.

(1) First, complete the following fields:

Short question text  zZ A short summary of the question for use on reports. Note:
this field is limited to 80 characters.

Full question text Z The question as it is shown to students. TIP: Check to make
sure that your question phrasing is open -ended and encourages students to
provide detail in their responses.

(2) Next, specify the size of the text box. The default setting is 60 characters in width by
4 rows in length (approximately 50 words).

(3) Next , save your question. Click the 3Create q
with default visual formatting options, or cl |
formattingi bhttmlont ¢t rfevremdtti ng options in t
field (as shown in the above example).

4. After youAve saved your gquestion, you can continue
3a, 3b, or 3c above, or you cpaang ecjl ibcukt ttohne t3oRerteutrunr nt
Manage Questions page:
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myEvalCenter

Edit v | Reports = ‘ Change Password | Help ‘ Log out

[ S o |

Manage Questions for: BIO 103L Lab

Page Header Special Features show-

Lab exercises
reinforced my
understanding of

® + 1 key concepts from
the lecture
component of the
course.
What are your
. preferred means
% + 2 of contacting your
professor? Check
all that apply.
Did you find the
3 exam review
] = 3 sessions useful?
Why or why not?
Here, you have

t he

Strongly Agree

Agree
Neither Agree nor Disagree £ E 4 + 214493
Disagree
Strongly Disagree
Email
Telephone T F ¢ + 214494
Office Hours
Online Forum
Social Media
T F ¢ + 214495
ability to view a |i

| S ]

st

click on the icons to delete a question ( % ), add more questions (+), edit a question ( #), or

reorder the sequence of questions (#+$,) .

You can al so cli

the screen to see how your questions will appear to students.

SEE REPORTS

To access your evaluation results for your classes, simply click the See Reports button:

A

‘i See reports

This option will open a menu of available reports. F o r

>

more details on

suite, please see the Understanding Your Results section of this Help Guide.

SEE PDF REPORTS

To send or download PDF versions of reports, start by clicking the See PDF reports option from

myEvalCenter:

L
}e See PDF reports

PDF

>

ck t

how

of

he

t

This tool will take you to another menu, where you can either request PDF reports sent to your email, or
download PDF reports directly. Instructions for both options are detailed below.

3

(o]

questi

Previ

us e
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EMAIL PDF REPORTS TOYfOURSELF

This tool will allow you to select one or more semesters and have a PDF of your results sent to your
email address. SmartEvals will generate a separate PDF report for each of your classes that fall within
the selected timeframe. To do so:

1. First, click 3See PDF reportshefda@mamyEPBOFCerpert sT
yoursel fj button:

Vg‘ Email PDF reports to yourself >

2. A Genrerate PDF(s) wizard will appear.First, hoose t he year or teron youAd | i
coverLook for the 3 Ch oo s iathe  right ganeS andlecate your gesirecaviedr e
and Semester, then clickthe 3 Choose t hi s osthemeredpandifg rol:i n k

Generate PDF(s) for: Alexander Yang

Select All Years

Choose Years

Select All Of 2022

No questions are excluded from

your reports Choose this semester Year Semester

Step 2: See Questions That Will 2022 | spring
Appear On Your Reports
Choose this semester 2020 Fall
Choose this semester 2019 | Spring
Step 3: Preview a PDF Choose this semester 2018  Fall
Choose this semester 2018 | Spring
Choose this semester 2017 Fall
Choose this semester 2017 Spring
Generate PDFs (0 of 30 generated)
Choose this semester 2014 Fall
Choose this semester 2014 Spring
Choose this semester 2013 Fall
Report an issue Choose this semester 2013 Spring
Choose this semester 2012 | Fall

Alternatively, you can choosethe 3 Se | e ct ofstlon abovetlaertasble to request reports for

all available years,ort he Se |l e ct torRebukst reports BOtheXnhtire past year.

Once youAve chosen a year or term, the Choose Years
your selection.

3. Next, youAlcli frye emh ettochesrpeyouAd | i ke to exclude any q
by clicking the Step 2 option in the left panel. SmartEvals will display a list of questions used on
your course evalwuations. Uf youAd | odatethditem(d)i de any
in the right pane, and click the 3Exclude This Ques
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(SmartfEvals)
Generate PDK(s) for: 2022 Spring

PDFs must be regenerated after excluding questions

Choose Years (2022 Spring)

Exclude This Question Expected Grade
. Exclude This Question Writing Skills
Step 1: See Questions Excluded -
Exclude This Question Quant Skills - NA
From Reports
Exclude This Question Inst strength
Exclude This Question Inst weakness
Step 2: See Questions That Will Exclude This Question Most Beneficial
Appear On Your Reports
Exclude This Question Suggest
Exclude This Question Course & Instructor Name
Step 3: Preview a PDF Exclude This Question Gaining knowledge
Exclude This Question Understanding ideas
Exclude This Question Develop capacity
Exclude This Question Analyze / evaluate
Generate PDFs (0 of 2 generated)
Exclude This Question Explained material
Exclude This Question Encourages involvement
Exclude This Question Accessible
Report an issue Exclude This Question Interest in learning
Exclude This Question Useful assignments

You can always return to Step 1 to see which quest:i
excluded questions in error or changed your mind, simply navi gat e $ee QuesSionep 1:
Excluded fr om Retphoer t3sAdd tthhdinkstoc€btorecgkestiomatg your

reports.

4. To continue, click Step 3: Preview a PDF. This will show you a list of all theeports to be sent:

Generate PDF(s) for: 2022 Spring

PDF Dept Num Type Level Trait Name
Choose Years (2022 Spring) =
» STAT 185 MATH uG-Q uG Alexander Yang
by STAT 185 MATH uG-Q uG Alexander Yang

Step 1: See Questions Excluded
From Reports

Step 2: See Questions That Will
Appear On Your Reports

Step 3: Preview a PDF

Generate PDFs (0 of 2 generated)

Report an issue

When using the PDF emailing tool, results for each of your classes is packaged as a separate
PDF.You can click the PDF icon in the table to see any of the listed reports. ( No t e : i f youAd |
download aggregate data, navigate to the Custom Report and use the Export tool there.)
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5. If you are satisfied with your selections, click on the Generate PDFs tool in the left pane, then
click the Begin Generating Reports button:

Generate PDF(s) for: 2022 Spring

Begin Generating Reports

Choose Years (2022 Spring)

Step 1: See Questions Excluded
From Reports

Step 2: See Questions That Will
Appear On Your Reports

Step 3: Preview a PDF

Generate PDFs (0 of 2 generated) K

Report an issue

6. A new window will open to show the status of your report generation:

B8 mwfoi.smartevals.com/i reporting/PDfGenerator/CreateP DFs.aspx?For=Me8ty=202285=140&mailto=me - Google Chrome

& mwfoismartevals.com

PDFs have finished generating. Close

Generate PDF(s) for: 2022 Spring

| 100% |

7. Once the PDFs have finished generating, check your email for your reports!
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DOWNLOAD PDFS
This tool will allow you to quickly download pre -configured reports for each of your classes. To do so:
1. First, cl i ck fRmgvakenker. Thenpclooose the Download PDFg option:

.
}a Download PDFs >
PDF

2. SmartEvals will display alistofour ses youAve taught, organized by seE€

PDF Reports

Spring 2022 ~
STAT 185 MATH RESREI:SSE

Introductory &= Class tiles identify each course
Statistics 66%

(37/56)

L= Click to download separate

reports for each class s ection

Fall 2020 v
Spring 2019 v
Fall 2018 v
Spring 2018 A4

Reveal additional courses by clicking on the semester/year headers. Each of your courses is

di spl ayeds atsi laej3 cwiatsh t he course name, ndmbegouAlAaed

taught multiple sections of the same course
identifying the classes by section number.

Click on the class tile to immediately download the report for that course , inclusive of all class
sections. Or click on the class section buttons to download separate reports for each class

section.

3. SmartEvals willimmediately download the report to a PDF file:

youAl |l
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[ Distribution-Yang-STAT- 185-9-UG-Q-MATH- 2022-Sgring (21941 - Adobe Raace o
File Edit View Window Help
[ open 498 286 | s [1]ss]| = @ [ZHE] 2 | e | B8 Tools | Fill &Sign  Comment

SmartEvals Demonstration
Spring 2022, STAT 185 Introductory Statistics Section 9
Instructor: Yang, Alexander (Primary)

Str = Str )
Disagree Dissgree Nether (S N/A
1 |Gaining knowledge of subject 16 42 |43 ]4 6% 19% 31% | 25% | 19% | 0%
2 |t ing ideas 16] 3 | 40 Jaa[az] 1o | 13% [ 25% [ 25% | 13% | 6%
3 |Developing creative capacities 16| 23 35 37|40 31% 13% 19% 19% 0% 19%
5 [Learning foanalyze ud evaste fleas, texh. aud 1628 | 38 [3s[41| 19% | 9% [ 130 | 25% [ 6% [19%
jarguments
8 [Explained the course material clearly 1629 ] a1 [a1]a2] e 3% | 38% | 13% | 13%
[Created a classroom environment that encourages -
9 s bessiteats mvived 1629 | 41 [41]43] 6% 19% | se% | 19% | 0%
11 [Was accessible outside of class 6] 4 | a3 Jaz2]as] % 6% | 25% | 31% | 38
10 [Displayed an interest in student leaming 1638 | 44 [a3[44] o% 19% | 13% | 44% | 25%
z [Oa L omy 1634 43 |41|42| 0% 31% | 19% | 31% | 19%
of the material
13 [Provided useful feedback on my performance 16] 24| 40 [39f4n] 3% | 0% | 310 | 19% [ 0%
14 [Helped me develop an appreciation for the subject 1625 37 40| 41| 38% 13% | 25% | 13% | 13%
15 [Made me think 1636 | 42 Jas[as] o% 25% | 25% | 13% | 38%
: b
| 16 [Rating the instructor 16] 3.0 ] 42 [42]a3] 19% 0% | 44% | 25% | 13%
|17 [Rating of the course [16] 28] 39 [39]40] 13% 19% [ se% [ 6% [ 6w [ | [ ]

Inst strength

science.

Text Responses

He has a clear and definite understanding of the material. In addition to this. he seems to have taught this class to the point where he has teaching it down to an exact

Willing to take questions.

Page 1/5

CUSTOMIZED REPORTS
To see reports that you can modify to suit your own analysis needs, click the Customized Reports

button:

Customized reports

This option will open a menu of reports with various options to let you control the scope or presentation

>

of data. For a description of the customizable r eports that appear on this menu, please see the

Understanding Your Results section of this Help Guide.

CELEBRATION

G

The

This feature is disabled by default. If you do not see the

your school has chosen not to enable this feature.

Cel

ebration

t ool

provides

Celebration option , itis likely that

an

ani

mat ed

presentat.i

students. When on your myEvalCenter homescreen, just click the Celebration option to see your

personalized presentation:

@

Celebration

>

SmartEvals will open a new window, and your celebration video will automatically start playing.
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RESPONSE RATES

Want to see participation statistics for course evaluation surveys in your courses? Accessdetailed
response rate stati stics by rolling over the Reports menu in the Header Bar , then selecting Response
Rates. You can alsoclick the Response Rates option on myEvalCenter:

00
(=)] Response rates >

/AN

Selecting this option will direct you to the Response Rate Wizard. For details on using this feature, see
the Response Rate Wizardsection of this Help Guide.
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UNDERSTANDING YOUR HESULTS

At the close of each evaluation period, SmartEvals automatically compile s all evaluation survey response
data and generates reports. There are a variety of reports available in the SmartEvals software, many of
which can be customized to suit your preferences.

Toaccessyourreportsusi ng Smart Eval sA i nt er a dycliickingthe 2@wgttd migzedt e
r epor tsommybBvalCenter, asshown below:

myEvalCenter Edit + Reports | Change Password Help ~ Log out 'Smart{Evals)

myEvalCenter

Your survey collection has closed. Below you'll find a few ways to get your reports, read
comments, and see how you can boost your response rate even more next semester. You
can customize your reports so they are tailored to your needs.

Real Time Response Rate @my Question To
Focus Improve
How much did this course
assist you in developin
71 % ist you in developing

writing skills?

l
,L See PDF reports
POF

| Customized reports

0 Celebration

C?} See response rate tips

@ See responders

®
@ Add questions

VoV WV IV WV

When you do so, SmartEvals will take you to alanding page listing available report options, like the
example on the following page.
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CUSTOMIZED REPORT LADING PAGE

When you €ustkmiheddReportsj option from myEval Center,
like the one shown below:

my€valCenter Edit » | Reports » | ChangePassword | Help | Log out Evals)

myEvalCenter

I \ Standard report
¢ i fl Charts and graphs
ol

£ —_— !_!!H Percentile rank analysis

Q ___— Comments

¥ / D Comment Analysis
/ “ Historical Reporting

|

|

AV AN AV VA VY

Click on any of the report options to proceed:

i Standard report  takes you to the o] Comments takes you to the
SmartEvalsCustom Report, a Comments Report, which compiles
comprehensive data table of results. open-ended text responses by class.

¢ Charts and graphs _takes you to the ¥ Comment Analysis takes you to a
Multi-Chart Report, where you can see word cloud of common words and
graphic bar and pie charts of survey data. themes from student

£ Percentile rank analysis  presents a : Historical Reporting  shows a data
graphic comparison of your scores table overview of average results by
compared to others at your institution. question for each of your classes.

Next, SmartEvals wil present a listing of your classes, as shown on the following page.
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CLASS TLES

When you select a report type from myEvalCenter, SmartEvals will display a list of all the classes that
y 0 u tawght, like the example shown below:

N

Custom Reports

myEvalCenter ‘ Edic + ‘ Reports v | Change Password | Help | Log out

Click to seethe report for this
course. If you taught multiple
class sections, the report will
combine results for all classes.

Click headers to reveal
courses taught during
the selected semester.

Spring 2023
PSYC 201 UG LEC Response PSYC 201 UG LAB Response
Introductory Introductory
Psychology 88% Psychology Lab 90%
(37/42) (26/29)
Fall 2022
Summer 2022
Spring 2022
Fall 2021

Courses hidden due to low response rates

PSYC 390 UG LEC

Response

Capstone Project

Ready to see your reports? Just click on a class tile!

YouAl | still

have the

pages to learn more about each report type in SmartEvals.

If you taught multiple
sections of the same
course, click the buttons
at the bottom of the tile
to see a report for the
selected class section
only.

Classes under this
header di dnA
the minimum number

or percentage of
responses required to
preserve respondent
anonymity. While you
canAt see th
by themselves, they are
included in your

aggregate results.

abi | it yyoutreporalahds.uSee thetfdleving e p o r t
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CUSTOM REPORT

Smart Eval sA mai n rtleostomn Rapgt, whichtissarpdwarfuledata table-style report.

The report will generally default to display results for a single course, but you can manipulate the report

to aggregate results acrosst he many <c¢cl|l asses and Hermalerkey@atsofthbeu Ave t aught
SmartEvalsCustom Report interface and how you use them:

myEvalCenter ‘ Edit v | Reports v Change Password ‘ Help ‘

i BIO 103 Environmental Biology Section 1 Fall 2022

o ¥

College of Arts and Sciences

BIO Biology

Section 1 w [Seeall course levels / types v

There were: 17 possible respondents.

The course assignments adequately reflected the goals of the course. 88% 27% 60% 7% 7% 0%

The online materials instructions, ‘ECFLHéS announcements, etc. were
2 3 . . 15 88% 4 20% 67% 7% 7% 0% 0%
clear and comprehensive, and presented in a logical manner.

The expectations of the class were clearly communicated in the course

3 syllabus 15 88% 4.4 40% 60% 0% 0% 0% 0%
4 The grade | expect to receive in this course adequately reflects my 15 28% 43 27% 73% o% 0% 0% o%
performance. i N N : . g
5 | Ifelt that this course challenged me intellectually. 15 88% 43 40% 53% 7% 0% 0% 0%
6 | Iwould recommend this course to other students. 15 88% 4.1 33% 47% 13% 7% 0% 0%
7 | The text of assigned reading was used effectively in the course. 15 88% 45 53% 40% 7% 0% 0% 0%
8 | Test questions accurately reflected course content. 15 88% 43 33% 60% 7% 0% 0% 0%
9 | The instructor identifies relationships between and among topics. 15 88% 37 § 0% 80% 13% 7% 0% 0%
10 | The instructor explains new ideas by relating them to a familiar concepts. 15 88% 4 47% 27% 13% 7% 7% 0%
1 ::;;Efj;reﬁ-torgwes assignments that contribute to my understanding of 15 88% 43 330 60% 7% 0% 0% 0%
12 | The instructor met class regularly and on time 15 88% 39 13% 67% 13% 7% 0% 0%
13 | The instructor was accessible outside of class. 15 88% 4 33% 47% 7% 13% 0% 0%
The instructor provided timely feedback on my academic performance. 88% 20% 67%
-n“——
15 | The workload for this course was: 15 88% 27% 60% -
i The heading identifies the scope of data ¥  The Choose Cdumns button allows you
included in the report. Here, you can tell to select which data columns are
the report covers a single class section. displayed on the body of the report.
¢ Click on the report tabs near the top of : The Choose Questions button allow s you
the page to access e to select which survey questions are
reports, including the Custom Report displayed (see rows of the report ).
shown here. § The body of the report show s a row for
£ Thedrop-down menus allow you to set each survey question. Click on the
the parameters of the report. Here, the question text to see myFocus advice for
drop -downs have been used to show that survey item. You can also click on
results for a single class section, but you values in the data columns to apply a
can broaden the selections if you want to Drill-Down Filter to show data from the
see aggregate data instead. selected group of respondents only.

0] The Export button allows you to download
the report to various formats.
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USING DROP-DOWN MENUS
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The drop-down menus at the top or your Custom Report allow you to control the scope of data shown

on the report. You can use them to filter the report by course, level, type or various other characteristics.

You can also broaden the scope of any report to show aggregate data by choosing any oft h e
opt i -daws menuso m

JSee Al

the drop

v l College of Arts and Sciences

v

Past 5 years
Past 3 years
All of 2023
] 2023 Spring
All of 2022

I2022 Fall
2022 Summer
| 2022 spring

— All of 2021
2021 Fall
—12021 Summer

2021 Spring

All of 2020

this past semester (2023 Spring)

All departments v

See all course levels / types / traits w

Em ShAE I
%6 37 39

63%
#.8 35 35 84%
7.8 3.8 39 84%
g7 35 35 72%

I |

JAIL 1§ or

As you make selections from the drop -down menus, SmartEvals automatically updates the data shown

on the report . In the below example, the drop -down menus were used to show all o f

t he

professor A

results for a previous semester. As a result, the number of respondents (N) is significantly higher than in
the example shown on the previous page, as the below report now includes results for multiple courses

instead of just one class section:

myEvalCenter

Edit - | Reports

‘ Change Password

Help = | Log out

Paula Kent teaching all types in all course levels in the College of Arts and Science division

Spring 2023

S Ul Percentile Rank ~ Multi-Chart ~ Comments

This past semester (Spring 2023)

Individual Evaluations

College of Arts and Sciences

myFocus

All courses w |All departments

All sections of this course hd

There were: 93 possible respondents

Question Text

1 | The course assignments adequately reflected the goals of the course.

The online materials instructions, lectures, announcements, etc. were
clear and comprehensive, and presented in a logical manner.

The expectations of the class were clearly communicated in the course
syllabus.

The grade | expect to receive in this course adequately reflects my
performance.

| felt that this course challenged me intellectually,

I would recommend this course to other students

5
6
7 | The text of assigned reading was used effectively in the course.
8 | Test questions accurately reflected course content

9

The instructor identifies relationships between and among topics.

10 | The instructor explains new ideas by relating them to a familiar concepts.

" The instructor gives assignments that contribute to my understanding of
the subject.

12 | The in: ctor was accessible outside of class

13 | The instructor met class regularly and on time

14 | The instructor provided timely feedback on my academic performance.

Question Text

The workload for this course was:

See all course levels / types / traits

79 85%
79 85%
79 85%
79 85%
79 85%
79 85%
79 85%
79 85%
79 85%
79 B5%
79 85%
79 85%
79 85%
79 85%

Str Agree Agree Neutral
3.6 25% 32% 26%
34 16% 27% 19%
33 20% 27% 23%
35 23% 30% 25%
EX 13% 23% 36%
32 15% 20% 40%
35 27% 25% 24%
33 21% 20% 2%
38 31% 6% 19%
32 15% 20% 40%
4 39% 34% 17%
3.4 23% 27% 26%
4 29% 30% 6%
4.1 40% 39% 11%

Disagree

18%

18%
17%
17%
15%
17%
10%
18%

6%
17%

5%

6%

Light
1%

12%
4%
11%
7%
6%
9%
3%
6%
4%
7%
4%
3%
Lightest
8%

Str Disagree

1%

0%
2%
0%

0%
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EXPORTING REPORTS
SmartEvals allows you to export your reports for local storage, printing, and sharing. To export a report:
1. Start by d&Ekporg k ibnu displaymcin tie top right corner of your report:

2. SmartEvals will open a new window with export options:

myEvalCenter Edit v | Reports ~ | ChangePassword | Help | Logout

Custom Report for Thomas Johnson teaching AAS 308 Section 1 Spring 2023

[OEGINEELRIE Percentile Rank  Multi-Chart = Comments  myFocus

Export Options

File Type | PDF: Portable Document Format v ‘ Use default colors

Show Course Heading?

Show Column Titles?

CSV: Comma Separated Text Show Grid Lines? (Does not apply to PDF.)
?

HTML: Web Page Export PDF In Landscape Orientation?

PDF: Portable Document Format

XLS w/ Formatting

DOC: Microsoft Word

3. Choose an export file format from the drop -down menu. You can choose to save the file in any
of the following formats:
1 Portable document format (.pdf)
Comma-separated text (.csv)
Web page (.html)
Microsoft Excel (.xIs)
Microsoft Word (.doc)

=A =4 4 =

4. Next, choose other visual formatting options. The default export options will produce reports in
portra it page orientation, with the course heading, column headings, and grid lines displayed.
Simply uncheck any or all of these options to suit your preferences.

5, Once youAve made your selections, clickthet he JIExport
requested report to your device.
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CUSTOMIZING YOUR RE®RTS
SmartEvals allows you to customize your reports to suit your personal needs and preferences. Using the
following features, you can adjust which questions and data columns are shown on your Custom Repor t.

CHOOSING COLUMNS
To modify which data columns are shown on your Custom Report, complete the following steps:
1. Startbyclickihgthe Xl hoose Columnsj button displayed in the toc¢

2. SmartEvals will open a new window with a list of data columns:

Columns Displayed on Custom Report

Y] ORR OTop Two B avg OMedian
OiMedian Osp (J95% Cl Low 0959 Cl High Oinstructor Avg
Oinstructor Semester Avg Ocourse Avg Ocourse Semester Avg Dept Avg DDept sD
B Dept Semester Avg EDiv Avg Opivsb EDiv Semester Avg  [JDiv Ll
Opiv Lvl sD Opiv vl semester sch Avg Osch sp B sch semester Avg
Osch Lvi Osch Lvi SD [Jsch semester Lvl Avg [JCourse Group Avg [JCourse Group SD
ONat'l Avg B answer Choices

Dev. from Mean Z-Score T-Score

School E

Use Until Logout Save Permanently Customize Questions Reload Saved Values Go Back

3. Simply check the box next to any columns you wish to display on your report. You can also
uncheck any columns that you do not want to see. For more details on the information provided
in each column, see the Index of Data Columns Used on Reports at the end of this Help Guide.

4. Once you have made your selections, choose from any of the following options :

1 Use Until Logout: Saves your column settings for the duration of this login session only.
Once you exit SmartEvals, yourreports will revert back to your previous column settings
(either the settings you chose to 3Save Permane
default report settings for your school) .

1 Save Permanently: Saves yourselected settings for this and future login sessions . You
will see your chosen columns any time you access your Custom Report, and your
settings will be saved permanently, unless you choose to overwrite them.

1 Customize Questions: This option will take you to the Choose Questions page.

1 Reload Saved Values: This option is used to restore your columns to the most recent
permanently saved settings. U f youAve 3dbesd&mtti helLogoutij option
revert to your permanent settings, you can choose the J3Rel oadj o]

to log out and log back in to SmartEvals.
1 Go Back: When you are done, click this button to return to your report data.
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CHOOSING QUESTIONS
To modify which survey questions are shown on your Custom Report, complete the following steps:
1. St art clicking the Choose Columnsj button displ a

2. SmartEvals will open a new window with each survey guestion shown as a separate tile. The
elements of each questio n tile are summarized below:

q Wizards ‘ Home | QR Handouts | Edit ‘ Reports | Help | Log out

| ’

Choose The Questions You Want To See

Use Until Logout [} save Permanently Reload Saved Values | 9¢ cancel

@ selectaniny

¢ Are you either a major = ¢ Is this a required % | had a strong desire % What percent of the ¢« Overall, how much do

or minor in the course for you? »? to take this course. »? time were you prepared  you feel you have

department in wh... » for class i.... » learned in this ... »

Appears on report as: Appears on report as: Appears on report as: Appears on report as: Appears on report as:

“Major or minor” “Required course” "Desire to take” “Time prepared for class™ “Learned in this course”

Numeric | Min: 0 Max: 1 Numeric | Min: 0 Max: 1 Numeric | Min: 1 Max:5 Numeric | Min: 1 Max:5 Numeric | Min: 1 Max:5

— ¢ The workload for this % The course % The online materials % The expectations of % The grade | expect to

course was: »? assignments adequately  (instructions, lectures, the class were clearly receive in this course
reflected the goals 0... ”  annou... ” communicated... adequately... ?

Appears on report as: Appears on report as Appears on report as: Appears on report a Appears on report as:

“Course workload" “Assignments reflected goals of “Online materials zxpmnlons in sylllbus clearly “Expected grade reflects performance”
course” clear/comprehensive” communicated

Numeric | Min: 0 Max: 2 Numeric | Min: 1 Max: 5 Numeric | Min: 1 Max: 5 Numeric | Min: 1 Max:5 Numeric | Min: 1 Max:5

include include include Include
|__The survey question as it The short question text Question type and range
appears to students. as shown on reports. of rating scale.

3. Simply check the box for any survey questions you wish to display on your report. You can also
click the 3Select Allj button to addcachdffouravai |l abl e
selected questions will be displayed as a row on your Custom Report table. You can also
uncheck any questions that you do not want to see.
4. Once you have made your selections, choose one of the buttons to continue:
1 Use Until Logout: Saves your selected questions for this login session only. Once you
exit SmartEvals, your reports will revert back to your previous question settings.
1 Save Permanently: Saves your selected settings for this and future login sessions. You
will see your chosen questions anytime you access your Custom Report, and your
settings will be saved permanently, unless you choose to overwrite them.
1 Reload Saved Values: This option is used to restore your selected questions to the way
they were at the start of the current |l ogin ses
Logoutj option but wish to revert to your origi
option instead of having to log ou t and log back in to SmartEvals.
1 Cancel: This button will return you to the previous page without saving any changes.
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USING THE DRIL-DOWN FILTER
Smar t E v aDown/kiltdDis @nlanalysis tool that you can use to explore specific groups of

respondents. To use this feature, first enable rating level columns on your Custom Report by following

the Choosing Columns instructions.

Rating level columns show the nhumber or percentage of stude nts who chose each response option (see

the 3Str Agreej to 3StUf Dysaldeleijfke ol @maisg biehtoev)t he

simply click on any of these distribution values to apply the Drill-Down Filter. When you do so,
SmartEvals filters the report to show response data from the selected group of respondents only.

In the example below, say that you want to see how students who expect to receive an A in the course

responded to the other survey questions. You can simply click the 10% val ue in the A column of row 10,

as indicated below:

myEvalCenter | Edit | Reports ~ | \ange Password | Help v| Log out

James Masters teaching ECON 1010 Microeconomics, for the past 3 years

(@VEGIyNiE @ Percentile Rank  Multi-Chart ~ Comments  Individual Evaluations = myFocus

Past 3 years College of Arts and Sciences

IECON 1010 Microeconomics ¥ |ECON Economics v

All sections of this course w |See all course levels / types / traits

1 | The course assignments adequately reflected the goals of the course. 61% 22%

The online materials instructions, lectures, announcements, etc. were

9 9 9 9
clear and comprehensive, and presented in a logical manner. 18 41 38 44% 7% 5% 0% 11% 22%
;F;Ieaizp(edations of the class were clearly communicated in the course 18 46 20 22% 17% 6% 6% 0% 0%
Tt e | h rse ad ly refl

he grade | expect to receive in this course adequately reflects my 18 5.0 37 100% 0% 0% 0% 0% 0%
performance.

5 | Ifelt that this course challenged me intellectually. 18 3.0 3.5 1% 22% 33% 22% 11% 0%

6 | | would recommend this course to other students 18 3.4 34 17% 28% 44% 6% 6% 0%

7 | The text of assigned reading was used effectively in the course, 18 4.1 3.8 33% 39% 28% 0% 0% 0%

8 | Test questions accurately reflected course content. 18 4.2 3.8 56% 28% 6% 6% 6% 0%

9 | The instructor identifies relationships between and among topics. 44% 22% 22%

i Epeseigretineus:: (remcve ﬁ\ter) (hidden) (hidden) (hidden) (hidden)

S S S 7 A T T T
11 | The instructor explains new ideas by relating them to a familiar concepts. 44% 22% 17% 1%
:’:‘x::;;:é:.tm gives assignments that contribute to my understanding of 18 39 39 23% 33% 28% 6% 0% o%
13 | The instructor was accessible outside of class. 18 3.9 3.9 61% 0% 17% 1% 1% 0%
14 | The instructor met class regularly and on time. 18 4.5 4.5 78% 0% 0% 0% 11% 11%

SmartEvals highlights the row to indicate that the Drill -Down Filter has been applied. All remaining data

values on the report automatically recalculate to show results for only those students who indicated that

they expect to receive an A in the course. To remove the Dril-Down Fi Il ter, simply <c
filter)ij Iink in the highlight e dherepontosheundatatfdEalal s
respondents.

- The Drill-Down tool is automatically disabled for any respondent pools that are too small to

adequately ensure respondent anonymity. | f you are unable to click on a specific rating column

value, it is likely because too few students are included in that group. If you are unable to click on

any rating column values at all, it is likely because your school has chosen to disable the Drill-Down
feature.
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WIZARDS

Smart Eval s /pyWitozpallrepasts dastly. Depending upon the administrative settings at your
institution, you may have access to any or all of the Wizards listed in this section, including the Response
Rate Wizard, Report Wizard, Preview Evaluation Wizard, and/or the Single Question Wizard.

u See the Wizards video tutorials at smartevals.com/wizards

RESPONSE RATE WIZARD

~ This feature must be enabled by a system administrator at your school. If the Response Rate
G Wizard is not enabled, then the features described in thi s section will not be available to you.
1. Startbys el ect i ng J Rjdrenptieilsader Realt. € s
2. SmartEvals will load a page with three panels. The first panel presents high-level options, while
the others provide choicesforfine-t uni ng whi ch i nf or magnotedbelowo u Ad | i ke

Choose an option from the first panel: Then choose from either of the other panels:

The Choose Classes panel allows you to narrow
Selectone of the Current Classes )
) the report by evaluation status.
options to see response rate data for —_
classes or divisions with active survey A
periods. (Note: This option is available

only during active evaluation periods.)

The Choose a Division panel allows you to

narrow the report by institutional division  (if
youAve taught or have a
multiple divisions).

Choose Increase Response Rate
Tipst o s ee Smar tofHipsa l
and tutorials.

Response Rate Wizard

What Do You Want to See?

| Choose Classes OR Choose a Division

o N By Evaluation Period Soctil Slencas

e By Instructor
=24 Increase Response Rate

7zv Tips

Open (3)

All Classes (4)

Not Started (0)

Waiting For Release (1)

2023 Spring (4)

Narrow Your Results For This Visit *
Filter by: Divisions Years Semesters ) Cross Listings Team Taught

* Affects all wizard reports you view, as well as charts
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3. Once you make selections on the Response Rate Wizard, SmartEvals will instantly generate your

requested report:

myEvalCenter

" Response Rates (both released and

unreleased) in 2022

|4 wizard

Calendar Year
Division

# Classes

Edit

Reports ‘ Change Password ‘ Help Log out

2022 Social Sciences

¢ £

Click the +sem link to break rows
down by semester, or click the -
sem link to roll data up by year.

¢ Clickon a year to take a closer look
at all of the classes taught during
the selected year.

o]

Click on a division to take a closer look at
all of the classes taught within the

selected division.

Click the 3Cus thoosé z ¢
which data columns to display or hide,
such as: Division, # Classes, Number of
Respondents (N), Number of Possible
Respondents (Tot N), and Response Rate
(Pct).

Smart|Eal5)
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REPORTWIZARD

G This optional feature must be enabled by a system administrator at your school. If the Report
Wizard is not enabled, then the features in this section will not be available to you.

The Report Wizard helps you to easily pull any survey result data you need. With SmartEvals, you can
easily pull aggregate overviews, or dig into detailed class-by-class reports. Her e As how
1. Navigatet o t he 3 Re pheheadsrimenu,and ciosse Hi st or i c al Reporting. i
2. SmartEvals will load a new page wth three panels. The first pane presents high-level options,
while the others provide options forfine -t uni ng whi ch information youAd |
making a selection from the first pane. The other pane(s) may update depending upon your
selection, as noted below:
Next, choose an option from either of

Choose an option from the first panel:
the other pane Is:

Select Class-by-Class Reports to see a - The Choose a Year panel allows you

detailed data table with evaluation results A to pull data for a single academic or

for each classsectiont hat youAVe calendar year, or to view data for all
years.

Choose Course Title Totals to view a data The Choose a Division panel allows

you to narrow the r eport by
institutional division (i f y ouAv

table with evaluation results aggregated by A
eachcoursey o u Av e (é¢.cpall gasst

sections of COMM 1010 rolled together ). courses in multiple divisions)

it v | meports v | ChangePassword |

. oo
Which Reports Do You Want _: Choose an OR LEL N Choosea
to See? E Academic Year ] Ll Division
Use Calendar Years
=]
Class-by-Class Reports 2022 Fall - 2023 Summer Arts and Sciences
2021 Fall - 2022 Summer Communication
g Course Title Totals
2020 Fall - 2021 Summer
00
(=)0 see Help videos 2019 Fall - 2020 Summer
7S
2018 Fall - 2019 Summer
Global Filtering Options *
Filter by: Years Semesters Cross Listings Team Taught

* Affects all wizard reports you view, as well as charts

INSTRUCTOR HELP GUIDE 40



3. Once you make selections on the Report Wizard, SmartEvals will instantly generate your
requested report:

myEvalCenter ‘ Edit « Reports v ‘ Change Password | Help « ‘ Log out Smart]

Course Evaluation Results in the 2022-2023 Academic Year

.

Syllabus clearly | Assigned readings [
See |Report o Sem | Dept |Num Course Name 3 explained contributed to

Received timely | Course material | Cl

Chart feedback was challenging

objectives learning

(T T O O T T T N
O ) O I N B

%9 2023 Spring PSYC 201 | Introductory Psychology 38 | 45 |84.4% 42 41 42 44
« 9 203 Spring PSYC 201L Introductory PsychologyLlab 12 | 15 | 80.0% 40 36 34 47
Q Q .\I '0’ 2023 Spring PSYC 303  Research Methodology 33 39 | 84.6% 32 37 4.0 45
« 9 2023 Spring PSYC 303L Research Methodologylab = 11 | 14 |78.6% 39 41 43 40
§ b % 202 Fall PSYC 303L Research Methodologylab = 14 | 15 |93.3% 29 3.1 3.8 42
q .ﬂ 'p, 2022 Fall  PSYC 303  Research Methodology 37 43 | 86.0% 4.4 4.2 4.5 3.9
Q .ﬁ “ 202 Fall  PSYC 303L Research Methodology Lab 13 15 86.7% 45 45 4.1 39
: Not the data you were looking for? Click Click the 3Cus saeai z ¢
I .
the Jt Wi zardj but tthen t which data columns are shown on the
Wizard from the beginning. report. See Customizing Your Reports to
learn more!
¢ Click the 3Seej butt 0] Use the icons to preview the survey form
columns for each survey question. You (q\) or get quick access to the Custom
canalsoc | i ck t he tbSefecto < Report (W) or Multi-Chart Report (“,’).

which questions are shown on the report.
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CHOOSE QUESTIONS
When viewing the Report Wizard, you can choose to show results for each survey question on the
report . Do this by si mplttgndisplayed teward the tophokthedeBoete § b u

|4 Wizard Questions: NI ['See | Choose

When the See Questions option is selecteyduwanttou Al | al
di splay on the repor thyperinktextti cking the J3Chooseij
When you do so, a new window will open, as shown below:

S8 https://mwfea.smartevals.com/reporting/Summary/ChooseQuestions.aspx?

@ mwfea.smartevals.com

Choose Questions
These are the questions used by this Time Period, sorted by order of usage

v Question ‘ Ajsargg' ‘ Question ID

v Explained the course material clearly 439 46531
v Gaining knowledge 439 46523
v Gave assignments that contributed to my understanding of the material 438 46535
v Created a classroom environment that encourages students to be actively involved 438 46532
v Was accessible outside of class 437 46533
v Helped me develop an appreciation for the subject 437 46537
v Provided useful feedback on my performance 437 46536
v Displayed an interest in student learning 437 46534
v Made me think 437 46538
v Rating of the course 436 46541
v Understanding ideas 435 46524
v Rating the instructor 433 46540
v Learning to analyze and evaluate ideas, texts, and arguments 422 46529
v Developing speaking/discussion skills 415 46527
W Developing creative capacities 399 46525
v How much did this course assist you in developing writing skills? 14 46526

Simply check the box next to any questions you want to display on your report, and uncheck any you
donAt wa n there¢ ave nmmy guestiéh$ listed, you can search bytyping keywords into the text
boxes at the top of each column.

When you are done, click the Save button to save your selections, and the Close button to dismiss the
window. You Al | see a dchofgourcseldctadsurvey quastiorsaas shown in the example
on the previous page.
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CUSTOMIZE COLUMNS
When viewing the Report Wizard, you can modify which data columns are shown on the report . Do this
by simply clickingt h€u 8t omi zej b u towardthe tbp o thd repgrte :d

4 Wizard Questions: w

When you do so, a new window will open, as shown below:

Customize

g e e e

Columns Displayed

Use Until Logout
Course Info Columns: —
Course Number Course Name Semester Section Save Permanently

Type Level [ Trait O CourseGroup () Instructor ID _
Cancel

[CJ Instructor First Name [J schoolCourselD (] Evaluation Period Name
See question groups

7] Use the full question text instead of the shorter question

What would you like to see?

@ See Mean Scores O See Median Score O Designate Top/Bottom 30%

Response Rate Columns:

Possible Respond Num Respond Rate %

[J Number Dropped Respondents (] Num Possible Dropped Respendents

Cross listing options (saved permanently, shared with Division
Averages page)

EWhen viewing a parent of a crosslisted course, include the results of the child(ren).
C...and hide the child(ren) in reports.

BWhen viewing a child of a crosslisted class, include the results of the parent class and all
child(ren).

Links to Show:

Preview Evaluation Link

Summary Rows:

Show Year Total Rows Show School Average Row

Use these options to apply

_——— afilterto all reports for this

loain session

Narrow Your Results For This Visit *

Years Course Levels  Course Types  Semesters

* Affects division totals and class-by-class reports, as well as charts

Simply check the box next to any columns you want to display on your report, and uncheck any you

donAt waftf tyo usteurw crasslisteditourses, look outforthe 3 Cr oss | i sshadedy opt i on
area to set preferences to di ct alistedsectios separately, prafu Ad | i ke 1
youAd |l i ke them rolled together
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When you are done making your selections, click any of the options in the right -hand column:

Use Until Logout

Save Permanently

Cancel

1 Use Until Logout: Saves your column settings for the duration of this login session only.

1 Save Permanently: Saves your selected settings for this and future login sessions.
1 Cancel: Click this button to return to the previous page without saving any changes.
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HISTORICAL REPORTING

The SmartEvals Historical Reportsummarizes average scores over years or semesters, for a clear

summary of longitudinal trends in feedback results. Her e As how:
1. Navigatetothe3 Reportsj tab in the header menu, and choose
2. SmartEvals will load the Report Wizard. Ch o o s e -hy-Clisess SReport s}y from the fir

Report Wizard
Which Reports Do You Want to o=t 1T A
See? Choose a Year OR [Tt} Choose a Division

Use Calendar Years

n—
a| ‘:§| Class-by-Class Reports

Social Sciences

N
11
4
S

g Course Title Totals 2019 University Programs

O Show all years

3. Inthe middle pane, check the box to show all years,t hen c¢l i ck the J3AIIl Years, .

[o—
Which Reports Do You Want to See? g Choose a Year OR E Choose a Division
B Use Calendar Years —_—
| Class-by-Class Reports 2020 Social Sciences
2019 University Programs
g Course Title Totals
2018
ne 2014
%
% 2013
%
% 2012
% "

2011

All Years, All Divisions

4. SmartEvals will then load your report as requested. See next page for details on how to read
and use the Historical Report.
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myEvalcenter | Edit | Reports + ‘ Change Password ‘ Help | Log out

Course Evaluation Results for Sarah Ross

U, . N Introductory
« 2022 |spring | SIAT | 185 | (ot
— & '} ] O, N Introductory
g .l ? 2022 | Spring | STAT 185 Statistics
q . I 0! 2022 | Fall STAT 375 Intro to Regression
Models

Questions: m See  Choose

Customize

Gaining Encourages

UG MATH | Ross 23 |28 821% 3.8 3.9 3.7
UG MATH | Ross 27 |30 90.0% 4.2 4.5 44
uG MATH | Ross 19 |23 826% 48

e\ .I U, i\l‘ 2021 | Spring | CSCI 329 Big Data Analytics
/
'} ] . . N Introductory
Y 2021 Spring| STAT 185 | g o0
“3 P R Calculus-Based
&« ¢ 2021 |Fal |STAT | 205 | e
Q . I ', h 2021 | Spring | STAT Big Data Analytics

U, . Introductory
q .' 2020 | Spring | STAT 185 | Statistics
. . ) . Introductory
CA .l > 2020 | Spring | STAT 185 | Siatistics

The table header row identifies the
contents of each column. Type in the text
boxes below the header to search.
Summary rows present aggregate data
for comparative analysis, such as the
aggregate school-wide data shown here.

Click the Preview Surveyicon (Q;) to see
the survey form for this class.

Click the Report icon (ll) to open the
Custom Report for the selected class.

UG

uG

¥

MATH | Ross 2 |3

MATH | Ross 14

uG MATH | Ross 25 | 84.0% 4.4

UG MATH | Ross 24 131 774% 4.4 4.7 4.5

uG MATH | Ross 24 126 923% 42 § 4.1 42
uG MATH | Ross 25 | 88.0% 44

83.9% 4.2

78.6% 44 46 40

Click the Multi-Chart Report icon (¥5)
to see bar and pie chart
representations of your data.

If yourclassiscrossl i st ed,

y «
icon indicating whether it is listed as a
parent (‘ﬂ\r) or child ('i\r) class.

The body of the report presents a
summary column for each survey
question, with means scores for each
survey item for each class.

u See the Historical Reporting video tutorial at smartevals.com/historical

=
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PREVIEW EVALUATION WZARD

The Preview Evaluation Wizard will allow you to access complete survey forms for each and every class?

both past and present. Her e As how to use the wizard:
Navi gat eReportsi t hab 3in the header menu, and choose JEv
SmartEvals will load a new page with three panels. The first panel presents high-level options,
while the others provide options for fine -tuni ng whi ch i nformation youAd | ik
making a selection from the first pane. The other pane(s) may update depending upon your
selection, as noted below:

Choose an option from the first Next, specify the scope of data you want to see by
panel: choosing an option from either of the other panels:

The Choose Classes panel allows you to narrow
Select Current Classes to see . ]
the evaluations shown based on evaluati on status.

survey information for classes
di y ith act A The Choose a Division panel allows you to narrow
or divisions with active or
) ) the report by institutional division (i f Yy ouAv
upcoming survey periods.

courses in multiple divisions).
The Choose a Year panel allows you to narrow the

Choose Completed Classes to - evaluations shown by year or semester.
see survey information for past A The Choose a Division panel allows you to narrow
evaluation periods. the report by institutional division (i f y ouAv

courses in multiple divisions).

Preview Evaluation Wizard

P—0o
What Do You Want to See? M= Choose Classes OR E Choose a Division
Sasss | ==
-
(J) Current Classes All Classes (8) Arts and Sciences
<

Not Started (3)

o
:-I Completed Classes
1 Open (5)

Surveys and Action Plans

ARA AR A AP
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3. Once you make your selections on the Preview Evaluation Wizard, SmartEvak will present a table
showing all class sections that fit the parameters yo u selected in the previous step. Each row
represents one class section, and you can use links and tools on the table to look up data and
survey forms for any of your courses:

:
e

i Click the Preview Surveyicon (%) to see £  Type search terms into the column
the survey form for this class. The headers to quickly locate classes.
Preview version shows you exactly what g Click on any of the hyperlinked values to
your students see when they complete show all classes within the selected
the evaluation for your course. group. Here, the user could click to view
¢ The Download Survey PDFicon () all courses taught in the HIST
allows you to export the online survey department, for example.

form for offline storage, printing, or
sharing.
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