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Downloading a PDF Report

As of May 2019, TRU faculty and Chairs are able to download and PDF their own course evaluation reports.
Instructions on how to download a standard course evaluation report are provided below. The standard
course evaluation PDF report consists of overall scores for all multiple-choice questions, and all open-
ended responses.

IMPORTANT - Please note:

For courses that have 25 or less responses, your PDF export can be completed by following section 1
below. But for courses that have over 25 responses, the open-ended comments will need to be
exported individually to get all the comments in the PDF report. Instructions for downloading the open-
ended comments are in section 2.

1. How to download and PDF your results for a course code section evaluation

In order to export a course evaluation report for a selected course code section (specific section of a
course), select the ‘Create PDF’ sheet in your dashboard. This sheet consists of overall scores and
response distributions to all multiple-choice questions and all open-ended responses.

m — General Dashboards > General: Faculty Report v
Motes 1. Summary 2. Evaluation 3. Comments | 4. Create PDF 5. Trending & Benchmarking +
Y Filters ~ Course Term: All ¥ Department: All ~ Course Level: All ¥ Course Code: All ¥ Course Code Section: All ¥

To export a course code section report on the ‘Create PDF’ sheet, follow the instructions below:

1. Select the course code section by setting your filters at the top of the page.
2. Choose the course code section you would like to create a PDF report for.

culty Report v Q |

4. Create PDF 5. Trending & Benchmarking 1 v Al
All ¥ Course Level: All ¥ Course Code: All ¥ | Course Code Section: All GASF_2000_01_TEST 45678 @Sett'ngs 4

HDMC_2000_01_TEST

HDMC_4000_01_TEST

3. In the top right corner, select the ‘Export’ button.
4. Choose ‘Download Dashboard’.
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5. Accept the default export settings (keep the boxes unchecked) and proceed with ‘Export’ to
download your report.

Export Options

File Type | PDF v

No page breaks

Paper Size | |Letter (8.5"x 117) ~

Orientation | Portrait ~

Margin | 0.25in ~

Select pages | 4. Create PDF ~

Zoom | 100% v

Hide Filters
Hide Header

Hide Page List

5

6. The Generating Export window will appear to let you know your PDF report is being generated.
You can click on close and then you will be notified once the file is ready for download.

Generating Export

Your export is being generated and you will be notified once the file is ready for download.

You can continue to use the dashboard while waiting for the download to complete

e Close
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7. When you export is ready to download, you will be notified in the top right corner with a red number

located on the notification bell icon.

X

We've changed the way we deliver your
export

When your export is ready to download, you will be
notified here. You can continue working or navigate
to another part of Qualtrics while you wait.

8. Once you see the red number, click on the notification bell and you can see all of your notification
and that your dashboard is ready for download, click on ‘Dashboard ready for download’ and the
PDF will appear at the bottom left of your window or be saved to your ‘Downloads’ folder on your
computer.
XM = Generat: Facuty Report v o® 0

Notifications 6

Dashboard ready for download

Your Dashboard export is now available. Select this
ificati mload.

dashhuard'expurl.. pdf A Showall | 3
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IMPORTANT - Please note:

For courses that have 25 or less responses, your PDF export will be complete. But for courses that have
over 25 responses, the open-ended comments will need to be exported individually to get all the
comments in the PDF report. Instructions for downloading the open-ended comments are in the next
section.

2. How to download and PDF open-ended comments for a course code section
that has more than 25 open-ended responses

1. In the ‘Create PDF’ sheet scroll down to ‘Part C. Comments’ and select the three little dots in the

right corner.
2. Select the ‘Export’ button in the corner of the first open-ended question.

courses except Science, Law, Nursing Practice, Nursing Lab Practice, ESAL, and ESTR; these area: s used customize d questionnaires, N

o
ministered to a
B15. What aspects of this course helped your learning the most? Please be specific %

Responses
&, Export

Test Response 2

3. By default the file type in the export options menu is JPG. Click on the arrow to select PDF file
type from the drop-down menu.
4. Accept all default settings and click export.

Export Options

File Type

No page breaks

Paper Size

Letter (8.5" x 117) ~ l

Margin | 0.25in ~

Limit Results | 8

Once you have saved exports from each of your open-ended questions separately as a PDF document,
you will need to use Adobe Acrobat to combine all PDFs.
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3. How to combine your PDF reports using Adobe Acrobat

You will need to have Adobe Acrobat installed on your computer, you can download Adobe Acrobat
Reader for free from TRU IT Services website.

Once you have downloaded and saved each of your PDF reports, you can combine them using the
following steps:

1. Highlight the PDF reports you would like to combine.
2. Right click and select ‘Combine files in Acrobat’.

dashboard-export-053-17-pm-2022-06-06.pdf 6/8/2022 10:17 AM
dashboard-export-05-18-pm-2022-06-06.pdf B/6/2022 10:18 AM
dashboard-export-05-18-pm-2022-06-06 (1).pdf Open with Adobe Acrobat DC
Print
T-Zip >
>

CRC SHA
eﬁ Combine files in Acrobat... I

3. The Acrobat ‘Combine Files’ window will open up and here you can re-organize the page order
by hoovering your cursor over the file and selecting the arrow button. This is also where you can
delete blank pages and delete the incomplete open-ended questions from the main PDF file.

4. Once you’re done organizing pages, click on the ‘Combine Files’ button in the bottom right corner
and save as a new PDF document.

w 8 ®©® 2+ M PMOOG =- {F T BLa&DTQ
| combine e [ Ads . - =S | g open q
E‘\}
a 52
E : =

Q

dashboard-....pdf 3 4 5 4‘
B
t:shboard-.”.pdf dEashboard-..‘.pdf —
=
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4. How to download and PDF individual figures

Individual graphs and tables can also be exported by clicking on the ‘Export’ icon at the top right corner
of each figure.

Al. The course was a valuable learning experience for me. @
3.0 - ¥, Export
- 26 I _ i ) e 26 %
2.4 24 2.4 2.4 2.4 2.4 2.4 2.4 = 2.5 ;i__f_;*g,g 2.5 2.5 2.5 2.5 25
25

Fall 2015
Winter 2016
ummer 2016
Fall 2016
Winter 2017
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Fall 2017
Winter 2018
ummer 2018
Fall 2018
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ummer 2019
Fall 2019
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Fall 2020
Winter 2021
Summer 2021
Fall 2021
Winter 2022

Trend @ Current

For more assistance with downloading a PDF report, please contact crsevaladmin@tru.ca

January 10, 2023 Integrated Planning & Effectiveness Page 6 of 6


mailto:crsevaladmin@tru.ca

	Downloading a PDF Report
	1. How to download and PDF your results for a course code section evaluation
	2. How to download and PDF open-ended comments for a course code section that has more than 25 open-ended responses
	3. How to combine your PDF reports using Adobe Acrobat
	4. How to download and PDF individual figures


