
Survey Force User Guide 
 
 
1. Before using Survey Force, make sure the steps in the ‘Survey Force 

Installation Guide’ were completed.  
 

2. Create a Survey.  This can be done from the Surveys tab or the ‘Create New’ 
section on the sidebar.   

 

 
 
3. Fill out the desired fields and click ‘Save.’  Below is a description of each field: 

a. Survey Name: the name of the Survey 
b. Select Site: this will be populated with your active sites 

 

 
 
4. You are now ready to create Survey questions.  Click on the ‘Add Question’ 

button to launch the wizard. 
 

 
 



5. Select the question type. There are four (4) options: 
• Single Select – Vertical 

o Allows for one response; formatted vertically 
• Single Select – Horizontal 

o Allows for one response; formatted horizontally 
• Multi-Select – Vertical 

o Allows for multiple responses; formatted vertically 
• Free Text 

o Allows survey taker to leave a free text response 
 

 
 
Paste or type a question into the ‘Question’ field. Then, check off whether the 
question is required. Finally enter the possible survey responses (removed for 
free text questions). Each survey answer/response should be separated by a 
new line. Hit the ‘Save’ button. 
 

 
 

 
 



6. Repeat the process for each question by clicking the ‘Add Question’ button. 
 

 
 
7. Edit individual questions by clicking on the ‘Edit’ button next to the question. 

You can also delete the question by clicking the ‘Delete’ button. 
 

 
 

8. Reorder questions via drag-and-drop and click the ‘Save Order’ button once 
the questions are in the order you prefer. 
 

 
 



9. You can obtain the survey url link by clicking on the ‘Survey URL’ button. This 
will popup the full url link that you can then paste into your email templates. 
‘Update URL Link’ will update your site domain if you’ve recently changed it. 

 

 
 
10.  Survey Options – allow you to further customize the survey and delete the 

survey. Below are the various sections: 
 
• Header – Rich text area allows you to customize your survey header. 

 
 

• Name – Edit the survey name 

 



 
• Thank You Page – The thank you text and link can be edited here. 

 
 
11. Clicking on the ‘Results’ button will take you to the corresponding report 

filtered by question. 
 

 
 
 


