
EASY Process:  
On Nov. 10th Carrie, she will begin creating ACE surveys in the EASY database. If there was an ACE 
EASY that ran previously for a particular course during spring semester, she will re-use that survey by 
changing the run date and if necessary, the instructor, unless custom questions are added to it, which will 
require a new survey to be created.  The main lecture section will be surveyed for each course. Separate 
surveys will be created for courses with multiple sections/instructors.  
 
Concerning cross listed courses with one instructor, she will combine the cross listed courses into one class 
list. The course number it will be listed under will be determined by the number of students in each course. 
The class list  with the least amount of students will be imported into the class list with the most students. 
The instructor will be informed of the course number by email once the survey is created in order to inform 
the students enrolled in the course.  
 
As each survey is created an email is sent to notify the instructor of the course/section that the survey may 
be viewed before the start date of the survey. A web address is included in the email with brief instructions 
on how to view the ACE EASY . After viewing the survey, t he instructor may then email Carrie with any 
needed revisions. T he instructor needs to note the start date of the EASY and be sure to speak to students in 
the class about the survey before that date. NOTE: As of this date, only students with an engineering 
account can take an EASY. 
 
At 12:01 a.m. on Dec 8th an instructional email will go to all engineering account holders (students) 
enrolled in the classes that have an ACE EASY requesting them to take the survey before the end date of 
12:00 p.m. on Dec. 12th. An email is also sent to the instructor of the course stating the number of students 
that the email went out to, along with a web address of a live web report that can be run, to tally the number 
of students who have taken the survey as of that point in time. A reminder email will be sent on Dec. 10th to 
those students who have not yet taken the survey, and again on Dec. 12th, the last day of the survey.  
 
Results of the surveys will be available following the Grades Due date of Dec. 24th. At that time an 
instructional email will be sent to instructors on how to run the standard numerical & comment web 
reports.  Concurrently, reports containing the 4 evaluative question responses will be run by Carrie and 
forwarded electronically in .pdf format to the DEO and Dean.  


