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Introduction 
The survey tool is especially sought after by high schools and universities and was 
developed to enable course surveys, study quality surveys etc to be rolled out on a 
large scale.  
 
The principle is to make a survey at, for instance, the basic level in the Fronter 
structure. It is then activated on the different levels like study programs, year groups, 
courses etc. The survey will then become accessible to those students. The tool also 
has the flexibility that makes it possible to add your own questions for various 
different target groups; thus it can be adapted according to your needs.     
  
Fronter is continuously developing and improving. It is therefore possible that 
discrepancies may occur between documentation and application. This guide was 
written to Fronter 82. 
 
Good luck! 
 
Lillehammer, August 2008 
Steinar Hov/Ingun Vaglid 
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Clarification 
The Survey tool is attached to your licence; Fronter activates it on demand. It will 
then become accessible to the top administrator. 
 

 
 
The tab Tools will be available and top administrator can open for the survey to be 
created at a lower level by opening the padlock in the usual way. Hence, this is a 
setting to be made at user level. 
 
Going through an survey -  step by step 
We will now see how a study quality survey could be carried out with this survey tool. 
The survey is to take place at Moosing University College: 
 

 
 
We open the tool at the appropriate level in the structure and get the following menu: 
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Create 
The first part of the process is to create the survey itself: 
 

 
 
We then decide on the features of the survey: 
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Here we must note the following points: 

• Title and Description are self-explanatory. 
• Automatic numbering is practical if new questions are added in between 

already existing ones. 
• Anonymous makes sure that those completing the survey remain anonymous. 
• Allow results to be visible for users means that those who have the right View 

contacts in a group( for instance students in the same study group, in the 
same class etc.) will be able to view the reports and their summaries. They will 
not have access to individual replies. 

• Allow availability below in the structure means that it is possible to add 
questions regarding a department, an institute etc. As an example we can 
imagine a survey with a number of questions that are common for all, but in 
addition we can add our own questions regarding individual studies, 
departments etc. 

 
It is important to note that when the survey is activated the options you have decided 
on will then be locked so it will not be possible to make alterations afterwards. 
 
 
Adding the questions 
Then all that remains is for us to add the questions – you will no doubt recognise the 
set up from the Test tool: 
 

 
 
Note the field with red border containing the navigation bar – this function is repeated 
throughout this tool. 
 
We add questions in exactly the same way as in Tests, but with two exceptions: 
 

• Hide the result of this question for users, is there to enable us to leave out 
certain questions from the reports. An example of this could be that the 
students have a field for comments and there may be some use of language 
that may not be suitable for public viewing.  

• There is no field for marking the correct answer: 
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A section of a completed survey may look like this: 
 

 
 
The various reply options are awarded points to make it possible to collate the result 
afterwards, for instance in SPSS: 
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Below you will see an optional question where the response will be hidden to others: 
 

 
 
Add questions to a sub level 
We assume that the survey described above contains questions to all the students. 
We would also like to add some questions regarding a particular study. Since it has 
been ticked for Allow availability below in the structure we can now add these 
questions by first selecting the appropriate org.unit: 
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In this case we have marked an org.unit – Students: BBA 2004-2007 to be given 
some extra questions relating to a separate teaching set up. 
 
By clicking on the actual survey you will see that it is possible to add ”local” 
questions. We add a heading and a question for this org.unit. Notice the numbers to 
the left of each question – they display which level in the hierarchy the question 
refers to. 
 

 
 
In this case the ”main” questions refer to level2 (equivalent to the base level for just 
this example – whilst our two local additions have been set to level 6. By pointing to 
the number a little information window will appear with the name of the actual 
org.unit. installation) 
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Activating the survey 
The survey has to be activated on the relevant level, incorporating those who are to 
reply: 
 

 
 
In this case the survey is activated at base level so it becomes accessible to all. We 
will first get a (here: empty) display of active surveys:  
 

 
 
Then we select our survey: 
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And the details of what we have activated is registered: 
 

 
 
Note in particular that we have ticked for Students. This means that no staff will get 
this survey displayed even if they have access to the tool Survey. In this way we are 
able to finely tune into relevant target groups straight away for our surveys.  
 
Important! 

Note the option in the top right hand corner of the screen: Show imported groups 
only. This option only let those users (students) that have been transferred from the 
student administration system take part in the survey. This is directly attached to an 
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ID (hidden) that follows each user at such an import. Thus we avoid the fact that the 
survey is displayed to other users that may possibly exist in the highlighted groups. 

 
Date and time for when you want the survey to be accessible is also registered 
before you finish with Activate.  
 
This is also important! 

As a survey is activated the umbilical cord is cut and you are left with a copy. This 
copied/activated survey is thereby frozen to any changes apart from these two 
exceptions: 
 
- you can alter the title  
- you can alter the opening times 
 
In other words, there are good reasons to be alert as you are activating a survey 

 
After the activation you will see (here highlighted in yellow) which level the activation 
has taken place in: 
 

 
 
For the students to be able to get access to a survey of this kind they must have 
relevant tool Surveys in their personal tool list: 
 

 
 
Important: 
If a survey has been activated for several org.units and a student is a member of 
more than 1 of these, he/she will get several surveys displayed. This tool has been 
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created so that the main principle is for a survey to be activated in each course/ 
study/ year group where it is to be carried out. In a structure with many levels this will 
unfortunately mean that the surveys will be repeated several times for some of the 
users. 
 
In the example below the survey is first activated at the level 03 MUC Students.  
Thereafter it is activated at a lower level, BBA - students, which means that a student 
here will get the following surveys:    
 

 
 
 
How to respond to a survey 
For the students to be able to respond to a survey the tool Survey has to be added to 
their personal tool list: 
 

 
 
For a student it will be displayed like this: 
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A click on Survey will display the active surveys that the students may reply to: 
 

 
 
 
Reminder 
It is also possible to create a reminder – either to all, or just to the ones who have not 
yet responded to this survey:  
 

 
 
By using Reminder where it is highlighted in yellow above you will get the following 
dialogue window: 
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Here you will find a standard text that could be edited as required. You will also get a 
list (for a quick visual check) of those who will receive this e-mail, by clicking on List 
of participants:   
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By using the short cut menu to the left of the title you will get a more specific 
reminder:  
 

 
 
This reminder takes into account those who have already replied: 
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Finalising an survey 
The surveys are time controlled and when the deadline for replies has occurred they 
change colour:  
 

 
 
The red colour appears and number of replies received is displayed on the right. 
 
Now you are able to make reports showing the result: 
 

 
 
By highlighting all the replies we can make a summary:  
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You will probably recognise the summary from the test tool: 
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At this stage the students will not be able to view the reports (even if it is ticked for 
them to be able to do so). The reason for this is that we have added an option to edit 
the text replies that have been written, as there is a possibility that some will reply in 
an unsuitable way, as we show in this simulated case: 
 

 
 
You will see that some students have written their comments and that it is possible to 
edit each one of them here ([Edit]).  
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Closing a survey 
When the time is up (possibly after a postponement) it is time to close the survey. 
You do this under the option Activate: 
 

 
 
When a survey has been closed it cannot be reopened, changed etc – that’s it, finito! 
You will see that the survey has been moved from Activate surveys to Closed 
surveys. 
 

 
 
Here you can comment on the survey:  
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Comments are written in the field below: 
 

 
 
You can also make final reports from the short cut menu, and only then will it be 
accessible to the students: 
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These reports will not be accessible to the students unless it was ticked for this 
before the survey was activated: 
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Accumulated reports 
The original surway was here made at base level and then activated on two sub 
levels in order to catch the necessary student groups. Once the surveys have been 
closed you will get access to the accumulated results. You must then navigate 
through to the original survey, which can be found under Create surveys: 
 

 
 
By selecting Report here you will then get to the report folder for the closed surveys: 
 

 
 
By highlighting the surveys and then Summary you will get this display: 
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Here you will find a report displaying the highlighted surveys in a list form. 
 
Note that you can also make an accumulated report (the button on the bottom right): 
 

 
 
Here we get the summary of the questions that have been sent to all participants: 



 24 

 
 
Whilst the customised questions are displayed with the number of people who have 
replied: 
 

 
 
At the very bottom you can split it into separate reports again:  
 

 
 
Access rights 
Two new access rights have been created in relation to this survey tool. Both of these 
are obviously attached to users. 
 
A local administrator (or another person, of course) can be awarded the right to roll 
out an survey: 
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Here they can also view surveys from a higher level. These surveys cannot be 
changed, except for adding new questions.   
 
Furthermore, people can also get access to all the report details by being awarded 
this right: 
 

 
 
Those who are awarded this right will also be able to view those replies that have 
been marked as hidden. 
 
Local settings 
There are two settings for surveys that can be set at user level: 
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If this setting is On for an org.unit all the members in this, and underlying levels will 
be able to view all the reports. These reports will have been filtered, so that hidden 
questions are not displayed.  
 

This setting is a reflection of the fact that teachers (who will perhaps have the right 
Contact creator) should not be able to evaluate themselves…. 
 
 
Exporting the result  
In order to carry out an export of the result the survey must be closed – only then will 
you get the report option in the menu. This is done where the survey was created: 
 

 
  
Then you must highlight the survey you want the report for:  
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There are a number of options for how you want the export file to appear: 
 

 
 
In the above example Name will be Anonymous for all who have responded to the 
survey. 
 
You may select all, or just a selection of the questions for this export: 
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Choose whether you want to include quotation marks for each response and which 
dividing symbol you want to use: 
 

 
 
Compressed, the exported file may look something like this:  
 

 
 
If you are importing this text file in Excel, for instance, certain options have to be 
selected:    
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Once you have specified that dividing symbols are being used, you must enter which 
one(s):  
 

 
 
Then the data are ready for further collation: 
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Handy export tips 
If a survey consist of questions with radio buttons (only one option possible) and tick 
boxes (several options possible) you must be particularly vigilant with the dividing 
symbols to facilitate further work with the data.  
 
Let the survey in this micro example contain only two questions: 
 

 
 
The first is, as you can see, radio buttons where Male is coded as 0 and Female is 1. 
The next question (tick boxes) is coded Mathematics: 10, Finance: 20, 
Macroeconomics: 30  
 
After 3 replies is this result displayed in Fronter: 
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You can carry out a number of settings regarding the export file that is to be created: 
 

 
 
In such cases it may be beneficial to export the data in several phases where you 
select either all those questions with radio buttons or those consisting of tick boxes – 
use the method you are most familiar with. 
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