GENERAL INFORMATION FOR PATHWAY/YEAR TUTORS
USING BRISTOL ONLINE SURVEYS (BOS)
BOS has a user-friendly support and FAQ pages including a knowledgebase and support blog, so this guide is not intended to duplicate that function.  This guide explains a little about the user levels and setting survey permissions for University and School contacts. The best way of learning about BOS is to experiment with it.  Once you have a user account you can (depending on your permission level) create, copy, edit, delete, deploy, analyse and view surveys and their results.  Unless you’re an author or administrator you can’t delete anything, making it perfectly safe to explore.  As a safeguard, you are always asked to confirm deletions.

User Accounts
Anyone can ask for a user account.  Accounts are created by QA & E.  Once your account has been created you will be given a username and password. You can change these to something that suits you better.

User Levels
There are several user levels:

Administrator – creates (and deletes) user accounts and has complete read, write, edit and delete and deployment rights in respect of new and existing surveys and user permissions to surveys.  Only certain QA & E staff are designated administrators.

Author – can do everything an administrator can do apart from create and delete user accounts.  The plan is to seek at least one nominated ‘BOS author’ from each School, possibly more than one in some instances – but the principle is to operate with as few administrators and authors as necessary.  School-based BOS authors can then set permissions for their surveys as they determine, for staff inside and outside the School.

Reviewer – can review survey questions, edit and deploy surveys, view and analyse results.

Results View – as for Reviewer but can’t see any free text responses to survey questions.

So, user levels determine default survey permissions.  Most users will be set up as ‘reviewers’ which allows them to view surveys and view and analyse results.  A table illustrating the default survey permissions for different user levels is shown below.
	BOS SURVEY PERMISSIONS FOR DIFFERENT USER LEVELS



	
	Administrator
	Author
	Reviewer
	Results View

	Create, edit, delete user accounts, reset users passwords


	(
	
	
	

	Copy, create & edit surveys


	(
	(
	
	

	Edit (amend/add/delete questions, launch surveys, change survey options)


	(
	(
	(
	

	Preview (review questions)


	(
	(
	(
	

	All Results (full access to survey results)


	(
	(
	(
	

	Limited Results (cannot see free text response to questions)
	(
	(
	(
	(


New security features
The new security features provide much tighter control over who can do what with your surveys. Account administrators or authors, on a survey-by-survey basis, can set the following permissions for fellow account users as long as the latter have the appropriate user level:

· Full Access – User has full rights to the survey. This includes setting the access rights for other users. 

· Copy – User can use the survey as a template to create a new survey. 

· Edit – User can amend/add/delete questions. Can also change “Survey Options”. 

· Preview – User can review questions. 

· All Results – User has full access to survey results. 

· Limited Results – User has limited access to survey results: Can not see any free-text answers to questions. 

· Visible – User can see that the survey exists. i.e. it appears in the “My Surveys” table. 

If none of the above are set for a particular user then the survey will not be visable to them.

A user will lose full access, to a survey if any of the ‘copy’, ‘edit’, ‘preview’, and/or ‘limited results’ permissions are removed.

Contact James Lewthwaite (jal1@bolton.ac.uk), ext.3453 with any requests or queries.
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