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Course Evaluation: Procedures

Requesting Course Evaluations:

Requesting course evaluations is the responsibility of each instructor. The process is
simple and can be completed from any computer with access to the Internet.

Many departments have designated course evaluation coordinators to help faculty with
this process. Please check with your department secretary to find out how your
department handles course evaluation requests.

Placing Course Evaluation Orders: Instructions for Instructors

1. Log into the course evaluation application by providing your FSUID credentials at
the prompt.

@ACJ\DEMIC & PROFESSIONAL PROGRAM SERVICES (APPS) FLORIDA STATE

USERNAME:

[z APPS Tools login
PASSUNORD: Use your FSUID username and password {o login
l— That is, the same password that you use to login ta the Blackboard system
sensane
Thiz will give you access to tools developed at the Academic & Professional Program Services

2. Click on "Place Evaluation Orders".

@ACADEMIC & PROFESSIONAL PROGRAM SERVICES (APPS) FLORIDA STATE]

Center for Assessment & Testing - Homepage

WELCOME, Jean-Marc Wise

COURSE EVALUATIONS MAIN MENU

Place Evaluation Orders
s link to regue; = evaluations for both face-to-face and online

Coursee T Use this link to change existing orders hefore the deadline.

Track Evaluation Orders

Use this link ta check the status of your course evaluation requests for current
and past terms. Tracking is available to instructors and course evaluation
coordinators

View Evaluation Reports
Use this link to view course evaluation reports since fall 2003, Depending an your
role, you will have acesss to your awn reports, summary reparts for your
department, college, and the university, or individual reports within the academic
unit you supervise.
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3. Click on "View My Course Evaluation Request List". This will display the list of
courses you are on record for teaching in the current term. Note that summer
sessions are listed separately.

The request windaw is open for the follawing term(s):

2006 Summer A (window closes - 18-AUG-2006)

‘ View My Course Evalustion Request List Jp006 Surnmer 4

About the Course Evaluation Process

4. Ensure that the list of course sections is complete and that all sections are listed
in the correct delivery format. Contact your department's academic coordinator to
have any inaccuracies corrected.

edit ACGE331 - 01 00006 76 F ® paper 109
ACG3351 - 01 00008 29 ¥ paper 55
Included i
. a
ACG3351 - 02 03258 33 ¥ @ paper A
ACG3351 - 03 04004 26 [} paper
ACGE9DS - 01 08597 1 [m} paper
EDAS192 - 01 02995 14 [} paper
EDASZ16 - 02 03049 8 | @ online
; . Included i
EDASZ1E - 03 03080 3 (] online e
("combine ) EDASZ32 - 01 00573 3 2 online

Submit All Orders

5. If you are teaching any course sections that should be combined for evaluation,
click on "combine" next to the main section of each course. This opens an
additional window that allows you to add sections which will be evaluated (and
reported) together with this section.

edit ACG3331 - 01 L) 00006 76 F ® paper 76
ACG3I5L - 01 i 00008 28 F® paper 55
- - 33

i 03258 33 2 paper

4 https:/ /wappsdev.oddLfsu.edu - Combine Sections - Microsoft Intes

ACGS906 - 01 \ close this
EDAS197 - 01 Combine Sections For Summer 2006 e

—

EDASZ1E - 02

Instructor:  Jean-Marc Wise Check the box to add

EDASZ18 - 03 Main Section: ACG3351 02 Total Number of the SeCtIOI’] _ the tOta|
\on o) aszz-m Gombing withi* adjusts automatically.
ACG3351 03 Enrollment: 26

Click here to display
other courses you wish > Show other courses with difierent course number? |
to include. Click “Combine Now” to
.
submit your order for
* You can enly combine sections with other sections that have the same Combined sections

delivery format and have no course evaluation ordered yet. If you y
combine sections for face-to-face courses, all the course evaluation
forms will be sent to you in ONE packet, Alsa, you will receive ane report
for all combined sections,

6. For paper evaluations, the number of forms is the sum of the enrollments of all
selected sections at the time of request. You may adjust this number if necessary
but please be aware that your order will NOT automatically adjust to reflect any
future changes in enrollment.
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7. Inrare cases you may want to combine different courses for evaluation (for
example, graduate and undergraduate course sections taught together.) In this
case click the button to display other courses with different course numbers and
select the corresponding course from the list.

8. After selecting all sections, click "Combine Now" to submit your order for the
combined packet or electronic evaluation. (Combined sections must follow the
same delivery format.)

9. Repeat steps 5 - 8 for all courses that require combined evaluation.

10. Next, add all individual evaluations by clicking the check box "Evaluation
Request" for each course section you wish to have individually evaluated.

Check the box to order
an evaluation for this
section.

adil ACGI3IL - 0L

00006 76 F ® paper 76
00008 29 F® paper 55

03258 33 ~ paper 33

edit ACG3351 - 01

ACGE3S1 - 02

ACG3351 - 03 04004 26 O pa

06597 1 WW -
02995 14 I paper Adjust the number of

o . - e forms if necessary.

ACGSI06 - 01

EDAS19Z - 01

e ) EDAS218 - 02

Included in

EDASZ16 - 03 EDASZI8 02

03050 [3 F @ online

= ¥ ®» » P ® B P

(_combine EDAS523Z - 01 00573 9 i online

Click “Submit All Orders”
to confirm your order.

11. The number of forms defaults to the enroliment at the time of request. You may
adjust this number if necessary but please be aware that your order will NOT
automatically adjust to reflect any future changes in enrollment.

12. Once you have selected all individual course sections, please click "Submit All
Orders" at the bottom of the list to submit your requests.

13. You or your department's course evaluation coordinator may revisit this page as
to make changes until the posted deadline for submitting requests. (See
Schedule.)
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Placing Course Evaluation Orders: Instructions for Coordinators

1. Log into the course evaluation application by providing your FSUID credentials at
the prompt.

ﬁ)‘k(.'\DEMIC & PROFESSIONAL PROGRAM SERVICES (APPS) FLORIDA STATE

USERNAME i
[wise ] APPS Tools login

PASSUNORD: Use your FSUID username and password {o login

l—'""" That is, the same password that you use to login ta the Blackboard system

Thiz will give you access to tools developed at the Academic & Professional Program Services

2. Click on "Place Evaluation Orders".

@ ACADEMIC & PROFESSIONAL PROGRAM SERVICES (APPS) FLORIDA STATE]

Center for & Testing - Main Menu

WELCOME, Jean-Marc Wise

COURSE EVALUATIONS MAIN MENU

Place Evaluation Orders
iglli5 link to requestg & evaluations for bath face-to-face and online

course WE*Lse this link to change existing orders before the deadline.

Track Evaluation Orders
Use this link to check the status of your course evalustion requests for current
and past terms. Tracking is available to instructors and course evaluation
coordinatars

Yiew Evaluation Reports

Use this link to view course evaluation reports since fall 2003, Depending on your
role, you will have access to your awn reports, summary reparts for your
department, college, and the university, or individual reports within the academic
unit you supervise.

3. Click on the link to display your "Department Course Evaluation Request List" for
the current term. Note that summer sessions are listed separately. If you are the
coordinator for multiple departments, you must place separate orders for each
department.

@;\C.J'XLT!EMIC & PROFESSIONAL PROGRAM SERVICES (APPS)

Centor for Assessment & Testing - Homepage

WELC OME, Jean-Marc Wise

The raquest window is apen for the fallowing term(s):

2006 Summer A (window closes - 01-NOV-2006)

Wiew My Course Evaluation Reguest List - 2006 Surnmer &

About the Course Evaluation Process

g —
M‘TDR - Accounting /
Wiew Department Course Evaluation Request List - 2006 Summer &
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4. Ensure that the list of course sections is complete and that all sections are listed
in the correct delivery format. Contact your department's academic coordinator to
have any inaccuracies corrected.

DEMIC & PRO AL PROGRAM S| PPS) FLORIDA STATE UNIVERSITY

Conter for A & Testing - Main Meny

WELCOME, Jean-Marc Wise

Course Evaluation Request List

Accounting - 2006 Summer A Courses

The most efficient way to place your order:
1. Place requests for any combined sections first
2, Use the shorteut tool below to order any individual evaluations based on the selected enroliment
minimum
3, Make individual adjustments as necessary.
Notes: DO NOT REMOWE any checkmarks unless you want to cancel the arder for that course.

Helo Page (will spen in new window)

Shortcut Tool:

Order course evaluations for all courses with enrollment greater than or equal to:
update

Please click update only once. This process may take several seconds.

( -::.9;\(:62071

o1 Qo000z  Armstrong, Bennie 36 2 paper 36
{(combine ) ACG3351 - 02 J03258  Armstrong, Bannie 33 2 paper l33—
(" combine ) acczo7l -0z fo3zsa  Armstrong, Bonnie 33 ~ paper 33
(combire )  accsans -0z fo3778  Armstrong, Bonnie 10 u online
(_combine ) acGzo71 - 02 Q03254 Barbee, Jennifer 2o - 2z
e ————— o I online
4265305 - 02 M03776  Stevens, Douglas 10 T online
(e 4cGS305 - 03 M03777  Stevens, Douglas o I online
(Ccombire ) f pccsans - 0o f03778  stevens, Douglas a7 i online
{ combine ) ACGS308 - 01 M00017  Stevens, Douglas 43 ~ paper 43
(" combine ) AcGzozl - 0z foszso  victoravich, Lisa 31 =2 paper l'ﬂ—
{(combine ) AcG3331 - 01 fo0006  Victoravich, Lisa 76 = paper |75—
edit 4CG3331 - 01 M00006  Wise, Jean-Mare 7% F® paper 76
AcG33s1 - 02 M03258  Wise, Jean-Marc 33 = paper 33
edit 4CG3351 - 01 M0000&  Wise, Jean-Mare 29 F® paper 55

Submit All Orders

Please place orders as follows:

1. Place orders for all combined
sections. (See step 5)

2. Use Shortcut tool if
appropriate. (See step 10)

3. Make adjustments or place
orders for individual sections.
(See step 11)
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5. Identify any course sections that should be combined for evaluation and click on
"combine" next to the main section of each course. This opens an additional
window that allows you to add sections which will be evaluated (and reported)
together with this section. After selecting all sections, click "Combine Now" to
submit your order for the combined packet or electronic evaluation. (Combined
sections must follow the same delivery format.)

ACGZ071-01 00002 Armstrong, Bonnis 36 2 paper 36

7 https:/ /wappsdev.oddl.fsu.edu - Combine Sections - Microsoft Internet Expl

close this window
~NA Combine Sections For Summer 2006 e
Check the box to add

ACGZ071 - 02 | 03254 Instructor: Bonnie Armstrong

ACG3111 - 01 00004 Main Section: - ACGZ071 01 Total Mumber offfo the SeCtlon - the tOtal
adjusts automatically.

ACGS308 - 02

GERE304 - 05 | 05086 Combine with:*

combine Tax4001 - 01 | 02233 ACGZ071 06 Enroliment: 13

ACGZ071 07 Enrollment: 0 O

Click here to display
other courses you wish

\ 4

Show other courses with different course number? |

. PP : "
to include 294 : Click “Combine Now” to
3 __Cnmbme INowy b b . d f
- F TS AR 001 su mlt_ your or _er or
* You can only combine sections with other sections that have the same combined sections
ACGZ0Z1 - D2 | 03250 delivery format and have no course evaluation ordered yet. If you .
— combine sections for face-to-face courses, all the course evaluation
farms will be sent to you in ONE packet, Also, you will receive one report
ACGS08-02 03776 for all combined sectians.

=

6. For paper evaluations, the number of forms is the sum of the enrollments of all
selected sections at the time of request. You may adjust this number if necessary
but please be aware that your order will NOT automatically adjust to reflect any
future changes in enrollment.

7. Inrare cases you may want to combine different courses for evaluation (for
example, graduate and undergraduate course sections taught together.) In this
case click the button to display other courses with different course numbers and
select the corresponding course from the list.

8. After selecting all sections, click "Combine Now" to submit your order for the
combined packet or electronic evaluation. (Combined sections must follow the
same delivery format.)

9. Repeat steps 5 - 8 for all courses that require combined evaluation.

10. Next, you may use the shortcut tool to place orders for all sections with a
minimum of a given enroliment. To do this, simply type the minimum enroliment
into the box and click “update.” (Note that the university mandates the evaluation
of all courses with and enrollment of ten or more students.)

Shortcut Tool:
Qutions for all ourses with anrollment oroater than or aual to: Type the minimum
. enrollment and click

. . « »
Please click update only once. This process may take several seconds. update_

10 update
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11. Next, add any individual evaluations by clicking the check box "Evaluation
Request" for each course section you wish to have individually evaluated.

Check the box to order

00006 76 F® paper b an evaluation for this
onons 29 F® paper 55 section

edit ACG3331 - 01
edil ACG3IISL - 01

ACG3I51 - 02 03258 33 ~ paper

ACG3351 - 03 04004 26 - pa

A

A

A 33

A

ACGE906 - 01 A 06597 1 paper <R -

A Adjust the number of
Iy

A

A

EDAS192 - 01 02995 14 - paper )
forms if necessary.

7= ) EDAS218 - 02 03049 8 I online

Inchuded in

03050 3 o] online e o

EDAS21G - 03

(_combine ) EDASZ3Z - 01 00573 9 v online

Click “Submit All Orders”

to confirm your order.

12. The number of forms defaults to the enroliment at the time of request. You may
adjust this number if necessary but please be aware that your order will NOT
automatically adjust to reflect any future changes in enrollment.

13. Once you have selected all individual course sections, please click "Submit All
Orders" at the bottom of the list to submit your requests.

14. You or your department's course evaluation coordinator may revisit this page as
to make changes until the posted deadline for submitting requests. (See
Schedule.)
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