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This is an online tutorial. You may find it helpful to have the TEVAL system open in a separate
window as you go through this tutorial.

Please review each section to complete this training. You can click the topics at the left or use the
Hext and Previous buttons above to navigate through the training.

In order to create @ TEVAL, you must have the following access rights:

m System Instructor (granted by the IT Help Desk)
m Primary Instructor in a K-State Online course

Mote: If you have the ability to create a course in K-State Online. you have already been given
System Instructor access.

Contact the IT Help Desk for help
78E-522-7722
helpdeskk-state.edu

http://www.k-state.edu/its/training/TEVAL/
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Introduction -« Previous | Next B

This tutorial is for the online version of the TEVAL System. The 14 core survey questions are the
same as in the paper version. Instructors add their own additional questions. If the instructor's
department and/or college has developed a specific template of questions for all instructors to use,
that template can be added as well.

This online training course for creating and submitting an online TEVAL for your class is self-
paced and will consist of the following parts:

Accessing the System

Creating a New Online TEVAL
Faculty Information Form
Selecting Templates

Creating Additional Questions
Importing the Roster

Assigning Dates of Availability
Editing a TEVAL

Deleting a TEVAL

Viewing TEVAL responses

Contact the IT Help Desk for help
785-532-7722
helpdesk@k-state.cdu

http://www k-state.edu/its/training/TEV AL/intro.htm 4/23/2010
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Creating a New TEVAL & Previous | Next P
m Click Create New TEVAL.

TEVAL List

Crente 2 rew TEVAL or et an eaisting TEVAL Yo the e
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Notes:

m The first time you sign in to TEVAL you will see the following message: You do not have
access to any existing teacher evaluations. After you create a TEVAL, you will not receive
the message again.

m If you click Cancel at any point while you are creating a TEVAL, the system will return you
to the TEVAL list page as shown above. If you want to save your work as you go, click Save
& Continue. If you save your work, when you return you can continue where you left off.

Contact the IT Help Desk for help
785-532-7722
helpdesk(@k-state.edu

http://www k-state.edu/its/training/TEV AL/Creating. html 4/23/2010
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Faculty Information Form

1. Complete the first page of the Faculty Information Form and then click Continue.

Notes:
m For the Course Number, use the format TEVAL 101.
m For the Time Class Begins, use the hhmm format (ex. 1030).

Page 1 of 2

+ Previous | Next p

Faculty Information Form

Review the information and select the options below.

Last Name: Rodriguez

First Name: Cathy

Academic Rank: * Instr V-I

College: * | Business Administration v
‘ !

Course Title: * ?Méhagement Concepts

IMNGMT 101

Course Number: *

- imponted from dlass oiafa

| Fall 2006 v

Number Enrolled:

Semester: *

Time Class Begins: *

WV Monday

r Tuesday

¥ \ednesday

I Thursday

v Friday

I~ By Appointment
Distance Course

Days Class Meets: *

-

‘ Cahp"e“vlrj -

Save'& Continue [

|

|

2. Complete the second page of the Faculty Information Form.

Note: Completing this page is optional.

http://www k-state.edw/its/training/TEVAL/FIF himl

4/23/2010
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Faculty Information Form

Answer the following questions about your course. All responses are aptional.

[} Lecture

[] Seminar

[ skills/activity

(7] Laboratory

(] Field experience
[] Studio

[] Clinic

(] Recitation

[} Practicum

] Other

 Much too large
N

./ Too large

i+ About right

> Too small

O Much too small

1. This class is best described as: (choose as many as apply)

2. For a course of this type, the number of students in the class was:

Page 2 of 2

Note: Your responses will be included in the section at the bottom of your TEVAL Report.

3. Click Save & Continue.

Return to Top

Contact the IT Help Desk for help
785-532-7722
helpdesk@k-state.edu

http://www k-state.edw/its/training/TEV AL/FIF .html

4/23/2010



Online TEVAL Tutorial

Page 1 of |

Selecting Templates A Previous | Next B>

Selecting templates consists of selecting the core template and then if needed. selecting additional

templates.

1. The TEVAL Core Questions are selected by default.

Template Selection
Core Template:

Choose one of the following to use as the core template for your TEVAL.

Choose Template: | TEVAL Core Ouéstions v

Note: If you want to view the TEVAL Core Questions, click the View button.

2. If you want additional templates, in the Additional Templates section, select a Category

and a Template.

Additional Templates:
Choose from the following additional templates below to add them to your TEVAL.

Category: | Home/Food Econaomics i
| N [ .. o end

Template: [FODd Prep _

Selected Templates: The evaluation does not currently have ary add-on terplates.

- [~dd) (View]

3. Click View to see the question(s) on the template before adding it.
4. Click the Add button to add the selected template.

1. Food Prep Remove]

Selected Templates:

5. Click Save & Continue.

Return to Top

Contact the IT Help Desk for help
785-532-7722
helpdesk(@k-state.edu

http://www k-state.edw/its/training/TEV AL/Template. html

4/23/2010
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Creating Additional Questions “ Previous | Next P

At this point, you must do one of the following:

Choose to proceed with the TEVAL without adding your own questions by clicking Save &
Continue.
--OR

m Create your own additional questions as described below.

Before You Begin Creating Questions

During this step, you must select all question types you want to add to your TEVAL. You will
not have an opportunity to create question types that you don't select during this step. The
following are the available question types:

Scale

Multiple Choice

Short Answer

Copy Additional Questions from Existing TEVAL

Creating Questions

1. Click the check box next to each type of question you want to create:

Additional Questions
You can hoose to add addnondl gueshons 1o the erd of your sumey, Check the nuestie types you wiookd Be 1 ndude
Seabe

Mple Choke
__J5hort ancwer

Clcooy ssdtinnst Quastions f-om Exsting Tevd: — salecttzvn) ~ v

Stuxsants will dhways b seovded a space e Adduonal Comments.
NOTE: Seale cpastions wll appinar o thie TEVAL frst, folteod Dy rrdtioh chionce, than short aewens, s sk ongd comments bist.

I: Backio Templates *

2. Click Save & Continue.

Note: If you selected to add all question types, you can proceed through this tutorial by clicking
next at the top of the screen. Otherwise, you can use the Icft navigation menu to read instructions
about the specific question types you chose to create.

Example

This is an example of what screens will be presented to you based upon what you chose in step 1.
You can read through this example or you can use the left navigation menu to read instructions
about the specific question types you chose to create.

In the following example. scale and short answer questions are selected.

http://'www k-state.edu/its/training/TEV AL/Questions. html 4/23/2010
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Additional Questions
You can choase 10 300 additiond questions to the end of you survey. (hedh: the question types you wiuld e to ndude.

v Scale
) Muligle Choice
v Srewt Arisvons

[[1zomy addmional Questins fram fastng Paval — »;e-lemew;l -

Studenits wil dwars be prowdedd a spuce for Addtions Corments,
NOTE: Scade quashizrs wil soper oo the TEVSL fust, folowed by multiple choece, then shert answar, and add bonal comrnents last.

In this example, scale and short answer question types were selected. Therefore, those are the
only question types that we will have the opportunity to create. Notice the buttons Create New
Question and Add Short Answer below. After you have finished creating scale questions. you
then click Add Short Answer to proceed to adding the next question type chosen.

Scale Questions

The s Gastons you've orestert s isted Deliew. To Create more, cick on th Criute Cosmshioe Bution. You Gan woeder your
Questians by sekacten) 3 NBw Question nume Som the dropdown e to the guestan vou wish 10 fagve. T &xBt questions, cid:
or: the queshon test. To detete, ek on this Dt bution next 10 the aproptate quaston.

(Caeo&e Parve One&!;o—nl

Notice the buttons Create New Question and Import Roster below. After you add short answer
questions, you then move onto the next step in the TEVAL creation process which is importing
the roster.

Short Answer Questions

The short answer questions you've created e leted below. To creats more, ciek on the Create (uestion button. You can neodes
your questons by selecting 4 maw guesbion number fiom the dropdown rext to the question you wish to move. T edit questions,
cick on the guestion text, To delete, cick on the Delete button rext to the sppropriate queston.

Create New Cueslion

1 v, Bieass prode conments shouk the Qo teQieet [Oeieis)

Return to Top

Contact the IT Help Desk for help
785-532-7722
helpdesk(@k-state.edu

http://www k-state.edw/its/training/TEV AL/Questions.htm! 4/23/2010
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Scale Questions
1. Click Create New Question.

Page 1 of 2

-+ Previous | Next p

Scale Questions

| Crante New Gupsios |

The scae questions you'vir cratin! are ited beiow, To creates troee, ook on ther Creade CQuestion Butten, You can reorder vo.r
questions by selacting 2 new question rumber from the dropdown re: t 0 the querton you wish 1 move. To edit auesticns, chek
o the guestion text, To delzta, chek o the Daetete hattor: mext to the spnropnets question,

2. In the Instructional Text for Students box, type instructions if needed.

3. Select the number of labels you want and then type your labels in the label boxes.

Scale Question

Instructional Text for Students:

May Charactory = Y0

S —

1.

2
3.
4
5

Select humber of labels E}

4. Type your questions in the question boxes.

http://www k-state.edu/its/training/TEVAL/Scale.html

4/23/2010
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.. The group project was
L1 v' helpful.

Enter Questions (questions can be reordered using the numbers to the left)

I/ (Cancel I ‘

‘fj:“ l Save Question|

Note: If you want to add additional questions, click the Add Question button.

5. When you are finished creating your question, click the Save Question button.
6. Continue adding this question type (Create New Question) or proceed with the next step in

creating the evaluation by clicking the button in the lower-right corner which could be

another question typc or importing your roster.

Return to Top

Contact the IT Help Desk for help

785-532-7722
helpdesk@k-state.edu

http://www k-state.cdu/its/training/TEVAL/Scale.htm|

Page 2 of 2
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Multiple Choice Questions
1. Click Create New Question.

Page 1 of 2

« Previous | Next b

Multiple Choice Questions
The madtpie chisce cuestiors youve created are brted Below, To create moe, kb on the Usate Question button, You ¢an
rsorder Your questiors by selectig a nesw quiestion rasrbee fiom the cropdown niext to the quz:tior you wish to o2, To edit
fuestions. thok on the guestion text. To defete, cick on the Celete bution next 10 the anonnste questcn.

] Cieole New Quustion)

2. In the Instructional Text for Students box, type instructions if needed.

3. In the Enter Question box, type your question.

Multiple Choice Question

Instructional Text for Students:

Enter Question:

What grade would you have given yourself
for the amount of effort you put into the
group project?

Mge Chsysvsss = SO0

4. In the Enter Answer Choices boxes, type the answer choices.

Enter Answer Choices:

1A

{

2.{8

3lc

|
=
|
|

| More Answer Choices

Display Answers as a:
@t O Dropdown

Allow Multiple Answers to be Selected:

OYes ‘@‘No

: |Save Question| -

w

-

http://www k-state.edu/its/training/ TEV AL/Multiplechoice htm]

4/23/2010
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Note: If you want to add additional answer choices, select the number you want to add in
Add More Answer Choices list.

Choose whether you want to display your answers as a list or a dropdown.

Select whether you want to allow multiple answers.

When you are finished creating your question, click the Save Question button.

Continue adding this question type (Create New Question) or proceed with the next step in
creating the evaluation by clicking the button in the lower-right corner which could be
another question type or importing your roster.

®© N oW

Return to Top

Contact the IT Help Desk for help
785-532-7722
helpdesk@@k-state.cdu

http://www k-state.edw/its/training/TEV AL/Multiplechoice.htm] 4/23/2010
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Short Answer Questions 4 Previous | Next b
1. Click Create New Question.

Short Answer Questions

The short aowet questicrs you've created ae Istad below. Yo create more, ciek on the Create Question Eutton. You can reprder
your questions by selectng & new questiza rurber fiom the diopdown naxt 1o the question you wish 10 move. To edt questicrs,
chck on the gueston text. To delete, chik on the Dzlete butter next to the angeccnaie Queston,

J Croate New Question]

Sty oty oSy
41 Praview Additional Quest
B R 08 I 0 N S B I N s e R

2. In the Instructional Text for Students box, type instructions if needed.

3. In the Enter Question box, type your question.

4. In the Responses Should Not Exceed box, type the number of characters you want to allow
for the response. The system will not accept any characters over the amount you set.

Short Answer Question
Instructional Text for Students:

Mae Chaysoisrs = S000

Enter Question:

Please provide comments or concerns
relating to the group projecct.

M Chsrectsry = Z000

Responses Should Not Exceed: B@ij Chars

iw[CanvceI‘ : : = : : ISE‘ivéOuestion{‘

5. After you have finished creating the questions, click the Save Question button. ‘
6. Continue adding this question type (Create New Question) or proceed with the next step in
creating the evaluation by clicking the Import Roster button in the lower-right corner.

Return to Top
Contact the IT Help Desk for help

785-532-7722
helpdesk(@k-state.edu

http://www k-state.edu/its/training/TEV AL/Shortanswer html 4/23/2010
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Copy Additional Questions from Existing TEVAL < Pcvious | Next p-

Note: To copy additional questions [rom an existing TEVAL, choose this question type, select
which existing TEVAL you want to copy the questions from and then the system will
automatically add the additional questions to your current TEVAL.

1. Chck the Copy Additional Questions from Existing TEVAL option and then select the
course reference number from the list. The reference number represents a set of TEVAL
questions from a previous semester.

2. Click the Preview link to view the questions.

V¥ Copy additional Questions from Existing Teval:l FIN450 (Fall 2007) _:‘ PREVIEW/|

3. After you have finished previewing the questions, click Close Preview.
4. Click Save & Continue.

Note: Questions you have entered from the previous TEVAL will automatically appear under
each category of questions (Scale, Multiple Choice, and Short Answer).

Contacet the IT Help Desk for help
785-532-7722
helpdeskk-state.edu

hitp://www k-state.edu/its/training/ TEV AL/copyQuestions.html 4/23/2010
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Import Roster 4 Previous | Next b

Your class roster will be imported from K-State Online. To import your class roster, do the
following:

1. In the Select a Course list, select the course you want to evaluate.
2. Click the Select a Section check box next to the section you want to import.
3. Click Import Roster.

TEV ﬁ“ TEVAL Report: Student Ratings of Instruction

Cantpr S e Aasr.ermmm' ofTgactyiq wémrg o Fratp Lspersity e SinOut

Import K-State Online Roster

To #rooet students om your K-5tate Grline roster. SeIRCT & Sourss anxd the aporopnato wtsons. Ther chck on the Tmpoe! Boster
tutton. The surenary of the oot wil be updated and you can vigw 4 st of the mgeeted shssnts by g <o thi View
imperted Students,

Select a Course:  Tenval 101 ‘.‘3?‘""}3 2006 >

Sefect 2 Section: [T pup 1130

4. Choose to go Back to Roster Import or click TEVAL Dates to proceed to assigning dates
when your TEVAL will be available.

% Sign Dut

Sally el :w.»?l:,'(.‘% ks ey
Joe Jores el kspody
Baby Betry bub@ksu.edu
James dnlwsen fomesg kaedy

| Backis Rosterlmgon |

Note: When the Back to Roster Import button is selected, you will sec the course name, the
last date the roster was imported, and the number of students imported.

Return to Top

Contact the IT Help Desk for help
785-532-7722
helpdesk@k-state.edu

http://www k-state.edu/its/training/TEV AL/roster.html 4/23/2010
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Assigning Availability Dates “d Previous | Next b
You must select the dates you want to the TEVAL to be available to your students.

1. In the From box, type the date you want the TEVAL to start.
2. In the To box, type the date you want the TEVAL to end.

Availability

Select when your TEVAL will be offiered to your studants as wat a3 how often they val be reminded to complete it.
Dates of Avaiability

Choose the dates that students wi be ab% to access this TEVAL.

HOTE: Dates are to fal betwaen 06710402 and 12/14/67.

From: * l?UJ'OUU?
MDD

Yo * {1ano07
T amDofrr

3. Select how often you want a reminder and then select the number of maximum
reminders you want sent.

4. Leave the default initial and reminder messages or add your own additional instructions.

£-muil Reaniner

Aneemdd wl e 10t out MRESY MUdints 1o Comee thay TEVAL F sy Rave rot abeudy doak 54,

Send z:lrewdef mewsage eyt |- wifiays :m:ﬂb‘«mm ot |- vg;ewwdas hipee beer st o e ead cate & reachad,

Initial Message (Rext for fivst @ roal):
TRE QLT AT IBBLEUELAY 2Qr FLiqan
cenmpinte TUoa nnline 'Lv’!.“:&‘.. Suzvey

Reminder Message (text for reminder e-mails):
Thiz i 3 reminder shel the ouugse sassragiwr fo:
FINALT 1 ssiking uhsr pru complete the eniite
Fex2my ChRia semsatey . You Lave w2t dine ihis

TEVAL

.

T~ Send a<ony of D trgral emal t the et

5. Click Done.

Return to Top

Contact the IT Help Desk for help
785-532-7722
helpdesk(@k-state.edu

http://www k-state.edu/its/training/ TEV AL/dates htm] 4/23/2010
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TEVALSs can only be edited if it has not been accessed by at least one student or if it is past the
available date.

fa—

. Click the TEVAL List button.

2. On the TEVAL List page, click the Course Title or Course Number link to edit the Faculty
Information Form or click the specific section you want to edit -- FIF Questions, Templates,
Additional Questions, or Roster.

3. Make your changes.

4. Click the Save & Continue button to save your edits.

Note: If you don't need to make changes to additional sections, click the TEVAL List link to
return to your TEVAL Listing page. Otherwise, you can continue to click Save & Continue
and progress through your entire TEVAL.

TEVAL List
Creahe & rew TEVAL or o0k on exxsting TEYAL from the st

g&ﬁbﬁmﬁ%{m\}; e T YT

Croale NewTE\?‘_«L :

S

Engish 101 %6525 MW F 200 - i) (Gommary)
B Cuestiors
Temolates

lmteq b0 Busness ‘ - D @L@

Ackmaveiraton B st 200 fekitonad tiQ Syaladty o () o &}
Questions

Contact the IT Help Desk for help
785-532-7722
helpdesk@k-state.edu

http://www k-state.edu/its/training/TEV AL/edit.html 4/23/2010
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Deleting a TEVAL “f Previous | Next B

Deleting a TEVAL is permanent. However, once a TEVAL has been accessed by at least one
student or has passed the available date. you can no longer delete it.

1. Click the TEVAL List button.
2. Click the Delete button next to the TEVAL you want to delete.

Note: The TEVAL will no longer be accessible to students.

T EVAL TEVAL Report: Student Ratings of Instruction . Sion Qut
L Lntar or U Advancemant of Tercling s Leamixg ot Fansss State Lokersity X200 Y.

PR

TEVAL List

Creste a new TEYAL or edt an exstng TEVAL from the list,

Cominnication Tooks 14 MWF 4/5 (80%) % (Summary)
Techookogy 1 the Clissroom  [T734XE Tusi  ss(oow vgw B (Surmmnaey)
Tedhnicd Wiiting ED343 U1 o/ 0 [aa) Eﬁﬂ:ﬁ ' (Sueotmary)
ﬁm‘m Tookand  yrasg Me00 0/5 (00%)  incomeiate % (Bummary)
gg:g&dmazkn N g0 MWE13  0f ) [er Bl %

Contact the IT Help Desk for help
785-532-7722
helpdesk@k-state.edu

http://www k-state.edu/its/traming/TEV AL/delete.html 4/23/2010
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Viewing TEVAL Responses

1. Click the TEVAL List button.
2. Click the Summary button.

Page 1 of 1

-« Provious | Next e

3. You can view the anonymous responses for all questions as well as response statistics.

o,

TEVAL

TEVAL List

Creaty a row TEVAL or #dt anexstng TEVAL from the lst.

8 Cioore New TEVALY

Comrunication Tooks

TEVAL Report: Studdent Ratings of Instruction
Loy For O ANSCCnent OF Feachey ard Lasrriesy & Kansas Slaty

o i s Y

177490 MWFOD0O  4/5 (80%)
Technology n the Classcoom  [T734XE TUBI0 S5 (100%) YIEW
Technicd Wiiting ED343 U 130 () [em Bl g@%
gm;nm Taoks and IT450 800 0/5 (00%)  incommplete %—
g%&ﬁ;dmm" " ecae0 MWENI3 0/ () ler B1 %

Contact the IT Help Desk for help
785-532-7722
belpdesk@k-state.edu

http://www.k—state.edu/its/training/TEVAL/responses.html
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Assistance <« Previous

If you have questions about the TEVAL process not explained in this tutorial, contact:

Dr. Vicki Clegg, Director

Center for the Advancement of Teaching & Learning
785-532-7828

velegg@ksu.edu

If you are having trouble accessing the TEVAL system please contact the iTAC Help Desk at 532
-7722 or 1-800-865-6143.

Contact the IT Help Desk for help
785-532-7722
helpdesk(@k-state.edu

http://www.k—state.cdu/its/training/TEVAL/assistance.html 4/23/2010



