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Introduction 
This guide has been designed to provide an overview of the Blue Survey tool and its role in 

delivering the Student Learning Experience Survey each semester. 

In the pages that follow, this guide will provide an overview of the typical survey process, 

highlighting the tasks that faculty participate in either as users or as resources to students. 

As of Fall 2019, Blue has been integrated with the Banner student information system, Loyalist 

College email, and the Blackboard learning management system in order to provide 

comprehensive capabilities to survey students, collect responses, and distribute reports. 

 

Loyalist College Policies 
The survey process has been designed in accordance with Loyalist College policy AOP237 

Student Learning Experience Survey. The survey delivery period, questions, and procedures are 

aligned with this policy, which can be reviewed at the link below. 

Link: https://www.loyalistcollege.com/about-loyalist/policies/aop-237-student-learning-

experience-survey/ 

 

 

  

https://www.loyalistcollege.com/about-loyalist/policies/aop-237-student-learning-experience-survey/
https://www.loyalistcollege.com/about-loyalist/policies/aop-237-student-learning-experience-survey/
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The Survey Process ς CŀŎǳƭǘȅΩǎ wƻƭŜ 
Faculty use Blue to participate in the Student Learning Experience Survey by completing key 

tasks. In a typical survey period, these tasks occur in the following order: 

Semester Week 5-6: Question Personalization 
Each semester faculty will have the option to add up to three personalized questions through 

the Question Personalization task. Faculty are invited via email to complete Question 

Personalization (QP) in Week 5 and must complete and submit all changes by the end of Week 

6. Submitted changes can be edited right up until the end of Week 6. 

Semester Week 10-11: Response Rates Monitoring 
By default surveys are distributed to students in Week 10 and expire at the end of Week 11. 

{ǘǳŘŜƴǘǎ ƘŀǾŜ мп Řŀȅǎ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜƛǊ ŎƻǳǊǎŜ ǎǳǊǾŜȅǎΣ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ άCƛƭƭ hǳǘ ¢ŀǎƪǎΦέ 5ǳǊƛƴƎ 

this time, students may reach out to faculty for assistance with accessing their surveys or to 

report issues (e.g., a course missing in their task list).  

During this period, faculty members can monitor the response rate for each of their courses 

using the Response Rate Monitor tool in their Dashboard. 

Note: Some courses may have their surveys delivered to students earlier or later in the 

semester schedule. These changes can be requested by Deans Offices. 

After Semester (Week 15): Course and Course Instructor Reports 
After the completion of each semester when grades have been submitted, faculty will receive 

reports collecting their survey results (Week 15). Faculty receive email invitations to review two 

separate reports: 

¶ R1 Faculty/Course Reports: A unique report generated for each faculty member 

associated with a specific course. Data in this report is collected only from students who 

have selected that faculty member as their instructor within the survey. 

¶ R2 Course Reports: An aggregate report for each course combining the feedback for 

each associated faculty member. 

All current and past reports issued to faculty are stored in the Blue portal and can be viewed at 

ŀƴȅ ǘƛƳŜ όǎŜŜ άwŜǾƛŜǿƛƴƎ tŀǎǘ wŜǇƻǊǘǎέύΦ 

On the pages that follow, each of these tasks will be discussed in more detail.  
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Question Personalization 
The Blue Survey tool allows faculty to customize the Student Experience Survey by adding up to 

3 unique course-related questions.  

¢ƘŜ ǉǳŜǎǘƛƻƴǎ Ŏŀƴ ōŜ ŀ ƳƛȄ ƻŦ άǎƛƴƎƭŜ ǎŜƭŜŎǘƛƻƴέ όƛΦŜΦΣ ǊŜǎǇƻƴǎŜǎ ƛƴŎƭǳŘƛƴƎ ά!ƎǊŜŜέ ŀƴŘ 

ά5ƛǎŀƎǊŜŜέύ ŀƴŘκƻǊ ƎŜƴŜǊŀƭ ŎƻƳƳŜƴǘǎΦ 

How to Add Customized Questions 

Step 1: Select the Course 

Select the course you would like to customize by accessing the link provided in your encrypted 

email message. 
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Step 2: Show Section 

Review the instructions on the Question Personalization page carefully.  

/ƭƛŎƪ ά{Ƙƻǿ {ŜŎǘƛƻƴέ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ŎǳǎǘƻƳƛȊŀǘƛƻƴ ǘƻƻƭΦ 

 

Step 3: Add Your Questions 

! ǘƻǘŀƭ ƻŦ с ōƭŀƴƪ ǉǳŜǎǘƛƻƴ ǘŜƳǇƭŀǘŜǎ ǿƛƭƭ ōŜ ǇǊƻǾƛŘŜŘΦ ¢ƻ ǳǎŜ ŀ ǘŜƳǇƭŀǘŜΣ ŎƭƛŎƪ ά9Řƛǘέ ŀƴŘ ǘȅǇŜ 

your question in the text field. Remember: Only 3 questions total can be added. Blue will not let 

you submit more than 3 customized questions. 
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Step 4: Save and Preview 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŀŘŘŜŘ ŀƴŘ ǊŜǾƛǎŜŘ ȅƻǳǊ ǉǳŜǎǘƛƻƴǎΣ ǎŜƭŜŎǘ ά{ŀǾŜέ ōŜƭƻǿ ǘƻ ƪŜŜǇ ȅƻǳǊ ŎƘŀƴƎŜs.   

 

{ŜƭŜŎǘƛƴƎ άtǊŜǾƛŜǿ vǳŜǎǘƛƻƴƴŀƛǊŜέ ŦǊƻƳ ŀōƻǾŜ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǎŜŜ Ƙƻǿ ȅƻǳǊ ŎǳǎǘƻƳƛȊŜŘ 

questions will appear to students completing the survey. 
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Step 5: Finalize and Submit 

Close the preview window. Make any necessary changes to your customized questions. Once 

ǎŀǘƛǎŦƛŜŘΣ ŎƭƛŎƪ ά{ǳōƳƛǘέ ǘƻ ŦƛƴŀƭƛȊŜΦ 

 

Note: Questions can be edited once submitted. To edit your submitted question, select 

ά¦ǇŘŀǘŜέ ŦǊƻƳ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ƳŜƴǳ ŀƴŘ ǊŜǇŜŀǘ ǘƘŜ ǎǘŜǇǎ ŀōƻǾŜΣ ǎŀǾƛƴg and submitting 

when complete. 
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Monitoring Response Rates 
During each survey period, faculty receive an automatic invitation to a response rate 

monitoring tool. This tool can be accessed from faculty email or in the Blue Dashboard and it 

provides updated tracking the level of completion for each course survey while also keeping 

responses anonymous. 

Accessing the Response Rate Monitor from Email 
Navigate to your Loyalist College email inbox and locate your email invitation. To review your 

response rate(s), choose one of the following options: 

1. To review a summary of the response rate data for each individual course you are 

facilitating, select the link to view daily response rates. 

2. To view all of your courses at a glance with updates in real time, select the link to the 

response rate dashboard. 
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Daily Response Rate Reports 

Step 1: Review the Report List 

¢ƘŜ άwŜǇƻǊǘ [ƛǎǘέ ǾƛŜǿ ǿƛƭƭ ƛƴŎƭǳŘŜ ŀƭƭ ŎƻǳǊǎŜǎ ŦƻǊ ǿƘƛŎƘ ȅƻǳ ƘŀǾŜ ōŜŜƴ ƎǊŀƴǘŜŘ ŦŀŎǳƭǘȅ ŀŎŎŜǎǎΦ  

 

 Step 2: Select an Individual Report 

To review the report for an individual course, click the report title from the Report List. 

 

This selection will load an accessible HTML version of the report in your web browser. 
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For each course that you select, you will be provided the following: 

1. A Response Rate Breakdown detailing the number of students that have responded, the 

ƴǳƳōŜǊ ƛƴǾƛǘŜŘΣ ǘƘŜ ǇŜǊŎŜƴǘŀƎŜ ƻŦ ǘƘƻǎŜ ƛƴǾƛǘŜŘ ǘƘŀǘ ƘŀǾŜ ǊŜǎǇƻƴŘŜŘ όάwŜǎǇƻƴǎŜ 

wŀǘƛƻέύΣ ŀƴŘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǎǘǳŘŜƴǘǎ ǘƘŀǘ ƘŀǾŜ ƻǇǘŜŘ ƻǳǘ ƻŦ ŎƻƳǇƭŜǘƛƴƎ ǘƘŜ ǎǳǊǾŜȅΦ 

2. A Reliability Assessment that summarizes the number students surveyed and the 

number responded relative to set targets. Note: Both targets are preset within Blue and 

Řƻ ƴƻǘ ŎƻǊǊŜǎǇƻƴŘ ǘƻ ǘƘŜ ƛƴǎǘƛǘǳǘƛƻƴΩǎ ǘŀǊƎŜǘ ƻŦ ŀ ср҈ ǊŜǎǇƻƴǎŜ ǊŀǘŜ. 

3. Links to download the Response Rate Report for the course in PDF and review the view 

log for the report. 

 

Step 3: Download Reports 

To save reports for future reference, download them in PDF format. Select the respective icon 

from the HTML report cover page or next to the title in the report list to begin downloading. 
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Note: You can also download multiple reports at the same time from the Report List page. 

Select the reports you want to download by checking the boxes in the left-hand column or 

ǳǎƛƴƎ ά{ŜƭŜŎǘ !ƭƭΦέ ¢ƘŜƴ {ŜƭŜŎǘ ά5ƻǿƴƭƻŀŘ t5Cέ ǘƻ ŘƻǿƴƭƻŀŘ ǘƘŜ ǊŜǇƻǊǘǎΦ 
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Response Rate Dashboard 
The Response Rate Dashboard provides a real-time view of all of your courses, offering both 

combined data to show overall response rates and the option to review data course-by-course. 

Some features of the dashboard include the following: 

1. An Overall Response Status graph that tracks the following: 

a. Completed ς The percentage of surveys completed across all courses. 

b. In Progress ς The percentage of surveys that have been accessed but not yet 

completed by students. 

c. Not Completed ς The percentage of surveys that are currently live and active but 

have not yet been completed by students. 

d. Not Ready ς The percentage of surveys that have not yet been made available to 

students or that are not currently live. 

e. Expired ς The percentage of surveys not completed in the allotted time frame. 

2. {ǳōƧŜŎǘ tǊƻƎǊŜǎǎ ŀƴŘ tŜǊŦƻǊƳŀƴŎŜ ƎǊŀǇƘǎ ǘƻ ǎƘƻǿ Ƙƻǿ Ƴŀƴȅ ά{ǳōƧŜŎǘǎέ όŎƻǳǊǎŜǎύ ƘŀǾŜ 

reached set targets. Note: ¢Ƙƛǎ ŦŜŀǘǳǊŜ ŘƻŜǎ ƴƻǘ ŎƻǊǊŜǎǇƻƴŘ ǘƻ ǘƘŜ ƛƴǎǘƛǘǳǘƛƻƴΩǎ ср҈ 

response rate target. 

3. A list of Subjects providing numerical totals for response statuses per course. 

4. Response Analytics to plot response volume according to date and time over a set 

period selected by the viewer as a line graph. 

  


















