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How to access evaluation reports
1. From your main Moodle course page, click on the ‘Have your say’ image in the Evaluation block
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2. Click on the ‘Reports’ tab
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3. The available evaluation reports are listed on this page.   Click on the link for the report you wish to view.
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Note:  To switch between reports, click on the ‘Reports’ link in the navigation/breadcrumb bar at the top of the page to return to the list of available reports.  This will also clear any filters/variables in preparation for viewing the new report.
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Individual Responses Report
[bookmark: _Toc296606232]Viewing the report
This report allows you to cycle through the responses given by each student using the previous/next/first/last navigation buttons.  Please note that each time you view this report, the order of the student responses will be randomised.  
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[bookmark: _Toc296606233]Exporting the responses

1. You can export all student responses to an Excel spreadsheet by clicking the ‘Export all responses’ button in the top-right corner of the page.
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2. You will then be prompted to either open or save the Excel file
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3. A sample of the output you can expect from the export is below.
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Analysis Report
[bookmark: _Toc296606235]Viewing the report
This report displays a graphical summary of the student responses for the evaluation.
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[bookmark: _Toc296606236]Filtering the report (e.g. by campus or rating)
You are able to filter this report based on the responses to a particular question in the evaluation.  This will be most useful for filtering the responses for a particular campus/campuses or course quality rating (strongly agree/agree/neither agree nor disagree/disagree/strongly disagree).  To add a filter:

1. Click on the ‘Add/edit a filter’ link 
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2. Choose the question you want to use to filter the report from the dropdown menu that appears
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3. Select all the responses to the question you wish to include in the filter.  As per normal with this type of menu, you can select all responses by clicking the first menu item and then holding the SHIFT key while clicking the last menu item OR you can select multiple items by holding the CTRL key and clicking on each item you want to include.
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4. Click the ‘Apply filter’ button to filter the report based on your selections.  The resulting report in this example is shown below.
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Note:
· You may add multiple filters to the report.
· To remove a filter, click on the delete icon (red cross) next to the relevant filter listed under ‘Active filters’ at the top of the page.
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· To edit an existing filter, you may either delete and re-add the filter OR click on the ‘Add/edit a filter’ link then select the same question and the new responses to filter (the existing filter will be replaced when you click the ‘Apply filter’ button).

[bookmark: _Toc296606237]Exporting the summary of responses
1. You are able to export this report by clicking the ‘Export to Excel’ button.  This will export the data that is currently displaying on the page.  Therefore, you may add filters to the report before exporting the contents so that you can view/save a specific set of responses.  Consequently, you must remove all filters to export the summarised data for all responses.
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2. A sample of the output you can expect from the export of this report is below.
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