
Voluntary Evaluation
Detailed Instructions



Click Actions.



Click Create New Folder and name it 
consequently: 

Evaluations_FirstName_LastName



Click New Survey in the sidebar.



Name format: Course number + full official course title 
+ (WSYYYY)[winter term] or (SSYYYY) [summer term]

Example:
046007 Medical image analysis (KF)(SS2026) 



Select Questionnaire Template (lecture, 
seminar, practical course, etc.) 



Select Online Survey and press Next



Choose General Password.
Assign a password of your choice. The 
password is only required by evasys for 

generating the QR code. You do not need to 
write it down or remember it.



Select Online Template MUI. Press 
Next.



The survey creation is now complete. 
All surveys (=evaluations) can be found 

via the Actions menu in your survey 
folder (sidebar).



Click on the Actions menu, select your survey 
folder (sidebar), and click on the name of the 

survey. The survey details will then be displayed.



Select Download QR code for this 
survey.



End data collection: Click Actions, select your 
survey folder (sidebar), and click Finish Data 
Collection in the Actions section. The survey 

can be reopened if necessary.



In the survey details under Report, select 
the option to download the results as a 
PDF or to send them via email to retrieve 

the survey results.



Additional Function: Adding Questions

It is possible to add two self-formulated 
questions.



Select Questionnaire Templates.



Select the questionnaire you would like to 
modify. On the right side of the respective 

questionnaire, choose Use Template.



Click Edit.



At the top left click Add, select a new question group.
Recommendation: Name it “Own Questions,” 

“Additional Questions,” or similar.
Then click “Apply.”



Click Add Question tab.



Scaled questions: Enter the question text, 
select Add individual pole labels, and 
label the left and right poles. Then click 

Apply.



Open questions: Enter the question and 
click Apply.



After completing the questionnaire, adjust the name 
under Form Properties.

Example:
“Voluntary evaluation − integrated 

course (VU) [Own Questions]”



Click Save and Exit.



When creating a survey, your Own 
questionnaire can be selected and used.
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