HELENACO

UNIVERSITY OF MONTANA

Faculty Guide:

How to Add Custom Questions to Your Course Evaluation in Blue

Question Personalization Timeline & Support

Faculty may add custom questions during the Question Personalization window:

Faculty will receive an email notification when the personalization window opens.

Please note: Responses to your custom questions will only be visible to you.

If you need assistance with course evaluations or custom questions, please contact:
CourseEvaluations@helenacollege.edu

Instruction

Fall and Spring semesters: The personalization window opens approximately 2 weeks before course
evaluations become available to students.
Summer semester: The personalization window opens approximately 1 week before course
evaluations become available to students.

When the Question Personalization window opens, you will receive an email similar to the example below.

HELENACO

Dear Amy,

You have been invited to add your own custom questions to Course Evaluations (2026
Summer).

This feature allows you to gather additional feedback from students that is specific to your
course(s). Responses to these custom questions will be available only to you after final grades
have been posted.

Please note that the types and number of questions are pre-set by the Blue platform. If you
would like to add additional questions beyond the preset limit or use different question types,
please contact the Blue administrators at CourseEvaluations@HelenaCollege for assistance.

Please use the link below to add your custom questions before the course evaluations open to
students:
Start Question Personalization Now.

To help you get started, please refer to the following tutorial guide, which provides step-by-step
instructions on how to add custom questions to a course evaluation:

* Faculty Guide: How to Add Custom Questions to Course Evaluations

Thank you for your participation and for helping us gather meaningful feedback to support your
own teaching and student learning at Helena College.
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Click the “Start Question Personalization Now” link in the email, then log in to your Blue account using
Single Sign-On (SSO).

HELENACOLLEG

Log in to your account

Choose how you log in and then enter your credentials.

3 SAML

or log in with username and password

>
+¢ explorance

After logging in, you will see two links for each course:

e One link allows you to add custom questions whose responses are visible only to you.
e The other link allows you to add custom questions whose responses can be viewed by all instructors
teaching the same course. This option is recommended for co-taught courses.

Click the Start now button for the course you would like to customize.
Important: The number and types of questions available are preset by the Blue platform.

If you would like to add additional questions beyond the preset limit or use different question types, please
contact the Blue administrators at CourseEvaluations@HelenaCollege for assistance.

Course Evaluations (2026 Summer)

HELENACOLLE

Hi Amy Kong,
You are invited to add custom guestions to your upcoming course evaluation(s). This is your opportunity to gather
specific, targeted feedback on your unique teaching methods and course goals. Please note that student responses

to your custom questions will only be available for you to view.

Please review the timeline and submit your custom questions before the personalization window closes.

College Algebra
Start now
@ Open Ends on: 2026-06-04

College Algebra /
Start now

@ Open Ends on: 2026-06-04
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To add a custom question:

1. Click the blue arrow to expand the available question options.
2. Click Customize next to the question type you would like to use.
3. Enter your custom question in the question editor.

° ADDITIONAL QUESTIONS AVAILABLE TO BE ADDED BY: KONG AMY Expand all
J (@ Selectable Min:0 Max:co v
[Insert your custom question here. Ensure it aligns with a 5-point Likert scale (Strongly Agree to Strongly Disagree).] Include
& Customize Show preview
[Insert your custom question here. Ensure it aligns with a Yes/No/Other selection scale.] @ Include
& Customize Show preview

When you are finished entering your custom question, click the “X* button in the top-right corner of the
question editor to close the window.

Question editor / x

Question

‘ [Insert your custom question here. Ensure it aligns with a 5-point Likert scale (Strongly Agree to Strongly Disagree).] ’

Responses \

O Strongly Agree

O Agree
O Neutral
O Disagree

(O Strongly Dlsagree
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After you finish adding your questions, click the Submit button to save your changes.

P
i= L Viewall v } Expandall @ off Preview Save

@ ADDITIONAL QUESTIONS AVAILABLE TO BE ADDED BY: AMY KONG Expand all

(® Selectable  Min:0 Max:c0

[Insert your custom question here. Ensure it aligns with a 5-point Likert scale (Strongly Agree to Strongly Disagree).] w Include
& Customize Show preview

[Insert your custom question here. Ensure it aligns with a Yes/No/Other selection scale.] ) include
¥ Customize Show preview
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