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USING THE IDEA EVALUATION TOOL: 

 

A Look at Basic Components 

 

This document is designed to walk you through the IDEA Student Ratings of Instruction process: 

linking to your class IDEA evaluation, setting up your Faculty Information Form (FIF), adding 

questions to your survey, and, finally, implementing IDEA on Blackboard. 

 

Linking to your Class IDEA Evaluation 

 

Most likely, around February 12, you received an email message entitled “IDEA Student Ratings 

FIF for . . .”; you should have received one email message per class you teach. This email 

message may also have been followed several weeks later with additional email messages asking 

you to submit your Faculty Information Form (FIF).  

 

You will want to follow the link provided, for it will take you to the FIF completion site. 

Remember, you will need to set up an FIF for each course you teach. You will also need to set 

up your FIF by no later than April 1, allowing for processing of your information so that students 

may complete the survey starting April 8 and running through April 28. 

 

 

Note. If you have not received an email message linking you to your FIF, first be sure to check 

your UAA email or, for full-time faculty members, your Mat-Su email. Should you still be 

unable to find an email message for the FIF—or should your link no longer be available (for 

short classes)—you may wish to contact Sean Tittle, the UAA IT administrator in charge of 

IDEA—at (907) 786-4692 or axsmt@uaa.alaska.edu. 

 

 

 
 
Figure 1: Entry Screen for the IDEA Online Evaluation. To fill out your FIF, click the link on the right. 

 

 

 

mailto:axsmt@uaa.alaska.edu
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Setting up your Faculty Information Form (FIF) 
 

Once you are at the IDEA online evaluation tool entry screen (see Figure 1), you will see two 

choices available: Manage Additional Questions | Complete Faculty Information Form (FIF). To 

complete the FIF, you will want to click the second link (Complete Faculty Information Form). 

 

When you arrive at the FIF completion screen, you will need to input several forms of 

information. 

 

Step one. First, you’ll be asked to fill in your department of study from the drop-down menu. 

(See Figure 2.)  

 

 
 

Figure 2: FIF Department of Study and Objectives. For Objectives, use E for essential learning objectives, I for 

important learning objectives, and M for minor/not important learning objectives. 

 

Step two. Next, you’ll be asked to fill in information on the objectives of your course: what is 

essential (E), what is important (I), and what is minor or not important (M). Try to keep the 

learning objectives ranked as essential (E) to about four. 

 

 

Note. In the near future, your Coordinator should contact you about what should be considered 

as essential, important, or minor/not important. You may also find the Course Content Guides 

(CCGs) for you classes helpful; they can be found at http://curric.uaa.alaska.edu/curric/courses/. 

 

http://curric.uaa.alaska.edu/curric/courses/
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Step three. After completing your objectives, you’ll want to enter your contextual information, 

which refers largely to teaching methodology and student characteristics. Be careful as you enter 

this information, for the coding system for responses changes several times. (See Figure 3.) 
 

 
 
Figure 3: FIF Contextual Information. Most of the information here is for research purposes, but be aware that 

the coding system for response changes several times. 

 

Finally, after you have entered your information, hit Submit  at the end of the survey. Your FIF 

is now complete! 

 

Adding Questions to your Survey 

 

Want to add some questions to your survey? It is easy to do so! Just be sure to follow the steps 

below. 

 

Step one. Return to the IDEA online evaluation tool entry screen (see Figure 2), you will see two 

choices available: Manage Additional Questions | Complete Faculty Information Form (FIF). 

Choose the first link entitled “Manage Additional Questions.” 

 

Step two. You will now enter the Manage Additional Questions screen, which offers two choices: 

ADD QUESTION GROUP | ADD OPEN ENDED QUESTION. 
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Which One to Choose? The “ADD QUESTION GROUP” page will allow you to enter questions 

with pre-set answers, such as Likert scale or multiple choice questions. The ”ADD OPEN 

ENDED QUESTION” page will allow you to add short response questions. 

 

Adding Question Groups to your Survey 

 

To add question groups, click the appropriate link. You will then arrive at the Add Question 

Group page. (See Figure 4.) 

 

 
 
Figure 4: Add Question Group Page. The opening page for the Add Question Group asks you to submit the title, 

instructions, and responses for your question. 

 

Step One. Enter a title if you wish; this merely helps students categorize your questions. You 

might, for example, use a title such as “Blackboard Availability” for a question on the course’s 

Blackboard use. 

 

Step Two. Enter your directions: for example, do you want students to check more than one 

response?  

 

Step Three. Enter your responses. Keep in mind that you are constrained to four responses. As 

you enter your responses, “Key” indicates, most likely, the number of the response while 

“Label” indicates the actual response (such as “strongly agree” and “strongly disagree”). Be sure 

to hit Submit  after setting your question information. See Figure 5 for a detailed entry of 

question information for a question on Blackboard use.  
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Figure 5: Example Entry Information. The example provided here is for a potential Blackboard use question. 

 

Note. If you are looking for the question itself, it appears on the second page of the Add 

Question Group area. Thus, you will first set the title, instructions, and responses. 

 

Step Four. After setting the parameters of your question, you will next actually write the 

question. To add a question, click the ADD QUESTION link. You will then be asked to enter 

your question. (See Figure 6.) 

 

 
 
Figure 6: Add Question Group Second Page. Strangely enough, the actual question is entered on the second page, 

after the title, instructions, and responses have been set. 

 

After you have completed your question, you will see a complete version of the question with 

title, instructions, responses, and question. (See Figure 7). Additionally, you can MODIFY or 

DELETE your question as necessary. 
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Figure 7: Example Question. The example provided here is for a potential Blackboard use question. 

 

Adding Open Ended Questions to your Survey 

 

To add an open ended question, you can click the ADD OPEN ENDED QUESTION link from 

the Add Question Group page—or you can return to the Manage Additional Questions page. 

 

To add your question, simply fill in your question in the dialog box provided under “Enter your 

question text.” Be sure to hit Submit  when you are finished. 

 

Implementing IDEA on Blackboard 

 

To make your evaluation available, proceed to your Blackboard shell by going to 

http://www.uaa.alaska.edu. After signing into your Blackboard account, you will want to hit the 

link to your course, then the link (in the left column) entitled “Control Panel.” This is where you 

add, change, and arrange content for your class site. 

 

 
 
Figure 8: Blackboard Control Panel. In Blackboard, the Control Panel is the main point of entry for instructors. 

http://www.uaa.alaska.edu/
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Step One. When you arrive at the Control Panel (see Figure 8), you will want to navigate to the 

bottom left quadrant entitled “Course Options.” Select the “Manage Course Menu” link. 

 

Step Two. Once at the Manage Course Menu page, you will see a range of the navigation 

elements for your course website. At the top of the page you will see a toolbar; you will want to 

click the Add Tool  button. 

 

Step Three. At this stage, you will see a screen with a drop-down menu entitled “Type.” 

Navigate through the drop-down menu until you reach IDEA Online Connector. 

 

Step Four. Once the drop-down menu has plugged in the title IDEA Online Connector, type in 

something like “Student Evaluations” in the “Name” field. 

 

Step Five. Keep the “Available for Student/Participant users” field checked if you are 

immediately ready to deploy your survey. If not, remove the check from that field. See Figure 9 

for a completed example. 

 

 
 
Figure 9: Example IDEA Menu Addition. The example provided here should look similar to your own. 

 

Finally, hit Submit  and you are finished entering the information for your survey! If you left the 

survey available for students, you should now see a link to your survey on your course’s main 

page. 

 


