
ILEARNOREGON 
CREATING A COURSE SURVEY 

 
This job aid provides you with the minimum steps that you need to 
take in order to create a course survey. 
 
To create a new course survey in iLearnOregon you need to complete 
the following steps: 
 
1. Click Administration.  
2. Click the plus sign next to Manage Content.  
3. Click Surveys.  
 
 
 
 
 
 
 
 
 
4. Select Create New from the Page menu.  
5. Click Go to access the Edit Summary page. 
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6. Complete the form by entering data in the fields as explained below.  All required fields are marked with 

an * asterisk.   
 
 
 
 
 • Title:  The title must contain the agency 

acronym followed by the survey name (i.e. 
DAS – Excel Introduction). 

• Description:  An explanation of the survey.  
• Keywords:  Words and phrases that relate 

to the survey that may not already be 
included in the title or description. 

• Survey Type:  Select content.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. Click Create.  The Edit Structure page displays. 
 
From the Edit Structure page there are 2 options in the drop down menu:  create a new section or link to an 
existing section.  Select what action you want to take and click Go. 
 
Note:  You have to create at least 1 section for every survey.  Each section only allows you to use 1 type of 
survey scale for every question you add to the section. 
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To create a new section: 
8. Select Create New Section.  The Edit Structure page displays. 
 
 
 • Title:  The title of the survey section 

(i.e. Facility, Content, etc.). 
• Description:  An explanation of the 

section.  
• Keywords:  Words and phrases that 

relate to the section that may not 
already be included in the title or 
description. 

• Scale:  There are 11 survey scales to 
select from.  Select a scale and then 
select View Selected Scale to see what 
the scale is.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. Click Create. The Edit Structure tab displays with a message indicating the section was created. The 

survey section you created is displayed on the Edit Structure page. 
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To link existing sections to your survey: 
When you link to an existing section you can not modify the section or the questions associated with the 
section. 
 
10. Select Link Existing Section and Go.  The Linking Section search page displays. 
 
 
 
 
 
 
 
 
 
 
 
11. Type a keyword or phrase in the Search Text field to find a survey section. 
12. Click Search to view a list of survey sections that match your search criteria. 
 
 
 
 
 
 
 
 
13. Click the checkbox next to the section you want to link to your survey. Multiple sections may be 

selected. 
14. Click Select. The Edit Structure tab displays with a confirmation that the section was linked to your 

survey, and the section displays at the bottom of the table. 
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15. The Edit Structure tab displays with a confirmation that the section was linked to your survey, and the 

section displays at the bottom of the table. 
 
 
 
 
 
 
 
 
 
 
 
 
 
To create new questions: 
16. Next to the section you want to add questions, select Manage Questions from the Action menu and 

click Go. 
 
 
 
 
 
 
 
 
 
 
 
 
 
17. The New Question tab displays.  Select Create New Question from the Page menu and click Go. 
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18. Type a question in the Question field. 
19. Select a question type from the Type menu. Multiple choice means there will be several choices and 

the user picks one, and Short Answer means a text field is available for users to type their answer. 
 
 
 
 
 
 
 
 
 
20. Click Create. The Manage Questions tab displays with your question added to the section. 
 
 
 
 
 
 
 
 
 
 
 
To link existing questions: 
21. Next to the section you want to add questions, select Manage Questions from the Action menu and 

click Go. 
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22. The New Question tab displays.  Select Link Existing Questions from the Page menu and click Go. 
 
 
 
 
 
 
 
 
 
 
23. The Link Existing Questions tab displays. 
24. Type a keyword or phrase in the Search Text field and click Search.  
 
 
 
 
 
 
 
 
 
 
 
 
25. Click the checkbox next to the question or questions you want to link to your survey section.  
26. Click Select. The Manage Questions tab displays with the question(s) you added. Continue to add 

questions by following the above steps. 
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27. Once you have added all your sections and questions you can preview the survey.  From the Edit 

Structure page click Preview.  
 
 
 
 
 
 
 
 
 
 
 
 
 
28. A pop-up window displays with how the survey will look once it is published.  Make any changes before 

publishing the survey. 
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29. To publish your survey, from the Edit Structure page click Publish.  
Remember:  Once you publish a survey, the questions, sections and associated survey scales cannot be 
changed and published again. 
 
 
 
 
 
 
 
 
 
 
 
 
 
30. To publish your survey, from the Edit Structure page click Publish.  
31. A pop-up window will display asking you if you are sure that you want to publish the survey.  Click Ok. 
 
 
 
 
 
 
 
 
 
32. The Edit Structure tab will be displayed along with a confirmation that the survey was published. 
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