On-line/Web Evaluations – Frequently Asked Questions

When are web/on-line evaluations distributed?

The evaluation period begins the Monday of the last week of the class session and lasts for one week (unless otherwise specified). During the fall and spring semesters, this is the week prior to finals. During the summer semester, this is the last week of the session.
How long will students have to complete the evaluation?

Students will have one week from the original issue date to complete the evaluation.
How will students receive the evaluation?

An e-mail will be sent to students’ EIU e-mail at the beginning of the evaluation period. Students will then access the evaluation via the link contained within the text of the e-mail (The text of the e-mail also contains the instructor’s name, course and section numbers, and the amount of time students will have to complete the evaluation). Midway through the evaluation period, students who have not yet responded will also receive a reminder e-mail. Student e-mail addresses are obtained via the course roster in Banner.
How will my students be notified that the evaluation is going to be on-line?
It is up to the course instructor to inform students that the evaluation will be web-based. It is recommended that this take place a week before the evaluation period. 
Recommended instructions for your students:

1. An e-mail will be sent from The Office of Academic Assessment and Testing to your EIU account on the Monday of the last week of class. You must access the evaluation via the link contained within the text of the e-mail. Do not manually forward the e-mail to any other e-mail account(s) you may have, as this will prevent your feedback from being received (You would be able to access the survey, but the data will not submit). If your EIU e-mail is set up to automatically forward your messages to another account you will still be able to submit your feedback. 
2. You will have one week to complete the evaluation. 

3. If you encounter a problem accessing the evaluation, or are having trouble once you have accessed the evaluation, please contact the Help Desk at 581-HELP (4357). 
4. All responses are strictly anonymous. 

Can students submit more than one response or can someone who is not enrolled in the course submit a response?

There are safeguards to prevent a student from submitting more than one evaluation; a code is created to correspond with each e-mail address tied to each student. If students forward the e-mail to their home account or to someone else’s, they will still be able to access the evaluation and it will appear that they are submitting data. However, data is not actually submitting. 

While the program is able to identify individual evaluation participants, all responses are strictly anonymous.
Students who have dropped the course will only be able to submit a response if he or she is still listed as enrolled in BANNER. The Office of Academic Assessment and Testing cannot make changes to rosters in BANNER.
What if there are any problems?
If there are any issues/system problems and it is during your course’s evaluation period, you will be notified via e-mail by the Office of Academic Assessment and Testing as soon as we are aware of the problem. 
If a student states to you that he or she is having a problem with an evaluation, please advise him or her to contact the Help Desk at 581-HELP (4357). If possible, please try to keep the following common issues in mind:
Student doesn’t receive the e-mail containing the link to the evaluation. Three things have caused this type of issue: 1) Student is checking the wrong e-mail account; 2) Student disregarded the e-mail or it automatically went to his or her “junk” folder; 3) The e-mail address is incorrect in Banner.
Student receives “Page not found,” when accessing an evaluation. This has mainly occurred when the student attempted to access an evaluation after the evaluation period has ended. It can also occur if the CATS server or EIU network is down. 
Student should not have received an evaluation e-mail. This occurs very rarely, and happens when a student dropped the course but is still listed in the roster in Banner. The Office of Academic Assessment and Testing cannot make changes to rosters in BANNER.
