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Peer Assessment – Professor Instructions 
This document will guide you through the process of setting up your course in the Peer Assessment 
system.  

Logging In 
In your Web browser, go to the following website: https://pes.concordia.ca, and login using your 
MyConcordia netname and password. 

 
 
NOTE: Before you login, you will see 4 buttons that provide additional information about the Peer 
Assessment System.  

 Introduction: This section gives professors and students an overview of the Peer Assessment 
process. 

 FAQ: The Frequently Asked Questions page gives answers to common questions about the 

process. 

 Login: The login button returns to the page shown above.  

 Resources: Additional links to research articles about peer assessment, as well as the 

instructional documents created for professors and students.  

Setting Up the Evaluation for Your Class 
After you have logged in, you will see a list of courses you are teaching this semester under the 
section Courses You Are Teaching This Semester. Choose the course that you wish to create the 
evaluation for, and click on the corresponding “Create a new evaluation…” link. 
NOTE: Courses listed at the top of the screen under Peer Assessment for Your Courses are 
courses from previous semesters or the current semester that you have already created an evaluation 
for.  

 
 
 

https://pes.concordia.ca/
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Choose a start and end date for the evaluation period. You can also assign your evaluation a name. 
By default, the assigned name is: “Class Group Work Evaluation”. When the students view the 
evaluation they will see both the full course code and section as well as the evaluation name, so you 
do not need to include the course name in the evaluation name. NOTE: You can modify these dates 
at a later time by clicking on the date link next to each field.  

  
 
Next, you will need to provide a listing of all the group names for the student groups formed in your 
class. Click on the “0” next to Number of Groups.  

 
 
You are now able to enter the group names. You can either type them into the box directly, making 
sure you type one name per line. Or if your groups are consecutive numbers (i.e. 1, 2, 3, 4, etc.), you 
can automatically generate group names by selecting the number of groups from the drop down 
menu and clicking Generate names. Once you are finished, click Submit.  
NOTE: If you are typing in unique names, make sure there are NO apostrophes in the 
names. This will cause errors in the system.  
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After clicking Submit, you will be told that the groups were created successfully. If you are ready to 
assign students to groups, click Assign Students to Groups. If you prefer to wait until another 
time, click Return to the Evaluation Details.  
 

 
 
Now you are ready to assign your groups. Either you have clicked the Assign Students to Groups 
button from the previous step or from the “Evaluation Summary” page, click the Assign Students 
to Groups button or click on the “0” next to Number of Students. Note that you cannot delete an 
evaluation once you have assigned students to groups. If you wish to do so after assignment has 
taken place, please send an email to peerassessment.jmsb@concordia.ca 
 

 
 
You will now see the list of students in your course. Next to each name is a drop down menu. Select 
the group for each student. If a student has dropped the course, select “NO GROUP: student 
dropped course”. Please be careful when entering the groups. If there are any errors in the group 
membership that need to be corrected after the evaluation begins, all completed evaluations from 
the affected groups will need to be deleted and redone by the students.  
 

 
 

mailto:peerassessment.jmsb@concordia.ca
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When you are finished assigning your groups, click Submit. If you had any groups of either 1 or 2 
students, you will be notified on the next page. You will also be notified if you selected “No group”. 
If these assignments were intentional, click “Click here to return to the Evaluation Details”. If you 
made a mistake, click “Click here to review or edit the groups again”.  

 
  
Once you have completed the group assignment, your evaluation setup is complete. As soon as 
students are assigned to a group they will see the evaluation listed the next time they log in. 
However, they will only be able to begin evaluating their peers once the start date has been reached. 
Students will receive an email the day that the evaluation opens, as well as a reminder the day before 
the evaluation closes. If you modify the start or end date, they will get another email with this new 
information.  
 

During the Evaluation and Explanation of Results 
Throughout the evaluation period, you can keep track of how many evaluations have been 
completed by clicking on the link to your course, which is now listed in the first section under Peer 
Assessments for Your Courses. 

 
 
As students complete their entire evaluations, the number next to Completed Evaluations will 
change.  
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You will also see three links underneath this section: Summary of Results, Detailed Results and 
Listing of Student Submissions.  

 
 
Summary of Results shows the average scores that the student has received on each dimension as 
well as an overall average. These scores represent how that student has been rated by his/her peers. 
For example, Claudio Armando was rated, on average, 3.5 out of 7 by his peers in the 
“Cooperation” dimension. The 3.75 out of 7 in the “Average” column represents the average of his 
average dimension scores (i.e. 3.5+4.5+4.5+2.5)/4 = 3.75). The column “Peers who Responded” 
shows the number of team members who completed the evaluation, thus representing the scores. As 
you can see, some members did not complete their evaluations so for Group 2, some members only 
have ratings based on 1 person.  

  
 
Detailed Results shows the numerical averages as well as the written comments for each student. 
These results are organized by group. For example, here is a member of group 1. Next to the 
comment is the name of the student who wrote that comment. Only you will see this information, 
the students do not. You will be able to delete any offensive comments before releasing results. This 
will be explained later in the document.  

 



7 

 

Listing of Student Submissions shows how each student rated their peers. So instead of seeing 
Peter’s personal evaluation, you will see how Peter rated his team members. This is also where you 
will see any private comments that were made just for you.  
 

 

Post-Evaluation 
Before the students can have access to their assessments, you have to review the written comments. 
You will have the possibility to delete any comments judged offensive or hurtful. Please Note: When 
reviewing student comments, it is recommended that that the comment either be completely 
removed or left completely intact, instead of modifying only a portion of it. Once you have reviewed 
the comments, you can release the assessments.  
 
When the deadline has passed, under the Results Released section, you will see “NO, please click 
here”.  

 
 
Once you click “here”, you will be taken to the summary of evaluations, which looks the same as 

described above in Listing of Student Submissions. This shows how each student rated their team 

members. However, now in the comment box, you are able to delete any text that is offensive or 

hurtful. Once you have finished editing, click Submit at the bottom of the page.  
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After clicking Submit, you will be told that the results are now available to the students. You can 
click “here” to return to the main page. Now, under Results Released, it will say “Yes, on: [date 
released]”.  
 

 
 
Repeat these steps for any future evaluations. Should you have any questions, send an email to 
peerassessment.jmsb@concordia.ca 
 

mailto:peerassessment.jmsb@concordia.ca

