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Overview of Course Evaluation Periods

e Survey and reporting periods are based off the course end dates

* If your unit would like to change the dates, please reach out. We
will try to accommodate as many of these request as possible so
that the evaluation periods can be best tailored to the course
structures.

* A course evaluation period MUST be closed before the course’s
final exam is administered to avoid any final grading biases that
may occur

* Course evaluations are set to close the day before final exam week for
the Fall and Spring semesters

. PIIease see each semester’s evaluation periods in the following
slides:



Course Duration Types

Survey Start Date

Fall Evaluation Periods

Survey End Date

Report Release for
Department Heads & Admins

Report Release for Instructors

Longer than Full Term

Full Term

Longer than 4 Weeks, but not

Full Term

3 Weeks or Shorter, but

longer than 11 days

11 days or Shorter, but longer
than 2 days

2 days or less

26 Days Before Course End
Date

21 Days Before Course End
Date

17 Days Before Course End
Date

8 Days Before Course End
Date

5 Days Before Course End
Date

2 Days Before Course End
Date

12 Days Before Course End
Date

7 Days Before Course End
Date

7 Days Before Course End
Date

1 Day Before Course End Date

1 Day Before Course End Date

1 Day Before Course End Date

12 Days After Course End
Date

12 Days After Course End
Date

12 Days After Course End
Date

12 Days After Course End
Date

12 Days After Course End
Date

12 Days After Course End
Date

15 Days After Course End
Date

15 Days After Course End
Date

15 Days After Course End
Date

15 Days After Course End
Date

15 Days After Course End
Date

15 Days After Course End
Date



Course Duration Types

Survey Start Date

Spring Evaluation Periods

Survey End Date

Report Release for
Department Heads & Admins

Report Release for Instructors

Longer than Full Term

Full Term

Longer than 3 Weeks, but not
Full Term

3 Weeks or Shorter, but
longer than 11 days

11 days or Shorter, but longer
than 2 days

2 days or less

21 Days Before Course End
Date

21 Days Before Course End
Date

19 Days Before Course End
Date

8 Days Before Course End
Date

5 Days Before Course End
Date

1 Days Before Course End
Date

7 Days Before Course End
Date

7 Days Before Course End
Date

6 Days Before Course End
Date

1 Day Before Course End Date

1 Day Before Course End Date

3 Day Before Course End Date

12 Days After Course End Date

12 Days After Course End Date

12 Days After Course End Date

12 Days After Course End Date

12 Days After Course End Date

12 Days After Course End Date

15 Days After Course End Date

15 Days After Course End Date

15 Days After Course End Date

15 Days After Course End Date

15 Days After Course End Date

15 Days After Course End Date



Summer Evaluation Periods

Course Duration Types

Survey Start Date

Survey End Date

Report Release for
Department Heads &
Admins

Report Release for
Instructors

Large Summer

2 Days Before Course
End Date

10 Days Before Course
End Date

4 Days Before Course
End Date

10 Days Before Course
End Date

3 Days Before Course
End Date

2 Days Before Course
End Date

2 Days After Course End
Date

2 Day Before Course End
Date

15 Days After Course
End Date

12 Days After Course
End Date

14 Days After Course
End Date

12 Days After Course
End Date

18 Days After Course
End Date

15 Days After Course
End Date

27 Days After Course
End Date

15 Days After Course
End Date



Course Duration Types

Winter Evaluation

Survey Start Date

Periods

Survey End Date

Report Release for
Department Heads &
Admins

Report Release for
Instructors

Longer than 4 Weeks,
but not the Full Term

4 Weeks or Shorter, but

longer than 2 days

2 Days or Shorter

Longer than Full Term

Full Term

17 Days Before Course
End Date

8 Days Before Course
End Date

1 Day Before Course

Ends

21 Days Before Course
End Date

21 Days Before Course
End Date

7 Days Before Course
End Date

1 Days Before Course
End Date

8 Days After Course End

Date

7 Days After Course End
Date

7 Day Before Course End
Date

12 Days After Course
End Date

12 Days After Course
End Date

12 Days After Course

End

12 Days After Course
End Date

12 Days After Course
End Date

15 Days After Course
End Date

15 Days After Course
End Date

15 Days After Course

End

15 Days After Course
End Date

15 Days After Course
End Date



J-Term Evaluation Period

Course Duration Types Survey Start Date Survey End Date Report Release for Report Release for

Department Heads & Instructors
Admins

Full Term 3 Days Before Course Last Day of Course 12 Days After Course End 15 Days After Course End
End Date Date Date




How to Provide Question Sets for Specific
Courses

e Every course at Loyola will be assigned to the same standard set of
thirteen questions.

* The standard set of questions is accessible from this link.
* None of the required course evaluation questions can be modified.

* As of October 2025, OIRA no longer allows for additional questions or
customization to question sets anymore. This allows for more uniform

and consistent reporting.



https://wwws.smartevals.com/student/evaluation508.aspx?datechanged=508&p=t&t=q&s=636&d=51633

How to Review Course Information

* Prior to the course evaluations, we will provide the group with a copy
of the LOCUS extract file that is uploaded into SmartEvals for that
term. There will be at least 3 reminder emails.

* If information is listed incorrectly on the extract file, it must be
correct in LOCUS before being uploaded into SmartEvals.

* The necessary corrections are updating Instructor information and
removing courses from being evaluated.

* If you do not see a course on the extract, please make sure that there
is at least 2 students enrolled. If there are not, it will not be on the
extract. If there are 2 or more students enrolled and you still do not
see it, please reach out to LoyolaCourseEvaluation@LUC.edu



Reviewing Course Information in LOCUS (Step
1)

* Log into locus.luc.edu, click on Administrative Center.

v General LOCUS Access

Administrative Center Faculty/Staff Profile

v b ]
*




Reviewing Course Information (Step 2

* Click on Class Search on the left

General LOCUS Access Admin Center

Administrative Center Administrative Center
Enter any information you have and click Search. Leave fields blank for a list of all values
@ Find an Existing Value
Search Criteria
Browse Catalog

o e Y]
Campus ID
Nalional ID[ begins wilh v |
Last Name begins with v |
First Name begins with v |

[ case Sensitive

A



Reviewing Course Information (Step 3

* Enter the term and the Class Nbr and then press search. You should

now be able to review the course info.

Search for Classes
Enter Search Criteria

Administrative Center

| Class Search

— Search for Classes
i Browse Catalog

Institution

Term | WWinter 2022

Select at least 2 search criteria. Select Sedrty

¥ Class Search

select subject

Subject
Course Number | is exactly v
Course Career ~
¥ Undergraduate CORE/Interdisciplinary
Search
~

COREfntrdscpl.

D CORE/Intrdscpl. Values h

¥ Class Search - Additional Search Options

Eng Lrn Categories, Honors, Writing v
Show Open Classes Only

Meeting Start Time | greater than or equal to v
Meeting End Time | less than or equal to v
Days of Week | include only these days v

O Mon O Tues O wed O Thurs O Fr O sat O Sun

Instructor Last Name | egins with hd
Course Keyword

Minimum Units | greater ihan or equal to ~
Maximum Units | less than or equal to v
Course Component ~
v

Session




How to Update Course Information in LOCUS

* Confirming course information is correct in LOCUS is a critical task
that each department/school/program must do

 Course information is rolled over for each like term

* To add a new course or make changes to a specific course, submit a
request to the Office of Registration and Records via the Course
Inventory Form

e Appointed individuals from each unit should have this training



Updating Course Information in LOCUS (Step

* Click the Navigation symbol at the top right of LOCUS

General LOCUS Access

Admin Center N Q A

Administrative Center Administrative Center

Enter any information you have and click Search. Leave fields blank for a list of all values.
Class Search . .
Find an Existing Value

5 h Criteri
Browse Catalog sarch Lrierna

o egm ]|
Campus ID| begins with w |
National ID| begins with v |
Last Name | begins with v |
First Name [ begins with + |

D Case Sensitive



Updating Course
Information in LOCUS
(Step 2)

e Click Navigator

* Click Curriculum Management

NavBar: Navigator

Mavigator

Campus Community

Student Recruiting

Student Admissions

Records and Enrollment

Curriculum Management

Financial Aid

Student Financials

Academic Advisement

Contributor Relations

SA Integration Pack

Set Up Common Objects

Set Up SACR

Worklist

Tree Manager

Reparting Tools

PeopleTools



Updating Course

Information in LOCUS

(Step 3)

Click Schedule of Classes

Then, click on Maintain Schedule of
Classes

MNavBar: Navigator

iy
:©

Recent Places

L

My Faworites

Navigator

& ‘ Curriculum Management

Course Catalog

Schedule of Classes

Rall Curriculum Data Forward

Enrollment Requirements

Combined Sections

Dynamic Dates

Facility and Event Information

Class Roster

Attendance Roster

Grading

Gradebook

InstructorfAdvisor Infarmation

Learning Management Systems

Academic Item Registry

Activity Management

Loyola CM Custom Menu

v

MNavBar: Navigator

o [
:©

Recent Places

w

My Favorites Schedule New Course

Mavigater Schedule Class Meetings

Schedule of Classes * |

SA Integration Pack 5

Class Search

Maintain Schedule of Classes

Adjust Class Associafions

Update Sections of a Class

Class Event Table

Print Class Schedule

Exam Code Table

Generate Exam Schedule

Class Motes Table

Glohal Motes Tahle

Resource Queue Cleanup

Review Message Log



Updating Course
Information in LOCUS
(Step 4-) Maintain Schedule of Classes

e Enter the Term and Subject Area

* Term syntax

1YYT
YY = Last two digits of the year
T=Term
1=JTerm
2 =Spring
4 = Summer
6 = Fall
8 = Winter
* Example:
Term = 1222

Subject Area = INFS



Updating Course
Information in LOCUS
(Step 5)

* Once you have searched for the Course,
click on the Course ID.
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Course ID Courss Offerisg Ner
Academic Insliltion
Tarm
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Catalog Niw
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Class Section Component Eveni ID
Amsocaied Clas [
Mesting Patiem Fing | Wiaw all Fiesi & doli B Last
% [=
Facality I} Capasity Bar g Stan g Cna BT W T F & & CSisllnd Dats =
@ o i taznz0te |§ fiza20 |@
Topic ID % Faes Format Top:

Frint Topic On Transcript

Instruciors For Mesting Patbern
Assignment | Woskosd | [T
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a, Primary insinector
Ricem Charschesintics
* R Charcteristic
3] a,

Acadamic Shift
Acssemic Shit

Dieszrighion
Emcronc Classroom

L+
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1. Once you click
on the Course
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Meetings tab
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How to Verity Courses to be Evaluated in
LOCUS

e Confirming which courses should not be evaluated in LOCUS is a
critical task the each school must do

e Courses in the system are usually defaulted to be evaluated, but if a
course is in the system and should not be evaluated, it is the
responsibility of each unit to properly indicate that in LOCUS

* Appointed individuals from each unit should have this training



NavBar: Navigator NavBar: Navigator

Campus Community 3 | @ | Curriculum Management

. . :. . -E!-_(‘:’? chedule of Classes
Verifying Courses to .

. Roll Curriculum Data Forward
e Evaluated in LOCUS >
Enroliment Requirements
(Ste p 1 ) MO e Records and Enroliment » My Favorites

. . Combined Sections
* Go to the Navigator at the top right of >
Locus. E

Dynamic Dates

Mavigator Financial Aid > Mavigator
* Click Navigator.
g Facility and Event Information
. . Student Financials >
* Click Curriculum Management
Class Roster
* Click Loyola CM Custom Menu Academic Advisement >
Attendance Roster
Contributor Relations >
Grading
SA Integration Pack >
Gradebook
Set Up Common Objects >
Instructor/Advisor Information
Set Up SACR >
Learning Management Systems
Worklist >
Academic ltem Reqistry
Tree Manager >
Activity Management
Reparting Tools >

Loyola CM Custom Menu
PeopleTools >



Verifying Courses to
be Evaluated in LOCUS

(Step 2)

Click Loyola CM Custom Processes

Click Loyola Course Eval

NavBar: Navigator NavBar: Navigator

‘ Loyola CM Custom Menu * ‘ ‘ Loyola CM Custom Pro...

Lc ola CM Custom Processes
Recent Flaces - ' Recent Places LGYOIa Course Eval

‘ Loyola CM Custom Inguiries Loyola Symplicity Interfaces
My Favorites My Favorites Loyola Maxient Interface
E E Loyaola SAGA Interface
Mavigator Navigator Loyola Digication Interface

Loyola Get Inc Interface




Verifying Courses to be Evaluated in LOCUS
Step 3

NavBar: Navigator

Loyola Course Eval |?‘

Here is where you can designate
:® Layala Class Updates by Group courses that will not be evaluated.
Loyola Course Eval Org Setup > S iy TR TRN o) i okt 8 - _— Make sure to click save

nt Places
Finedl a Exesting Waig

[S C 0O ® htips/lecuscsplucedu/;
My Favorites Loyola Course Eval Setup

Cass Ssnadivg —

Loyola Course Eval Build
Search asr Heor Searct

Mavigator Loyola Course Eval Classes

Loyola Class Updates by Group Favottina ~ Maer Mone ~
& LOYOLA
NN UMIVEASITY OmCAGO

Luse Ca Chassentry

Loyoln M Custom Procasses ~ Loyoda Course Evid ~

16T any IMITESSon you have and dak Saarch Laarss el plani for 3 T of ol widus

Firad 0 Exesting Value

Find | View AJ Fr 1ot Lazt
DU " |
Loyola Course Eval Class Upd
h oW TEES Group Cose FLET CE Dept. Designee: 0005128
Casa Sansitive Tempiane Prcaiegst St IDEA Discipine Code: 2200 Law - General Leg ¥
Loyola Smart Evals Extract Term 1196 Fal 20t
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For any questions, please reach out to
LoyolaCourseEvaluation@LUC.edu

LOYOLA

UNIVERSITY CHICAGO

Preparing people to lead extraordinary lives



	Slide 1: Office of institutional Research & Analysis
	Slide 2: Table of Contents
	Slide 3: Overview of Course Evaluation Periods
	Slide 4: Fall Evaluation Periods
	Slide 5: Spring Evaluation Periods
	Slide 6: Summer Evaluation Periods
	Slide 7: Winter Evaluation Periods
	Slide 8: J-Term Evaluation Period
	Slide 9: How to Provide Question Sets for Specific Courses
	Slide 10: How to Review Course Information
	Slide 11: Reviewing Course Information in LOCUS (Step 1)
	Slide 12: Reviewing Course Information (Step 2)
	Slide 13: Reviewing Course Information (Step 3)
	Slide 14: How to Update Course Information in LOCUS
	Slide 15: Updating Course Information in LOCUS (Step 1)
	Slide 16: Updating Course Information in LOCUS (Step 2)
	Slide 17: Updating Course Information in LOCUS (Step 3)
	Slide 18: Updating Course Information in LOCUS (Step 4)
	Slide 19: Updating Course Information in LOCUS (Step 5)
	Slide 20
	Slide 21: How to Verify Courses to be Evaluated in LOCUS
	Slide 22: Verifying Courses to be Evaluated in LOCUS (Step 1)
	Slide 23: Verifying Courses to be Evaluated in LOCUS (Step 2)
	Slide 24: Verifying Courses to be Evaluated in LOCUS (Step 3)
	Slide 25

