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Blue SET Survey User Guide: Faculty

Accessing Blue:

Instructors may access the Subject Management page and tasks through the link in the Blue invitation and reminder

emails (start directions at step 3).

OR

Use the url: set.american.edu to log into Blue Home and navigate to My Tasks on the home page.

Regardless of access choice, instructors will be directed to the Subject Management page to complete SET activities.

IMPORTANT: Cross-listed courses are treated as individual course sections in Blue. Any updates made to one
section must be completed for all other course sections for them to sync.

To access the

Subject Management
Dashboard

directly from Blue Home, click
on a task in the My Active
Tasks widget on the home
page (set.american.edu).

OR

Click on My Tasks located on
the menu bar at the top of the
window. A new Tasks window
will open with allopen SET
Tasks.

@ Home Tasks @ Reports [1 Bookmarks

0

To view a list of all open and
expired Tasks, click on the

Tasks option on the menu
“*UPDATE™ SET bar.

Welcome

e reports will become available by November 10, 2025,
Make yourself at home in Blue Home. This newly upgraded Blue homepage delivers easy access to all SET tasks and reports, labeled intuitively,

Look around the space, make sure you have access to your historical reports, and even change your name and profile picture!

Keepyour eye on this space for more information and updates to the SE To access a task

Show more +] directly, click on View. A
new window will open
the Task.
MY ACTIVE TASKS
12-001
oo T
ao Subject management Endson
11-22-2025
® Inprogress Fall 2025

Viewall tasks (1) >
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Subject Management

i Kristi Pozza,
This dashboard allows you to manage your Course surveys to:
- View response rates
« Apply new start or end dates
-« Re-open an expired survey
«» Add personalized questions to the survey

Show less
Search... Filters «» Sortby: Subject Name v
® Live ® Completed ® Live
American University Student Evaluation of Teaching (SET) F... American University Student Evaluation of Teaching (SET) F.. American University Student Evaluation of Teaching (SET) ...
Acct Acct Acct

Dashboard interface:
1. Displays ready, live, paused, and completed course section activities in Subject Management within the
available course cards.
Statuses:
Ready — the evaluation is ready to begin but is not live.
Live — the evaluation is open for student responses.
Paused — the ability to collect new responses is deactivated until the survey is un-paused by the instructor.
Completed —the survey has expired for students. No new responses will be recorded.
All other status indicators are not used by AU.

2. Sort by Due Date (task expiration date) or Subject Name.
3. Usefilters to narrow cards by Ready (not live yet), Live, Paused, and Completed surveys.

4. There is one Course card for each section receiving a survey. Cross-listed courses have course cards for each
section of the course.
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How to Read a Course Card

H ° festy

American University Student Evaluation of Teaching (SET) F...

1. Course cards have a status indicator in the top right. (See
#3 in the figure above)

2. Activity status list reflects survey start date (or end date

if live) and available SET activities remaining. You're almost done!
1 tasks remain.
3. Click on Manage Settings to access fixed and modifiable b b

survey elements. Clicking on Manage Settings provides Manage Settings to change
access to: evaluation conditions.

e \View survey timing

e Access the Question Personalization task
L3 Manage Settings e ee

4. Click on the circle with three dots across from
Manage Settings to View invitees. Invitees are
enrolled students.

're almost done!

tasks remain.

See screenshot below: At the end of the student list is an option | View invitees -
to resend the invitation email to students who have not yet
submitted survey responses. This function is available until the Manage Settings o
survey expires. =
£ Manage Settings |/x\|
N

Send an additional reminder email to students who have not submitted their surveys to date. The communication sent to
students is the same invitation email they received when the survey opened.

Response details for Cancel %
101815 Cultures of Modern Canada

GivenMame 17 Family Name  IF Courses  IF Teachers 15

Kewvin Bak 101815 Cultures of Modern Canada [Multiple context]
Keyly Allen 101815 Cultures of Modern Canada [Multiple context]
yvonne e w23 Clltures - i CONTEXY

ﬁ Resend invitation emails to all raters who have not yet submitted. (&)
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Subject Management Task
5. | 1. Usethe Start and End date calendars to
adjust the timing of the course survey
window. American University Student Evaluation of Teaching (SET)F..  Cancel b 4

2. Afteradjusting any windows, click Update
to save. By default, the calendar is set to
the survey window calculated based on
the length and end date of the course.

3. Check this box if you’ve completed your
survey tasks and you no longer need to
receive reminder emails. IF CHECKED, THE
SM DASHBOARD IS STILL ACCESSIBLE TO
MAKE ANY CHANGES TO THE SURVEY AS
NECESSARY, INCLUDING REOPENING AN
EXPIRED SURVEY FOR STUDENTS.

Navigate to set.american.edu anytime to
access the dashboard and tasks.

4. Click onthe arrow right to access the
Question Personalization workspace.

You have access to the Subject Management
activity until seven days after the default
survey end date.

Manage by: 2021-08-31

Update your question selection for

@

v b
Done - Updated 2021-08-27

Choose timing Scheduled
Start Date 2021-08 - 29 06: 00 =]
End Date 2021-08- 31 06: 00 =]

el:l | have finished all my tasks, please stop sending me reminders

(2

Update

Question Personalization Activity

6.

NOTE: The Question Personalization activity
expires two days prior to the default survey
start date.

1. Click on Manage Settings on the front of
the Course card to access the QP task.

2. Inthe window that opens, click on the
right arrow above the survey calendar to
open the Question Personalization task.

[ —————
e ‘
mmmamnwwawm_i
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Question personalizatiggfor
Number of questions: Min: 0 Max: 5

The fellowing questions allow vou to customize the questionnaire framewerk to best suit your needs. You are able to select a number of selectable questions and personalized questions toinclude in the questionnaire.. Show rgore a
o

x Expany @ orr Preview Save

1. Displays the maximum number of personalized questions available. A maximum of one personalized question
may be added and must conform to the standard SET survey response scale of 1-5.

2. The Preview button allows you to examine the entire survey your students will see, as they will see it.

The Save button saves any changes to the QP activity. If you need to return to the activity before finishing, this
will save your work.
The Submit button is used when your work is complete in the activity, after clicking the Save button.

3. Forthcoming: The Copy icon in the lower right corner allows you to choose another section to copy
personalized questions to populate this sections’ QP activity OR copy the current questions to another
courses’ QP task.

4. NEW**scroll down the window to see a new bank of optional Personalized Questions for your use. To

Exclud Included
activate one, toggle the . button to add it to your survey.
4. Elementswith an x are non-functioning.
o BEFORE STARTING QUESTION PERSONALIZATION, PLEASE NOTE: E*N”
¢ REVIEW STANDARD EXISTING QUESTIONS BY CLICKING ON THE PREVIEW BUTTON ABOVE TO PREVENT
DUPLICATION
* YOU MAY ADD ONE ADDITIONAL QUESTION
IMPORTANT: IF YOU INCLUDE A PERSONALIZED QUESTION:
1. CLICK ON CUSTOMIZE TO OPEN THE QUESTION FRAME.
2. AFTER ENTERING EACH QUESTION CLICK THE X IN THE TOP RIGHT CORNER.
3. ALTERNATIVELY, PRE-LOADED SELECTABLE QUESTIONS ARE AVAILABLE BY SCROLLING TO THE END OF THIS
WINDOW.
j. WHEN FINISHED, CLICK SAVE AND SUBMIT.
el ble Min:0 Max:1 v
1. Reminders and instructions for the QP activity.
2. Elements with anx are non-functioning.

[Please enter your 1st rating question,] Include

& Customize

®
(6] [67) (o] [Smon) | o]

I () 1Strongly Disagree

1. Click Customize to input or edit the text of a personalized question.

2. Once the personalized question is created the Excluded/Include toggle button is activated, defaulting to
Include. If that question is no longer relevant to this course, the question may be useful later — toggle to
Excluded.

3. The rating scale for QP questions is displayed and is not customizable.
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Question personalization for

Number of questions: ~ Min:0 = Max5 +

T
2
{

A completed personalized question will only appear on the survey for this course by clicking on Save and Submit
located at the top and bottom of the page.

When the QP activity is complete, close the window to return to the landing page.

Please contact the SET office at Faculty SET@american.edu with any questions or concerns.
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