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LCC NONDISCRIMINATION STATEMENT

LCC provides equal opportunity for all persons and prohibits discriminatory practices based on
race, color, sex, age, religion, national origin, creed, ancestry, height, weight, sexual orientation,
gender identity, gender expression, disability, familial status, marital status, pregnancy,
pregnancy-related conditions, military status, veteran’s status, or other status as protected by
law, or genetic information that is unrelated to the person’s ability to perform the duties of a
particular job or position or participate in educational programs, courses, services or activities
offered by the College.

The following individuals have been designated to handle inquiries regarding the
nondiscrimination policies: Equal Opportunity Officer, Employee Title IX Coordinator,
Washington Court Place, 309 N. Washington Square Lansing, M148933, 517-483-1730; HR
Director of Total Compensation & Employment, 504/ADA, Administration Building, 610 N.
Capitol Ave. Lansing, M148933, 517-483-1875; Associate Dean, Center for Student Support,
504/ADA, Gannon Building, 411 N. Grand Ave. Lansing, M| 48933, 517-483-1885; Director of
Student Compliance, Student Title IX Coordinator, Gannon Building, 411 N. Grand Ave., Lansing,
MI 48933, 517-483-9632, Director of Athletics, Deputy Title IX Coordinator, Gannon Building,
411 N. Grand Ave., Lansing, Ml 48933, 517-483-1622, U.S. Department of Education’s Office of
Civil Rights, Michigan Department of Civil Rights.

The nondiscrimination policy and grievance procedures can be located at LCC's Board Policies
website. To report information about conduct that may constitute sex discrimination or make a
complaint of sex discrimination under Title IX, please refer to Title IX and Sexual Misconduct
Resources website.



https://www.lcc.edu/about/board-of-trustees/policies.html
https://www.lcc.edu/consumer-information/sexual-misconduct.html
https://www.lcc.edu/consumer-information/sexual-misconduct.html
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FACULTY USER GUIDE INTRODUCTION

Hello! This is an updated guide for Version 9 of our Student Course Evaluations, using Explorance Blue
or simply “Blue.” The tasks remain the same but some functionality, security features, and convenience
have been upgraded.

Your students have been asked to evaluate your course section(s). Your participation may include
personalizing questions to your evaluations, creating optional early/mid semester surveys, viewing
response rates for any live evaluations, managing your ongoing evaluations by adjusting their settings,
and viewing reports. All of these actions will be discussed in the following guide, as well as some
background of student course evaluations at LCC and the evaluation timeline.

WHAT’S NEW IN BLUE VERSION 9:

KEY CHANGES FOR FACULTY:
e New URL: https://my-lcc.bluera.com/.
¢ New Homepage: A redesigned interface with customization options.
e Access to Past Reports & Customizations: Faculty will retain their previous data and settings
but will use the updated interface.
¢ Report Format: Minor visual differences, but data, PDF and CSV downloads remain unchanged.
o Faculty Guide: This new guide replaces any previous versions.

MINIMAL IMPACT ON STUDENTS:
e Surveys: Mostly unchanged, with minor graphic updates.
e Access: Continues via links, but using the new URL, https://my-lcc.bluera.com/.
o Any links placed in syllabi or other materials before Fall 2025 will still work.
o Students will still access evaluations via D2L, pop-up links, email links, and posted links
(with the updated URL).
e New Homepage Layout: A refreshed design, similar to Faculty Home Page.

Thank you for all you do for your students. If you, or they, have any questions, please feel free to reach
out to your Blue Administrators at the Center for Data Science, Icc-cds@star.lcc.edu or (517) 483-1123.
We are here to support you.



https://urldefense.com/v3/__https:/my-lcc.bluera.com/__;!!IgnU!VZTZd26n9Uv-Lni9aL0TeN7V-f5ygx2qBhOVq3esXbRAb2hEWeA6KabI1iumtvZ2r6SCRsAc7u3w28Pkhew$
https://urldefense.com/v3/__https:/my-lcc.bluera.com/__;!!IgnU!VZTZd26n9Uv-Lni9aL0TeN7V-f5ygx2qBhOVq3esXbRAb2hEWeA6KabI1iumtvZ2r6SCRsAc7u3w28Pkhew$
mailto:lcc-cds@star.lcc.edu

BACKGROUND OF STUDENT COURSE EVALUATIONS AT LCC

Student course evaluations are part of the faculty MAHE contract, (Note: Student feedback and/or
evaluation data is never the sole factor when determining faculty teaching performance). They also
allow student input into program improvement.

LCC’s course evaluation system, Blue by Explorance, referred to as “Blue”, launched spring 2021. Blue
replaced LCC’s old course evaluation system, IDEA. The system was upgraded by the vendor during
summer 2022 and fall semester 2025 to the current Version 9. The intent is to continually improve the
user experience.

The Center for Data Science supports the student course evaluation system on behalf of LCC's
Academic Senate, specifically their standing Committee for Assessing Student Learning (CASL).

EVALUATION TIMELINE

Course evaluation forms are available according to the length of the course. The table below shows
when course evaluation forms are activated and deactivated and when questions can be customized.
Instructors are also notified of their particular section dates via their LCC email address.

15 and 16-week | 30 days prior to last 11:59pm on the last Faculty can personalize

course date day of the class qguestions starting at the
beginning of the semester.
Email reminders are sent 14
days before the survey opens
for student responses. Once the
survey is live, this option is no
longer available.

12 and 14-week 25 days prior to last Same as 16-week Same as 16-week
course date

8-week 20 days prior to last Same as 16-week Same as 16-week
course date

Variable Dependent upon course | Same as 16-week Same as 16-week

length goal is to start
evaluation in last quarter

of course
Optional Invite email sent at Determined by Immediately after “opting in”
Early/Mid beginning of course with | faculty or default using invitation email and lasts
Semester Survey | one reminder sent 14 approx. 75% until the survey opens for

days later — courses must | completion of course | student responses.
be 35 days or longer to
participate




ACCESS YOUR EVALUATIONS AND REPORTS

As stated previously, as of Fall 2025 Semester, we have upgraded from Version 8 to Version 9 of the
Explorance Blue Student Evaluation system. The biggest change is the new URL going active August 18,
2025. After 8/18/25, best practice is to update any references you have in course materials or syllabi to
the new URL for all LCC student, faculty and staff use: https://my-lcc.bluera.com/.

You will be able to access your evaluations through your myLCC Employee eToolbox link, D2L, or
through notifications and links provided to you via email.

MYLCC EMPLOYEE ETOOLBOX LINK

1. After opening the Lansing Community College webpage (lcc.edu), log into your myLCC account.
2. Once there select the Work Tab

LANSING COMMUNITY COLLEGE

Mews School m Profile Resources Strategic Directions

Figure 1: Work tab found when in myLCC account

3. Onthe far right of your screen you should see the Employee eToolbox. Under Faculty Services is
a link for Explorance Blue, Student course evaluations. Select this to be taken to your Blue
Home Screen.

Employee eToolbox

Internal Career Opportunities

Internal LCC Postings
Faculty Services

Explorance Elue
Student course evaluations

Figure 2: Explorance Blue link within Employee eToolbox


https://urldefense.com/v3/__https:/my-lcc.bluera.com/__;!!IgnU!VZTZd26n9Uv-Lni9aL0TeN7V-f5ygx2qBhOVq3esXbRAb2hEWeA6KabI1iumtvZ2r6SCRsAc7u3w28Pkhew$

D2L

Log in to D2L as you normally would with your regular LCC username and password.

A pop-up window may appear with a list of your open evaluations and a link to each for easy access. If
you do not see this window, continue from your D2L homepage.

seexplorance.

Due April 30, 2021
Due April 30, 2021

Figure 3: D2L popup

You can use the Course Evaluations Link from you D2L Home Page.

%, A LANSING aaia

COMMUNITY ooo
“\COLLEGE aoa
Concourse Syllabus System CC Help Links ~ Online Tools v~ Tutoring v

Lansiné C;’rﬁmunity C'olle.ge

Figure 4: Example D2L Course Evaluations link

Both of these methods will access open reports or tasks you have. If you see the Explorance note
regarding no active tasks at this time please use the Blue Home URL method for getting to your Blue
Homepage.

srexplorance.

Mo aclive tasks at this time

Figure 5: No active task notice from Explorance Blue



FROM NOTIFICATIONS OR LINKS
EMAIL

If you received an email to access your evaluations or reports:

1. Open the email.
2. Click on the link provided in the email's message. You will be directed to your Subject
Management page which will display all of your evaluations. To learn more, see View the Subject

Management page.

Important:

Typically, when you access your evaluations, you will be automatically authenticated
through LCC’s single sign on and multifactor login allowing you to skip the step of
signing in. However, you may be asked to sign in to LCC's portal to access certain
evaluations. If you do see LCC's login page: Log in as you normally would with your
regular LCC username and password. You will be directed to your evaluations. If you
have questions about this, please see the Logging in section of this guide.

SVM - Manage your upcoming evaluations

Hi Wendy Earles,

Tharks for usirg Blue by Explorance. You have been irsited to manage your course evaluations,

Please take a Tew minutes to i;mﬂgl.l.u your upl;nmhg wvaluations.

Manage your evaluations =
Thanks,

The Explorancs team

Figure 6: Email login to access evaluations

Reports - Access to your Course Evaluation Reports

Hi Ada Lovelace,
Thanks for using Blue by Explorance. You have been imated 1o access your reports for the latest course evaluations.

Please take & few minutes to review your reports.

Than

The Explorance team

Figure 7: Email login to access reports



BLUE HOME URL

If you received a website URL for your evaluation, click on the link or copy and paste it into the address
bar of your browser. You will be directed to your Blue Home page which will display your evaluation
tasks. It is recommended you bookmark this page, https://my-lcc.bluera.com/.

You can view your evaluations and reports from either two views:

e BLUE HOME - This view is the Blue Home page that you will first land on after logging in from a
website URL. You will be able to manage and monitor your evaluations and view reports from
this page. To learn more, see View Blue Home.

e SUBIJECT MANAGEMENT VIEW - This is an enhanced view that will allow you to see all activity
related to your evaluations on a single comprehensive page. Relevant details and options are
showcased for each evaluation right when you need them, such as calls to action if tasks are
incomplete, viewing response rates for live evaluations, and reports for completed ones. To
learn more, see View the Subject Management page.

LOGGING IN

Typically, when you access your evaluations, you will be automatically authenticated through LCC’s
single sign on and multifactor login allowing you to skip the step of signing in.

However, you may be asked to sign in to LCC's portal to access certain evaluations. If you do see LCC's
Explorance Blue login page: Log in as you normally would with your regular LCC username and
password. You will be directed to your Blue Home.

'{' LANSING
COMMUNITY
COLLEGE

b____t Explorance Blue

@ Enter Username & Password

ername:
Username

Password:

LOGIN

Eorgot your password?
Forgot your username?

Activate your account
Manage my account

For security reasons, please log_out and exit your web browser when you are done accessing services that require authentication!

Figure 8: LCC login for Explorance Blue Application
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https://urldefense.com/v3/__https:/my-lcc.bluera.com/__;!!IgnU!VZTZd26n9Uv-Lni9aL0TeN7V-f5ygx2qBhOVq3esXbRAb2hEWeA6KabI1iumtvZ2r6SCRsAc7u3w28Pkhew$

YOU MAY ALSO ENCOUNTER AN EXPLORANCE BLUE LOGIN

sweexplorance.

Log in to your account
Choose howyou log in and then enter your credentials.

s CAS
or log in with username and password

Figure 9 Explorance Blue Login Image

You will pick the CAS option to get to the LCC login for Explorance Blue Application as noted in the prior
paragraph.

11



VIEW BLUE HOME

Blue Home is the page that you will first land on after logging in from a website URL. You will be able to
manage and monitor your evaluations and also view reports from this page.

BLUE HOME FEATURES

spexplorance. Q) Search @t [ T () Repan 0 Sockmarin i ﬂ.

@  Blue 9 Experience

e i o ahar i s £ Mo escpeiriance Wi yout Thi exparience will confinus 1o evole 508
cnfteal npaon for Sesiback sl mproverment. Thi s hu meksn? 10 b pour 1pac for improwsssnt. bringing
Soguthar taska from Sfenent sohfions vOur or Banration Lnes, snd reports that s it Rated snd mack
saiabia b Yo

)

Jane Jackson -
Sy \ Get started!
20K Lt et screm of thas ik cut ool the wer shall et
e
B 0sen B TS T B 0 Compietes ¥

ok FEOGREE

28 Subject management

elanps your wiserti [
g AESII-003-T0I050 - SPEC INTRG CRS

AT S BT R MELUSHCISE]
ikt ; PETEtE
s R i [ #Le S 108

 Oges Fall  Shairm e 1

g ADTR00]-20F L) - EXPLORING ARTR
ADRIRISTRATION
Whew reponss st [ - A g N!:! !:I-;:l}

& Ogam P St s |

B dladhibosrad W ARS I00-00 1301040 - INTRCDUCTION 10
g ¥ AFESCANSTLMHES

H2-11-30

B s P o
Wi v dashiboued [

Wi ol ik (400 ¥

Student Enroliment FAD
: e : 3 3 X aF REFONT S
Exg h

a v Wk i e by bl i et vosnd Pl il
Student ErrolmantFa @ Dy M £ by Dt

F02 0033
Full TR W man

3y Do hEE Grosap bry Dt bar Saciodogy
Instructor FAC L T 4 i
g k40 FALTSC psring wudent R
scrs. ol Exrlors LT TR - e———

] [ AT o e e P e L

imtrector TG E Lot il iy
I

MY BOOKRARKS Viewallsopain 4]
Do M oy by D o
BT kit ol Bt Puaiogy

Figure 10: Overview of Blue Home Screen as seen on a desktop

That’s a lot to take in. Let’s break down the page and discuss the features a little more closely.

12



t}explOrance. Q Search... iy Home E) Tasks B Reports [] Bookmarks

. Donotshow again @ X
® Course & Instructor Evaluations @

Your valuable insights can significantly contribute to enhancing the learning experience. We look forward to
your active participation and appreciate your commitment to continuous improvement. Together, let’s foster
an environment of excellence and innovation,

LY
TASK PROGRESS @

Barry Freeman )
Leading our School of Sciences for 6 years and " 1
counting! A \ Get Sta[’tEd !
|| 20/6 Let's get some of these tasks out of the way, shall we?
COMPLETION
] 310pen » 1lnprogress » B sCompleted >

Figure 11: Top portion of Blue Home

S DO 0T W

Search bar - Allows you to perform a keyword search to locate a specific task or report.
Home - Directs you to Blue Home.
Tasks - Directs you to a new page displaying all of your tasks.
Reports - Directs you to a new page displaying all of your reports.
Bookmarks - Directs you to a new page displaying all of your bookmarked tasks and reports.
Menu icon - Displays access to Home and the Help Center.
i. Home - Directs you to Blue Home where you can access all your tasks and
reports.
ii. Help center - Directs you to the Blue Online Help Center.
My profile - Displays your name and avatar used in Blue.
i. My account - Allows you to configure account settings such as display name and
image, email address, and password.
ii. Language - Allows you to select a different language.
iii. Help - Directs you to the Blue Online Help Center homepage.
iv. Sign Out - Ends your session.
Advisory message - Describes a customized message displayed to all users.
Task progress overview - Displays the number of tasks that have been completed. The
status can be Open (not yet started), In Progress (started but incomplete), or Completed
(submitted and nothing left to do).

13
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310pen > 1lnprogress » B 8Completed >
oo Subject management @

oo .
MY TASKS @

Dive into
A&S120-001-2021050 - SPEC INTRO CRS
NAT SCI: INTRO NEUROSCI

Sub

roach to

your evaluat

Manage your subjects |?'_|

Ends on

ect management 2623-11-01 View

Response rate monitor ® £\ Ending soor
~ _4® Open Fall  Showmore[+] }

response levels, a

AAD150-001-2021050 - EXPLORING ARTS
ADMINISTRATION

View responserates [ P el View
® Inprogress Fall  Showmore [+]
m glue dashPoard O :::;;1(;):[;]02:63]2&050-INTRODUCTIDNTO
® Completed Fall  Showmore [+]
View your dashboard &
View all tasks (40) »
Figure 12: Mid-portion of Blue Home
j. Subject management launcher - Launches a new page for you to access subject
management in tile-view. To learn more, see View the Subject Management page.
k. Response rate monitor launcher - Launches a new page for you to access the response rate
monitor. LCC uses this for administrators, access to faculty is limited.
l. Blue dashboard launcher - Launches a new page for you to access the Blue dashboard. LCC
has limited access to this feature.
m. My tasks - Displays a widget of evaluation tasks and links. To learn more, see Open your
tasks.
n. End date - Displays the deadline to complete the evaluation.
o. Status - Indicates the evaluation status. The status can be Open (not yet started), In

Progress (started but incomplete), or Completed (submitted and nothing left to do).
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Student Enrollment FAQ
Adire
Explor

Instructor FAQ Demo MS Group by Dept

k to FAQ's on student enrollment at MY REPORTS
s Academy.

L] Demo MS Group by Dept for Internal Medicine
[+ ] .
Demo M5 Group by Dept M acd,

vade ava on

Student EnrollmentFAQ [4 de available ¢
2023-03-30

Fall 2022  Showmore[+]
G})
0.? Demo MS Group by Dept for Sociology

ilable on

Made availat
ng student 2023-03-30
Explorance Fall 2022 Show more [+]

link to FAQ's ar

& Demo MS Group by Dept for Animal and Food Sciences

Instructor FAQ 7] Demo MS Group by Dept Made available on
2023-03-30

Fall 2022 Show more [+]

MY BOOKMARKS @ View all reports (41) >

oq

oﬁ

Demo MS Group by Dept for
Agricultural Biotechnology

Demo MS Group by Dept

A&S120-001-2021050 - SPEC INTRO
CRSNAT SCI: INTRO NEUROSCI
|

Subject management

Demo MS Group by Dept for Internal
Medicine

Demo MS Group by Dept

View all bookmarks (7) >

Figure 13: Bottom portion of Blue Home

p.

Custom launchers - Launches a new page for you to access a custom link. This custom link is
usually personalized for a specific role (Ex: student or instructor) or can link to your D2L.
This feature may not be available for LCC users.

My bookmarks - Displays a widget of all bookmarked tasks and reports.

My reports - Displays a widget of reports assigned to you. To open, simply click on the link.
To learn more, see Analyze your results.
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o
«+explorance. Q

Welcome to Blue Home

We're glad to share the Blue Home
experience with you! This experience will
continue to evolve as a central space for
feedback and improvement. This space is
meant to be your space for improvement,
bringing together tasks from different
solutions your organization uses, and...

TASK PROGRESS

Good!

You're halfway there, Keep going!

7Open »
2Inprogress »

B 13Completed

5 Mytasks >

22 items

) My reports >

50 items

Figure 14: Example Blue Home Page from mobile view

The mobile version is much simpler but by clicking various links you can get to the same functions as
seen on the desktop version.
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OPEN YOUR TASKS

You can open evaluation tasks that have been assigned to you by clicking on their respective links from

the My Tasks widget on Blue Home. Typically, the task you select will open in a new page. You may
also view all of your tasks on the TASKS page.
far Home E) Tasks Reports [] Bookmarks EEE Q'

@ Course & Instructor Evaluations

Your valusble insights can significantly contribute to enhancing the learning experkence. We look forward to
your active participation and appreciate your commitment to continuows improvement. Together, let’s foster
an environment of excellence and innovation.

TASK PROGRESS

Get started!
20% Let's get some of these tasks out of the way, shall we?
310pen > 1inprogress > B &Completed >

ARS120-001-2021050 - SPEC INTRO CRS
HAT SCI: INTRO NEURDSCI

miviio

@ Open Fall Sharwe meare [+

ADMINISTRATION

& Open Fall Shave maie [+

a AAD150-001-2021050 - EXPLORING ARTS
oo

AAST00-001- 2021050 - INTRODUCTION TO

oo AFRICAN STUDIES
e s 20‘23’131
& Open Fall  Show more [+]

Wiew all tasks (40)  »

Figure 15: Faculty's Blue central task list

The three most common task types you may see are:

a. Fill out task - Allows you to complete an evaluation, survey, or form. This would only be seen on
your task list if you are a student in a course.

b. Question personalization task - Allows you to choose questions to add to your evaluation, survey,

or form. To learn more, see Personalize your questions.

c. Subject management task - Allows you to view the status of people or things being evaluated, and

to modify certain settings, where permitted, from a single comprehensive page. To learn more,
see View the Subject Management page.

17



TASK PAGE

You may also view all of your tasks on the TASKS page. This page allows you to view all of your assigned
tasks with different filter options.

«+explorance. Q sear @ @ Home &) Tasks @ Reports [ Bookmarks (}_
Status Vv Categories Vv Date Range Vv My tasks filters Vv Save filters 3 Allfilters
& 402599 Human Origins
oo s m
Teaching Effectivene... End of Term
— 402599 Human Drigm"Ut-” TURNER)
‘ S5 2024-05-31 “
Teaching Effectivens.. End of Term
& 402600 Anthropological Study of Religion
: Sioee 2024-05-31 m
<A 402600 Anthropological Study of Religion (Bernard BAKER)
7 . Bidwcs 2024-05-31
Teaching Effectivene_ End of Term
Joanne TRACY (402788 ADV ALGEBRA)
7_ o o Siove 2024-05-31 m
Figure 16: Example of Task page in desktop view
a. Search bar - Allows you to perform a keyword search to locate a specific task.
b. Tasks/Reports - Allows you to switch from displaying tasks to reports and vice versa.

C. Status - Filters your tasks list by task status:
i. Completed - The task has been submitted and nothing left to do.
ii. Expired - The task's end date has already passed and the task has not been
completed.
iii. In progress - The task has started but is incomplete.
iv. Open - The task is not yet started.
v. Opted out - The task owner has chosen not to participate.
vi. Pre-submitted - The task owner has completed the task and now another user must
review and submit the task. LCC does not use this feature.
Categories - Filters your tasks list by category and subcategory.
Date range - Filters your tasks list by date range.
My tasks filters - Filters your tasks list by custom filters.
All filters - Allows you to view all filter conditions and create your own custom filter to use.
Sort by - Sorts the tasks displayed in your tasks list by the following criteria:
i. Due date - The deadline to complete the evaluation.
ii. Title - The evaluation name and link.
iii. Type - The type of task (typically fill out, question personalization, and/or subject
management).
iv. Category - Easily locate a task with a category (e.g., “Course Evaluations”).
v. Subcategory - Easily locate a task with a subcategory (e.g., “Fall" or "2023").

S@m oo
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— A
= sr»explorance. Q

== Al filters

2Z tagks

"y

MY TASKS I

i3 402592 Human Origins
Clrestion personalization

& Completed
Teaching Effectivere.. | (D)

End of Teray

Emds on
2024-05-31

402599 Human Origins (Jeff TURNER)

B8
Subject management
& Open Teaching Effectivene.., 0
End of Term

Emds on
2024-05-31

i 402400 Anthropolegical Study of Religion
Figure 17: Example of Task page in mobile view
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ANALYZE YOUR RESULTS - BLUE HOME PAGE

To view reports from your Blue Home page, navigate to the Reports section.

1. Select areport you wish to view. A new page will open

MY REPORTS

Individual Report for Linda Daniels 302778 Strength nt alg

2022 Show more [+]

y Demo MS Group by Dept for Sociology
° Demo MS Group by Dept

Fall 2022 Shoner maore [+]
L Demo MS Group by Dept for Animal and Food Sciences
° Demo MS Group by Dept

Fall 2022  Show more[+]

Figure 18: Example report selection

Made available on

2023-03-30

Made available on
1 AT o s -'I'

2023-03-30

Made available on

2023-03-30

View all reports (41)
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2. View your report

&
L0
explorance.

Multi Course & Instructor Evaluation Project - AP1

Individual Report for Linda Daniels 302778 Strength of
Materials |

m Report prepared by John Smith J'ﬁl'— Courses Audience: 28

Responses Received: 28
Created Tuesday, March 28, 2023
i R Response Ratio: 1005

Downloads

GO
2 2
]

How many hours a week outside of class did you spend doing work for this course?

How many hours a week outside of class did you spend doing work for this course?

1Less than 3 hours ¢ 3219% I
234 hours & 2857% IS
356 hours. 4 14.2%% D

Figure 19: Example report view

If you met the minimum requirement of at least 3 responses, you can review your report in its HTML

version on your screen or:

a. Download PDF - Download report to your computer as PDF file.
b. Download CSV - Download raw response data to your computer in CSV format.
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REPORT PAGE

You may also view all of your reports on the REPORTS page. This dedicated page allows you to view all

of your

reports with different filter options.

O:Q'BXPiorance. Q) Sea @ i Home E) Tasks B Reports [] Bookmarks {J'

Categories Date Range Availability v My reports filters v Save filters = Allfilters

MY R

o

o

o

o!

&

o

EPDRTS Sortby:  Awvailability date \'! h '

Instructos’s Report for Kali Glenna - Spring 203

2024-03-01
Teaching Effectivare. End of Term

Instructor report for Kall Glenna teaching: 402685 Home Roorn - Spring 20X3

2024-03-01
Teaching Effectivene.. End of Term

Instructor report for Kali Glenna teaching: 402064 CHEM (HONS) - Spring 2063

2024-03-01

Teaching Effectivere.. End of Term

Instructor repart for Kali Glenna teaching: 402040 Environmental Scignce for Engineers - Spring 2063

2;324-03‘-01

Teaching Effecthvere.. End of Term
Instructor report for Kall Glenna teaching: 402034 Graphics - Spring 2083
2024-03-01

Teaching Effectivene.. End of Term

Instructor report for Kali Glenna teaching: 401819 Cultures of Modern Canada - Spring 2003

Figure 20: Example desktop view of Report Page

REPORT PAGE FEATURES

a.

® oo

= @

Search bar - Allows you to perform a keyword search to locate a specific report.
Reports/Tasks - Allows you to switch from displaying reports to tasks and vice versa.
Categories - Filters your reports list by category and subcategory.
Date range - Filters your reports list by date range.
Availability - Filters your reports list by availability status:
i.  Current - Reports that have been recently made available.
ii. Archived - Reports that have been made available some time ago for expired
tasks.
My tasks filters - Filters your reports list by custom filters.
All filters - Allows you to view all filter conditions and create your own custom filter to use.
Sort by - Sorts the reports displayed in your reports list by the following criteria:
i.  Availability date - The date the report was made available.
ii. Title - The report title and link.
iii.  Status - The report availability status.
iv.  Category - Easily locate a report with a category (e.g. “Course Evaluations”).
v.  Subcategory - Easily locate a report with a subcategory (e.g. “Fall" or "2023").
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s;eexplorance. Q

50 reports

MY REPCORTS =

u'"i Instructor's Report for Kali Glenna - Spring

20X3
Instructor's Full Semester Report for SPRING
20%3

Teaching Effectivene.. | @ End of Term

Made available on

2024-03-01 ’
o Instructor report for Kali Glenna teaching:
o 402685 Home Room - Spring 203
Instructor report for Spring 20X3
Teaching Effectivene.. | (O End of Term
Made available on N
2024-03-01
o Instructor report for Kali Glenna teaching:
o 402064 CHEM (HONS) - Spring 20X3
Instructor report for Spring 203
Teaching Effectivene.. | (D) End of Term
Made available on N

2024-03-01
Figure 21: Example of Report Page in mobile view
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VIEW THE SUBJECT MANAGEMENT PAGE

This is an enhanced view that will allow you to see all activity related to your evaluations on a single
comprehensive page. Relevant details and options are showcased for each evaluation right when you
need them, such as calls to action if tasks are incomplete, viewing response rates for live evaluations,
and reports for completed ones.

Note:

Subjects will appear on this page until the project they are associated with has been
archived.

ACCESS THE SUBJECT MANAGEMENT PAGE FROM THE BLUE HOME
PAGE:

= Click the Subject Management launcher. A new page will appear where you will see all your
evaluations represented as tiles.

oo Subject management
[=]=] .

Manage your subjects

Figure 22: Subject management button from Blue Home Page

From this page, you will be able to:

e View response rates - View real-time response rates to your live evaluation(s).
¢ View or manage evaluation settings - View or adjust settings to your evaluation(s).
e View reports - View individual or aggregate reports by course.

Tip:

Bookmark this page for easier access in the future.
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SUBJECT MANAGEMENT VIEW FEATURES

Subject management

Hi Chris Billman (Logged in as Jason Smith), you have been invited to manage the following subjects

@ Filters @ v @Sortby: Due date v

o Readedl

@mﬂe & Instructor Evaluation - APMay\iew Course & Instructor Evaluation - APMayView Course & Instructor Evaluation - APMayView
02778 Strength of Materials | 4036677 Biochemistry 201156 Visual Arts

You're almost done! 28

o o 28
e 9 : 50. 0

v Evaluation is set to start on 2021 14 . ’
05-04 Respome
o . Rate

View Settings to review evaluation
conditions ° Ends on: 2021-05-04
O £r View Settings vee Lt o Ll

Figure 23: Example Subject management page

a. Search bar - Allows you to do a keyword search to locate specific evaluations.
b. Filters - Allows you to filter evaluations displayed according to their status.

Note:

By default, evaluations with a status of Opted Out or Expired will not display unless
the filter for these statuses is enabled.

Sort by - Allows you to sort your list by due date or course name.

Status - Indicates the evaluation status. See more on statuses.

Evaluation - Displays the evaluation and project name.

Participant details - Indicates the number of participants who were invited, started, responded,

and opted out of the evaluation.

Response rate - Displays the number of responses the evaluation has received.

h. End date - Displays the deadline for students to complete the evaluation.

i. View Settings - View settings to your evaluation. If your Blue administrator has allowed you to
adjust your evaluation settings, then you may see Manage Settings instead.

j- Reports - Allows you to view reports. To learn more, see Analyze your results.

k. More Options - Displays more options including:

e View QR code - Print or display the QR code for your evaluation to students during
remote or in-class sessions to encourage participation.

S o Qo0
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e View respondents - Lists the respondents to your evaluation. From this screen you can
also email all respondents that haven't completed their fill out task yet. See example
below.

e Download raw data - Allows you to download a CSV file containing raw response data
to a completed evaluation.

Response details for =
101815 Cultures of Modern Canada

Ghoen Maeng 1T Family Mame T Courses  IF Teachers 17

KeEvin Hak 101813 Coltures of Modern Canada | Multiphe context]
HKitryly Allgn 101615 Colures of Modern Carada [Mtuiltipde comtext]
Miichael Scott Agarwal 101815 Cuures of Modern Carada |Mtultipde comtext]
Hatalie Bassett 101615 Cultures of Modern Carada [Multiphe context]
Micoke Ackerman 101823 Cultures of Modern Carada [Multiple context]
Modam Algiga 101815 Colures of Modern Carada |Multiple context]
Quentin Bassett 101615 Cultures of Modern Carada [Multiphe context]
Seott Akraham 101615 Cultures of Modern Canada [Multiphe context]
Setareh Abn 101823 Cultures of Modern Carada [Multiple context]
Sophia Hder 101615 Cuures of Modern Carada [Multiple contest]
Sophie Balasubramanian 101815 Cultures of Modern Carada [Multiple context]
e almay 101845 Coltures of Modern Carada [Multiple context]
WiAn Baines 101815 Coltures of Modern Canrads |Multiple context]
eonse Arited 101815 Coltures of Modern Canads [Multiple context]

Resend irvitation emails to 8l raters who have rot vet submitted,  [2)

Figure 24: Example Respondent details

Note:

Invitation emails can only be resent if the project is live and the tasks are not expired.
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VIEW YOUR EVALUATION SETTINGS

Some settings to your Required End of Course Evaluations are view-only. However, many small group
surveys and the Optional Early/Mid Semester Surveys allow you to adjust settings to your evaluations,
see Manage your evaluation settings.

The typical evaluation will go through a sequence of three statuses in the following order:

1. Ready - Ready means the evaluation is set to begin. You may still have some optional tasks to
complete, so take note of on-screen instructions. This is typically the first stage of the evaluation
process.

2. Live - The evaluation has started. Your respondents can access their tasks through email, D2L or by
other means communicated with them already. If you see a QR code option, you may also
display it to encourage your students during in-person or remote sessions.

3. Completed - The evaluation has ended and students will no longer be able to fill out the
evaluation.

Other statuses you may see:

¢ Pending - A Pending status means your Blue administrator has made this evaluation optional. No
evaluations will be sent out unless you launch it. This is typically seen in early/mid semester
evaluations (also called mid term evaluations).

e Expired - This status will only appear if a Pending evaluation was not launched by a certain date.

e Opted out - You (or someone authorized) has chosen to skip this evaluation. No invitations will be
sent and no results will be collected for this evaluation.

e Paused - The evaluation has been paused. This will temporarily prevent students from providing
feedback until it is un-paused and goes Live again. This is useful if you started the evaluation
prematurely and want to start it again at a later date.
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READY STATUS

Ready means the evaluation is set to begin. You may still have some optional tasks (typically question

personalization) to complete, so take note of on-screen instructions. You can complete your tasks and

view settings to Ready evaluations by clicking View Settings.

® Ready

Course & Instructor Evaluation - APMay\iew

302778 Strength of Materials |

You're almost done!

1 tasks remain

»" Ewvaluation is set to start on 2021

05-04.
View Settings to review evaluation
conditions.
L View Settings e

Figure 25: Selecting View Settings for Ready Evaluation

You may view settings before the evaluation goes Live on the start date.
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Course & Instructor Evaluation - APMay\View Cancel x

302778 Strength of Materials |

tanage by: 2021-Dé-01
Choose your questions for Linda Daniels X 5
To do - Due by 2021-06-03
@ Choose timing Scheduled
Start Date 2021 -05-04 11:15 =:-]
End Date 2021 -05-04 11:30 BN
Share evaluation
=
L
. ; - _— o

@ View QR Code

[] | have finished all my tasks, please stop sending me reminders

Update

Figure 26: View Settings window for Ready Evaluation

a. Choose your questions for [Instructor] - Allows you to add questions to your evaluation. To learn
more, see Personalize your questions.

b. Choose timing - Corresponds to when the evaluation will be Live and students will be able to
respond.

c. Share evaluation - Print or display the QR code for your evaluation to students during remote or
in-class sessions to encourage participation.
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LIVE STATUS

The evaluation has started and your respondents can access their tasks through email, D2L or by other

means communicated with them already. You can view settings to Live evaluations by clicking the
More Options button and selecting View Settings.

@ Live

Course & Instructor Evaluation - APMay\View

302778 Strength of Materials |

28

0

14 esponded
0 Opted Cut
Ends on: 2021-05-04

More options

.-/l' --\"-\.

o - )
—

Figure 27: Getting to View Settings for a Live Evaluation

You may view settings to your Live evaluation before it ends.
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Course & Instructor Evaluation - APMay\iew Cancel X

302778 Strength of Materials |

Manage by: 2021-06-01

@ Update your question selection for Linda

@ Choose timing Scheduled

StartDate 20 21-05-04 1 =
End Date 2021-05-04  11:35 =
rn nﬂ Share evaluation
(el

@ View QR Code

D | have finished all my tasks, please stop sending me reminders

Update

Figure 28: View Settings window for a Live Evaluation

a. Update your question selection for [Instructor] - Allows you to view personalized questions
you added to your evaluation while it is Live. This action is NOT recommended for a live
evaluation — previously submitted survey information may be lost when updating a live form.
To learn more, see Personalize your questions.

b. Choose timing - Corresponds to when the evaluation will be Live and students will be able to
respond.

c. Share evaluation - Print or display the QR code for your evaluation to students during remote
or in-class sessions to encourage participation.
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COMPLETED STATUS

The evaluation has ended and students will no longer be able to fill out the evaluation. You can view
settings to Completed evaluations by clicking the More Options button and selecting View Settings.
You may consult the questionnaire to verify which questions were included in the evaluation, or view
the timing to determine when the evaluation was done.

® Completed

Course & Instructor Evaluation - APMayView
302778 Strength of Materials |

28 nvite

0 Started 501
14 Response
0 _, Rate

Figure 29: Getting to View Settings for a Completed Evaluation



OTHER STATUSES YOU MAY SEE
Pending

A Pending status means your Blue administrator has made this evaluation optional. No evaluations will

be sent out unless you, or someone authorized to manage this evaluation, launches it.

Pending
Course & Instructor Evaluation AP

401903 Transportation Engineering

Get started!

Q Create the evaluation to begin.

Before: 2021-04-10

Figure 30: Pending Evaluation

Expired

This status will only appear if a Pending evaluation was not launched by a certain date.

® Expired

Course & Instructor Evaluation AP

402623 Biblical Studies in Film

Task expired.

g This evaluation can no longer be
created.

Expired: 2021-04-10

Create

Figure 31: Expired Evaluation

Opted out
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You (or someone authorized) has chosen to skip this evaluation. No invitations will be sent and no

results will be collected for this evaluation.

® Opted Out

Course & Instructor Evaluation AP
101815 Cultures of Modern Canada

You have opted out of this

® evaluation.

Manage Settings to opt back in.
Before: 2021-06-01

£ Manage Settings

Figure 32: Opted out Evaluation

Paused

The evaluation has been paused. This will temporarily prevent students from providing feedback until
it is un-paused and goes Live again. This is useful if you started the evaluation prematurely and want to

start it again at a later date. But be careful not to confuse your students or forget to restart it!

® Paused

Course & Instructor Evaluation AP

101815 Cultures of Modern Canada

il
(5
22
] = 2?\
] tesponded Response
0 5 Out Rate
Latst . e

Figure 33: Paused Evaluation
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MANAGE YOUR EVALUATION SETTINGS

You may be given rights to configure settings for some of your evaluations. In this section, early/mid
semester (also called midterm) evaluations will be used as an example of what you may be asked to
configure. If you are only working with the Required End of Course Evaluations, you will have the
option to add questions but not change the evaluation dates, see View your evaluation settings.

The typical midterm evaluation will go through a sequence of four statuses in the following order:

1. Pending - A Pending status means your Blue administrator has made this evaluation optional. No
evaluations will be sent out unless you launch it. Once a Pending evaluation is created and

launched, the status will become Ready.
2. Ready - Ready means the evaluation is set to begin. You may still have some optional tasks to

complete, so take note of on-screen instructions.
3. Live - The evaluation has started. Your respondents can access their tasks through email, D2L or by

other means communicated with them already. If you see a QR code option, you may also
display it to encourage your students during in-person or remote sessions.
4. Completed - The evaluation has ended and students will no longer be able to fill out the

evaluation.

Other statuses you may see:

e Expired - This status will only appear if a Pending evaluation was not launched by a certain date.

e Opted out - You (or someone authorized) has chosen to skip this evaluation. No invitations will be
sent and no results will be collected for this evaluation.

e Paused - The evaluation has been paused. This will temporarily prevent students from providing
feedback until it is un-paused and goes Live again. This is useful if you started the evaluation
prematurely and want to start it again at a later date. **It is not recommended to use this

feature.
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PENDING STATUS
Create your Optional Early/Mid Semester Survey

If you see evaluations with a Pending status, you may be able to create an early/mid semester survey
(also called midterm evaluation) for one or several of your courses. This midterm evaluation will be
completely optional, so no evaluations will be sent out unless you create and launch it.

To create and launch an Early/Mid Semester evaluation:

1. Click Create on a Pending evaluation to activate it. The manage settings window will appear.

Note:

If you ignore Pending evaluations, they will expire and no responses will be collected
for these.

Pending

Midterm Course & Instructor Evaluation - AP2

302778 Strength of Materials | (Linda
Daniels)

Get started!

Q Create the evaluation to begin.

Before: 2021-05-28

Figure 34: Selecting Create to manage setting in a Pending Evaluation
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2. Click Choose your questions to complete and submit your question personalization task. To learn

more, see Personalize your questions.

Important:

In order to launch a Pending evaluation, it is mandatory that you choose and submit

course questions, and set a start and end date if not already configured.

Midtermn Course & Instructor Evaluation - AP2 Cancel »

302778 Strength of Materials | (Linda
Daniels)

Opt in to this evaluation?,
Manage by: 2021-05-28

Yes.

Choose your questions” v N
To do - Due by 2021-04-30

Choose timing Scheduled Manual
Start Date 2021-05-03 00 : 00 =]
End Date 2021-05- 06 23:59 e

D | have finished all my tasks, please stop sending me reminders

Save »" Launch

Figure 35: Pending Evaluation Manage Settings window
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3. Set or adjust the scheduled dates to your evaluation by selecting the calendar icon next to Start
Date and End Date respectively.

Choose timing Manual

Start Date

2021 -04 - 30 00 - 00 J

End Date 2021-05-21 23:59 -]

Figure 36: Scheduled - Choose Timing

4. Select the date and time from the monthly calendar view. You may see that some dates are
unavailable for selection since a date range has been predefined for you to choose from.
5. Click Apply when you are done.

MAY 2021 A

Su Mo Tu We Th Fr Sa

XX

g 10

L
o

J
[

Figure 37: Apply a new date and time
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6. Click Launch in the manage settings window.

Midterm Course & Instructor Evaluation - AP2 Cancel X
302778 Strength of Materials | (Linda

Daniels)

Opt in to this evaluation? - .

Manage by: 2021-05-28

Update your question selection

Done - Updated 2021-04-29

Choose timing m Manual

Start Date 2021-05-03 00 : 00 "

End Date 2021-05-06  23:59 &

[:| | have finished all my tasks, please stop sending me reminde

Figure 38: Launching an Evaluation

Your evaluation's status will become Ready.

@ Ready

Midterm Course & Instructor Evaluation - AP2

302778 Strength of Materials | (Linda
Daniels)

You're all done!

" All tasks are completed.

+ Evaluation is set to start on 2021-
05-03.

Manage Settings to change
evaluation conditions.

Q Manage Settings see

Figure 39: Ready Evaluation Status
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READY STATUS

Ready means the evaluation is set to begin. You may still have some optional tasks to complete, so
take note of on-screen instructions. You can view or adjust settings to Ready evaluations by clicking
Manage Settings.

® Ready

Midterm Course & Instructor Evaluation - AP2

302778 Strength of Materials | (Linda
Daniels)

You're almost done!

" Al tasks are completed

+»"' Evaluation is set to start on 2021
05-03.

Manage Settings to change

evaluation conditio

£x Manage Settings .ee

Figure 40: Manage Setting for a Ready Evaluation

Depending on the type of survey, you may adjust some or all settings to your Ready evaluation before
it goes Live on the start date. Required End of Course Evaluations allow you to Personalize your
questions; most Small Program Surveys allow you to have some input in choosing your timing but

focus on having you Monitor your response rates; Optional Early/Mid Check-in Surveys (also
called midterm evaluations) allow you to opt out, personalize your questions, and choose timing.
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Midterm Course & Instructor Evaluation - AP2 Cancel ¥

302778 Strength of Materials | (Linda
Daniels)

. . -
@Opt in to this evaluation? Yes .

Pdanage by: 2021-05-28

@ Update your question selection

Done - Updated 2021-04-29

() croosetiming <D -

Start Date 2021-05-03 0000 27|
End Date 2021 -05-06 23:59 121
[ e | Share evaluation
=]
OoeE View QR code ar copy short link to share this
'- J evaluation.

L]
L]
5]

View QR Code

@ | have finished all mry tasks, please stop sending me reminders

@ Update

Figure 41: Manage Settings window for a Ready Evaluation

a. Opt in to this evaluation? - Choose whether the course will be evaluated or not. For the Optional
Early/Mid Semester Check-in Surveys only. Default participation is set to No. To participate will
need to set to Yes. Once an evaluation goes Live, this cannot be modified.

b. Update your question selection - Allows you to update questions you have chosen for your
evaluation. Optional Early/Mid Semester Surveys must have questions selected by the instructor
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to exist, there are no default questions set up for this item. To learn more, see Personalize your
questions.

c. Choose timing - Set the start and end dates to when students will be able to complete your
evaluation. You may use a scheduled calendar or do it manually.

d. Share evaluation - Print or display the QR code for your evaluation to students during remote or
in-class sessions to encourage participation.

e. Checkbox - Check this box if you have finished all your tasks and wish to stop receiving reminders.

f. Update - Updates your setting changes.

You may click on the following links for instructions on how to opt out, choose/personalize questions,
and choose the timing for your Ready evaluations.

Opt out

As the course instructor, opting out of an evaluation means that you are choosing that the course will
not have a midterm evaluation. Note: At LCC the default setting is opted out for the Optional

Early/Mid Semester Check-in Survey, no action is needed to opt out of it but the following will show
you where to optin.

If you wish to opt out of an evaluation:

1. Toggle the Yes/No button to No from the manage settings window.

Midterm Course & Instructor Evaluation - AP Cancel »

302778 Strength of Materials | (Linda
Daniels)

Opt in to this evaluation? Yes =
Manage by: 2021-06-01 W

Update your guestion selection

Done - Updated 2021-04-29 v ?

Figure 42: Opt out
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2. Click Update to save your changes. The course will no longer be evaluated and the tile's status will
become Opted out.

Midterm Course & Instructor Evaluation - AP Cancel X
302778 Strength of Materials | (Linda
Daniels)
Opt in to this evaluation? . -~
Manage by: 2021-04-01
This 302778 Strength of Materials | (Linda Daniels) will
not be evaluated.
Click Update to save.

/
.

Update

N/

Figure 43: Opted out status

If you change your mind and wish to opt back into an evaluation:

1. Click Manage Settings.

2. Toggle the Yes/No button to Yes from the manage settings window. A confirmation window will
appear.

Midterm Course & Instructor Evaluation - AP Cancel x

302778 Strength of Materials | (Linda
Daniels)

Opt in to this evaluation?
Manage by: 2021-06-01

not be evaluated.

® This 302778 Strength of Materials | (Linda Daniels) will
Click Update to save.

Update

Figure 44: Opting back in

3. Click Yes, I'm Sure. Your evaluation's status will become Ready and the course will be evaluated
again.
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You are about to opt in the evaluation

302778 Strength of Materials | (Linda Daniels) will be evaluated.
you sure you want to continue?

Mo, Cancel

Figure 45: Confirm opting back in

Choose timing

For your Optional Early/Mid Check-in Surveys you should set up your evaluation start and end dates.

You can also extend some survey time within a given range if desired for the Small Program Surveys.

There are two types of timing methods are scheduled and manual.

Scheduled timing - Recommended

1. Click the calendar icon next to Start Date or End Date from the manage settings window.

Choose timing Manual

Start Date 2021 -04 - 30 00 : 00

End Date 2021-05-21 23:59 <o

Figure 46: Schedule Choose Timing

2. Select the date and time from the monthly calendar view. You may see that some dates are
unavailable for selection since a date range has been predefined for you to choose from.
3. Click Apply when you are done.

44



MAY 2021 S

5w Mo Tu We Th Fr Sa

20456?8

g 10
-~ -~
08 00
W W

Figure 47: Applying a new date and time

Manual timing — Can Use for In-Class Capture

1. Select the toggle button to Manual and click Update from the manage settings window.

Choose timing Scheduled

This evaluation is set to be controlled manually,
Update to confirm your selections and then
manually control vour evaluation

|:| | have finished all mry tasks, please stop sending me reminders

=

Figure 48: Manual Timing selection - Not Recommended for most surveys

2. Click Start the Evaluation when you would like the evaluation to go Live. A confirmation window

will appear.



@ Ready
Course & Instructor Evaluation AP

101815 Cultures of Modern Canada

You're almost done!

«" All tasks are completed.

v Evaluation must be started
manually.

Start the Evaluagon when you're
ready.

Figure 49: Start the Evaluation

3. Click Yes, I'm Sure. The term “raters” refers to the students invited to complete the evaluation.
Your evaluation has now gone Live.

You are about start this evaluation

Starting the evaluation will make fillout tasks available to 22 raters
and they will be able to provide feedback immediately. Are vou sure
you want to continue?

Mo, Cancel

Figure 50: Confirmation window
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LIVE STATUS

The evaluation has started and your respondents can access their tasks through email, D2L or by other
means communicated with them already. You can view or adjust your settings to Live evaluations by
clicking the More Options button and selecting Manage Settings.

@ Live

Midterm Course & Instructor Evaluation - AP2

302778 Strength of Materials | (Linda
Daniels)

28 vite
1] Started
10

1]

Ends on: 2021-05-04

Figure 51: Manage Settings for a Live Evaluation

You may view or adjust settings to your Live evaluation before it ends. Some settings will be locked for
changes since the evaluation has already gone Live.
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Manage settings window for live evaluation

Midterm Course & Instructor Evaluation - AP2 Cancel ¥

302778 Strength of Materials | (Linda

Daniels)
@Opt in to this evaluation?
Manage by, 2021-05-28

@ Update your question selection
Done - Updated 2021-04-29

@ Choose timing

Yies.

Start Date 2021 -05-03 00:00 127
End Date 2021-05-06 23:5% 20|
~.-n Share evaluation
oo _ . .
aorE View QR code ar copy short link to share this
L J evaluation.

View QR Code

@ I have finished all my tasks, please stop sending me reminders

@ Update

Figure 52: Manage Settings window for a Live Evaluation

a.

Opt in to this evaluation? - Choose whether the course will be evaluated or not. For the Optional
Early/Mid Semester Check-in Surveys only. Default participation is set to No. To participate will
need to set to Yes. Once an evaluation goes Live, this cannot be modified.
b. Update your question selection - Allows you to update questions you have chosen for your
evaluation. To learn more, see Personalize your questions.
c. Choose timing - Set the start and end dates to when students will be able to complete your
evaluation. You may use a scheduled calendar or do it manually.

d. Share evaluation - Print or display the QR code for your evaluation to students during remote or

in-class sessions to encourage participation.
e. Checkbox - Check this box if you have finished all your tasks and wish to stop receiving reminders.
f. Update - Updates your setting changes.
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Adjust timing to your Live evaluations
If not grayed out, you can adjust start and end dates to some of your Live evaluations. The two types of

timing methods are scheduled and manual.

Scheduled timing - Recommended
1. Click the calendar icon next to Start Date or End Date from the manage settings window.

Choose timing Marusal

2021-04 - 30 00 : 00

Start Date

End Date 2021-05- 21 23:59 =

Figure 53: Schedule Choose Timing

2. Select the date and time from the monthly calendar view. You may see that some dates are
unavailable for selection since a date range has been predefined for you to choose from.

Important:

If you adjust a Live evaluation's start date to a time in the future, then your
evaluation’s status will become Ready until the new start date.

3. Click Apply when you are done.

MAY 2021 < x| %

u Mo Tu We Th Fr Sa

20456?8

9 10
~ ~
08 oo
hd b

Figure 54: Apply a new date and time

Manual Timing

Similar to a stopwatch, the manual timing method allows you to start or stop your Live evaluation
when necessary. Not recommended for normal surveys but good for in class capture.
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® Live
Course & Instructor Evaluation AP

101815 Cultures of Modern Canada

o
(5
22
0 27.
& D Response
0 Rate
L "

Figure 55: Pause or Stop

a. Pause - The evaluation has been paused. This will temporarily prevent students from providing
feedback until it is un-paused and goes Live again. This is useful if you started the evaluation

prematurely and want to start it again at a later date.
b. Stop - Ends the evaluation. If some student feedback has already been collected, stopping and

confirming will permanently end the evaluation. The evaluation's status will become Completed.
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To pause a manually timed evaluation:

Click Pause and the evaluation's status will become Paused until you click Start again.

® Paused

Course & Instructor Evaluation AP
101815 Cultures of Modern Canada
22 Invited
v} Started 2?,
& Responded Response
0 Opted Out Rate

Lt [ | e

Figure 56: Paused Evaluation

To stop a manually timed evaluation:

1. Click Stop. A confirmation box will appear.
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2. Click Yes, I'm Sure if the feedback data collected so far is sufficient.

You are about to stop this evaluation

Stopping the evaluation will permanently end data collection.
Consider pausing the evaluation if you plan to continue collecting
feedback at a later date. Are you sure you want to continue?

Mo, Cancel

Figure 57: Stop an Evaluation

3. The evaluation's status will change to Completed.

® Completed

Course & Instructor Evaluation AP
101815 Cultures of Modern Canada

22 Invited

0 Started 275&

6 Responded Response

0 Opted Out Raka
lLlI (17

Figure 58: Completed Status
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COMPLETED STATUS

The evaluation has ended and students will no longer be able to fill out the evaluation. You can view

settings to Completed evaluations by clicking the More Options button and selecting Manage Settings
from the drop-down menu. You may consult the questionnaire to verify which questions were included
in the evaluation, or view the timing to determine when the evaluation was done.

Midterm Course & Instructor Evaluation - AP2

® Completed

302778 Strength of Materials | (Linda

Daniels)

Lkt

Figure 59: Getting to Manage Settings in a Completed Evaluation

Most evaluations will also let you download raw response data once completed — As long as it meets

the minimum threshold of at least 3 student responses.

Download raw data

You will be able to download the raw response data to your evaluation if you see a Download Raw

Data button in your evaluation tile.
1. Click More Options to get to the drop-down list.

Select Download Raw Data. A CSV file will automatically download itself to your computer.

2
3. Openthe CSV file.
4. View your evaluation’s raw data file.

@~ R -

w

10
11

File Home nsert Page Layout
L. _‘: Calibri o o AT
%:Ic ; . B I U~ |H~ &-
Clipbaard Fant
Al =

A B < o

Data2_30Z 302778 Str Data3_lda LindaDani
Data2_303 302778 Str Data3_lda LindaDani
Data2_30: 302778 Str Data3_lda LindaDani
Data2_302 302778 Str Data3_lda LindaDani

Data2_ 307 302778 Str Data3_lda LindaDani

DataZ_307 302778 Str Datad_lda LindaDani

Data2_302 302778 Str Datad_lda LindaDani

subjectid

=l

Sens.

T

Formulas Data Review wiew Help Team 5 Share
A 0 Weap Text Geners B B B 8- I-Apy O @
A i) - 8 tm | Conditional Fo-.-%‘u z’ Ebelee - | H- S;:t & ?ﬁu & J\.---;Ec
- EMegeaceote - | § - % 3 |G 8 Formatting v Tablew Stylesw | EHFomat* | € Fnare Sect | Dats
[F Aligriment U Number i Styles Cells Editing Analyiis

E F G H 1 J K L L] M ] I3 Q R 5
subjectid SubjectiD Secondan Secondan Q1_CoursiQ1_Cours: 01 _Cowrs: Q1_Cours«01_Classr Q1 _Classr G4_Ability 24_Abilit 04_Subjei 04 SubjeiQ4_ApproQd_Approachability if | had a problem {captions)

4 Good 4 Good 3 Neutral 4 Good 4 Good 5 Excellent

3 Excellent 4 Good 4 Good 3 Excellent 4 Good 4 Good

2 Fair 3 Nevtral 3 Neutral 3 Neutral 3 Neutral 3 Neutral

2 Fair 2 Falr 3 Neutral 3 Neutral 4 Good 4 Good

2 Fair 3 Neutral 3 Neutral 3 Neutral 3 Neutral 4 Good

2 Fair 5 Excellent 3 Neutral 5 Excellent 5 Excellent 5 Excellent

4 Good 3 Neutral 4 Good 4 Good 3 Neutral 4 Good

3 Meutral 4 Good 5 Excellent 4 Good 4 Good 5 Excellent

3 Mewtral 4 Good 3 Newtral 3 Newtral 3 Newtral 4 Good

Data2_30Z 302778 Str Data3_lda LindaDani

Data2_307 302778 Str Datad_lda LindaDani

Figure 60: Example Raw Data File
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MONITOR YOUR RESPONSE RATES
REAL TIME RATES

To view the real-time response rate of your Live evaluation, click the refresh icon.

CCMB Course & Instructor Evaluation - APFeb2021
302778 Strength of Materials |

@ Live

Figure 61: View Response Rate

RESPONSE RATE features
a. Response rate details - Indicates the number of participants who were:

i
ii.
iii.
iv.

Invited - The total number of students invited to complete the evaluation.

Started - Students who started but did not submit the evaluation.

Responded - Students who submitted the evaluation.

Opted Out - Students who chose to opt out of the evaluation. — LCC doesn’t use this
function

b. Refresh icon - Refreshes response data to most accurately reflect the most recent changes
in the response rate.
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VIEW RESPONSE DETAILS

You will be able to view response details by using the View Respondents button in your evaluation tile.

1. Click More Options. A drop-down list will appear.
2. Select View Respondents. A window displaying response details will appear.

@ Live
350 Reviews
Deborah Graham
i |
e
28 vited
3 s 25.
7 = - Response
1 Opted Cut Rate
Evaluation ends on
2024-02-01
More ophions
N
Lt o |
.\\_\_ __./.

Figure 62: Select More Options to get to response details

From the Name columns, you will be able to see which of your students have been invited to complete

your evaluation.

Response details for
302778 Strength of Materials |

Rater Given Mame Course

Abbas F02TTE Strength of Materials |

Athena Justine 02776 Strength of Materials |

Bryan i 02776 Strength of Materials |

Casey ID2TTE Strength of Materials |

Chirystal ID2TTR Strength of Materialz |

Clasdia TWITIR Strenath of Material |

|Multiphe Carvtext]

|Multiple Carrtext]

|Multiple Cartext]

|Multiple Cortext]

|Multiple Cartext]

IMutEale Cantert]

Cangel

Email Status

Mot Sent

Mot Sent

Mot Sent

Mot Sent

Mot Sent

Blet Snt

Figure 63: Example of Response details window
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Scrolling down the page you will also see a button that lets you resend the invitation emails to those
students that have not yet submitted their responses.

Retend irnvtation emails 1o sl raters wivg have rol vet submitted, El

Figure 64: Resend Invitations to Students

Note:

Invitation emails can only be resent if the project is live and the tasks are not expired.
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ANALYZE YOUR RESULTS

To view reports for a Completed evaluation from your Subject Management page:

1. Click View Reports. A window will appear displaying your report(s) to that evaluation.

Note:

To maintain student confidentiality, an evaluation must receive at least three
responses before a report can be generated. If this minimum is not met, you will see
a “Did not meet threshold” statement, and no report will be available.

» Completed

Course & Instructor Evaluation - APTest v reports

302778 Strength of Materials |

Figure 65: View reports button

2. Select a report from your list. A new page will open.

Reports Camcel | 3

302778 Strength of Materials |

Individual Report for aniels 302778 :
Strength of Materials |

Fal Term 2021 Engineering Department

Individual Report for Linda Daniels 302778
Strength of Materials |

Fall Term 2021 Engineering Department

Figure 66: Select report

3. View your report.
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NG
explorance.

Multi Course & Instructor Evaluation Project - AP1

Individual Report for Linda Daniels 302778 Strength of
Materials |

Courses Audience: 28

Report prepared by John Smith
M Created Tuesday, March 28, 2023 M- Rﬁmmnmmmh vedl ﬂ:
N3E 3

Downloads

8%
i (1
PR
¢ | ]

How many hours a week outside of class did you spend doing work for this course?

How many hours a week outside of class did you spend doing work for this course?

1 Less than 3 hours f ek I
234 hours & nsrx I
356 hours 4 1429% D

Figure 67: Example Individual report

a. Download PDF - Download report to your computer as PDF file.
b. Download CSV - Download raw response data to your computer in CSV format.



PERSONALIZE YOUR QUESTIONS

Question personalization (QP) allows you to add your own questions to a survey. You can access the
Question Personalization page by selecting:

e A direct notification (email) that was provided to you.

e A question personalization task from your D2L, Blue Home, or Subject Management page.

ACCESS FROM YOUR SUBJECT MANAGEMENT PAGE

To access your Question Personalization page from your Subject Management (SM) page:

1. Find an evaluation tile where there is an incomplete task remaining.
2. Click View/Manage Settings. A window to view or manage your settings will appear.

® Ready

*Course & Instructor Evaluation term 3

201821 Bioarchaeology

You're almost done!

valuabon is set to start based on

start conditions

Manage Settings to change
evaluation conditions

£ Manage Settings

Figure 68: Manage Settings
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3. Click Choose your questions for Courses. You will be directed to your Question Personalization
page.

Course & Instructor Evaluation - APTest v2 Cancel X
201821 Bioarchaeology

. hi ion?
Opt in to this evaluation e .

Manage by: 2021-05-01

Choose your questions for Courses

To do - Due by 2021-04-28

Choose your questions for Kent Knightley

E »
To do - Due by 2021-04-28
Choose delivery method Online
Choose timing Scheduled Manual
Start Date 2021 - 04 - 05 05:09 2

Figure 69: Access QP page from Subject Management page



QUESTION PERSONALIZATION (QP) OVERVIEW

Below is an image of the Question Personalization (QP) Page

" - o
able of Contents explorance. Lincts Dariels (LD}
=

» Courte Engagement - Section 1

M0 Mad W @ : E E!eitim Ersnnalization for Transportation Engineering (Linda Daniels)
A of guestions  Mn ) Maxcd

Exam Engagemant - Section 2 W o Bpprove the pericnalised quastions

S == © O 0

Section 3
Ml Mac] o

Sy et e COURSE ENGAGEMENT - SECTION 1 Pa——
st TR - Y.
T —— —
&@-« Shews et
Curtomizable icake queition m

& Customire olﬂntn&m-
The course was eifective in iegrating theory and practicn m Bl

Figure 70: QP Page

That'’s difficult to see, so below are 3 enlarged versions of the figure, each with its features listed
underneath.

ble of Content
able of Contents «»explorance.

* Course Engagement - Section 1

Ml Macd

Question personalization for Trans

Pumber of questions: Ml Mac3

Exam Engagement - Section 2 Hi Linda Danials, you have been invited to approve the perso

MO Maxd v @

Instructor Engagement - = Viewall .
Section 3 -
Bl Paxcd

Student Engagement - ° COURSE ENGAGEMENT - ¢
Section4 © Seloctaie

MinQ  Macd

Figure 71: Enlargement of Upper-Left Corner

A. Number of questions condition - Displays the minimum and maximum number of
personalized questions allowed for selection. A green check mark means the global
conditions have been satisfied.

B. Table of contents - Provides a simplified overview of question sections you can
personalize. The page will automatically scroll to the question section you selected.
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Filter - Filters the list of questions displayed.
o Selectable - Only questions that can be selected.
o Customizable - Only personalized questions that can be modified.
o Included - Only questions that have been chosen to be included in the
questionnaire.
o Excluded - Only questions that have been chosen to be excluded from the
questionnaire.
Number of questions condition - Displays the minimum and maximum number of
personalized questions allowed in the specific section. A green check mark means the
section conditions have been satisfied.

ia Daniels)

Linda Daniels

Q O &9

Figure 72: Enlargement of Upper-Right Corner

D.

T

Expand all- Allows you to expand or collapse all question previews for all sections in the
questionnaire.

Preview - Allows you to preview a sample of your evaluation from the perspective of
your students. Make sure to save your changes before using the preview function. Only
saved changes will show up in the preview window.

Save - Saves your changes on the page without submitting.

. Submit - Submits your personalized questions to be included in the evaluation.

Copy options - Allows you to copy selections and personalized questions to or from
another course. To learn more, see Copy questions between your courses.

62



° COURSE ENGAGEMENT -SECTION 1

Expand all
© selectabie
G izable comment questi Inchude
?C@nlze Show preview
Customizable scale question Inchude

& Customize O_MM
The course was effective in integrating theory and practice. w Inchude

Figure 73: Enlargement Lower-Portion

I.  Number of questions condition - Displays the minimum and maximum number of
personalized questions allowed in the specific section. A green check mark means the
section conditions have been satisfied.

J.  Expand all- Allows you to expand or collapse all question previews for a specific section

in the questionnaire.

Customize - Allows you to customize the question.

Show preview - Allows you to preview a sample response of the question.

M. Include/ Exclude - Allows you to include or exclude a question from the evaluation.

- X
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On your Question Personalization page, you will see two types of questions to add to your evaluation:

Customizable
A type of question you can write in your own words to tailor towards your course and

students.

Selectable
A type of question you can choose from a list.

TO CUSTOMIZE QUESTIONS

1.When available click Customize next to a question you wish to modify. You will be directed to
the question editor.

° COURSE ENGAGEMENT -SECTION 1 Expand all

@ Selectable | Min0  Max3

ustomizable comment question rchile

Show preview
Customizable scale question e e
& Customize Show preview
The course was effective inintegrating theory and practice. ) o
Show preview
Figure 74: Customizable Question
Important:
° The 14 Universal Course Evaluation Questions, determined by LCC’s Committee

for Assessing Student Learning (CASL) are default questions that will be included

on each evaluation and are neither selectable nor customizable.

o The type of response for a customizable question cannot be modified. For

example, you cannot change a question with a comment response to one with a

multiple-choice response.
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2.Input the title you wish to give to your question. Keep in mind that the question's title must
support the type of response (comment, multiple selection, etc.) so that students can easily

provide feedback.

Question editor x
Question

The maintenance aspect of various transportation methods was widely covered in the course. ®
Responses

C ._ Strongly Disagree

) Disagree

") Agree

) Strongly Agree

Figure 75: Example Question Editor for a Customizable Multiple Selection Response

Once you have customized a question, it will automatically be included in your evaluation.

SELECTING QUESTIONS

You can choose to include or exclude questions by toggling the Include/ Exclude button next to them.

1. Choose the questions (customizable and selectable) you wish to include in your evaluation.
2. Click Submit when you are done.

Question personalization for Transportation Engineering (Linda Daniels)
Mumberof quistions:  Micl | Max3 v
Hi Linda Daniels. you have been invited Lo appreve the personalized questions.
i= Viewall - Expandall @ o Preview Save
° COURSE ENGAGEMENT -SECTION 1 Expand all
@ Selectsble | M0 Mac3
Did you feel that agquatic types of transportation were neglected inthis course? If yes, please explain, Eschide @
& Customize Show preview
Themaintenance aspect of various transpartation methods was widely covered in the course. e (R
& Customize Show preview
The course was effective inintegrating theory and practice. incheie
Show preview

Figure 76: Selecting and Submitting Questions



COPY QUESTIONS BETWEEN YOUR COURSES

If you have multiple courses, you can copy personalized questions between them. This can save you a
lot of time and effort in rewriting applicable questions that you have added to previous evaluations.

You will have two copy options:
e Copy selections from - Allows you to copy questions you have already selected in a different
course to this evaluation.
e Copy selections to - Allows you to copy questions you have selected in this evaluation to one or
several of your other courses.

COPY SELECTIONS FROM

If you have already completed a question personalization task for a different course, you can copy the
same selections and personalized questions from that course to the one you are currently completing.

1. Click Copy Options from the Question Personalization menu.
2. Select Copy Selections From. A window will appear named Copy selections from.
3. Search for the course name you wish to copy the questions from and select it.

Copy selections from *

Select a Courses that you want to copy previously selected questions from

Select Courses

Current A ®)

402622 Anthropological Study of Religion (Annette Fong)

402623 Biblical Studies in Film (Annette Fong)

201821 Bioarchaeclogy (Annette Fong)

Figure 77: Select course section to copy previous question from

4. Select Copy to finalize the process.
5. Review the task with the copied questions before submitting.

Copy selections from

Select a Courses that you want to copy previously selected questions from

Select Courses

Current ~ 4024622 Anthropological Study of Religion (Annette Fong) ®

Cancel

Figure 78: Copy from selected course section into current one
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COPY SELECTIONS TO

When you have completed a question personalization task, you can copy the selections and
personalized questions you made to one or several other courses.

1. Click Copy Options from the Question Personalization menu.
2. Select Copy Selections To. A window will appear named Copy selections to.
3. Search for the course name you wish to copy the questions to and select it.

Copy selections to
Copy the questions | selected for 101815 Cultures of Modern Canada to the following

Select Courses

All

402622 Anthropologicsl Study of Religion (Annette Fong)

4024623 Biblical Studies in Film (Annette Fong)

2011821 Bioarchaeology [Annette Fong)

Select (3)

Figure 79: Select Course Section(s) to copy information into
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4. Choose to only copy the questions, or copy and submit the task immediately.
Recommended to select the copy only option.
5. Select Copy to finalize the process.

-

Copy selections to
Copy the questions | selected for 101815 Cultures of Modern Canada to the following

Select Courses

Search...

402622 Anthropological Study of Religion (Annette Fong) (%) 402623 Biblical Studies in Film (Annette Fong) (&)

201821 Bioarchaealogy (Annette Fong) )

Options
@ Copy the question to the selected subjects

O Copy the question to the selected subjects, and submit immediately

Cancel

Figure 80: Finalizing the copy to function
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CONCLUSION AND WHERE TO GET HELP
CONCLUSION

We hope this faculty user guide has been helpful. While Blue offers many powerful features, navigating

them can sometimes be overwhelming. This guide provides a general overview and walks through
common steps for preparing student evaluations.

CONTACTS FOR FURTHER INFORMATION AND HELP

e Center for Data Science (CDS) — lcc-cds@star.lcc.edu | (517) 483-1123.
o Blue Administrators can assist with questions and troubleshooting.
o For specialized program-wide course evaluations, contact CDS to discuss options.
e The Center for Teaching Excellence (CTE) Website — Services and Support Section.
o Expand the “Blue Student Course Evaluation System” section for reference materials
and videos.
o This content is regularly updated — send recommendations for additions to Icc-
cds@star.lcc.edu.
e Academic Senate’s Standing Committee for Assessing Student Learning (CASL)
o CDS administers the Student Course Evaluations under CASL’s direction.

o CASLrepresents LCC faculty and staff and can discuss evaluations and decision making.

o Visit the CASL Website for the member list and Chairperson’s contact details.

e LCCHelpdesk — lccl@star.lcc.edu | (517) 483-5221.
o For general LCC IT issues (e.g., login, connections, VPN), contact the Help Desk.
o For Blue software-related issues, reach out to CDS.
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CHANGE LOG

Date of Description of Change Responsible Party
Change
August 2025 | Version 1.2 and 1.3 — URL updates, added Center for Data
Explorance Blue Login image, repaginated Science
document.
July 2025 Version 1.1 - Updates wording around new URL use. | Center for Data
Science
April 2025 Initial Document Creation Center for Data
Science
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