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How to View/Export Report 

1. Go to https://discover.education.purdue.edu/eval and log in with your Purdue username 

and password.  

 

 

 
2. If you are prompted for a sign-up keycode, email EdIT@purdue.edu and we will send 

you the keycode 

 

3. Once you log in, choose your program from the program list to enter the program 

 

  

 
4. On the main program page, scroll to the list of assessments, locate an assessment by 

semester and year and click the “Report/ Export” link to see all completed evaluations 

for that assessment form. 

 



 

- On the page that opens, select the needed Semester and Year from the dropdown boxes, 

or leave them blank to see all data. The link will be directed to the following page where 

all completed evaluations can be exported by clicking on "Export to CSV" button to 

download the data and open in Excel.  

 

 
 

- OR scroll to the completed evaluation in the program and click “View Program 

Evaluation” to see all the completed evaluations for that assessment form. 

 

 

 
- Completed evaluations can be filter course, semester, and year in order to export specific 

assessments for reporting 

 



 

 
5. Finally, completed evaluations can be exported in in CSV format in the Faculty Portal. 

CSV files can be opened on Excel.  

 

 

 
6. For report generation, the excel file should contain all the criterion scores besides the 

total and average scores. 

 

 

 



After opening the .CSV file we recommend that you first “Save As…” and convert the file to 

the .XLSX file format to retain any formatting and formulas updates you may need to make. 

The statistical formulas are at the bottom of each column of scores/criteria and will look 

something like this: 

 

 

 

 

 

 

 

 



Report Generation: Manually Calculating Mean, Standard Deviation, 

Median, Mode, Maximum and Minimum  

1. Mean: Click on the cell Q62. Enter the following formula, to find the arithmetic mean of your 

set of numbers: "=AVERAGE(A:A)" (for this example, "=AVERAGE(Q2:Q60)"). To complete 

the formula, press "Enter" and the mean of your numbers will appear in the cell. 

 

To copy a formula by dragging the fill handle in Excel, please follow these steps: 

a. Select the cell that has the formula you want to fill into adjacent cells: 

 



b. Rest your cursor in the lower-right corner so that it turns into a plus sign (+) and drag the fill 

handle across the cells that you want to fill:  

 

c. When you let go, the formula gets filled into the other cells automatically: 

 

2. Standard Deviation:  Select cell Q63. Enter the following formula, into the cell: "=STDEV(A:A)" 

(for this example, "=STDEV(Q2:Q60)"). Press "Enter" and the standard deviation of your set of 

numbers will appear in the cell. 



 
 

3. Median: Select cell Q64. Enter the following formula, into the cell: "=MEDIAN(A:A)" (for 

this example, "=MEDIAN(Q2:Q60)"). Press "Enter" and the median of your set of numbers will 

appear in the cell. 

 

4. Mode: Select cell Q65. Enter the following formula, without quotes, into the cell: 

"=MODE.MULT(A:A)"(for this example, "=MODE.MULT(Q2:Q60)"). Press "Enter" and the 

cell will display the mode of the data set. 



 

5. Max: Select cell Q66. Enter the following formula, without quotes, into the cell: 

"=MAX(A:A)" (for this example, "=MAX(Q2:Q60)"). Press "Enter" and the cell will display the 

MAx of the data set. 

 

6. Min: Select cell Q66. Enter the following formula, without quotes, into the cell: 

"=MIN(A:A)"(for this example, "=MIN(Q2:Q60)"). Press "Enter" and the cell will display the 

Min of the data set. 



  

*** You may follow the same steps as stated above for Mean to copy a formula***.  

 


