Completing Online Course Evaluations

CoursEval is a web-based evaluation tool that will allow students to
view and complete course evaluations online and all in one place. This
software is a great way to keep track of student evaluation data and
minimize the amount of paper used for course evaluations. To get
started using the evaluation tool, follow the directions below.

Logging In

Step 1: You will receive a Course Evaluation Invitation email (example shown below) from CoursEval, inviting you
to take your course evaluation. The email

Course Evaluation West Virginia Northern

Invitation ELLULIVARE B \ill provide Login Information (User Name

and Password) that you will use to login to
Dear Student Mame If you have problems logging in please
reply to this message or click here, the COUFSEva| System

The Fall 2010 evaluations are now available. Please

use the inform:ationlin this message to access our Login Information
Course Evaluation site and complete the course and

faculty evaluations available to you. i
. Login Now

Below, you will find a list of the courses you will be User Name: Sfudent Name To Login, please click the =

asked to evaluate this semester. If you were not Password: Student Fassword .

enrolled in any course listed below or have dropped button to access the CoursEval Login Page.

one or more listed course, please contact us and
corrections will be made.

Thank you for your participation.

Course Responsible
Course Name pe S If clicking the button above deoes not take

Num - Sec Faculty Close you to the Survey Site, enter the URL found
EeTi o012 st Couree Faculty MName  10/25/2010 at the bottom of thiz mezzage into your

browser's address box.

Support email: meberhart@wy
Link to Site:https:// v ams-host.com/ et

co.edu

seval.asp?i=134

courseval”

Step 2: The Log In screen to the right will appear. Type the User Name and Password listed in the CoursEval

Log In

Email Invitation and click the button.

Log In

Enter your user name and
password to log intao this site.

lIsar Mame:

Password:

Problem logging in? Click here
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ing Available Evaluations

Surveys
Other
Help
Log Out
Home

3: Once logged into the CoursEval system, you will see the following Welcome screen. There are
ptions that you will have within the CoursEval system.

) CoursEval - Participant Site - Mozilla Firefox

Fle Edit Wew History Bookmarks Tools  Help

@-C‘ @ |

(8] Most visited |j Getting Started |5 | Latest Headlines |j Cuskamize Links |j Free Hotmail \j ‘Windows Marketplace |j Windows Media |j windows

RSt httpsaffomn ams-hast, comfstwjets/et asp s B P

|j CoursEval - Participant Site

West Virginia Northern
Community College Surveys Other Help Log Out | Home

Welcome

welcome to West Virginia Northern Community College's online course assessment site!

If this is your first visit, you can click the 'Help' link in the above menu to learn more about the purpose and features of
this site.

Connected to wew, ams-host.com.. &

V4 start

Step 4: To view the surveys option, position your mouse over the “Surveys” Link near the top of the page. You

will see the following options:

° Available Su rveys Ele Edt Vew Hstory Bookmarks Tools Help
(] Completed SUrVeys 18] Most visited | | Getting Started 5 Latest Headines | | Customize Links | | Fres Hotmail || Windaows Marketplace N indows Media | ] windows
e Incomplete Surveys

Surveys Other Help Log Out | Home
Available Surveys

Completed Surveys
Incormplate Surveys

) Courskval - Participant Site - Mozilla Firefox

@vc far §

20| hitps: vy ams-host comjetwetsfet.asp

| '] coursEval - Participant Site

West Virginia llorthern
Community College Surveys  Other Help  LogOut | Home

Available Surveys

Completed Surveys

Incomplete Surveys

Welcome

welcome to West Virginia Northern Community College's online course assessment site!

If this is your first wisit, you can click the 'Help' link in the above menu to learn more about the purpose and features of
this site.

Click the “Available Surveys”

you to take.

link to view the surveys that
are currently available for

hktps: . ams-host. c Zconid_awg=200VXANH] 1658 mxmid=LoadSurveyList
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leting Evaluations

Step 5: After clicking the “Available Surveys” link, the screen below will appear:

¥ Courskval - Participant Site - Mozilla Firefox
Ble Edt Yew Hgoy Bookmarks Joos el

6 5 C Yy i@ hest. OLZBconid_pup=3000TPUQ2S1 8Brmmid=LoadSurveyl st 77 - - J:

] Most Visked | ) Gelting Started [ Latest Headines | | Custemize Links | '] Free Hotmal | ] Windows Marketplace | | Windows Meda | ] Windows

|| West Virgnia Narthern Cammuniy Col || Coursval - Participant Site: I

. . West Vi ginia Horthermn er o lome |
Locate the evaluation you wishto =55

mplete. In order to complete an

valuation you must click the icon Survey List

Click the 'Open Survey' button to view a survey questionnaire, Buttons with green pages indicate you have begun completing the survey, but have nat finished

located below

st Survey
I Course Submission
the words corse e E
“ ” ﬂpen Test Course TESTI M2 P Woods 11232010
Open Survey”. =
A0

BATEST Course Survey BA442012 R, Malek 117232010

CITTEST Course Survey CIT442012 €. Cornforth 11232010 Q

CIT TEST Outiook CIT444 011 P.Woods 11232010 B

O w e P 1136AM

Step 6: The survey screen will appear. Answer each question and click the “Submit Survey” button; if you need to save
your answers to later finish the Survey, click

the “Save Progress and Return to Survey List” SEEIRIaareaaENIRetn gl SINVEV Al m

button.

Once you have completed the survey and clicked the “Submit Survey” button, the survey will no longer appear in your
Available Survey’s list. If you have clicked the “Save Progress and Return to Survey List” button, the “Open Survey”
button will
appear with a

green page as

Survey List

indicated Click the 'Open Survey' button to view a survey questionnaire, Buttons with green pages indicate you have begun completing the survey, but have not firished.

below: Test Survey

Course Submission Open
- N =~ =
Test Course TEST1 012 F.oods 117232010
Test Survey 2

Course bunrnlismn
e I N == =
B& TEST Course Surey BR442012 R. Walek 11232010
CIT TEST Course Survey CIT442012 C. Cormforth 11232010 @l
CIT TEET Outiook CIT444 011 P \Woods 117232010 @i
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=5)f West Virginia Nerthern




ing Completed and Incomplete Evaluations

After you have submitted evaluations you may view which evaluations have been completed
and when they were completed. You may also view evaluations that were considered
incomplete, meaning they were not completed before the posted deadline.

Step 7: To view the surveys option, position your mouse over the “Surveys” Link near the top of the page.

) CoursEval - Participant Site - Mozilla Firefox
Eile Edt View History Bookmarks  Tools  Help

L] Mast Visited | | Getting Started |5\ | Latest Headines | | Customizelinks | Fi tmail | | Windows | ] Windows Media | | Windows

| | West Virginia Narthern Community Coll.. | | | | CoursEval - Participant Site 8| = -

West Virginia llorthern Home |

Community College

Surveys  Other Log Out
4 Availabie Surveys
Complated Survays

Incomplete Surveys

Help

Welcome

Welcome to West Virginia Northern Community College's online course assessment site!

If this is your first visit, you can click the 'Help' link in the above menu to learn more about the purpose and features of this site.

Click the “Completed Surveys” or “Incomplete Surveys” link to view the surveys that you have previously
completed or ones you did not complete within the designated time frame.

The screens that will appear for “Completed Surveys” or “Incomplete Surveys” are for informational
purposes only. There are no actions that can be taken on those surveys that are listed.

Evaluations that were not completed before the deadline will not be reopened.

2 Completed Survey List - Mozilla Firefox
Elle Edt Miew History Bookmarks  Tools  Help

O - C o T v ons ot oo apiroappd=ascand s cloadt % ] [ s P
!

| Customize Links | | Fi tmail [ Windows lace | | Windows Madia | | Windows

i8] Most visited | | Getting Started (5] Latast

J West Winginia Morkhern Community Col . _‘| Completed Survey List %] ; " =

Wesat Virginia llorthern
Community College

Hom

Surveys Other Help Log Out

| Completed Survay List Jason Woods I
| Survey Type: :Slandard v] vear:[ 2010 v | Perlod: | FALL 2010 + | |
Course Cowrse Date Time
e | it ul Lot | Facuhy T
CART TEST Baking Survey CARTA44 111 CART TEST Baking Survey C. Kefalver 1IN 00157229
Test Course Evaluation Survey BAS47 017 BATEST Course Survey o 1170302010 09:42:13
Test Course Evaluation Survey CART442012 CART TEST Course Survey . kefauver THH2010 4B 05
Test Course Evaluation Survey CARTA44 111 CART TEST Baking Surey ©. Kefauver NI el
Tast Course Evaluation Survey CIT442012 CIT TEST Course Survey . Comforth 1”03'701&%09151 2]
Test Course Evaluation Survey 444011 CITTEST Outlaok F.Moods 11mmnmng:52:1 6
Test Course Evaluation Survey TESTI 012 TeECiE — 1110372010 09:52:40
7 records foupd.
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acting Site Administrator

If you have any technical issues with CoursEval and must contact the Site Administrator, please
use the toolbar at the top of the CoursEval page. Mouse over the “Other” link and click on the
“Contact Site Admin.” Link.

) CoursEwal - Participant Site - Mozilla Firefox
File Edt  View History Bookmatks  Tooks  Help

@ -cxs0

S A1) https e ams-host.cometwyetsfet. aspinaappid=0L 28conid_2rie 300ULEMLS0848nxmid=tatt tr = (8= cooge J'

L] Most Wisitad | | Getting Started (51 Latest Headines | | Customize Unks | | Fres Hatmail | ] Windows Marketplace | || Windaws Media | | Windows

| | wesk Vieginia Marthern Community Col . || CoursEval - Participant Site 8|+ -

West Virginia Northern
Community Collage

Surveys Other Help Log Out
Cantact Sike Admin.
Bulatins

Welcome

Welcome to West Virginia Northern Community College's online course assessment site!

If thiz iz your first visit, you can click the 'Help' link in the above mend to learn more about the purpoze and features of this site.

The following screen will appear. Please fill in the box below and click the “Send” button to send a message to the Site

Administrator.
Send Message to Site Administrator

This form allowes vou to send a message to the site administrator. Enter your message
into the space below and click the "Send" button.

The Site Administrator will most likely respond to your message via email. [fyou prefer
to be contacted at an email address other than gwnmcc.edu or by phone, you
should specify more appropriate contact information in the messade you subimit.

Message:

LIEmail a copy ofthis message to me.

M MR MNITF ELEEGE
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sing CoursEval Bulletins

The Site Administrator may post information that is valuable to you, as a Student. To access this
page, please use the toolbar at the top of the CoursEval page. Mouse over the “Other” link and
click on the “Bulletins” Link.

CoursEwal - Participant Site - Mozilla Firefox

Wiew  History Bookmatks  Tooks  Help

@ » C 00 (n (L CIETEESEN httpssjjesea. ams-host comfetwjats/st, aspeneaprid=0L2kconid_dme=300YEDMS735 Lansmid=start vy ~| [ cocal J
L] Most Yisiked | | Getting Started | Latest Headines | | CustomizeLinks | | Free Hotmal | | Windows Marketplace | | Windows Media | | Windows
|| west Virginia Northern Community Col .. || CoursEval - Participant Site |- -
West Virginia llorthern n 1
Community College Other  Help Log Out | Home
% Contact Site Admin,

| Buletins

Welcome

Welcome to West Virginia Northern Community College's online course assessment site!

If this is your first wvisit, you can click the 'Help' link in the above menu to learn more about the purpose and features of this site.

The Student Bulletin screen will appear.

) Bullatin Lt - Mozilla Firafox

Cle  Cdi:  diew ity  Dookmerks  Tools  llelp

@ e c {al im Fetas: fvweneans-host competrlezs st aspTnsappid —0LE romid__“ua—C00%TUR0362kmmid—pubactes loadis: l- i "‘I‘ Cooge j
8] st skl ul Gelling Slarled 50 | Lalzsd Headlines |j Cusluniize Ltk |j Fies Hulinal :] W iduas Markelplace |j i ey Miadia |J il Lo

|j Wact Yirgiria Norzhar Cemmunty Col... | ﬂ Bulletin List 8|+ ~

Wesd Virginia Horthem Surveys Ofher Help  LogOui | Home £

Community College

| Bulletin List

Dulletin Titlz | Datz Posted
: 2 2Ll | 0E/15/2008

Each Bulletin item will be listed to appear as a link. Simply click the link and the Subject line of the posted Bulletin and
he information with that posting will appear on your screen:

West Vi yinia Horthern .
Community College Surveys Other Help Log Out | Home

CowrsEval Bulletin

Welcome to CoursEvall

Thisis £n example of 8 massage that can be placed on this site by the CourCwal DD Manager at any time,

Postec an 0B 572004

[Back to List]
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sing CoursEval Help

CoursEval presents two help options to Students within their site. Use the menu across the top
hese items. Mouse over the “Help” link and select either “Site Features”:

£) CoursEval - Participant Site - Mozilla Firefox
Fi= Edit Wiew History Bookmarks Tools Help

@ > C X far (LIRS rutes: v, ams-host.comfatwetsi d=0L28c0nid_73j=3004473K1 2558 xmid=start e E ]

L8] Most Visted | | Getting Starbed (. Latest Headines | | Customize Links | ) Free Hotmai | | Windaws Marketplace | | Windows Media | | Windaws

| ] West Virginia Morthern Comeurity Call... | CoursEval - Participant Site 8|+ -

West Virginia Horthern

Community College Help Log Out | Home

Site Featlres ;
Local Hel

Welcome

Wwelcome to West Yirginia Northern Community College's online course assessment site!

If this is your first visit, you can click the 'Help' link in the above menu to learn more about the purpose and features of this site.

The Faculty/Student Help Portal window will appear. Within this window you have the option to view help topics by

I n dex (aS ¥) CoursEval Faculty and Student User Guide - Mozilla Firefox
ShOW tO the http: ffwww. connectedu. comfcoursevalthelpcenter [FacPort alfF acPortalHTHL fFacPort &l html i
~ i
. CoursEval TNavigation: sio topics shove this levels
right) or use Faculty and Facuity/Student Portal @6
the ”Sea rCh” (S;u_gem User The FacultyStudent FPortal is used by participants to access surveys and results,
uide

option to type

Contents | Index | Search coursEél'B 2’::,::":;:"";' i Sdianen Other Help  LogOut | Home

in a search L

ABCDEFGHIJKL
term. MNOPGQRSTUVW

XYZ
Simply click Ao Welcome

About
on the term CoursEval Welcome to the University's online course and teacher survey site!

Academic

i Your list of courses is available by clicking on "Survey List."
to the left of e _ B _ _
Taking a Survey If this is your first visit, you can click the 'Help' link in the above menu to learn more about the purpose and features of
the screen, to this site.
H th -B- You may have already completed another survey form in class. Please complete this form as well. These forms will look
view e Bulleting similar to the bubble sheets that you are accustomed to filing out each semester, The forms are quickly completed and
. . submitted online. Your responses are anonymous and not available to instructors for review until after grades are

descrlptlon on e subrmitted, Evaluations are important to us and are needed to insure good teaching and leaming. Student participation is

Changing essential and appreciated. Questions and comments are helpful and may be e-malled to the Dean's office at:

H H DAMS@AMS EDU

the rlght side E-mail Address o

User Passwaord
of the screen Choosing
Comparisons
Comparisons Rotation
Reports
Combine Surveys -
Ruotation Only
Comparative View
Evaluation Reports
Comparison
Display
Caonfidence Interval
Contact Site Administrator
Cookie
Course
Administrator
Administrator View
Designation
Course Type
CoursEval
Administrator
Creating
Standard Survey
Custom
—Rannrt Eonter
Dane:

Test User

IF3

CoursEval - Participa, o %) CoursEval Fa
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e second help option that is available is a “Local Help”. This link will bring up the page below. There is
rt description for Survey List, Completed Surveys, Log Out and Home options with in CoursEval.

CoursEval - Participant Site - Mozilla Firefox
Fle Edit View History Bookmarks Took Help

@ c x e

L8] Mozt Visked | ] Getting Starked 5 Latest Headines | | Custorize Links |

fvara, ams-hiost, comfetw)ets) d=0L28conid_rmS=300W4NWE2S [48nxmid=this showapphelp L~ |4 Gooo |

| Free Hotmail | '] Windows Markatplace | | Windows Media | | Windaws
| ] st Vircinia Northern Community Coll... | CoursEval - Participant Site 8| | -

‘West Vitginia Horthern

Community College Help

Surveys Other Log Qut

Site Help

The CoursEval Online Course Assessment application offers the following features:

welcome
vou are greeted with this screen after you log in. It may contain special information from your schoal's survey administratars, so please take the time to read this
page

Survey List
This page will show a list of all the surveys you have been asked to complete

Completed Surveys

This page will show a list of all the surveys you have already completed, Completed surveys will remain in your list until your school has determined that all
responses have been received.

Log Out

This feature allows you to "close" the active link with this application. You should always close your browser or click this link after you have finished working with
the program. If you do not, and others have access to your computer, they may be access your survey list. 1t's almost like leaving your email client open on your
computer and walking away, Closing your browser or clicking the "Log Out" link will ensure that subsequent users will be forced to log in the next time this site is
accessed from your browser.

Home
In most cases, clicking this ink will take you to your school's home page.
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