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SmartEvals Frequently Asked Questions (FAQ)
For Faculty

LOG IN TO SMARTEVALS AT THE BEGINNING OF THE EVALUATION PERIOD

Students and faculty receive multiple email messages and reminders regarding course evaluations.
Please read them so that you are aware of important information, such as start and end dates for the
evaluation period, the link to the surveys, and other information to successfully complete your surveys.

How are course evaluation dates established?
The dates for the course evaluation are derived from the end date of the course and the length of the
part of term. The table below shows how the dates are determined.

Length of Term or | Evaluations open | Evaluations close Length of
Pa.rt-of-Term Days before end of course evalt.Jatlon period
(in weeks) (in weeks)
Less than 5 12 5 1
5to6 14 7 1
7t09 21 7 2
10 or more 35 14 3

How do I login to my SmartEvals Account?
There is a link to SmartEvals in the Institutional Reporting menu on myHACC:

mylHACCledu

@ Quick Links
@ HACC Applications ~

@ Zoom Video Conferencing v

 Institutional Reporting v

# IR Home Page

» Achievelt Login

» College Databook

» Enroliment Reports

» Research Office Evaluations and Surveys

» Reiomni Reguest Form
» Tableau (How to clear your cache if there is an issue.)

» Tableau Public

You will also find a login link at the bottom of every email that comes from the SmartEvals system.

Can | add gquestions to the course evaluations?

Yes, you can. The questions need to be added prior to the evaluation period opening to the students.
Three additional questions can be added. Once logged in to myEvalCenter, you will see the option to
Add Questions:




C? See Response Rates Tips

@ Preview Evaluations

—

:i Add/See Notes
=

AV VO VI v

Follow the prompts on the next page to select the class(es) for which you want to add questions:

- To one course
- To all classes with that course title
- To every course you teach

After you choose an option, you will see this:

Create New Question

Choose a question type: Single Choice (to get average) v

Question Text shown on surveys:

8 Source | (3 BJI U|l:z|x = &5|= e = s A0
Answer choices: |Among the Worst-Among the Best 5 pt. AmeongBe: v |
Default answer: | No Preselected Answer A |

nsar |23 |0 [anser vae |+

To create the question:

e Choose a question type
o Text - this allows the respondent to offer comments
o Single Choice (to get average) - use this for Likert scale or other single response
questions
o Multiple Choice (no average)
m Use this for select-all-that-apply questions
m Use for questions where answers are not ranked (no average)
e Enter Question Text shown on surveys
o This is the full text of the question



e Select Answer choices from the drop-down menu.
o The standard HACC evaluation questions use the PACE 1-5 Str Agree Neutral Str
Disagree answer choices.
o If there is not an appropriate selection for your question, please contact Institutional
Research & Reporting (ir@hacc.edu), and we will work to find a solution
Click the Create question button
At the bottom of the page there is also a section where you can add questions that you have
previously created.
e Click Preview to see what the question will look like for students.

Where can | find the QR codes to send my students?
Option 1: Course-Specific QR Code

Just click the QR Code link in one of the emails we send to generate a QR code that will go directly to
the course evaluation:

I N A S T 7 T T 2

Preview QR Code BIOL 221 Laboratory | Microbiology 03-31 04-21 12
Preview OR Code BIOL 221 Laboratory | Microbiology 03-31 04-21 11 5 16

Note: Each course will have a unique QR code, so be sure to generate a separate code for each class.
Students will be prompted to enter their HAWKmail (HACC email) address to access the evaluation.
These course-specific QR codes are not available until the course evaluations are open to the students.

Option 2: Course-Specific QR Code with URL
To generate a QR code that also includes the evaluation URL:

® Loginto MyEvalCenter
o Click the "Generate QR code" link

Boost Response Rates
Email Students

@ﬁ? Generate QR Code>

—
N
l Preview Evaluations
N

| :_6?' Add/see notes

You will then have the opportunity to generate a page with a single QR code or four QR codes. Using
their mobile devices, students can scan the code and complete the evaluation right in class. If you are
not in the classroom, you can copy the QR code or URL into an email to send to the students.
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Note: Each course will have a unigue QR code, so be sure to generate a separate code for each class.
Students will be prompted to enter their HAWKmail (HACC email) address to access the evaluation.
These course-specific QR codes are not available until the course evaluations are open to the students.

Option 3: QR Code for SmartEvals login page

The image below is a QR code that will take the student to the SmartEvals login page. Once they log in,
they will need to select which evaluation to complete. This QR code is available at all times, but the
students will see all evaluations that are currently open for them to complete. There are several
posters that contain the QR code available here.

How can | add a link to SmartEvals in Brightspace/D2L?
1. In your course, navigate to or create the module where you wish to insert the SmartEvals link.
2. In your module, click the Add Existing button and select External Tool.

Original Content Experience (OCE):

|udd Existing Activities

Discussions

Dropbonx

ePortfolio Item

External Learning Tools

Form Templates

New Content Experience (NCE):

Add Existing Create New

g



https://sites.google.com/hacc.edu/smartevalsathacc/home/improving-response-rates

What would you like to add?

S @ & =3 E

Google Drive OneDrive Assignment Discussion Quiz Checklist

&
a
=] @ @ ~ ~ myBusinessC...
External Tool SCORM/xAPI LOR SAGE Vantage VHL Content
Activity Object Deep Linking Quicklink. Selection (LTI
1.3)
3. In the window, locate the SmartEvals LTI 1.3 Link external learning tool and click it to select it.
Insert an External Learning Tool X
Packback LTI 1.3 Packback (LTI 1.3} -
Pearson LTI 1.3 Pearson (LTI 1.3)
Practice Questions
Record Your Presentation
SmartEvals LTI 1.3 Link SmartEvals LTI 1.3 Tools
StudyMate
v ) @ Visible Add Existing Create New ¥ - 00
2 SmartEvals LTI 1.3 Link
£28 >martcvals A n L Edit Activity
LTI « Required
Activity Content v
SmartEvals LTI 1.3 Link =
chacc.hacc.edu

Do the students receive email reminders to complete their course evaluations?

Yes. The length of the part of term dictates the number of days between reminders. The emails are
automated and are sent to all students that have been enrolled in the course. Once the student
completes the course evaluations, they will no longer receive reminders for that part of term.
Depending on the length of the part of term, the students may receive up to 6 email reminders.

Where can | find the beginning and end dates for the course evaluations, course evaluation
link, and courses?

Emails to faculty from SmartEvals will include the table below. This is the view where faculty can find a
preview of the course evaluation, subject, course number, CRN, type of course, name of the course, the
beginning and end dates, and number of students.
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Preview OR Code BIOL 221 Laboratory Microbiology 03-31 04-21 12
Preview OR Code BIOL 221 Laboratory Microbiology 03-31 04-21 11 5 16

This is what students will see in the automated emails from SmartEvals, depending on their individual
schedule. As the course evaluations are completed, they will show as completed. The student can also
log in to their SmartEvals account in the case of a deleted or misplaced email.

[ Mum | class | intructor| Type | sureyBogns | _ureyEnas | complatea

BUSI 209 Legal Environment of Business Internet 11/08/25 11:59pm 11/29/25 No - Click here to evaluate!
MATH | 091 Fund of Algebra Part Il Lecture 11/08/25 11:59pm 11/29/25 No - Click here to evaluate!
PE 183 Exercise and Stress Management Internet 11/08/25 11:59pm 11/29/25 11/24/25

| received an email regarding increasing students’ response rates for my course(s). How do |
use some of these tips?

This is a link to our SmartEvals Resources site on “Improving Response Rates”
https://sites.google.com/hacc.edu/smartevalsathacc/home/improving-response-rates

Getting high response rates is critical to getting usable data. The system will be set up to automatically email students when their course evaluations are first opened.
Students will then receive multiple reminders depending on the length of the evaluation window. In addition to the college-wide reminders, individual instructors are
able to send their own reminders to students. We recommend that you take advantage of this feature, as students are more likely to respond to your request thanto a
system request. The video "Getting Great Response Rates" below will show you how to increase your student response rates.

You can also add a SmartEvals link to your D2L course shell. Click the button below to learn how to make it easier for your students to get to your evaluation.

Getting Great Response Rates Creating a Link to SmartEvals in D2L Directing Students to SmartEvals

How do | find my results?
A copy of your course evaluation results will be emailed to you as a pdf attachment. You can also
access the results by logging into SmartEvals and selecting See Reports:

— > See Reports

From there, you have several reporting options to choose from:
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" Email PDF Reports to Yourself

To generate pdf reports, choose one of the following options:

e Option 1: Download PDFs (one at a time)

o This will enable you to download your pdf results one section at a time

o The results mirror what you are emailed, but with the addition of two charts
e Option 2: Email PDF Reports to Yourself (single or multiple evals)

o
©)
©)
©)

This will enable you to download or email pdfs for multiple evals at once
The format matches what you are emailed at the end of each course

You can export each report to a separate pdf, or combine them all into one
Directions:

myEvalCenter

See Reports

Email PDF Reports to Yourself

Choose Years: Select All Years (or select a semester)

Optional: Step 1 See Questions Excluded from Reports

Optional: Step 2 See Questions That Will Appear on Your Reports
o You can exclude certain questions if desired

Step 3 Preview a PDF

Generate PDFs

Download PDFs
o Select which course(s) you would like to download
o You can check a box to use separate PDFs for each report; otherwise they

will be combined into a single pdf
Download



Num

201

101

101

201

101

101

201

101

101

Type

Lecture

Lecture

Lecture

Lecture

Lecture

Lecture

Lecture

Lecture

Download Pdf(s) For: All Years
l BUse separate PDFs for each report (stored in zip file)
Semester | Dept
2025 Spring  DEMO
- 2025 Spring  DEMO
2025 Spring  DEMO
2025 Fall DEMO
2025 Fall DEMO
2025 Fall DEMO
2024 Fall DEMO
2024 Fall DEMO
2024 Fall DEMO

Lecture

Level

Graduate

Undergraduate

Undergraduate

Graduate

Undergraduate

Undergraduate

Graduate

Undergraduate

Undergraduate

Trait

none

none

none

none

none

none

none

none

none

section

Name

Faculty
T.Professor

Faculty
T.Professor

Faculty
T.Professor

Faculty
T.Professor

Faculty
T.Professor

Faculty
T.Professor

Faculty
T.Professor

Faculty
T.Professor

Faculty
T.Professar

e Click Send Email if you prefer to email them to yourself

To download all your results to Excel or another format:

o mykEvalCenter
o See Reports
o Survey Results

Subj Num

5 | Spring

10m

10

101

Fall

201

024 | Fall D

201

Course Name

Introduxction to
SmartEvals 2
Demo

Introduction to

SmartEvals 1
Demo

Advanced Demo | 1
Introduction to
SmartEvals 1
Demo

Introduction to
Smangvals 2
Demo

Advanced Demo | 1

Introduction to

2024 | Fall DEMO 101 SmartEvais 1
Dema
Introduction to

024 | Fall DEN 101 SmanEvals 2
Demo

Advanced Demo | 1

CRN

Instructor

T.Professor

T.Professor

T Professor

T.Professor

T.Professor

T Professor

T.Professor

T.Professor

T.Professor

The instructor created a

class environment that

encouraged students to
learn,

43

46

4

48

43

46

40

39

43

45

43

37

The instructor was
available for and
responsive to course-
related questions.

The course syllabus stated
the grading policies and
course expectations.

47

47

48

44

46

45

44

33

2025 5 45 43 45
I S - u n

This course expanded my
understanding of the
subject matter.

42

42

44

44

m This shows the results for each course/CRN
m Includes each question and your score



m Click Choose at the top to select certain questions:

Questions: m See | charts

m Click Customize to select certain columns:

Customize

m Use the filters at the bottom to choose specific semesters, years, or other

Choose

options:

Narrow Your Results For This Visit *

Filter by: Departments Years Course Levels Course Types Semesters

* Affects all wizard reports you view, as well as charts

m Use the Download button at the top to export to Excel or the format of your
choice:

Download to...

|

Download to...
LS

PDF
csv

What custom reporting options are available?

There are many custom reporting options available in SmartEvals:
Aggregated Results by Course Title

e This report will aggregate your results by Course Title (i.e. scores for all sections of DEMO 101
averaged together for the time period selected):

Theinstructor  The instructor ULXET . n Ireceived feedback  Theinstructor  The materials the
cestedacass  wasavailablefor  Yousstated T e Thiscourse = academic  conveyed course instructor
Department  Subj  CourseN Course Name #Classes environmentthat  andresponsive o EToding pandadny) e et performance content and provided
e . policies and understandingof  plannedand  PeTiomance e e
encourags o course- g e, e roughout the expectations contributed to
students to related ques : semester effectively learning the cont
expectation
A4 A4 4
'sch Avg 44 44 45 45
Total: 9 45 42 44 43 44 44 44 44
DEMO DEMO 201 *® ndvanced Demo 3 44 41 43 43 4.2 43 45 43
DEMO DEMO 101 'IH(?’OUUCUDH to SmartEvals Demo 6 46 43 45 43 a5 45 a4 44

10



e To generate the report:
o Click the Reports dropdown at the top

myEvalCenter Edit Reports v Help v Log out

Survey Results
Course Title Totals
Select your timeframe

m  You may need to click Show all years to see the option All Years, All Divisions
Click Choose to select certain questions
Click Customize to select certain columns and adjust the aggregation

m  Example: Uncheck Course Type, Course Level, and Course Trait to get aggregated

scores by course (i.e. one average score for DEMO 101, one for DEMO 102, etc.)

Use the Download button at the top to export to Excel or the format of your choice

O

¥,

Custom Report

e This option will allow you to aggregate and filter your results in multiple ways
e It also enables you to compare your score to other average scores at HACC (your overall
average, the subject average, the department average, and HACC's institutional average)

There were: 11 possibie respondents.
Professo: FAC-DEMO - Ser
Question Text N RR Avg i g Dept Avg Seh Avg Ser Agree Agree Neutral Disagree X
Avg Avg Disagree
Tha inszructor identifies relationships between and among topics. & 5% 37 4 42 33 33 . 67% 0% 0%
The instructor explaing new ideas by relating them to a famikar e . i1 e - - - e . -
y . § 5% * 41 23 32 3z 33% 50% g% ‘ %
CONCEDTS
The insructor gives assignments that contribute to my understanding of | 5o a 43 a4 32 32 T p— - 0% 0%
he subjes
The Instructor gives assignments that are stimulating 1o me 5 55% 432 43 43 34 33 0% %
Th ructor is skillful in puiding me o mare seif-girected in my — - e e o
® Instriscror s skillful in guiding me 1o be mare s d in my s5% 43 43 44 35 3s 5T% 0% 0% %
earning
The INEIrUCTar ENCOUTAEES Me toward Maximum achievement & 55% 43 41 41 33 33 33% 674 s 0% ]
Thea ingsrugtor i siciliful in motivating ma 5o do my best wark. & 55% 4 4 41 EL ERY T §7% 7 % %
The instructor communicates ot a level that | can understand, 8 55% 4 44 45 34 34 % 0% 3

e To generate the report:
o myEvalCenter
See Reports

o Standard Report
o Click on any course
o This will provide you with several options to aggregate and filter your data:

11



iGN ela@ Percentile Rank — Multi-Chart

Fall 2025 - Sum 2026 English

ENGL 101 ENGL v
All sections of this course See all course levels / types / traits w

A single semester, an academic year, 3 years, 5 years, or all academic years
All courses or a specific course
All sections/CRNs of that course or one specific section/CRN
Department
Subject
e Options to filter on different levels/types/traits
o Scroll down to see a graphical comparison of your results compared to other Question

Averages:
.
QUEStlon Averages Your Avg DEMO Avg  DeptAvg  School Avg
[ Hide/Show Patterns
500
400
3.00
200
1.00
Course Course well Syllabus stated T Professor-Class T Professorinstructor T Professorinstructor T.Professorinstructor T Professor: Materials
expanded planned/ grading environment available for communicated provided provided by
understanding organized policies/ encouraged questions effectively consistent instructor
of subject expectations learning feedback aided learning

o Scroll down for your Distribution of Scores

Distribution of Scores o widesshow patterns
Course expanded understan.. 40% 10%
Course well planned! organiz... 40% 10%
Syllabus stated grading polici... a0% _
T.Professor:Class ervironme... 50% _ 20%
T.Professorinstructor availab. 50% 20% _
T.Profassorinstructor comm.. 609
T.Professorinstructor provid.. a0% 10%
T.ProfesserMaterials provide. 50% 10%

Strongly Agree . Agree Neutral . Disagree . Strongly Disagree




o Scroll down to see individual comments and any notes you have added for the class:

Question Text

Comments about the course:
Comments about the course:
Comments about the course:
Comments about the instructor:

Comments about the instructor:

Was very interesting to learn new topics
Class was awesome!

Favorite class of all time!

Responded to any of my concerns | had

They should offer better exam prep

Text Responses

Changed student reflections from take-home assignments to in-class writing to limit use of LLM assistance.

Instructor Notes 03/06/26

e There is also a tab for Percentile Rank:

Custom Report " Percentile Rank.) Multi-Chart

2025 Fall See all course levels / types / traits w
All courses
All crns of this course
There were: 82 possible respondents.
Comparison group: Division
Above Average Average Below Average
Question Text N
100% ‘ - | 70% 69% | - | - | 30% 29% - 1%
Instructor available for questions - 20 | e e 4.7 |
Instructor communicated effectively [ 20 | |— — @ -— 47 e e e -l
Instruct ided istent feedback
nstructor provided consistent reeabac 20 l'-- i A8 o ——-l
- Mate_rials provided by instructor aided 20| J— i N L 46 e |
learning|
cl i t d | i
dss environment encouraged learning 20 l— = 1. 47 e |
Course well planned/ organized 20 | |— — | 4.8 | —— —]
Course expanded understanding of subject 20 N — e e e 45 e e |
Syllabus stated grading policies/ expectations | 21 | |=—  —— B | 4.8 | e e e |

The system calculates the top 30% of scores for that question as Above Average
The bottom 30% are Below Average
Your score is plotted for each question
Note: the range varies by question
m  Example shown above: a 4.8 may be Above Average or Average, depending on the
question

o O O O



e There is also a tab called Multi-Chart, with options for Bar Charts or Pie Charts:

DEMO DEMO

DEMO 101 4 none J33/ Speing [See ol course levels |/ ypes

Ses 2l course

There wese: 12 passibile respandents.

Charted Results for Each Question

29. The Instructor ments that are stimulating to me.

Sragres 23%| 12 eut ol 121

Agres StrAgree _Agres
= -
= 5% a%
Hewin iM% Dsagres Sty Disagres
Cinsgres e
Biragrm
s lveag e
SrDissgree
. The Instructor encourases me toward maximum viewas (g . . The= instructor is skilful in mothating me to do my View a5 .
B .
achisvement.
] p— Erp———
Fry— 2mm 12 b A—
) - . Strdee  Agree
. SwAgres  Agree  Neutal 0% 255
55 T 175
L 796 17 e i Disagree _Sis Disagree
i 17 Disagree Sar Disagree 17%
o5 2% Biragrm |
[—
SrDissgree
sirlizsgree

e If you filter for a single section/CRN, there is also a tab called Individual Evaluations:

 Gpon oc
HACC ﬂ_ HACC

Faculty T.Professor
DEMO 101 Example output of: PACE Survey - Instructor (Recomended) Section: 1 Spring 2033

Individisl Deslustion: 1 o of 12
smgle anwer questions Answers

The ITStructon KenTIReS relamionsiips DEtWEen and among strongy DEagee

The Instructor expiaing new ideas by relating thom ta 3 Smilar concepes. Disagree

The INSIrUCTor Gves SSUERMENts that contribute [o My uncersanding of the subje strangly Agree

THE INEERETEF EET SETERMENTS TRIE 37 SIPLIITAE 1 M. rrongy Agres
The Instructor i skilful In guiding me to b more seif directed in my lesming Newral
The INCIAEIOr EACOUISERE P TomIAd AU AERIEKIREAT Newzral

The Ivstructor s skIRul In moshiating me to 60 Ty best work rongly Disagree

can underseand, Neweral

The IStructof COmMuUnCEes 38 3 lewed

TNE INEFUCION STA3IEG 3 CIASS STVITONMONT ENaT ENCOUMGEd TEUSENSS 1o iearm Agree

e Itructar arescrted €ntent n Sn organ e manner | strongy DEagee

The Irstructor was avallabie surside of dass Srrongy DEagres

The instructor wat approachabie | Dtagres

The IEFUETOr wat FECEONEvE Aot SOUMSE FOLIten quitont | Mee Appteasic

The instructor demonstrated enthusiosm for the subjecs matter, Strongy Agree.

The MatEnalt the NSINUCTOr Droviaed IBCTLIES, ORIRG CONTENE, RANEOUTS, C2F. CONErIbLLEd 10 IEArNING IHE CONEENT Of The COUMLE. | strongy DEagee

HACC {}HACC
Faculty T.Professor

DEMO 101 Example output of: PACE Survey - Instructor (Recomended) Section: 1 Spring 2033

Individual Cvaluation: 2 oul

Singje answer questions Answers.

The Instrucnor i

onand among

rangy Agree

The Instructor cxph

= new ided by relating them 10 3

mnilar concepes. Neweral

THE IYSEUCTON SWES SEEERITENIS ThAT COPEr IS 10 Ty URGETRANANG O The Subjea Dizagree
The INSEruCton gaes: JELERMEnts that See stmulIting to me [agree
The Insruczor is skilful in guiding me to be more e directed in my leaming | Agree
The INSIRUCEOr NCOUAEES ME towand Maxmum achicverment Agree

The InStruczos i Skillfil In MOTNGENG ME T 60 My DEST Wark. Disagres

The Instructor communicaies can understand, Strongy Disagree
The Instructor created 3 class erwianMEent that encouraged students 1 kearn angly Agree
The Instructor reserted conent in an oganzed mannee Dizagree

The instructor was available outside of daes [ et apptessie
The instructor was approachabie | Serongy Dixgree
The Invstructor was respansive for course related questions. Agree

TNe INSIPUCTON SEMONSIRIEed CAMUTIZEM fof THe SLD|eCT marer. urdecided

The marenals T FETLCLOT provided IECTLTES, ORINE CONTent, NINGOUTS, €65, FONEFILLEEd to Iearning e coNSent of the Course. agree

14



Custom chart to show trends over time:

Key Questions _ Over Time (from 2020 to

2024)

[ lass eviranment encouraged lesrring
Materials provdded by irstructor aided leaming
Irstructor provided consistent feedback

- Irstructor communicated effecthvely

48
4.8 4.7
4.7 4.7 4.7
4.7 v
4.6 4.7
4.6
4.5
-4
g
Vo44
|3
-
4.3
4.2
4.1
4.1
4
) 2 2 = !
2 % ) 2 %

o Directions:
m  myEvalCenter
m  See Reports
m Survey Results
m Charts

Questions: @ See  Choose | Charts

o This generates two charts, each with four questions
o Click Choose to select specific questions
o At the bottom: filter by Years, Course Levels, Course Types, Semesters
m Course Levels: CHS, College, Developmental, ESL
m Course Types: Lecture, Laboratory, Clinical, Internet, Blended, etc.
m Course Traits: Filter for a specific campus, or Virtual Learning/Distance Education
e Note: if you don’t see this option, click Customize at the top, check the box for
Trait, and Use Until Logout (or Save Permanently)
e C(lick Charts
e Course Traits should now show as a filter option at the bottom

15



If you have any questions about SmartEvals, or if you have topics you would like to see included in this guide,
please contact Institutional Research & Reporting at ir@hacc.edu.
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