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Downloading a PDF Report

As of May 2019, TRU faculty and Chairs can 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.

Starting in June 2023 dashboards were updated so that only one export step is needed to create a PDF report that
includes all multiple-choice questions and student comments for a course evaluation, regardless of the number of
responses. When a PDF is created all the student comments to each open-ended question will be included in the one
export step.

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.
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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.

4. Create PDF ~ e 52 Hide fiters (8)
-
Pages £ V Fiters ~ HDMC_2000_01_TEST 1
Course Term: All v Department: A HDMC_4000_01_TEST @ Custom Survey: G @ Faculty TID: T12345678
Notes MLWT_3000_01_TEST

Faculty Email: test@tru.ca
= ty 2 MLWT_3000_02_TEST

1. Summary
PHED_1160_01_TEST
2. Evaluation PHED_1160_01_TEST2 Total Response Count
M THOMPSON  geer 1000 01 TeST |ty Repo rt
3. Comments « RIVERS
& UNIVERSITY  SFPF_3000 01 TEST tourse Evaluations
4. Create PDF No Data Found

June 21, 2023 Integrated Planning & Effectiveness Page 1 of 3



A THOMPSON | Integrated
« RIVERS Planning &
UNIVERSITY | Effectiveness

<&

Note: if you want to always show the menu, click on the three-dot next to “Pages”, choose “Always show Page”.
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1. the student was registered in the course;
2. the student submitted a single response; and
3. the response was received within 48 hours of the first submitted response.
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3. Inthe top right corner, select the ‘Export’ icon/ button.
4. Choose ‘Download Dashboard'.
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8. Click on “Export” to generate the PDF report.

e With “Automatically download file”, you will get your file in your
computer’s “Downloads” or from the “Display the progress of
ongoing download” icon at the top right.
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¢ With “Retrieve file in the notification center”, 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 Qo
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e Once you see the red number, click on the notification bell and you can see all your notifications and
that your dashboard is ready for download, click on ‘Dashboard ready for download’, then “See more”

and the PDF will appear in the next tab of your window or be saved to your ‘Downloads’ folder on your
computer.

Notifications e X

Dashboard ready for download

Your Dashboard export is now available. Select this
notification to download.

Dashboards 3 minutes ago

See more

9. 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 will be ready for download. Please visit the notification center to retrieve the file.

You can continue to use the dashboard while waiting for the download to complete.
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2. How to download a PDF of individual figures

Individual graphs and tables can also be exported by clicking on the ‘Export’ icon at the top right corner of each
figure.
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For more assistance with downloading a PDF report, please contact crsevaladmin@tru.ca
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