EvaluationKIT Documentation

Purpose:

This guide is for EvaluationKIT Administrators showing how to create a Project from scratch
and setting up course and user import syncs.

Terms and Definitions:
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Creating a Survey

Step 1
Log into EvaluationKIT.

https://uncoeval.evaluationkit.com/MyEval/Login.aspx

Step 2
Click on Surveys.

EvaluationKIT . Home Surveys Projects Results «

Step 3
Click on Create New Survey.

# > Surveys

Surveys

= Create New Survey

Step 4
Name the survey and click Save New.

# > Surveys > Create New Survey

Create New Survey

Survey Properties

Title
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Account «


https://uncoeval.evaluationkit.com/MyEval/Login.aspx

Step 5
Select the Question Type and click Add.

M > Surveys » Create New Survey

Create New Survey

Survey Properties

Title

Test Survey

=]

Step 6
Depending on the Question Type you selected, the next screen will allow you to create the first
guestion. Continue adding questions until your survey is complete and then click Save.
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Creating a Project

Step 1
Click on Projects.

EvaluationKIT . Home Surveys Projects Results « Account «

Search Course Sch
In-Progress 4/

(& o () llcar 1

Step 2
Click on Create New Project.

Projects

o+ Create New Project | Page Settings

Q Search Projects

Name

Step 3
Select Course Evaluation Project and click Begin.

Create New Project

To create a new project, select which type of project you want then click begin
Course Evaluation Project
Students and instructors are associated with courses

) General Survey Project

Respondents are NOT associated with courses

Clcse
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Step 4
Enter the title of the Project and set the Start and End date.

Project Settings

Title

Spring 2015 Student Course Evaluation for ART/THEA/THED Online courses

Start Date End Date
4/26/2015 11:00 AM 5/3/2015 11:59 PM
Step 5

Select Team-taught under Team-Taught Courses.

A Team-Taught Courses

If you are not using team-taught survey questions this option can be ignored.

Choose from one of the following configurations if you have team-taught courses where
not impacted by these settings.

eam-taught questions are automatically presented for ALL instructors in the course.

O A list of instructors for the course is presented to the student, and team-taught questio

Step 6
Select all of the check boxes in the bottom of Survey Layout.

A Survey Layout Optiona
[ Hide Course/Instructor Display Box from Survey Header

Include
roject Title ourse Code ourse Title Course Unique ID Instrudor(s) Names
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Step 7
Select Show Exit Button under Survey Exit Button.

A Survey Exit Button Option:

o

Show Exit Button

Exit Button Text

Exit
[] Hide Exit button 1 _days before survey end date
Step 8
Select “Come Back Later” and Hide “Come Back Later” under Survey “Come Back Later”
Button.

A Survey "Come Back Later” Button Optiona

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

“Come Back Later” Button Text

Come Back Later

[ Hide "Come Back Later” button after 1 _ attempts to exit survey with saving
Hide "Come Back Later” button 1 : days before survey end date
Step 9

Leave all of the other options and then click Save.

W Survey Opt-Out Optiona
W Student Alert
W Term

+ Manage Courses Optiona
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Step 10
Click on Report Setup.

Summary Properties Courses Users Survey Communication | Report Setup | Deploy Project

Reporting Access

(] Allow Administrators to view reports for their area
Access Start 12:00 AM on date selected, Access End

More

Step 11
Check the box to Allow Administrators to view reports. Set the Access Start date to the day after
final grades have been submitted.

Reporting Access

@Allow Administrators to view reports for their area
Access Start 12:00 AM on date selected,

More
[] Allow Instructors to view reports for their courses

Access Start 12:00 AM on date selected,

More

Step 12
Click on More and make sure to click on the Include results from EvaluationKIT Administrator
guestions checkbox. Ensure that the Access Start Date is the same date as the above access start date.

[“] Allow Administrators to view reports for their area

Access Start 5/11/2017 12:00 AM on date selected,
Set different access dates for administrator access to course-level reports
Access Start 5/11/2017 12:00 AM on date selected,

[&4]Include results from EvaluationKIT Administrator questions
[] Include each Administrator's Custom Questions results
[] Include each Instructor's Custom Questions results
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Step 13
Check the box to Allow Instructors to view reports. Set the Access Start date to the day after final

grades have been submitted.

Reporting Access

] Allow Administrators to view reports for their area
Access Start 12:00 AM on date selected,

\‘01‘ are

@Allow Instructors to view reports for their courses

Access Start 12:00 AM on date selected,

Step 14
Click on More under Allow Instructors and click the checkbox next to, Include results from

EvaluationKIT Administrator questions.

Allow Instructors to view reports for their courses
Access Start 5/11/2017 12:00 AM on date selected,

] Include each Administrator's Custom Questions results
] Include each Instructor's Custom Questions results

Step 15
Check the check box to keep both admin and instructor access open.

Reporting Access

[J Allow Administrators to view reports for their area
Access Start 12:00 AM on date selected, Access EnﬂKeen Open

Mare

[J Allow Instructors to view reports for their courses
Access Start 12:00 AM on date selected, Access End 11:59 PM on date selected, eeo Open
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Step 16
Click Save.

Reporting Access

[ Allow Administrators to view reports for their area

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

10|Page December 15, 2017



Importing Survey into a Project

Step 1
Click on Projects.

EvaluationKIT . Home Surveys Projects Results « Account ~

Search Course Sch
In-Progress 4/

(@ Courcac () llearc 1

Step 2
Click the edit button next to the project you are working on.

Projects

(-] Mame Type Status Date Created Start Date & Time
9324 Spnng 2015 Student Course Evaluation for ART/THEA/THED Onfine Course Evaluation Ended 42325 47262015 1100 AM
18121  TEST COURSE EVAL Course Evaluation Ended 3ng2ms

18118 Spring 2015 Studant Course Evatuation Tor MUSIC Classroom Instructors Course Evaluation Ended N TR

Under the Project Summary, click on the Edit button under Survey.

Survey

No Survey selected!

# Edit

Step 4
Select an existing survey or one that you have created.

Main Survey

Projects  Preview Select

a
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Step 5
Click Save.

Main Survey curvey

Title

Test Survey

Team Taught

BB Popup Test

Getting to Know You
TSC Evaluation v2

TSC Evaluation

test 111

Copy of Practice Survey

Practice Survey

Total 9

ot Se

ected
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Importing Courses

Step 1
Click on Projects.

EvaluationKIT - Home  Surveys s | Results~  Account -

Search NHS Summer 2|
Ended 7/31/2015 - 8,

® Courses O Users 302

Project Results 0

Respondents

Project End Date: 8/10/2015

Step 2
Find the project and then click on the pencil icon to edit the project.

® > Proecs

Projects

Name Status Type Where Between And

13|Page December 15, 2017



Step 3
Click on Courses.

* = Proie

ojects > Project Summary

Project Summary niis |

Summary  Properties

Courses | Users

Step 4
Click on Data Import and then Canvas.

Project Courses nHs spi

Summary Properties Courses Users

== Create New Course l T Data Import -‘

Excel

Blackboard

Course Code

Q, Search Courses

Step 5
Click Re-Sync Courses.

%2 Re-Sync Courses

Step 6
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Step 7
Leave the checkbox checked to Exclude Sub-Accounts with no courses. Click on Re-sync Sub-
Accounts.

Re-Sync Canvas Sub-Accounts

Are you sure you want to Re-Sync sub accounts? It may take several minutes, you may
continue working as sub accounts being re-synced. You will receive an email when it is
done.

[ Exclude Sub-Accounts with no courses.

Re-Sync Sub-Accounts Cancel

Step 8
Click the Select button associated with Terms.
Terms:
Select b 4
Step 9
Select the Term associated with the courses in the project.
Title Start End
Default Term
Spring 2018 1/7/2018 5/19/2018
Fall/Spring 1718 Interim 12/10/2017 1/20/2018
Fall 2017 8/20/2017 12/23/2017
¥/ Summer 2017 5/14/2017 8/19/2017
Spring 2017 1/8/2017 5/20/2017

15|Page December 15, 2017



Step 10
Click GO.

Re-sync Canvas Courses with EvaluationKIT

specifics in course name or code.

Filter Courses by specifics in Course Name or Code:

Select from the below options the account(s) and term(s) to sync with EvaluationKIT. You can also filter by

Accounts:
8 Selected Select x
Terms:
1 Selected Select x
m Close
Step 11

If you receive the pop-up below click OK.

training-uncoeval.evaluationkit.com says:

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

being re-synced.

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

OK

Cancel
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Step 12
The Re-Sync Courses window will disappear and you will be redirected to the project’s Courses tab.
The bottom of the page will briefly display a Data source is being re-synced... notification.

+/ Data source is being re-synced...

Step 13
You will also receive an e-mail notification from EvaluationKIT about the course re-sync starting.

ID : 195454

Account : UNC - Training
Action : Canvas Course Resync

Started : 5/8/2017 3:02 PM

Step 14
Wait until you receive another e-mail notification from EvaluationKIT about the course re-sync
completing.

1D : 195454

Account : UNC - Training
Action : Canvas Course Resyne

Started : 582017 3:02 PM

Account : Root Account > University of Northem
Colorado

Account : Supplemental Courses > Student Club and
Organization Cotrses

Account : University of Northem Colorado = Canvas
Demo Courses

Account : University of Northern Colorado >
Developmental Shells

Account : University of Norther Colorado > Manually-
Created Courses

Account : University of Northem Colorado = Migrated
Courses

Account : University of Northern Colorado >
Supplemental Courses

Account : University of Morthern Colorado = Training
Courses

Term : Summer 2017

Courses : 947

Completed : 5/8/2017 3:04 PM

NOTE: Do not continue until the project Courses tab reflects the Last Re-Sync.
% Re-Sync Accounts o Re-Sync Courses X Clear Synced Courses

Search Canvas Courses
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Step 15
Click the Select button associated with Accounts.

Accounts

Select Accounts Select
Step 16
Select the Accounts associated with the project. Then click Close.
= '_' ¥ University of Northern Colorado
- ¥ Canvas Demo Courses
- ¥ Developmental Shells
b B Manually-Created Courses
- ¥ Migrated Courses
" v Supplemental Courses
e B Training Courses

Step 17
Under Filter Options click More Options.

Filter Options

Name ¥ Contains v

More Options
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Step 18
In the lowest row change the first column to Unique ID.

Filter Options
Name Contains Y
Name Contains v
Name Contains v
Unique ID Contains v
Step 19

Populate the 3™ column with the course Unique ID’s. A unique ID is the Course Registration Number
(CRN) and Term code. Example: CRN_TermCode. Filter multiple courses at once by aligning the list

of Unique ID’s vertically.
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Creating a User Refresh Schedule

Step 1
Click the Users button in the project navigation menu.

Summary = Properties Courses | Users| Survey

Step 2
Click Data Import and select Canvas in the dropdown menu.
T DataImport ~

Excel

Blackboard

Canvas

Opt-Out Users

Step 3
Set the desired refresh timeline parameters.

® Refresh every 1 : day(s), from to

Step 4
Check the box to include Instructors in the refresh.

L4 Add Instructors to EvaluationKIT

Refresh Instructors @ prop Instructors from EvaluationKIT

Step 5
Click Save toward the bottom of the page.

Step 6
Confirm the scheduled User Refresh at the bottom of the page under Enrollment Refresh Status.
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Deploying a Project

Step 1
Click on Projects.

Home Surveys

EvalualionKIT .

Projects

Results «

Account -

Search Course Sch
In-Progress 4/
Go!
(& Ao | | leare 1

Step 2

Click the edit button next to the project you are going to deploy

Projects

B Name Type
19324 Spring 2015 Student Course Evaluation for ART/THEA/THED Ondine St
18121 TEST COURSE EVAL Course B

18 Spnng 2015 Studant Course Evatuation for MUSIC Classroom Instructors. Course Evaluation

Step 3
Click Deploy Project

Project Summary ¢

Properties Courses

Summary

Start Date & Time

f26/2015 1100 AM
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Allow Instructors to View Course Level Reports

Step 1
Click on Projects.

Search SOC Spring 15 &

in Progress 2/18/2012
1

Project Results 2

Prope e G [RPp—

— e et

Pratcr s Cune el e Propect Mame

Frofcs nd D 5 Mot bl 11283814

oo ot Dot 17157573 Rl Al 377014

Click on the pencil icon to edit the settings on the project.

0 b e

Step 3 Click on Report Setup.

evaationkiT B 1o

" [——
Report Setup
Reporting Access

Alou Administratars tn view reports for their srea

Aow Instructons 1 view reports for thelr courses

Restrict Reporting To Specific Survey Questions

Roke Survey Questianis)
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Step 4
Check the check box next to Allow Instructors to view reports for their courses and then click Save.

EvaluationkiT B

# > Prosc > Report Setp

Report Setup

Reporting Access

Allow Administrators to view reports for their arca

(ot e s o e

Restrict Reporting To Specific Survey Questions

Use this section to specify a subset of specific questions added by the EvaluationKIT Administrator that shoutd be

Role Survey Question(s)
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Enabling the Come Back Later Feature

Step 1

Click on the pencil to edit the settings on the project you are wanting to modify.

Projects

18 i;

Step 2
Open your selected project and then click on Properties.

EvaluationKIT -

# > Projects > Project Properties

Project Properties

A Expand Al W
Project Settings
Title
SOC Spring 15 _2_28_15
Start Date End Date
2/18/2015 12:00 AM 1511
Step 3

Click on the down arrow to collapse the Survey Come Back Later Button panel.
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Step 4
Ensure that the check box is marked to include a Come Back Later button on the survey.

A Survey "Come Back Later” Button
[¥ Include a “Come Back Later™ buttan on the survey that will allow the user to complete the survey at a later time.

“Come Back Later™ Button Text

Come Back Later

] Hide "Came Back Later”™ button after 1 - attempts to exit survey with saving

| Hide “Come Back Later” button | 1 * days before survey end date
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Uploading Courses and Users via EvalKIT Tool

Step 1
Log into the EvaluationKIT Data Assistant page with your first.last account.

Evaluation Kit Data Assistant Login Page
User Name rachael aswege|

Password sssssssseee

Forgot your password?

Step 2
Paste the CRN’s into the EvaluationKIT tool and verify the correct term is displaying in the dropdown.
If the term is not loading, a ticket will need to be submitted to the TSC to have the Ursa team update it.

{_'_'_" UNIVERSITY OF
[mi NORTHERN
.=~/ | COLORADO

Insert CRNs delimited with a line break or a comma

Flie Name
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Step 3
Click Download.

NORTHERN
COLORADO

“RNs delimited with a line break or a comma

File Name

Step 4
Click OK to open the zip file.

Opening 093015_929_CrsUsrinfo.zip

You have chosen to open:
11 093015_929_CrsUsrinfo.zip

which is: Compressed (zipped) Folder (2.3 KB)
from: https://apps.unco.edu

What should Firefox do with this file?

Qpen with | Windows Explorer (default) v

() SaveFile

[[] Do this automatically for files like this from now on.

0K Cancel

Step 5
Double click to open the courses file.

Name Type Compressed size
£ 093015_929_CrsUsrinfo_courses Microsoft Excel Comma 5... 1KB
B-] 093015_929_CrsUsrinfo_users Microsoft Excel Comma S. 2KB
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Step 6
Click the triangle in the upper right of the spreadsheet to higlight everything.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

oo X, Cut

Calibri “n A A - * Wrap Text General

A - FE S = %8

Alignment T

o B3 Copy - =
Paste | I U ~ e« {3~
v * Format Painter - .

Clipboard o Font &

vl fe

A B C D E F G H I J

>

Title

LN

&5 Merge & Center ~ § ~ %

y 2 » Co
For

Mumber r}

Htle Code CourseUniquelD
NURS444- NURS444- 13933_201550
NURS404- NURS404- 13934 201550
NURS404- NURS404- 13939_201550
NURS444- NURS444- 14061_201550
NURS444- NURS444- 13348 201550
NURS444- NURS444- 14059_201550
NURS444- NURS444- 13938 _201550
NURS444- NURS444- 14065_201550
NURS404- NURS404- 13937_201550
NURS404- NURS404- 13936_201550

Wb~ W N

- .
W N - D

-
~

Step 7
Double click the line in the middle of a column to expand all columns.

FILE HOME

L= - -
b db Cut Calibri Ju oK A =

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

= Wrap Text General

%

! Em Co -
Paste B Copy

. B I U- i
2 ~ Format Painter = =

__:7?! Merge & Center ~

- A -
Clipboard ] Font ]

- : fr | Title

Al |B C D E F G H | J

Alignment [

I=
=

A

$-% 2 [BH&a

Fo

Number 1

Title L_cbde  CourseUniqueiD!
NURS444- NURS444- 13933 201550
NURS404-/ NURS404- 13934 201550
NURS404- NURS404- 13939_201550
NURS444- NURS444- 14061_201550
NUNSIAT NUESS n W
NURS444- NURS444- 14059 _201550
NURS444- NURS444- 13938 201550
NURS444- NURS444- 14065_201550
NURS404- NURS404- 13937_201550
NURS404- NURS404- 13936_201550

O 00~ B W -

| | o |
W -

B
N
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Step 8
Change the Number selection from General to Text.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

g X Cut

Past ' By Copy -
aste
- ¥ Format Painter

Calibri - A A== - BWepTe Text

B I U- - O-A- £ 4 EMergeliCenter - | 5~ % * 30

Clipboard 1] Font

| Jr | Title

A B C D E

[

Alignment ] Number ]

=
=

Title Code 'CourseUniquelD |
NURS444-700 Clin Prac Adv Acute Care Fall 2015 NURS444-700_201550_13933 13933_201550
NURS404-002 Clinical: Public Health Fall 2015 'NURS404-002_201550_13934 13934 201550
NURS404-052 Clinical: Public Health Fall 2015 NURS404-052 201550_13939 13939_201550
NURS444-704 Clin Prac Adv Acute Care Fall 2015  NURS444-704 201550_14061 14061 201550
NURS444-702 Clin Prac Adv Acute Care Fall 2015  NURS444-702_201550_13348 13948_201550
NURS444-703 Clin Prac Adv Acute Care Fall 2015 NURS444-703_201550_14059 14059_201550
NURS444-701 Clin Prac Adv Acute Care Fall 2015 NURS444-701_201550_13938 13938_201550
NURS444-705 Clin Prac Adv Acute Care Fall 2015 NURS444-705_201550_14065 14065_201550
0 [ NURS404-042 Clinical: Public Health Fall 2015 NURS404-042_201550_13937 |13937_201550

WW"JU\W-S‘-WN!—IL

|1 | NURS404-032 Clinical: Public Health Fall 2015 'NURS404-032_201550_13936 13936_201550
12
13
14
15
Step 9
Name the file and save it as an Excel Workbook either to the desktop or another location.
3 =
€ * 1 J » ThisPC » Desktop » EvalKIT mrARE -
Organize « Mew folder = = 7]
=. Recentplaces » Name 3 Dzte modified Type Sae
@ 10-3-11 Courses
™ This PC
B 10-3-11 Users 4KB
i,y eion @ 10-14-21 Courses
- Documents
B 10-14-21 Users 2
< ::”“"'“d" 7 NURS10-6 Courses
Sy B2 NURS10-6 Users 8
e 8% NURS10-15-12 Courses :
_.B yleos B NURS10-15-18 Users 8/20/20159:01 AM Microsoft Excel W 16 KB
§ os(c)

¥ Rachael.Aswege
& IT (\uncsrvl) (M
s Local Disk (@)

v
File nam{ [10-25-26 Coursed] | v
Save astypd  Excel Workbeok v

Authors Aswege. Rachael Tags Addatag Titie

[] Save Thumbnail

# Hide Folders Cancel
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Step 10
Double click to open the users file.

Name

(-] 093015_929_CrsUsrl

| 5] 093015_929_CrsUsrl

Type Compressed size
nfo_courses Microsoft Excel Comma S... 1KB
nfo_users Microsoft Excel Comma S.. 2KB

Step 11

Click the triangle in the upper right of the spreadsheet to higlight everything.

HOME | INSERT  PAGELAYOUT  FORMULAS DATA  REVIEW  VIEW  ACROBAT
e b Cut Calibri 1 -8 x| == Wrap Text General
B3 copy -
Pt st Paintar T L ) e e e [ Merge&uCenter - | $ ~ % * % %3
Clipboard % Font [ Alignment & Number &
Al - fr UserTypelD
El A B C D E F G H 1 J K L
[UserTypelCourseUn FirstNameLastName Email  Username
2 313933 201Barbara Garrity  barbara.gibarbara.garrity
3 3 13948_201Lisa \Buss Lisa.Bussg lisa.buss
4 3 14065_201Cynthia Hoffman hoff0723¢hoff0723
5 3 14061 _201Barbara  Garrity  barbara.g: barbara.garrity
6 3 13939_201Erin ‘Cummins erin.cumn erin.cummins
7 3 13938 _201Courtney Gryskiewi Courtney. courtney.gryskiewicz
8 3 14059_201Mara ‘Miller  mill2675@ mill2675
9 3 14061_201Jennifer |Van Horn Jennifer.\ jennifer.vanhorn
10 313934 201Laurie  Verde Laurie.Veilaurie.verde
n 3 13938_201Barbara  Garrity  barbara.gébarbara.garrity
12 3 13937_201Erin ‘Cummins erin.cumn erin.cummins
13 3 13936_201Linda Henry  linda.henilinda.henry
14 3 14065_201Barbara Garrity  barbara.g: barbara.garrity
15 3 13939_201Gwyneth Milbrath Gwyneth. gwyneth
16 3 13948_201Barbara  Garrity  barbara.g:barbara.garrity
17 3/14059_201Barbara Garrity  barbara.gibarbara.garrity

Step 12

Double click the line in the middle of a column to expand all columns.

Hi Sz :
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVEW VW  ACROBAT
'n'-t1 x’i“‘ Calibri 11 KA === #- EWepTet Ted -
L opy
Pa'ﬂe "For:atﬂa\mer B I U~ H- O-A-= = EMerge & Center - | $ - 9% * %8 8
Clipboard n Font r,. Alignment [ Number [
A1 - Jr | userypeid
A A |_| B C D E F G
1 [usertypeltCourseUniquelD FirstName LastName  Email [t
2|3 13933 201550  Barbara  Garrity barbara.garrity@unco.edu barbara.garrity
3|3 13948 201550 Lisa 'Buss Lisa.Buss@unco.edu lisa.buss
413 14065_201550  Cynthia  Hoffman  hoff0723@bears.unco.edu hoff0723
5 |& 14061 201550  Barbara  Garrity barbara.garrity@unco.edu barbara.garrity
6|3 113939 201550  Erin ‘Cummins  erin, i edu erin.
713 13938 201550  Courtney |Gryski Courtney.Gryskiew inco.edu  courtney.gryskiewicz
8|3 114059 201550  Mara Miller mill2675@bears.unco.edu mill2675
9|3 14061_201550  lennifer VanHorn  Jennifer.Vanhorn@unco.edu jennifer.vanhorn
10(3 13934 201550  Llaurie :Verde _laurle.\famg@unm.edu laurie.verde
L I ORI R Ry G e o e Bt pRy
12(3 113937 201550  Erin \Cummins erin edu erin.,
13|13 13936_201550 Linda Henry linda.henry@unco.edu linda.henry
14|3 14065_201550 Barbara  Garrity barbara.garrity@unco.edu barbara.garrity
15(3 13939_201550  Gwyneth Milbrath  Gwyneth.Milbrath edu g milbrath
1613 13948 201550  Barbara  Garrity ‘barbara edu barbara.garrity
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Step 13

Name the file and save it as an Excel Workbook either to the desktop or a folder in the H Drive.

Save As

T » ThisPC » OS({C) » Users »

Organize *  Mew folder
G Name 3
18 This PC
i @5 10-3-11 Courses
= DE 3 @5 10-3-11 Users
s
o @5 10-14-21 Courses
6 Downloads
@5 10-14-21 Users
W Music .
5 8 10-25-26 Courses.
= Pictures 1
@5 NURS10-6 Courses
B Videos :
= - @° NURSI0-6 Users
& 0S(C)

B NURSI0-15-18 Courses

RachaelA
o 85 NURS10-15-18 Users

# IT (unesevl) (M

s Local Disk ()

& Tswap (Wunesny
v

[ZCE TN [10-95-26 Users
swe e

Authors: Aswege, Rachael Tags Addatag

[]5ave Thumbnail

* Hide Folders

Step 14

rachaelarmstrong » Desktop » EvalkIT

Title: Add a title

Ioy S

Log into EvaluationKIT https://uncoeval.evaluationkit.com/

& kitp 3l evahustionkit.com. 1,

R
COLORADO

Sign-in
rachaelaswege@unco.edyf
esenaseane
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Step 15
Click on Projects

EvaluationKIT Wl Home  Suveys | Projects  Resuits+ Account -

Search NHS Summer 2

Ended 7/31/2015 - 8,
Go!

® Courses O Users 302

Project Results 0

Respondents
Project End Date: 8/10/2015

Step 16
Find the project and then click on the pencil to edit it

> P

Projects

\'\.l\.‘\'\.i{
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Step 17
Click on Courses (Note: You must upload the courses before you upload the users)

# > Projects > Project Summary

Project Summary

w
(4+]
|

Summary  Properties |Courses| U

Step 18
Click on Data Import and then Excel

EvaluarlonKlT‘ Home

# G Project Courses

Project Courses i

T Cc =
+0
Ex
Q Search Coursi -
Blackboard
Course Code Title
Instructar Name Instructor Ema
Custom Questions Added Crosslisted

m Reset

Step 19
Click Browse

EvaluationKIT -

L] rct t Upioad Courses

Upload Courses

Upload Excel File

Upload a Course File (Excel format) for this project.

‘.n e
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Step 20
Select the correct courses file and click Open

1 &> EvalT 2
Orgonize »  New foider - w
¢ Favorites - a ¢
I Deskiop 45 10-3-11 Courses MM
& Downloads 47 10-3-11 Users AM  Microsoft Excel W
3. Recent places a K
1 This PC L}
it Desktop [EE Users
Documents 7% NURS10-6 Courses
&8 Downlosds 87 NURS10-6 Users 15859AM  Microsoft Excel W
U Music @11 NURS10-15-18 Courses
¥ Pictures @) NURS10-15-18 Users
B Videes
= 0s(c)
¥ Rachael Aswege
&9 T (Wuncsvl) (M
File name: || | Allfies v

Step 21
Click Upload

EvaluationKIT

Account ~

# > Projects > Project Courses > Upload Courses
Upload Courses Nursing (

Properties Courses = Users  Survey

Upload Excel File

Upload a Course File (Excel format) for this project.

| Browse.. ‘ 10-25-26 Courses.xlsx

Deploy Project
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Step 22
Go to Users and click Data Import and Excel

EvaluationKIT - Home Surveys Projects Results « Account ~

# > Projects > Project Users

Project Users

Summary Properties Courses Users Survey Communicatior Report Setup

o Create New Use 4+ Datalmport ~

Q Search Blackboard

First Name Last Name

User Type User Status
All ha Any

m Resei

Step 23
Click Browse

EvaluationKIT - Home Surveys Projects Results =

Account ~

# > Projects > Project Users > Upload Users

Upload Users

rties Courses Users Survey Communication

Upload Excel File

Upload a User File (Excel format) for this project.

Browse.. [No file selected.

Nenlav D
Deploy F

roject
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Step 24

Select the correct users file and click Open

e
1+ & » EvalkT
Organize = New folder
¢ Favosites e
[ Desktop @ 10-3-11 Courses
I8 Downloads @7 10-3-11 Users
%0 Recent places @% 10-14-21 Courses
& This PC 0-2
i Desktop @5 10-25-26 Users
} Documents @ NURS10-6 Courses
& Downloads 8" NURS10-6 Users
& Music @° NURS10-15-18 Courses
& Pictures @ NURS10-15-18 Users
B Videos
o5
i Rachael Aswege
S IT Muncsrvl) (M
File name: | 10-25-26 Users

File Upload

‘
=

All Files

S

& v

Step 25
Click Upload

EvaluationkiT B Home

Projects

Properties Courses

Upload Excel File

| Browse.. | 10-25-26 Users.xlsx

# > Projects > Project Users > Upload Users

Upload Users |

Upload a User File (Excel format) for this project.

Communication

Deploy Project

Step 26

Click OK on the warning screen

If you have already uploaded the Course File for these users click OK, otherwise click Cancel and upload the Course File first.

Cancel

36|Page

December 15, 2017



Step 27
Go to Project Summary and verify that the courses and users have uploaded successfully

Courses
Total Selected Courses: 10

Course File Upload History Clear History

10-25-26 Courses.xlsx  Status: Completed
Total Uploaded Courses: 10

>> View the Course Upload Log for this upload

Users

Total Selected Users: 75
Survey Enrollments: 65

User File Upload History Clear History

10-25-26 Usersxisx  Status: Completed
Student: 65  Instructor: 10

View the User Upload Log for this upload

Step 28
Once the files are successfully uploaded, you can deploy the project.
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Downloading Individual Course Reports

Step 1
Click on Results and then Project Results.

EvaluotionKlT‘ Home  Results ~

# Results Project Results Response Rate Tracker

Project Results

Pro.jeCt Resu Its Instructor Results

Report Builder

Results Feedback

Page Settings

Step 2
Click on View next to the project you are wanting to download reports from.

Results End View
Open Q
Step 3

Click on Report to the right of the course you are downloading a report from.

.........

PDF

PDF + Comments

' Page @ Raw Data
) Feedback
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Downloading Multiple Courses in a Batch Report

Step 1

Click on Results and then Project Results.

EvaluotionKlT‘ Home  Results ~

Page Settings

# Results Project Results Response Rate Tracker
. _ Project Results
P rOJ eCt Res u Its VIEW  “nstructor Results

Report Builder
Results Feedback

Step 2

Click on View next to the project you are wanting to download reports from.

Results End

Open

View

Q

Step 3

Select the courses you would like in this Batch Report.

[

O

Project Results

Course (

SOC237-

SOC448-
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Step 4
Click on Bath Report.

% Batch Report

Project Results

O Course
SOC237
Step 5

Name the report and select how you want them downloaded.

Batch Report x

Report Name

@® Merge Multiple PDF Reports into one PDF for Selected Courses
O Download Multiple PDF Reports/Batch as ZIP File for Selected Courses

O Agagregate Data for Selected Items into One Report

M Include Write-in Questions

Step 6
Click on Go.
Note: You will then receive the batch report via email.

Cancel ﬂ
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