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Checkpoints for Questionnaire Creation 
1. Explore your options using the test survey provided  
 
2. Plan your questionnaire on paper. Pay particular attention to: 
    - Question order and text 
    - Selection of question type 
    - Wording of instructions 
    - Layout and order of sections and pages. 
 
3. Build your questionnaire by editing and adapting your test survey.  
    - Remember you can make a copy to try things out.  
    - Test everything - and preferably get others to test it too - before you launch.  
    - Remember, once launched, you cannot make any changes to the survey questionnaire. 
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Here we will take a quick tour of the survey editing interface. 
This is the main page you see when you log in 
Creating surveys and changing details are dealt with in the Introduction to BOS movie. 
Note that you can search the Bristol knowledgebase at any time. 
 

 
 
All new users have a test survey as a starting point. 
Use the Edit link from the main survey page. 
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The Edit link takes you to a page showing the whole survey 
You can edit each page of the survey here. 
 

 
You can also use the links for each section and question to edit them individually. 
 
 
Click the Edit button for Page 1 
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Edit the text here to provide a suitable title, welcome, and introduction to your survey. 
 
Save will return you to the main editing page.  
Save and Continue will save your edits and return you to this page 
Save and Preview will let you see your edits as users will see them. 
The “You are editing…” link at the top of the page will return you to the main survey editing page. Note 
if you use this without first saving your edits you will lose them - it is like a "cancel" button. 
 

 
It is advisable to give users some information about how the data is to be collected and handled.  
Page 2 has sample text you can edit as you wish. 
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Alternatively you can cut and paste it into Page 1 to follow the text there. 
 

 
You have the option of inserting additional pages for your survey 
But not immediately before the last page 
To do this, add a page above the main page 
 

 
 
Give the Page a Title and Save it. 
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Then you can use the Move buttons to move the page to the desired place. 
Note that you cannot move questions from one page to the next. 
 
 

 
You then need to add some content to the new page. Use the "Edit" option. 
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Note that you still don't have the option to add questions. First you must have a section 
to put them in. So use the Add Section button. 
 
 
 
 

 
 
Give the Section a title, and save it 
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Then you will have the Add Question options 
 

 
 
You can then add your choice of any of the question types available. 
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Here we will add a follow-on question to an existing question. 
Select the Edit button next to the question heading 
 
Scroll down until you reach the point for inserting the question, and click the Add Follow-on question 
button at that point. 

 
 
Select the question type you require and then click the add button. 
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Note the option to make answering conditional on previous answer. This is the advantage of a follow-on 
question. 
Insert the question text 
 

 
 
Enter the possible answers to your question and select how they will be displayed onscreen. 

 
 
Click the Save and Preview button 
This shows you how the revised question will appear to users 
To return to the Editing interface, click the Edit button 
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Use your test survey to explore the other question types and how they work.  
There is at least one example of each type in your survey to start with. 
 

 
Note that within each page, you can add new sections and questions, and change their order. 
Note that you cannot change a question type. 
If you change your mind about that, you have to add a new question of the type you want, and re-enter 
the text. 

 
 
A simple way of doing this is to edit each page to show progress through the pages. 
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Click the Edit button for each page 

 
If you tell users where they are in the survey, and how much they still have to do, it can encourage them 
to complete all the questions.  
If you have more than one page this is especially helpful. 
A simple way of doing this is to edit each page to show progress through the pages. 
Change the page title – e.g. to “Page 2 of 4” and click the Save button 
 
You should edit the text of the final page to provide a suitable note of thanks. 
This is also a good place to put in contact details for users who want further information 
But remember: you cannot put any questions of any kind here. 
 
Next Steps 
Use your test BOS Survey to set up a pilot questionnaire by editing the existing pages to add in your 
own questions.  
 
It's always a good idea to get others to check your survey. They will help you spot errors or questions 
which are not sufficiently clear. 
 
Get your fellow-students to help you by sharing access to your survey with them. They will be able to 
preview it and try out your questions. 
 
Once you are sure the survey is working as you wish, use the Create survey button to make a copy of 
your test. 
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Select the Create Survey tab 

 
 
Give your survey a title 
Your test survey will appear as the template, so this survey will be a copy of your test survey. 
Give your survey a short name.  
Remember this forms part of the url, so keep it short and use only letters and numbers in the name. 
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Click the Create button 
 
Now you should be ready to launch your survey 
Note this can be done in advance of the survey start date. 

 
You have a pre-launch checklist to go through.  
 
 

Creating a Survey Using BOS    IS eLearning University of Edinburgh Jan 2008   Page 14 of 15 



 
 
Your survey status is now open. 
 
Once some users have completed the survey, you will have Results to view and download. 
How you handle survey results is dealt with elsewhere. 
 
 
Wilma Alexander IS eLearning & IS Skills development   
w.alexander@ed.ac.uk 
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