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I California State University, Long Beach ACADEMIC TECHNOLOGY SERVICES

SPOT Download Instructions

A. Export SPOT Dashboard for One Course
B. Export SPOT Comments with 25 or LESS student responses for One Course

C. Export SPOT Comments with MORE than 25 student responses for One Course

1. Loginto SSO and click the CSULB SPOT Reports tile. 1

T

REPORTS

SPOT Reports

A. Export SPOT Dashboard for One Course

2. After you log into SPOT, you will see the Welcome screen with two or more Dashboards
(depending on your role):

All faculty should have two-three SPOT Dashboards:

1) SPOT Response Rate Monitor - Tracks number of evaluations completed during SPOT period
2) SPOT Course Evaluations - Current SPOT Results starting in Summer 2022 to Present
3) Historical SPOT Course Evaluations - Previous SPOT Results from Spring 2022 to Previous

Click on “SPOT Course Evaluations” Dashboard for current SPOT Results

XM = Projects ® N o
¥¢ Starred 0 Projects and Programs Create project

Shared with me

Q_ search

All project types v All statuses v

Your folders

Préject name 14

Responses Type Owner Lastmodified  Creationdate {33

Projects and Programs

SPOT Response Rate Monitor = —  Dashboard (shared) = Feb 13,2023  Jun7,2022

w
[ SPOT Course Evaluations — — Dashboard (shared; - Feb 13,2023  Jull, 2022
M)

x Historical SPOT Course Evaluations — — Dashboard (shared) — Feb 11,2023  Nov 23, 2022 soe

1 |ofl

+ Create new folder
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Student Perceptions of Teaching

3. Scroll through the SPOT Summary Report Dashboard to review a summary of ALL your evaluated
courses.

The Dashboard consists of the following:
a. Alist of your evaluated courses.

b. Nine (9) Likert-scaled questions with bar graphs.

c. Three (3) comment questions with responses.

d. Three (3) separate statistics per question — mean scores for the instructor’s course(s),
the department’s and college’s mean scores for all courses.

To review individual courses, use the vertical scroll bar to locate and select the desired course.

XM = spor Pree evalvations ® 0 0

SPOT Summary Repo SPOT Comments B =

Y Filters o [8 Export ~
Admin Only Teacher 1D Department: Al Semester: All v Course Code: All ¥ Course Mame: All v Teacher Full Name: All % Course Desc: All v Hide Fil

Teacher Name - - - - Course Code - - - - Course Description - - - - Term Name
IB SPOT Summary Report

lick hara for Instructions to Export Cou eport Spring 2022 3
-- - Spring 2022

1.1- Class time was used efficiently

Course Level .. Department... W College Lev... ¥
Averags Dapartmant Collags Average
5.00
2 2 561 557
Strorgly Dissgres  Moderataly  Siighly Disagres  SlighflyAgres  Moderataly Agres  Svongly Agres

12- CD"CEE were Eresenled in a manner that Ilelggd me learn

4. When you select a single course, you will be looking at summary data with respect to the selected
course only.

@ SPOT Course Evaluations O - ]
F— —— £

T Filiers
Admin Only Teacher |D: Department: All  Semesier: 81l ~ Co de: &l ¥ Course K

. - - Speing T02T W tigge Filer Ruset 1o Detayll

% S POT S u m ma ry 'I'-l=1?:.1=| \ff"le Course Code Course Descoriptior
Report

1i- Class time was used efficiently

L2 Concepts werg prasentad in s manner that helped ma Learm
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5. Click the “Export” drop-down menu and select “Download Dashboard”.

— T . M
= SPOT Course Evaluations ® 0 0
T Filters \ i
ladmin only Teacher [D: Department: All Semester: All ¥ ¢ All ¥ Teacher Full Na b Download Dashboard
Email Dashboard
rse Desc .- --Spring 2022 v Hide Filters Reset to Defar
SPOT S u m ma Re ort Teacher Name - - - - Course Code - - - - Course Description - - - - Term Name
! p Course Listing f respos
Cliek here for Instruetions te Expont Course Repart - - Spring 2022 a
1.1 - Class time was used efficiently
4 Course Level ... Department... ¥ College Lev... %
2 Course Cose Average Department Average College Average
Siangly Disagma Moderataly Sightly Disagren. Slightly Agroe Madarataly Aqroe Strangly Agr
Disay

6. Select the File Type you wish to view. Note, the setting displayed below are for when you want to export

your report to an Adobe Acrobat PDF document. If you decide to print
header and page breaks.

a hardcopy, these settings will provide a

Alternatively, select File Type “PDF” and enable “No page break” to avoid unwanted spacing and page breaks.

Click on the “Export” button.

.1 = SPOT Course Evaluations v ® N °
SPOT Summary Report  SPOT Comments =
. o]
=S Export Options
¥ Filters [ Export v
Admin Only & Teacher ID: B Department: All  semaster File PDF L
Course Desc: - N page breal
} Paper L 11%)
SPOT S ode - - - - Course Description - - - - Term Name
ummary S o
n
Click hare for Instructions to Export C8 Margin | 0.25in ~ + = -~ Spring 2022 4
. Select pages | SPOT Summary Report ~
1.1- Class time was used efficiently z00m | 100% -
fide Fitters [/
4 Department.. ¥ ollege Lev... V
atail Department e Average
2
1 de Page List [o]
; ~
[y o ]
Strongly Disagrse  Moderatsly  SlghtyDisagree  SightlyAgree Mo
Clese
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7. Click “Close” and wait for a minute or two.
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.

@':IE- = SPOT Course Evaluations ~ o9
SPOT Summary Report  SPOT Comments (]
¥ Filters  ~ @ expont

Jrdmin Only @ Teacher ID: B Dopartment: Al Somestar: All > Course Code: All » Course Namae: All ~ Teacher Full Mame: All >

fcourse Desc: -l . --spring2022 ~ Hide Filters Reset to Default

SPOT su Generating Export suradiles 7 _ Term Nama
4ot Fesponses
Your expart is being generated and you will be n.
k hate for Instruction - - - - Spring 2022 4
se the dashboard while waiting
1.1- Class time was used efficiently
a Course Level ... Department... ¥ College Lev... T

2 Course Code Average Department Average

College Average
z
: ' =
1 5.61 557
L U B

Swongly Disagree  uoaaraiey Slightly Disagree  Sighlly Agree  Moderalely Agres  Strangly Agree
ogree

8. You will be notified once the file is ready to download as shown in the screenshot below,

a red dot on the bell icon.
fe

EE =

E Export v

9. Click “Dashboard Ready for Download” and save your PDF report.

XM = sPOT Course Evaluations @ 0 0
Notifications

® Dashboard ready for download

Your Dashboard expart is now available, Select
this notification to dewnioad.

Dasnboards G minuies ags

Dashboard ready for download

r Dashiboard export s now available. Select
this notification to downioad.
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10. To move from one course to another, click “Reset to Default” and select your next course.

T
@d = s5POT Course Evaluations

*OT Summary Report

.---Spring2022 v  Hide Filters Reset to Default

Teacher Name

1B

11 - Class time was used efficiently

SPOT Summa

Report

o Export i

Course Level ...

.........

SPOT Comments
Y Filters  ~
[2dmin Only Teacher ID: Department: Al Semester: All v Course Code: Al * Course Namae: All ¥ Teacher Full Name: A
course Desc:

Course Code

Deparment...

Department

) 0 @
B =

@ Expart -

Course Descripion Term Mame
spo
e
v College Lev... ¥
& Folleg Average
- H

11. When finished, logout of CSULB Spot by clicking your initial in the upper-right hand corner and selecting

“Logout”.

®

O California State Un|

Evaluations

1| Course
Account Settings
Refresh Account

Logout

urse Description - - - - Term Name

# of responses
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B. Export SPOT Comments with LESS THAN 25 Student Responses for for One Course

California State University, Long Beach

Student Perceptions of Teaching

To view Student Comments, repeat steps 1 & 2 above, then
3. Click "SPOT Comments" tab

ACADEMIC TECHNOLOGY SERVICES
Academic Services Bldg., Room 120
ats-survey@csulb.edu | csulb.edu/spot

Fall 2022 w

SPOT Summary Report et S ST g

4. When you select a single course, you will be looking at student comments with respect to the

selected course only.

SPOT Summary Report
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5. Click the “Export” drop-down menu and select “Download Dashboard”.

SPOT Summary Report Humter of Shidents £

6. Select the "File TyBe" you wish to view. Note, the setting displayed below are for when you want to export
your report to an Adobe Acrobat PDF document. If you decide to print a hardcopy, these settings will provide a

header and page breaks.

Alternatively, select File Type “PDF” and enable “No page break” to avoid unwanted spacing and page breaks.

Click on the “Export” button.

”WE

SPQT Summary Report

SPOT Course Evaluations ~
SPOT Comments

Y Filers
Export Options

Comments az

What cantributed most to your I8

Admin Only [ Instructor ID: B Department All Semester: Fall 202 Bl v  Class Support Type: All v Hicle Filters
o o]
SPOT Summary R -
ry R
# of student Enrolled 4 of responses
Cliek here tor Insiructions to Expart Course y | 0.25in - -
| | L

What suggesticns or recammandations da you think would help your

E= o
[ Export ~

Torm Name Instructer Course Code ¥ .
course? instructer
Fall 2022 hiA Nk
Fall 2022 MiA Ni&
Fall 2022 A Ni&
Fall 2022 The homework given every we m et s Everything was done well )
Our professor did 3 great job pe
online resources to help us leam new
echnologl 0 lectronk lces. . .
. (EERARE S S SO i e ety - . . | don't believe | have any recommendations most classes were
Fall 2022 There was linkedin leaming, online articles, and Nething interfered with me learning in this class.

he recorded every lecture so we had several

engaging.
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7. Click “Close” and wait for a minute or two.

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.

XM = SPOT Course Evaluations v ® 0 Q
SPOT Summary Repert  SPOT Comments =
Y Filters  ~ ) Export

Admin Only [ Instructor ID: N & Department: All Semester: Fall 2022 ~  Course Sode: All VI} Course Mame: All ~  Instrector; Al ~  Class Support Type: Al ~ Hide Filters.

# of student Enrolled # of respanses

I} SPOT sum—mml H Number of Students Enrclled vs Respondad

Generating Export -

Comments 42
Tarm Ham: Instnactar Coumocose WAL Rtions or racom mandations da you think would help your
Fall 2022
Fall 2022
Fall 2022 [ - | N ity A
Fall 2022 m M A NA
Fall 2022 NiA Nigy e
Fall 2022 N iR i
Fall 2022 [ ] NrA iy LT
e —————————————— e ——

8. You will be notified once the file is ready to download as shown in the screenshot below,
a red dot on the bell icon. f o

E @

Export v

9. Click “Dashboard Ready for Download” and save your PDF report.

XM = SPOTCourse Evaluations ® o I

Notifications see X

® Dashboard ready for download

® Dazhboard ready for
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I California State University, Long Beach

1™y

P — Dopanmenc Al Semester PONZOZZ v e — v i Suppon . o o y M open
IE SPOT Summary Report el Stucents Bprole v Respords

10. To move from one course to another, click “Reset to Default” and select your next course.

11. When finished, logout of CSULB Spot by clicking your initial in the upper-right hand corner and selecting

“Logout”.

|
O California State Un 1 | Course

Evaluations

Account Settings
Refresh //
Logout

urse Description - - - - Term Name

# of responses
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C. Export SPOT Comments with MORE than 25 student responses for One Course

The SPOT Course Evaluations Dashboard is limited to downloading only 25 rows of data (“comments”) when
exporting your SPOT course evaluation (Steps 1-9). In order to export ALL comments, follow the steps below.

12. While still viewing your single course, scroll down to the “Comments” section.
Click the ellipses (3 dots) on the right-side of the screen and select “Export”.

K IR
I@B - The insthuctor was available during office hours ]

4 Course Le... Depart... ¥ College... 7

3 Course Carie merags Departmant merage Cotlage Aserage

5.75

B . 5.75

£ L LR £ .

Strongly Moderately  Slighily Dissgres  Shnity Aoie=  Moderalely Agies Strongly Ares

Dsagreg Disagres

| Gomments 4 \
arm Course ‘What cortributed most to your lsarning Did anything interfers with your leaming in this What suggestiors of ragemm

Marne Teacher Hame  oote In this course? course? i s, explain. wrokd bl your instruftor,.. b, Export

Spring

" . Keop doing what youlare doing. Class was interesting
2022 Class discussion Ho and fun. Bast dass | g
Group projects, the pecha kucha should be
Spring individugl because my group members have nat
The i is Ny L The case studys & Fauoin
2022 he bilogaphics started at all an theirs. They are Leaving it for the W CHAR SLichs fre Iy ool
Last minute.
Spri In-persan clscussions where both the Keep up the Q&A session heid in the middie of the
I:;';ﬁ students and professar learmed from ne. semester. That particulsr class stocd out to me a Lot
wach ather. and | wish my professors did that mere often.
Spring The assignments contributed most to o ) . .
2022 sy Warning e, rothing intefered with my Learming. I thirk mare in person classes would be helpful

13. Select File Type “PDF”. Enable “No page break” to avoid unwanted spacing and page breaks.
Click “Export”.

Export Options

Fle Type | PDF ~

| No page breaks (/]

Margn | 0.25in

Limit Results | 1000
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14. Click “Close” and wait for a minute or two.
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.

Generating Export

o expon ks being generatsd snd you wil be retified ovce the file is ready for downlosd,

Wau can continue to use the dashbaard while waking for the download to complete

15. You will be notified once the file is ready to download as shown in the screenshot below.
Click on the notification “bell”.
Offagl

I =

[ Export v~

®

16. Click “Dashboard Ready for Download” and save your PDF “Comments” report.

Notifications

i ready for download

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

Dashboards 15 minutes ago

See more @
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