
Adding Additional Questions to your Course Evaluations: 
 
Ten days before course evaluations open, you will receive an email with a link into the course evaluation 
system. You can also access the evaluations directly by logging in to Canvas, selecting one of your 
courses, and then selecting Student Course Evaluations on the left side (see the red box in the picture 
below. This will bring you in to the EvaluationKIT system.  

 
Instructors may add up to 2 additional questions to each of their course evaluations. To add additional 
questions:  
 

1. Go to the Custom Questions section at the bottom of the page. 
2. Select the appropriate term 

 
 

3. Click on "View Main Survey for this Project" to see the questions that will already be asked.  

 
 



4. Click on "Create New Survey" to create your questions. 

 
 

5. Create a title for your additional questions, then select "Save New." 

 
6. A “Select Question Type" drop down will appear- select the type of question you would like 

to ask. Most likely, you will use Single Selection or Open-Ended Text Response. Once you 
select the type of question, select + Add from the right side.  

 
 

7. This will bring you to a new screen, where you will write the text of your question:  

 
 

  



8. After you write the text of your question, create the response options. It is recommended 
that you use a six point scale, from Strongly Disagree to Strongly Agree, as this matches the 
scale on the rest of the evaluation questions.  

 
 

9. Select “Save” at the bottom to save your question. 

 
 

 
10. This will bring you back to the Edit survey page. If you would like to add a second question, 

select the Question type again: 

 
 

11. Repeat the process to add a second question.  
 

12. When you are done writing your questions, select "Attach Surveys to Projects” from the 
Blue bar across the top.  

 
 
 
  



13. Under Attach Surveys to Projects, select the appropriate term to add the questions to. 
Generally, you will only have one term available at a time. This term will be a link you can 
click on: 

 
  

14. Click "Add Custom Question Survey." This will allow you to add the questions you just 
created. 

 
 

15. Click the check mark under Select on the right side. Then click the blue "Select Courses" 
button on the left. 

 
16. Select "Add Courses" to see a list of your courses and select the courses to add your 

additional questions to. 

  
 

  



17. Choose which courses you would like the questions added to by selecting the box on the left 
side next to each course: 

 
 

18. Select the blue "Add Selected Courses" button at the bottom of the screen. 
 

19. This will bring you back to the Custom Question Survey page. Here, you will see that your 
questions have now been attached to the course you selected: 

 
 

 
If you have any questions or need any help adding additional questions to your course evaluations, 
please contact Katie Schroeder at institutionalresearch@du.edu, or at (303) 871-7556.  
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