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How to Access and Complete Course Evaluations

Student Guide



Homepage

● To access course evaluations go 
to the Explorance Blue home 
page.

● Log in using SJSU credentials

● Tasks related to completing 
course evaluations are labeled 
“Fillout”

● Tasks related to monitoring 
course evaluations are labeled 
“Subject Management”
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Accessing Course Evaluations

● Access live course 
evaluations by 
selecting the “Start 
Now” or “Continue” 
button next to a 
“Fillout” task
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Accessing Course Evaluations (Cont.)

● Once selected, you will 
be directed to the 
course evaluation 
landing page.

● To continue, click on the 
button below the 
message.



Saving Responses

● If you choose to save your 
progress and continue the 
survey at a later time, press 
the “Save” button in the top 
right corner of the page.

● When “Save” is selected, a 
“Responses saved.” message 
will appear on the bottom left. 
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Submitting Course Evaluations

● Once the course evaluation 
has been completed, click on 
the “Submit” button at the 
bottom of the second page.
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Submitting Course Evaluations (cont.)

● After you submit, the 
following screen will appear 
indicating the response was 
submitted.

● Remaining open course 
evaluations will also be 
shown.
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Editing Responses After Submitting

● Once the course evaluation 
has been submitted, edits 
can still be made as long as 
the the course evaluation end 
date has not passed.

● Select the “Tasks” tab in the 
top right corner to view all 
course evaluations.

● For a task that is completed, 
select the “View” button
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Editing Responses After Submitting (cont.)

● Select the “Update” Button

● The next page will be the 
survey questions previously 
completed

● Once edits have been made, 
select the “Submit” button 
again to update responses.
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Opt-out Option

● As a respondent, you can 
choose to opt out of a course 
evaluation.

● To opt-out of a course 
evaluation, go to the bottom 
of a survey page and select 
the “Opt-Out” Option

● Then confirm this decision in 
the following pop-up window.
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Opt-out Option (Cont.)

● Once confirmed, this 
screen will display the 
opt-out was successful.
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Return to Homepage

● Click on the SJSU 
logo on the top left 
side of the page to 
return to the 
Explorance Blue 
Homepage.
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Viewing All Course Evaluations
● To view all available tasks whether open, completed, or expired select 

the “Tasks” button in the top right corner
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Finding Course Tiles - Filter

● There is a “Filters” drop 
down menu to look for 
courses based on the 
status of the task

● Using the “Filters” drop 
down menu allows users 
to focus on live or current 
course evaluations
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Filter Functionality

● Pending: Course Evaluation is in a preparation 
phase and not yet launched

● Ready: Course Evaluation Survey is finalized and 
is awaiting the schedule start date/time to go live

● Live: Course Evaluation is active and available for 
students to complete

● Paused: A “Ready” or “Live” status has been 
temporarily stopped

● Completed: Course Evaluation has been 
completed and submitted

● Opted out: Student has chosen to Opt-out of the 
course evaluation

● Expired: The evaluation window is closed

Note*: Not all filters apply for SJSU’s implementation

Student Guide: How to Access and Complete Course Evaluations


