
Online Course Evaluation Surveys  
Setup instructions 
 
 
Step 1 - Create Master Survey to be used for individual course section surveys. 
Form: GUASRVY page 1.  Define survey. 
 
1. Name the master Survey in relationship to your department  (i.e. Anthropology). 
2. Do not check the Display on Web box. 
3. The One High box should be checked if the first answer for each question should be 

weighted 5 points when calculating averages. If not checked, Question 1 = 1 point, 
Question 5 = 5 points. 

4.  Heading Question # - To over ride the default headings on the Response Summary 
Report, enter the question number in which you will supply your own responses on 
page 2 below. The responses to this question will become the heading titles for all 
questions in your survey. The default is 0 and the default headings are: 1=excellent, 
2=above average, 3=average, 4=below average, 5=poor. 

5.  Enter Display from:  and Display to:  date fields. Note:  the survey will end at 
12:01am on the Display to:  date. If you want the survey available, for example, on 
19-May-2002, enter the Display to:  date as 20-May-2002. 

6.  Leave the Population Selection boxes empty. It will be filled in automatically when 
an individual course section survey is activated. 

 

 
 
 



 
Form: GUASRVY page 2. Create Questions. 
 
1. Enter the Question #: and the response values you wish to use for this question.  

Note: the responses you provide can become the headings on the Response 
Summary Report by entering the Heading Question # on the previous screen 
above. 

2. Save the data and verify that it is correct by looking at the message in the bottom 
left corner of the screen. 

3.  Use the down arrow to go to the next question. Enter the data and save each 
question before going on to the next one. 

 

 
 
 
Leave page 3 of this form blank. 



Step 2 - Create surveys for individual courses. 
Form: SGASRV1  
 
1. Make sure the Display from:  and Display to:  fields on page 1 of the Master Survey 

(form GUASRVY) are correct before proceeding. 
2.  Enter Term:  code, your department code in the Subject:  field, and the name of your 

Master Survey:  that you created in the previous step. 
3. Press Next Block. A list of your courses for the specified term will be displayed. 
4.  If a survey has been created for a course, the Survey Exists button will show on the 

right. Select the Create Survey button next to the course you want to create a 
survey for. 

5.  Repeat for additional sections. The Survey Exists button will be updated when you 
exit and return to the form. 

6.  Once a survey is created, it will display on the web beginning on the date you 
entered as the Display from:  date. You can turn it off by unchecking the Display on 
Web:  box for that course from the GUASRVY form. You can also change the 
Display to:  date using this form. 

   

 
 
 



Step 3 – Print Survey Reports. 
Form: GUISRVS 
 
1.  Have students fill out the survey following instructions in  Step 4 below. 
2.  Using GUISRVS, print a Responders List (who has or hasn’t taken the survey) and a 

Survey Report using the buttons  on the bottom of page 1. Note: a Next Block will 
show a non-printable version of the reports for viewing. 

 

 
 

 



Step 4 – Student Instructions for Completing Course Evaluation Surveys. 
 
1.  Prepare instructions to hand out to students (see sample below). Students will 

access the surveys at the same HSU web site they use to register and see their 
grades. 

2.  After the student has logged in following the instructions, (see sample below) the 
following screen will appear and they can choose the survey. 

3.  If you want to include a direct link on your web site to the survey that will allow 
students to get to the survey without navigating through the HSU menus, use the 
following URL:  
https://www.humboldt.edu/pls/banweb/twgkwbis.P_WWWLogin?ret_code=s 

 
 

 
   



4.  Once the student selects a survey, the first question will be displayed. The buttons 
at the bottom of the screen allow for navigation through the survey questions. 

5.  Security and confidentiality: data is removed one month after the term ends; access 
to raw data is strictly limited. 

 

 
 



Sample Student Instructions: 
 
 
Instructions for On-line Class Evaluations 
 
This questionnaire provides the opportunity to express your views anonymously 
about the effectiveness of the instructor in this course.  After final grades are posted 
the instructor will receive a tabulation of the responses and also a printout of the 
written comments.  The responses are completely anonymous. There will not be a way 
to link responses to you.  
 
The Department of Your Department evaluations are available to take from Month, 
Day - Month, Day, 2002, 24 hours a day. 
 
In order to complete the questionnaire please follow these instructions.  You will need 
to know your USER ID and your PIN (these are the same USER ID and PIN you use to do 
web registration).   
 

1. Go to Humboldt’s home page (www.humboldt.edu). 
2. Select “Records and Registration”. 
3. Click on “Humboldt Web Information System”. 
4. Login with your USER ID and PIN. 
5. Click on “Personal Information”. 
6. Click on “Answer a Survey”. 
7. Click on the class you would like to evaluate (Note:  the survey list will only 

include classes that (a) you are enrolled in and (b) have been selected by the 
instructor as one he/she would like to have evaluated). 

8. At the end click on “Survey Complete”  (Once you have completed a survey you 
may not go back in to make any changes in your answers). 

 
Thank you for your participation. 
 
These instructions are posted on the Department of Your Department website at: 
www.humboldt.edu/~yourwebsite. 
 


