
Adding Additional Questions: 
Faculty may add up to two additional questions to their course evaluations. Questions must 
be added before the course evaluations begin. 

Instructions to add additional questions: 

 
1. Log in to EvaluationKIT: [EvalKitLogin]Login[/EvalKitLogin]  

 

 

 

 

 

 

 
2. On the Home page, select the “Custom Questions Surveys” from the Custom Questions 
dropdown in the top banner.  

 

 

 

 

 
3. Click on "Create New Survey" to create your additional questions. 

 

 

 

 



 
4. Create a title and optional description for your questions, then select "Save." 

 

 

 

 

 

 

 

 
5. This will bring you to an edit survey page. Under “Question Management” select the drop 
down to view the options. 

 

 

 

 

 

 

 

 

 



 
6. To create new questions, select “Create New.” Choose the question type you would like 
to ask from the drop down. Most likely, you will use Single Selection or Write-In Text 
Response. Select "Continue." 

 

 

 

 

 

 

 

 

 

 
7. Write your question, and the response options. Then select “Save & Add” in the top right-
hand corner. 



 

 

 

 

 

 

 

 

 
8. To add another question to the survey, select “Add a Question” and repeat the process. 
When you are done writing your questions, select “Done.” 

 

 

 

 

 

 

 

 

 

 

 

 
9. Select  “Custom Questions Projects" from the Custom Questions dropdown in the top 
banner. Then, select the project your course(s) is in (ex: for Fall 2024, the project will begin 
with 202470) 



 

 

 

 

 

 

 

 

 

 

 

 
10. Then select “Add Survey.” This will pull up a preview of the main questions on the right 
hand side, and the left will show the surveys you have created.  

 

 

 

 

 

 

 
11. Select the question survey you want to add, then click “Next” in the top right corner.  

 



 

 
12. Select the course which you would like to add the questions to, then select “Finish & 
Add.” 

 

 

 

 

 

 

 

 
13. To make sure you added the questions correctly, select “Custom Question Projects” and 
under “Added to # Courses,” the number of courses you have added questions to will be 
shown. 

 

 

 

 

 



 
For a video walk through of adding additional questions, please go to the following 
website: https://www.du.edu/ir/facultysupport/evaluations 
Scroll to "Information for Instructors," select "Adding Evaluation Questions" 
Click on the link to the video.  
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