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Printing IDEA Course Evaluation Information for Faculty Personnel Files and the 
Faculty Review Process 

 

AY 2015-16 is the first year that IDEA course evaluation data are included in our personnel 
files and the faculty review process. As IDEA is an online instrument, and we receive our 
results on a password-protected website, it takes just a bit of extra effort to print out and 
submit the relevant information. 

This document will guide you in how to print the information, and then detail what IDEA 
data you should print for faculty review purposes.  
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1. How to Print 

Currently, IDEA does not have a quick, one-click way to print our results. However, there 
are several easy ways to convert websites to pdf documents, and then these pdf documents 
can be saved, printed, emailed just like any other document (even better, as pdf files, they 
cannot be altered once saved).  

I use a program called “Cute PDF Writer.” Here’s how you can use it. First, go to 
http://www.cutepdf.com/ and click “free download.”  It is just as easy as downloading any 
other program to your computer.  

 

After you download it, go to your computer’s listings of Devices and Printers. You will see, 
among your printers and other devices, a new printer called “Cute pdf writer.” 

 

Now, you can go to any website, say www.fdu.edu, and Click on FILE, then PRINT 

 

 

 

 

http://www.cutepdf.com/
http://www.fdu.edu/


3 
 

This pops up: 

 

Click on CutePDF writer, and then click PRINT. 

The webpage has now been converted to a pdf document and now can be saved into any 
folder on your computer, just like any other document: 

 

Once it is saved, just open the document and print it using your actual printer. Put in your 
portfolio or bring to your college office to be filed. It really is that easy. 

There are other ways to print your results, including: 

 Adobe Acrobat Pro, which is easy to use if you have this program 
 A print button on the IDEA website, which I find sub-optimal because of poor 

formatting and the inclusion of extraneous information 
 Creating screencaps and then printing 
 Using a “print-screen feature 

I find Cute PDF Writer to be the most user-friendly 
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2. What to Print 

IDEA was chosen because it provides evaluative data on teaching from the students’ 
perspective, as well as copious developmental data, and data that can be used for 
departmental or programmatic curriculum development. For the purpose of this 
document, we are not interested in the developmental or the programmatic data. These 
data should absolutely be used by faculty and appropriate decision makers, but it is beyond 
the scope of what should be included in a faculty portfolio or personnel file.  

Further, just like any student survey-based instrument, the resultant data should not be 
mis-used. For example, many commonly over-interpreted small differences in Endeavor 
scores, enforced arbitrary cut-off scores, and used Endeavor as the primary means by 
which faculty teaching was assessed.  

One of the benefits of converting to a new system is that we can break these habits and use 
evaluative data more appropriately.  

IDEA states that their data should constitute no more than 30%-40% of what evaluative 
bodies consider when evaluating teaching. Peer and chair observations, samples of student 
work, grade distributions, syllabi, course materials and other artifacts all need to be 
considered for a well-rounded view of teaching effectiveness. Further, an occasional low 
score should not be over-interpreted, given the inherent unreliability of small sample sizes.  
Context is important, and needs to be considered. Finally, small differences, say between a 
3.9 and a 4.1 should not be over-interpreted, considering the noise inherent in any student 
survey.  

With all that said, here is what we should be printing out from our course evaluations: 
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First Step 

Go to https://fdu.campuslabs.com/faculty and log in using your FDU webmail address and 
login. You will then see a screen listing your courses. Click on “View Results” for the course 
you want to print data from. You’ll then see your Summative Data page: 

 

Click on Raw Averages and IDEA Discipline, and then click the small triangle to make the 
course and student description window appear.  

If you recall from training, these course and student descriptors represent the items that 
could potentially adjust raw scores up or down based on the how favorable or unfavorable 
the context of the class is to positive evaluations (in general, good students taking easy 
classes that they actively wanted to take give high 
ratings). As long as nothing is crazy high or crazy low 
here, your raw and adjusted scores will be very 
similar, so it is best to use raw averages.  

Now, as discussed in Part 1, go to the top of the 
screen. FILE  PRINT, choosing CutePDF Writer as 
your printer. Now you have a pdf file of this page. 
The print it using your printer and you are done with 
the first page! 

 

Quick Recap- the numbers in 
the circles are the raw averages 
on a 1-5 scale. The numbers in 
the rectangles are t-scores, with 
a mean of 50 and a SD of 10, 
showing how your scores 
compared to your comparison 
group of instructors in your 
discipline in the 400+ 
universities that use IDEA.  

https://fdu.campuslabs.com/faculty
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Second step 

While you are still on the Summative Page, now click anywhere in the middle box that 
says Progress on Relevant Objectives. This page will come up: 

 

These are the students’ responses to how much progress they believed they made ONLY on 
the learning objectives you had selected at Essential or Important earlier in the semester. 
This is the heart of your course evaluation.  

One of the major advantages of IDEA is that your evaluation is based on what you have 
selected as the most important aspects of your particular class. No longer are arts, sciences, 
business and all matter of coursework assessed with an assumption that there is one best 
way to teach.  

Once again, now go to the top of the screen. FILE  PRINT, choosing CutePDF Writer as 
your printer. Now you have a pdf file of this page. The print it using your printer and you 
are done with the first page! 

These printouts are all you need to provide. If you’d like to add any explanatory notes or 
additional commentary, you may do so as you deem appropriate and useful.  
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Third Step 

If the scores are reasonable, then you are done. A good general rule is if your t-scores are 
40 or higher, this means your scores are within one standard deviation of the mean. If this 
is the case, these two documents are all you should print and include. Review bodies should 
be able to use and interpret your scores through a regular process. 

If one or more of your t-scores on the Summative Page are below 40, you should include 
further information so that review committees can take a deeper dive into the data. First, 
you should include a narrative that explains the context of the course, your plan for 
improvement or any other relevant information.  

Next, you should go to the main Summative Page and then click on the Segment 
Comparison tab: 

 

In segment comparison, you can see your scores on every item on the IDEA survey- all 
learning objectives and teaching behaviors, plus all contextual questions, and how they 
compare to various FDU comparison groups. The best comparison group to choose on the 
pull-down menu is Discipline within Department. For this example, this is SC- 
Management. Looking at this drop-down menu, the choices are, in order: 

 No segment 
 All FDU 
 All courses that come under the purview of the University Provost (which, in this 

case is all FDU courses) 
 All Silberman College 
 All Department of Management within Silberman (Management includes MGMT, 

BUSI, ORGS, EXEC, PHAR and other courses) 
 All MGMT courses within the Management Department  
 All sections of course (Only appears if you teach a course that has three or more 

sections) 

Your menu may be slightly different, but you should choose the one that would compare 
you most closely to departmental colleagues teaching similar courses. Once you choose 
your comparison group, you will see this: 
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Again, go to the top of the screen. FILE  PRINT, choosing CutePDF Writer as your printer. 
Now you have a pdf file of this page. This document will be longer than the others longer 
than the others.  

But with this, your narrative, and the first two pages, the review committees will have 
enough information to make a considered judgment without drowning in extraneous data. 
If you’d like to add any explanatory notes or additional commentary, you may do so as you 
deem appropriate and useful.  
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Fourth Step 

Untenured, tenure-track professors will also need to share the results of the Endeavor 
items that were automatically added to their surveys: 

Go to the Quantitative tab to see the results of every item in your survey. Down at the 
bottom, after the IDEA questions, will be the Endeavor questions. Unfortunately, the IDEA 
output does not calculate scores for Rapport and Pedagogical Skill. However, we have 
provided you an excel spreadsheet to calculate Rapport and Pedagogical Skill scores. 

 For ALL CLASSES (except fully online classes, use this: 
https://fduidea.files.wordpress.com/2015/08/endeavor-calculation-spreadsheet-final-
final-version2.xlsx.  

 For FULLY ONLINE classes only, use this: 
https://fduidea.files.wordpress.com/2015/08/endeavor-calculation-spreadsheet-for-
fully-online-classes-only-final-version1.xlsx  

Once you enter the results from the endeavor items into your spreadsheet, your 
spreadsheet will look something like this.  

 

Now, simply print this excel spreadsheet as you would normally do. FILE  Print. Your 
spreadsheet will fit on a single portrait-oriented page.  

Your spreadsheet is all you need to provide. If you’d like to add any explanatory notes or 
additional commentary, you may do so as you deem appropriate and useful.  

You are done! This was pretty easy, and will become easier over time as we get more 
experience with these data. Thank you.  

https://fduidea.files.wordpress.com/2015/08/endeavor-calculation-spreadsheet-final-final-version2.xlsx
https://fduidea.files.wordpress.com/2015/08/endeavor-calculation-spreadsheet-final-final-version2.xlsx
https://fduidea.files.wordpress.com/2015/08/endeavor-calculation-spreadsheet-for-fully-online-classes-only-final-version1.xlsx
https://fduidea.files.wordpress.com/2015/08/endeavor-calculation-spreadsheet-for-fully-online-classes-only-final-version1.xlsx

