HOW TO VIEW AND PRINT PAST EVALUATIONS AFTER SUBMITTING

1) Loginto SmartEvals as you normally would
2) Click on Review Forms/Completed Evals
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3) You will see (below) a list of recently completed evaluations. Evaluations on this page are generally the
most recent/current timelines within the past year.

4) Review the information: Position Title, Student Name, Completion Date, Supervisor Spring/Fall Term,
and the Print options.

5) Determine the correct student and the correct evaluation based on the completion date and Spring/Fall
Term designations.

6) Click “Print”

SmartEvals! BEREA LABOR PROGRAM EVALUATIONS (])1; F[{ﬁf]\
A.else

Review Forms Session Management Edit Reports Survey Setup Account Help

. WLS Completion B End Window
Dept Position  Name Level Date Date Date Complete Drop Name
Labor - Supervisor 2
4022-6740 Training Conles Primary 051216  03/04/16 05/31/16 Yes No SLE Spring  Print
Assistant ¥ Final
Labor oy Supervisor 2
40226740  Training S Primary ~ 05/1216  03/04/16 05/31/16 Yes No SLE Spring  Print
Assistant 5 Final
Labor
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4022-6740  Training Conley Primary ~ 01/10M16 12/12/15 02/05/16 Yes No SLE Fall Term Print
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Labor )
| | Supervisor 2
4022-6740  Training Stringer Primary 01/10/16 12121156 02/05/16 Yes MNo SLE Fall Term Print
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Labor .
40226740 Training _Kaney Primary 011016  12/12A5 0200516  Yes No szgir;’l'ls%fn Print
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7) Clicking “Print” will create a pdf version of the evaluation and a print window should appear. Simply
select the printer of your choice and print. Note: Some systems will allow you to print to a “pdf” version
which could be saved as an electronic file on your PC.
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"QUESTIoTT T Answer
Attendance: Mid 15 out o£ 20
Accountability: Mid 8 out of 10
Teamwork: Mid 9 out of 10
Initiative: Mid 9 out of 10
Respect: Mid 8 out of 10
Learning: Mid 18 out of 20
Job Specific: Mid 18 out of 20
Total Score: 85 out of 100
Total Score 85 out of 100
ATTENDANCE: Supervisor Comments Student Manager indicates only one occasion when advance notice was not given of absence at the beginning of the term.
TEAMWORK: Supervisor Comments | Demonstrates excellent tecamwork in managing day to day operations within the Labor Program and Student Payments Office.

FOR EVLAUTIONS NOT FOUND IN “PREVIEW FORMS/COMPLETED EVALS”

1) For older evaluations (over 1 year) not found in “Preview Forms/Completed Evals” click on
“Reports/Survey Results”

BEREA LABOR EVALUATIONS

Review Forms EvalCenter Reports Account Help Exit -
Timelines for This Term
Survey Results March 6 - April 8 *Open to Supervisors Only
April 9 — April 21 Open to Students Only (All
current evaluation data is shared at this time)
22 — May 19 **Qpen to Supervisors Only

20 - May 31 Open to Students Only
ide

Course Dept Type Level Name Instructor BDeagth End Date
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Evaluste: || o0 1o I 6740 Assistant Rolin  10/24/2012 04/0812013 " g
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Evaluate: 2012V 5740 4 P fefterl [rams 10/24/2012 04/08/2013 Final
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Evaloae | oo1oVNEEE 6740 ' P Assistant Garlang 10/24/2012 04/0812013 g
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Evaluate: 20125 THEE 6740 2 3 Assistant John Ogle 10/24/2012 04/08/2013 Sl
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2) Determine the view you want by adjusting the dropdown menu options. In this example, we are
viewing “All Years” of the “Labor Evaluation” for “A Specific Student Name” in the “Labor Program”.
3) After setting the filter, select the proper semester/year that you want to view and click “Reports”.

BEREA LABOR EVALUATIONS

Review Forms EvalCenter Reports Account Help Exit

SCORING

90 -100 Exceptional Performance
‘80-89 Exceeds Expectations

70-79 ** Meets Expectations

60-69 Needs Improvement

59-below Uneatisfactory Performance

Survey Results

See mean scores for each question (question text) ~| | Labor Evaluation

KN BN/ EN

All years ~| 40226740 Labor Program
show each position ~| |
Al positions ~|

Here is a breakdown of each mean score for each question.
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Sem Year Employee Dept Sec

Final
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2011 ggﬂ‘“ 1135 1194 155 75 8 75 85 16 165 156 84 9 84 86 168
Reports Sum 2011 [N 022 oM 119 14.0 80 90 8.0 90 18.0
6740
o 4022 e
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Note: This screen lists only positions that have at least one respondent.
1f you see multiple solid bars, each one indicates a different set of questions being asked.
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4) Below is the filter view of your selection placed in and Excel spreadsheet. The 100% (1) indicates your
scoring selection for that area. Notice that Mid and Final scores are on this same sheet. Further down
the sheet you are provided with comparison charts (dept./division/school) to compare you scores for
this student as well as the relevant comments from you and your student for this evaluation.

[EEREEN Percentile Rank | Statistics | Individual Evaluations

2011 Spring
All positions
4022-6740 Office Assistant 0 2011/Spring

=] [Labor Evaluation
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|
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18 Accountability 1
Final
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5) After reviewing this information, you can select any tab across the top of the screen to view other
relevant information. One of particular interest could be the “Statistics” tab.

[EETRL B Percentile Rank | Statistics | Comments | Individual Evaluations

2011 Spring
All positions

~| [Labor Evaluation
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01234567 8 9 101112131415 16

Overall
Attendance
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6)

Student scores
for each
question

Statistics for [N cac 6740 201012 P Office Assistant 3 Junior sec: 0 2011
[ Custom Report] Percensii |EFTSS Indivicuol Evalustions
20 ing ~| [Labor Evaluation
All po s ~| (40226740 Labor Program -l
40226/ 40 ffice Assistant 0 2011/Sprir | -l

Question Text

Grp Mid Point Scere 126 4.8 12
Grp Final Score 23 41 125 0 0 121 0
1 Overall Attendance Mid 118 0 173 0 3 0 16.6 Q
3 Overall AccountabilityMid 1 9 0 83 0 3 0 82 0
5 Overall Teamwork Mid 1.9 0 84 0 3 0 84 Q
7 |Overall Initiative Mid 1.8 0 86 0 3 0 81 0
9 Overall Respect Mid 19 0 86 0 3 0 87 0
11 Overall Learning Mid 1 17 0 172 0 3 0 16.7 0
13 Overall Job Specific Mid 1 18 0 177 0 3 0 16.8 0
16 Overall Attendance Final |1 16 0 17 0 3 0 16.7 Q
18 Overall Accountability Final 1 9 0 86 0 3 0 8.4 0
20 |Overall Teamwork Final 1.9 0 90 4] 3 0 85 [
22 Overall Initiative Final 19 0 85 1] 3 0 83 0
24 Overall Respect Final 1.9 0 9.0 0 3 0 8.8 0
26 Overall Learning Final 1 17 0 177 1] 3 0 17.0 0
28 Overall Job Specific Final |1 17 0 178 0 3 0 171 0
Total Score - Mid 18 0 [} 1] 3 0 0 [}

Review Forms
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average for each
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There
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After clicking the “Statistics” tab, you see comparison ratings across the school as described below.

School rating
average for each
question
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7) To view actual evaluations, click on the “Individual Evaluations” tab.

N

(R (e e (s Individual Evaluations

Export Report to PDF

Berea Labor Evaluations s tEvals!
|
4022-6740 201012 30ffice Assistant Section: 0  Spring 2011
Taken by [N

Text
response Answers
questions
Love herl She is being very patient and tolerant with some situations that has been going
Mid: Student  on in our office. She is a relaxed and rather peaceful person to be around. | would be lost
Comments if | didn't have her. She keeps us laughing and rather relaxed if we tend to get stressed
out. She has a huge heart, when it comes to any individual in the office.

e So—

Name
Employee I
Name
Berea Labor Evaluations s tEvalst
I

4022-6740 201012 30ffice Assistant Section: 0  Spring 2011
Taken by: Darlene Stocker

Single answer questions Answers
Overall Attendance Mid 18
Overall Accountability Mid 9
Overall Teamwork Mid 9
Overall Initiative Mid 8
Overall Respect Mid 9
Overall Learning Mid 17
Overall Job Specific Mid 18
Total Score - Mid 88
Text response JY—

questions

has done a great job despite having some health issues this fall. She is

[
Mid: Attendance extremely accountable and gives me advance notice of missed labor.

8) Here you will see evaluation scores and comments made by you as well as student response comments
for this evaluation individual evaluation.
9) You can “Export Report to PDF” which allows you to print or save as a file to your PC.

NOTE: If you are looking for an evaluation and cannot find it in the reports section, it is most likely
in the “Review Forms/Completed Evals” section as first described above.




