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1. The teacher receives an email from the "USI QA" email address with a link to access the 

question personalization page.  
2. The page shows a list of all the teacher semester courses (Fig. 1).  
3. It is possible to add questions on the questionnaire for each course. From the list page 

access the relevant personalization page for each course to which to add questions. 
4. Personalized questions can only be entered before the start of the student feedback 

period, when the questionnaires are still inaccessible to students. 
5. Please note: only official titular teachers of a course can optionally add questions. It is 

possible that for technical reasons1 also teaching assistant will receive the invitation to 
customize questions and can access the platform, but they are required to ignore the 
option. In any case, such questions will not be displayed. 

6. On the question personalization page (Fig. 2) there is a short explanatory text at the top, 
below the title (click on "Show more”). 

7. In the center are the two question types that can optionally be added to the questionnaire: 
the close-ended question (Fig. 2.1) and the open-ended question (Fig. 2.2). 

8. Clicking on the "Show preview" button (Fig. 2.3) on the right, displays the response 
options (Fig. 3: 5-point agreement scale for the close-ended question and empty text field 
for the open-ended question). 

9. Click on the "Preview" button in the upper right corner (Fig. 2.4) to view the entire 
questionnaire, with all questions. The preview questionnaire (Fig. 4) will not show any 
changes until you confirm the additions made through the "Submit" button. 

10. To write the questions (even just the close-ended question or even just the open-ended 
question, not necessarily both), click on the "Customize" button, a "Question editor" 
window opens in whose field the text should be written (Fig. 5). At the bottom the answer 
options are again shown. 

11. Attention: since the questionnaire always has two language versions, additional 
personalized questions should also be entered in both English (mandatory) and Italian. 

12.  Once the personalized question(s) have been written, to confirm their addition in the 
course questionnaire, the "Submit" button must be clicked; it is located in both the upper 
right and lower left corner (Fig. 2). 

13. After clicking "Submit," the personalized question(s) are added to the questionnaire, as 
you can immediately see by viewing the questionnaire preview again (Fig. 6): where there 
was none before, the personalized questions have now been added. 

14. Until the end of the period set for question personalization, it will always be possible to 
access the page to change your mind, change the text(s), exclude a previously entered 

                                                     
 
1 Official titular teachers of a course, teachers and teaching assistants are all considered by the software as the same user 
type "Teachers" for a whole range of other operational needs (e.g., for individual reporting). 
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question, etc. (Fig. 7). To make any changes effective, you must always click on the 
"Update" button (Fig. 7.1). 

 
 

Brief general guidelines for the wording of the questions: 
 
First, it should be kept in mind that the close-ended question has a response scale with 5 
points of agreement that are predefined and cannot be changed due to uniformity matters 
with almost all other questions in the questionnaire. Therefore, the question to be formulated 
will be a statement, without an exclamation mark, in order to make sense for a set of 
answers from "completely disagree" to "completely agree". 
 Examples: 
NO: How do you consider the workload of the course? 
YES: The course workload is acceptable. 
NO: Were the in-class exercises too many or too few? 
YES: The amount of in-class exercises was sufficient/high/low. 
 
Complexity: The question should be phrased in an understandable way and in clear terms. 
Language register that is not appropriate for respondents and, especially, wording that 
requires no small amount of mental effort should be avoided. 
 Examples: 
- Do you have a NFC/RFID card to open your office door? 
- Do you consider yourself a person who is not indifferent to certain issues? 
 
Unambiguousness: the question must require the interviewer's opinion on a single topic, 
therefore questions that have in their wording enquiries about more than one topic should be 
avoided. 
 Examples: 
- Indicate whether you know Spanish and will attend the cocktail party tonight. 
- Are the distributed lecture materials and exercises clear? 
- Was the lecture clear and interesting? 
 
Under-determination: the question does not contain all the elements to be understood by 
the respondent (leaving room for ambiguity). 
 Examples: 
- Do you consider yourself a frequent bar client? 
- Does the lecturer explain the theory well? 
 
Over-determination: the question should not contain elements to influence the respondents' 
answer. 
 Examples: 
- Do you appreciate this workshop conducted by Peter, don't you? 
- This painting, which won the best critics' award, do you like it? 
 
Obtrusiveness: the question must not contain elements that could embarrass the 
respondent or be perceived as intrusive in the respondent's private sphere. 
 Example: 
- Do you use drugs for recreational use? 
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��'"-~-...x£OIU have been invited to (optionally) add personalized questions to the students feedback form. 

an create up to 2 teaching-specific customized questions for each course they are teaching in this semester. 
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