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Creating Course Evaluations 
 
Each term, the course evaluation ñcoursesò are created and populated with the correct student 
and course information. You will be contacted via e-mail when your course evaluation ñcourseò 
is ready. This document assumes that your master evaluations have already been created or 
copied from a previous term; if not, please refer to the appropriate documents or contact the 
Blackboard support team. 
 
Overview 
 

1. Edit properties for each master evaluation. 
2. Create evaluations for each course. 
3. Edit properties for each evaluation. 
4. Set release criteria for each evaluation. 
5. Create icons on the home page. 
6. E-mail faculty and students concerning the availability of the evaluations. 

 
Detailed steps 
 

 
1. Edit properties for each master evaluation. 

a. Log in to the evaluations course for the current term, click the Build tab, then 
Assessments. 

b. Click the grey ActionLink icon next to the master evaluation and select Edit 
Properties.  
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c. Under Question delivery, uncheck Display question titles. 
d. Under Duration, set the time to 30 minutes. 
e. Click Dates Available to expand this section and set a Start Time and End Time. 

(The recommended availability period is two weeks.) 
f. Click the Save button at the bottom of the page. (You may have to scroll down to see 

it.) 
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2. Create evaluations for each course. 
a. Click Create Assessment.  

 

 
 

b. Type a title that includes the course id, section number, course title, and professor 
(e.g., BUSA 200-01 ï Principles of Accounting -- Smith). 

c. Under Type, select Survey. 
d. Type a ñzò in front of the automatically generated Grade Book column name. 
e. Select Base on an existing assessment and choose the appropriate master 

evaluation. 
f. Click Save. 

 

 
 

g. Repeat steps 2a through 2f for each course. 
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3. Set release criteria for each evaluation. 
a. Click the grey ActionLink next to the evaluation title and choose Set Release 

Criteria. 
 

 
 

b. Click Add Grade Book Criteria. 
c. Use the pull-down arrows to select the course id as the criteria and the condition as 

Not blank.  
d. Click Save. 
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e. Click Save again. 

 

 
 

f. Click the ActionLink next to the evaluation title and select Show Item. 
 

 
 

g. Repeat steps 3a through 3f for each course evaluation. 
 
 



Handout 6b: Creating Course Evaluations  

Samford University TLC, 11/13/2007                                                                                                                           Page 6 of 8 

 
 
 

4. Create icons for the home page. (It is recommended that you create all the evaluations 
before proceeding to this step.) 

 
a. Click Course Content to go to the course home page. 

 

 
 

b. Click Create Folder and give it a title (e.g., Course Evaluations ï Undergraduate) 
and click Save. 

 

 
 

c. Click the name of the folder and then click Add Content Link. 
d. Click Assessments. 

 

 
 


