Taylor Institute for Teaching and Learning
Educational Development Unit

UNIVERSITY OF

CALGARY

How to Create a Feedback Form using the Survey Tool in D2L

1. Inyour D2L course, select Assessments, then Surveys from the red navigation bar. Click
on the blue New Survey button.
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COURSE HOME CONTENT CALENDAR COMMUNICATION = ASSESSMENTS « MY TOOLS © EDIT COURSE

Manage Surveys Question Library Dropbox @ Help
Grades
Quizzes
Edit Categories More Actions ¥ Rubrics

Self Assessments
here are currently no surveys available. Surveys ‘_f-

2. Enter a Name for the survey. Enable the make results anonymous option. Click Save.

Properties Objectives  Reports Setup

General

Name * / o

Formative Feedback

Category

no category - [add category]

Feedback
give instant feedback

Anonymous
| make results anonymous &} e

Survey Questions
This survey is currently empty.

Add/Edit Questions

Description / Submission Message

Expand description / submission Message

Page Footer

Expand page foc'tee
Save and Close Save Cancel
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3. Click Yes when prompted.

Confirmation

Once a survey is set to be anenymeous, it cannot be
undone.

Are you sure that you want to continue?

&~

4. Click Add/Edit Questions to create survey questions.

Mame =*

Formative Feedback

Category

no category | v | & [3dd category]

Feedback

give instant feedback &

Anonymous

«| Make results anonymous g

Survey Questions

This survey is currently empty.

Add/Edit Questions
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5. Click on New to see the survey guestion types that are available.

Formative Feedback

Section

True or False Question (T/F)
Multiple Choice Question (MC)
Multi-5elect Question (M-5)

Long Answer Question (LA)

Short Answer Question (S4)
Multi-Short Answer Question (MSA)
Fill in the Blanks Question (FIB)
Matching Question (MAT)

Ordering Question (ORD)

Likert Question (LIK)

Text Information (TXT)

Image Information (IMG)

ins contained in this section.

i
%‘. ,_-_";

A) Multiple Choice Question (MC)
B) Short Answer Question (SA)
C) Likert Question (LIK)

J note In the section below, we will demonstrate the use of 3 guestion types:

Section

True or False Question (T/F)
0 Multiple Choice Question (MC)

Multi-5elect Question (M-5)
Long Answer Question (LA)
@ Short Answer Question (S4)

Matching Question (MAT)
Ordering Question (ORD)
eLikert Question (LIK)

Text Information (TXT)

Image Information (IMG)

Multi-Short Answer Question (M5A)
Fill in the Blanks Question (FIB)
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A) Multiple Choice Question (MC)

i Enter your question in the Question Text field.

New Multiple Choice Question

General

Title

Question Text +
iU [L] | @f v | Paragra)| v .o

The overall quality of the instruction for this
course was

(optional)

ii. Enter an answer option in each Value field. You can click <rAdd Option and select the
number of additional answer options you wish to include in your question.

Options
Enumeration

no enumeration v

Style

% Vertical Herizontal Drop-down (no HTML formatting)

Randomize options

49 Add Option
# Value Feedback

i | [E] | % < Paragra| = e 0[] b v Paragra| v

Excellent =

na
" w v
L0 &) | o v Paragra v L] | [Sa] | Y |~ ||Paragra)| v

Good —

¢

>

21
w
e

Remove

iii. Click Preview to view your question and click Done to exit. Click Save to return to the
main page.

(GHOH
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B) Short Answer Question (SA)

i Enter your question in the Question Text field.

ii. Click Preview to view your question and click Done to exit. Click Save to return to the
main page.

New Short Answer Question

General
Title

(optional)

Question Text=

it G @ v Paragra| v / ses

What advice would you give to help your
instructor improve your learning in this
course?

L&

Image
Insert an Image

Description:

7> AddBlank |1

Remave

Blank # 1: Rows:| 3 * Columns: | gg| =

m Save and Copy Save and New Preview Cancel
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C) Likert Question (LIK)

i. Enter your question's response instructions in the Introductory Text field. For example:

New Likert Question

General
Title

Introductory Text = /
& v

Paragra

(optional)

Respond to the following statements using a
scale of Disagree to Agree. Select "NA" ifthe
statement is not applicable to you.

S o 3

ii. Select a measurement Scale. Select Include an N/A option, if required.

Questions

f-Sc;lle
2 One to Five (1 - 5)
One to Eight (1 - 8)

= Agreement Scale (Disagree - Agree)
Satisfaction Scale (Dissatisfied - Satisfied)
Frequency Scale (Mever - Always)
Importance Scale (Unimportant - |mportant)
Opposition Scale (Oppose - Support)

# Include an MN/A option &

ven this is enabled, an additional N/& option is
presented along with the other options in your selected
scale

dp Add Option | 4
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iii. Enter a statement in each Value field. You may click <rFAdd Option and select the number
of additional statements you want to include in your question.

gy Add Option 1
[——1]
# Value Remove
:'_' @ fQ; - Paragral - / e
The instructor treats students with respect.
1 (1]
v 2 ﬂ ‘s
ir [Eal ®F ~* Paragray v / e
The instructor effectively directs and stimulates
discussion.
2 (1]
Im Save and Copy Save and New Preview Cancel

iv. Click Preview to view your question and click Done to exit. Click Save to return to the main
page.

6. When you have finished adding questions to your survey, click on the Done Editing

Questions button.

Formative Feedback

% Settings @ Help
Import \ Done Editing Questions

"y Move [ Delete 1 order <% Edit Values Publish to LOR 20 | » | perpage
Name (click question name to edit) Type Mandatory Last Modified
? The overall quality of the instruction for this course was - MC Mar 18, 2016 6:05 PM
What advice would you give to help your instructor improve your learning in this course? SA Mar 18, 2016 6:21 PM
Respond to the following statements using a scale of Disagree to Agree. Select "N/A” if the statement is not applicable to you. = LIk Mar 18, 2016 7:42 PM
Total: 3 Questions
"% Move [ Delete Il order <% Edit Values Publish to LOR

| T per page
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7. Click on the Restrictions tab and set the survey Status to Active. If desired, you may
set the Start Date and End Date so that the survey will become automatically available/
unavailable at the specified times. Under Attempts Allowed, select Single attempt
that is editable. Click Save and Close.

Edit Survey - Formative Feedback -

Properties (| Restrictions ) Assessment = Objectives = Reporis Setup

Dates and Restrictions

Status
Active
Active

Inactive

Has Start Date

342172016

Has End Date

3/28/2016 518 PM

User Responses

Attempts Allowed 6

Single attempt that is editable . =

The user has a single survey attempt that they can re-gocess to edit their responses as long as the sunvey is still available to them.

Special Access

Type of Access
= Allow selected users special access to this survey

Allow only users with special access to see this survey

Add Users to Special Access

(BB, Save || Cancel

8. Your survey is now ready. Invite students to participate by asking them to go to your
D2L course and click on Assessments, followed by Surveys and then the link to your

survey.

9. To view the results as instructor, click on the drop-down menu by the survey name and
select Statistics.

Current Surveys

Formative Feedback | =

Alwaye Availa & Edit
Always Available
. i Preview
## Bulk Edit
al Reports
I Statistics
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10. (Optional) If you wish to export or print your survey results, follow the steps below to

create a report.

i. Click on the drop-down menu by the survey name and select Edit.

Current Surveys

Formative Feedback | +°

(F edic ).

Always Available
. ) 5, Preview
& Bulk Edit

[l Reports
I Statistics

ii. Click on the Reports Setup tab and Add Report.

Edit Survey - Formative Feedback - o

Properties = Restrictions = Assessment  Objectives { Reports Setup
C >.

Reports /
Add Report 9

There are no reports available.

iii. Inthe Report Name field, enter a title. Choose your desired settings for the Report Type
and Release options, or simply use the system defaults.

New Report
‘__—-0

Report Name *

Formative Feedback Report

Report Type g

& Summary Report

¥ Show aggregate data

#| Show text responses

Show signed comments

Show unsigned comments

Individual Attempts

Release e
4/11/2016 4:40 PM

Canada - Calgary

9|Page


http://creativecommons.org/licenses/by/4.0/

iv. Under the Release Report To section, select Instructor and any other user role(s) that you
wish to grant access to see the report. Click Save, then Save and Close to return to the
Manage Surveys page.

Release Report To

Role
System Administratar
Course Administrator
ITSC Full Admin
ITSC Support
Trainer

¥ Instructor '_'
Instructor ReadOnly
TA - full access
TA - grading only
TA - Mo grading
Student
Student Success Adv
D2l Monitar
Man Cas System CA

Campus Life Utility

v. To generate a report, click on the drop-down menu by the survey name and select Reports.

Current Surveys
Formative Feedback |T

* -
Always Available | ® Edit
. ) Preview
@ Bulk Edit —
[l Reports

I Statistics

vi. Click on the name of the report you have previously set up.

Manage Surveys Report List
Report List - Formative Feedback -~

Reports

Formative Feedback Repo

Report Type: Summary Report

Release: immediately
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vii. Choose the type of report you wish to generate. For example, click on Generate HTML

Report.

Generate Report

Generate C5V Report (Eenarate HTML Report )

Formative Feedback Report

For attempts completed
From

40472016
To

4/11/2016

viii. The information displayed here would be similar to what you would see under the survey
Statistics section, but on this page, you have the options to Export to CSV file and Print

Report.

View Report

€ Go Back to Generate Report

Formative Feedback Report

3 artempts have been completed

Question 1

The overall quality of the instruction for this course was

Excellent

Good

Poor

1

1

1

Export to C5V file Print Report

Q@ O

(3333 %)
(3333 %)
0%

(3333 %)
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