SEOF FACULTY GUIDE, FALL 2025

A. Faculty Instructions for Online Administration
B. How to Add the MyClassEvaluation link to Your Blackboard Course Site
C. How to Navigate Through Your MyClassEvaluation Account

D. FAQs regarding Online Student Evaluation
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The Online Evaluation Challenge:

Raising Student Participation in the Student Evaluation Process

We know that our faculty are deeply concerned about rates of student response. No matter how
straightforward and efficient online administration of these evaluations may be, there’s just no
point if students don’t participate. Over the past semesters, Faculty Services has actively
explored best practices and strategies for raising student participation rates.

Based on faculty feedback, input from the SEOF subcommittee, and focus groups held with
faculty and students, we’ve identified the following best practices for raising student
participation:

1. Tell your students that their participation is important -- and tell them why. Our
focus groups strongly indicate that students believe that faculty “doesn’t do anything” with these
student evaluations, and so there’s really no point in completing them. Share with them the ways
in which their feedback shapes your pedagogy, your course construction, etc.

2. Make time to save time. Students tell us that they love doing their evaluations online, but
have trouble finding the time to do them out of class.

¢ As with prior paper administration, faculty are required to reserve 20
minutes of in-class time during the evaluation period for students to pull out their
Smartphones, laptops etc. and complete their evaluations on the spot.

e Reassure those students who don’t have mobile devices in class that they have plenty of
opportunities and venues to submit their evaluations outside of the classroom.

e Ifyou use Blackboard as part of your course set-up, consider adding the
MyClassEvaluation URL link (page 3).

3. Talk them through it.
e Share each step as outlined in the faculty administration instructions (page 3).
¢ Remind your students to check their John Jay email account regularly and to be on the

lookout for student evaluation emails —and make sure your John Jay account is up and
running as well.

e If students run into trouble when filling out the online evaluations, encourage them to
use the Help Options on the MyClassEvaluation website.
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A. Faculty Instructions for Student Evaluation Administration

All student evaluations of faculty will be conducted online through our online system,
MycClassEvaluation/IOTA Solutions.

Step 1. Be Aware of the Evaluation Period

The student evaluation period for any courses within a given semester will typically fall within one
to two weeks before the last day of classes for that semester’s academic session. For Fall 2025, the
evaluation period for Main and 8-week 2 session courses is Tuesday 12/2/25 through Monday

12/15/25 (11:59 pm).

Step 2. Identify your in-class window

Determine at what point within the evaluation period you’ll give your students 20 minutes of in-
class time to complete their online evaluations.

Step 3. Communicate with Your Students

=Remind students of the evaluation period as well as the specific date and time you’ve set aside for
completing their online evaluations in class. Encourage them to bring their mobile devices,
laptops, tablets, etc., to class so that they can access their evaluations during this designated time.
Be sure to reassure those who do not have access to these devices in class that they can easily
complete their evaluations outside of class at any of the public computers

available to JJ students throughout the campus.

Remind students that in addition to the opportunity that you have provided them in class,

they can access their online evaluations at:
S

https://jjc.mce.cc/login.aspx?

And log in with their jjay email and EMPLID.

All your students need to do is log in with their John Jay e-mail and password when prompted,
select your course from their personalized course listing, and complete their evaluation.

Please also remind your students that if they experience any difficulties in logging in to their
evaluations, they should refer to the HELP and FAQ pages on the MyClassEvaluation web site,
and/or contact the Student Evaluation of Faculty Coordinator at seof @jjay.cuny.edu

When the evaluation period is complete, and all final grades for a given semesters courses have
been submitted, you will be able to directly access the results for your online evaluations. You’ll
receive an e-mail from MyClassEvaluation/IOTA Solutions in about two weeks after all final
grades have been submitted.

[aN]

[aN]
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C. How to Navigate Through Your MyClassEvaluation Account

STEP 1: Go to the Results website at http://jjc.mce.cc/results

This is what you’ll see:

« C' & hitps:/jjc.mce.cc/login.aspx?ReturnUrl=%2fresults ¢ 7
COLLECE
[13
iﬂ CRIMINAL
JUSTICE
Home FAQ My Evaluations Need Help? Terms of Use [LlogIn]

Log in to access your results

Username:

Password:

Log In

have a question? made a mistake?

STEP 2: Log in as indicated.

- Your username is your full John Jay e-mail address.

- Your password is your CUNYfirst EMPLID.
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STEP 3: Familiarize yourself with your MyClassEvaluation account.
At the top of the page you will see a gray bar with the following tabs. Click on a tab to open that
page or hover over it with your cursor to see the drop down menu.

myclass =~ | John Jay College of N
evaluatien Criminal Justice - CUNY e
Active Evals Recent Evals Historical Evals Legacy Evals Viewing/Printing Options

e Active Evaluations Tab - Shows evaluations currently in progress.

¢ Recent Evaluations Tab - Shows results for evaluations within the past year.

e Historical Evaluations Tab - Shows results for evaluations that are over one year old.

e Legacy Evaluations Tab - opens a new window with your prior course evaluation
results/reports from the original MyClassEvaluation system.

¢ Select Course - Lists the courses that were evaluated this session. (This tab only appears
after selecting a course or a Viewing/Printing Option)

¢ Viewing/Printing Options Tab - Displays a drop down menu that gives the following
options:

o Benchmark

View Graphs/Comments

Course Comparison

Browse Results

Search Comments

Print Page

Download Raw Data

Custom Reports

O O O O O O O
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Below the gray bar you will also see Evaluation Sessions for the past year.
Click on the arrow » to the left of a session name to expand it and see your individual courses and a
graph of your response rates by date.

4 Spring 2013 3/1/2013 2:.00:00 AM 3/23/2013 11:59:00 PM 797 562 7051 % 1476 1025 6944 %
School Course Code Course Title Instructor Avg. Score Students Responses Rate
o [« v L
MUS-117-01 Jazz Band Coleman, Joseph 427 14 2 1429%
MUS-118-01 Warner Chorale Coleman, Joseph 435 28 9  3214%
MUS-119-01 Vocal Jazz Ensemble Coleman, Joseph 5.18 14 5 3571%
MUS-241-01 Introduction to Music Literature Coleman, Joseph 481 20 g 4000 %
Response Rate by Day Ml Responses
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Step 4: View your Evaluation results*.
Just below the session information is a list of your evaluated courses with additional statistics. At
the bottom of the page is a graph of the number of responses received for your courses by date.

Click on each blue Course Code to open a Benchmark report for that course and then select options

from the Viewing/Printing Options drop down for additional views.

*If you are viewing your results for a semester for the first time, you must confirm
receipt of results to continue beyond this point.

Faculty SEOF Guide Ver 3

Page 6 of 11



Using the Viewing/Printing Options Tab

Use the Viewing/Printing Option tab to select an item from the drop down menu.

Viewing/Pninting Options

- Benchmark

= View Graphs/Comments
:: Course Companson

:: Browse Results

:: Search Comments

: Pnnt Page

;- Download Raw Data

=2 Custom Reports

Benchmark

This report shows the selected course in comparison to all other evaluated courses on an
Institutional or Departmental Level by choosing from the drop down menu under the report title.

HANDS-FREE COURSE EVALUATION

myclass . FOR HIGHER EDUCATION
erGFUatIJI"I

Active Evaluations Recent Evaluations Historical Evaluations Select Course Viewing/Printing Options

Benchmarks: Coleman, Joseph, MUS-117-01 - Jazz Band
# Question Text Institution Y% Avg. Diff. ~ Std. Dev. Rating
My instruct ted the subject matt A Y
y instructor presented the subject matter 2
it effectively 3.80 3.00 -0.80 0.50 : 5 . 1 5
mmmmmmee v cem
2 My instructor stimulated my interest in the subject. 3.77 3.00 -0.77 048 1 2 4 5
—— v cem
3 My instructor answered questions thoroughly. 3.78 3.00 -0.78 0.46 1 2 4 5
My instructor used effective examples to clarify " g
A cepts. 378 3.00 -0.78 048 ” ” . 4 :
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View Graphs/Comments

This option displays the evaluation for a course by question, providing statistics for each question
beside a corresponding graph. Hover over the category name for a more detailed description. This
view also includes student comments, if any, at the bottom of the report. You can click View
Comments to jump directly to your comments. There is an Instructor Comments section
available just below the student comments. This provides an opportunity for instructors to give
their feedback regarding the results of an evaluation. Any comments entered are visible to your
Department Chairperson and current Committee Members permitted to review your personnel
files (Fall & Spring Regular Academic Sessions Only).

HANDS-FREE COURSE EVALUATION

myclass . FOR HIGHER EDUCATION
erGFUEltIQI”I

!
Active Evaluations Recent Evaluations Historical Evaluations Select Course Viewing/Printing Options

Responses by Value: Coleman, Joseph, MUS-117-01 - Jazz Band

View Comments
1. My instructor presented the subject matter effectively

Strongly Agree |0
Course Average: 3.00 frengly Agr
Peer Average: 3.80 Agree 1
Course Standard Deviation: 1.05 ]
Peer Standard Deviation: 0.50 | neither Agree nor Disagree | ©
Minimum Value: 1
Maximum Value: 5 Disagree 1
Low Response: 2 ]
High Response: 4 Strongly Disagree |0
Response Count: 2 . - . . . .

1 2 3 4 5 7 8 1

2. My instructor stimulated my interest in the subject.

Strongly Agree 1
Course Average: 3.00 trongly Aar )
Peer Average: 3.77 saree |0
Course Standard Deviation: 211 ]
Peer Standard Deviation: 048 | iher Agree nor Disagree |0
Minimum Value: 1
Maximum Value: 5 Disagree |0
Low Response: 1 ]
High Response: 5 Strongly Disagree 1
Response Count: 2 i

1 2 3 1 5 7 ] 3 1

Instructor Comment

Save Comment
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Course Comparison

This view displays the evaluation by question to directly compare the results from other courses
taught by this instructor. Click on the arrow » beside the instructor to view these comparisons.
Hover over scores to view the question text.

HANDS-FREE COURSE EVALUATION

myclass .. FOR HIGHER EDUCATION
yeva Elatljn

Active Evaluations Recent Evaluations Historical Evaluations Viewing/Printing Options

Average Scores per Question by Course

Emp. ID Name Email
't N '
4 10000025 Coleman, Joseph JColeman@iota.cc
MUS-117- | MUS-118- | MUS-119- | MUS-241- | Question Avg.
[l oL oL 01
40 1 2.00 411 460 413 413
2 3.00 178 440 375 3.83
3 3.00 378 420 413 3.92
4 .00 411 440 413 408
5 3.00 3.89 420 4.00 3.92
6 450 8.22 9,60 823 821
a2 7 450 2.56 420 425 4.00
g 450 156 420 425 4.00
9 400 3.56 460 438 4.08
10 450 244 480 400 4,00

Browse Results

This will allow you to view results from individual evaluations. Click the icon beside the course
number to view student responses for this evaluation.

HANDS-FREE COURSE EVALUATION

myclass . FOR HIGHER EDUCATION
ye\laPLJatljn

Active Evaluations Recent Evaluations Historical Evaluations Select Course Viewing/Printing Options

Browse Results: Jazz Band

Section Instructor Response Date Average Score Stdt Comments Instr Comments
w W w s v w
gl Mus-117-01 Coleman, Joseph 3/15/2013 12.00:00 AM ~ 3.23 0
lgl mus-117-01 Coleman, Joseph 3/23/2013 12:00:00 AM 531 0
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Search Comments

This will allow you to search for a specific word in the student comments. Also, if you click on Tag
Cloud, you will be presented with the most widely used words within student comments for the
entire evaluation. The font size represents each word’s frequency.

HANDS-FREE COURSE EVALUATION

myclass . . FOR HIGHER EDUCATION
yEVaﬁ.Jatlarl

Active Evaluations Recent Evaluations Historical Evaluations Select Course Viewing/Printing Options

Search for Comments

Containing: Search
» Tag Cloud
‘ Tag Cloud ‘

able aids almost  answering aSSign assignments  attitude  back better blah boring care case cause change charts clear dlips
comparisons  concepts  confusing  cool couldnt coursework cument darton  deadlines  didnt  different  difficult  discussions down easy  english
enjoyed examples exams exercises  experience exp\ain fact fair faily feel figure final find focus gave grade great group hands
hard help helpid  homework hours idea info informed interesting keep knew knowledgeable l€ast tessons ife like iterature
long loved matter maybe memorization minutes  monotone MOFE movie music never nice none notes office ones organized  [2ASS

patient people perfect person personal perspective play pointless points  practice  prepared presented pretty process prof prij;cls provide

questions  real right same seemed sense  situation spesk spend stop  studies stuff  supposed  systems  talked taug test  text
textbook theory thing think time took topics tricks  trying un erstan update used wvisual waste wheole wiling wonderful

words  work writing

Print Report

This will send a copy of the report on your screen to the printer of your choice (or to PDF if that is
one of your “printer” options).

Print
Total: 2 sheets of paper %
Select a destination
Crin JEEY
I = KONICA MINGLTA 364E...
Do Recent Destinations
| Change... ‘ ‘
[ KONICA MINOLTA 364E SeriesPCL
Pages (Ol
Local Destinations Manage..
— D Save as PDF«
_ — [ KONICA MINOLTA 364E SeriesPCL
Copies 1 + | -
[7) Send To OneNote 2010
Layout Portrait < LJSj Microsoft XPS Document Writer
LJSH Fax
e Sackandubic T [ Dell Color Laser 1320c
) . [7) Adobe PDF
Options || Simplify page
[] Two-sided
| Cancel |
=+  More settings
& Printto Google Docs and other cloud destinations. Sign in to print to Google Cloud Print. x
Print using system dialog... (Ctrl+Shift+F)
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Download Raw Data

This feature will download all your data from the selected evaluation session into an Excel

spreadsheet. Responses to scored questions are represented numerically.

Custom Reports

This feature will open a scatter plot comparing each of your courses. Hovering over each dot will

synchronize any student comments with their overall average evaluation score.

Report for Instructor Smith
8 Responses

(Q1-5)

5 L L1 2] L3
* .
. L)
L] * .
4 . L . oo
» ) .
L ] L
Individual . ©
Student . .
Survey 3 =
Average . .

MAT-100-01 MAT-101-03  MAT-103-05

STAT-100-01

STAT-101-02

Shaded area indicates one
standard deviation around
the course mean

Clicking on an individual dot
displays any comments made by
that student
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