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PsychData Guide 
 

1. You received your account login and password and an email from psychdata after you 

contacted TWUôs psychdata administrator for an account. If you hae not contacted us 

about an account, please email your name, department, and email address to 

psychdata@twu.edu. 

 

2. Login to www.psychdata.com using your account email and password. If you have 

forgotten your password, click on Forgot. Check Remember me if you want your browser 

to remember your email address. You will still have to enter your password each time.  

 

 
 

3. Once you have logged into PsychData, you are taken to the Research Manager page. 

Click the drop down menu under survey tools and click Create New Survey. Only click 

on the Account Tools drop down menu to change your account information or password. 

DO NOT attempt to purchase features. Your user account allows free access to 

PsychData via TWU. 

 

 

 

DO NOT create 

an account. 

Contact us for 

one. 

mailto:psychdata@twu.edu
http://www.psychdata.com/
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4. A blank survey, Untitled Survey appears. Click on Options to change the survey options.  

 

 
 

5. In the Options page, you will be allowed to change various survey options. Make sure to 

click on Submit Changes at the bottom of the page or changes will not take effect. 

a. Survey Title- Change the name from ñUntitled Surveyò to your survey name. 

b. Survey Password- If you wish for participants to access your survey with a 

required password, then enter it here. Otherwise, leave it blank. 

c. Save and Return- This option allows participants to begin a survey, save their 

answers and finish it at a later time. They need to register prior to taking the 

survey if you turn this option ON. You will choose how they register, either with 

an email address or a nickname. 
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d. For multiple surveys, you can link survey answers for participants. This is very 

important for data analysis. You need to choose a way to link the surveys. You 

can either ask them in the survey (preferably the very first question) to create a 

unique ID or ask them for their initials plus the last 4 digits in their phone 

number, or you can Display the ñLogin IDò- This option allows you to link 

multiple surveys together for the same participant with a Login ID. 

e. Display the ñRespondent IDò- This option will display the ñRespondent IDò in the 

data file and on the thank-you page for the survey. It CANNOT be used to 

connect a participantôs responses between linked surveys. 

f. Display the ñIP Address- This option will display the IP Address but it will not 

link surveys unless participants are taking the survey on separate networks. 

Therefore, participants who take the survey in the same computer lab will have 

the same IP Addresses. 

g. Display ñQuestion Numbersò- This option allows you to display question 

numbers or hide them. 

h. Survey Linking- If you have more than one survey, you can link your participants 

to another survey. Either you choose which survey to go to next (with Direct 

Link) or you can choose a random assignment and let PsychData choose for you. 

i. Survey Conclusion Text- This option allows you to conclude the survey. You can 

thank the participant or provide additional information for the participant. 

j. Enable Survey Recruitment- Enabling this option will allow participants to invite 

someone to take the survey. 

k. Survey Status- This option allows you to ñturn onò your survey. This will 

permanently use all questions in the survey. 

 

 
 

6. Now you can begin your survey. On the Research Manager page, click Edit. 
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7. Survey Editor opens with a note that the survey contains no questions. Click Add 

Questions to this Survey or Insert Question in an existing survey.  
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8. In Add question or formatting, click the question type you would like to insert. Hover 

over question types with your mouse to display an example of the question.  

 

 
 

9. Now you will enter your question and answers. Type question in the blank Question text 

box and answers in the blank Answers text box. Press enter after each answer to separate 

them. Check Others if some questions will not contain every respondentsô answer. This 

allows respondent to type their response. Choose Single or Multiple Line from the drop 

down menu, depending on their estimated length of response. Check Answer Required 

for questions that require an answer, so respondents can not continue without a response. 

For example: here is a survey question with the Answer Required box checked. Since all 

possible answers are listed, the Others box does not need to be checked: 

 

 

Hovering over 

a question type 

will display an 

example of the 

question. 


