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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/


Blue User Guide - Faculty 

Updated 02/18/2020  Page 4 of 24 
 

The Survey Process – Faculty’s Role 
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. 

Students have 14 days to complete their course surveys, referred to as “Fill Out Tasks.” During 

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 

any time (see “Reviewing Past Reports”). 

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.  

The questions can be a mix of “single selection” (i.e., responses including “Agree” and 

“Disagree”) and/or general comments. 

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.  

Click “Show Section” to access the customization tool. 

 

Step 3: Add Your Questions 

A total of 6 blank question templates will be provided. To use a template, click “Edit” and type 

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 

Once you have added and revised your questions, select “Save” below to keep your changes.   

 

Selecting “Preview Questionnaire” from above will allow you to see how your customized 

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 

satisfied, click “Submit” to finalize. 

 

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

“Update” from the bottom of the menu and repeat the steps above, saving 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 

The “Report List” view will include all courses for which you have been granted faculty access.  

 

 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 

number invited, the percentage of those invited that have responded (“Response 

Ratio”), and the number of students that have opted out of completing the survey. 

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 

do not correspond to the institution’s target of a 65% response rate. 

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 

using “Select All.” Then Select “Download PDF” to download the reports. 
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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 – The percentage of surveys completed across all courses. 

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

completed by students. 

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

have not yet been completed by students. 

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

students or that are not currently live. 

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

2. Subject Progress and Performance graphs to show how many “Subjects” (courses) have 

reached set targets. Note: This feature does not correspond to the institution’s 65% 

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. 
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Accessing the Student Learning Experience Survey (For Students) 
Students will be invited to complete the Student Learning Experience Survey for all credit 

courses in which they are enrolled for the current semester. There are two ways to access the 

survey: 

Completing Surveys from Blackboard 
Login to your Blackboard though MyLoyalist. On the home page (“My Blackboard”), the Student 

Learning Experience Survey widget will appear in the bottom right corner. Click to select a task 

(e.g., course titles highlighted in blue) to enlarge in a new window. 

Note: If you have customized your home screen in Blackboard, the widget may appear in a 

different location. 

 

  



Blue User Guide - Faculty 

Updated 02/18/2020  Page 16 of 24 
 

If a student is registered in more than 5 courses, they may need to advance to the next page in 

the task menu to find their course. Use the directional arrows in the bottom right corner of the 

menu to navigate between pages. 

 

Click to select a course task (e.g., course titles highlighted in blue). 
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A new window will open with the instructions page for the chosen course survey. Review the 

instructions carefully. 

 

 

To proceed with completing the survey. Select “Next” from the bottom menu. 

 

If you do not wish to complete the survey, you can remove the task by selecting “Opt Out.” 
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Completing Surveys via Email Invitation 
Students also receive an email inviting them to complete any pending course surveys. 

Invitations will be sent to Loyalist student email addresses. 

Click the prompt to complete evaluations. This will take you to a full list of surveys awaiting 

your review.
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Reviewing Final Reports 
Faculty receive an automatic email notification once reports have been generated for courses in 

their portfolio. This email will include an invitation link to the report list in Blue. Reports are 

only generated once the survey period has concluded. 

How to Review Reports 

Step 1: Review Your Email Invitation 

Review your encrypted email invitation. Click the link to review the list of reports ready for 

review. 

 

Step 2: Review the Report List 

The “Report List” view will include all courses for which you have been granted faculty access.  
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Note: If you notice a course in your list for which you are not faculty, or if you feel that a course 

is missing from your list, contact your Dean and request that the Survey Administrator be 

notified. 

Step 3: 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. The 

report will appear as one continuous stream of information. Data will be displayed visually in 

tables and graphs.  

Note: You will only be able to review reports for courses where the survey data has met the 

reporting threshold, which is set using a minimum number of responses. Confirm that the 

threshold status reads as “Met” in order to review a report. 
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Step 4: Download Reports 

To save reports for future reference, download them in PDF and/or CSV format. Select the 

respective icon from the HTML report cover page or next to the title in the report list to begin 

downloading. 

 

 

The PDF version of the report will mirror the HTML version in appearance and layout.  

For a record of individual survey responses as raw data, select the CSV download.  
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Reviewing Past Reports 
All Blue reports that faculty receive are tied to their Loyalist College username. These reports 

are stored in the Blue portal, along with a Dashboard that displays the Response Rate Monitor. 

Faculty can access this portal and review reports at any time. 

Step 1: Navigate to the Blue Portal 

Enter the address below in your web browser’s navigation or search bar. 

Link: https://loyalistcollege.bluera.com/loyalistcollege/ 

 

Step 2: Log In Using Your Loyalist College Credentials 

Enter your Loyalist College credentials. Enter the same username and password that you use 

when accessing MyLoyalist or Faculty Email. 

 

  

https://loyalistcollege.bluera.com/loyalistcollege/
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You may be asked to select your user group. Use the drop-down menu to select “Learning 

Experience Survey.” 
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Step 3: Review the Portal 

The Blue Portal will provide you with the ability to review the following items: 

1. A list of all active tasks (e.g., question customization, surveys to be completed, etc.). 

2. All record of all reports associated with your username. Flip between “Current” and 

“Archived” to review ongoing and past reports respectively. 

3. The Response Rate Monitor. 
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