Using a questionnaire production and hosting service:  Surveyz.com

1.  Set up the questionnaire and add your first question
1.  Set up account – fill in details and confirm password

2.  Give your questionnaire a name

3.  Choose [image: image1.emf]

 to insert your first question.
4.  The ‘add question’ page opens.  This allows you to select the different question types available, which shows you an example of each.  When you are happy with the question type, click on [image: image2.emf]

.
5.  Choose a ‘Single Line Input’ text box to insert a text input field.
[image: image3.emf]


6.  The first step allows you to add optional extra information or instructions before the question.  
[image: image4.emf]


As elsewhere, the [image: image5.emf]

 icon gives further information.  E.g. for the ‘code’ input box, clicking the icon, provides an explanation in a pop-up window:

‘Use a Code (up to 8 digits) to identify your question. Avoid using HTML and special characters here. This code will be Exported as the variable name into Excel and SPSS, and displayed when you want to do Branching (Skip Logic) and Coding.’
7.  The second step allows you to enter and format the question text and answer box.  

[image: image6.emf]


Ticking the [image: image7.emf]

box will mean that a participant cannot submit the questionnaire without answering the question.  This can be used in combination with the options for the answer box shown in the drop-down menu.  For example, ticking ‘Required’ and choosing the ‘Email address’ answer box option will mean that a participant cannot submit the questionnaire without entering an answer in the correct format of an email address (of course, this will be no guarantee that a valid address will be entered).
[image: image8.emf]


You can use the [image: image9.emf]

 button to see what the question will look like and make further design choices.  Then press [image: image10.emf]

 to add the question to your questionnaire.
The questionnaire will then be shown in the ‘Edit survey’ page.  This is the page in which you can create further questions and perform a range of formatting functions.  At the top of the page, you will see is the address of your survey (a link to the survey URL), alongside options to preview the survey as it will be seen by participants and to refresh the page.
[image: image11.emf]


Practice 1
Add another question by pressing the [image: image12.emf]

 button next to the existing question.  Scroll through the different question type options.  E.g. Experiment with the options for single choice and multiple choice questions to see what different it makes if [horizontal], [vertical] or [menu] is chosen.

[image: image13.emf]


Choose a question type, then experiment with the creation options by using the [image: image14.emf]

 button to see what effect your choices have.  
Add a third question of a different type.
2.  Working with the ‘Edit survey’ page
The ‘Edit survey’ page is the place to be for working with questions within the questionnaire.  There are also options for adding/changing a header and footer and there is a box for ‘Survey display options’ to the left.  However, it is probably easier to use the ‘Survey controls’ page for these things as this gathers together all the options for formatting and changing the entire survey.
The ‘Edit survey’ page offers a group of buttons for each question as follows:

[image: image15.emf]


[image: image22.emf]


Opens the ‘add question page again to allow you to make changes to existing questions

[image: image23.emf]


Completely removes the question

[image: image24.emf]


Adds a copy of the same question immediately below.

[image: image25.emf]


Adds the question to your personal library.  This allows you to store questions for reuse in different surveys.  (You can also browse through surveys produced by others and copy questions from these surveys into your own).

[image: image26.emf]


Allows you to add help links or help buttons offering further information or help to participants who click on them.

[image: image27.emf]


Adds a new page so that a ‘continue’ button is added beneath the question when the survey is displayed.  Clicking this button will then open the next question(s) on a new page.

[image: image28.emf]


Allows you to direct participants to different questions according to the answer given (NB This will automatically insert a page break, so it is probably a good idea to change the survey settings to display each question on a separate page (See ‘survey controls’ section below).
[image: image29.emf]


Allows you to move the question by selecting the code of the question you would like it to follow in the survey.
[image: image30.emf]


An advanced feature allowing you to display answers selected in questions that follow (see description given) 

[image: image31.emf]


Previews the question as it will be seen by participants
Practice 2
a)  Experiment with the buttons and options for a question in your survey.  Add a help button and preview the questionnaire to see how it works.

b)  Create a question with ‘branching’.  Add a simple yes/no question at the beginning of your questionnaire as follows:

· Add a ‘Single Answer [Vertical] question with 2 options (Yes or No).

· Make sure the question is at the beginning of your questionnaire, by moving it if necessary.

· Click on the ‘Branch’ button for the question to add branching.

[image: image16.emf]


· Select the questions you would like to jump to if the participant answers ‘Yes’ or ‘No’ using the select boxes.  The quota option allows you to set different options once a certain number of participants have answered ‘Yes’ or ‘No’.

· Preview the questionnaire to test the branching.
3.  Working with the ‘Survey controls’ page
The ‘survey controls’ page has all the options that can be applied to the entire survey.  
It includes sections allowing you to change the overall survey settings (Survey Information) and the formatting of the questionnaire (Survey Display Options).

It also allows you to carry out specific functions and to set particular options for the questionnaire.  This includes:

· Adding a password for the questionnaire.

· Allowing participants to save a questionnaire up to a branch point for continuation later.

· Adding randomisation so that all or single questions are presented in random order.

· Allowing each question to be displayed one by one on individual pages (Single Question Display Mode).  This is likely to a good option where branching is used.

· Allowing an email to be sent to a given address when a participant completes the questionnaire.

· Allowing a decision to be made on whether or not a progress bar should be included and where it should be placed (if ‘Single Question Display Mode’ is chosen, a progress bar is likely to be useful, but it should be removed where there are only one or two pages as it may be confusing)
Practice 3
a)  Experiment with the display options to change the look of your questionnaire.  E.g. Change the style sheet, add a header and change the footer, change the button text, change the options for what happens when the participant completes the questionnaire.

b)  Experiment with the other options.  E.g. change to ‘Single Question Display Mode’ and preview the questionnaire to see what effect this has on the progress bar.

4. The ‘Distribute’ page
Once the questionnaire is complete and ready for release, the ‘Distribute’ page allows you to set up options for releasing it to participants.  The four main options are:
Email:  Emailing the link to the email, or embedding the questionnaire in an email.  This page also allows an option to be chosen to allow multiple submission from one computer for data entry purposes)

WebSite Link:  Adding a link to a website (and ,if required, including a code so that it is possible to record which link a participant followed to reach it).

Popup:  Provides code for pasting into a webpage so that the survey appears as a ‘pop-up’.  Also has an option to ensure that it only happens once on a particular computer.

Website-Newsletter:  Provides the entire code to allow you to paste it into a web page.  This option will allow you to fully customise the look of the questionnaire if you have knowledge of HTML and Cascading Style Sheets (CSS).

4. The ‘View Results’ page
Once the questionnaire has been completed by a participant , it is possible to download or view the results on the ‘View Results’ page.  To see this in action, you will need to make sure that the questionnaire has been submitted at least once.
The ‘Data Results’ page contains a number of options:
· The ‘Public Results of Reports’ allows you to set options for who may view the results.  

· The ‘Survey Statistics’ section shows the total number of responses alongside the total number who have viewed the page but have not submitted responses.  Clicking on the ‘responses’ link shows the time of submission and the IP address (A string of four numbers separated by full-stops which provide a unique identifier for all computers permanently connected to the internet) allowing you to target any signs of multiple submission.  E.g. [image: image17.emf]


· The ‘Survey Results Analysis’ allows you to view the results of each question as a list of responses for open text entry questions or as number and percentages of responses for multiple choice questions.  E.g. [image: image18.emf]


The results of each question can then be seen by clicking on the links.  E.g. 1
[image: image19.emf]

E.g. 2
[image: image20.emf]


· The ‘Export Data’ page allows you to export the results of all or individual questions in a choice of formats, as follows:
[image: image21.emf]


· The ‘Cross Tabulations’, ‘Advanced Reports’ and ‘Subgroup Criteria’ options provide further analysis possibilities within the software.
Practice 4
a)  Experiment with the ‘Distribute’ and ‘View Results’ pages to see what the options are.  Decide which options you would use.
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