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Setting Up a Course Evaluation ï Appendix A 

 
Introduction 
 

This document shows the process needed to set up and add questions to a course evaluation using 

the Feedback tool in Moodle.  A new course evaluation has to be requested each semester.  To 

request a new course evaluation, submit the form located at: 

http://www.isu.edu/itrc/courseEvals/course_eval_request.shtml. 

 

Accessing the Course Evaluation 
 

1. Log into Moodle using your LDAP/ISU email username and password 

2. Your course evaluation(s) will be located on the left side of the main Moodle page inside 

the Main menu block 

3. Click on your department course evaluation title to access it 

 
Applying Settings 
 
To view and/or change the setting, click on the ñUpdate this feedbackò button, located on the 

upper left.  The Course Evaluation will already have a descriptive name.  Under the description, 

you will add an introduction or instructions for your students to see prior to accessing the 

evaluation. 

Note: there is a separate section for adding questions to the Feedback which will be discussed 

later in this document). 

 

Coordinator View: 

 

 

http://www.isu.edu/itrc/courseEvals/course_eval_request.shtml


 

 

2 

 

Setting Up a Course Evaluation ï Appendix A 

 
Student Preview: 

 

 
 

 

Next you will need to set an open and close date and time for the evaluation to be available to 

your students. 

 

Coordinator View: 

 

 
 

Record user names:  You have the option of making the evaluations anonymous or the option of 

seeing each studentôs name and answers as they complete the evaluation by clicking on the 

dropdown box. 

Show analysis to student:  This option will allow you to share results with the students by 

clicking ñyesò or ñnoò on the dropdown box. 

Send e-mail notifications:  This option will allow e-mail notifications to be sent to the 

administrator each time a student completes the evaluation. 

Automated numbers for each question: This feature will number each one of the questions. 

 

Coordinator View: 
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Site after submit:  This option will allow you to direct the students to a specific website after they 

submit their evaluation. 

Page after submit:  This is what the students will see at the end of the evaluation. 

 

Coordinator View: 

 

 
Student Preview: 

 

 
 

Group mode:  We will not be using groups for these evaluations. 

Visible:  For the purpose of privacy you will want to leave the visibility set to ñHideò.  This way 

the evaluation will be available only to the coordinator and the students you want to fill out the 

evaluation.    
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Coordinator View: 

 

 

 

 
To edit your settings later (like to change your open and close dates) click on the Overview tab 

and then on the button in the right hand corner labeled Update this Feedback. 
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Adding Questions 
 

Once your general settings have been entered, select the Edit Questions tab.  Click on the down 

arrow of the dropdown box and choose the type of question you would like to create.  

 

 
 

 

 
 

 

The coordinator preview is the best indicator of what the student will see.  Student will see the 

questions minus the editing icons to the right of each question. 
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Question Types 
 

Captcha:  This block asks a person to write out some distorted text which is displayed on screen. 

It is a test to make sure a real person is filling in the form and not an automatic spamming 

program of some sort. 

 

 

 

Student Preview:   
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Informational:  Provides a hidden field to the feedback that will register when the student starts 

the evaluation.  It is not a question the student has to answer.  It just gives information on when 

the evaluation was started. 

 

 
 

 
 Responsetime:  Show the date and time the evaluation was completed 

 Coursename:  Gives the name of the course ï DO NOT USE.  NOT APPLICABLE 

 Coursecategory:  Gives the semester and year of the course ï DO NOT USE. NOT 

APPLICABLE 
 

Coordinator View:  
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Student Preview: Student view of the informational option.   

 

 
 

Label:  Similarly to a standard Moodle label, this allows you to add arbitrary text (such as special 

instructions) between questions allowing for extra explanation or to divide the Feedback into 

sections. 

 
 

Longer Text Answer:  This option is for creating a text box (you specify how big it will appear in 

rows and columns) which people can write in a long answer. 

 Suggestions for answer box: 

o Width: 30-40 

o Lines: 15-20 
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Student Preview: 

 

 
 

Multiple choice (dropdown):   This will give you a dropdown list from which only one answer 

can be selected. 

 

 
Student Preview:  Multiple choice ï single answer  

 

 


