Faculty Course Evaluation Report

This report is designed to allow faculty to run a report of their University Course Evaluation results for a
selected semester. The report may be run at any time during the year, and for any semester from Fall
2010 forward, except during the evaluation period each term.

1. Be sure pop-up blockers are either turned off in your browser or set your browser to always allow pop-
ups from sis-cs-prod.uttyler.edu.

NOTE: Follow these set-up steps a. through c. only for the first time you retrieve your course evaluation
report. From then on, go directly to the Course Evaluation Report link.
a. Click on the “Faculty/Staff Home Page” tab:

| My Page Faculty/Staff Home Page

b. On the right side panel, click “Set User Defaults”, type in the “SetID” box “UTTYL” as shown:
| UserDefaults 1 " User Defaults 2 | User Defaults 3 y Us

User ID: Name:
SetlD: UTTYL Q

c. Click Save.

2. In myUTTyler, navigate to the System Access and click on Course Evaluation Report.

LU TV(IPER

Home | UT Tyler Home Page

My FPage Eaculty /Staff Home Page StudentHome Page Select One: v
Personaice Content Layout  Thu,Nov17,16 .49 AM Homepage Hel
Enterprise Menu | O v | Notifications | o ~ | System Access | 0 v |

b UTZ Customizations Collection of links to systems used on campus.
b Help 7 Student Center
D System Access ATTENTION: PARKING PERMITS ARE REQUIRED ON CAMPUS
D Search/Browse Catalog ] Evaluate My Courses
b Usetul Links Pease check your account to see If you have a Police Hold (PD1) due to = Astra Schedule
U Worklist outstanding citations. Any account holder who has a police hold WILL
D Reporting Tools NOT be issued a parking permit until the hold is removed. ¥ Blackboard Learning
My Personalizations =
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= SetUser Defaults
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°
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o Player ¥ UT Direct
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3. Course Evaluation Summary Rpt
(If you have previously set up a report name, go to Step 3b.)

3a. For first-time report setup: Click “Add a New Value”. In the Run Control ID box, type a generic

display name that will help you to identify your report for now and for future semesters; ex:
“Course_Eval_Rpt”. Name should have no embedded spaces. This initial setup is done only once.

Click Add.
Go to Step 4.

Course Evaluation Summary Rpt

Find an Existing Valwe Add a New Value

Run Control ID:|Crse_Eval_Report

_ pad |

Find an Existing Value | Add a New Valuse

3b. Once setup (Step 3a) has been created, simply click “Find an Existing Value” and click Search to find

the report name you set up in Step 3a. Click on the name of the report in Run Control ID column.

Course Evaluation Summary Rpt

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Agda New Value

Limit the number of results to {up to 300); [200
Run Coentrol 1D: begins with |
[ Case Sensitive

Search | Clear |Eaaic Szarch |8 Save Ssarch Criteria

Search Resulis

Run Controd ID
Crse Ewal Report
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4. Course Evaluation Summary Report

Term: Type in the term code of your choice. Use the magnifying glass for help with Term codes. Type in
the calendar year in the Description Begins With field to see codes for Fall, Spring, Summer of that year.
Session: Select “Regular” for the normal long session or select another session code, as appropriate for

your class(es).

Include Student Comments on Report?: Check the box to have the comments included in the report.

Click Run

Course Evaluation Summary Rpt

Course Evaluation Summary Report

Run Contrel ID: Crs=_Eval Report Report Mansger  Process Monitor Run

Parameters

Term 2122 O 2012 Spring
Session  Regular -

Include Student Comments on Report® [

Emlammbmmlf ='s.:.s'.s:|+[imnllal|£muﬁ'| B Add | F| UpdzteTisalz

5. Process Scheduler Request page will display.
Type: Emalil
Format: PDF
Click Distribution

Process Scheduler Request

User |D: FAC_TESTZ Run Centrol 10 Crse_Eval Report
Server Name: - Run Date: (13142012 W
Recurrence: - Run Time: |1 1:12: 2144 SN (B T |
Time Zone: =
Process List
Zslect |Description Procass Mams Procass Typs “Typs= “Format Distribrtion
[ ¥i Diescription Email | PDF ~ Distribution

NN\

Ok Cancel
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10. Distribution Detail

Folder Name: Leave blank.

Retention Days: Leave at 7.

Email Subject: Add any text that will be meaningful for you when it hits your Outlook Inbox.

Message Text: Add any text desired.

Email Address List: You may enter an email address here if you wish to send a copy to someone other
than yourself.

ID Type: Select “User”

*Distribution ID: Your User ID should default here in all caps, such as “JRFACULTY”. (This is the User

ID you use to log in to myUTTyler.) This information is used to find your email address, which is stored
elsewhere in the system.
Click OK

Distribution Detail

Process Name: UTTCO0010

Process Type: S0OR Report

Folder Name:; -

Retention Days: 7
Email Only

Email Subject: Email With Log: [ Email Web Report:
My Eval Report

Message Text:
Here it is!

Email Address List:

Distribute To
*D Type *Distribution 1D
User » [FAC_TEST1 Q [+ [=]
OK Cancel
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11. You will be returned to the Process Scheduler Request page.
Click OK
Your report should only take a few minutes to run.

Process Scheduler Request

User ID: FAC_TESTZ Run Centrel ID: Crs= Eval Report
Server Name: - Run Date: |25/ 1472012 i
Recurrence: - Run Time: |11:13:21AM Resst to Current DateTime |

Time Zone: a

Process List
Sslsct |Description Process Mams Procass Typs “Typs *anut Distribution

Drescription Emai . PDOF - Distribution

oKk | Cancal |

12. You are returned to the Course Evaluation Summary Report page. Notice near the upper right
corner there is a Process Instance number displayed. This indicates that your report is running.

Course Evaluation Summary Rpt

Course Evaluation Summary Report

Run Control ID: Cree_Ewval_Report Report Mansger Process Monitor M

Process Instance: 1019742

Parameters

Term Z1ZZ O 2012 Spring

Session  Regular

Include Student Comments on Report® [

B 5a= | L. FelumboSaarch | o[l Srevioss nLE ¥E:WHLH|:'-_-':M‘I_|'| [E Add | ] Und==Tisplz
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13. Check your email. The sender address will be tcsprd@uttyler.edu. Your report will be an
attachment.

14. Save the PFD report to your files for future reference.

15. For assistance with this report, email instructorevals @uttyler.edu.
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