Tenure and Promotion Reporting Instructions

Sign into your SmartEvals account at SmartEvals.com.

Please Login

myGHC Network ID:

username@highlands.edu

Our Confidentiality Promise
to Students:

We want all students to feel safe when completing evaluations on our site. Let us.
assure you that our company will never release email addresses or any other
Pgrsona‘l‘jgformatiom We also promise to keep your submissions confidential. We
o "n_i‘e( '"SEMSZBE?gH?MQETR?‘ your school-connec( you (o. your
etatuations. We will only give the school compiled data with no student identifiers.
Your evaluations will assist your school in determining how to provide you with the

If your opening screen is not the myEvalCenter, navigate there utilizing the myEvalCenter
option in the top header.

myEvalCenter ) Edit + | Reports ~ | Change Password ‘ Help ~ ‘ Log out ( ; I I( :
‘GEORGIA HIGHLANDS COLLEGE

myEvalCenter

Your survey collection has closed. Below you'll find a few ways to get your reports, read comments, and see how you
can boost your response rate even more next semester. You can customize your reports so they are tailored to your
needs.

Real Time Response Rate

)

See PDF reports >
Customized reports >

Rate Us .
sbonse rate tins > -

Once on the myEvalCenter page, click Reports, then Historical Reporting on the navigation bar
across the top.

myEvalCenter | edit ggf] Reports - | Change Password

Help = ‘ Log out

Evaluation Previews '
myEvalCenter \
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This opens the Report Wizard screen. Make sure Class-by-Class Reports is selected. Uncheck
the Calendar Years to change the selection to reflect Academic Years. Finally, click All Years,
All Divisions. Please note, if you have been at GHC for several years, you may need to click
Show All Years to get the All Years, All Divisions option within the middle section.

myEvalCenter | Edit ‘ Reports + ‘ Change Password ‘ Help + ‘ Log out

. Choose an [ Use Calendar Years
Which Reports Do You Want to See? Acadamic Vaar OR E Choose a School
=
Class-by-Class Reports ’ 2023Fall-20245um School of Humanities
2021Fall-20225um
g Course Title Totals

2018Fall-20195um
01@)
(1) see Help Videos
7 2017Fall-20185um

All Years, All Divisions

Your screen should now look like this. Next to the See button in the Questions options, click
Choose.

B G | Edit « | Tereim o | Gremg e ‘ e < | g ( ; l I C

GeorGIA HiGHLANDS COLLEGE

Q: .l ',, 2023  Spring | ENGL Il Undergraduate Asynchronous
- Instruc

) ENGL Asynchronous
m 2023 | Spring | ENGL sarn [ HE Undergraduate |
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Ensure that all the questions are selected by checking the check box at the top of the column.

Click Save.
Choose Questions { save ) close
These are the questions used by this Time Period, sorted by order of usage

SOl e [ e

000y |

The web page quality of this course was good. 269 137870
The technology used in this course aided in my understanding of the subject matter. 268 137871
v Instriictar nrecent< infarmatinn at the ctiident’s level af 11nderstanding 268K 127RR7

Make sure the See button is still highlighted (orange).

myEvalCenter | Edit ~ | Reports | Change P3 d ‘ Help ~ | Log out ( ; l l ( :

GEORGIA HIGHLANDS COLLEGE

Customize

ENGL Asynchronous
1101 - Undergraduate Instruc

Spring | ENGL - E’:‘,EL - Undergraduate é\spy}rlc‘fjronous

Scroll to the bottom of the page. Click Semesters.
Narrow Your Results For This Visit *

Filter by: Years Courselevels Course Types

* Affects all wizard reports you view, as well as charts
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Make sure all semesters are checked. Click Save.

|
Choose semesters to @

see on your reports

Fall 120
Spring 140
Summer 150

Scroll to the bottom of the page. Click Years.

Narrow Your Results For This Visit *

Filter by: Course Levels  Course Types  Semesters

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

Make sure the last 5 academic years are checked. Click Save.

2% mwfoi.smartevals.com/reporting/Summary/ChooseYear.aspx?questions=common&... &

-~

Choose which years you would like ( save ) Close
to see for all summary reports and
charts

2024Fall-20255um

AN

N

2023Fall-20245um

N

2022Fall-20235um

v 2021Fall-2022Sum

2020Fall-2021Sum

2018Fall-20195um

2017Fall-20185um

W | a019ran20205um
O
[l
O

2016Fall-2017Sum -

A

Scroll through the list to ensure all semesters for all 5 years are listed.
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Click the Export icon at the top left in the header.

Select CSV the Export to... drop-down menu.

LT

csv v

Wait for the download to complete.
Once complete, open the file in Excel.
Save the file to your computer.

Your file is now ready to submit.

If you would like to include comments on your report, please use the following steps.

Sign into your SmartEvals account at SmartEvals.com.

Please Login

myGHC Network ID:

username@highlands.edu

Our Confidentiality Promise
to Students:

We want all students to feel safe when completing evaluations on our site. Let us
assure you that our company will never release email addresses or any other

f unknown logi
formation. We also promise to keep your submissions confidential. We

et inspugiess,85 SdmIpisALqEat your school connect you to your Login Now

5. We will only give the school compiled data with no student identifiers.

Your evaluations will assist your school in determining how to provide you with the
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If your opening screen is not the myEvalCenter, navigate there utilizing the myEvalCenter

option in the top header.

myEvalCenter [DEdit ~ | Reports | Change Password ‘ Help + | Log out ( ; I l

myEvalCenter

Your survey collection has closed. Below you'll find a few ways to get your reports, read comments, and see how you
can boost your response rate even more next semester. You can customize your reports so they are tailored to your
needs.

Real Time Response Rate

o

See PDF reports >

Customized reports ’

Rate Us .
suonse rate tips > -

Scroll down the screen to click Download PDFs.

myEvalCenter ‘ Edit ~ | Reports | Change Password ‘ Help | Log out

< E Download PDFs > >

Standard report >
./"ii Charts and graphs >
l!!!! Percentile rank analysis b
D Comment Analysis > °
Survey results >
Q‘ Email PDF reports to yourself >

Select, or expand, the semester you’d like to download. For this example, let’s use Fall 2023.

Fall 2023 ENGL [N Response

Asynchronous Instruc Rate

ENGL 1101 [
33%

Start: End: Reports:
10/02/23  10/08/23  10/11/23 (6/18)
12:01AM  11:59PM  12:01 AM
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Click the course for the report you wish to download. For this example, let’s use ENGL 1101.

Fall 2023

Fall 2023 ENGL]J | Response

Asynchronous Instruc Rate
- 33%'

Start: End: Reports:

10/02/23  10/08/23  10/11/23 (6/18)

12:01AM  11:59PM  12:01 AM

Wait for the download to complete.

Once complete, open the file. Below is an example of the file you will receive.

Georgia Highlands College I I

Fall 2023, ENGL|

Instructor; Groaois Hichiaxn Cotlece

I Y 0 Gl
Avy K

1 Course instruction increased knowledge

2 Instructor helped develop academic skills

1 Instructor enthausiastic about teaching

4 Assignments were clearly explained

5 |Evaluation methods clear! consistent

6 Instructor feedback mcrcased student success
7 Instructor adhered to course policies

8 Course instruction was effective

Text Responses

Which aspects of the instructor’s teaching have been most valuable to your learning?

Which features of this course did you find the most useful?

What would yon suggest for improving the instruction of this conrse?

Save the file to your computer.

Please contact the IESI Department for further questions or concerns at IESI@highlands.edu.
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