
TUTORIAL: How to Conduct Course/Lecturer Evaluation On the Students’ Portal 

 

NOTE: Before printing your exam card you will be required to evaluate all the units that you registered for that semester. You will get the following error 

when you try to print your exam card before completing the evaluation for all the units.  
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To begin course/lecturers’ evaluation: 

Step 1: Log in to your Students’ portal using a browser on your PC or smartphone. To access the course evaluation page, click on the Course/Lecturers 

Evaluation button located on the menu that appears on the left side of the portal. 
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Step 2: On the page that appears, All the units that you are supposed to evaluate will be listed. Click on the Evaluate button of each unit to start evaluating. 
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Note: If you find the below error, this means that the specific unit is not allocated to a specific lecturer. Contact your Head of Department for assistance. 

 

Step 3: A questionnaire will appear asking you to evaluate that particular unit. Answer the questions as honestly as possible.  
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Step 4: When you are done answering all the questions, click on the Complete Evaluation button 
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Step 5: You will receive a  success message indicating that you have evaluated the unit. Click on the OK button. 
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Step 6: Proceed to evaluate the rest of the units by following the previous steps. When you are done evaluating a unit, the specific unit will automatically 

disappear from the list. Ensure you evaluate all the units successfully.  

When there are no more units to evaluate, proceed to print your exam card as you would normally do. 

 


