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Overview 

If you have requested a Forward FOCUS Survey for one of your courses and are using Moodie 

as your learning management system, you will need to import the Forward FOCUS Survey to 

your course and make it accessible to your students. You will also have the option to add 

additional questions to the survey. In this guide, we will show you how to import the Forward 

FOCUS Survey to your course, add additional questions, provide you with some best practices 

on how to administer the survey, and show you how to view your feedback. 

After reading this guide, if you have further questions about importing activities into your course, 

creating or modifying survey questions in Moodie, or viewing results, please email 

instruct@umass.edu. For general questions about the Forward FOCUS, please email 

ffocus@umass.edu. 

Table of Contents 

Import the Forward FOCUS Survey to Your Moodie Course ........................................... 2 

Troubleshooting Missing Course Sections ................................................................................ 5 

Setting survey start and end date .................................................................................... 7 

View the Survey ............................................................................................................... 8 

Add, Delete, or Modify Questions .................................................................................. 10 

Add a Likert Scale Question (Quantitative) ............................................................................. 10 

Add an Open-Ended Question (Qualitative) ........................................................................... 13 

Delete a Question ................................................................................................................... 14 

Modify a Question ................................................................................................................... 14 

Best Practices for Survey Administration ....................................................................... 16 

View Your Feedback ...................................................................................................... 16 

1 





3 

3. On the Course Management panel, under Course Settings, select Import course or
activities.

4. The Find a Course to Import Data From page will open. Select CTL Forward FOCUS
survey and click the Continue button.
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Setting survey start and end date 
 

14. Click the Turn Editing On button, if you haven’t done so already. The button is a green 
pencil icon .  

 
 

 
15. Locate the Forward FOCUS survey on your Moodle course home page. Click Edit under 

the survey name and select Edit Settings. 
 

 
 

16. You will be taken to the Updating Questionnaire screen. 
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Skip the General section. 
 
Under the Timing section: 

• Change the Open Date to: 16ú Novú 2020ú 08ú 00  
• Change to Close Date to: 14ú Decú 2020ú 23ú 59 

* These are suggested dates for opening and closing based on best practices 
 

Under the Response options section:  
1. Confirm that Type is set to: response once 
2. Confirm that Respondent Type is set to: anonymous 
3. Confirm that Students can view ALL responses is set to: Never 
4. Confirm that Send submission notification is set to: No 
5. Confirm that Save/Resume answers is set to: Yes 
6. Confirm that Allow branching question is set to: No 
7. Confirm that Auto numbering is set to: Auto number pages and questions 
8. Confirm that Submission grade is set to: No grade 

 
Skip the Common module settings and Restrict access sections. 
 
Click the Save and return to course button. 
 

17. If you desire to add the Forward FOCUS survey to another Moodle course, repeat Steps 
1-16. 

 
View the Survey  

1. To view the existing Forward FOCUS questions, click the link to the Forward FOCUS 
survey on your Moodle course page. Make sure Editing is turned on. (The green pencil 
icon located at the top of the screen . ) 
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2. In order to view the questions, click the Actions menu button to the right and select 

Questions. 
 

 
 

3. You will now be able to view all of the existing questions in the Forward FOCUS survey. 
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Best Practices for Survey Administration 
1. Create a course announcement to let students know the Forward FOCUS survey is 

open.  

2. Send a separate email to your students and communicate the purposes of the Forward 
FOCUS in order to increase the student response rate.   

3. After you send that initial email, send another email a week later to your students 
reminding them to complete the survey if they have not yet done so. Continue to send 
weekly reminders until the survey closes on May 10, 2020. 

 

View Your Feedback 
You can view the aggregate responses to each question in your survey, as well as the 
distribution of student responses for each question. 

1. On your Moodle course page, click to the link to the Forward FOCUS survey. The survey 
will open. 

2. If student have submitted responses, you will see a link titled View All Responses. Click 
View All Responses to open the page. 

3. By default, responses will be grouped by question, with all the responses submitted for 
that question.  

4. View more information on viewing and downloading responses on the Moodle support 
site. 

 


