How to Make Department Class Comparison

1. In EvaluationKIT go to the Results tab click on Instructor Means Reporting.
2. Under Project click on Select a Project.
3. Under Filter Title type the quarter and year of what the information you want (e.g. Winter 2016). Click Apply Filter.
4. Check the box next to the form that you want to compare, then click Select.
5. Under Level check the college that you want to get the information for (e.g. Math). Then, click Select.
6. Under Group By Question click Show Questions Individually.
7. Under Select Question check the boxes next to all of the questions that start with the words “To what extent do you agree or disagree that”. Then, click Select.
8. Finally, click Search.
9. A message will pop saying “Do you want to open or save…”. Click on Open.
10. A page will open, at the top of the page click Enable Editing.
11. Now delete columns A, C, D, and E so that teachers are unable to determine which class each other taught.
12. [bookmark: _GoBack]Finally, organize the table by Course (do this by clicking on Sort & Filter in the right hand corner, then click on Custom Sort, finally under Sort by click on Course and click OK).
