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How to Create and Modify an Enterprise Survey 

If you are new to Enterprise surveys, you might need to contact a Blackboard Administrator to 

get access. Please go to help.umes.edu to open a helpdesk for this request. Please also specify 

who will be the survey owner (person who will build the survey and run reports). Note: You 

must be listed as a Survey Owner for at least one survey to see Enterprise Surveys listed under 

My Institution in Blackboard. 

How to create a survey: 

1. Log into Blackboard. 

2. Click on My Institution. 

3. Click on Enterprise Surveys in the Tools Module on the left. Any surveys which you are 

listed as an Owner will be listed here. 

4. Click on Create Survey. The create survey page opens. 

5. Type in a survey name. 

6. Type in a description, for what the survey is being used. 

7. Check the Do not allow backtracking if you don’t want the recipient to be able to 

backtrack. 

8. Click the Submit button. The shell for the survey is now created and is ready for you to 

add elements and questions. 

How to access a survey: 

You must be a survey owner to perform the following items listed in this document. 

9. Log into Blackboard. 

10. Click on My Institution. 

11. Click on Enterprise Surveys in the Tools Module on the left. Any surveys which you are 

listed as an Owner will be listed here. 

How to change the survey name: 

1. Follow steps one through three on how to access the survey. 

2. Hover your mouse over the survey in which you would like to change the name. 
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3. Click on the Drop-down arrow at the end of the survey 

name and click Edit Survey Information.  

4. Type the new name in the Survey Name field. 

5. Click Submit. Your survey will have the new name. 

6. Click on Enterprise Surveys. 

How to preview the survey: 

If you are listed as a Survey Owner you may preview it using 

the following steps. If someone else needs to preview the 

survey, a Survey Owner can save the preview as a PDF file and 

send it electronically to someone else to preview it. 

1. Follow steps one through three on how to access the survey. 

2. Hover your mouse over the survey which you would like to preview. 

3. Click on the Drop-down arrow at the end of the survey name and click Preview. The 

survey preview will open in a new window. If it does not open, verify that your popup 

blocker is not turned on. 

 

How to add a survey owner (give access to modify): 

Once you are listed as a Survey Owner you have the ability to add others as a Survey Owner. 

Keep in mind that Survey Owners can Preview, edit, copy, create response periods, add other 

survey owners and even delete a survey. Choose wisely who you grant these permissions. 

1. Follow steps one through three on how to access the survey. 

2. Hover your mouse over the survey which you would like to preview. 

3. Click on the Drop-down arrow at the end of the survey name and click Add Survey 

Owner. The survey Owners window will open in a new window. If it does not open, 

verify that your popup blocker is not turned on. 

4. Click on the Add Owner button. The Users window will open in a new window.  

5. Type in the persons last name or their username and click the Go button. A list of users 

matching that name will be listed. 

6. Select the check box to the left of the user then click the Submit button. The Survey 

Owners window should still be open. 

7. Verify that the Owner Name listed is the correct name. If not, you can click the red x to 

remove them. 

8. Close the Survey Owners window by clicking on the X in the upper right of this window. 
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How to copy a survey: 

1. Follow steps one through three on how to access the survey. 

2. Hover your mouse over the survey in which you would like to change the name. 

3. Click on the Drop-down arrow at the end of the survey name and click Copy. A new 

survey will appear below the current survey with the (1) after the name. This is the copy. 

You can then change the name and add another owner. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Warning 

Google Chrome was used to create these instructions. If you are using a different browser, the 

instructions may differ. Please do not use Internet Explorer for Blackboard. 


