Tips for Successfully Completing an On-Line Course Survey
(This information is also available on the Office of Educational Assessment’s
Web site http://oea.uchc.edu under “Tips for Students”)

Accessing Blackboard

>

As most students know by now, Blackboard can be accessed through the following URL: http://help.uchc.edu

Accessing a Survey

» Once in the Blackboard System, you’ll see tabs at the top for accessing various areas of Blackboard: UCHC, Coutses, etc.
The courses on Blackboard that you are enrolled in will be listed. Click on the specific course and then look under the
Announcements section for a link to the survey folder. In this folder will be a link to the required on-line survey for that
course. You can also simply click on the Survey Button listed in the left menu column of the course.

» The posting will say:

“Name of Course” Survey:

Please click on following link to access this course’s required on-line survey: Survey

Completing a Survey

Once you are in the survey:
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You must complete the survey in its entirety at that time.

You will be locked out of the survey if you go in to just preview it and then try to access it later.

Your attempt can be cleared by contacting Diane Blahun but you can avoid this by not accessing

the survey unless you plan to complete it in full at that time.

Do not click on the lower right submit button that is located near The Survey link and do not enter anything in
the box located below The Survey link.

You are required to answer all multiple choice questions.

If you skip a multiple-choice question after submitting the survey, you will be prompted to answer those
skipped questions. If you are prompted to answer a question already answered, please check through the survey
for any other missed multiple choice questions. Once you have completed those questions, you will be able to
successfully submit the survey.

Do not click on the Back button of the browser or close out of the browser at anytime during the
survey.

There may be a slight delay after you hit the Submit Survey button at the end of the evaluation. Please be
patient and once you see the “Thank You” confirmation box appear, you will know your responses were
successfully submitted.

After you click on the Submit Survey button (please click on submit button only once) and the Thank
You Confirmation box appears, PLEASE DO NOT CLICK ON BACK BUTTON OF BROWSER
AND RESUBMIT - this will duplicate your responses which this office then needs to delete.

If you experience trouble successfully completing the survey from your home pc, please complete the
survey on an on-site pc. Being directly connected to the UCHC server will avert home-based pc
issues.

For Basic Medical Science Courses Only (unless your Course Director instructs you otherwise):
If you do not complete the survey, your exam or course grade will be held until you succesfully complete it.
You will be asked for your opinion about the exam, so please take the survey after your exam. You will have about
a week to complete the survey so please try to complete it as soon as possible following your exam.

If you have trouble entering or completing the survey, please contact Diane Blahun at x4590 or at
blahun@nsol.uchc.edu

Your survey responses are completely anonymous and we hope that will encourage students to respond in a sincere
and honest manner on the surveys. We only know whether or not you have completed the survey via the on-line grade
book codes but cannot link your responses to your name.

Your feedback on the Medical, Dental, and Graduate School Courses is very valuable to us. Your attention to these
instructions will help ensure your successful completion of the course surveys. Please review this sheet prior to taking
your surveys.

Office of Educational Assessment
Diane Blahun - Admin. & Clinical Systems Coordinator
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