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Conventions: 
In this document, the following conventions are used: 
• A bold typewriter font is used to represent the actual characters you type at 

the keyboard. 
• A slanted typewriter font is used for items such as filenames which you should 

replace with particular instances. 
• A typewriter font is used for what you see on the screen. 
• A bold font is used to indicate named keys on the keyboard, for example, 

Esc and Enter, represent the keys marked Esc and Enter, respectively. 
• Where two keys are separated by a forward slash (as in Ctrl/B, for example), 

press and hold down the first key (Ctrl), tap the second (B), and then release 
the first key. 

• A bold font is also used where a technical term or command name is used in 
the text. 
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1: Designing your questionnaire 

1.1 Storyboard 
It is recommended that before developing your survey online you first 
design it on paper.  The most effective way of doing this is to create a 
storyboard of its structure.  A storyboard is a series of rough sketches that 
show how something will look when it is completed.  Your survey should 
contain an introduction page, your question page(s) and an end or thank 
you page containing no questions.  An example storyboard is: 

 
 

 
 

In order to create your storyboard you will first need to consider your 
questions (see below).  These should be grouped together in appropriate 
sections which will in turn make up the different pages of your 
questionnaire. 

1.2 Designing Questions 
When designing your questions consider the following: 

• What question type is best suited to this question? The options within BOS 
are Multiple Choice, Matrix, Multiple Answer, Selection List, Single Line, 
Multiple Line and Date.  Further information on each of these can be found 
in section 3. 

• How will each question be laid out? Will the answer options be vertical or 
horizontal? 

• Will the question be optional or mandatory?  If you have an optional 
question will you display a message to inform the user?  

• Will you provide free text options for additional answers in multiple choice or 
multiple answer questions? 

• Will you provide more information to accompany the question? This is text 
which is displayed when the user selects the ‘more info’ button.   

 

2. General Information 

2.1 What is BOS? 
BOS is an easy-to-use online survey tool which allows you to develop, 
launch and analyse web-based surveys.  The BOS application was written 
by the University of Bristol and is used by a large number of Higher 
Education institutions throughout the UK. 
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2.2 How do I access BOS? 
You need a Username and Password to access BOS.  To be assigned a 
Username and Password please complete the online registration form.    

 
1. Type the URL: http://www.survey.bris.ac.uk/  into your web 

browser.   

2. Select Secure Login. 

 

 
 

3. Enter your Username and Password. 

 

 
 

4. Press Login.  

  

2.3 Icon Meanings 
 

A series of icons are used within the main interface of BOS, these have the 
following meanings. 

 Edit Survey: Allows you to make alterations to your survey.
 

   Preview Survey: Allows you to view the survey as a respondent. 
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    Delete Survey: Permanently deletes a survey.
 

 Survey Options: Allows you to make alterations to the survey settings.
 

   Sharing: Allows you to control who can view and edit your survey. 
 

Launch Survey: Allows you to make a survey available to respondents. 
 

   View Survey Results: Allows you to view and analyse your survey results. 
 

2.4 Logging out of BOS  
 

To ensure the system is kept secure it is important you logout every time 
you finish using BOS.  To do this press the Logout button located at the 
bottom left of the screen.  

 

 

3. Adding a Survey 

3.1 Creating a Survey 
 

1. Press Create Survey.  This is located at the top right of the screen. 

 
 

  
2. Enter a title for your survey.  Ensure this is meaningful as 

respondents will see the title. 

 

 
 

3. Select the name of a template if you would like to base your 
questionnaire on an existing questionnaire.  A template will import 
the selected questionnaires questions into the new questionnaire, 
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therefore saving you from duplicating work.  For a blank 
questionnaire containing no previous questions select ‘A Template’ 
from the drop down list. 

 

 
 

4. Enter a short name for your questionnaire.  This should be one word 
and is used as part of the surveys URL.  For example if you created 
a survey with the short name ‘example’ the URL will be – 
http://www.survey.bris.ac.uk/durham/caasurvey.  Note: If capital 
letters are used these will automatically be converted to small 
letters. 

 

 
 

5. Enter an opening date and time.  This is when the survey will 
become available for respondents to complete.   If you are unsure of 
the date and time at this stage they can be left as the automatic 
settings and altered later, however they must be complete before 
the survey is launched.  

 

 
 

6. Enter an end date and time.  This is when the survey will become 
unavailable for respondents to complete.  If you are unsure of the 
date and time at this stage they can be left as the automatic settings 
and altered later, however they must be complete before the survey 
is launched.  

 

 
 

7. Press Create. 

 

 
 

When successfully created your survey will become visible under the ‘My 
Surveys’ tab.  
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Note:  Each of the settings made when creating the survey, with the 
exception of template, can be modified later. 

 

4. Editing a Survey 
Select the Edit Survey icon for the relevant survey. 

 

 

4.1 The Save Options 
Throughout BOS there are three different save options, these being: 

• Save – Saves the current page and returns to the previous page. 

• Save and Continue – Saves the current page and lets you 
continue working on it.  

• Save and Preview – Saves the current page and displays it in 
preview mode as a respondent would see it. 

 

 
   

4.2 Adding Additional pages 
 

1. Select the Edit icon for the relevant survey. 
 

 

2. Select Add Page in the location you require an additional page. 

 

 
 

3. Enter a Page Title. 
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4. Press Save. 

 

4.3 Modifying Additional Pages 
Additional pages can be modified in the following ways:  

 

 
 

• Move Up: Moves the page above the previous page 
 
• Move Down: Move the page below the next page. 
 
• Delete: Permanently remove the page from the survey.  Note: This 

action is final and pages can not be restored.   
 
• Edit: Make modifications to the page content. 
 
• Preview: View the current page as a respondent would see it. 

4.4 Adding a Section to a Page  
A section can be used to group related questions making it easier for 
respondents to understand questions and complete the survey. 

1. Locate the required page 

 

 
 

2. Select Edit. 

 

 
 

3. Select Add Section. 

 

 
 

4. Add a title.  

 

 
 

5. Add a description (this is optional). 
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6. Select Save.   

 

4.5 Adding Questions 
 

Note: If your page does not contain a section you must first create a section 
using the previous instructions. 

1. Locate the required page.  

 
 

2. Select Edit. 

 
 

3. Select Add Question. 

 
 

4. Select the question type.  Note: for matrix questions select Multiple 
Choice.  You cannot adjust this option once the question has been 
added. 
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5. Select Add.  

 
 

6. Follow the instructions below for creating individual questions.   
 

4.6 Formatting Text 

• The following conventions can be used when formatting text 
within BOS:  

• ‘’Double quotes‘’ = Italic 

• ‘’’Triple quotes‘’’ = Bold 

• ‘’’’’Five quotes‘’’’’ = Bold and Italic. 

4.7 Question Types 
BOS contains seven different question types, Multiple Choice, Matrix, 
Multiple Answer, Selection List, Single Line, Multiple Lines and Date. 

4.7.1 Multiple Choice 
1. Enter the question text 

 

 
 

2. Select Optional or Mandatory 

 

 
 

3. Enter the answers.  Each answer option should be placed on a new 
line 
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4. Select the layout format.  

 

 
 
 

5. Select your option for users entering additional/other answers.  

 

 
 

6. Enter any additional information you wish to provide to respondents.  
Where further information is entered a ‘More Info’ button appears 
next to the question.  The text you enter is displayed when a 
respondent selects this button. 

 

 
 

7. Select Save.   

 

 

4.7.2 Tabular / Matrix 
 

Tabular or Matrix questions can only be created within Multiple Choice 
questions.  They provide a table of questions and answers.   

 

 
 

1. Enter the question text.  The first line of the question should be the 
main question text. Following lines are the items going down the 
table.  Each item should be on a new line. 
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2. Enter the answer options.  These will be place along the top of the 
table.  Each item should be on a new line.  To enter line breaks 
within each item place a | symbol in the required position. 

 

 
 

3. Select Tabular. 

 

 
 

4. Select your option for users entering additional/other answers.  

 

 
 

5. Enter any additional information you wish to provide to respondents.  
Where further information is entered a ‘More Info’ button appears 
next to the question.  The text you enter is displayed when a 
respondent selects this button. 

 

 
 

6. Select Save.   
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4.7.3 Multiple Answer 
 

1. Enter the question text.   

 

 
 
 

 

2. Select Optional or Mandatory.   

 

 
 

3. Enter the answers.  Each answer option should be placed on a new 
line. 

 

 
 

 

4. Select the layout format. 

 

 
 

5. Select your option for users entering additional /other answers.  

 

 
 

6. Enter any additional information you wish to provide to respondents.  
Where further information is entered a ‘More Info’ button appears 
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next to the question.  The text you enter is displayed when users 
select this button. 

 

 
 

7. Select Save.   

 

 

4.7.4 Selection List 

1. Enter the question text 
 

 
 

2. Select Optional or Mandatory.   

 

 
 

3. Enter the answers.  Each answer option should be placed on a new 
line.  

 

 
 

4. Select your option for users entering additional /other answers.  
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5. Enter any additional information you wish to provide to respondents.  
Where further information is entered a ‘More Info’ button appears 
next to the question.  The text you enter here is displayed when a 
user select this button. 

 

 
 

6. Select Save.   

 

 

 

4.7.5 Single Line 
1. Enter the question text 

 

 
 

2. Select Optional or Mandatory. 

 

 
 

3. Enter the width of the text box.   This should be entered as the 
number of characters.  Note: This value is for layout purposes only 
and respondents are able to enter more characters than is set here. 

 

  
 

4. Enter any additional information you wish to provide to respondents.  
Where further information is entered a ‘More Info’ button appears 
next to the question.  The text you enter will be displayed when a 
user selects this button. 
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5. Select Save.  

 

 

4.7.6 Multiple Lines 
1. Enter the question text 

 

 
 

2. Select Optional or Mandatory. 

 

 
 

3. Enter the width of the answer text box.   This should be entered as 
the number of characters.  Note: This value is for layout purposes 
only and respondents are able to enter more characters than is set 
here. 

 

 
 

4. Enter the number of rows in answer the text box.  Note: This value 
is for layout purposes only and respondents will be able to enter 
more text that can be displayed in the set number of rows. 

 

 
 

5. Enter any additional information you wish to provide to respondents.  
Where further information is entered a ‘More Info’ button appears 
next to the question.  The text you enter here will be displayed when 
this button is selected.  
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6. Select Save. 

 

 

4.7.7 Date 
 

1. Enter the question text.  

 

 
 

2. Select Optional or Mandatory. 

 

 
 

3. Enter the start date.  This should be the earliest date allowed. 

 

 
 

4. Enter the end date.  This should be the latest date allowed. 

 

 
 

5. Enter any additional information you wish to provide to respondents.  
Where further information is entered a ‘More Info’ button appears 
next to the question.  The text you enter here will be displayed when 
this button is pressed.  
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6. Select Save. 

 

 
 

4.8 What is a Follow-on Question? 
All questions can contain a follow-on question.  These work the same was 
as standard questions, however are attached to a previous question.  For 
Multiple Choice questions it is possible to set the follow-on question as 
being mandatory depending on the answer of the original question, 
whereas all other question types have the standard optional or mandatory 
options. 

 

 

4.8.1 Adding a Follow-on Question 
1. Ensure you have selected Save and Continue before creating a 

follow-on question. 

2. Select Add Follow-on Question. 

 

 
3. Select the required question type. 
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4. Select Add. 

  
 

5. Follow the instructions for individual question types on previous 
pages to create your question.  

 

4.8.2 Adding Notes 
A note is a piece of text not connected to a question that can be used to 
guide or assist the respondent. 

1. Select Add Note. 

 

 
 

2. Enter the note text in the WYSIWYS editor. 

 

 
 

3. Press Save. 

 

4.9 Deleting a Survey 
Once a survey is no longer required it can be removed from the system.  
Deleting a survey is a permanent action and once deleted a survey cannot 
be retrieved.   

1. Select the delete icon for the relevant survey.   
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2. Ensure you have selected the correct survey.  Check the 
confirmation box to proceed. 

 

 
 

3. Select Delete. 

 

5. Survey Options 

5.1 Editing the survey options   

1. Select the Survey Options icon for the relevant survey. 
 

 
2. Adjust the survey title. 

 

 
 

3. Adjust the sort name.  Note: This name controls the URL of the 
survey, so should not be changed without good reason.  If changed 
the previous URL will no longer work so respondents need to be 
informed of the new URL.  

 

 
 

4. If required adjust the default logo. 
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5. Enter the expected maximum number of responses to the survey.   
This value is used when generating the results.  A survey cannot be 
launched with this value set to zero. 

 

 
 

6. Enter the start date and time.  This controls when the survey will 
start accepting submissions.   

 

 
 
 

7. Enter the end date and time. This controls when the survey will stop 
accepting submissions.   

 

 
 

8. Select the check box if you would like the word ‘Optional’ after 
optional questions. 

 

 
 

9. Select Save. 

 
 
  

6. Launch a Survey 

6.1 How to Preview a Survey 
Before launching your survey ensure you check it thoroughly.  To help you 
do this you can preview the survey and view it as a respondent.  This 
enables you to try your questions before anyone else sees them. 

1. Select the Preview icon. 
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2. To alter any pages within the preview select Edit. 

 

 

6.2 How to Launch a Survey 
1. Select the Launch Survey icon for the relevant survey. 

 

 
2. Complete the pre-launch check list ensuring that all settings are 

correct.  Once each item on the list is complete tick the check box 
as confirmation. 

 

 
3. Select the confirmation check box.  

 

 
 

4. Select Launch.  
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7. Survey Results 

7.1 View Survey Results 
1. Select the View Survey Results Icon. 

 

 
 

A Survey Overview is provided at the top right of the screen.  This includes 
the number of respondents, expected number of respondents, response 
rate, launch date and close date. 

 

 
 

The survey results will automatically display a breakdown of the results 
including the number of responses and the percentage of responses for 
each question.  However, further analysis can be done using the tools 
positioned on the top left of the screen.  

 

7.2 Cross Tabulate Results  

1. Select Cross Tabulate Results. 
 

2. Select the questions to be in the columns and rows by selecting the radio 
buttons. 
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3. Press Submit. 

 

7.3 Cross Tabulate Whole Survey 

1. Select Cross Tabulate Whole Survey. 

2. Select the question to be in the columns by marking the relevant radio 
button. 

 

 
 

3. Press Submit. 

 

7.4 Export Results 
1. Select Export Results. 

2. Select the questions to be exported using the check boxes.  

 

 
 
The Select All, Unselect All and Reverse Selection button can be used to help 
achieve the required selection of questions. 
 

 
 

3. Select Export CSV. 

7.5 Filter Results 

1. Select Filter Results. 

2. Select the question to be used as the basis of the filter. 
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3. Select Show Responses / Enter Text.  This being the type of question to 

be filtered.   

 
 

Depending on the type of question you selected in stage 3 this will provide 
a list of possible answers or a text box. 

7.6 If list of possible answers 

1. Select Is or Is Not.  If the question must be equal to an answer select ‘Is’, 
otherwise select ‘Is not’. 

 

 

2. Select the answer to the question. 

 

 
 

3. Select either And, Or or Not to add other lines to the filter.  
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4. Select Run Filter. 

 

7.7 If text box  
1. Select contains, doesn’t contain, was given or wasn’t given.    

 

 
2. Enter the required text in the text box. 

 

3. Select either And, Or or Not to add other lines to the filter.  

 

 
4. Select Run Filter. 

 

 

7.8 Save Filter - Note: This option is only available when a filter is applied.  
1. Select Save Filter. 

2. Name your filter. 

 

 
 

3. Select Save Filter. 

 
 
 

7.9 Load Filter - Note: This is only possible once a filter has been saved. 
1. Select Load Filter. 

2. Locate the required filter from the list and select the relevant button.  
Note: The button is the filter name.    
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7.10 Compare Surveys 
1. Select Compare Surveys. 

2. Use the check boxes to select the surveys to be compared. 

 

 
 
The Select All, Unselect All and Reverse Selection buttons can be used to assist 
you in making your selections. 
 

 
 

3. Select Compare. 

 
 

7.10.1 Save Comparison - Note: this option is only available when a 
comparison is applied.  

 
1. Select Save Comparison. 

2. Name your comparison.  

 

 
 

3. Select Save Comparison. 

 

 

7.10.2 Load Comparison - Note: This option is only available once a 
comparison has been saved.  

 
1. Select Load Comparison. 

2. Locate the relevant comparison and select the relevant button.  
Note: The button is the comparison name. 
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7.10.3 Individual Responses 
This allows you to step through each response individually.   

1. Select Individual Responses 

2. Use the first, Prev, Next and Last buttons to navigate through the 
surveys.  Answers are shown in bold text.  

 

 
 

You can toggle the display of responses to see either just the answer the 
individual gave or their answer highlighted in bold along with all answer 
options. 

 
 

7.10.4 Show Extra Statistics 
This displays the median, mean and variance statistics for multiple choice 
questions.  The word cloud feature is applied to free text questions, which 
highlights the frequency of words which appear in the responses.  Select 
Show Extra Statistics to view this data and select Hide Extra Statistics to 
remove this data.   

 

       

7.10.5 Show Incomplete Surveys 
This displays the results to include those who only part completed your 
survey.  

 

 

8. Sharing 
You can control which users have access to your survey and it’s results.  
Only those who have Full Access to a survey are able to control the 
security settings.  You have the following options of access levels: 

Full Access: The user has full rights to the survey.  This includes setting 
the access rights for other users. 

Copy: The user can use the survey as a template when creating a survey.  
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Edit: The user can amend/add or delete questions.  They can also change 
the Survey Options. 

Preview: The user can review questions. 

All results: The user has full access to survey results. 

Limited Results: The user can not see any free-text answers to questions. 

Visible: The user can see that the survey exists i.e. it appears in the ‘My 
Surveys’ table however they can not access any part of it. 

 

Only the users you assign access and system administrators have access 
to a survey. 

8.1 To Control Access 

1. Select Sharing for the relevant survey. 

 

 

 
 

 

2. Use the check boxes to assign access levels to each user. 

 

 
 

3. Select Save 

 
 

8.2 Users who should only see filtered results 
It is possible to filter the results by specific responses to questions.  Users 
can be assigned access to these filters so they can only view selected 
results.   

For this option to be successful the user must have overall access to BOS 
of Results View and access to the survey as Limited Results. 

8.2.1 To assign access to a filter:  

1. Select Sharing for the relevant survey. 
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2. Select the required filter from the drop down list under which users 

should only see filtered results. 

 

 
 

3. Select Save 
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