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IDEA Quick Reference Guide 
FACULTY 

This quick reference guide will help you learn how to: 

 Complete the Faculty Information Form (FIF) for each course 
to be evaluated in IDEA 

 Add custom evaluation questions (optional) and edit custom 
evaluation questions 

 Administer the evaluation and track response rates 

Log into IDEA 

Log into IDEA using the same username and password that you 
use for FDU WebCampus and Webmail. *Note: When your course 
IDEA site is ready, a link to log in will be provided to you via your 
FDU email. 

Complete the Faculty Information Form (FIF) 

The IDEA survey’s chief indicator of teaching effectiveness is how well students rate their progress on the types 
of learning that faculty target. Since every course is different, faculty are asked to identify targeted learning goals 
for each course on a separate form, called the Faculty Information Form, or FIF.  

It is essential that you complete a FIF for each of your courses, or your evaluation results may be skewed. 

1. After you log into IDEA, 

the My Courses By Term 

screen is displayed.  

(Figure 1) 

2. Click the "Faculty 

Information Form" 

button for the desired 

course. 

3. The Edit Learning 

Objectives screen is 

displayed. (Figure 2) 

 

Figure 1 
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4. Click the radio button 

next to each learning 

objective to identify the 

relevance of that 

objective to your course 

(M = Minor, I = 

Important, E= Essential). 

5. As a general rule, 

prioritize what you want 

students to learn by 

selecting no more than 3-

5 objectives as either 

Important or Essential. 

6. Scroll down to finish 

identifying the relevance 

of all 12 learning 

objectives. Objectives 

that you identify as 

Important or Essential 

will be highlighted in 

green.  

 

Figure 2 

 

How do I decide whether an objective is Minor, Important, or Essential to my course? 

Ask yourself these three questions about each of the 12 IDEA objectives:  

- Is this a significant part of the course?  

- Do I do something specific to help the students accomplish this objective?  

- Does the student’s progress on this objective affect his or her grade?  

If you answer “yes” to each of these questions regarding a particular objective, then you should rate that 
objective as either Essential or Important. Keep in mind that if you rate the objective as Minor/No Importance, 
you are not saying that the objective is unimportant. Instead, you are indicating that your course will not focus 
on that objective. 

How will the objectives I select affect the evaluation results? 

IDEA places more weight on how well you are helping students make progress on the learning objectives that 
you identify as most relevant. It places less (or no) weight on things that are not relevant for your course (Minor 
objectives are weighed as "0," Important objectives are weighed as "1," and Essential objectives are weighed as 
"2").  

If you do not identify the relevance of the learning objectives, all objectives will default to Important (I), therefore 
skewing your results. 
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7. When you have finished 

identifying the relevance 

of all objectives, click the 

"Update" button at the 

bottom of the screen 

 

A "Saved" message will 

be displayed at the top of 

the screen. 

8. You will be returned to 

the My Courses by Term 

screen. 

9. Repeat steps to complete 

the FIF for each of your 

courses. 

 

 

 

Figure 3 

Learning Objectives: What will students see? 

Students will not see whether you have identified an objective as Minor, Important, or Essential. They will see all 
12 objectives and will be asked to rate their progress on those objectives on a scale of 1 to 5, as shown below: 

Twelve possible learning objectives are listed below, not all of which will be relevant in this class. Describe the 
amount of progress you made on each (even those not pursued in this class) by using the following scale:  

1—No apparent progress  

2—Slight progress; I made small gains on this objective.  

3—Moderate progress; I made some gains on this objective.  

4—Substantial progress; I made large gains on this objective.  

5—Exceptional progress; I made outstanding gains on this objective 
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What else will students be asked to evaluate? 

In addition to evaluating progress on learning objectives, students will also be asked to evaluate teaching 
methods. The teaching methods relate to the IDEA learning objectives. Using a 1-5 scale, students rate how 
frequently the teaching methods are utilized in class. The resulting report highlights the specific teaching 
methods that support the selected learning objectives. The teaching methods scale is shown below. 

Describe the frequency of your instructor’s teaching procedures, using the following code:  

1—Hardly Ever  

2—Occasionally  

3—Sometimes  

4—Frequently  

5—Almost Always 

 

Teaching Methods 

1. Displayed a personal interest in students and their learning  

2. Found ways to help students answer their own questions  

3. Scheduled course work (class activities, tests, projects) in ways that encouraged students to stay up-to-date in 
their work  

4. Demonstrated the importance and significance of the subject matter  

5. Formed “teams” or “discussion groups” to facilitate learning  

6. Made it clear how each topic fit into the course 7. Explained the reasons for criticisms of students’ academic 
performance  

8. Stimulated students to intellectual effort beyond that required by most courses  

9. Encouraged students to use multiple resources (e.g. data banks, library holdings, outside experts) to improve 
understanding  

10. Explained course material clearly and concisely  

11. Related course material to real life situations  

12. Gave tests, projects, etc. that covered the most important points of the course  

13. Introduced stimulating ideas about the subject  

14. Involved students in “hands on” projects such as research, case studies, or “real life” activities  

15. Inspired students to set and achieve goals which really challenged them  

16. Asked students to share ideas and experiences with others whose backgrounds and viewpoints differ from 
their own  

17. Provided timely and frequent feedback on tests, reports, projects, etc. to help students improve  

18. Asked students to help each other understand ideas or concepts  

19. Gave projects, tests, or assignments that required original or creative thinking  

20. Encouraged student-faculty interaction outside of class (office visits, phone calls, e-mail, etc.)  
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Add Custom Evaluation Questions (Optional) 

The IDEA system allows you to add up to 20 additional evaluation questions on the Diagnostic Form and the 
Short Form. You may want to use the opportunity to ask questions that were not covered by any of the standard 
items and are pertinent to your course. Any questions that you add will appear at the end of the course 
evaluation form. The questions can be open-ended or multiple choice. 

Endeavor Note: Tenure-track faculty will automatically have Endeavor’s questions added at the end of their 
IDEA surveys. But any other faculty (e.g., Associate Professors going for promotion) who want to include 
Endeavor questions must manually add those questions through the "Add Custom Questions" process. All 
Endeavor questions added (whether manually or automatically) will count towards the 20 custom questions 
allowed in IDEA. 

1. Click the "Add Custom 

Questions" button for the 

desired course. 

2. The Question Set screen 

is displayed. (Figure 5) 

 

 

 

Figure 4 
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3. Click "New" to begin 

adding custom questions. 

(Figure 5) 

 

 

Figure 5 

4. A drop-down menu is 

displayed with links to 

add multiple choice or 

open-ended text 

questions. (Figure 6) 

5. To add multiple choice 

questions: 

a. Click "Single Select" 

under Multiple 

Choice. 

 

Figure 6 
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b. The Add Single Select 

pop-up window is 

displayed. (Figure 7) 

c. Enter the question in 

the "Question Text" 

box. 

d. Enter the answers 

(one per line) in the 

"Answers" box. 

e. If desired, check the 

"Last answer is an 

Opt-Out" if you want 

to provide students 

with an opt-out (e.g., 

"N/A") answer. 

f. Click Ok.  

Figure 7 

6. To add open-ended text 

entry questions: 

a. On the "New" drop-

down menu, click 

"Textbox" under Text 

Entry. 

b. The "Add Textbox" 

pop-up screen is 

displayed. (Figure 8) 

c. Type your question 

in the "Question 

Text" box. 

 

Figure 8 

Note: The Textbox Validation defaults to "Text." If your question requires 
students to enter numbers, select "Number." If your question requires students 
to respond in another format (e.g., date, time of day, email, phone, state, zip), 
select "Specific" and then select the desired format. 
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d. Scroll down in the 

"Add Textbox" 

window to see 

additional options for 

Height (Rows) and 

Character Limit. 

(Figure 9) 

 

To  provide student 

with more space for a 

response to the 

question, increase 

the number of rows. 

 

To set a character 

minimum or 

maximum for student 

responses to the 

question, click the 

"Character Limit" 

checkbox and enter 

the desired min/max. 

e. Click Ok. 

 

Figure 9 

7. Repeat steps 3-6 to add 

more questions. 

Maximum number of 

custom questions is 20. 

Tip: You can easily copy any question by 
selecting it and then clicking the "duplicate" 
icon in the upper-right corner. This is 
helpful if you have multiple questions with 
the same basic format/setup. After 
duplicating, you can edit to make each question unique. 

How many total questions does the IDEA survey have? 

The instrument has 43 questions, plus any custom questions you/your department add. IDEA allows up to 20 
custom questions to be added. 

Endeavor Note: Tenure-track faculty will automatically have Endeavor’s questions added at the end of their 
IDEA surveys. Other faculty may manually add Endeavor questions (through the "Add Custom Questions" 
process) if they wish. All Endeavor questions added (whether manually or automatically) will count towards the 
20 custom questions allowed in IDEA. 

How do I edit or change custom questions? 

See the following section on editing custom questions. 
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Edit Custom Evaluation Questions 

The edit custom questions options allows you to add additional questions or edit, re-order, or delete existing 
custom questions. 

8. Click the "Edit Custom 

Questions" button. 

(Figure 10) 

 

Figure 10 

9. The Question Set screen 

is displayed. (Figure 11) 

10. Click on any question to 

make changes.  

-Click on the edit icon 

next to any question to 

edit it. 

- Place cursor on multiple 

choice answers to re-

order, edit, or delete. 

11. Re-order questions by 

changing the order in the 

"Sequence" drop-down in 

the upper-right corner of 

any selected question. 

You can also click and 

drag on any question to 

move it. 

 

Figure 11 
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12. Double-click on any 

question to see 

additional editing 

options. A pop-up screen 

with a "General" and 

"Reporting" tab is 

displayed. (Figure 12) 

 

"General" tab: Click the 

"Shuffle Answers" 

checkbox to have 

answers appear in 

random order; click the 

"Required" checkbox to 

de-select it (i.e., make the 

question optional). 

 

 

Figure 12 

"Reporting" tab: Click to 

"Show in Report" or 

change the text that 

displays on the report 

(leave blank if same). 

13. Make desired changes on 

both tabs. 

14. Click Ok. 

 

Figure 13 
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Administer the Evaluation and Track Response Rates 

During the last few weeks of the semester, students will receive notification (through FDU email and 
WebCampus/Blackboard) that the course evaluation is open. The  notification will include a link for students to 
click on to log into IDEA. 

Like faculty, students will use their FDU Webcampus/Email usernam and password to log into IDEA. 

Students can fill out the course evaluation survey anywhere with an internet connection—on their laptop, tablet, 
or smartphone. It is recommended, however, that you provide students with time during class to complete the 
evaluation (e.g., provide students with instruction and then step out for 15 minutes to let students complete the 
survey). Having students complete the evaluation in class will help to increase response rate. 
 

1. Introduce the IDEA Evaluation survey and provide students with instructions. 

Prior to the administration of the forms, review the importance of the process and demonstrate the 
importance of responding thoughtfully. Discuss a specific objective that was not relevant to the course (i.e., of 
minor or no importance) and instruct students that if they rate this item “5” because they “liked” the 
instructor or the course, they are not completing the survey appropriately. Similarly, point out a relevant 
(“important” or “essential”) objective and suggest that if students indicate making no progress on that 
objective because they “didn’t like” the instructor or the course, they are probably not completing the survey 
appropriately. This process emphasizes to students that the IDEA system is not assessing how much they 
“like” or “dislike” the instructor or the course, but encourages them to carefully read and discriminate 
between the items. 

In introducing the IDEA process, show students a sample Diagnostic Form Report so students get a chance to 
see the wealth of information the ratings provide.  When students can see the results, it motivates them to be 
more engaged in providing the data, and it underscores the anonymity of the data they enter. Emphasize to 
students that their feedback is meaningful and that the results of the evaluations will be used in future course 
planning. 

2. If possible, provide students with time in class to complete the course evaluation. This will help to increase 

the response rate. 

- Students can complete surveys on their smartphones, iPads, or laptops. 

- Students can be brought to a computer lab to complete the surveys. 

3. If it is not possible to provide students with class time to complete the survey, ensure that students know 

how to access and complete the survey online outside of class. 
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4. Monitor response rates 

after the survey opens. 

 

Evaluation status (in 

progress, scheuled to 

start, completed) is 

displayed under each 

course name. (Figure 14) 

5. Remind students on a 

regular basis to complete 

the evaluations (students 

will also receive 

automated reminder 

emails from the system).  

 

 

Figure 14 
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Additional Resources 

FIF and Learning Objectives 

Faculty Information Form (PDF) 

Learning Objectives and Teaching Methods 

Some Thoughts on Selecting IDEA Objectives (PDF) 

Integrating IDEA Objectives into a Course Syllabus (PDF) 

Custom Questions 

Using Additional Questions (PDF) 

Using Additional Questions for Online Courses (PDF) 

Interpreting Results 

Guiding Questions for Interpreting Reports (PDF) 

Overall 

Demo of IDEA Powered by Campus Labs (YouTube video 25:41 min.) 

http://www.ideaedu.org/sites/default/files/fif_handout.pdf
http://www.ideaedu.org/sites/default/files/learning_objectives_and_teaching_methods.pdf
http://ideaedu.org/sites/default/files/SOME%20THOUGHTS%20ON%20SELECTING%20IDEA%20OBJECTIVES.pdf
http://ideaedu.org/sites/default/files/Syllabus-ObjectivesExamples.pdf
http://www.ideaedu.org/sites/default/files/using-additional-questions.pdf
http://www.ideaedu.org/sites/default/files/using-additional-questions-online.pdf
http://www.uco.edu/academic-affairs/assessment/files/idea-reporting-guidelines.pdf
https://www.youtube.com/watch?v=Az4sXvwhy4U

