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Create the Survey 
 

1. Login to checkbox: https://survey2.uakron.edu/login.aspx  
 

2. Select the Surveys button  from the application toolbar. 
 

3. Select the New Survey button . 
 

4. Enter a name and description for the survey then click the Submit button. 
 

5. The Survey Editor page is returned.  Click the Add Item link to begin adding 
questions.  
 

6. Select the Question Item you wish to use.  The Item Preview button  can be 
used to view a sample of each of the question types.  You may wish to refer to 
the Appendix in the back of this manual for an overview of the various question 
types.  
 

                    
 

7. Complete the appropriate information for the question.  Click the Submit button 
to save the question information. 

 
8. Continue entering questions by clicking the Add Item link and repeating the 

steps until all the questions have been added to the survey. 
 

9. Click the Style link to update the appearance settings.  There are numerous pre-
defined templates which may be used by selecting the style template down 
arrow.   
 

https://survey2.uakron.edu/login.aspx


The University of Akron  Software Training Services 

 

 

01/29/2008 Page 3 

There are also numerous options that can be set ς such as showing page 
numbers, a progress bar, question numbers, and survey title.  If you are using 
any field validation or have required fields you will want to be sure to check the 
άShow Validation/Required Fields AlertέΦ   
 
The Customizable Text options at the bottom of the screen allow you to specify 
the Survey Title and navigation button text.  
 
Click the Submit button to save the changes.  You may be prompted to verify the 
changes ς click OK. 
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10. Click the Properties link to edit the survey name and/or the survey description.  
Click the Submit button to save the changes. 

 

                   
  

11. OPTIONAL - If you wish to restrict who may take the survey you will need to 
specify permissions ς click the Permissions link to access this setting.   

 
The Survey Security options are: 

 Public ς anyone who can access the link may take the survey 

 Password Protected ς the survey respondent must enter a password (set 
by the creator of the survey) in order to take the survey.  All respondents 
use the same password. 

 Access List ς a list of email addresses is specified to restrict access.  For 
example, a list of all Contract Professionals or Staff employees.  

 All Registered users ς anyone with a Uanet ID and password may take 
the survey.  Respondents will be prompted for their UANetID and 
password before taking the survey.  

 
Be sure to click the Update Settings button at the bottom of the screen to 
save your selections. 
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Branching and Conditions  
 

You can use branches and conditions to make pages visible or not visible ς based upon 
specific survey responses.  Conditions and branches both work in a very similar fashion.  
Keep these basic concepts in mind when building branches and conditions: 
 
    
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 Build the entire survey FIRST and then add the branches 
or conditions. 
 

 Conditions and branching can only be done from page 
to page ς not on the same page. 
 

 The only option is to either make the page visible or not 
visible. 
 

 .ǊŀƴŎƘƛƴƎ ŀƭƭƻǿǎ ȅƻǳ ǘƻ άƎƻ ǘƻ ǇŀƎŜ Ȅέ after selecting a 
particular item. 
 

  Conditions determine whether a particular page is 
visible or not visible based upon previous choices.   
 

 ¢ƻ ǎŜǘ ŀ ŎƻƴŘƛǘƛƻƴ ȅƻǳ Ƴǳǎǘ ōŜ ƻƴ ǘƘŜ άŘŜǎǘƛƴŀǘƛƻƴ 
ǇŀƎŜέΦ 
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Branching  
 
In this particular example we have a page in our survey which asks the respondent if 
ǘƘŜȅ ǘƻƻƪ ŀƴ ƻǾŜǊǾƛŜǿ ŎƻǳǊǎŜΦ  LŦ ǘƘŜ ǊŜǎǇƻƴŘŜƴǘ ŀƴǎǿŜǊǎ άbƻέ ǿŜ ǿŀƴǘ ǘƻ ōǊŀƴŎƘ ǘƻ 
ŀƴƻǘƘŜǊ ǇŀƎŜ ǿƘƛŎƘ ŀǎƪǎ ǿƘȅ ǘƘŜȅ ŘƛŘƴΩǘ ǘŀƪŜ ǘƘŜ ŎƻǳǊǎŜ.   If the response is άYesέ we 
want to bypass this question.  
 

1. Build all the pages to the survey FIRST.   
a. In our example we would have 1 page asking the respondent if they took 

the Overview course.    
b. ! ǎŜǇŀǊŀǘŜ ǇŀƎŜ ǿƻǳƭŘ ōŜ ŎǊŜŀǘŜŘ ǿƛǘƘ ŀ ǉǳŜǎǘƛƻƴ ŀǎƪƛƴƎ ǿƘȅ ǘƘŜȅ ŘƛŘƴΩǘ 

take the overview course (with a list of possible answers).  We only want 
the ǊŜǎǇƻƴŘŜƴǘ ǘƻ ǎŜŜ ǘƘƛǎ ǇŀƎŜ ƛŦ ǘƘŜȅ ŀƴǎǿŜǊŜŘ άbƻέ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ 
question. 

c. Note:  Additional pages would be created with the survey questions 
related to gaining feedback on the training received.  
 

2. Dƻ ǘƻ ǘƘŜ ǇŀƎŜ ǿƘŜǊŜ ǘƘŜ άŎƻƴǘǊƻƭέ ǉǳŜǎǘƛƻƴ ŜȄƛǎǘǎ and select the Branching link.   
a. In our example, this is the first page where we ask the respondent if they 

took the overview course. 
 

 
 

 

 
  

Click Branching 

¢Ƙƛǎ ƛǎ ǘƘŜ ǇŀƎŜ ǿƛǘƘ ǘƘŜ άŎƻƴǘǊƻƭέ  ς 
LŦ ǘƘŜ ǊŜǎǇƻƴŘŜƴǘ ǎŜƭŜŎǘǎ άYesέ we 
want to skip the next page.  
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3. Verify the Source question is correct.  Choose the Operator from the drop-down 
list.  Select the appropriate Value from the drop-down list.   

a. In this example we selected the ǉǳŜǎǘƛƻƴ άtǊƛƻǊ ǘƻ ǘŀƪƛƴƎ ǘƘƛǎ ŎƻǳǊǎŜ ŘƛŘ 
ȅƻǳ ǿŀǘŎƘΧέ ŀƴŘ άYesέ ŦǊƻƳ ǘƘŜ ±ŀƭǳŜ ŘǊƻǇ-down.  If they did watch the 
ŎƻǳǊǎŜ ǿŜ ǿƛƭƭ ǎƪƛǇ ǘƘŜ ƴŜȄǘ ǇŀƎŜ όǿƘƛŎƘ ŀǎƪǎ ǿƘȅ ǘƘŜȅ ŘƛŘƴΩǘ ǘŀƪŜ ǘƘŜ 
course). 
 

  
 

4. Click the Add button. 
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5. The branching condition ǊŜǘǳǊƴǎΦ  ¸ƻǳ Ƴŀȅ ƴŜŜŘ ǘƻ ǳǇŘŀǘŜ ǘƘŜ ά.ǊŀƴŎƘ ǘƻέ ǇŀƎŜΦ 
a. Lƴ ƻǳǊ ŜȄŀƳǇƭŜ ǿŜ ǳǇŘŀǘŜŘ ά.ǊŀƴŎƘ ǘƻέ ǘƻ tŀƎŜ 4, which allows us to 

bypass Page 3.   

     
 

6. Click the Done button.  Note:  You may need to scroll down to see the Done 
button. 
 
 
 
  

Update the ñBranch toò 

page.  
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Conditions  
 

In this particular example we have a page in our survey which asks the respondent to 
select the course topic they took ς either Office 2007 Overvew, Outlook, Word, Excel, or 
Access.   If the respondent selects Outlook, Word, Excel, or Access they will be taken to a 
specific page which then allows them to then select the specific course they took.   
 

1. Build all the pages to the survey FIRST.   
a. In our example we would have 1 page asking the respondent to select the 

course topic with the choices being: Office 2007 Overview, Outlook, 
Word, Excel, or Access.  

b. A separate page would be created with a question asking which specific 
Outlook course the client attended (and then listing all the Outlook 
courses).  Similar pages would be created for Word, Excel, and Access 
courses. 

c. Additional pages would be created with the survey questions related to 
gaining feedback on the training received.  
 

2. Go to the destination page where you want to make the page visible based upon 
a specific condition and select the Conditions link.   

a. In our example, this is the first page where we ask the respondent to 
select which Outlook course they took ς we only want them to branch to 
this page IF ǘƘŜȅ ǎŜƭŜŎǘŜŘ άOutlook 2007έ ŀǎ ǘƘŜ ŎƻǳǊǎŜ ǘƻǇƛŎ ŦǊƻƳ ǘƘŜ 
previous question (on the previous page). 
 

 
 

 

¢Ƙƛǎ ƛǎ ǘƘŜ άŘŜǎǘƛƴŀǘƛƻƴέ ǇŀƎŜ ς 
where we want to go if άOutlookέ 
was selected as the response to the 
previous question.  

Click Conditions 
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3. Verify the Source question is correct.  Choose the Operator from the drop-down 
list.  Select the appropriate Value from the drop-down list.   

a. Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜ ǿŜ ǎŜƭŜŎǘŜŘ άhǳǘƭƻƻƪ нллтέ ŦǊƻƳ ǘƘŜ ±ŀƭǳŜ ŘǊƻǇ-down. 

 
4. Click the Add button. 

 
5. ¢ƘŜ ŎƻƴŘƛǘƛƻƴ ǊŜǘǳǊƴǎΦ  ! ǎŜŎǘƛƻƴ ǘƛǘƭŜŘ άhwέ ƛǎ ŀŘŘŜŘ ǘƻ ŀƭƭƻǿ ȅƻǳ ǘƻ ǎŜƭŜŎǘ 

additional criteria.  If the condition is correct click the Done button. 
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6. Continue adding additional conditions, as necessary.  
a. In our example, we would navigate to the page with the Word 2007 

classes and add a condition to make that page visible if the respondent 
ǎŜƭŜŎǘŜŘ ά²ƻǊŘ нллтέ ŀǎ ǘƘŜ ǇǊŜǾƛƻǳǎ ǊŜǎǇƻƴǎŜΦ  {ƛƳƛƭŀǊ ŎƻƴŘƛǘƛƻƴǎ 
would be created for the Excel 2007 and Access 2007 pages.  
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Testing Branches and Conditi ons 
 
In order to test branches and conditions you MUST activate the survey and use the 
activation url.  Using the Test Survey link will NOT allow you to test branching and 
conditions.  
 

1. Click the Activation link. 
 

 
 
2. Select the Active link.  Click the Survey url provided to test the survey.  
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Publish the Survey  
 

1. Before finalizing the survey it is a good idea to test the survey first.  Click the Test 
Survey link.  NOTE: As mentioned previously, if you have branches and 
conditions in the survey you MUST activate the survey and use the url provided 
on the Activate screen.  Once tested, you can always go back and inactivate the 
survey. 

 
2. You will be provided a url for the survey ς click the link to test the survey.   You 

can also copy and paste the url and send it to several co-workers to test the 
survey with a small group. 
 

3. hƴŎŜ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ άƎƻ ƭƛǾŜέ ǿƛǘƘ ǘƘŜ ǎǳǊǾŜȅ ŎƭƛŎƪ ǘƘŜ Activation link.  Click 
the Activate link (next to Inactive) to immediately activate the survey. 
 
You may also use the Start and End dates to specify a date range for the survey 
to be active. 
 
The url is provided at the bottom of the screen ς provide this link to those you 
wish to have take the survey.    
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Analyze the Survey  
 
There are a number of ways to view the survey results: 

 View raw responses 

 Create reports within Checkbox 

 Export the data from Checkbox  
 

View Raw Responses 

1. Click the Reports button . 
 

 
 

2. Click the Responses button  next to the survey you wish to analyze. 
 

3. The responses page displays the following information:  

 Response ID 

 User Name 

 Completion date and time 

 IP Address of the respondent 

 View ς clicking the View icon  next to a respondent provides a view of 
ǘƘŀǘ ǊŜǎǇƻƴŘŜƴǘΩǎ ŀƴǎǿŜǊǎ 

 Edit ς clicking the Edit icon  next to a respondent allows you to edit the 
ǊŜǎǇƻƴŘŜƴǘΩǎ ŀƴǎǿŜǊǎ 

 Delete ς clicking the Delete checkbox allows you to delete the response for a  
selected respondent (or all respondents).  This is useful if you are rolling out 
ǘƘŜ ǎǳǊǾŜȅ ƛƴ ŀ ǇƘŀǎŜŘ ŀǇǇǊƻŀŎƘ ŀƴŘ ƴŜŜŘ ǘƻ άǎǘŀǊǘ ŦǊŜǎƘέ ǿƛǘƘ ǘƘŜ 
responses. 
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Create Reports 
 

1. Click the Reports button . 
 

2. Click the Reports button  next to the survey you wish to analyze. 
 

 

3. Click the Report Wizard button  to have a report automatically 
generated.  The Report Wizard allows you to set the following options:   

 Change output settings based on the Item type 

 Change Report Name 

 Associate a style template to the report 

 Change item position 

 Turn on aliases, for short names 

 Place all analysis on a single page 
 

4. After all the options have been specified click the Generate button. 
 

5. You are returned to the Report Manager which lists all the reports.  Click the Run 

button  for the report you wish to run. 
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Export Data  
 
 

 

1. Click the Reports icon . 
 

2. Click the Export button  for the survey whose data you wish to export. 
 

3. Specify the options for the exported data.  If you will be exporting to Access or 
Excel you should specify the CSV output format.  
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Appendix  A: Question Types 
 

Question 
Item 

Description Preview 

CAPTCHA Generates a code 
and then requires the 
respondent to enter 
that code in the box 
provided.  This is 
used to prevent 
ŀǳǘƻƳŀǘŜŘ άōƻǘǎέ 
from filling out 
surveys. 

 
Checkboxes  A multiple choice 

question in which the 
respondent can 
choose zero to many 
options. 
 

 
Drop Down 
List 

Allows the 
respondent to select 
one option from a list 
that appears as a 
drop down box. 

 
Matrix A grid of answerable 

questions which 
allows the 
respondent to 
answer several 
related questions at 
once. 
 

 
Open Ended 
Multi -Line 
Text 

Allows the 
respondent to enter 
a free-format text 
answer. 
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Question 
Item 

Description Preview 

Radio 
Buttons 

Allows the 
respondent to select 
one option from a 
list. 

 
Rating Scale Allows the 

respondent to select 
a radio button which 
relates to an ordinal 
scale. 

 

Open Ended 
Single-Line 
Text 

Allows the 
respondent to enter 
a short free-form text 
answer that can be 
restricted to a 
specific format or 
data type.  For 
example, the 
response can be 
formatted to accept 
a date. 
 

 

 

 
 
 
     
 
 
 
 
 
 
 
 
 
 
 

NOTE:  After selecting ñAdd Itemò on the survey screen you may select the Item 

Preview    icon to view a preview of a particular question item.    
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Appendix B: Creating  a Matrix Question  Item  
 

1. {ŜƭŜŎǘ άAdd ItemέΦ 
2. {ŜƭŜŎǘ άMatrixέ ŦǊƻƳ ǘƘŜ vǳŜǎǘƛƻƴ LǘŜƳ ƭƛǎǘΦ 
3. The options are returned for the question item.  Type the question in the 

Question Text box.   
 
The Question Sub Text can be used to provide clarification.  For example, 
ά{ŜƭŜŎǘ ƻƴŜ ǊŀǘƛƴƎ ŦƻǊ ŜŀŎƘ ƻŦ ǘƘŜ ǉǳŜǎǘƛƻƴǎέΦ     
 
The Alias can be used to provide a short name (in place of the question 
text) to identify the question in reports.  The alias is not visible to the 
survey respondent. 
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4. Next, specify the column option.  Valid choices are: Open-ended single-line text, 
radio buttons, drop down list, checkboxes, rating scale, and sum total.  In this 
example we have selected Radio Buttons.   After selecting the appropriate 

option click the plus sign  to add the column. 
 

                   
 

5. Complete the column headings.  In this particular example the columns are radio 
buttons with the values ά9ȄŎŜƭƭŜƴǘΣ DƻƻŘΣ CŀƛǊΣ ŀƴŘ tƻƻǊέΦ  CƻǊ ŜŀŎƘ ǉǳŜǎǘƛƻƴΣ the 
respondent will select from these choices. 
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The example below shows the options for a Rating Scale question item.  For this 
question item you indicate the scale start and end values and then specify the 
start, mid, and end scale values.  
 

              
 
 

6. Scroll down and click the Submit button at the bottom of the page.  
 

7. The Add Item ς Matrix page returns with the columns previewed.  Next, add 

rows by clicking the Add/Edit Rows  icon. 
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8. Enter the row information.  If you need to add additional rows click the Add 
Rows link.  Click the OK button when you are finished. 
 

             
 

9. A sample of the Radio Button matrix is shown below. 
 

 
 

The Rating Scale matrix would appear as follows: 
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10. You can make adjustments to the matrix appearance using the Appearance 

options.  When you are satisfied with the matrix click the Submit button at the 
bottom of the page. 
 

                        
 

11. The matrix question is displayed. 
 
Radio Button Example: 

 
 

Rating Scale Example: 
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