Activating a student evaluation for your class

9/9/15

Instructors have the ability to activate an on-line student evaluation for their class as an alternative to

the paper evaluation form.

1.

Access Faculty Self Service by clicking the 'Select Term' link from the Faculty Tab in the Portal:

Bortal Admin |

Home _College Library __eLearning Tools Employee _Mountie Academic Planner

[ etan Catendar Growps Adwin | Logout Felp

October 23, 2013

Personal Announcements

CRNs Added to Faculty Channels

Online Training Simulations for Supporting Distressed Students
Career/Employment Class Presentations

Hore.

oEx

Academic Senate

resolutions on 31 October from 11:15 - 1:15 in Founders Hall.

Mt SAC Senate Wehsite

EEE

The Academic Senate will have a spacial meeting to raview the proposed state

My Courses (Course Studio) oEE
Students:

View your course schedule, access your course home pages, email your professors,
communicate with classmates, and access many more course-related materials.

Professors:
Aceess your Course Studio Tools including sending email to your students.

Faculty Dashboard EOEH

There are no dlass assignments at this time.

Faculty Self Service
Select Term

oEE

Select a Term to use for the functions listed below
Select a CRN
Select 3 CRN (Course Reference Number) to use for the functions listed below

Faculty Detail Schedule

View detailed information abot the caurses you are assigned in the selected term.
You may also view enroliment information here.

Week ot 2 Gl

2. Select the current term, and then click 'Submit'.

Personal Information Student JZTVE a1 74 Employee Finance Lab Attendance

Search

Select Term

Select a Term: |Fall 2013 []

RETURN TO MENU

SITE MAP  HELP
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3.
menu.

Click the menu item 'Activate a Student Evaluation of your Class'. This will be the last option in the

Search

Faculty

Term Selection

Salact a Term to use for the functions listed below

CRN Selection
Faculty Detail Schedule

week at a Glance

View your class schedule by day and time.

Summary Class List

Print Your Class Rosters

Print class roster for = class

Faculty Drop Roster

Final Grades
Enter and view final grades for your courses

View or input positive attendance information for a class

Office Hours

To maintzin your office hours for 3 class
Refer Students to Tutoring

Refer Students to Tutoring - Administration
View Student Registration Appointment

Lab Attendance Query by Instructor

Lab Attendance Query - Detail

Query Lab Attendance - Summary

Flex Form

Notice of Assignment

Verify Class Website

Activate a Student Evaluation of your Class

Personal Information Student (NN A a3 Lc=—k Employee Finance Lab Attendance

Positive Attendance Form for Non-Credit Classes

Select 3 CRM (Course Reference Number) to use for the functions listed below

View detsiled information about the courses you sre sssignad in the sslected term. You may slse view enrollment information hers.

Drop 'no show Students and drop Students as required prior to Census

RETURN TO MEMU  SITE MAP HELP

View = list of students =nrolled in this class. This pags displays details sbout the studsnts registsrad in the ssction, such == nams, 1D, level, credit hours, and gradss
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4. From the drop-down menu, select the proper survey code. Note: There are two different
evaluations — one for traditional classes, and another for on-line classes. Make sure you select the

appropriate evaluation for your course. For traditional classes, choose 'Student Evaluation of
Faculty 2014-17.
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hitp://devuss.misac.edu@105/test/pw_gvasrvy P_Start7term in=20152 0 ~ ¢ ||\ Mt:SAC Banner Home [ Faculty Survey
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search[ | SITEMAP HELP EXIT
Faculty Survey

Sep 09, 2015 09:52 am

Survey Code:
CRN: Student Eval of Distance Learning Faculty 2014-17
: Student Evaluation of Faculty 2014-17

Submit.
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5. From the drop-down menu, select the CRN for which you would like to activate an evaluation. Only
the courses for which you are the primary instructor will be listed.

a @ B nttp://devwss.mtsac.edu 105/ test/pui_
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Personal Information Student @W Employee Finance m Lab Attendance
Faculty Survey Sep 09, 2015 09:52 am
| Survey Code: IStudent Evaluation of Faculty 2014-17 ﬂ

CRN:
|MATH 110 23: Elementary Statistics, 25713 (37)

Submit
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6. Verify the values in Status Indicator ('Active'), From Date and To Date. From Date will default to the
current date; change this to a future date if you want to delay the start of the evaluation. To Date
will default to a date 14 days from today; change this if you wish to change the end date of the
evaluation period. Once the end date has passed, students are no longer able to access the
evaluation.

The text in the Info Text field generally will not need to be changed. The "<br>" values are line
breaks to format the description of the evaluation to provide clarity for the student.



7.

8.

eg hitp/

//devwss.misac.edu:g105/test/pw_gvasrvy.P Input?gvasrvy_gsrc_c 22 ~ & || wf Mt SAC Banner Home [BA Facuity Survey

MﬁC\TA Mt. San Antonio College“mr"

Personal Information Student ﬂm Employee Finance m Lab Attendance
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A02122437 Robert F. Hughes
Faculty Survey Sep 09, 2015 10:03 am

Survey Code: F_EVAL_17 - Student Evaluation of Faculty 2014-17
Survey CRN: MATH 110 23: Elementary Statistics, 25713 (37)
Status Indicator: ® Active OIn Active

From Date: [0s/09/2015%]

To Date: W

Info Text: Evaluation for Professor: Robert Hughes<br>Course Title: MATH
110<br>Reference: 25713

Comments:

Activate this Survey

When you are satisfied with the settings for your student evaluation, click 'Activate this Survey'.
You should see the following confirmation:
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search[ | SITEMAP HELP EXIT
Faculty Survey

Sep 09, 2015 10:05 am
4 Survey was successfully activated.
Survey Code: ; t O ﬂ
CRN: [ elect On &

Submit
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Repeat steps 4 — 7 to activate additional evaluations for your classes. If you need to change the
settings for your evaluation, repeat steps 4 — 7. Evaluations that have previously been created will
be presented so you can update them.

Students will automatically have an e-mail sent to them with a link to complete the evaluation the
day following the From Date of the evaluation. Students who have not completed the evaluation
will receive e-mail reminders every other day up to the To Date. Emails to students will contain a
link to the url http://tinyurl.com/evals-mtsac. This link takes students to the portal to log in, and
then takes them to the page listing all the evaluations and surveys to which they are assigned.
Below is an example of what a student will see (the student evaluation has been highlighted in this
example):



http://tinyurl.com/evals-mtsac

Personal 0L EL R Student  Faculty Services Employee Finance Lab Attendance

Search
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General Surveys

7 Select the General Survey title you wish to answer. You may exit a Survey at anytime and finish it later.

Surveys Assigned to Robert F. Hughes

SRN Description Status

3 English Placement Satisfaction Survey for ENGLE7- - Writing Fundamentals In Progress
33 English Placement Satisfaction Survey for LERN81- - Improving Writing In Progress
123 Student Evaluation of Success Waorkshop Pending
127 Online Orientation Satisfaction Survey Pending
166 Student Evaluation of Faculty 2011-14 for BIOL1-22023 - General Biology Pending

2 Student Eval of Distance Learning Faculty 2012
114 Wellness Program Survey 2012

Complete
Complete
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10. When the student clicks on the link, the evaluation instrument will be displayed. Students have the
ability to click the button at the bottom of the page to 'Finish Later'. This marks their evaluation as
'In Progress', giving them the ability to return to it any time prior to the To Date. When the student

clicks the 'Complete' button, the evaluation is submitted and no additional updates or changes are
allowed.

Persnnal TP Student  Faculty Services Employee Finance Lab Attendance
Search
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General Survey

7 Select the answer you want for each question. You can complete this Survey only if all the required questions have been answered; if you want you can complete it later pressing the 'Finish Later'
button.

Pending Survey for Robert F. Hughes

Survey: Student Evaluation of Faculty 2011-14

+ Evaluation for Professor: Robert Hughes

Note: The text and formatting of these three lines
Course Title: BIOL 1 @ come from the 'Info Text' box when you activate a
Reference: 22023 survey.

% - Required Question, it must be answered to complete the survey.
The Professor:

Strongly Agree  Agree  Disagree  Strongly Disagree  Not Applicable / Insufficient Data
1. Presents subject matter clearly, thoroughly, and communicates ideas and concepts effectively.

11. Instructors will receive a confirmation e-mail the end of the day after activating an evaluation and a
progress e-mail every other day. At the end of the To Date, instructors will receive a compiled
evaluation report and a list of students who completed the evaluation.



