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C o n t e n t s



Create a new 
questionnaire 
via the tab óNew 
questionnaire ô.

Select an empty 
questionnaire or a 
template as basis 
and click on 
óCreate new 
questionnaireô.

Open an existing questionnaire 
via the tab óMy Questionnairesô. 
Select your questionnaire and click 
on óOpen questionnaireô.

You delete a questionnaire by 
dragging it to the recycle bin.

Questionnaires deleted by you can be 
found via the tab óQuestionnaires in recycle 
binô.

After 90 days, these will be deleted 
permanently - until then you can restore 
them to óMy Questionnairesô.

M y  Q u e s t i o n n a i r e s

You can find 
user support 
via the óHelpô 
menu.



COMPILE 
QUESTIONNAIRE

Drag question types, 
text blocks or page 
breaks to the 
required position on 
the questionnaire 
worksheet in the 
centre of your 
screen.

Layout and media
Adjust layout of 
selected (question) 
text, such as colour 
and font, and insert 
an illustration or 
video. 

Tools
You can use the 
óToolsô menu to set 
properties such as 
accessibility and 
basic layout in your 
questionnaire.
In addition, you can 
set validations and 
logic for skipping 
per question.

You can also 
change the 
properties of the 
questionnaire (so 
NOT questions) if 
the questionnaire 
has already been 
activated.

QUESTIONNAIRE 
WORKSHEET

Recycle bin
Drag a segment - for example, a question, a sub question or an answer option -
from your worksheet to the recycle bin to delete it .

PLEASE NOTE! Deleted segments can NOT be restored. You can, however, make 
use of the óUndoô button immediately after deletion.

Step 1 | Questionnaire

Assignments
Saving your work, 
undo or repeat an 
action, and cut, 
copy, paste 
segments.



P l a c i n g a n d e d i t i n g

Placing questions
You create a new 
question or text 
box by dragging 
this item from the 
menu óCompile 
questionnaireô to 
the desired position 
on the worksheet .

A line appears in 
the place where 
the question of text 
box can be placed.  
Release the mouse 
button to place the 
question.

Adding answer options
You can also add extra answer 
options by clicking under or next 
to the answer option created last .

For certain matrix questions, you 
can extend the question either 
downwards with sub questions or 
sideways with answer options.

Editing a question
Select a question by 
clicking on it. Then you 
can fill in or amend the 
text boxes for the question 
- and for matrix questions 
also the sub questions -
and for the answer 
options.
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A text box is intended to 
give the respondents an 
explanation or instruction 
about certain questions or 
the questionnaire.

T e x t s a n d p a g e s
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A page break ensures that 
the next question will be 
displayed on a new page.



Multiple choice
questions
have several answer
options .
For multiple choice 
questions with óradio 
buttonsô (one 
answer), the 
respondent can only 
select one answer .
With ócheck boxesô 
(several answers), 
the respondents can 
choose several 
answers .
This distinction in the 
design of the answer 
options is an internet 
standard and 
therefore cannot be 
changed.

M u l t i p l e  c h o i c e q u e s t i o n s
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For matrix questions , respondents are 
shown several sub questions under the main 
question which all have the same answer 
options. These sub questions are in the rows 
of the matrix question and the answer 
options are in the columns.

M a t r i x  q u e s t i o n s
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