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How to create an online consultation and questionnaire 

Date Published Version:  By: 

13th July 2017  4  Katie Myles  

 Things to think about when creating a consultation for the public: 

 What are you consulting on? 

 What do you want to know/get out of the consultation? 

 If you didn’t know anything about the consultation would you be able to 

understand it? 

 

Before you start creating your online consultation you will need to have a few things ready. You will need: 

 A Statement of reasons 

 A consultation plan (usually two, one showing anything that is existing and one showing your proposals)  

 A consultation notice  

 A consultation letter  

All in PDF format. There are examples of all of these documents on the example consultation page which you 

should use as a template.  

Contents 

CONSULTATION PAGE ________________________________________________________________ 2 

BASIC SET UP ___________________________________________________________________________ 2 

HOME PAGE SET UP ______________________________________________________________________ 6 

DOCUMENTS SET UP _____________________________________________________________________ 8 

CHANGING LINKS ______________________________________________________________________ 10 

QUESTIONNAIRE ____________________________________________________________________ 13 

BASIC SET UP __________________________________________________________________________ 13 

STANDARD QUESTIONS SET UP____________________________________________________________ 14 

ADD YOUR OWN QUESTIONS _____________________________________________________________ 16 

CHECKING YOUR QUESTIONNAIRE WORKS __________________________________________________ 21 

 



 How to create a public consultation and questionnaire – by Katie Myles  2 

 

 

Consultation Page 

Basic set up 

1. First things first you need to go to the Councils consultation website and log in:  

https://consultations.southglos.gov.uk/consult.ti?  

2.  

 

 

 

 

 

Click on New Consultation.  

 

3.  

 

Ensure that you select the 

right template. 

In this case it is: SGC – 

Transport Services 

template. 

 

 

 

 

 

https://consultations.southglos.gov.uk/consult.ti
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4. Next you will need to enter some 

basic information: 

 The consultation name: e.g. 

Almondsbury C of E Primary School 

- Proposed 20mph speed limit.  

 You can put a consultation 

description if you wish, but it 

isn’t absolutely necessary.  

 Next the consultation short 

name – this will be used as the 

web address for your 

consultation.  

 Keep it as short as possible. E.g. 

Almondsbury_Sch_20mph. 

 

5.  

Next you will need to set the 

dates for your consultation: 

 The open date  

 The close date (These 

should be 3 weeks apart) 

 The date when you will 

publish the feedback report is 

advisable to leave blank.  

 The times can stay as they 

are. 

 

Note: All of this can be altered at a later time if you should need to.  
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6. Next you need to enter your name and the Council’s contact details; 

They should already appear in the box but if not copy and paste the details in the red box below: 

7. Next select the area where 

you are consulting. 

8. Then enter the street names 

which will be effected.  

Note: The website will only let you 

enter 243 characters including 

spaces, so if you have a lot of roads 

to enter then you will have to leave 

this section blank.  

 

 

9. Then click create.  

You now have the basics for your 

consultation.  

 

 

 

If you have any questions regarding 

the scheme, please contact: 

South Gloucestershire Council, 

Department for Environment and 

Community Services, 

PO Box 1954, 

Design and Operations Team, 

BRISTOL 

BS37 0DD 

Tel: 01454 868004 

Fax: 01454 863757 

Email: 

transportservices@southglos.gov.uk 

mailto:transportservices@southglos.gov.uk
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Next you will be faced with the manage consultation attributes page where you can select the geographical 

area and enter street names if you forgot to do it in the previous step.  

You also have a few other things that you can use on this page to narrow down your consultation for the 

public, such as the consultation topic (in this case its local highways and transportation projects), target 

audience (leave this blank as you want a diverse response). 

You also have space to enter any costs etc. Leave this blank.  

Ensure that you click save if you have made any amendments.  

Note: The consultation site automatically uses the settings shown in the first picture.  

10. Under the ‘Notify Managers’ 

section, I would advise turning off all 

notifications because you will 

receive an email every time someone 

joins, responds to and leaves the 

consultation and may lead to you 

inbox becoming bombarded.  

 

 

Underneath this, is where you can 

amend the opening, closing and 

outcome dates for your consultation. 

 

  

11. ‘Other Settings’ – In order for the 

pre-consultation list (the people you 

invite 3 days before a consultation opens) 

to be able to see the consultation 

documents you need to change the 

‘Let participants access consultation 

documents’ to Yes – always 

available. 

12. The response settings is where 

you can select how people can 

respond to the consultation, the 

website default is set to ‘other’ so 

change this to ‘Answer the 

Questionnaire’.  

13. Save.  
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Home page set up 

Next you need to fill out the home page.  

If you click on the blue section at the top of the page it will take you to the home page where you will 

see this.  

To edit the text you need to click on the grey pencil icon in the top right corner. 

Now you need insert some text that gives the following information: 

 What your proposing  

 List of the effected roads (optional)  

 How the public can respond  

 

1. For every new consultation you create you should always copy and paste the text from 

the example questionnaire and amend it as required, this is to ensure that everyone is 

using the same format. 
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2. To do this click 

the pencil icon and paste 

the text and pictures  

that you have copied 

from the example 

consultation 

 

3. Then insert the 

text that you use in your 

statement of reasons i.e. 

what you are proposing. 

It is also useful to insert 

a list of the roads that 

are affected by the 

scheme.  

 

4. Do not include the 

background or purpose, 

on the main page, if the 

public want to know this 

information they can 

read the SOR. 

 

5. You will need to 

change the links to the 

questionnaire and 

email at the end once 

everything else is set 

up. 

 

6. Don’t forget to 

change the closing date.  
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Documents set up 

 

Once you have set up the home page you need to upload all of the documents (as a PDF) that are 

metnioned on page 1:  (There are example documents on the example consultation page that you 

should use as a template) 

 A Statement of reasons 

 A consultation plan (usually two, one showing anything that is existing and one 

showing your proposals)  

 A consultation notice  

 A consultation letter 

 FAQ documents  

To do this you need to click the documents link on the left hand side of the 

screen. 

 

You will then see this screen: 

 

 

 

 

Choose consultation 

documents. 
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You can now upload all of your documents.  

Make sure that you only upload PDF versions of your documents. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once finished go back to the home page and you should have something like this: 

 

Now that your consultation is set up you need a way for the public to respond. The best and 

easiest way is through an online questionnaire. It is easy for you to set up and easy for 

people to answer, it also gives you the specific answers that you want instead of trying to 

interpret emails or letters.  

See page 12 for how to set up a questionnaire.  
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Changing Links  
Once you have uploaded your documents and created your questionnaire you will need to change the links on 

your home page to make sure that when people click them they take them to the right place.  

First of all on the home page click on the grey pencil icon.   

 

The easiest one to change is the Email: Transport Services link.  

To start right click where it says Transport Services and click Insert/Edit link. 

Next you will get a pop up box like this: 

Where is says Url you will have the following text:  

mailto:transportservices@southglos.gov.uk?subject=Example  

Change where it says Example (or change anything after the 

equals sign) to your scheme name for example: 

mailto:transportservices@southglos.gov.uk?subject=Gibbs 

Lane Weight Limit 

Click OK, scroll down to the bottom of the page, click save 

and you’re done!  

To check if it worked simply click on the link, it will most likely come up with a box saying a website wants to 

open web content using this program on your computer and below it will say Microsoft Outlook, in this case 

click Allow (remember don’t allow anything you’re unsure of).  
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Then an email should open up with the email address as Transport Services and in the Subject box should be 

the name of your scheme! 

 

Next you need to change the other links. Unfortunately due to the way the website is set up it won’t allow 

you to edit the link so you need to delete this and start from scratch.  

1. To do this start by deleting where it says respond to the questionnaire like so: 

 

2. Make sure you delete right up to ‘can’. 

 

3. Next type Respond to the Questionnaire, it should come up with NO hyperlink or underline.  

4. Then highlight it and right click and choose:  ‘insert consultation item link’ 

 

5. Then click ‘Questionnaires’. 

6. Then click ‘Link to respond’ 
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Note: Remember to click on all of your links to make sure they work.  

 

Now is also a good time to change the ‘Open Content’.  

 Like you did at the beginning of this section, on the home page click on the hyperlink that says 

‘Customise this text’. 

 Next scroll down to where it says ‘Open Content’. 

This is what you will see.  

 You need to change the wording in this section to read:  

‘Please review the consultation document(s) 

 

If you have any comments to make about these proposals, please answer the online 

questionnaire.’ 

 

 

 

 

 

 

 

 

 

 

 

 

Open content is only shown whilst the consultation is open, likewise closed content is shown when the consultation has 
closed and complete content is shown when the consultation is complete (when the feedback report has been uploaded).   
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Questionnaire 

 Things to think about when creating a questionnaire: 

 What are you consulting on? 

 What do you want to know/get out of the consultation? 

 Try and put yourself in the shoes of someone who is responding, what would you 

want to say about the scheme, good and bad?  

 If there are objections to the scheme at a later date, or it has to be abandoned, 

do you have enough data from the questionnaire to support that you have 

made the right decision? 

Basic set up 
 

1. First of all click on the questionnaire tab on the left hand side of the page. 

2. Next click create questionnaire.  

 

 

 

The name of your consultation will 

automatically be in the name box, this 

is fine. You can enter a description if 

you wish but it isn’t necessary.  

In the Responding section you need 

to change ‘who can answer?’ to 

Anyone. People are less likely to 

answer the questionnaire if they have 

to sign up to the website.  

Keep the ‘how many times can people 

answer’ as Once.  

Change the ‘how are answers saved?’ 

to Anonymous.  
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Finally click the down arrow next to formatting and change the ‘Show progress information box, then any of the 

other boxes. People like to know how long they have left until they finish the questionnaire so this is a useful tool.   

 

Then click Save. 

Standard questions set up 
Firstly, click the ‘copy questions from another questionnaire’ button. Then click ‘Another consultation’. 
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You will then have a list of all of your consultations. You have been made a manager of the Example Consultation 

1 so that you can use it as a template for your consultations.  

Choose ‘Example Consultation 1’.  

It will then give you a list 

of questionnaires within 

that consultation, in this 

case there is only one so 

click select. You will then 

see a list of the questions.  

Scroll to the bottom of 

the page and make sure 

that it says ‘Show 100’.  
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Then scroll back to the top of the page and click the tick box next to ‘question number’.  

 

This will select all of the questions for you.  

Next scroll back to the bottom of the page and click ‘Add Items’. 

 
 

All of the questions have now been copied to your questionnaire.  If you click the ‘All’ button you will be able to 

see them all. These are the standard questions that you should use for every questionnaire that you make.  

Add your own questions 
Page 4 is where you add your own questions.  
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Firstly, it is a good idea to insert a copy of the proposed plan at the top of the page, this is to prevent people from 

leaving the questionnaire to go back to the home page to view the plan and then starting another questionnaire all 

over again.  

To start click ‘modify’ underneath where it says proposed plan. Next delete where it says ‘INSERT YOUR 

PROPOSED PLAN OR LINKS TO PLANS HERE’.  

Next right click and select ‘Insert consultation picture’  

Then ‘Choose a file’  

Then find your scheme folder and select 

your proposal plan.  

Then click upload picture. 

 

 

 

 

You will then see a page 

similar to this.  

 

Use the slider to resize the 

image to a reasonable size. 

Don’t worry when the plan 

starts to go off the page, once 

you save it, it will correct itself.  

Then click ‘Insert Picture´ 

Then click ‘Save’ 
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If you have more than one proposed plan, or you wish to show both the proposed and existing plans, then you 

will need to insert links instead of a picture.  

To start, as above, click modify, then right click. 

Instead of choosing ‘Insert consultation picture’ you need to choose; ‘Insert consultation item link’ 

 

Next choose ‘documents’, then ‘Public 

Documents’  

Then click where it says ‘Link’ next to your 

proposed plan.  

Follow the same steps for all of your plans until 

you have finished.  

 

 

 

You should have something that looks like this. 

Next, you need to right click on each link and choose the 

top option – ‘Insert/edit link’  

Then where it says ‘Target’ change it from ‘None’ to ‘New 

Window’  

Then click ok. Once you have done this for all of your links, click save.  
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Questions 2 and 3 are there as examples which you can delete. 

To delete them just click the ‘Delete’ button underneath the question you wish to delete.  

To insert a new question just click the question in ‘Add a question or text/image or page break here.’ 

underneath the previous question. E.g. in this case underneath question 1.  

You will then be given several option to choose from: 
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The ‘Select one’ and ‘“Yes / No / Don’t know” question’ will probably be the type of questions that you used 

most, but it will all depend on the questions that you ask and the type of answers you are looking to gain from 

them.  

 

As an example here is how 

to do a ‘Select one’ 

question.  

 

Insert either a question 

number or name.  

 

Then your question.  

 

Then the options for the 

possible answers 

 

Always tick ‘Yes’ for the 

‘Answer Required’ 

question. This will not let 

the respondent proceed 

through the questionnaire 

without answering this 

question.  

It is not advisable to add a 

comment field to all of you 

questions because it makes 

it more difficult when 

drafting your feedback 

report. It is sufficient just 

to have a comments 

section at the end of the 

questionnaire.  
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Checking your questionnaire works 
Once you have created the questionnaire you need to check whether it works the way you intend it to. Scroll to 

the bottom of the page where it says Actions and click Preview. This will allow you to answer the questionnaire, 

make sure that you follow it all the way through to ensure it works as it should.  

 

 

 

 

 

It is also advisable that you test the questionnaire by trying to proceed without answering questions. If done 

correctly you should not be able to proceed to the next page without filling in all of the questions. The 

questionnaire should highlight the question that you have left unanswered in red and ask you to enter a value like 

so:  


