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Overview

West Virginia University's course evaluation framework includes a set of core institutional questions that
appear on all evaluation forms. You may select additional questions for each of your courses. This guide
will show you how to do the following:

Log into the application.

Open a course questionnaire to personalize.

View the preselected questions and question bank.
Create custom questions.

Save your changes.

Copy questionnaires to/from other courses.

ok wnNE

Logging in
1. Loginto your MIX account (not @mail.wvu.edu). You will receive an email from SEI@mail.wvu.edu
with the link "Please click here to select your additional questions." Click the link.

Dearllll,

* West Virginia University is committed to ensuring the quality of its academic programs, its teaching and the learning
experiences of its students. An important component of this is the regular evaluation of courses by students.

o West Virginia University course evaluation framework includes a set of core institutional questions to appear on all
evaluation forms. In addition, instructors are invited to select additional questions for each of their Courses.

o i you have difficulties accessing the link below, we also provided the direct link to evaluation forms at the end of this
emall,

Please click here to select your additional questions..
Note: If you o not have questions to add, simply SUBMIT without selecting questions, of you will receive reminders.

Please be sure to select your questions by the deadline.
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2. The link will open a window in your default browser and take you to WVU's authentication page.
Enter your LoginID (MyID) credentials and click Login.

V\‘({:st\&rglmdUm\tmity, AZSisIndex CempusMap Jubs  Dieclory  WVU Home

For security reasons, this page cannot be saved as a bookmark

Username: Password:

Warn me before logging me into other sites.

| am at a public workstation.

LOGIN

3. Check the details to verify their accuracy. Your name will be listed as the Task Owner, Category
and Subcategory will match the current term and the current term's courses. Courses with
multiple instructors will also display the other instructor's name(s).

Question Personalization Task List

Task Owner: Robert Hastings

Project Title: UAT TEST V1 - Student Evaluation of Instruction Fall 2015
Category: Fall

Subcategory: 2015

supject _______________________|Duedme

Forestry-101-001 (Amy Falcon) Monday, November 30, 2015 Completed
Landscape Architecture-250-002 (Elizabeth Kyber) Manday, November 30, 2015 Open
Landscape Architecture-250-002 (Shan Jiang) Monday, Movember 30, 2015 Open
Biology-115-023 (Cheryl Walton) Manday, Novernber 30, 2015 In Progress
Biology-115-023 (Katrina Stewart) Monday, Movember 30, 2015 In Progress
Biology-115-023 (Katy Ryan) Manday, November 30, 2015 Open
Powered by
Maobile Version | Standard Version bL -
ue
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Opening a Courgguestionnaire to Personalize

1. Each course has one of the following statuses:
1 Open: New survey.

T InProgress: Incomplete survey with saved changes.
9 Completed: Final survey that’s ready for students. Survey can still be changed.

2. Find a course with an “Open” status and select it to personalize the questions.

F: -101-001

Mom:ld.y November 30, 2015 Ccmplmud
Archi - li h K Monday, November 30, 2015 Open
L Architecture-250- h i Monday, November 30, 2015 Open
Biglogy-115-023 (Cheryl Wallon) Monday, November 30, 2015 In Progress
Biology-115-023 (Katring Stewart) Monday, November 30, 2015 In Progress
[Biotogy-115-023 (Katy Ryan) Monday, November 30, 2015 Open ]
Mobile Version | Standard Version bL\Je"

3. A message at the top will read "When this icon is visible, you can modify text." If multiple

instructors are assigned to the same course and the questionnaire’s text cannot be modified,
then another instructor is using the questionnaire.

UAT TEST V1 - Student Evaluation of Instruction Fall 2015 for Biology-115-025 ( Katy Ryan )
Messages

[Z] When this icon is visible, you can modify text.

Instructions [Hide]

Please use this form to select your questions. To choose an item, simply click SELECT to add the item to your course evaluation

Once you have completed your selections, click SUBMIT to finalize your form. If you do not have any questions to add, simply;
click SUBMIT to complete the process.

4. To hide the instructions, click “Hide.”

Instructions(Hide)
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Viewing thePreselectedQuestions

1. Gotothe "Preselected Questions" section and click "Show Section."
Preselected Questions

Exiand the following sections to view the Core Questions. These questions are displayed for informational purposes only.

2. This will display the core questions, which appear on all questionnaires and cannot be changed.

"

Preview Questionnaire View | All items + | All options

-

Preselected Questions
Expand the following sections to view the Core Questions. These questions are displayed for informational purposes only.
Collapse Section Open All Questions

General Course Items v Selected Deselect

Preview Course Content and Course Evaluation. [vSelected | Desslect

Preview Comment on the strengths and weaknesses relating to course content and course (v Selected | Desslect
evaluation.

Preview  Overall Course Rating (v Selected | Desslect

Preview  Comment on the overall strengths and weaknesses of the course. (vselected | Deselect

Course Composition ltems (vSelected | Deselect

preview | took this course because (select all that apply): [m Deselect

3. The core questions come with the following options:
9 Preview: Displays core question.

Preselected Questions
Expand the following sections to view the Core Questions. These questions are displayed for informational purposes only.
Collapse Section Close All Questions

General Course ltems v Selected Deselect
Close v Selected Deselect

Course Content and Course Evaluation.
Poor Fair Satisfactory Good Excellent N/A

Selected course content that was worth leaming.
Chose assignments that solidified understanding.
Explained clearly how students are evaluated.
Used fair grading procedures.

Found the textbook and/or supplementary material to be helpful.

Close: Closes core question.

Open All Questions: Displays all core questions.
Close All Questions: Closes all core questions.
Collapse Section: Closes the core questions section.

=a =4 -4 -9
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Viewing the QestionBank

1. Go to the "Select your questions from the question bank" section and click "Show Section."

Preselected Questions

Expand the following sections to view the Core Questions. These questions are displayed for informational purposes only.

Show Section

ISelect your questions from the question bank

Course-Type Items (Lab, Online, etc.) For Teachers.

Click Show Section to view and/or select questions that you would like to include in your evaluation. You may select up to a
combined maximum of 3 questions from the question bank in this section and from the custom-worded questions in the following

section.

2. Click "Preview" to view a question, or click "Open All Questions" to view all questions at once.

ISelect your questions from the question bank

Course-Type ltems {Lab, Online, etc.) For Teachers.

Click Show Section to view and/or select questions that you would like to include in your evaluation. You may select up to a
combined maximum of 3 questions from the question bank in this section and from the custom-worded questions in the following

section.
Collapse Section Open All Questions
Preview  The instructor provided constructive feedback on student work.

Preview  The instructor provided appropriate supervision of student work.

Preview  The instructor helped me apply theory to solving practical problems.

3. Click "Select" to select up to six questions to add to the questionnaire.

Preview  The instructor provided constructive feedback on student work.

Preview  The instructor provided appropriate supervision of student work.

Preview  The instructor helped me apply theory to solving practical problems.

Preview  The instructor helped demonstrate applications of the course material.

Select " X Deselected
Select " X Deselected
Select " X Deselected

| v Selected Deselect |
Select " X Deselected
[ vselected | Deselect

Select " X Deselected
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CreatingQustomQuestions

1. Go tothe "Create custom-worded questions" section and click "Show Section."
2. The section will show three text boxes to enter your own questions. Click "Open All Questions."

reate custom-worded questions
Learning Outcomes Items For Instructors.
Click Edit and click inside the text box to enter your own text for the following questions; it is recommended to include your name in

brackets to indicate to students that this was your question.

Edit [Please enter your 1st rating question.] Select || X Deselected

Edit [Please enter your 2nd rating question.] Select || X Deselected
Edit [Please enter your 3rd rating question.] Select || X Deselected

3. Click a text box and enter a custom question.

reate custom-worded questions]

Learning Outcomes ltems For Instructors.
Click Edit and click inside the text box to enter your awn text for the following questions; it is recommended to include your name in
brackets to indicate to students that this was your question.

Collapse Sechan Open All Questions

Edit How can you apply what you learned in class to the real world? Select X Deselected
Edit Were the field trips useful to the learning in this class? Salect X Deselected

Edit Would vou recommend this course to a friend? Why/Why Not? Salect X Deselectad

4. Click "Select" to select the custom questions you want to add to the questionnaire.

Close Select X Deselected

[#] How can you apply what you learned in class to the real world?

Neither

Agree
Strongly nor Strongly
Agree Agree Disagree Disagree Disagree N/A

5. To edit a question, click the edit icon to the right of the question.

@How can you apply what you learned in class to the real world?
How can you apply what you learned in class to the real world?|
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Savingrour @anges

1. To complete the questionnaire, click “Submit” and “Exit.”

The questionnaire has been saved successfully. Please click on 'Exit' when you are no longer working on this task.
Copy to & $ Copy Copy & Submit Save Submit Exit

v

2. When you return to the Task List and refresh the page, your course should have gone from an
"OPEN" status to an "In Progress" status.

Question Personalization Task List
Task Owner: Robert Hastings
Project Title: UAT TEST V1 - Student Evaluation of Instruction Fall 2015

Category: Fall
Subcategory: 2015

_

Mondagr MNovember 30, 2015

Monday, November 30, 2015 Clp-an
Monday, November 30, 2015 Open
Monday, November 30, 2015 in Progress
Monday, Movemnber 30, 2015 in Progress
Monday, Novemnber 30, 2015 In ngmsE]
Mobile Version | Standard Version b[u{zl

Copying Questionnaires To/From Other Courses

1. To copy a questionnaire to/from another course, select the course from the course list and click
"Copy." Warning: This will overwrite any previous questionnaires.

Copy [to ~ v Copy |to M Copy Copy & Submit
to Al
from Accounting-201-001 (Megan McBride Schaupp)
Accounting-202-001 (Denise White)

2. A confirmation message will appear after you click “Copy.”

The questionnaire has been copied for 'Accounting-201-H01" successfully.

Accounting-201-001 » Copy to v  Accounting-201-HO1 v Copy Copy & Submit

AdditionalResources

If you experience difficulty or need assistance completing one or more of these tasks, please see the
training page at http://its.wvu.edu/sei.
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