
Survey Wizard user documentation 
 
Creating a Survey Wizard account 
Please email portal@oise.utoronto.ca to request a Survey Wizard account.  You 
will need this account to create and manage your surveys.  This service is free 
for all OISE Faculty, Staff and Students.   Accounts may also be requested by 
external users for an annual fee of $125 which includes email and telephone 
support. 

 

Creating a Survey 
We suggest that you organize the details of your survey content before you log 
in. This will help to make it easier to enter into the system. 

Once your account has been set up and you are ready to start creating your 
survey, please use the following link to login: 

https://surveys.oise.utoronto.ca/surveywizard2 

 

Once you have logged in, click on “create new survey” in the top area of this 
screen.  

 

 

 

 



 

 

 

You will now see the “create new survey info” screen where you must enter the 
basic survey information.    

 

 

First, enter the title for your survey.  Next, enter a description.  The description 
will not be seen by your survey participants but instead will be used by you to 
differentiate between the surveys that you have created.   You can leave the 
description field empty if you prefer. 

You can configure your survey so that all of the questions are mandatory.  The 
default setting for this is “no”.  If you leave this set to “no”, you can still set 
specific questions to be mandatory and leave others as optional. 

The next option is whether you want your survey to have automatic question 
numbering set to “on” or “off”.  If you choose “off”, you can manually add 
numbering in the questions themselves.  This is recommended if you want to be 
able to customize the numbering style of your survey contents (for example, you 
may want to have certain questions marked as 3, 3a, 3b, etc.). 

Next, you must choose a survey type from the following options: 



1. Election: requires participants to enter an employee number (for internal use 
only) 

2. Open Survey: requires participants to enter their email address (the email 
address will be used by the system but will not be stored with the responses) 

3. Anonymous Survey: does not require an email address or any other 
identification from participants 

4. Non-Anonymous Survey: records participant email address with their 
responses (for Role System groups only) 

Lastly, you can set the language for your survey as either English or French. 

IMPORTANT NOTE:  Click on the “save” button when you have completed 
the fields on this page. 

You are now ready to enter the questions and text for your survey. 

 

Adding questions to your survey 
First, click on “intro”.  This is where you will enter the text that the participants will 
see when they first go to your survey URL.  Enter the text and click on “save”. 

Now you can begin entering your questions.   

Click on “add a question”.  

 

 

Next, enter your text into the “question/label” field and select whether or not you 
want this question to be mandatory. 



You must now choose the response type from the following options: 

1. single lines of text: participant can enter a single line of text 
2. multi lines of text: participant can enter multiple lines of text 
3. radio buttons – select one option: participant can select only one radio 

button 
4. drop down box – select one option: participant can select only one 

option from drop-down menu 
5. check box – select as many as apply: participant can select multiple 

check boxes 
 

IMPORTANT NOTE: Click on the “save” button once you have made your 
response type selection. 

 

Adding text to your survey 
 

You can also add text to your survey which does not include a response field. 

First, click on “add some text”. 

 

 

Next, enter the text in the new field that appears and click on the “save” button. 

 

 



Adding a page break to your survey 
When a respondent comes to a page break that you’ve created, they will see a 
“save and continue” button which they must click in order to see the next section 
of your survey.  A page break can be used as a way to break up a long survey 
into sections. Additionally, a page break must be created if you choose to use the 
“branching” function (more on the branching function later in this document). 

To add a page break, click on “add page break”. 

 

 

 

Changing the order of your survey content 
New content that is created, whether it’s a question, text, or a page break, is 
initially placed after the last content that you created.  You can change the order 
of your survey contents at any time by using the “move” function. 

First, click on the item that you want to move.  Next, click on the “move” button.   
Using the position numbers found on the left-hand side of your survey screen, 
choose the position that you want this item to appear after and type it in the 
available field.  Lastly, click on “confirm” and you will see the new order appear 
on the left-hand side of your survey screen. 

 



 
Using the branching function 
You may wish to use the “branching” function which moves participants to a 
different section of the survey based on their response to a specific question.   
You can only use the branching function with questions using the following 
response types: 

1. radio buttons – select one option 
2. drop down box – select one option 

To use branching, first create your question and response options and save the 
question.   Next, click on the “Branch” button next to the response option that you 
want to use.   You will now see the text “Branch from Option (x) to:” and a pull-
down menu next to it.  You must branch to a “page break”, so choose a page 
break which resides immediately before the question you want them to be 
branched to (or create a page break there if it doesn’t already exist).  Lastly, click 
on “Create new Branch”.  The branching is now set up.  You can test it by using 
the “Previewing your survey” function described in the next section of this 
document. 

 

Previewing your survey 
You can always preview your survey to see how it looks.  You can do this at any 
point during the creation process.  Click on “preview survey” in the “edit survey” 
screen and a new web browser window will open with your survey preview. 

 

 

End of survey statement 
To create text that the participant will see when they have completed your 
survey, click on “end of survey” in the “edit survey” screen.  Enter the text in the 
available field and click on the “save” button at the bottom of the screen. 

 

 

 

 

 



 

 
Publishing your survey 
Once you have created a survey, you must publish it to allow participants to 
respond.  Go to the “basic survey info” screen and click on the “publish” button.  
Allow the system to process this command and when it’s finished you will see the 
survey status change from “testing” to “published”.  The URL required to fill out 
the survey will appear on this same screen beside “survey’s URL”.   

 

You can send this URL to everyone who you would like to respond to the survey.   
You can do this either in a standard email message or you can use the Survey 
Wizard “participant groups” function to send out the survey.  The “participant 
groups” function will be explained in the next section of this document. 

 



Working with participant groups 
An alternate way to send the survey URL to participants is to use the Survey 
Wizard “Participant Groups” functionality.  You can enter email addresses and 
then use the Survey Wizard system to send out invitations to participate in your 
survey.   

To do this, first click on the “survey groups” icon which can be found in the 
“survey overview” screen. 

 

Next, click on “create new group” and fill out all of the fields.  You will see that 
you can send an email invitation message on this screen.  Additionally, you can 
go back to the “survey groups” page to send additional messages to your survey 
groups at a later time. 

If you have a list of email addresses already created elsewhere, you may prefer 
to use the “batch create groups” function found on the same page.  This will allow 
you to paste up to 300 email addresses at a time to create your survey groups 
quickly.  You can use the system to send out messages regardless of which of 
these two methods you use to create your survey groups. 

 
Exporting respondent data 
You can export the survey data at any time to view the responses to your survey.  
From the “survey overview” screen, click on “survey statistics”.  You will see a 
link to export the data either “with option values as data” or “with option labels as 
data”.  Click on the choice that you prefer and you will download an Excel 
spreadsheet to your computer containing all of the responses to your survey.  
You may choose to use a statistical analysis program to further analyze this data 
or you may choose to simply use the Excel spreadsheet that is provided from the 
Survey Wizard system. 

 



Viewing a graph version of responses 

Additionally, Survey Wizard features a graphing system as an alternative way to 
view your survey responses.  This function is also found in the “survey statistics” 
screen.  Click on “view graphs” and you will be prompted to select a question.  
Click on a question and you will see a graph displaying the percentages of the 
various response options.  Please note that this function only works with 
questions using response types that can be viewed in a graph format.  Questions 
with response types such as “single line of text” or “multi lines of text” will not 
work in the graphing function. 

 

Sharing your survey with other users 

You may want to “share” your survey with another Survey Wizard user to enable 
them to either assist with the survey creation or review the survey before you 
publish it.    

Please note that the “sharing” function is not the way to send your survey out to 
participants.  To send your survey out to participants, please see the “Publishing 
your survey” and “Working with participant groups” sections found earlier in this 
document.   

To share your survey, first click on the “sharing” icon found on the “survey 
overview” screen. 

 

You will then see a list of all current Survey Wizard users.  You can select one or 
more of their names and click on “save” at the bottom of the screen.   The survey 
will now appear in the “surveys I have access to” section of their account(s) when 
they log in to Survey Wizard.  They will be able to alter the survey contents with 
this access, however, they will not be able to delete the survey.  Only the survey 
owner can delete the survey.  If required, you can transfer full ownership of the 
survey to another Survey Wizard user.  See the “Transferring Survey Ownership” 
section below for details. 

Please note that you can only share surveys with other Survey Wizard users.  
See the “Creating A Survey Wizard Account” section at the beginning of this 
documentation if you want to have an account created. 



Transferring survey ownership 

The ownership of a survey may be transferred to another Survey Wizard user if 
required.  You may want to do this if there is a change of job or responsibilities.   
To change the ownership of a survey, click on the “transfer ownership” icon 
found in the “survey overview” screen. 

 

Please note that once you transfer the ownership of a survey, you will no longer 
have administrative access and the new owner will have the ability to delete the 
survey entirely.  If required, the new owner can still give you limited 
administrative access by using the “sharing” function described earlier in this 
document. 

 

Copying a survey 
A survey can be copied at any time.  You may want to do this if you are planning 
to create two similar surveys and would prefer to use the first survey as a starting 
point for creating the second survey.   To make a copy of a survey, click on the 
“copy” icon found beside the survey in the “my surveys” screen. 

 

 

 

Creating a PDF version of your survey 
You can create a PDF version of your survey if you want to either print a copy or 
save a copy for your records outside of the Survey Wizard.   To do this, click on 
the “PDF” icon found beside the survey title in the “my surveys” screen.  A PDF 
version of your survey will be downloaded to your computer. 

 

 


