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Caracal User Manual - Study Programme Committee 

In academic year 2023-2024, the course evaluations will be administered using the new digital system 

Caracal. The course evaluation process will also feature some other changes, in addition to the introduction 
of the new digital system. 
 This user manual describes the Study Programme Committee’s duties, tasks and responsibilities in the 
course evaluation process.  
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Course evaluation process 

Caracal’s standard settings gives the Study Programme Committee access to course evaluation reports for 
their specific study programme. 
 

- Lecturers/course coordinators can add questions to the course evaluation themselves (incl. 
questions allowing the results to be sorted by (seminar) lecturer). 
 

- Lecturers/course coordinators respond to the course evaluation directly in Caracal (before the 
Study Programme Committee analyses and evaluates the course evaluation). 
 

- The evaluation report and the Study Programme Committee’s recommendations can be linked to 
the course evaluation report in Caracal. 
 

- The evaluation report is only accessible for lecturers, Study Programme Committee members, 

education coordinators and education directors, but we recommend that the report be made 
available to everyone with a solis-id and password upon completion of the course evaluation cycle.  

 
- Study Programme Committees have a wide range of options for viewing and analysing the results 

of the course evaluation in Caracal. Study Programme Committees can also create reports 
themselves in Caracal, and compare and analyse multiple course evaluations. 
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Communications 

Prior to each phase that is relevant to the Study Programme Committee, Caracal can automatically send an 
e-mail notification to all committee members. This will remind the committee members in time that certain 
actions need to be taken in Caracal. The e-mail notification will also state when the action needs to be 
taken, and provide instructions on how to perform the activities in Caracal. 
 
Viewing the results of the course evaluation (reporting) 

To view a report for the course evaluation in Caracal: 

1.Log in to Caracal using a solis-id and password via http://caracal.science.uu.nl. 
2.The homepage shows the most recent completed course evaluation that are relevant to you as a 

member of the Study Programme Committee. 

 Click on the ‘Report’ icon. 

The report is divided into a number of sections: 

1. General information about the evaluation (number of replies, participants, etc.). 

2. Information about the course from Osiris (course code/name, lecturers, grades 

earned, etc.). 3. Appendices 

4. Question overview 

5. Reference line 

6. Lecturer’s response 

Caracal also offers several functionalities displayed at the top of the report: 

 

 

  

 

 

 Older course evaluations are stored in the archive.
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Options: this allows you to edit certain elements of the report. 

Show all: this displays all of the answers to the open questions (collapsed as standard). 
 

Print: this allows you to print the report. 

Export to PDF: this allows you to create a .pdf file of the document. 

Sorting questions 

Caracal offers the option of using an answer to a specific question to sort the answers to other questions. 

By clicking on a specific answer to a specific question, you will only see the same answer given to other 

questions by the students. 

 

For example: For courses with more than one (seminar) lecturer, course coordinators have added an extra 

question to the evaluation asking which lecturer the students had in the course. 

This allows you to sort the students who had a specific lecturer to see how they evaluated the entire 

course. 

 

In the example below, clicking on the answer ‘1’ in the report only shows the answers given by the 

students who chose that option. 

You can also easily export .pdf files of all other categories of sorted answers for the chosen question (ex.: 

sorting by each (seminar) lecturer) 

 

 This functionality can be found at the top of the report: ‘Export all options to .pdf’. 

 

 

 

 

 

 

 

 

 
Faculty line (reference overview) 

Caracal compiles a reference line to compare the specific course to the faculty average. 

This reference line looks like this: 
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The line should be interpreted as follows: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It allows you to see at a glance if the average answer to the course evaluation question falls within 

the standard deviation of the faculty average. 

 

PLEASE NOTE:  the red and green colours only mean that red is to the left of the faculty average and 

green is to the right of the faculty average. The colours show the difference between the average for 
the question about the specific course and the faculty average for that question.  

But here, red only means that the course average is ‘below’ the faculty average, and green is ‘above’ 
the faculty average. 
 

Green does not necessarily mean ‘better’, and red does not necessarily mean ‘worse’. 
 

 

PLEASE NOTE: In the updated standard course evaluation questionnaire, some questions do not have 
the standard answer format ‘Completely agree – Completely disagree’. 
 
These only apply to the questions for the dimension ‘course burden’: 

• In relation to the course difficulty level (1,2,3,M), I thought that the course material was: (answer 

options on a 5-point scale: too easy - too difficult). 

 

• Considering the number of course credits earned (7.5 ECTS = 20 hours), the amount of work 
needed to complete the course was (answer options on a 5-point scale: too little - too much). 

 
A score of 3 here means that the students felt that the course material was appropriate for the 
level of difficulty, and that the amount of work needed was appropriate in relation to the standard 
study load. 
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Linking recommendations and evaluation report to the course evaluation 

The Study Programme Committee can link several documents to each course evaluation report in 
Caracal. 
 

1. Study Programme Committee evaluation form 

The evaluation form should only be accessible to lecturers and Study Pr ogramme Committee 
members.  

 

2. Study Programme Committee recommendations 

The Study Programme Committee’s recommendations should be available to the following individuals 

after the evaluation cycle is complete: 
1) Everyone who has attended the course, or 2) everyone with a solis-id and password. For situation 
1), the OC must also fill in the OC Summary Form, which must be accessible for everyone with a 

solis-id. 

 
 

3. Study Programme Committee summary 

If the Study Programme Committee chooses to limit access to the recommendations only to students 
who have attended the course, then they must also provide a summary accessible to all other students 
with a solis-id. 
 
 

4. Lecturer’s response (if not present in Caracal) 

The lecturer’s response should only be accessible to students registered for the course evaluation and 

the members of the OC. 

 

The steps below explain how these documents can be linked to a report by uploading them to Caracal. 
 

1. Click on ‘Upload’ above the course evaluation report. 

2. Click on ‘Select file’, select the file you wish to upload, and click on ‘Open’. Set the desired 

publication level for the file: 
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3. Caracal will display a confirmation once the document has been successfully uploaded.  

4.Click on ‘View evaluation results’ to return to the course evaluation report. 

Document Publicity  

   

Study Programme Committee 

evaluation form 

Private (Managers, 

Owners) 
Owners = Lecturers 

Managers = Study Programme 

Committee members, education 

directors 

Study Programme Committee 

recommendations 

Public (everyone) 

Or  

 

Limited (Managers, 

Owners, Invites) 

  

 

 

 

Everyone = everyone with a solis-
ID  

Invites = students registered for 
the course 

Study Programme Committee 

summary 

Public (Everyone) 

  

 
Everyone = everyone with a solis-
ID 

Lecturer’s response 

(if Limited 

(Managers, Owners, 

Invites) (Not 

present in Caracal) 

Invites = students registered for 
the course 
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Creating reports 

It is easy to create reports in Caracal. Caracal allows you to compare: 

a) individual courses (ex. all courses for one block). 

b) groups of courses (ex. the average of all level-2 courses, compared to the average of all level-3 
courses). 
 

c) combinations of (multiple) individual courses and (multiple) groups of courses (ex. 2 individual 

level-2 courses compared to the average of all level-2 courses). 

 

To create a report, select ‘Statistics’ at the top of the menu and then the option ‘Generate comparison 
report’. 

 The section below explains how to add individual courses and groups of courses to the report. 
 Naturally, you can also add combinations of individual courses and groups of courses. 

 

Creating a new report 

1.  Click on the ‘Statistics’ tab2. 
2.  Click on ‘Create new report’. 

 
 

3. Click on ‘Generate comparison report’. 

Adding individual courses 

1. Click on the tab heading ‘Individual surveys’. 
2. Click on ‘Add surveys’ to add individual courses. 

2 If you cannot see ‘Statistics’ in the black tab bar, then you do not have the proper authorizations. Contact the key user for assistance  
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3. In the next screen, you can select individual courses and search by academic year or various 

filters (ex. course type, course category (1,2,3,M), course owner). 
 
 You can also select individual courses by entering the course name in the search bar. 
 Select the desired courses and click on ‘Save’. 

4. The selected courses will now be displayed in the overview under the tab heading ‘Individual 
surveys’. 
 You can delete a course evaluation from the selection by clicking on the red X icon. 
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Adding groups of courses 

1. Click on the ‘Grouped surveys’ tab  

2. Click on ‘Add group’. 
3. In the next screen, you can give the group a name and select courses to add to the group. 

 Select the desired courses and click on ‘Save’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.  The group of selected courses will now be displayed in the overview under the tab heading 
‘Group surveys’. 
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Save report settings 

1. Click on the ‘Metadata’ tab. 

2. Give the report a name under ‘Title’. 

3. Use the options ‘Likert under/over limit indicator’ to indicate when certain values in the report are 
red (if below the lower limit) or green (if above the upper limit). 
 
The values in between will remain white. This will make the excessively deviant answers immediately 
apparent. 
 In the example below, all values under 3.5 are shown in red, and values above 4.5 are green. 
 

4. Next, select the option under ‘Organisational unit’ where you wish to store the report. 
 The standard setting is ‘My statistics reports’, which limits access to the reports to you alone. 

 If you would like to share a report, you can select the organisational unit with which you wish to share 

the report in the drop-down menu. 
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5.Click on ‘Save’ to save the metadata. 

Generating reports 

4. As you are creating a report, you can also click on the link ‘Generate’ above the tab headings 

to immediately generate the report. 

 

5. The report overview will now show the details for the individual and/or group of course 
evaluations to be compared. 
 

6. The link ‘Options’ at the top left allows to surveys choose which information to display or not 

display in the report. 
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Viewing reports 

1. Click on the ‘Statistics’ tab heading to view the saved reports. You can also search for reports here 

by selecting the organisational unit for your Study Programme Committee under the option ‘Select 

which reports you wish to view’. 

 

 

2. Click on the ‘Report’ icon to view the report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Making reports available to others 

When a new statistics report is created, it is automatically designated as a personal report in ‘My statistics 
reports’. 
This is a personal folder that is not accessible to other users. 
You can, however, choose to make a report available to other users by moving it to an organisational unit. 
This will make the report visible to all members of the selected organisational unit. 
 

To make reports available to others: 

1. Go to the list of statistics reports under ‘Statistics’ and click on the pencil icon next to the report you 
wish to make available to other managers. 
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2. In ‘Edit statistics’, go to the ‘Metadata’ tab and click on the link ‘My statistics reports (Change)’, for 

the organisational unit and select the organisational unit for the managers with whom you wish to 

share the report. 
 

 

Please note: The person who wishes to make the report available to others can only do so for the 
organisational unit for which they have authorisation. 
 

Please note: the reports shown under ‘Manage statistics - My statistics reports’ are all of the reports you 
have created yourself. 
 To view reports made available to your organisational unit by others, you must go to the relevant unit via 
‘My statistics reports (Change)’. 

 

 


