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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.

• 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.

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

3. Talk them through it.

• 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.

• 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, 

MyClassEvaluation/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:

 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.  

http://jstop.jjay.cuny.edu/my_classEvaluations.php
mailto:academicaffairs@jjay.cuny.edu
https://jjc.mce.cc/login.aspx?
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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: 

STEP 2:  Log in as indicated. 

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

- Your password is your CUNYfirst EMPLID.

http://jjc.mce.cc/results
https://doitapps.jjay.cuny.edu/cunyfirst/empid/index.php
jhatchadorian
Inserted Text
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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. 

 Active Evaluations Tab - Shows evaluations currently in progress.

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

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

 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

o View Graphs/Comments

o Course Comparison

o Browse Results

o Search Comments

o Print Page

o Download Raw Data

o Custom Reports
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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. 

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.
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Using the Viewing/Printing Options Tab 

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

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. 
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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). 
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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. 

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. 



Faculty SEOF Guide Ver 3 Page 10 of 11 

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. 

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). 
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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. 




