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Throughout the training, you may see this icon. Sections marked with this icon have a video walk-through
available on the EvaluationKIT Help Center.

Bowling Green 5tate University

EvaluationKIT ‘ Home Surveys Projects Results ~ Account - EvaluationKIT Administrator ~ Sharon Wiemken ~ (g

Help Center
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EvaluationKIT Introduction

INTRODUCTION

EvaluationKit is a tool designed to assist in managing course evaluations online through
Canvas. The tool works with the information already stored in Canvas to help choose
which courses and students to send the evaluation to. The student responses are kept
anonymous and all data is collected for later reporting to department administrators and
instructors.

This guide will be split into four major parts. First, the guide will discuss opening the
application and orienting yourself both with the interface and the general tools within the
software. Second, the guide will discuss creating the survey of questions to ask the
students during each semester’s evaluations. Next, we will discuss creating a project for
each semester, and lastly we will explain how to setup the project results reports.

When using EvaluationKIT, it is best to start with an understanding of the three primary

ROLES roles.

Administrator: Each department will have a single individual or group of individuals who
will administer evaluations in their area. Administrators choose what to ask, who to ask it
to, and who should have access to the results. Most people using this guide will be
administrators.

Instructor: Each course being evaluated is required to have one or more instructors.
Instructors have the ability to see the response rate for their courses and can be given
access to their results by the administrator if needed.

Students: Each class being evaluated must have at least one student. Students reply to
the evaluation and their answers are used to create the results for the evaluation. All
student answers are kept anonymous.

EvaluationKIT is a stand-alone application that could be managed entirely without
CANVAS LINK Canvas. At BGSU, we have linked the two systems to make some of the work easier. It is
important to remember throughout this training that EvaluationKIT is a separate system
from Canvas, so any links or copied data is housed not shared back with Canvas.

The first major link between the systems is for deciding which courses you wish to
evaluate. Since the list of courses, including instructors and students, is already in
Canvas, a link was created to copy this information to EvaluationKIT.

Another link between the systems allows you to enter different parts of EvaluationKIT
directly from links presented in Canvas.

LOGGING IN

i [IFcg] Courses
To access EvaluationKIT, you

will first need to sign into @ —

MyBGSU and then Canvas' FMS v9.1: FMS 120 Chart of Accounts

DEFAULT TERM

Once you have been setup to IS U5 1: 1S 120 Bais

use the system, you should see | |pessssm .. o0 o oo o
an EvaluationKIT i
Administrators course in the list R LS e e vestoators
of your Canvas courses. LTl 505U Peopieson queny

e Click on Courses £ [

e Click on EvaluationKit T

Administrators

All Courses
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This new navigation is
available for individuals ATeel] = CvaluationKIT > Modules
who may be participants in '
multiple EvaluationKIT

subaccounts with multiple @ m

View Progress + Module

rOleS. Account Announcements

The. new sub-account_ Training Signup i ~ General Information S+ B
navigation for EvaluationKIT Files

administrators is available oo 5 @) Genertnformaton

through the left column of links
in the EvaluationKIT
Administrators course site. The
link is titted Modules. When
this link is clicked, you will be
presented with a menu of all
EvaluationKIT sub-accounts. A
feature of the new navigation is
that you will be prompted to
load EvaluationKIT in a new
tab.

# Useful Links

e Instructor Response Rates

9 Sample Emails

e Canvas Data Import Video

» Mo \\»‘sth -,
<] <]
-] -]

e Click on the correct
department.

e Click on link to load the
data in a new window.

School of Art

School of Cultural and Critical Studies

School of Earth, Environment, and Society

School of Media & Communication

—_— 1
Sociology

Theatre & Film

Women's Studies

Q000000

EvaluationKIT » Modules » EvaluationKIT Department Accounts

This tool needs to be loaded in a new browser window
Home ) L )
Load School of Media & Communication in a new window
Announcements
Training Signup
Files

People

Modules

4/26/18 Page 3 of 36



To make sure you are seeing
the correct information, first
locate the two drop down
menus in the top center.

1. Select your department
from the top

2. Select EvaluationKIT
Administrator from the
next menu down.

Selecting administrator here is
confirming your role as an
administrator within the system.

EvuluurlonKIT‘
Search
® Courses Users.

Project Results

H

ome

Surveys

Search

Projects  Results EvaluationKIT Administrator | Sharon Wiemken ~

Response Rate Tracker

116 Course Evaluations
Daily fiesponses

SMC Fall 2016 Course Evaluations
Ended 12/2/2016 - 12/17/2016

Quick Links =

Daily Resp: 5
1551 gy 2472 77
g Fewondens Envoliments b3 w2
0 Last 24 Hours 0%
.
Projects Responses
Name Starts Ends Status
MC Fall 2016 Course Evaluations 12/2/2016 12/17/2016  Ended

DASHBOARD

Once you sign into
EvaluationKIT, you will see the
following Dashboard. This will
help you review existing project
setups, results, and response
rates.

The Dashboard within
EvaluationKIT allows you to
customize what users see when
they login to the system. The
Dashboard is comprised of
different “widgets” that you can
add, move around, and
customize. All Dashboards
begin with default widgets and
widget settings.

EvaluationKIT ‘
Search
® Courses Users

Project Results

Hor

me

Search

BGSU: Schaool of Media & Communication 5

Projects Account - EvaluationKIT Administrator  Sharon Wiemken ~ @

Results -

Response Rate Tracker

6 Course Evaluations
Daily Responses

SMC Fall 2016 Course Evaluations
Ended 12/2/2016 - 12/17/2016

1551 gy 2472
0 s 0%

Respondents Percent of Tota

Quick Links =

<

ser 11 2016 Course Evaluations

Daily Responses

uations Summer 201€
Daily Responses

Projects

Name

Starts

Ends

Status

12/2/2016  12/17/2016  Ended

Ended

16 7/31/2016

6/12/2016 Ended

4/17/2016 4/29/2016 Ended

12/3/2015 12/18/2015  Ended

My Active Surveys — allows
the user to click/tap the button
to go directly to these surveys.

My Surveys =

Notifications — Displays
messages posted in the
Notifications feature as well as
the real-time progress of data
imports and enrollment
refreshes.

Data Import and Enrollment
Refresh notifications available for
the EvaluationKIT administrator
view only.

Notifications

Canvas Course Import -
Summer 2015 Evaluations

Canvas Course Resync
Canvas Course Resync

View All Notifications €

4/26/18
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Project List — Lists the
selected number of most recent
Projects with the Project dates
and status of the Project. Users
can click on the Project name
and go directly to the Project.

Projects in EvaluationKIT are
used like file folders to help
organize the survey, courses,
students, instructors,
communications, and general
report setup for each time you
offer an evaluation and are
generally tied to a semester.

2014

Projects

Project HMame Starts Ends Status
Fall 2014 Query Training 10/15/2014 10/16/2014 Ended
test new config B/1272014 E/1272014 Ended

Query Manager Training April  4/9/2014 4/10/2014 Ended

Fall 2013 Office Demo 12/8/2013 12/27/2013 Ended
Testing API changes 10/17/2013 11723/2013 Ended
EvaluationkIT Assessment B/12/2013 E/23/2013 Ended
ITS Thursday EvaluationkIT 7/25/2013  E/9/2013 Ended
Training

Project Results - Lists the
selected number of most recent
Projects with the results
availability dates. Users can
click on the Project name and
go directly to the Project
Results for the project.

Project Results

Fall 2014 Query Training
Project End Date: 10/16/2014

test new config

Project End Date: 8/12/2014
Query Manager Training April
2014

Project End Date: £/10/2014

Fall 2013 Office Demo

Project End Date: 12/27/2013
Testing API changes
Project End Date: 11/23/2013

Project Summary — This
displays various metrics about a
Project, and allows the user to
quickly navigate to specific
sections of a project.

Metrics displayed here include:
Overall Respondents, Overall
Enrollments, Overall Response
Rate, Last 24 Hour
Respondents, Last 24 Hour
Enrollments, Last 24 Hour
Response Percent of Total,
Chart of daily responses, # of
Courses, and # of Instructor
enroliments.

Under the “Quick Links”
feature, users can directly go to
specific sections of the project.

Also, Enroliments, Courses,
and Instructors is clickable, and
will take you to this specific
information.

Fall 2014 Query Training
Ended 10/15/2014 - 10/16/2014

5

Respondents

Last 24 Hours

{espondents

/ Daily Responses

Courses 1

Instructors 1

®000000000

Quick Links -

10

Enrclliments

0%

Percent of Total

4/26/18
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Response Rate Tracker - Lists
the selected number of most
recent Projects with the real-
time overall response rate
information, and spark-line
chart of daily responses.

Users can click on the Project
name and go directly to the
detailed response rate metrics
that they have access to for the
project.

Response Rate Tracker

Fall 2014 Course Evaluations
Responses/Enroliments
1767180 . 98%

Spring 2014 Course Evaluations
Responses/Enroliments
341/350-97%

Winter 2013-2014 Course Evaluation

A Responses/Enroliments

$/7.-71%

Winter Courses 2013
A Responses/Enroliments

179-11%

Summer 2013 Session C Course Evaluations

Responses/Enroliments
1657192 . 86%

Results Feedback — Displays
the number of Results
Feedback posts by project that
have been sent to the user.
Users can click on the Project
name and go directly to Results
Feedback posts for the project,
and then review posts and reply
to posts. The Results Feedback
feature is designed to facilitate
two-way communication about
survey results between an
instructor and the administrator
overseeing their area.

Results Feedback

Mo Feedback at this time.

*New feature

Search — Allows you to search
for a specific course or user to
find which project(s) they exist
in, and then the user can
navigate to the specific section
of the project.

Search

Keywords

® Courses © Users

Go!

Select Role — Allows users
enrolled in multiple user roles to
toggle between their various
user role views of the system.
This functionality works the
same as what displays in the
top navigation bar if a user has
multiple roles.

Select Role

Administrator

4/26/18
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Student Alert - Displays the
number of Student Alert posts
by project that have been sent
to the user. Users can click on
the Project name and go
directly to Student Alert posts
for the project, and then review
posts.

The Student Alert feature is
designed to facilitate one-way
communication from students to
their instructor and/or
administration, and offers a
process separate from the
survey to allow students the
ability to request follow-up
contact.

*New feature

Student Alert

Fall 2014 Course Evaluations

4/26/18
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NAVIGATION BAR:

Along the top of your screen
you should see this blue bar.
This is the Navigation Bar and
helps you quickly move
between the different parts of
EvaluationKIT.

@ Home - This option will take
you back to your main
Dashboard. Having this link at
the top of every page allows you
to quickly return to your
dashboard from any other part
of the system.

@ Surveys - The list of
guestions to be asked in an
evaluation. In order to make it
easy to reuse questions each
semester, surveys are kept
separate from the actual
semester based projects. While
you might build multiple
surveys, most departments
create a single survey once,
and reuse it as needed.

EYH'UUHDI’I KIT ‘ Home Surveys Projects Results ~ Account -

® Projects - Each time you
wish to evaluate students in a
group of courses, you will create
a project to manage it. Most
departments create a project for
each semester, though it can be
helpful to create separate
projects for different types of
classes if you want to ask
different questions to different
types of classes within a single
semester.

@ Results - Once a project has
finished and students have sent
in responses, you can review
results. These results can be
reviewed by class, instructor, or
project in easy to obtain and
read PDF documents. You can
also download the full results
into an excel document to
create your own custom
reporting options.

© Account - The Account
option in the Navigation Bar
allows you to modify general
settings.

4/26/18 Page 8 of 36



EvaluationKIT Introduction

The most common change you
will need to make here is to set
the standard email settings for
outgoing messages sent by
EvaluationKIT.

While you can change these
settings each time you create a
message, most departments
find it helpful to set the default
up ahead of time.

To do this, click on Account
from the Navigation Bar and
then click Outgoing Email
Settings.

Enter the email address and
name for outgoing messages. It
might be helpful to set this to an
office email account.

Remember to click Save when
you are finished.

SURVEYS

WHAT ARE SURVEYS?

Bowling Green State University

Surveys Projects Results ~ | Account = EvaluationKIT Administrator ~ Sharon Wiemken -

EvaluationKiT B Home

Site Settings Reporting Integrations Search

Site Information Response Rate Tracker LTI Users
Settings

Manage Administrators Open Authentication Courses

Results Settings (DAuth)

Manage Dashboard

Mobile Use Reporting Canvas

Customize Login Page,
Student View, 8 Messages

QOutgoing Email Settings

Account Notifications

Mon-Respondent APL
Settings
Monitoring

Settings
Contact Setting

. ; Results
Hierarchy Builder

Custom Questions

Hierarchy Mapper

Outgoing Email Settings

Edit Contact Form

Email From Name

Freddie Falcon

Email From Address

n@bgsu.edu

Would you like to automatically receive BCC copies of emails to your
return address?

® Yes © No

Survey Builder for EvaluationKIT Administrators

Surveys are a list of the questions to be asked during an evaluation. Most departments
use a single survey for all of their evaluations. By creating a single survey once,
EvaluationKIT allows you to reuse those questions throughout all of your evaluations over
time.

To compare results over time effectively, EvaluationKIT requires that the same questions
be asked each semester, so it helps to use the same survey for as many projects as
possible.

QUESTION TYPES

Surveys in EvaluationKIT can contain a variety of types of questions. Two of these types
allow for results in numeric averages, while the rest will only report individual student
answers as text. To ease the process of evaluating large pools of results, it is best to use
the Single Selection and Matrix types of questions that allow numeric averages.

4/26/18
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T Introduction

Single Selection - The most % 1 - Single Selection Question Type:
common question type in most

surveys. It allows the student to
choose from different options. ®  Very Satisfied
This works best for yes-no and

How Satisfied were you with this course?

i - N Satisfied
multiple choice questions and
can be formatted both vertically Meutral
and horizontally. Dissatisfied

Very Dissatisfied

3% 2 - single Selection Question Type-Horizontal:

Did you like your instructor?

Multiple Selection - questions
allow students to choose all that
apply and is only used when 4 - Which of these parts of your class would you like to see more of at BGSU? (Check all that apply)
asking students to select
multiple or potentially multiple
responseS. [J  Take Home Quizzes

[ Online Discussions

[ Lab Based Assignments

Results for this question type
will only display each item’s
total picks and will not contain a
mean or standard deviation.

) Pizza Parties in Class

Matrix - questions have a % 2 -The Trainer
common response scale with
multlple questions being Very Dissatisfied Dissatisfied Neutral Satisfied Very Satisfied
evaluated. These questions fnowledge of the Software
have course items on the left Preparation for Class
axis and the common scale Communicated Effectively
along the top. Responded to Student Questions
Established Positive Rapport with Students
Numeric Selection - questions NumericSelectin Question Type:
allow students to choose a 3K 5 - tow many hours dd you spend studyingfor ths course?

single number in response to a
question. This question will 7
return results as individual

student’s selected numbers. o ® Lo

12
AN MEA A AL AN LA A S AAA A AL AN A AU A UAA A A S AN A i PN B A AN

Open Ended Text Response -
questions allow students to type
freely in response. Each Please provide any additional comments:
student’s full response is
displayed in the results.

6 - Open Ended Text Response:

I really enjoyed this class and the instructor, but the textbook was out of date

4/26/18 Page 10 of 36
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Survey Label — allows for the
creation of headers for different
sections of an evaluation to
help organize the survey or give
instructions. This can also be
used to add a thank you
message at the end.

Thank you for taking this survey... please click on Submit!

Linked Questions - are survey
questions that are tied together
or "linked" between different
surveys within EvaluationKIT.

You would use Linked Questions if you have the same survey question on different
surveys and want to pull together the results across the surveys/projects (e.g., longitudinal
reporting).

For more information, see the Linked Questions article in EvaluationKIT Help Center.

CREATING A SURVEY

To create a new survey in
EvaluationKIT, first log in and
then select the Surveys link
within the Navigation Bar.

Next Click on the +Create New
Survey link.

Bowling Green State University

Home] Surveys [Projects Results ~ Account ~

EvaluationkiT B

EvaluationKIT Administrator ~ Sharon Wiemken ~ @

Search Fall 2014 Query Training

Ended 10/15/2014 - 10/16/2014

Quick Links «

My Surveys =

Bowling Green State University

EvaluationKlT- Home Surveys Projects Results » Account

EvaluationKIT Administrator ~  Sharon Wiemken ~ @

# Create New Survey

Q Search Surveys

Title Contains

Start Date

End Date

Provide a title and
description for your survey.
The Title is required,
Description is not. Click Save
New to create the survey

Create New Survey

Survey Properties

Title Description

ITS TRAINING CLASS EVALUATIONS

Sharon Wiemken Training Survey|

After saving, a new bar will
appear below your survey’s
title. This bar has the drop down
you will use to create new
questions.

Create New Survey 11s TRAINING CLASS EVALUATIONS

Survey Properties

Title Description

ITS TRAINING CLASS EVALUATIONS

Select Question Type

Sharon Wiemken Training Survey

v FAdd

Select a question type from Add New dropdown to add question

4/26/18
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Click the Select Question Type Mot | 4 add
drOp thWn todbtr;]ng uFl). akIItS}F] Of Select Question Type ppdown to add question.
queS 1ons an en clic e Single Selection
guestion type you wish to add. Multiple Selection
. MNumeric Selection
Click on the +Add button. Open Ended Text Response
Survey Label
Linked Question
Question Text - Each
guestion type has a slightly
different setup, but they all Question Properties
share several common steps. )
First, you will need to type the Type Matrix
guestion you wish to have Question Text
students answer. ¥ I B & # B 7 U § E = = = i=- - £ 2 Fontszes - A~ B~
. . EvaluationKIT Placeholders ~
For the Matrix Type Question,
this will be the heading above The Trained
the items being evaluated.
The box has a standard
formatting bar similar to that in
Microsoft Word, though there
are a few options unique to this
tool.
One feature is an option for . .
Instructor Name. This option will Question Properties
add a short line of stand in text Type Matrix
that W|I_I be repla,ced by the Question Text
actual instructor’'s name. < olelsle THARCOEERERA el E
EvaluationKIT Placeholders ~
Instructor Name
Item Choices - Matrix Type
Questigns (only) will require Item Choices
you to list Items for students to
evaluate. Instructions
Each line below represents one item choice. Example of item choices might be Course, Exams, Assignments, etc.
Be sure to use the enter key
between options so that it Item Choices
appears on its own line.
Knowledge of the Software
Preparation for Class
Communicated Effectively
Responded to Student Questions
Established Positive Rapport with Students

4/26/18 Page 12 of 36



T Introduction

Single
Selection, Multiple Selection,
and Matrix questions will
require you to list options for
student responses.

The order you enter the options
in is the order students will see
them in the evaluation. The top
option is assigned the lowest
score by default when
calculating a mean. If you would
like to reverse this, there is an
option further down this guide.

Response Options

Instructions
Each line below represents one response option. Example of response options might be Exams, Projects, Class Attendance.

Starting with the first Response Option entered, coding for each response option begins with a value of "1" and increases in ASCENDING values (e.g.,
1,2 3.n)

Response Options Numeric Weighting

Very Dissatisfied
Dissatisfied
Neutral
Satisfied

Very Satisfied

Gk W N

Each question type also has
some possible Additional
Properties.

The first option is to allow an
option of N/A. This will remove
the student’s response from the
results pool.

This optional Comment Box is
directly tied to this single
selection question. In response
to some single selection
questions, you may want the
student to follow up with
comments.

The Reverse Code
Responses option reverses the
responses options so the
highest number is on top.

The Required option prevents
students from skipping this
question. This will place a red
asterisk beside the question on
the survey.

The final option forces the
question to be repeated for
each instructor in the course.
The system is smart enough to
know whether there is just one
instructor enrolled in the course,
in which case the question
would not repeat; or if there is
more than one instructor, it will
repeat with each instructor’s
name.

When finished adding all
information for a question, click
on the blue Save button.

Additional Properties
) Include Non-Numeric Option (e.g. N/A)

) Reverse Code Response Options (this will change the default Numeric Weighting of Response Options to DESCENDING values (e.g., n..3, 2,
1)

) Required

[ Enable for team taught courses (this will repeat all item choices for each Instructor enrolled in the course)

v The Question has been saved.

4/26/18
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From here you have several

to copy the question.

Move - Click on the # sign to
move or renumber the question
a certain number of moves.

Move Up — Click on the A
symbol to the move the
question up the number of
positions stated.

Move Down — Click on the W
symbol to the move the
question down the number of
positions stated.

Knowledge of the Software
Preparation for Class
Communicated Effectively
Responded to Student Questions

Established Positive Rapport with Students

Select Question Type v dadd

options, one option is to create S 4
nother jion r ing th
another question repeating the % 2-The Trainer
steps above.
Very Dissatisfied Dissatisfied Neutral Satisfied Very Satisfied
Knowledge of the Software
Preparation for Class
Communicated Effectively
Responded to Student Questions
Established Positive Rapport with Students
Select Question Type v o Add
Other options include:
Edit — Click on the # pencil
icon to go back and make
changes to the question.
Delete — Click on the X to
delete the question. # %@
. . % 2 -The Trainer
Copy — Click on the copy icon
Very Dissatisfied Dissatisfied Neutral Satisfied Very Satisfied

When finished creating
questions for your survey, click
on the blue Save button near
the top of the screen by the
Survey Title.

Click on the Surveys link in the
Menu bar.

Bowling Green State University

EvuluurionKIT- b | GwmE [homs Medse A

# > Surveys > Edit Survey

Edit Survey rs TRAINING CLASS EVALUATIONS

Survey Properties

Title Description

ITS TRAINING CLASS EVALUATIONS

Select Question Type

Sharon Wiemken Training Survey

v FAdd

% 1 -Training Content

Very Dissatisfied Dissatisfied

Objectives Were Clear

EvaluationKIT Administrator ~ Sharon Wiemken ~ @)

St ¥

Neutral Satisfied Very Satisfied

4/26/18
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Search for a Survey

Below the option to +Create
New Survey, you will have a
Search Option and a full list of
all of your surveys.

< Create New Survey

Q Search Surveys

Title Contains

Lock Status
® All © Locked © Unlocked

Surveys

Title Description

ITS TRAINING
CLASS
EVALUATIONS

Sharon Wiemken
Training Survey

SURVEY EXAMPLE sw

Surveys Create and manage surveys

Start Date

© Show Item Bank Surveys Only

Date Created Author

6/11/201509:29  Sharon Wiemken
AM

11/6/2014 02:18  Sharon Wiemken
PM

End Date

Projects Preview Copy

0 Q @& & x

0 Q @& & x

Edit Delete Lock Item Bank

ol Add

ul Edit

Remove

This bar allows you to Preview,
Copy, Edit, or Delete a survey
with the same icons used with
questions.

You are NOT able to delete a
Survey that has been used in a
published project.

PROJECTS

Surveys

Title Description

ITS TRAINING Sharon Wiemken
CLASS Training Survey

EVALUATIONS

Date Created Author

6/11/2015 09:29
AM

Sharon Wiemken

Projects Preview Copy Edit

0 @ ¢

Delete Lock Item Bank

x o Add

EvaluationKIT uses projects to
help track each of the steps in
the process of sending out an

online evaluation and tracking

the results.

@ Project Overview

Projects allow you to:

e  Select a group of courses.

Assign them a single survey of questions.

[
e Communicate information to students and instructors.
e  Apply custom reporting options to basic reports.

As such, you may consider
using two or more projects in
a single semester if you will be
doing any of the following:

e Using multiple surveys for different classes.
e Communicating different information to different classes.
e Conducting evaluations for different courses at different times. (Summer

sessions)

e Focusing on different basic metrics for different courses

4/26/18
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CREATING A PROJECT

Once logged in, simply click
Projects from the Navigation
Bar.

Then click on the +Create New
Project link.

Bowling Green State University

EvaluationKIT -

Home Surveys | Projects |Results ~ Account +
# > Projects

Projects Create and manage projects

= Create New Project IPage Settings

Q Search Projects

Name Status
Select
Where

Between And

Projects
Name Type
Fall 2014 Query Training

Course Evaluation

Type

Select

Status

Ended

Edit Copy Delete

'

EvaluationKIT Administrator ~ Sharon Wiemken ~ @

@ x

You will be asked if you wish to
create a Course Evaluation
Project or a General Survey
Project. Always select the first
option, which is the default.

Click on Begin.

Create New Project

® Course Evaluation Project
Students and instructors are associated with courses
_ General Survey Project

Respondents are NOT assaciated with courses

To create a new project, select which type of project you want then click begin

Close

Begin

PROJECT PROPERTIES

The Project Title will be used
not only for you to identify the
project later, but it will also be
used to tell your students what
the evaluation they are taking is
for. Generally these titles
should be kept as short as
possible while still being
descriptive.

The Project Start and End
Dates control when students
will be able to take the
evaluation. These must be set
for every evaluation, though can
be changed during the
evaluation if needed.

A Expand All - W Collapse All

Project Settings

Title

Summer 2015 Evaluations

Start Date End Date

07/20/2015 12:00 a 07/31/2015 12:00 a

Create New Course Evaluation Project

4/26/18
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Custom Questions - This
Section allows Administrators or
Instructors to add custom A Custom Questions Optional
questions to the courses they
are enrolled in. BGSU does not
use course level administrators,
so only the Instructor option
here will work.

Allow ADMINISTRATOR users enrolled in this survey to add custom questions

Allow INSTRUCTOR users enrolled in this survey to add custom questions

Most departments opt not to
allow custom questions.

Team-Taught Courses - This
section allows you to configure
your course for Team-Taught
Courses. This feature is only
used if you wish to repeat some A Team-Taught Courses Optional
of the questions on your

eValuatiOn f0r eaCh Of the If you are not using team-taught survey questions this option can be ignored.

instructors that were involved in

a course. Choose from one of the following configurations if you have team-taught courses where there is more than one instructor in a course AND if the survey
used for this project contains survey questions with the team-taught feature enabled. Note, courses with only one instructor are not impacted by these
settings.

TO enable thls feature’ you ” ® Team-taught questions are automatically presented for ALL instructors in the course.

«
mUSt SeIeCt the Team'TaUght © Alist of instructors for the course is presented to the student, and team-taught questions are only presented for instructors selected by the student.
option on one or more

guestions in the survey being
used for this project. The
default option is to repeat that
question for each instructor.
The second option here allows
the student to select which
instructor to evaluate.

C ize the text that displays on the top of the list (EvaluationKIT Mobile display may be truncated)

Survey Layout - A header is
added to every evaluation with
general information about the
course and department giving
the evaluation. This section

A Survey Layout Opticnal

allows you to customize what ] Hide Course/Instructor Display Box from Survey Header

information appears within this

header, including the option to Include

disable it. ¥ Project Title ! Course Code W Course Title [ Course Unique ID ¥ Instructor(s) Names

Most departments leave this
section as it is.

Survey Exit Button - Exit
allows the student to return A Survey Exit Button Opticnal
later, but does not save the
students’ progress forcing them
to start over.

¥/ Show Exit Button

Exit Button Text

| Hide Exit button days before survey end date
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Come Back Later Button -
This section allows you to add a
button to the evaluation for
students to Come Back Later.

Come Back Later allows
students to save their
progress and come back to
finish later.

A Survey "Come Back Later” Button Optional

"/ Include a "Come Back Later” button on the survey that will allow the user to complete the survey at a later time.

Survey Opt-Out — This feature
has been disabled at BGSU.

A Survey Opt-Out Optional

Enable Survey Opt-Out: This displays an "Opt Out"” option to students for each course survey listed on their dashboard.

Student Alert - The Student
Alert feature is designed to
facilitate one-way
communication from students to
their instructor and/or
administration, and offers a
process separate from the
survey to allow students the
ability to request follow-up
contact. When enabled for a
project, students will see a
Contact Me (or customized text)
button in the bottom right corner
of their survey.

& Student Alert Optional

|/ Enable Student Alert

Term - While the option for
Term may seem important, it
will not match existing BGSU
terms and is therefore unused.
Be sure to include the term in
the Project Title instead.

# Term Optional

Term

Selecta Term v

Add New Term

Manage Courses - This feature
allows instructors and/or
administrators to decide which
courses get evaluated and to
manage some key specifics
about the courses that are
evaluated.

This is NOT recommended.

A Manage Courses Optional

) Allow ADMINISTRATORS to View Courses in Enrolled Level of Account Hierarchy

) Allow INSTRUCTORS to View Enrolled Courses

The last section simply reminds
you to Save your project. Once
you have saved, you will be
taken directly to the project
screen to work on your project
in more detail.

/' The project has been saved.

4/26/18
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COURSES 75 3
O

Select the Courses tab from ==
the menu along the top of the
screen. PI’OJECt Courses Summer 2015 Evaluations

Summary  Properties Users Survey Communication ReportSetup  Deploy Project

= Create New Course g Datalmport + gl Hierarchy Re-Map

Q Search Courses

Course Code Title Call#/Unique Id

Now that the general options e EvaluationKIT imports information from Canvas, but does not keep it up to date
have been established, the next (sync) after you copy it. This means you should wait until after the last add/drop
step is to setup which courses date.
are evaluated and who is e The names of courses in Canvas can be changed by the Instructor. The changed
enrolled in each course as a name is copied to EvaluationKIT.
student and as an instructor. e Combined shells are created for cross-listed or honors courses in Canvas. These

o combined shells can be split by EvaluationKIT if you choose.
The best way to do this is to e You may need to modify the names of courses in EvaluationKIT. Doing this will
import data from Canvas. Here not change the name of the course in Canvas.
are some things to keep in mind
about that process:
Click on the Data Import drop Project Courses Summer 2015 Evaluatior
down and click the Canvas link
under it. Summary Properties Courses = Users Survey Communicati

= Create New Course | " Data Import ~ | 433 Hierarchy Re-Map

Excel

Q Search Cours gy

Canvas courses include
students who dropped and
students who waitlisted a

Select Users to Import

course, even if they are not MNQTE: If no users are selected then only course information is transferred.
active anymore. ! Transfer Students: ! Include First Name I Include Last Name W Include Email
Scroll down to Select users to Canvas Student Role:

Import and check the box to
Exclude Deactivated
Enrollments.

[ Designer L) Observer ¥ Student [ TA [ Teacher

¥ Transfer Instru ¥ Include First Name ¢ Include Last Name ¥ Include Email

Canvas Inst or Role:

r L Observer [ Student L/ TA ¥ Teacher

¥ Exclude Deactivated Enrollments
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#A > Projects > Project Courses > Import Canvas Data

Import Canvas Data summer 2015 Fvaluations

This is a two-step process:

Before you can copy courses
over, you will need to copy the
full list of courses over. To start 2 Re-ync Accounts
this process, click the Re-Sync
Courses link at the top of the

screen. Re-Sync to align with your most current Canvas course information. If you have made course additions or changes in Canvas then Re-Sync.

Summary Properties = Courses Users Survey Communication ReportSetup Deploy Project

Search Canvas Courses Last Re-Sync 4/8/2015 03:10 PM

NOTE: SIS ID is used to populate Unigue ID. If SIS ID not provided, Canvas course code, course system ID and section system ID are used. Example:
ABC123_9876_432

Canvas Site

https://bgsu.instructure.com

The top box |n the pop_up W|” Re-sync Canvas Courses with EvaluationKIT
aIIOW you to fllter by Course Select from the below options the account(s) and term(s) to sync with EvaluationKIT.
Name or Code. This step only Vo can akso filter by specifics in course name or code.
makes the courses show up Fiter Courses by specrics in Course Name or Code:
in the next step, it will not I
add them to your project yet. = x
Start by clicking on the word = o Tw
Select beside the Accounts
heading. B -
You will need to find and check
the box for your department. To Select Sub Accounts
do this, use the plus symbols
(+) to expand the lists until you :
find your department. All =F Oeesu =
academic courses are ¥ [ assessment Piot
contained in the list BGSU- B » O sesu-acn
ACAD. Next, expand the list for B [ co-curricular Communities
your College. Locate your B B [ ol of Tech, Arch & Appl Engr
depta}trtr_r:ent and check the box B ¥ [ colege of Arts & Sciences
nextto it 1) Africana Studies
Click the Select button once - Amercan Cuure Studies
you have selected your U arts Vilage Learning Comunty
department. & asian Studies
EBiulugicaISciences
If you wish to evaluate any | canadian Studies &
courses that are cross-listed but
may be sponsored by a
different department, you will Close
need to select those

departments as well.
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Next, click Select beside the
Terms heading.

On the window that appears
locate the semester you are
currently running your
evaluations for and check the
box next to it.

Remember to click Close to go
back to the main pop-up. The
last box in the pop-up will allow
you to filter by Course Name or
Code. As this step is only copying
in the list of courses, it is best to
leave this blank for most users.

Select Canvas Terms

| ‘ Search |

O Fall Semester 2012

[J Spring Semester 2013
[J Summer Semester 2013
[ Fall Semester 2013

) Spring Semester 2014
[J Summer Semester 2014
[ Fall Semester 2014

L Spring Semester 2015
#l Summer Semester 2015 |
L eTaul erm

L) Assessment Pilot

12/30/2014
12/30/2014
12/30/2014
12/30/2014
5/15/2015
8/14/2015
12/25/2015
5/13/2016
8/14/2016

Close

Once you complete these three
boxes, press GO to start the
process of the sync.

Accounts:

1 Selected

Terms:

1 Selected

Re-sync Canvas Courses with EvaluationKIT

Select from the below options the account(s) and term(s) to sync with EvaluationKIT.
You can also filter by specifics in course name or code.

Filter Courses by specifics in Course Name or Code:

Select | %

Select | X

m Close

Click on OK to Confirm.
This can take up to 10 minutes
to complete.

You will get an email once it
finishes.

Message from webpage

being re-synced.

Are you sure you want to re-sync data with Canvas?

It may take several minutes, you may continue working as data source

ok | [ Cancel

Tue 6/16/2015 843 AM
EvaluationKIT <support@evaluationkit.com>

‘Canvas Course Resync
To  Sharon R Wiemken

Tue 6/16/2015 843 AM

EvaluationKIT <support@evaluationkit.com>

‘Canvas Course Resync

To  Sharon R Wiemken

1D - 1647

Account : Bowling Green State University
Action - Canvas Course Resync

Started - 6/16/2015 7-42:40 AM

ID : 1647

Account : Bowling Green State University
Action : Caavas Course Resync

Started : 6/16/2015 7:42:40 AM

The next step is to import the
data to your project.

Once the course sync is
finished, go back to your project
and select Courses from the
top menu. Go back to the
Canvas Data Import.

Summary  Properties

%= Create New Course

Excel

Project Courses Summer 2015 Evaluatior

Courses

“F Data Import ~

Q Search Cours Qe

Users  Survey  Communicati

im Hierarchy Re-Map
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The next step is to start
importing your courses in
batches. We will be able to
search for courses based on a
variety of criteria, but you may
still need to run these next few
steps multiple times.

Click on the word Select beside
the Accounts heading.

Import Canvas Data summer 2015 Evaluations

Summary Properties = Courses | Users Survey Communication ReportSetup  Deploy Project
3 Re-Sync Accounts &£ Re-Sync Courses

Search Canvas Courses Last Re-Sync 6/16/2015 08:43 AM

Re-Sync to align with your mest current Canvas course information. If you have made course additions or changes in Canvas then Re-Sync.

MNOTE: SIS 1D is used te populate Unigue ID, If SIS ID neot provided, Canvas course code, course system [D and section system ID are used. Example:
ABC123_ 9876432

Canvas Site
nttps://bgsu.instructure.com
Accounts
Select Accounts Select
Status

Unpublished Courses

k1 Available Courses No Status

You will need to find and check
the box for your department. To
do this, use the plus symbols
(+) to expand the lists until you
find your department. All
academic courses are
contained in the list BGSU-
ACAD. Next, expand the list for
your College. Locate your
department and check the box
next to it.

Click the Close button once you
have selected your department.

Select Canvas Accounts

E--'_’ O se=u

[+ ¥ O tms=zzment pict

& ¥ [ easu-acan
E" b D Co~curricular Communilies
- " [ ol of Tash, Arch & Appl Engr
B " [ Collegs of ot & Scisnces
f ¥ [ avican= Stuties
[ armerican Culturs Stuges
[ arts vitags Lesrring Comunity
[ asian Studies
Biclogical Soences
[ canacian Stk

L . . . .

D Chapman Community at Kohi

Close
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The next option will tell the
system how to deal with
crosslisted courses.

1. The first option will create
a single course and enroll
both sections into it.

2. The second option will
create a single course for
each sectionin a
crosslisted course.

There are four major reasons
for two sections to be
crosslisted into a single course.

1. The course might have
honors students enrolled,

2. The course might have
both undergraduate and
graduate students.

3. The course might also be
offered jointly by two
departments.

4. The final reason would be
that the instructor from
both courses manually
crosslisted the sections to
ease the teaching in
Canvas.

Whatever the reason for the
crosslisting, it is up to you to
decide if your department
needs to split these sections
back out or not.

Bowling Green State University

Home Surveys Projects Results » Account - EvaluationKIT Administrator ~ Sharon Wiemken -

EvaluationkiT B

https://bgsu.instructure.com

Accounts

1 Accountis) Selected Select

Status
Unpublished Courses

M Available Courses B No Status

o Crosslisted Courses
®
Courses and Course Sections {Courses with at least one crosslisted section will have ALL sections aggregated to the parent course.And, courses with no
crosslisted sections will NOT be aggregated to the parent course)

(]

™ ey

T S O T AT eI COTT S, AT, TTOT- LT OSSIS [ed SeCions Wi Mo e

90 All Crosslisted and Non-Crosslisted Sections (Mo sections will be aggregated to the parent course)

To search for courses, you
have many options. This guide
will cover the three most
common while explaining the
options.

These options allow you to
search courses based on four
pieces of information captured
from Canvas.

e Name can easily be
changed by the instructor
and is generally not the
best option for searching.

e Term is not formatted
properly and is not a good
choice for searches.

e Course Code is generally
formatted CODE
NUMBER SECTION.
(BIOL 1010 1001) This
can be changed by the
instructor, but is generally
not. It is not a bad idea to
remind faculty not to
change this in Canvas.

Courses With

~ ~

@® Any Dates O Both Start and End Dates O Start Dates O End Dates O No Start or End Dates

Filter Options

Contains

Course Code
Unique ID
Term

Less Than

4/26/18
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e Unique ID is always
formatted starting
TERM_CAMPUS_CALLN
UMBER
(2155_Main_12345) This
field is useful for finding
the term and campus as
well as for finding a course
whose code has been
changed.

The options for the second set
of drop downs are more straight
forward. Since the Course Code
and Unique ID generally follow
the same pattern, these options
allow you to find courses based
on that pattern

Courses With
@ Any Dates O Both Start and End Dates O Start Dates (O End Dates (O No Start or End Dates

Filter Options

Course Code

More Options

Equals
Starts With
Not Contains

Course Start Date & Time

This is the most common setup
for searching for courses. Since
you are only looking at courses
in your department, type any
code containing the call
numbers you are looking for.

Click on More Options to add a
second filter criteria.

The second set of search
options is to limit your results to
courses from the current
semester since the Unique ID
field always starts with the term
number.

If you are looking to evaluate
most/all of your department’s
courses, you may simple
search with the Unique ID field
set to the current term. This will
give you more results, but it will
include everything.

At BGSU, the four digit semester
code is made up by the year
without the zero in the 100s place
and then a 2 for Spring, a 5 for
Summer, or an 8 for Fall. 2142 is
Spring 2014, 2158 is Fall 2015,
and 2155 will be Summer 2015.

Courses With
@® Any Dates O Both Start and End Dates O Start Dates O End Dates O No Start or End Dates

Filter Options
Course Code Contains 1010

Filter Options
Course Code Contains 1010
Unique ID Starts With ‘ 2159
Name Contains
Name Contains

More Options

4/26/18
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If you are having trouble finding Filter Options
2”3055325 ;:C)Olsjresaer,c:]hsyst?]t:g will Course Code Contains 1010
digit call number assigned to Unique ID Starts With 2155
each course. Unique ID Contains ‘ 10591
Name Contains
You can leave the Course Start Course Start Date & Time
and End Date fields blank. Less Than DO/YYYY HH
Once you have the filters setup Course End Date & Time .
the way you would like, click on s Then SRR
the Search button. [ searcn [0
The results of your search will
appear. Feel free to play around
with different searches, as at
this point you have not added
anything and can search as
often as you like to get
comfortable with the system.
This is an example of the
results you will see. The
columns show the Course Select Courses to Import
COde, Name, and Unique |D fOr O Course Code ~ Mame Unigque ID Status
tehaci"h C(iurste found' Rem em ber O BIOL 1010 1001 2155 BIOL 1010 6W2 1001 LEC 40001 GC-BIOL 1010 1001 2155_MAIM_40001 2155 40001 unpublished
at instructors can rename 20001

tEelr Courses’ so tWO ﬁeﬁtlons Of O BIOL 1010 1002 2155 BIOL 1010 6W2 1002 LAB 40002-BIOL 1010 1002 40002 2155_MAIN_40002_2155 40002 unpublished
the same course might have

dff g [0 BIOL 4880 1010 2155 BIOL 4880 6W2 1010 IND 42568 GC-BIOL 48380 1010 2155_MAIN_42568_2155_42568 unpublished
very different names. oo
At the bottom of these results Tetal3 Records per page 100 4 4 page 1 of1 b M

you have the list of total
courses found by this search,
the number of records currently
being displayed per page, and
the total number of pages. If
you are doing a broad search, it
can help to increase the records
per page to a number higher
than the Total so that you can
find all the courses at once.

Once you see the course or
courses you wish to add, click
the check-box next to their

Select Courses

Course Code «

Name Unique ID Status

name. If you Would ||ke tO add BIOL 1010 1001 j;;szL 1010 6W2 1001 LEC 40001 GC-BIOL 1010 1001 2155 MAIN_40001_2155 40001 unpublished
every course In the SearCh yOU BIOL 1010 1002 2155 BIOL 1010 6W2 1002 LAB 40002-BIOL 1010 1002 40002 2155_MAIN_40002_2155_40002 unpublished

have run! CheCk the bOX at the BIOL 4880 1010 2155 BIOL 4850 6W2 1010 IND 42565 GC-BIOL 4880 1010 2155_MAIN_42568_2155_42568 unpublished

top next to Course Code to 42368

check everything in your Total 3 Records perpage 100 « 4 page 1 o1 b M

search.
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Once you have the courses
selected, you must finish the
rest of the page to import the
courses you have selected.

Remember that you will need to
complete the following steps for
each search you run.

The onIy Option remaining that w Create Unigue EvaluationKIT Course Sections for each Instructor Optional
most departments will change is
the section that allows you to A Add Instructor to Course Title Optional
add the instructor’'s name to the Add instructor first name and last name to course titie using one of the below formats.
end of the course title. NOTE: title for courses with multiple instructors will not change.
O None

O Course Title : Firstname %] Course Title : Firstname Lastname O Course Title : Firstname, Lastname

O Course Title : Lastname O Course Title : Lastname Firstname O Course Title : Lastname, Firstname

+ Generate Course-Level Dates Based on Course Dates Opticnal

Once you have made the
selections for everything on this
page, click Import Data at the
bottom of the screen to start
importing the courses you have
selected.

+ Generate Course-Level Dates Based on Course Dates Optional

A Import Options Optional

Data Import Name

1 would like to receive cenfirmation emails for
this data import.

Each import will take 2-3
minutes, but you can start
another import while you wait.
Remember to review all of
options on this page and select

Import Data after each search. v The courses are being imported...
. X . — re— To SRS TS AT
Email confirmation {{ \J,” .‘v,‘m""’ ::Hw eSippontGevalustibnkiteom EvaluationKIT <support@evaluationkit.com>
?f 9 ;anvm(omw Import Suml’ner 2015 fvlllllﬂ(’lﬂ\‘ » Canvas Course Import - Summer 2015 Evaluations

To  Sharon R Wiemken

o wron 8 et

ID 1649 ID: 1649

Account - Bowling Green State University Account : Bowling Green State University
Project - Summer 2015 Evaluations Project - Summer 2015 Evaluations

Action : Canvas Course Import Action : Canvas Course Import

Started - 6162015 10:02:06 AM
Courses Imported - 3
Status - Processing Import

Started © 6/16/2015 10:02:06 AM
Courses Imported :3
Completed : 6/16/2015 10:02:32 AM

Once you have finished your

final impOI’t, select Courses Project Courses Summer 2015 Evaluations
from the menu at the top to Summary  Properties sers Survey Communication  Report Setup  Deploy Project

refresh your data.

< Create New Course g Datalmport ~ gl Hierarchy Re-Map

Q, Search Courses

Course Code Title Call#/Unique Id
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The screen that appears will
show all the courses that have
been imported. This will allow

you to see the total number of - T ) N
imported courses as We" as Del ted Courses Export Selected Courses  wam Export All Courses
how many stud_ents and Project Courses
instructors are in each course. ) ) ) )
O Code Title = Unigue ID Hierarchy Level Start Date End Date Students Instructors Edit
[0 BIOL4880101 2155 BIOL 4880 6W2 2155_MAIN_42568_2 BGSU 1 1 I
. . . 1] 1010IMD 42568 GC-  155_42568
By clicking on either the number BIOL 4860 1010
of students or instructors for a 42588
course, you can VieW a |iS'[ Of [0 BIOL1010100 2155 BIOL 1010 6W2 2155 MAIN_40002 2 BGSU 29 1 &
H o 2 1002 LAB 40002- 155_40002
those individuals. BOL 1010 002
40002
By CheCkIng thebox neXt to a O BIOL1010100 2155 BIOL 1010 6W2 2155_MAIN_40001_2 BGSU 29 1 I
course and clicking the delete 1 1001 LEC 40001 GC- 15540001
icon above, you can remove a e
course from your list.
Total 3 Records per page 100 4 4 Page 1 ofl p M
It is important to have a list of
all the courses you wish to
evaluate ahead of time to
compare to this list.

The next step is to Select a \J

Survey. To start this process,
click Survey from the menu at Project Survey summer 2015 Evaluations
the top of any project page.

Summary Properties Courses Users |Survey | Communication ReportSetup  Deploy Project

Targeted Surveys

Q, Search Surveys

Title Contains Start Date End Date

Use the screen that comes up
to locate the survey you created

Inpan two of this gL"de and Main Survey Survey Mot Selected
click the checkmark to select : _ _ :
|t Title Description Date Created Author Projects Preview Sel
ITS TRAINING CLASS EVALUATIONS Sharon Wiemken 6/11/201509:29  Sharon Wiemken o Q
Training Survey AM
|f you are nOt sure WhICh Survey SURVEY EXAMPLE smw 11/6/2014 02:18  Sharon Wiemken o v
to select, you can use the Date P
Created field to determine when test asdf 4/22/2014 09:32  Patrick Lisk 1 v
the survey was first created. -
You can also use the Added to Query Training 4/8/2014 1145 Patrick Lisk 2 (=] v
. N AM
# of Projects field to see how
. Office Dema 11/26/2013 Patrick Lisk 1 =] v
often you have used this survey 09:35 AM
in the past. Lastly, you can - B : - - e : ~ .

Preview the survey by clicking
the preview icon.
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After clicking on the checkmark
to select the survey, click on the
Save button.

You will then see a
confirmation message.

facilitator.

Total 11 Records per page 25 o o page 1 of1 b M

Targeted Surveys

In addition to your main survey, targeted surveys will be presented only to targeted groups within your project. You can select specific courses and/or all
courses within specific areas of your account. You can also add multiple Targeted Surveys.

= Add Targeted Survey 3 Delete Al

No Surveys Found.

Total @ Records per page 50 M 4 page 1 ofl b M

" The Main Survey has been saved.

COMMUNICATION

Next, we need to setup the
communications that will
accompany your evaluation.
Click Communication from the
project menu to start

PI’OjECt Summary Summer 2015 Evaluations

Summary = Properties Courses Users  Survey |CommU|1icat|on | Report Setup  Deploy Project

There are two major ways that
your students and instructors
will be able to access the
evaluations. Any active Canvas
courses will have a link added
automatically to their left
navigation for the evaluation.
As not every course is active in
Canvas, email
communications are also
extremely important.

Once you load the Communication’s screen, you will see a variety of email categories.

These categories are really there to help you sort out what is going to be sent when.
While there are quite a few categories, here is a brief rundown of each of these categories
with the categories most departments are using marked.

course evaluations to their
students.

Pre-Survey Announcement E-
mail: used to alert students and 0 e L = + add New email -
instructors to upcoming start T Title Status Edit Delete
dates for course evaluations. R
Survey Invitation and
Announcement E-mail: used
to invite students to login and A Survey Invitation and Announcement Email + Add New Email -
complete their course

. Type Title Status Edit Delete
evaluations, as well as to alert
instructors to the availability of Mo Emals
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Non-Respondent E-mail: this
communication is sent out to
only those students who have
not successfully completed their
course evaluations at that time.

The non-respondent e-mail
communication can also be sent
out to instructors with course
response rate information in a
Table of Courses to help them
encourage students to complete
course evaluations during this
time.

** This is one of the most important tools
to increase response rates.

A Non-Respondent Email
Type Title

No Emails

+ Add New Email -

Status Edit Delete

Results Notification E-mail:

used to inform instructors that
their course evaluation results
are available if you choose to

give them access.

A Results Notification Email
Type Title

No Emails

= Add New Email ~

Status Edit Delete

Mobile Notification: thisis an
additional method of
communicating with students
and instructors who have
installed EvaluationKIT Mobile
on their mobile device, and
works similar to emails and
email scheduling.

There is a separate guide for
mobile setup.

A Mobile Notification
Type Title

No Emails

+ Add New Email ~

Status Edit Delete

Certificate of Completion E-
mail: can be automatically sent
to students once a survey is
successfully completed.

A Certificate of Completion Email

Type Title

=+ Add New Email -

Status Edit Delete

Anytime E-mail: is sent to a
specific user or batch of users
for general purposes, without
emailing everyone.

A Anytime Email

Title

No Emails

+ aAdd New email ~

Status Edit Delete
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For each of these categories,
you need to select who is the
audience for the message. You
will never use the
Administrators option.
Messages to students will focus
on the individual student taking
the evaluation. Messages to
Instructors will focus on the
courses they are teaching that
are being evaluated.

Click Add New Email next to
any one of these to start a
message.

Project Communication summer 2015 fualuations

Summary  Properties Courses Users Survey Communication  Report Setup  Deploy Project
A Expand Al W Collapse All

A Pre-Survey Announcement Email

Type Title Status

No Emails

=+ Add New Email ~

Students/Respondents |
Instructor

Administrator

For each communication, you
will be asked to enter a Title.
The title is not shown to the
recipients and serves to make it
easier for you to find this
communication later.

You will also need to enter a
From Name, From Email, and
Subject for the email.

Edit Email summer 2015 Evaluations
Summary  Properties (Courses Users Survey | Communication Report Setup  Deploy Project
Pre-Survey Announcement Email swdent/Respondent

Email Properties

Summer 2015 Course Evaluations Summer 2015 Course Evaluations

From Name

Sharon Wiemken

Title Subject From Email

swiemke@bgsu.edu

Next, you will need to select
when the communication
should be sent.

The default and most basic
option is to pick a static time
and date by entering it in the
first box.

The next option down is to
select a number of days
before or after the start date
of the survey. Using this option
can help you produce a project
that can be easily copied and
reused and is recommended for
most emails

Schedule:

© One Specific Date & Time for All Emails
(One Email Per Respondent):

® Number of Days Before/After Project Start/End Date
for All Emails (One Email Per Respondent):

© Number of Days Before/After Course-Level Start/End Date (One Email Per Course Per Respondent):

for All Emails
Do not send email if course-level end date(s) are before TODAY's date

Only send OMNE email per day to each Respondent

:H DaysB ¥

DaysB ¥ | Course-Lev
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The Non-Respondent Email
type has a special scheduling
option that allows you to send
your message multiple times.

This option will only email
students who have yet to take
the survey and is recommended

Schedule:

' One Specific Date & Time for All Emails
(One Email Per Respondent):

2 Number of Days Before/After Project Start/End Date

i Days Before ¥
for All Emails (One Email Per Respondent):

audience.

Formatting Toolbar:
Formatting options include text
font, color, hyperlinks, margins
and alignment.

Starting July 27th you will have the chance to complete your course evalnation. You will receive an email letting you know once the
evaluation for this class is active. Evaluations can be taken 24 hours a day and are completely anonymous. Your participation with this
process is very important and greatly appreciated. You will receive daily email reminders to complete the evaluation. Once you have
completed the course evaluation you will no longer receive the reminder emails|

to increase response rates- & Send email every days, starts on 07/28/2015 12:00 AM and ends on | 0&/0
2 Number of Days Before/After Course-Level Start/End Date (Cne Email Per Course Per Respondent): Days Befare LA
for All Emails
Do not send email if course-level end date(s) are before TODAY's date
Only send ONE email per day to each Respondent
Once you have a schedule, you
need to type the body of your
message. The box below allows Message
you to type whatever you would X m[o[s|[r|B|Z|YU|S|=E|=|=|=|=-|=-|F|R]| fortsew: - | Cooga -~
llke to go to your SeIeCtEd A - A ~ EvaluationKIT Placehokders ~

There are a new set of
Placeholders (merge data
fields) you can add to your
message. Start and End Date
placeholders allow you to
include the start and end of the
dates when students can take
the evaluation.

Message
¥ b B & » B|J U & EE S = E~-iE- £ P FontSees =~ Geomia  ~
A ~ A ~ EvaluationKIT Placeholders ~
caucisTyy Ly Ll T CULLpITISU Sop LULLS 6 WAy QUG IS GUULYIIUGS, LUT 1830 WA 1 LI PITLT LT L T
evaluationsis | Survey Start Date and reminder emails are sent to students that are taking this course. Reminder emails will go
out daily but v ted the course evaluation. If you have any questions feel free to contact your
professor /inst Survey End Date

. Login URL
Clickheretos 0"

= -

Table of Sunveys

User Full Name

Project Mame

Mobile Legin URL

Mobile User Token

iPhone App Download Link
Android App Download Link

Login URL: Insert this
placeholder into e-mail
communications to provide
recipients with a user-specific
login link. When clicked on, this
link will transfer the student into
their EvaluationKIT account to
view their Dashboard.

The same variable provides
instructors a dashboard
showing the response rates of
their courses.

Message
¥ hD ® A~ B J Y &5 E E S| S =~ i~ &£ I FontSzes <~ Geomia v
A ~ A ~ EvaluationKIT Placeholders ~
saueisy wo AL U LUSLSIEI o UGS 6 Wa) @A LT GLUAY VWS, §AT ASL WA 1 CUMEPITLS LT Luuss
evaluationsis  Survey Start Date and reminder emails are sent to students that are taking this course. Reminder emails will go
out daily but v ted the course evaluation. If you have any questions feel free to contact your
professor/inst Survey End Date
. Login URL
Clickhera tos

Table of Surveys
User Full Name
e -

Project Mame
Mobile Legin URL
Mobile User Token
iPhone App Download Link

Android App Download Link
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Login URL Link text can be
customized.

Without this link, students or
instructors will not be able to
access the evaluation with
your email.

Login URL Link Text

Insert custom link text for the Login URL
Click here to start your Evaluation now

Note, the default Login URL text is: Login

Insert Cancel

Message
(M| D b | * B
A ~ A ~ EvaluationKIT Placeholders ~
CALLCLITLY LU L £ VUL ST ©Y AIUALIVILS LAl UT LULIPITITU £4 LUULY G U} GUU GIT GUULYIIUGS, LUT JG30 UL} 1 LLIPICIS T WWKLIT
evaluations is [SurveyEndDate]. This email and reminder emails are sent to students that are taking this conrse. Reminder emails will go
out daily but will stop once you have completed the course evaluation. If you have any questions feel free to contact your
professor/instructor.

I ¥ s EE I S

=+ & 2 FontSizes ~ | Geogia -

[EvalKitLogin]Click here to start your Evaluation now[ /EvalKitLogin]

Table of Surveys: for students
to view all courses they are
enrolled in within the project,
including survey start/end

Survey Summary

Con = Cod Course Titk Start Dal End Da S
dates‘ Status Of survey and a AC:T:I ) In":::d‘:“"m Accounting 9.::,:013‘:2:00AH ::31,‘20‘:4 11:50 PM C:::::md
||nk to go d|rect|y to survey for HIS431 South African History 9/1/2013 12:00 AM 3/31/2014 11:50 PM Not-Submitted GoTo Survey
that Course HIS345 Reformation Europe 8/5/2013 12:00 AM 8/9/2013 11:59 PM Ended
Table of Courses: for
instructors to view all courses , Course Summary 4
. s Course Code Course Title Survey Start Date Survey End Date Report Access Start Response Rate |
they are enl’O”ed n Wlthln the MIS201 American History 1945 - Present 10/5/2013 12:00 AM 10/11/2013 11:50 PM 8/19/2013 12:00 AM 78.00% (7/9)
prO]ect |nC|ud|ng Survey HIS431 South African History 10/5/2013 12:00 AM 10/11/2013 11:50 PM 8/19/2013 12:00 AM 100.00% (10/10) J
¢l
start/end dates, report access
start date and the current
response rate for courses.
User Full Name is replaced
with the full name of the student Message
or instructor and can add a nice 2lm|olslelelzlulslsl=l=l=l=-1=-|#| =] rmaz -] coga -

personal touch to any message.

Project Name is replaced with
the name you gave the project
and is a great tool when making
a re-usable project.

A ~ A ~ EvaluationKIT Placeholders ~

TALTLITL L) AU DT VULLITICU S5 LULS G WAY QLU QLT GUIVLYILUWS, LUT G50 WAY W VULLEPITIT LT LU ST

and reminder emails are sent to students that are taking this course. Reminder emails will go

evaluationsis  Survey Start Date
out daily but v ted the course evaluation. If you have any questions feel free to contact your
professor/inst Survey End Date
. Login URL
Clickheretos o =

Table of Surveys

User Full Name

= -

Project Mame

Mobile Legin URL
Mobile User Token
iPhene App Download Link
Android App Download Link
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Mobile Login URL: for users to
access FREE EvaluationKIT
Mobile App from App Store
(iPhone) or Google Play
(Android). Once App is
downloaded, user will need to
enter user-specific Mobile User
Token to access their own
EvaluationKIT account.

Mobile User Token
placeholder for students taking
survey through EvaluationKIT
Mobile App. This user-specific
token will be required for the
student to access their surveys
through the mobile app.

Note: Once user has downloaded
and registered the mobile app on
their device by entering Mobile

User Token, they will not have to
re-enter token for future surveys.

= -

Message

f ¥ &5 E E F 8§ - - & & FontSzes - Geoga -

X|>(e o |s]8
A ~ [ ~ EvaluationKIT Placeholders ~
cALCLLITYy Ly
evaluations is
out daily but v
professorinst

L VT CULLPIEIEU 25 LULLS @ Way GUU 1T GUULYIIUUS, LUC 1650 Way W WLLPICLS LT WULST
and reminder emails are sent to students that are taking this course. Reminder emails willgo  *
ted the course evaluation. If you have any questions feel free to contact your

Survey Start Date
Survey End Date
Clickhere tos Login URL
Table of Sunveys
User Full Name
Project Mame
Mobile Legin URL
Mobile User Token

iPhene App Download Link
Andreid App Downlcad Link

Send Test E-mail: Test e-mails
will show formatting for e-mail
communication, however will
not populate placeholders, as
these are user-specific.

Press Save when finished.

The system will present a saved
message.

Message
hh|D|s|” | B
~ B ~ EvaluationKIT Placeholders ~

I U 5 E = 3 =

AL

Font Sizes ~ Geomgia -

I= %

[Course evaluations are now available at the attached link. Please take a few minutes to complete the course evaluation as they are
extremely important. All course evaluations can be completed 24 hours a day and are anonymous. The last day to complete the course
evalnations is [SurveyEndDate]. This email and reminder emails are sent to students that are taking this course. Reminder emails will go
out daily but will stop once you have completed the course evalnation. If you have any questions feel free to contact your
professor/instructor.

ﬂ Send Test Emai Cancel

" The email has been saved.

Communication E-mail Status

Once your e-mails have been
created and saved, they will
show as "Scheduled” within the
Communication subsection. At
this point, you can edit or delete
these e-mail communications.

After e-mail communications
have been sent, you will not be
able to make changes, or edits,
to these communications. E-
mail statuses will be updated on
the project Summary page, as
well as within the
Communication subsection.

Project Communication summer 2015 fvalustions

Summary Properties Courses Users Survey =~ Communication Report Setup Deploy Project
M Expand A W Collapse A
A Pre-Survey Announcement Email + Add New Email -
Type Title Statas Edit Delete
Students/Respondents Summer 2015 Course Evaluations Scheduled 5 Days Before Projeft P x
ter it e

A Survey Invitation and Announcement Email =+ Add New Email -
Type Title Status Edit Delete

Students/Respondents Summer 2015 Course Evaluations Scheduled 0 Days Before Project ra x

Start Date (7/20/2015 12:00 am)
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REPORT SETUP

Report Setup is the next option
along the top, these settings
can be added after the project
is finished and will be covered
in a separate document.

There are no local
administrators, ignore this
option.

If you enable the Instructor to
view reports, you will need to
select dates for the instructors
to access the system.

Restricting Reporting to
Specific Questions allows you
to give access to a section of
the results to your instructors.
To set this option up, you
simply need to select Instructor
from the Role Dropdown and
use the Survey Questions
Dropdown to select the
guestions you wish to give
results about to your instructors.
Remember to Save when you
are finished.

Bowling Green State University

EVO'UU”OHK'T- Home Surveys Projects Results ~ Account ~

EvaluationKIT Administrator ~ Sharon Wiemken ~ g

# > Projects > Report Setup

Report Setup Summer 2015 Evaluations

Summary Properties Courses Users Survey  Communication Report Setup Deploy Project

Reporting Access

Allcus: Adminictrat, 1 i Gisf thai
Access Start 12:00 AM on date selected, Access End 1:38 PM on date selected, Keep Open
Mare

Allow Instructors to view reports for their courses
Access Start 12:00 AM on date selected, Access End 1:58 PM on date selected, Keep Open
More

Restrict Reporting To Specific Survey Questions

Use this section to specify a subset of specific questions added by the EvaluationKIT Administrator that should be accessible to administrators or
instructors. Skip this section if administrators or instructors aren’t restricted to a subset of survey questions.

Role Survey Question(s)

-Select- v

E Resst

Select question(s) to include "

At a Glance Charts will provide
you with a series of short charts
based on the results of a group
of questions you select. To set
these up, simply select the
guestions you wish to add to a
chart using the Survey
Questions Dropdown and make
up your own title to enter in the
Label box. Remember to Save
your work.

Benchmark Data isn’'t used
very often at BGSU.

At a Glance

Create an "At a Glance" summary chart of average ratings to be included at the top of course-level Project Results reports. Select which survey questions
you would like included then give your summary chart an optional label which will appear in the report. Maximum number of survey questions in one
chart is 25.

Create multiple charts if needed, or if different scales are used. Maximum number of charts in one project is 5.

Label Survey Question(s)

= -

Select question(s) to include M

Benchmark Data
To select a Benchmark to be included in course level reports select the Hierarchy Level of your Account where you want the benchmark data to be
aggregated. Note, you can add up to twe Benchmarks in your reports.

Aggregate Data at Account Label
Level

Select v

4/26/18

Page 34 of 36




T Introduction

Performance Flags allow you
select a set of questions and
then set a range of the means.
Anything falling inside that
range can be color coded. This
option will make it much easier
to locate problem areas or
excellent feedback.

Performance Flags

Performance flags are based on the survey question mean score. Set values to highlight mean scores in reporting.

Select Question

Start Value End Value
Start Value End Value
4.00 5.00

1.00 200

3.00 3.00

™
Color

FFFFFF

Color

Edit Delete
& x
& x
rd x

Mean of Means is the last
option, but it functions very
similarly to the At a Glance
Chart option. Again, you will
make up a Title and Select your
guestions. Remember to Save
your work.

These results will help you
create overview options to help
quickly sort through the results
without getting stuck on the
score for every single question.

Mean of Means

Create a mean of means statistic to be included in course-level reperts by selecting which survey questions you would like included, then give your mean

of means a label which will appear in the report

Label

= -

Label

Instrucor Summary

Question

Select question(s) to include

Number Of Questions Edit Delete
3 #£ %

DEPLOY PROJECT

Deploy Project is the last
option along the top and is used
to put everything into motion.
You can still modify different
parts of a project after you
deploy, except the survey you
select.

The right side of this screen will
show you the number of
students you have enrolled in
your project, the start date and
the end date for your project. If
you are missing anything you
will see red warning text here.

Once you are happy with your
settings, click Deploy.

Deploy Project Summer 2015 Evaluations

Summary Properties Courses

Deploy Project

Users Survey Communication Report Setup

Click Deploy when your Project is ready to be activated.

Account Subscription 8/1/2015
Expires
Project Survey 59

Enrollments
Project Start Date

Project End Date

7/20/2015 12:00 AM

7/31/2015 12:00 AM

Deploy Project
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COPY A PROJECT

Once you have successfully
created and deployed a project,
you can use those same project
settings to setup your next

project.
1. Click on Proj ect tab Copy Project - Summer 2015 Evaluations
2. Click Copy icon next to )
project Title -
3. Deselect Courses (confirm Copy efSummer 2055 Brsustons
Students/Instructors is also @ Project Properties
automatically deselected) O Courses
4. Deselect any other ® Main Survey
subsections of this project # Report Setup
that you do not wish to copy ® Commurications
over into the new project. Students/Instructors
5. Click Copy ® Targeted Surveys
6. Within the new project, @ Custom Question Settings

update project start/end
dates, report access
start/end dates and
communication dates (if
necessary)

7. Complete any subsections
of the project that you
choose not to copy over
(i.e. Survey or Report
Setup, etc.)

8. Upload or Import the
courses and enroliments
for this project

9. And you are ready to
deploy!
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