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Agenda

CoursEval to secure student permission
• Our example: press release for Dean’s List
• Other examples: photos on website, contact 

information on a class list

CoursEval to secure student choices with 
priority given to select groups
• Our example: registering for elective courses
• Other examples: student organization meeting 

space, class or exam time choices



Dean’s List

University Relations submits Dean’s List 
to local and hometown newspapers

Gatton COP is required to obtain the 
permission of any student mentioned in 
any press release



Dean’s List

Create a non-anonymous survey with one 
question. Anonymity options are found in 
the ‘Results Access’ Screen on the Survey 
List.

We use the question:



Step-by-Step Instructions

Gather Dean’s List recipients (outside of 
CoursEval)

Create a yes/no response set

In the category, add your question(s)



Step-by-Step Instructions
Create a non-course survey in the Survey 
List
Select students who made Dean’s List from 
each class to receive survey
• Check off names from master list



Step-by-Step Instructions
Under Display Options, select 
“Response Required”

Under “Results Access”, 
Select “Non-Anonymous” option.



Step-by-Step Instructions

Set survey open and close dates

Prepare and send a group email
Wait for responses to pour in
• One of the few surveys for which you can 

easily get a 100% response rate!



CoursEval to Register for Electives

Students must select their elective from 
among several options. 
• GCOP student schedules are set except for 

elective
• No course registration mechanism 

Create a non-anonymous survey with 
details for each elective option 
• Request students to select their first, second 

and third choice



Step-by-step Instructions

Determine list of electives to be offered 
by consulting Department Chairs 
Create a Radio Response Set 
• List elective course names being 

offered for the upcoming semester



Step-by-step Instructions

In a new category, add your question(s). 
• We ask three required questions: students must 

provide their first, second and third choice. 

• Each semester we update the response set for 
each question because the electives change, 
but the three questions stay the same.



Step-by-step Instructions

Create a rotation survey or non-course 
survey. 
• We use a rotation survey because courses 

are first-come, first-served with priority given 
to more senior students. 

• This allows us to use one survey but two 
blocks so that third year students (P3) can 
register before the survey opens to second 
year students (P2). 



Step-by-step Instructions

Create a rotation survey or non-course 
survey (continued). 
• NOTE: by using a rotation survey, we had to create 

two ‘dummy’ courses for the survey, which we call 
CLASS P2 and CLASS P3. A faculty member’s 
name must be attached to each course, so we list 
the Associate Dean for Academic Affairs as the 
faculty.



Step-by-step Instructions

Under Setup Block List, add the time periods 
that the surveys will be available for each of the 
courses evaluated. We use two blocks: 
“Electives-P2s” and “Electives-P3s”. 
• We use these blocks each semester and simply 

edit the dates each semester as needed.



Step-by-step Instructions

Under Setup Courses Rotation Info, 
select the correct block of time for 
“Electives-P2s” (CLASS P2 course) and the 
block for “Electives-P3s” (CLASS P3 
course).



Step-by-step Instructions
Under “Display Options”, add a introduction. 
• We include course titles and descriptions as well as 

instructors’ names, day and time courses are offered, 
and location. 

• We select “Response Required” for each of 
the three questions.



Step-by-step Instructions

Under Survey List Select Courses, select 
all of your dummy courses
e.g. CLASS P2 and CLASS P3.



Step-by-step Instructions

Under ”Select Blocks”, check the two 
blocks and confirm the dates that the 
survey is to be available to each group of 
students.



Step-by-step Instructions

Check:
• Question Category Setting

• make sure the boxes are checked in this screen.
• Preview survey

• Check survey for typos and any display errors.

Set survey open and close dates.



Step-by-step Instructions

Prepare two group emails, one for each of 
your courses 
e.g. one for P3s and one for P2s.
Send emails at the appropriate time when the 
survey opens for each group. We open the 
survey one week later for the P2s.



Step-by-step Instructions

Because we tell students in advance 
when the survey will open and what the 
elective options are, the students are 
ready to respond immediately. Last 
spring we received the first response 46 
seconds after survey opened; we had 
responses from 51 of 71 students within 
the first three minutes.
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