uTech Online Teaching and Learning - Tip Sheet

Providing a Link to WIU’s Online Course
Evaluation Tool through Western Online

Prerequisite for Use

In order to use the WIU Online Course Evaluation tool, you must be teaching a fully online
course and have an approved departmental survey instrument.

Providing a Link to WIU’s Online Course Evaluation Tool through Western Online

Prerequisite for Use

For Instructor Access
For Student Access
1. From the Western Online home page
2. Send an Email with the link to the Evaluation

3. Create an Announcement in Western Online
4. Create a Calendar Item in Western Online

5. Create a Course Evaluation Module
Resources
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For Instructor Access

a. Access the WIU Online Course Evaluation
program at https://www.wiu.edu/oce.

b. Log in with your ECOM username and password.

Distance Learning

) ) ) Online Course Evaluation
c. If assistance is needed, click on the red

question mark icon to obtain
. Ecom Username:
Tutorials. Ecom Password:

Note: A default set of dates will be used for
course evaluation availability. Your department
Chairperson or his or her designee is the only
individuals who can change the dates during
which your course evaluation will be accessible
to students. By default, the course

evaluation will automatically be available for
completion after 80% of the course is complete
and extend through the last day of finals.

Note: Your department chairperson is the only person who will be able to review the
evaluation results. However, some department Chairs request access for their support
personnel so that they can compile the results.

For Student Access

There are multiple ways to provide access to the online course evaluation for students. The
remainder of this tutorial will explain those and how to use them.

1. From the Western Online home page

** Share these instructions with your students.

A. After logging into WesternOnline, scroll to the “Student Resources” widget on the
right-hand side of the page towards the bottom.

B. Click on the “WIU’s Online Course Evaluation Tool” link, listed under the Student
Resources for Online Learning Section of the page.

C. Log in using your ECOM username and password to see a list of your online courses.
Courses may have different date ranges when the evaluations are available.

D. Click on an available course title to access the evaluation. You may only submit one

evaluation per course.
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2. Send an Email with the link to the Evaluation

A.

Compose a message to your student in your email program. Our instructions are for
Google. Here is a sample message, “Please complete the online course evaluation no
later than . You can access the evaluation online at
https://www.wiu.edu/oce."

Within the email include the dates on which the evaluation will be open as well as a live
link to https://www.wiu.edu/oce.

In Gmail, within a new message, Subject
enter the URL into the message 2.C.— Pohittps:/ v wii.edu/ocs
window. Click and drag over it

to select it. Press Ctrl + C/Cmmd+C on your keyboard to copy it.

. Click on the Insert Link icon

in the Gmail toolbar.
SansSerif - T~ B 7 U A -

In the Text to Display field 5] ﬂ I 8 A ©
you can either enter the URL -
or type WIU Online Course
Evaluation, whichever you .
prefer yOUr StUdentS tO see. 2 E _P f:::::plav: WIU Online Course Evaluation
2E Link to: r.:‘:!h’mt‘ :‘h::r o:;la link go?
When the Edit Link window appears, Emallagdross  Testthis nk
paste or type the link to the online %&L:’,&%QKEW:"”“W“::Z s s
evaluation into the Link Web 2.G6.——Pp .. P
address field.
Click the Ok button.
. You will now see that the link is Please Complete your Online Course Evaluation
created and live in your composition
window. 2.H.—P»https: //www.wiu.edu/oce
Click the Send button in the lower -
SansSerif - T~ B 7 U A~ =~

left-hand corner of the Gmail window

when you have finished composing 2 4“ A DA Me ©
- = L

your email.
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3. Create an Announcement in Western Online

A. Within your D2L course, click Armouncaments 2
. Today's C cotoamouncements ool i0Ns (Chapter 7) ~ X
the drop-down menu to the right BA—"
. Answer thes Irough the pi ion in class. You will only
of the announcements widget see the Ques! peorder Amouncemenss 1t Of the room. Please do not work ahead.
g ’ You will have ch question with a one minute grace period.
then choose New Announcement. + Chapte "
. Chapla Notifications

Style this widget
B. When the New Announcement B
« Chapter 7 Polling Q4

Window appears, type a title for

« Chapter 7 Polling Q5

the announcement in the

Headline field.
‘lﬂ_ﬁf.”"mgﬂfiﬂf Dawn Sweet CITR Training

C. Inthe Content area, type descriptive text as

Course Home Assessments v  Resources ¥  Communication v  Grade Tools v

shown and enter the following link:

New Announcement
https://www.wiu.edu/oce
- - ] General

Then, highlight the link to Headine
Se|eCt |t Complete the Course Evaluation

3B.—m—» . ..

D. Click on the Insert Quick Q8 &£~ mewn VB I LIS = B~ =

Link tOO| in the tOO'baI'. Click on the following link to complete the course evaluation:

3. C. e it/ it it edu/ce

Content *
3.D. B
— % a®» - e v B I U - ==

Click on the following link to ¢ the course evaluati

i

111}
4
o

« https:/www.wiu.edu/oce
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E. When the Insert Quicklink
window appears scroll down
and click on the URL option.

F.  When the next screen appears,

type or paste https://www.wiu.edu/oce
into the URL field.

G. The Title field should have
been automatically filled because you
initially selected the link in your editing
window. If you would like to change it
(this is what the user will click on), click
and type the new title into the Title
field.

H. Click the Insert button.

Insert Quicklink X
- e .
Quizzes >
& Self Assessments >
8% Self-Enroliment Groups >
E Surveys >

IE—Pg >
Third Party
2] Video Assignments >
2] virtual Classroom >
Cancel
VA
Insert Quicklink X
« v

URL*

3.F —.[ https: /www.wiu.edu/oce|

Title *

3'G'_’ https: /www.wiu.edu/oce

in—>

Cancel
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I.  You will be returned to the
New Announcement window. Scroll down
the page to adjust the availability of the
announcement (release date
and end date).

J. Place a check in the Display
in Calendar checkbox to
add an extra link and reminder
to complete the evaluation.

K. Click the Publish button.

Availability
w Hide topic visibility options
Visibility
Topic is always visible
Hide this topic

® Topic is visible for a specific date range
v

3. Has Start Date

8/1/2018 11:36 AM Now

~ United States - Chicago
\ Has End Date

8/8/2018 12:36 PM Now

United States - Chicago
Display in Calendar

3 —»

3.K.4m

Save as Draft Cancel
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4. Create a Calendar Item in Western Online

A. From your course home page, click on the
drop-down arrow in the Calendar widget and

Calendar ~
choose Go to Calendar.
4.A. _WedP Go to Calendar [
Style this widget
Upco v

Collapse this widget

There are no events to
display. Create an event.

B. When the calendar page appears, click the Create Event button.

Course Home Assessments v  Resources v Communication v  Grade Tools v Course Admin Help n
Agenda Day Week Month List @Print L Settings jo)
< > Today and tomorrow All Calendars (1) v < August 2018 >

Set Dates Import Events Date Course Cate;
4.8 — S - A

No events scheduled 5 6 7 8 $ 10 11

19 20 21 22 23 24 25

26 27 28 29 30 31 1

Tasks ~

Add a task...
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When the Create Event
window appears, enter a
Title in the title field.

Enter a description that
includes an active link

to https://www.wiu.edu/oce
the evaluation tool

in the Description field.

In the description editor
area, make the link:
https://www.wiu.edu/oce

active.

Click on the Insert
Quicklink tool in the toolbar.

Onli - s o
‘u)ﬁemm"hne Dawn Sweet CITR Training g &2 o
Course Home Assessments v Resources v Communication v  Grade Tools v Course Admin Help

Create Event

‘© Dawn Sweet CITR Training
Title

B Add Content

4 C == Complete Oniine Course Evaluation

Description

D& £ v wagwh v B I U v

4,D, Complete the Online Course Evaluation between the dates of December 1,
2018 and December 14, 2018 by visiting https:/www.wiu.edu/oce

¥y Y o R & 4

4F _l,*--’a" v | Paragraph v B I U~

|
.
bt

v | Font Family v

Click on the following link to complete the course evaluation:

+ https:/www.wiu.edu/oce
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G. When the Insert Quicklink window

Insert Quicklink X
appears scroll down - e .
and click on the URL option. Quizzes N
('7 Self Assessments >
8% Self-Enrollment Groups >
E Surveys >
4.G.—Pp
&l un >
Third Party
| Video Assignments >
] Virtual Classroom >
Cancel
Vi
H. When the Insert Quicklink screen Insert Quicklink %
appears, type or paste URL*
https://www.wiu.edu/oce 4H. > https:/www.wiu.edu/oce
into the URL field.
Title

4l —lp https:// www.wiu.edu/oce
I. The Title field should have

been automatically filled because you Target”

Whole Window Same Frame

initially selected the link in your 4). Do New Window

editing window. If you would

like to change it (this is what the user 4‘K‘4’m
will click on), click and type the new

title into the Title field. cancal

J. Under the Target, section click
New Window.

K. Click the Insert button.
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L. From the Attendees
drop-down menu,
Choose Everybody in
the Course Offering.

Under the When section
choose a beginning and

3
5

ending dates and times.

(This would be the duration

of the time that the course
evaluation will be available to the
students.)

Click the Create button.

You will be returned

to the Calendar window
and you will see that your
calendar date is

now highlighted on

the calendar.

4.0.

4.L. _httendees

Everybody in the Course Offering

& Add Groups/Sections

4M hen
All day

8/6/2018 2:00 PM 8/6/2018

United States - Chicago

@ Add Recurrence £ Add Restriction

4.N.—m

Cancel

L4 August 2018
Sun Mon Tue Wed Thu Fri
29 30 31 1 2 3
= bn 7 8 9 10
12 13 14 15 16 17
19 20 21 22 23 24
26 27 28 29 30 31
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5. Create a Course Evaluation Module

A. Within your D2L course, click
the Resources drop-down

menu in the nav bar at the top
5.A. Resources v
of the page and choose Content.

N~
"
Content
Checklist
B. Inthe table of contents menu
at the left of the content page,
create a module named Course
Table of Contents 10

Evaluation by clicking on the
Add a Module field and typing
Course Evaluation.

Daylight Tour

CITR Resources

Press the tab key on your keyboard

Dawn Working Items

to set the change.

5.B. Add a module...

 S—

Course Evaluation l

C. Click on the Course Evaluation

module you just created to select
it. It will appear grey. S.C._’ = Course Evaluation
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D. Click on the New drop-down button and

choose, Create a Link.

E. When the New Link window appears,
add a Title such as Take the Online

Course Evaluation in the Title field.

F. Inthe URL field,
enter

https://www.wiu.edu/
oce/login.jsp

G. Click on the box in front of Open as
External Resource to select it.

H. Click the Create button.

CITR Resources ~

Add dates and restrictions...

Add a description...

ey . P o
5.D. Add Existing Activities v 2 Bulk Edit

Upload Files
Questions and Concerns v
Video or Audio

Create a File and Open Labs (Coming Soon)

*Create a Link

ming Soon!)
Add from Manage Files

New Link X
Title *

5.E. —>Take the Online Course Evaluation

URL*

5F ———>

https://www.wiu.edu/oce/login.jsp

5.G. Open as External Resource

User progress is not tracked for external resources
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I.  You will now see that there is a link to the Online Course Evaluation tool showing in the

Course Evaluation module.

Course Evaluation ~ Brint R settings

Add dates and restrictions... Published ~wv

Add a description...

Add Existing Activities v #> Bulk Edit

5.]. == = Online Course Evaluation v v
&P Link

Add a sub-module...

J. If you wish to restrict the dates the link is visible to the students, you may set a date range
by clicking the “Add dates and restrictions. . .” link in the module window. However, a
default date range predetermined by your Union contract (and further constrained by the
chair or you) limited when the students may access the Online Course Evaluation

program.
Course Evaluation ~ B print Lk settngs

5-]- e Al dlates and restrictions... Published w

Add a description...
Add Existing Activities % Bulk Edit

= Online Course Evaluation + v

P Link

Add a sub-module...
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Resources

e OTL homepage
e OTL Workshops

e Western Online Knowledge Base
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