SmartEvals Manual for Departmental Heads and Deans

Step 1: Access to SmartEvals

e Click on the link in the email that you have received from SmartEvals

e Login with your US username and password

This will appear on your screen after you have logged into the system
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! The SmartEvals system makes use of terminology such as ‘evaluation’ and ‘results’. At SU, we, however, prefer the use of
the terms ‘feedback’ and ‘data’ instead. SU regards Student Feedback primarily as a source for Professional Learning.




Step 2: Viewing department’s response rates

e Toview the response rate of your department please hover over the Reports tab
e Click on Response rates
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e Adiagram will appear showing the number of students that completed and did not complete

their surveys

Step 3: Viewing reports

e Hover over Reports tab, move down the list and click on Download PDF Reports
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o Alist of all the feedback reports for the lecturers in your department will appear. See
example below.

e Click on View to download the pdf report
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