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The online survey method has been widely used by different fields of science as well as
business throughout the years. The process of creating and conducting an online survey is
similar to performing a traditional pencil- and-paper survey, but with more convenience and
faster results.
Preparing an online survey [3] involves several steps, starting with reviewing the survey goals [4]
and ending with administering the survey to all the online respondents.

Step 1: Review the Survey Goals
It is necessary to verify the survey goals and objectives first before preparing the survey
questionnaire [5]. The survey goals determine whether an online survey questionnaire is the
best method of data collection for this particular survey or not.
Preparing an online survey [3] involves several steps, starting with reviewing the survey goals [4]
and ending with administering the survey to all the online respondents.

Step 2: Prepare Draft Questions
List draft questions that you can juice out from the survey goals. These can be questions
asking about the demographic information of the respondents to make sure that they are
eligible to participate in the survey. Draft questions can also be the main questions you would
like to ask about the issue or product.

Step 3: Use a Web Survey Tool
There are various web survey tool [6] providers in the Internet, so you must set some criteria in
order to choose the most suitable one for your survey. If your main concern is the budget for
the survey, you can utilize free web survey tools such as Google Forms [7]. For better and
more accurate survey results, you may use paid web survey tools from SurveyMonkey [8],
LimeSurvey [9], and many others.

Step 4: Create the Survey Layout
The layout of the survey can be done through a computer application such as Microsoft Word,
PowerPoint, Visual Basic, and others. The survey can then be uploaded to the Internet.
However, it is more convenient to use one of the ready-made templates offered by web
survey tool providers wherein you just have to type the questions and the survey provider will

be the one to organize them into a professional-looking online survey [10].

Step 5: Expand the Questionnaire
Subject the draft questions you wrote earlier to brainstorming in order to simplify them and
make them more concise and accurate. The questions should be short and simple to facilitate
higher response [11] and completion rates. In addition, the questions should be arranged from
the easiest question to answer (e.g. demographic data) to the most complex one. For higher
completion rates, make the questionnaire answerable within 5 to 10 minutes. Therefore, you
are limited to ask only 15 to 30 questions at a rate of 3 to 4 questions per minute.

Step 6: Pretest the Online Survey
Administer the survey to 2 to 10 eligible participants (pending on the scale of the survey) for
pilot testing [12]. Ask if there are any vague or very complicated questions and response
options. Using the respondents’ feedbacks, revise the online survey.

Step 7: Administer the Survey to All Respondents
Paid web survey tool providers are usually responsible in finding eligible respondents and
administering the survey questionnaire to them. For higher response rates, you may post links
to the survey in various major social networks such as Facebook and Twitter.
Source URL: https://explorable.com/preparing-an-online-survey?gid=1576
Links
[1] https://explorable.com/preparing-an-online-survey
[2] https://explorable.com/users/sarah
[3] https://explorable.com/online-surveys
[4] https://explorable.com/defining-survey-goals
[5] https://explorable.com/questionnaire-layout
[6] https://explorable.com/web-survey-tools
[7] http://www.google.com/google-d-s/forms/
[8] http://www.surveymonkey.com/
[9] https://www.limesurvey.org/
[10] http://www.questionpro.com/a/showArticle.do?articleID=build01
[11] https://explorable.com/increasing-survey-response-rates
[12] https://explorable.com/pilot-survey

