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   Where, When and How? 

The student Course Evaluation system is 

accessed through three different MC webpages: 

 

1. Inside MC: Faculty Resources 

(Direct link) 





2.Registrar’s office 



3.Institutional Effectiveness 



WHEN? 

Fall/Spring semester, but note also 
summer and winter sessions 

Before final exams 

Fall16: Opens on Thursday, December 1st        
and closes on Sunday, December 11th 

 SCPS FA16 opens on Mon. Dec. 5th and closes on Sunday, Dec. 18th 

 Collection is open on weekends before 
and after the last week of class.   

     (Please remind students continuously – before and       
  during collection period - monitor response rates –        
  tell students: “8 of 12 students have completed”) 

 



HOW? 

All faculty will receive an information email one 
week before evaluation period begins. 

 

 Review enrollment and course data 

 Add custom questions to your evaluations 

 Note: Students will be emailed by Registrar Office 
requesting responses (no action needed from faculty) 

 Monitor responses & remind students to complete 
(you can administer in class if you prefer) 

 Email  if you have any 
questions or need revisions (Before evals begin) 

mailto:mc.coursevals@manhattan.edu
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        FA16 Collection Requests & Receiving Results 

 Faculty Email #1:  11 days prior to launch (Monday, Nov. 21st: earlier than the 

usual 5 days due to the Thanksgiving Holiday closure)  

 Faculty Email #2: Day 1 (Thursday, Dec. 1st) 

 Faculty Email #3: Day 2 (Friday, Dec.2nd) 

 Faculty Email #4: Day 3 (Monday, Dec.5th) 

 Faculty Email#5:  Day 4 (Tuesday, Dec. 6th) 

 Faculty Email #6: Day 5 (Wednesday, Dec. 7th) 

 Faculty Email #7: Day 6 (Thursday, Dec. 8th) 

 Faculty Email #8: Day 7 (Friday, Dec. 9th) Last Day of Classes 

All grades submitted to Registrar by Monday, Dec.19th (Close of Business) 

Results Released-via email & link - Provost, Deans, Chairs, Program Directors 

  & Faculty on Thursday, Dec. 22nd 

 



Course Evaluation Preparation 

Log-In (MC email credentials) 

Eval Center-Response rates 

Reports-Survey analysis, MyFocus 

Create Thank you 

Help -Videos 

Help -Welcome Training 

 
 



                  Demonstration 
https://manhattan.edu/ 

mailto:https://manhattan.edu/
https://manhattan.edu/


This presentation will be available on 

the Registrar webpage for your 

reference 

 

Please take a Poster! 

 
Thank you. 

Any Questions? 
 


