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Operational Software Requirements

Deployment

Structure

Applications

Workstation where Course Evaluation Software is invoked must be
configured with the following software:

f
f

= =

Oracle Client at acceptable leel access to SCT Banner
SAS9.1for Windows SAS must have the SAS options
EMAILSYS and EMAILHOST defined in the SAS configuration

f i | e \Paogram HleEBSSASISAS 9.Anls\enSASV9 . cf go
directory may change with subsequent releases of SAS). The

(Thi s

currentUNCSMTP host is fAitsmtpO0Ol. UNCo. e

Adobe Acrobat Reader
Use of the SAS Development Environment can be used, but is not

needed. SAS programs can be edited
ASCI | Editoro |ike Text Pad, Ultra

\WuncsrvAlT\Operation§Course Evaluation

Shotcuts for batch files on Operations workstaticas be created by
copying the ACourse Evaluation (Operat
\uncsrvAlIT\Operation§CourseEvaluation

The
1

ACourse Evaluationodo directory
ACENulloT a null (empty) Course Evaluation History file used in
the creation of a new ademic year.
fie Mai | Ad d aneeditable natépad) data file containing the
e-Mail addresof CourseEvaluation Repontecipients
RES701.sas SAS ajplication to edit scanner input and append to
Course History.

RES710a.sak SAS application to genemCourse Evaluation
Report by Course / Instructor.

RES710b.sak SAS application to generate Course Evaluation
Report by College.

RES710c.saé SAS application to generate Course Evaluation
Report by Instructor.

RES710d.sak SAS application to genera@ourse Evaluation
Report by Program (Subject).

RES699*.bat Batch file to create a new academic year structure.
CECommonSet.batill be invoked to set common Environmental
Variables.

RES701.bat Batch file to invoke Scanner Edit process.
CECommonSet.batill be invoked to set common Environmental
Variables.

RES710*.bat Batch file to invoke Course Evaluation Reports.
Batch files are College specificECommonSet.batill be

invoked to set common Environmental Variables.
CECommonSet.bat Batch file thats invoked from other batch
files to set common Environmental Variables for the Current Term
and Academic Year. This batch file needs to edited an modified
each term prior to processing course evaluations.
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Under the fACour se Ev alrestarytforeachd di rector
academic year named ACEyyyyzzo where i
year of the academic year foll owed by
academic yeaiThis directory containa datetime named directorfrom

each runln addition adirectory will be created for each college/year/term

containing the last run of RES710x reports.

Scanner data is located\atncsrvAlT\TalismanOMR\DatadRES750.dat

Report Applicdion Notes

The Course Evaluation report programs RES710x are basically clones of
each other. The only differences are the Variables used for sequencing,
generating statisticandtitle field reporting. If adjustments or corrections
are needed it will beetessary to make corresponding changes to all
versions.
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Procedures

College

Colleges will be responsible for the following activities:

1. ObtainingCourse Evaluation BatcBheets (UNC Warehouse
form: OFFOR-040) andCourse Evaluation ResponShaeets
(UNC Warhouse form: OfFOR-031) from the warehouse.

2. Generating survey questions and instructions for students. Note
any changes in the number of questions or responses should be
coordinated witinformation Management & Téoologyif
customization of reports were made

3. Academc schools must code and bubble where appropriate the
Course Evaluation Batch Sheet containing:

a. Course Subject, Number, Sequence and CRN to match

Banner course designatigiNote, course numbers have

increase from three to five characters. Three digit eurs

numbers should be left justified)

Year and Term of course. Note, Terms must match

Banner, i.e. 50 for fall, 30 for spring, and 40 for summer.

Instructor Last name followed by first name

College / School

Campus Box

Phone Number

Indicate if scanning error report are to be held or

delivered via campus mail.

4. Administer Course Evaluation surveys to students per school
policies and procedure€ourse Evaluation Response Sheets no
longer have coded (bubbled) fields for the course design.
Instruct students to bubble gender, classification, expected grade,
survey question response. If a written comment is included at the
bottom of the form, bubble AYeso ir

5. Attach a Course Evaluation Batch Sheet to Course Evaluation
Response forms collected for each course.

6. Scan course evaluations at Carter 10. Natéormation
Management & Technologyo longer process for the colleges

7. Rejected scanner forms may be corrected and resubmitted.

8. Notify Information Management & Technologithe recipient e
Mail address of Course Evaluation reports changes. This can be
done via the TSC indicating that the recipiefail address has
change for RES710 Course Evaluation Reports. Have the TSC
direct this call to ITOperations.

=3

@=~oao0

Report Generation

30 days after finals week, all Course Evaluation Reportseifjenerated
and eMailed to the college as follows:
1. Each college has a representative where all Course Evaluation
Results are sent. This is maintained in the eMailAddress.dat file.
2. RES710 batch fileare run for each college, year and teRmsults
anddata will be eMailed to college representative.

Application Maintenance
Prior to processing Course Evaluation éach term
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1.

Edit t heCHCamnoiSetbialt & . fi

ChangeheEnvironmentVa r i a@HAeadefnicYear %to the
academic year. The format is Ayyyy
digit starting year and fAzzd is th
academic year 2062008 should be coded as 200708. The

statement should appear as follows:

set CEAcademicYear=200708

Changete Envi r o n m&@HETerivd® to thededdemich

term.

The statement should appear as follows for Fall term (50) of 2006:

set CETerm =200650

~ NI

To create amew Academic Year structure, execute the batch file
RES699NewYear after updating the batch file:

ACECommonSet . bato

A new directory ywwydnl chhert @r enda thegd aa
Course History file.

Course Evaluation Process

Page 4 of 7 1 July 2011



University of Northern Colorado - Information Management & Technology
Course Evaluation Processing

Scanner Forms

Course Evaluation Batch Sh€eNC Warehouse form: GFOR-040)

— = | =3
=
- UNIVERSITY of NORTHERN COLORADO

- COURSE EVALUATION BATCH SHEET
]
|
- D 4
— Course Course Section
- Subject Number Number Instructor
==
=1
= ®OO® QOOO® OO® QOO O0O0OO0OCOOOOOOOOOOOO
= DODOD ODOD OOOEOOEOEOEOEOEOOEOEOEOEO®®®
= COO©® [lale e (el 0EeEPEEEEEEEEEEEEEE®O®®®
== DOO® [©lololOle) DO® CIGICIGICIGIGICIGICIGIGIGICGICIGIGIGIGIG)
m— ®OEe® OO®® @O® OO ODODODDODODDODEDODODODODO®®
= O®OE® 0OGG® ®®e® 00 EPEEOEEEEEEEEEEE®®O®®
- OOe® EOEGO® ®O® GIGIGIGIGIGIGIGIGIGIGIGIGIGIGIGIGIGIGIG)
== OO®® QOODD DD GIEOIOIGICICIOICIOICIOIOIGIOICIOIGIOICIO)
= ODOOD® ®e® COOEEEEOEOEEOEOEOOOO®
- DODD OOOO®® O®® COOODODOODODODODODODODODODODODODDOD®
= BO®® [lalalaialalaialaiaielaleiaieile e Ie))
Esl) ODOOO EOEEEEEEOROEEEOOOO®®®®
- ® ® @ @ (OIGIGIGIGIOIGIGIGIGIBIGIGIGIG LGB (3]
- ®®»®® Year Term CRN @@ @@m®®®®®® @ @ @ @ @ @@
- [OIOICIE©) DOOEOOOOEOEOEOOOE®®®®
- eEee® (OIOIOICIOIOIOIOICHOICH O OIOIEIOIOIOI®)
- (OIOIOIO] QOO OO® COLOLO® (QIRIGIGIRIGIRIGIGIGIGIRIGIGIGIGIGIRIGIG)]
- EeO®® OO OO OOOOD (OO OO IO OIOIEICI OO )
- EOE®® QOO0 O ©OOOO® EEEEEEEEEERIPEEEEE®®®
= DOOD DO GO OOLO®® SISO IO ISISISISISISIOIOIOISIOISIS]
— (OIOIOIO] OO OG0 OOOGO® CODOOODODOODOODOOODOODOODODO®
- OO® OO 606 OeLGL® [OIOIOIOIOIOIOIOIGIOIOICICIOIOIOIOIOIOIC)
- DDO® COE® ©®G® GE®GO®® OO OODOO®
m DO®D DODODO OO ODOODOD OO DOD®®D
- OO® (eojesiesievlesieslesiesiesfesiesfesfeslesfesteslesieslesles)
- (Blolale] QEOG® ©® OOO®O®® (Glololololalnlalolololololalalonloalolaln)
= Blolololololololololololeloleleleleles]es)
- College / School
—_—
=
: Campus Box Phone Number
—
_-—
—-—
- Processed Form Distribution
— © Hold (Evaluations not picked up after one week will be mailed)
- © Mail (Please allow at least two working days)
: Mark Reflex® forms by Pearson NCS MM267707-1 321 ED06 Printed in U.S.A.
== Course Evaluation Procedures
== |n order to achieve accurate and complete results, please check the following.
= 1. This sheet must precede each batch of evaluations. The information on the request must be completed for processing.
- 2. Evaluations need to be arranged with timing marks on the left. Evaluations turned over or up side down will be rejected. All information on
— the upper portion of the evaluation must be completed or the form will reject and no data from that form will be captured for processing.
- All entries are read by the scanner from left to right, so please left justify all bubbled entries. Course Subject, Course Number, Section

*_ —— Number, Year, Term, CRN and Instructor must match the Course Master. If the information is not valid, the form will reject, resulting in the
- following error: “Cannot find course.”
— 3. Mail or bring evaluations in a large envelope or box (large enough to hold evaluations and data) to Information Technology, Carter Hall
i Rm. 10 Campus Box 19. Please allow 24 hours for processing.
- (For questions, Please contact I.T. Operation’s staff at: 351-1472)
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Course Evaluation ResponSaee{UNC Warehouse form: OFOR-031)
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