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1: Start by going to www.bb.au.dk and click on login 

http://www.bb.au.dk/
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2: Type your login info (WAYF login) 
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3: Click on ”COURSES” in the top menu 
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4: Click on the course you would like to evaluate 
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5: To find the evaluation tool, click on ”Course Tools” in the left menu 
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6: Below ”Course Tools” several new options will appear. Click on ”AU Course Evaluation” and you will get to 

the evaluation tool 
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7: Here you will see three buttons. “Preview” will let you see the questionnaire as the students will see it. “Pub-

lish” is where you release the questionnaire to the students. Now click on “Edit” to see the questions currently 

in the questionnaire and add new ones. 
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8: On the screen you will now see all the questions, that have been added to your questionnaire by default. 

The questions are obligatory and cannot be removed (shared AU questions, Study Board questions and 

maybe questions from the Uddannelsesnævn). To add more questions, hold your mouse over “Add Ques-

tions” in the left corner. 
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9: You now have three options: ”From other course” lets you copy all questions from an earlier course evalua-

tion. “From personal question pool” will let you formulate your own question or use a question you have for-

mulated earlier. “From common question pool” will let you add commonly used questions. In this guide we 

use “From common question pool”, so click on that. 
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10: Here you will see all the questions in the common shared question pool. These are the questions you are 

able to add to your questionnaire. To see all the question from Arts, click on “Tag” in the grey bar on the top. 

This will sort all the questions so the questions from School of Arts are on top. 
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11: For each question you have two ways of inserting it into your questionnaire. “Only scale” will insert it with 

an answer scale and “Scale and comments” will give the students the opportunity give a comment along-

side their answer on the scale (if comments are allowed). The questions will be added to your questionnaire 

in the order you pick them.  
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12: When you have added all the questions you wish to add, scroll down to the bottom and click “OK” (bot-

tom right corner) to get back to the overview of your questionnaire. 
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13: You are now back at your questionnaire and can see all the questions in it. If you are done and need to 

publish the questionnaire for the students, click on “Publish Evaluation” in the top right corner. 
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14: Here you need to select the last day that the students have to answer the questionnaire. After this the 

evaluation will be closed. When you click on the blue “Publish” button, the questionnaire will be open for the 

students. After this, you cannot edit the questions, so make sure you only publish it when you are ready. 
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15: When you click ”Publish” you should get this picture, indicating that you succeeded in making the ques-

tionnaire available for the students. Blackboard will automate a message for the students, so they know that 

the questionnaire is accessible for them. On this page you can see when the questionnaire closes and later 

you can find the results under “Report”. 
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16: In the menu under ”Course Evaluation” the students will find the questionnaire. If you as a teacher click on 

this, you will get the screen as seen above. When the evaluation is done, follow the guide on “How to see the 

result of Blackboard Evaluation”. Also remember to read the guidelines from your School on course evalua-

tion. 

http://medarbejdere.au.dk/en/faculties/arts/education/digital-evaluation/

