
A quick guide to...

Creating Surveys
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In this guide...

Learn how to ask as many questions as often as you want and get the data you need to improve 
products, target campaigns and stay ahead of the competition!
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Create a new survey

Start the survey wizard

Log into your account. Go to surveys in the menu-bar an click create new. The survey editor will 
launch.  

Name

The survey name is for your internal use and appears in your survey list. The survey title will be 
displayed to respondents. The survey description will be displayed above the questions and will 
introduce respondents to the survey.

REF number and opt-in settings

Assign your survey with REF number to locate subscribers who joined your list using the web form  
survey. 

Choose double opt-in to send confirmation messages to subscribers who submit web form in your 
survey.

Survey thank-you

The thank-you description will be displayed to respondents after they submit. Alternatively, 
respondents can be redirected to your own page after they submit their data.

Add a custom logo

By default, a GetResponse logo is displayed at the top of the survey.  To have your own logo 
appear there, enter the URL address into the box.

After entering the initial survey details, click next step and the survey editor will appear.
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Design the survey

Survey pages

Each survey can have up to 50 pages. Click add page to insert a new page. Click a tab to view 
and edit questions for that page.

Add survey questions

A list of question types is displayed to the right of each page. To add a question, simply drag and 
drop the question type onto the page you are editing.

Edit survey questions

After a question type has been added to the page, click the edit button in the upper right to edit the 
question details.
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Multiple choice questions

Multiple choice questions will allow you  to specify the responses in advance,  either one answer 
only with radio boxes,  or multiple answers with check boxes. Enter the question and a descriptive 
note.

Enter each response into a box. 

Choose a type. Radio and check-boxes will display all responses on the page. A list type will save 
space by using a drop-down list for the selections.
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Choose a custom field

A survey response can be recorded as a custom field for the campaign.  In this way you can use 
the responses to segment your list or personalize newsletters. This works best with single or 
multiple choice responses.

For example, if you are asking respondents to rate their satisfaction, those who rated your 
service as poor could be segmented to a special list and targeted with a newsletter requesting 
more feedback or offering further assistance. You may use already existing custom field to be 
associated with question responses or you can add a new one.

Check choose custom field and select the custom field name when editing the survey question.

Add text questions

A text question will allow respondents to enter their own feedback. The response can be a single 
line or full paragraph.

When editing the question, you only need to provide the question name and a note.
Check if you would like the field to be required and click the save button.

Subscription forms

A subscription form can be added so that respondents can enter their name and email.  This will 
help to capture new contacts to the campaign, but also to be sure any responses tied to a custom 
field will be associated with the correct contact details. The subscription form title and a note can 
be customized.  Select the campaign you wish to add the contacts to. The name and email labels 
can be customized, and you can choose if the field should be required.

Change the order of questions

To change the order in which questions will appear, simply click and drag a question header into 
the new position.  The page will update automatically to display the new order.
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Save the survey

A survey can be saved at any time while you are working on it.  It will not be available to 
respondents until it is published. If you plan to make further changes before providing it to 
respondents, click save survey at the bottom of the page. If the survey is done and you want it to 
be available immediately, click save and publish survey. A link will be displayed for you to provide 
to your respondents.

Manage surveys

View the surveys list

To view and manage your existing surveys, go to surveys in the menu-bar and click surveys list. 
When a survey is published, the link will be displayed in the list. To stop receiving responses, click 
the close button.  

To make changes, you must first click unpublish. After the changes are made, click publish to 
make it available online again.

By default the survey can be submitted only one time, however if you click the disable cookies 
you can allow to display it many times.

If you have saved a survey but not yet published it, you will see the edit button. After editing, click 
save and publish survey at the bottom of the editor to make it available again online.
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Survey results and statistics

View survey statistics

Go to statistics in the menu-bar and click survey statistics. Choose the survey to view results for 
from drop-down list at the top right of the page.

Survey summary

Click the summary tab to see the total number of responses received per day and the number
of responses either completed or incomplete.

Survey questions

Click the questions tab to see statistical results for each answer received. Click see more details to 
view the actual responses entered for open questions. Your respondents will not by “anonymous” 
if you send the survey in HTML message created in our previous message editor. In menu toolbar 
click Add link to survey and choose the one you wish to include it in the message and track 
responders’ emails.
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Survey respondents

Click the respondents tab to see results  based on the contacts they were received  from.  
They can be sorted by geographical location, time spent on the survey, and it’s level of 
completeness.

Export statistics

Above any graph or pie chart you can click to print it, or export the image. Click to print.
Click to export as PNG, JPG or PDF file.
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Export responses

At the bottom of the questions tab you can export the results to  an XML or CSV file so they can be 
imported into a database, spreadsheet  or other software to archive or review. 


