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Preface 
This is a reference for instructors to easily navigate the course feedback system tools available to them. For more details on any of the tools 
described in this guide, we encourage you to utilize the Help Center. Access the Help Center by logging into your account at http://
coursefeedback.syr.edu/ and clicking the question mark icon in the top-right corner of the webpage, then clicking “Help Center.” 

You can also contact Institutional Effectiveness and Assessment for support anytime by emailing coursefeedback@syr.edu. 

http://coursefeedback.syr.edu/
mailto:coursefeedback@syr.edu
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System Dashboard 
The dashboard includes widgets for features to which instructors have access. These widgets provide overview information and allow you to 
click directly into a given project and access additional details. Click any of the hyperlinks to open a new page.  
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Response Rate Tracker 
The Response Rate Tracker allows you to view how many students have responded with feedback. This is a live view and instantly updates while 
the feedback period is open. Once the feedback period ends, this widget will display the final response rates.  

Response Rate Tracker Course View 
Clicking the project (i.e., term) link will show the course title, course ID, instructor, number of enrollments, number of respondents, and course 
response rate.  
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Manage Courses 
You can view your courses gathering feedback by clicking on the project (i.e., term) link in the Manage Courses 
widget. 

Here you can see the survey start/end dates for each course. If you click the numbers in students or teaching assistant columns you will be able 
to see the names of those assigned to the course. 

mailto:coursefeedback@syr.edu
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Project Results 
This widget shows the list of projects (i.e., term) for which you are able to view and download reports. Click on the project link to open a new 
page. 

Course Section 
Within the Project Results page, click on the icon in the “Report” column to download the type of report you would like. You can also batch 
multiple reports together in the same download by clicking the “Batch Report” button found above the “Course Results” table.  

Note: Click “Feedback” to initiate or review any comments associated with a particular report. For more information on this feature, continue 
to the next section, Results Feedback. 

Institutional Effectiveness and Assessment | 100 Crouse-Hinds Hall 
coursefeedback@syr.edu | Syracuse University 
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Results Feedback 
The course feedback system supports the ability for instructors to engage in a dialogue with administrators in the Results Feedback feature. This 
widget displays any feedback entered within the platform about a specific course report. The total number of comments will appear next to the 
project link in the widget. 

Clicking the project link will bring you to more details showing the user, reply, timestamp, and more. To reply to the comment, click the 
“Reply” link located on the right-hand side of the comment. 

mailto:coursefeedback@syr.edu
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Reply 
To reply to feedback, type your response into the text box and click the “Reply” button to submit. Note: Replying here does not send 
notification to users.  

Export to PDF 
On the Results Feedback main page you can click the “Export to PDF” hyperlink to download this information. Note: Make sure to filter by the 
specific course or hierarchy level first as the visible information is what will be exported to PDF. 

mailto:coursefeedback@syr.edu
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How to Input Feedback 
If you are initiating feedback, search for the course report using the Project Results function. Click the “Report” icon to bring up the menu box 
and click on “Feedback” to add your input.

Once you type your input, click “Submit.” Your response will be maintained in your Results Feedback panel. Notification can be sent to other 
users in the system by clicking the “Change” hyperlink located above the “Submit” button. Note: You can only select users within the course 
feedback system or enter the email address associated with their ‘syr.edu’ account for the user to be notified.  

You can also click “Export PDF” to download the Results Feedback communication 

mailto:coursefeedback@syr.edu
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Report Builder 
Report Builder allows you to make custom reports from the course feedback data collected. You can even share your reports with others. Access 
the Report Builder by clicking the “Results” button on the top banner of the website, then select “Report Builder”. 

The Report Builder dashboard will display all of your recent, saved, and shared reports under the My Reports tab. Each category described below 
will list the most recent five reports, or click “View All” to view the full list for each category.

mailto:coursefeedback@syr.edu
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My Reports 
Recent 
This window will display any of the recent reports you ran or any that you copied. 

Saved Reports 
This window will hold all of your saved reports so that you can run them again at any time. 

Shared with Me 
This window will display all of the custom reports that other users have created and shared with you. 

mailto:coursefeedback@syr.edu
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Create a Custom Report 
When creating a new report, select one of the following tabs depending on the perspective. 

Projects 
This tab lets you filter criteria from the perspective of all your project(s) or semesters. 

Courses 
This tab lets you filter criteria from all the courses for which you instruct. 

mailto:coursefeedback@syr.edu
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For this example, we will create a report using the course criteria. Click the “+” sign to the right of each field to select your desired 
criteria. Note: The items in bold font are required fields. 

Once you start selecting your criteria, you will be able to make multiple selections. 

Once all criteria are selected, click “Run” to generate your report. 

mailto:coursefeedback@syr.edu
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The report you generated appears on the screen within the “Question Results” tab. You can also toggle to the “Aggregated Results” tab to 
compile an overall scale. After the report has been generated, additional options will become available. 

Properties 
Click this to edit the name of your report. 

Shared 
Click this to share the report with other users. 

Copy 
Click this to copy your report if you wish to make changes and run as a new report. 

Excel/PDF 
Click this to download the report in various formats. 

mailto:coursefeedback@syr.edu
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Adding Custom (Instructor Selected) Questions 
If instructor level questions are used in your school/college, you are able to add questions to the feedback form for your course(s). These 
questions can be selected from the item banks in the system. If a preferred item is not included in the item banks, instructors can create 
their own questions. More information can be found in a video guide on our website: https://effectiveness.syr.edu/course-feedback/
coursefeedbacksystem/for-instructors/

Create a Custom Question Survey 
1. Click the “Custom Question Surveys” link on the top banner of the webpage.
2. Click “Create New Custom Question Survey” hyperlink.

mailto:coursefeedback@syr.edu
mailto:coursefeedback@syr.edu
https://effectiveness.syr.edu/course-feedback/coursefeedbacksystem/for-instructors/
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3. Give the survey a title and description. We recommend including the course and semester to track easier.
4. Click the dropdown box and select ‘Item Bank Questions,’ then click “Add.”

The next page will prompt a search for questions by selecting any of the available item banks. Click the dropdown box and select an item 
bank.  

mailto:coursefeedback@syr.edu
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Select the questions to include and click the “Add Selected” button when done. Note: To request an item be added to the item banks, the 
question can be emailed to coursefeedback@syr.edu. 

mailto:coursefeedback@syr.edu
mailto:coursefeedback@syr.edu
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The final step is to review the additional questions, then click “Save” when done. 

Now that the survey is created, it can be attached it to a course. 

mailto:coursefeedback@syr.edu
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Attach a Custom Question Survey 
1. Click the “Attach Surveys to Projects” link on the top banner of the course feedback system webpage.
2. On the next screen, in the "Projects with Custom Question Survey Access" table, select the current project.
3. On the next screen, click the "+Add Custom Question Survey” hyperlink, then click the checkmark in the “Select” column of the 

survey you want to use and then click the “Select Courses” button.
4. On the next screen, the survey can be attached to an entire hierarchy node or click the “Select Specific Courses” tab.
5. Click the “Add Courses” button to begin searching.

mailto:coursefeedback@syr.edu
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Select all the courses to which the survey should be attached and then click the “Add Selected Courses” button. 

mailto:coursefeedback@syr.edu
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Verify the courses to which custom question surveys are applied by clicking the hyperlink under the ‘Courses’ column of the table. Click 
“View Main Survey for this Project” to view the University’s core questions. 

If you have any questions or comments, please contact Institutional Effectiveness and Assessment by emailing coursefeedback@syr.edu. 

For up-to-date information and resources on the course feedback process, visit our website at https://effectiveness.syr.edu/course-
feedback/. 

mailto:coursefeedback@syr.edu
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