1
classapps

SelectSurvey.NET Basic Training Class 1

3 Hour Course

Updated for v.4.154.03 10/2016

Page 1 of 62

classapps

an Atomic Design, LLC Company
© Copyright 2008 Atomic Design, LLC. All rights reserved.



T
classapps
SelectSurvey.NET Basic Training

In this video course, students will learn all of the basic functionality of SelectSurvey.NET including
creating surveys, deploying surveys and viewing reports.
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Course Qutline

¢ Create a Survey from Scratch

¢ Choose Question Type

e Modify Survey

¢ Insert a New Question on a New Page
¢ Add Page Conditions

¢ Add Question Condition

e Preview Your Survey

e Set Survey Options

e Deploy Your Survey

e Monitor the Responses

e Print or Export Data

e Reports

e Share the Results with Others

e Keep a Library of Questions

e Organize Your Surveys into Folders

e Logout
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Create a Survey from Scratch

You will have to create your first survey from scratch. Once you have a survey created you can
use it to create more surveys. Go to the link provided by your company or organization to login.
You should see a page that looks similar to the image below.

SelectSurvey.NET

Sign in

If you are a new user, please click hers to redister. If you forgot your
assward, please click here

Username: | |

Passwartt | |

= Forget your password?

This is the Manage Surveys window. Eventually you will see all of your surveys listed here.

SelectSurvey.NET

Manage Surveys

Marmage Statis Title (elick +n praviewd

II 1
classapps

Browse Survey Folders:

-4l Surveys-- hd

| Manage Surveys “ou do not currently have any surveys.

The manage survey page
allows access to guick
functions for previewing, > >
designing and deplaying To begin, click Page Help and learn how to use the many
sUrYeys,

Click the nare of the features of Select Survey.NET.

survey in the list for a
preview, Click on the
icons next to the name of
the survey to design, edit
response options, deploy,
and for other functions,

|| ; Page Helo When you are ready to begin, click Create New Survey.

Manaqge Folders

+ Create New Survey

+ Responselogic

You can also see there is a “CREATE SURVEY” link in the upper right corner on the modify survey page.
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Mavigation | Logout | Admin

Libraries Templates Email Lists Reports Users

(1) Enter a title for your survey

(2) Select From Scratch
Create Survey (3) Click Save

New Survey Options

Create a new survey either by starting from =scratch or by copying an existing survey.

® From Scratch -- Create a new survey from scratch (access key is 5)

] Copy Existing -- Copy survey from an existing survey in thiz database. (acceszs key iz €)

Survey: |— Flease Select —

O Copy Responses -- Copy responses in addition to survey.

Other Options:

Copy/Import Survey From Other Database:

Click here to Copy/Import Survey from another survey install/database on another server.
(&dmin permission required) Admin Tools = Data Copy Tools

Copy/Import Survey From Excel File:
Create empty survey from this page, then click "Import” button on modify survey page.

—

|| Cancel | || Save
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| Modify Survey { PAGE CONDITIONS | DONE | PREVIEW | PRINT

This survey is currently LOCKED for editing by Kint Rant. It will become available after theyv unlock it or after
30 minutes has passed with ro activity. Click here o unlock and exit the survey

Excel Skills Assessment |_=dit |

Click Insert to add your first question.

Click on the Insert button to add an itemn here. l_l"““
“ Close || || Done ||
| Edit Survey ltem
Create New Item * = Required

Choose an Item Type

Choose from over 20 item types, including four kinds of matrix questions, ranking Questions, drop-down lists, open-
ended text boxes, checkboxes, and more.

-- Please Select -- v oor || Copy Existing Item || ar || Insert From Library ||

For instance, here we chose One Answer (Option Buttons):

Edit Survey Item

Create New Item

Choose an Item Type

Choose from owver 20 item types, including four kinds of matr
ended text boxes, checkboxes, and mare.

Type the question in the box.

Choice - One Answer (Option Buttons) -

Question

Enter the question.® Use this field to enter the text for yvour g
Mhat wersion of Excel are you using?

Enter the guestion alias, Enter alternate text for use in the re
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Select whether an answer is Required.

Select Horizontal or Vertical Alignment
of the answer choices.

Options

Required, Check this box if an answer to this question is required,

FRandarn Order. Check this box if the answers to this question should be displayed in random order.

Answer alignment.* Select the way answers should be aligned on the page.

Harizantal -

Answers

Select answer choices, Select a group of answers or enter the answers below,

Select answer group (optional) -

Enter the answers . * Enter each of the answers in the text boxes below,

1 Excel 2003 @) Default paoints
2 Excel 2007 @) Default points
3 @ Default points
4 © Default points
5 ) Default paints

allow additional answer. Check this box if you would like an additional "Other" answer to allow survey takers to give a
different answer. vou may edit the text of the "Other” prompt in the text box below,

Other, please specify

Additional answer input type. Select the tvpe of contral that should be used to for the additional answer,
Texthox A

|| Cancel || || Save ||

Page 8 of 62

III I

classapps

an Atomic Design, LLC Company

© Copyright 2008 Atomic Design, LLC. All rights reserved.



1
cIassapps

Question Types

The basic question type categories are described below.

Open Ended Question Types:
Question types that allow the respondent to enter open ended text answers.

Choice Question Types:
Question types that allow respondents to select from predetermined answer options.

Matrix Question Types:
Question types that contain one or more columns and rows.

Presentation Question Types:
Question types that display or highlight information to the respondent.

Database Query Question Types:
Question types that allow you to type in a database query to select the items that show up in
the list of answer options.

Touch Question Types:
Question types that are specific to kiosk, ipad or touch screens. Note that all question types
work on these devices, these are just specific to this presentation type.

Choose Question Type

The steps that follow will vary based on the type of question you chose. There are 36
different question types, and each has multiple options. To pick a question click “Insert” on
the modify survey page and you will see a drop down box similar to the below to pick a
question type from:
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Choose an Item Type

Choose from over 35 question item types, including auto s

TOUCH - Single Choice Buttons v
Open Ended - Constant Sum -
Open Ended - Date

Open Ended - Number

Open Ended - Number Slider

Open Ended - One Line

Open Ended - One or More Lines

Open Ended - Ranking

Predefined - User Registration

Presentation - Heading ©
Presentation - Horizontal Rule (HR) t
Presentation - HTML

Presentation - Image or Video 4

Presentation - Message
Presentation - Sound (Full)
Presentation - Sound (One Time)
Respondent File Upload lit
TOUCH - Clickable Image Maps
TOUCH - Digital Signature
TOUCH - Number Slider

TOUCH - Single Choice Buttons -

e Choice - Database Checkboxes
Entering your dynamic database query returns rows for checkbox list.

1. Select the survey:
[ | EVENT RECAP FINAL 6-3-2014
[ | CoPY of EVENT RECAP PROXIMO - old
[ Manage Suppliers and Products Start Page for Lezlie
[ | Edit supplier lagic - do not delete
[] Event RECAP copy - old version
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Question

Enter the question. * Use this field to enter the text for yvour question or input prompt.

B I U | E = = = Fomat ~| Font family |~  Font size -
h G @ E o = E | | = LEF@m OB AW
o | | Fe L S Y E | - QE s R =E 3 x|

Select the survey:

e Enter Question j
Text here

Enter the question alias. Enter alternate text for use in the reports. If blank, the actual question will be displayed.

Enter the sub-text. Enter informational or additional text to display below the question.

Show Database Filter Button
[] Check to show database filter button that will launch filter selection pop up to filter guestion item answers.

Select the database connection DSN: (add these in admin tools)
| StudicDReader v | Add Database DSM Connections

Enter the SQL. *The SQL must cantain two columne aliased as ItemValue and ItemP
ItemDisplay will be the value shown in the dropdown, ItemValue will be the answe Dynamic n most cases this

*Fax: SELECT Country AS ItemDisplay, Country AS ItemValue FROM Countries Q
ue
The SQL can contain a piping token, for example: WHERE (dbn.mvTable.mv’_;/=.:~ ry
In the above example the piping token "###442#£2" would be replagel with the item answer value ot item 442 in your survey
databaze.

select top 5 title as ItemDisplay, title as ItemValue from sur survey

A

o0 Note: This is only for SQL database lookups, this is covered in the Power User
Class.

¢ Choice - Database Dropdown (Populate from DB or Web service)
Entering your dynamic database query or web service returns rows for dropdown box.
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1. Select Country:

—-None-— v
--None-- -
Afghanistan, Islamic State of I
Albania

American Samoa

Andorra, Principality of Done
Angola

Anguilla

Antarctica

Antigua and Barbuda
Argentina

Armenia

Aruba

Australia

Austria

Azerbaidjan
Bahamas

Bahrain

Bangladesh
Barbados

[ =

Enter the question alias. Enter alternate text for use in the reports. If blank, the actual question will be displayed.

Select the web service \ P
Enter the sub-text. Enter inform token in this box as the lm question.

source from populating
data.

® External Web Service/APT Select the 3rd party | .eb Service/APT: (add these in admin tools)
| country v | Add Web Service Tokens

Enter Arguments (if any) for the Web Service/API call. Enter Arguments, if any, in the format required by the third party web servicey
ex: 123,456 or "Jane Doe","Acme”

The arguments can contain piping tokens, for example: ##£442% %% #££443 842
In the above example the piping token "###442# %" would be replaced with the item answer value of item 442 in your survey bef

) External Database Select the database connection DSN: (add these in admin tools)
|--Select Database DSN Connection (set up in admin tools)-- ¥ | Add Database DSN Connections

Enter the SQL. *The SQL must contain two columns aliased as ItemValue and ItemDisplay.
ItemDisplay will be the value shown in the dropdown, ItemValue will be the answer recorded in the database. In most cases this will |
Fpyw' SFI FCT Countrv AS TtemDisnlav. Country AS TremWalue FROM Conntries

= Note: This is only for SQL database lookups, this is covered in the Power
User Class.

e Choice — Database Options
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Entering your dynamic database query returns rows for radio buttons.

» Note: This is only for SQL database lookups or populating from web
service, this is covered in the Power User Class.

e Choice - Multiple Answers (Checkboxes)

Respondent can select multiple boxes, and optionally you can display an open ended
textbox or comments box, or file upload for the “other” option. Points can be
assigned to answer options.

1. Example of Choice - Multiple Answers (Checkboxes) Question Type.
Please select each College Class that you took in 2013:
[Ienglish 1
[JEnglish 2
[Ienglish 3
[ composition
[T1ournalism
DOther, please specify

e Choice - One Answer (Dropdown)
Respondent can only select one answer. Points can be assigned to answer options.

2. Example of Choice - One Answer (Dropdown) Question Type
Please select how hard the last semester was for you:

¢ Choice - One Answer (Option Buttons) (“Likert Scale™)
Respondent can only select one answer. Points can be assigned to answer options.

3. Example of "Choice - One Answer (Option Buttons) Question Type. This is typically used as a "LIKERT SCALE".

) Strongly Agree ) Agres ) Neutral ) Disagree () strongly Disagree

4. Example of "Choice - One Answer (Option Buttons) Question Type. This is typically used as a "LIKERT SCALE".
() Strongly Agree

JAgree

I Meutral

) Disagree

_)Strongly Disagree

e Choice —Icons
Respondent can only select one answer. Points can be assigned to answer options.
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3. Pick your favorite car
dmPosrche
dmCorvette
b Mercedes

e Choice - True/False
Respondent can only select one answer. If you need points assigned, use the choice
dropdown and enter “true” and “false” as the options instead of this question type.

5. Example of "Choice - True/False” Question Type.
The sky is blue.

Select whether you think this statement is true or false.

6. Example of "Choice - Trug/False” Question Type.
The sky is blue.

Select whether you think this statement is true or false.

) True
CIFalse

e Choice - Yes/No
Respondent can only select one answer. If you need points assigned, use the choice
dropdown and enter “yes” and “no” as the options instead of this question type.

7. Example of "Choice - Yes/No" Question Type.
Is the sky blue?

8. Example of "Choice - Yes/No" Question Type.
Is the sky blue?

Cives O No

e Matrix - Dynamic Row
By default only the first row shows. Respondent clicks the green plus icon to add
additional rows, or the red minus icon to remove rows.
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4. Example of "Matrix - Dynamic Row" Question Type.

Address Phone Office Manager
Office 1 | | | - [Mr_Smith v
© office 2 | | | - [Mrsmith v o

Column types are: Choice — One Answer (Dropdown), Choice — True/False, Choice —
Yes/No, Open Ended — Date, Open Ended — Number, Open Ended — One Line, File
Upload.
v semicolon ";".
-- Please Select - v
e

Choice - One Answer (Dropdown)

i e mm e i e i

L

Chuoice - True/False

Choice - Yes/MNo

1L IL L

Open Ended - Date
Open Ended - Number

5

—| Open Ended - One Line
File Upload

e Matrix - Multiple Answers per Row (Checkboxes)
Respondent can select multiple boxes in each row and column. Row text can by
dynamically displayed.

10. Example of "Matrix - Multiple Answers per Row (Checkboxes) Question Type.

S;r;)rﬂi? Agree MNeutral Disagree s:::; ?{Ia:
Rowl 0 O = = -
Row2 [ - - - -
Row3 0 O = - -

e Matrix - Multiple Answers per Row (Text/Dropdown)
Multiple question types in each column. Row text can by dynamically displayed.

11. Example of "Matrix - Multiple Answers per Row (Text/Dropdown)
This question allows different guestion types in each column.

Class Date Semester Teacher
Row 1 |Math1 [MWF1 Fall | |
Row 2 | Math1 | MWF1 Fall | |
Row 3 |Math1 [MWF1 Fall | |
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Column types are: Choice — One Answer (Dropdown), Choice — True/False, Choice —
Yes/No, Open Ended — Date, Open Ended —Number, Open Ended — One Line, File
Upload.

i i e e e

v semicolon ";".

-- Please Select - ¥
] — Please Select —

Choice - One Answer (Dropdown)

L

Chuoice - True/False

Chuoice - Yes/MNo

1L IL L

Open Ended - Date
Open Ended - Number

5

——| Open Ended - One Line
File Upload

You can set the matrix column width for these column types as shown below.

Columns

Column headings and types. * Enter each of the column headings in the text boxes below and select column types. Enter dropdown values or min and max text
values in a next column. Separate values by semicolon ";".

For Icon Question Types Only:

Icon Class (the ex: fa fa-check fa-2x (choose any icons from http://fontawesome.github.io/Font-Awesome/icons/)

Icon Color Class (can be a different class for each column so each column can have separate hover colors, etc.)

Specify Colors in Survey Template C55

. Enter Column Name ||— Please Select -- v | | Alias: | | Icon Class: U Icon Color:
5 Enter Column Name ||— Please Select - v | Alias: | | Icon Class: m Icon Calor:

Column width. Enter the width, in pixels, of the columns (default 3001 Set column width here
| | N J
)

¢ Matrix - Multiple Answers per Row (Textboxes)
Optional to show row auto totals or column auto totals. Optionally can specify a total
value for rows or columns to validate against.

%2. Example of "Matrix - Multiple Answers per Row (Textboxes)

Job1 Job2 Job3 Job4 Job5
Row1 |5 RE RE | | | | 15 |
Row2 |5 | | | | | | | | 5 |
Row3 |5 | | | | | | | | 5 |
15 | 5 | 5 | | | | |

¢ Matrix - One Answer per Row (Option Buttons)
Respondent can only select one radio button per row. Rows can by dynamically
generated.
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13. Example of "Matrix - One Answer per Row (Option Buttons)

5;:')'3? Agree Neutral Disagree [5;:::3?;:
Rowl ] ] ] ] ]
Row?2 ] ] ] O ]
Row3 ] ] ] ] ]
¢ Matrix - Rating Scale (Numeric)
Respondent can select only one radio button per row.
{}. Example of "Matrix - Rating scale”
1 2 3 4 5
Rowl (] ] ] ] ]
Row?2 ] ] ] ] ]
Row3 (] ] ] ] ]
¢ Matrix Rating Scale Slider (Numeric)
Respondent can slide select one number value per row.

Save this code, which is required to update your response at a later time.

1. Rate the below from1 to 5 (1 is bad and 5 is good)
1 2 3 4 5

School Lunches Bad ﬁ— School Lunches Good
School Staff Bad + School Staff Good
School Facilities Bad + School Facilities Good

¢ Open Ended — Calculated
This question display a dynamically calculated number calculated from piping tokens
or formula that you type in, and displays it to the respondent.

{}?. Your body mass index is:
22 |

o Note: This is covered in the Power User Class.

¢ Open Ended — Captcha
The captcha question type prevents “robots” or “bots” from taking your public facing
surveys. By placing a captcha question on the first page, you can eliminate spam
responses.
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1. Example of "Captcha" guestion type.Please enter captcha characters in box to continue.

s
R A B B A A AL
L Y. 0 NSRS R Y
Sy ONE oy
I\ 28
PN NN b S

VBNV ERR RN e

¢ Open Ended - Comments Box
Respondent can enter or paste in unlimited text (specified by text data type in

database only limited by disk space). Optionally you can choose to display a rich text
box for the respondent instead of a plain text box.

Respondent can fill this question type with bar code reader/scanner.
Plain text view:

%5. Open Ended - Comments Box Example

Rich text view:

B I U & | = = = = Format ~ |Font family |~ Fontsize -
H | 373 " ¥ | |—C2|x.x'|ﬂm|ei|mm||§|

You can add a max length to your comment box to limit the length of a response to a
certain number of characters.

Maximum Length. Enter the maximum number of allowable characters for this answer.

¢ Open Ended - Constant Sum
A total is specified for the numbers on each row to add up to. If you need multiple
columns, use the matrix — text boxes with auto sum feature question instead.
hﬁ. Open Ended - Constant Sum

Rowl | |

Row2 | |

Row3 | |

e Open Ended — Date
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Optionally displays current date. Respondent can use the date picker, or
iphone/phone date selector (html5 is used depending on the browser/phone being
used by respondent). If you need alternate entry formats, use the open ended one
line question type instead.

{}5. Please enter the date of the training:

9112014 = -

¢ Open Ended — Number
For number entry of integers, decimals, currency, Euros. Select the number masking
format from the options, or leave blank for the default for any number format.
Respondent can fill this question type with bar code reader/scanner.

{}6. Example of "Open Ended - Number" Question Type.

sl

e Open Ended - Number Slider
Specify minimum and maximum number for the slider range and default value.

I}i?. Example of Open Ended - Number Slider

0o
R

¢ Open Ended - One Line
Specify default value (can use piping token from prior question to prepopulate). You
can also specify the field width and the maximum characters allowed for respondent
to enter.
Respondent can fill this question type with bar code reader/scanner.

L\\QS. Open Ended One line

¢ Open Ended - One or More Lines
Respondent can enter 255 characters per line. For longer text, use the comments box
question type.
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hg. Open Ended One or more Lines

Row1| |

Row2| |

Row3| |

e Open Ended — Ranking
Specify the starting and ending ranking numbers that the respondent must rank with.
[}20. Open Ended Ranking

Rank the items below, using numeric values starting with 1.

Rowl | |

Row2 | |

Row3 | |

o Predefined - User Registration
This question type actually creates a user in the survey system with a “user” role,
which can only take surveys. Users can see surveys they are editing, or were invited
to in the user workspace. Users can edit their contact information but cannot see any
other admin pages besides taking surveys. If the user is already logged in, the
question prepopulates with their information.

%1. Predefined User Registration

User Account Information

User Name |admin

Password* |

Reenter Password* |

Title |

First Name |Joe

Last Name |User

Email Address |Jerser@YnurCDmpany.cnm
Reenter Email Address |JDeUser@YnurCumpany.cnm

Other User Account Information
¢ Presentation — Heading
The heading is used to separate or organize the look and feel of the survey. The style
of the text is determined by the survey template that is specified on the survey
options page.
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Section 1: Work History

¢ Presentation - Horizontal Rule (HR)
The horizontal rule is a thin line that goes across the page of the survey separating

the questions.
Ine presentatlion message 1S Tar normal 51220 TeXt To

determined by the Survey Template that you have ck

Crrdimen 15 WATAasl e

¢ Presentation — HTML
This question type allows you to paste in any html to display to the respondent. For
example, you can paste in PayPal donate button, purchasing buttons/links, maps for
directions, youtube videos, dynamic content from other web sites, links to document
downloads, videos, or music.
To add HTML, click the blue “HTML” button in the rich text box to open the html

editor.

HTML
OPEN COMPLETE TOKEN REFERENCE FOR THIS SURVEY TN A NEW WINDO

Click Blue HTML buttonj

Uze the tokens from the above link in your HTML for text replacement.

Enter the HTML.* Use this field to enter any HTML and/or content. Text will be displayed usinj;tb;.b&?"_ Ld4gs you enter.
B T U e | E = = E Format + Fontfamily - |Fontsize -

K G E|=E | EE | i B 7 G m o B A-w-

= | |35 32 3 |fm ' ¥ | |— Q% x |2 =4 | 1 | | |B)]

¢ Presentation - Image or Video
Specify the web ready URL of your image or video, or upload using the upload button.
Specify the height and width of the image or video or leave blank to use the
image/videos actual height and width. The 508 text will show with mouse over and is
also used for the JAWS screen reader.
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| Presentation - Image or Video v | orL

| Spell Check Question Text

Spell Checker Help: If the box flashes and goes away, that means it
Current Dictionary: Enalish - International. 21 Dictionaries are instal

Upload Image

Choose File | Mo file chosen Upload

File Size:

Enter the Image Path
Enter the path to the image.* Use a full HTTP path, a relative path, ¢
Default upload location is "UploadedIimages” so the path would be lil

|http:ﬂmwv.classapps_cUr‘ru'assets;’imgflugu_png

Enter the 508 compliant Image ALT Text
Enter the ALT text for the image for 508 compliance. * Enter the tex

Options

Imaage,/Videa Type
PNG v
Image height. To change the height of the image, enter a value belc

Image width. To change the width of the imaage, enter a value below

Image alignment. Select the horizontal alignment for how the image
|Defau|t v |

cflalssapps

¢ Presentation — Message
The presentation message is used to separate or organize the look and feel of the
survey. The style of the text is determined by the survey template that is specified on
the survey options page.
= s 7

L]

The presentation message is for normal sized text to display inlineg with the survey. The style of this text is
determined by the Survey Template that you have chosen for the survey.

¢ Presentation - Sound (Full)
This has all of the sound controls to replay the sound file.
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00:00 - 00:00

¢ Presentation - Sound (One Time)
This only plays the sound one time and hides all of the other controls.

00:00 - 00:00

¢ Respondent File Upload
Respondent can upload one file at a time. For multiple files, use the matrix
text/dropdown or dynamic row matrix with the file upload column type.

{}3. Flease upload your resume.™

Select file to upload:
(click "Browse" button below to locate file)

File size restricted to: 4000 KB
File type restricted to: DOC,DOCX,PDF

Choose File | Mo file chosen

File Name: (limit 255 characters)

File Description: (limit 255 characters)

| |
Files Uploaded:

There are two display modes:
» Show “File Name” and “File Description” text boxes
» Hide “File Name” and “File Description” text boxes.
To change the setting choose “Yes” or “No” from the drop down box shown
below on the edit item page:
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Options

Accepted File Types
® ot Required. No File Type Restrictions. Respondent can skip this question without uploading a file.

@] Required. Restrict File Type to below checked file types. A file must be uploaded by respondent.

WAV .DOC .DOCX .DWG .DXF .GIF JPG .MP3 .MPEG
MOV .PDF PNG SWF WAV WMA MY KLS HKLEX
ZIP

-

Accepted file size limit

400 |kB Select "Yes" to show the file
name and file description text
boxes, and "No" to hide them.

File Storage Location

File System

Show File NarmZ and File Description Text Boxes for Respondent

WARNING! This survey has responses. To save the responses to this question and only edit the question text, keep this bo
item, you must un-check the box which will remove responses to only this item.

Save responses to this item. Check this box to save responses to this item.

Chaar in Tabla Raviowwr Sorvawe

The question with the textboxes hidden looks like so:
s

test

Page 1 of 2
[

1. test

Select file to upload:
(click "Browse" button below to locate file)

Fila size restricted to: 400 KB
File type restricted to: Mo file type restrictions.

Upload Successful for: TakeAGuidedTour gif

The question with the textboxes shown looks like so:
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7

test

Page 2 of 2

2. test with filename
Select file to upload:
{click "Browse" button below to locate file)

File size restricted to: 4000 KB
File type restricted to: No file type restrictions.

File Mame: (limit 255 characters)

File Description: (limit 255 characters)

Files Uploaded:

¢ TOUCH - Clickable Image Maps
Specify an image and define your own click regions for use with kiosks and touch
screens. The value from the click region is stored as the survey answer and displays

in the box below the image.

Define Image Maps
Add a image map to the selected image by selecting the Rectangle or C
chape image maps. The Custom Shape button is used for circles, triang

You can edit 8 custom map by clicking on one of the plotted points or a
Each time you add an image map, you can define the text label descrip

the hotspot, to be used in the text only export and reports as the respo
edit them in the textbox below and remember to click save.

@ @ & zoom:[100% - Output:| Standard imagemap ¥ |Fill:Outl

o' [rectengle ¥ |Coords: [228.128,201 3Href: [favasziptveiao)alt: [o
1\9| rectangle ¥ |CDDr|:|S: [ [Href: [javasciptvoidojalt: [1

CLICK ON IMAGE FOR FIRST POINT, THEN MOWE MOUSE TO DEFINE IM
Ready

Y
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On the survey the boxes, circles or polygons are hidden, but if a respondent clicks
there, the text associated with the area automaticaly populates the text box below.

Left Shoulder,

e TOUCH - Number Slider
The number slider shows in html 5 if an iphone, kiosk, ipad or touchscreen is being
used.

2. Touch number slider.
ml
0 o |

¢ TOUCH — Single Choice Buttons
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Specify answer text, and answer option text. The answer option text will appear on
the buttons. This question type works in phones, kiosks, ipads, and works with touch

enabled devices (finger touch, pen, cursor, or mouse)
[No Title Entered]

| edit page properties | insert page condiion || copypage ||  deletepage |

1. Today is Halloween. How significant do you feel this holiday is? insert
insert
iy

cond.

edit
-
copy |
move |
T -

Insignificant
Very Insignificant

When an item is selected, the button highlights. Even when clicking the back button it
will highlight what was chose prior. Below is how this looks on a survey:

1. Today is Halloween. How significant do you feel this holiday is?

Very Significant
Significant

Insignificant
Very Insignificant
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Modify Survey

The Modify Survey page is displayed with the survey title and the first question.

] (Optional) Click Edit Page Properties to add a
| Mﬂdlfy SUI’VE}" Y Page Title or Page Introduction.

This survey is currently LOCKED for editing by Kim Rant. It will beco
30 minutes has passed with ro activity. Click here to unlock and exit

For instance, this page shows the first page
Excel Skills Assessment | =9t | with a Page Introduction and no Page Title.

Click on the "Mew Pg" button to add a new iterm on a new first page

[Mo Title Entered]

This skills assessment will be used to determine the level g€ xperience vou have with the software so that you mav be placed

in the appropriate training class questions,
| edit page properties | copy page || delete page |

1. What version of Excel are you using?* insert
@ Excel 2003 @ Excel 2007 | edit |
| delete |
_copy |

move

pipe

Click on the "Insert" button to add an itern here, insert
Click on the "Mew Pg" button to add an itern here on a new page. —

|| Close || || Done ||
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Insert a New Question on a New Page

Your survey can contain an unlimited number of questions distributed amongst any
number of pages. You can also copy existing items and then edit them.

| Mudify SI..II""»"IE}.‘r ! PAGE CONDITIONS | DOME | PREYIEW | PRINT |

This survey is currently LOCKED for editing by Kim Rant. It will become { O [ RN TR Rl Ae V= d{er 8
30 nvinutes has passed with no activity. Click here o unfock arnd exit the

Click New Pg to insert a new page.
Excel Skills Assessment | =t |

Click an the "Mew Pg" button to add a new item an a new first page.

[Mo Title Entered]

This skills assessment will be used to determine the level of experience you have
in the appropriate training class{es), Please complete all questions.,

| edit page properties | | copy page || delete page |

with the software so that you mig

1. wWhat version of Excel are you using?*

(0 Excel 2003 @) Excel 2007

Click on the "Insert" button to add an itern here. insert
Click on the "Mew Pg" button to add an itern here on a new page. =

|| Close ” || Done ||

Click Edit to edit an existing question.

Click Delete if you decide that you don’t want this question anymore.

Click Copy to copy the question, then you can edit it to save time.

Click Move to change the order of the question.

Click Pipe if you’d like to display the question answer in the text of questions on subsequent pages
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Add Page Conditions

Before you begin...remember this:

Plan ahead and insert all of your pages and questions first

Page conditions cannot be set for Page 1

There's a Page Conditions button for each page that you insert after Page 1

You are setting the page conditions on the page that you want displayed. Essentially you are saying

"only display this page if the following conditions are met".

In the following example the scenario is this:

On page 1 there's a question "What is your favorite color?"

On page 2 are the questions for people who answered Red

On page 3 are the questions for people who answered Yellow

On page 4 are more questions for everyone

The end of the survey is just the page that says "Thank you for completing this survey...."

Click an the "Mew Pg" button to add an itern here on a new page.

[Mo Title Entered]

1. what is vour favorite colore™
hiue
Dgreen
Dyellow
Click on the "Insert” button to add an itern here. Page 2' SetS the Conditions for Red.

2. why is red your favorite colar?®

Click on the "Insert" button to add an itermn here.
Click on the "Mew Pg" button to add an itern here on a new page.

[MNo Title Entered]

| edit page properties | | edit page conditions | | remowe page break | | copy page

Page 3- Sets the conditions for Yellow.

3. why is yellow your favorite colarz?®

Click on the "Insert” button to add an itermn here.
Click on the "Mew Pg" button to add an item here on a8 new page.

Page 30 of 62

classapps

an Atomic Design, LLC Company
© Copyright 2008 Atomic Design, LLC. All rights reserved.



1
classapps

Click the Page Conditions button for page 2 (Red):

Edit Page Condition

Manage Page Conditions * = Required

Page 2 of 'Test Matrix Questions' survey,
Existing Page Conditions

Page conditions in the same group are evaluated together with an AND operator, Each group is evaluated with other groups
using an OR operator. To evaluate all page conditions, use a single group number.

Group Question Qperator Answer Skip To Actions

1 what is your favorite color? = red

Mo
skips | NEEEN [EEEE

nsert a Fage Londicion

Create a page condition by selecting a question frorm a prior page, and then specifying th

ol answer in the form
below, Mote that the Provided and Did Mot Provide operators do not require an an

(2) Next, click the Save button and
Question:* ‘What is wour fasorite color? (Page 1 . .
: Y (Page 1) | it places the condition here. Then
Operator:™ Equal To v . .
just click Done. (You can save more
Answer:® |red Vl - .
than one condition for this page)
Group: |GrDup'| Vl
skip ta: [ Mo Skips |
Mote: Skip to End)of survey means it skips to the completion page of the survey, so that completion logic can execute,

| oone | see |

(1) First, select the conditions here. This
is determining to “only display this

page if the person’s answer to this
question equals this.”

You can repeat the same process for Page 3, by selecting Page Conditions and editing and saving like Page
2 in the example above. If those are all of the answers that need conditions, then don't set any Page
Conditions for Page 4 so everyone will automatically be taken to that page.
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Question Conditions

Question conditions hide or show one or more extra text box entries inside of a particular question.
The extra text boxes are triggered by a specific answer option being selected, that you choose.

Click the “insert cond.” button to the right of the question that you want to add conditional text
boxes to.

matrix text in numbers _ =% |

Click on the "New Pg" button to add a new item on a new first page. new pg

[No Title Entered]

insert |
| cond.
delete

{} 1. Question condition example
() Strongly Agree

() Agree

() Neutral

() Disagree copy |

() Strongly Disagres move
pipe

You can add multiple question conditions to a single question.
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¥ Question Conditions

Please select the choice(s) that will trigger the conditional questions.

Question condition example

Trigger conditions on

Strongly Agree
Agree
Neutral

Disagree

O00® o

Strongly Disagree

'

Conditional Question(s)

Enter the text of the conditional question and then select "Save”.

|Wh|_.r did you click "agree"?

Enter the width for the text box (Example values: 100px or 100%)

200| ® s

Back

ol

N

1. Question condition example

@] Strongly Agree
O] Agree

) Neutral

) Disagree

@] Strongly Disagree

Why did you click "agree"?

If the selection is not selected, the conditional text box does not appear:
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1. Question condition example
) Strongly Agree
O Agree
® Neutral
@] Disagree
() strongly Disagree

2. matrix text box

Hide/Show on Same Page Question Conditions

To hide or show a question in the same page with a triggering question, click to insert a hide/show
question.

{}1. Do you work in Kansas City?

-Moneg- ¥

Click "hide cond.” 1

: : button
1}2. Select Kansas City locations where you have worked: ’

[ Office &
[ office B
[ office C
[ office D
[ | office E

Then select the triggering question and answer that will cause this question to appear, or disappear
dynamically on this page without a postback.
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If condition is met, question will SHOW. If condition is not met, question will HIDE.

Question hide conditions in the same group are evaluated together with an AND operator. Each group is evaluated with other groups using an OR op
evaluate all hide question hide conditions, use a single group number.

Edit HideltemID Group Question or Token Operator Answer Row Conditic
edit 455 1 Do you work in Kansas City? = Yes

Insert a question hide condition

Create a question hide condition by selecting a question from prior in the survey, and then specifying the cperator and answer in the form below. No
Provided and Did Not Provide operators do not require an answer.

Edit Question Hide Condition

Edit the existing question hide condition by selecting a question from prier in the survey, Select tnggenng d answer in the form be
Create Question Hide Condition based on Question Answer OR Token quesuon
Hidden Field data, Email List Data, User Data, all Non-Question Toke.. + show up if you have point:
Token: | Mo Token Ll
OR
Question: | Do you work in Kansas City? (Page 1) Select tnggenng
Note: Keep in mind that only questions prior to this QUEW answer or hide.
Operator:* | Equal To v |
Answer:™ |YES M |
Row: (matrix only) | - |
Group: |Gr0up1 v |

If a hide condition exists for a question on the survey, in design mode the button will be
highlighted in yellow as shown below.

{}1. Do you work in Kansas City?

-Moneg-—- *

f

a
4]
=
=8

If a hide condition
exists, the button will
be highlighted in

i

{}2. Select Kansas City locations where you have worked: yeuow' insert
[ Office A L"'::c'l'f |
] office B H‘: |

[ office C LoRe

edit
|_] office D |—|
: | delete |

[ Office E

| copy |
| move |
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Preview Your Survey

Click Preview to see how the survey will actually appear to the users.

Surveys Libraries Templates Email Lists Reports

il

! PAGE CONDITIONS | DONE | PREVIEW

Alternatively, click the link of the survey name in the survey list page.

Workspace Surveys Touch Libraries Te

s

Manage Surveys .-
7 Click link to preview survey.

|Br;*|‘|'5§ =[5 Clear responses to continue to
L) L design survey.

Set Default Folder on User Preference Page

Manage Status Title {click to preview) Date Created Design Options L
close Open CQuestion Type Demo 09/01/2014 _f @
close Open test 08/25/2014 j @

| rlrea | Mman tact aftar camiribe chamnas nafa1imnia - [
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Set Survey Options

Before you deploy your survey you must select the Survey Options. These include:
General Tab:

o Change the Status from open to close

o Set the Start/End Date

. Indicate survey Owners (If you make someone else an owner of your survey they can edit
and delete it )

. Security: Restricted to Owners or Public
Language

o Admin Email for “From” emails for survey completion emails.

Display Tab:

. Choose Template for survey design layout

. Choose Navigation buttons

° Numbering options

Access Tab:

° Choose the Respondent Access Level - Do you want to require that the respondent log in
or do you want to allow anonymous access? Do you want the person to be able to respond
only once or can they respond more than once? Do you want to allow someone to return to
an incomplete survey so that they can finish it?

Choose whether to show this survey in the user workspace.

Survey restrictions by user, group or IP address

Max responses for all users/Max responses per user

Timed surveys

Completion Tab:
° Set the Completion Action and Completion Message/URL
° Indicate who to send the Responses to

ActivelLogic Tab:

° Configure ActivelLogic completion workflow
Report Tab:

° Report format (bar/pie default)

. Alias text display option

Advanced Tab:

o Hidden Fields
o Dynamic Tokens
. Survey Review

Validation Tab:
. Automatic test/fix for reporting issues
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o Soft and Hard validation
0 Soft — warns user before continuing
o Hard — Doesn’t let user advance until completed
From the modify survey page you can click “OPTIONS” button to get to the survey options page.

SelectSurvey.NET Skip Navigation | Logout | My Account | Admin Tools

-
Click

"OPTIONS" Workspace Surveys

-~

| Modify Survey { OPTIONS { PRINT | CLOSE | PREVIEW | PAGE CONDITION LIST | IMPORT | 360 QUESTION GROUPS

Or, you can get to the Survey Options page by clicking the Edit button next to the survey title
when you are in Design mode.

| Modify Survey { PAGE CONDITIONS | DONE | PREVIEW | PRIN

This suriey is currently LOCKED for editing by Joe User, It will become avalizble affer they unlock it or after 30 minutes has
passed with no gctivity, Clhick here o unlock snd exit the survey

Test Matrix Questiorfs | gt |

Click on the "New Pg" buttan to add a new itern on a new first page.

[No Title Entered]

Or by clicking the Options button on the Manage Surveys page.

Surveys Libraries Templates Email Lists Reports
e
Manage Surveys { CREATE NEW SURVEY
Manage  Status Title (click to preview Date CreatedDesigrOptionsPeploy Analyze Delete Cle
| dose | open test s nz/zaizotn _g [ ﬁ Lall 1 ] @
| epen | Design Testingl23 0242372010 _5’ @ ﬁ |Lll i ]ﬂ]
[dose | open Ernst ozizaznte o | €5 |usa Lol 0 1]

The survey options page contains all of the settings for this survey.
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General | Display

Access Completion ActivelLogic Report Advanced Validation

Title* |Questicm Type Demo |
Status Status Definitions:

Master: Only admins can edit, owners can create surveys from the master survey.

Design: Survey cannot be previewed or taken because it has not been launched.

Open: Survey is apen and it can be previewed and deployed.

Closed: Survey is closed it cannot be previewed or responded to.

Archived: Survey iz archived, cannot delete until unarchived.

| Open y |
Language |Eng|i5h (Standard) r |
Owners* Enter the usernames for all owners of this survey. Separate each name with a semi-colon, and make sure

User Group Owners:

Survey Security:

Admin Email*

Date Created

Time Zone
Start Date Time

End Date Time
{leave blank for none)

Date Launched

Responses

that your username is in the list.

|a|:|mir1; |

Enter the User Group names who are owners of this survey. Separate sach name with & semi-colon.

Default- restricted to cwners
| Restricted to Owners v

Enter ONLY ONE email address that will be used as the "FROM address" for the administrator of the
application.

|scott@studiodmudels. com

Central Standard Time  Click here to Set Time Zone

| (01/01/2010 or 01/01/2010 22:00:00)
| (01/01/2010 or 01/01/2010 22:00:00)

|UB.|’01:’2014 12:00:25

|lﬂfﬂlx’2014 12:00:25
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Deploy Your Survey

One way to send your survey to a group is to paste the URL in an email to them. If your survey is
open to anyone, you can allow anonymous access (no log in required).

Click Deploy and copy the URL assigned to the survey (you’ll notice the Survey ID within the
URL)

You can also use import an email list and send through the system. If you would like to do this,
after selecting Deploy, select Email Lists and you can import or create a list to deploy to. This
function will also let you set options to track completions and edit the email message.

You can also use any 3™ party email system to deploy the survey via the Email Lists page.

You can also deploy by SMS Text to yourself, and forward to a SMS Text list from your phone.

Note: Email Lists/Email List deployment are covered in the “Power User Training”
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Send Survey Invitations by Email

To Send Invitations via the SelectSurvey E mail List Utility Select the Use E mail List button below. Email
lists allow you to =end a dynamic link to the Survey that offers you the ability to use Data Piping to insert
any of the e mail list data into the survey. If instead you need to deploy a static link via web page, pop up,
or want to use your desktop & mail program use the link below based on purpose.

Email Lists

Did my survey ID change? specify custom

Specify Custom Survey ID I k

Only letters and numbers are allowed. NO spaao-'_",_:—.::u-;;i-u in re allowed which could
potentially brealk the survey link.

12K1682 |

| Save Custom SurveylD

Email Link i o ) o .
To send a link to yvour survey via email, simply copy the link below and paste it into yvour email

nttp://l6.selectsurvey.net/scudiol/TakeSurvey.aspx ?furveyvID=12KI&E2

Web Page, Pop-up, or Email Links

Web Paﬂge Link ) ) . ) )
To embed a link to yvour survey in a web page, copy the link below and paste it into your web page in the desired

location. You can change the name of the link in the text below.

<a href="http://16.selectsurvey.net/studiol/TakeSurvey.aspx?SurveyID=12KI&E2">
Survey</a>

PopuB Survey Invitation Link ) o
To embed a link’in a web page that creates a popup to the survey, copy the link below and paste it into vour web page

in the desired location. You can change the name of the link in the text below.

<a target="_blank" href="http://16.selectsurvey.net/studicD/TakeSurvey.aspx?
SurveyID=12HI&Z2"> Survey </a>

SMS Text Message
Send the survey linkTvia SMS Text message. SMS text

Mobile Phone Number: = deployment

SMS Text Message:
http://1l6.selectsurvey.net/studioD/TakeSurvey.aspx?SurveyID=12KI6E2

| Send Text Message |

Deploy Tiny URLs
There is also a URL Rewriter feature at the bottom of the deploy page, where you can specify a
short/clean URL: (This is covered in the Power User Training)
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URL REWRITER
Create a clean short URL.

Example:

http://yoururl.com/ClientName

instead of:
http:/fyoururl.com/TakeSurvey.aspx?SurveylD=123
Existing Custom URLs for this Survey:

Route Mame Route URL Route Physical File Route Survey ID Delete

You do not currently have any URL routes.

URL Shortcut Path Text:
Mo spaces, empty values or special characters allowed, this will be used in the URL path. Example:
http:/fyoururl.com/ClientName

http:,l’fvoururl.com,'i | | Add URL Route
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Monitor the Responses

You can see the amount of responses on the Manage Surveys page.

Surveys Libraries  Templates Email Lists

e

Manage Surveys i CREATE NEW SURVEY
Manage  Status Title (click to preview Date CreatedDesign OptionsDeplay Delete Cle
|cose | open test s nzizzizown g o @
| epen | Design Testingl23 02232010 _5’ f:'i.' m
[cose | open Ernst vzzazotn _g” (8 b i

Click Analyze at any time to see an overview of the results:

Surveys Libraries Templates Email Lists Reports

e

| Results Overview { EXPORT DATA | INDIVIDUAL RESPONSES | PRINT OVERVIEW|

MA's survey

Respondents: 2 displayed, # total Status: Closed
Launched Date: nz/18/2010 Closed Date: nz/z1/z010
Display: | Display all pages and questions V| || Manage Filters || 0 filkers

Active Report Filters: Mone Active, Share Results Disabled

1. which of the following cuisines do you prefer?

Response Response Paints v

Total Percent
Italian 1 50% n/a na
Chinese ] 0% n/'a né'a
Mid Eastern 1 50% nia nda
British i 0% nia nda
Tatal Respondents 2
2. Please rate the following
WG G P VP Response Point A
{3 Points) (2 Points) {1 Points) (0 Paints) Total ints va
Cleanliness 100% (2){apts) 0% (03{0pts) 0% (03{0pts) 0% (0)(0pts) z [ ki
Haspitality S0% (1){3pts)  50% (13(Zpts) 0% (03(0pts) 0% (03{0pts) 7 5 7.5
Location S0% (1)(3pts) 0% (03{0pts) 0% (0){0pts) 50% (1)(0pts) z 3 1.5
Total Respondents z
Paint Average 7
Foint weighted Average 2.33

Clicking the button below PERMANENTLY deletes all responses for the survey.
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—
MMY“S \P\-‘—\-./'\“\Nv CR SUR SORVEY
Browse Survey Folders Search/Filter: (search title and owner fields)
| -All Surveys— v |[90] ‘
Set Default Folder on User Preference Page
c . . . Comp/ .
Manage Status Title (click to preview Date Created Design Optiens Deploy Analyze Total Incomp. Archive D Clear
—
close Open validation focus 06/02/2016 ./ @ o W s /3 MW il o
—
open Design Activelogic WorkFlow 06/02/2016 .’ @ ! |.||| 0 0/0 [~ ] m

Print or Export Data

Click Print Overview to print the Results overview.

Click Individual Responses to scroll through each individual response. You can also print individual

responses.
Surveys Libraries  Templates Email Lists Reports
-
| Results Overview ! EXPORT DATA | INDIVIDUAL RESPONSES | PRINT OVERVIEW
MA's survey
Respondents: Z displayed, Z total Status: Closed
Launched Date: nz/1gs/2010 Closed Date: nzfz1/z010
Display: Display all pages and questiong V| || Manage Filters || 0 filters
Active Report Filters: Mone Active. Share Results Disabled
1. which of the following cuisines do you prefer?
Response Response .
Total Percent Foints g
Italian 1 50% nia nda
Chinese i 0% nia nda
Mid Eastern 1 50% n/a na
British il 0% nfa nda
Total Respondents hed
2. Please rate the following
WG ] F VP Response Point &
{3 Points) (2 Points) {1 Points) (0 Points) Total aints ¥
Cleanliness 100% (2} 6pts) 0% (03{0pts) 0% (0){0pts) 0% (0)(0pts) z 3 3
Hospitality 0% (1){3pts) 0% (1) 2pts) 0% (0){0pts) 0% (0 0pts) 2 S 2.5
Lacation S0% (13{3pts) 0% (03{0pts) 0% (03{0pts) S0% (1)(0pts) z 3 1.5
Total Respondents 2
Foint Average 7
Paint Weighted Average 2.33
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Click Export Data to export the data to CSV (Excel) or XML format.

Choose the Export Format, Data Format and Response/User Data
If this is a “scored” survey you can include the sum and point values

Click Export

[@8 Export Data

Export Data for Survey "validation focus’

& page exports dat

Export Enceding

Multi-Answer Deliniter

Report Filters

Hxpart Farmat

i €3 (fxcal) o Xh format for the selectad survay. Standard question snd snwwer duts it ahusys expurted for ench repart. T export,
lnvl select an expart format. Next, select a data format. Then, helds o te

and/or user d
| Western European (Windows) 7 |
[SEMICOLON () = |

Gnly npolies to rn itiple answers

side one column. {User Responses Only) Example:
.

0 filters
Actrve Report Filters: None Active.

‘= sV (Excel)- Export data to C5V (Excel) Format. This allows for easy opening and editing using Microsoft Excel.

0 MML: Export data ke XML Thes format s

wsed by data such a3 Crystal Keelows.

- Export TEXT ANSWERS GNLY {apen ended comments box anly) bo text farmat, with ane bext answer per row ordered by question ardes with ne other
infarmation (all sther aptions will be ignored). This format is for copying text comments inte & werd doc report.

Data Format

® User Responses- Export each uter's Feponse At & row, with one calumn per question.

~ Show [No Answer Entered] instead of blank. (User Responses anly)

~ Individual Responses- Export sach answer a5 a row, with multiple rows for mulbselect questions.

'~ SPSS Format Extended- Export cach response as row, one column per possible answer to each queshion.

. SPSS Format Condensed- Condensed single aption answers, selected options as "1 or 0%,

Mote: I respondent clases browaer withe

<o Date Cxport Options

2d) will expart as
s Select Response
Details for Export y

P

<! Username

) pate completed

O senrrs Fur Assigned Points

[ Time Started

B Guestion Canditions

1P address 1 Date Started

L Time Completed L camplation Status

[ add Sum Teral Column of Paints per Respanse (all exports except Individual Responses)

Score Survey Results —

with Assigned Points

| Export Assigned Point Values Instead of Text Answers (all exports except Individual Responses)

a il

Ouze e

! First Name
C company
) Custom Data 1
5 Custom Data 4
L custam Data 7
1 custom Data 10
| Department
- Postal/Zip Code
1 country

5 Fax

gt Qutions
3 Emait First Name
L Custom Data 1
L Custam Dats 4
| Custom Data 7

I Custom Data 10

1 Last Hame

L Current Position
I Customn Data 2
) custom Data 5
[ Custarm Data 8
1 Titte

L address 1

L ity iPravince

Buginezs Phone 1

Maobile Phone

] Email Last Name
) custam Data 2
EJ Custam Dats &

1 Custom Data &

5 email address
El rocanon

I Custern Dats 3
17 Custem Cata &
L custam Data 9

I cempany Head

1 address z/‘

I state

) Buginess Fhone 3

51 Email List Address

& custorn Data 3

Cugtom Dats &

51 Custom Data &

Select User Data for Export

Select Email Items for

Export

J

Dridden Field Data Export Options

L tnclude all hiddon fielda mn the cxported data

L include unique

b=}

I Include Survey 1D

 page 13 a1

3 (page 1) a2

——

Select Hidden Fields for Export

Select Question ltems far
Export

7

I (Page 1) set page conditien random order
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Reports

SelectSurvey provides several report generators on the Reports Menu, giving you an ability to
generate a number of standard and custom reports, including:

» all surveys taken by a particular user or response id
» summary of all responses for a survey
* the ability to:
o toggle through each response to a survey
select which questions you want to display on the report
analyze trends by comparing two different surveys
combine multiple surveys for combined results on one report
create your own custom reports
export data to CSV or XML in several different export configuration formats
automatically populate an uploaded PDF with acro fields

O 0O O 0O 0O

You can use a number of available options to create a report to suit your needs.

Getting to Reports Menu

» Click Reports (access from any page)

B Reports Menu

Reports Menu

User/Respondent Reports

Respondent Anslysis Reports Wiew Responss By Responss [0

Select a user name, then view all surveys the user responded to. Thes report will show all contact and demegraphic data for this user, and
Ik b this user's indnidual respenses, which can be printed. Group responsss can ba exparted from the Survey Overview reports below
on the export data page.

Survey Reports

Sprvey Dvarview, Individua] Responses Beporis, Dala Exoar

Select & survey name, then view cummulatve responses: and response tolals related to that survey. Also bnks to indnndual responses
TEpOTt. YOu May 350 EXpOM MESpOnSes.

Custom Reports

Custom Heperis Frec-Form Reparts

Custem Reparts: Selact which question items ta indude in the report, and other repart optians. This report allows you to indude indnadual
tEt rESpONGES iNGD AN CVarview repodt with vanous formats to choose from.

Frae-Form Feports: 100% custamzable, paste in your heml reper with the text replacernent takens for & custom report design,

Multi-Survey Reports

Mubti-Strvey Resulls Ovarview Ropor

Select multiple surveys for comisned results on one Results Overview repart,
Multi- Syrvey Roporis

$:I:d muftiple survey namies, then view them in companson o see trending, response totals, completion rates and demographics over
hime,

¢ Reports Menu opens listing the following options:
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0 User/Respondent Reports
» Respondent Analysis Reports
* View Response By Response ID
0 Survey Reports
= Survey Overview
» Individual Responses Reports
= Data Export
o Custom Reports
= Custom Reports
=  Free-Form Reports
0 Multi-Survey Reports
0 Multi-Survey Results
o Overview Report
e Select required option and follow prompts.

custom Reports

Custom reports to create, save and email Custom Reports, limit reporting to specific questions and
report filters and lets you specify graph type for each question. They also allow you to view all text
responses on the same report, unlike the overview report summary, where you have to drill down

to see text responses.

Custom reports also have html and PDF view/print options (2.0 .net framework or greater). You
can save and edit custom report configurations and share the results with others. If you intend to
share the results with others you must enable this feature first and then create a report share list.

Step 1 — Create the report

1. Click Create New Custom Report button to open Report Configurator

SelactSurvey. NET

ri Custom Reports

£ P rale ko ” Share” o ek
“Repart Share™ role from the drop dewn box. The email address
in email address, sncoe both must match n arder to veew the

Aciess Types: "L = Login Required [Repart share login fole of fagher], "4 = Anompmicus
Reports are filtered by: ALL Surveys

Dalats R gpaort Ny AL e Edit Raport Sharng

] | enabde |

] 3010 Cuality Manposrs Foopm Contultation (0] 208

[Comswae | &

N\
'.!DEIE
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2. Select the survey from available surveys
3. Enter a name for the report (you can have multiple reports based on the same survey)
4. Click Save

SelectSurvey.NET

D

Surveys  Libraries Tmmﬂq—l Reports

ri Report Configurator
Custom Report Configurator
Step 1 - Select Survey

Salect survey to include n report

| Applications Development Satisfaction Evaluation (Z0/05:2010) b

Sawe Custom Report Name:

Saved repons will show on custom reports page.

[AppDevEatisfactior]

5. Select ALL options from Custom Report Configurator for selected report
0 Access Type
0 Anonymous or Login

Login Required (Report Share Login or higher)

6. Add report Introduction (your own text which will appear above the other data)

Use tha balow to anter yaur awn tast which will appesr sbhove the othar data, dick the "T" button in the menu for availabis bext replscamant
tokens,

B F U E¥T3E N rFomst * Fontfamly = Fontse =
ABR@R(=i=|EEa LE FJE@gm | oo A2
o | 2| Ay |— [l % = |2 = |dh| s v | o

Step 2 - Select and format question items to include in report

1. Select questions to display on your report (you can select one or more questions)
2. Set the format for each selected question.
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|:] Eage Question Item Format

Thank you for the time you are taking to complete the
Applications Development Client Support Satisfaction
Survey! We value your honest opinions regarding our work.
e first few questions deal with the handling of your recent

Select one or ject/service support request. You will then have the
more guestions dlportunity to comment on your overall Apphcations
to i;!‘lsph'y Lfvelopment expenience.
= Jlase note: If you would prefer to speak directly with & a

NV

Services Manager, on 4924 6433,

ut your experience with our applications developme; Select requi red format
please cail Cathy Hugo, Research & Performance Suppd {pie, bar, or text only
Y . ;

Thank you!

M 2 Project/Service Title
Il 2 Project/Service Start Date
M 2 Project/Service End Date
i - Applications Developer
[+ 2 Service Team

Please provide a short desd
[« 2 responsibilities and/or roles

fulfilled for your team.

Please rate your satisfaction with the delivery of completed
“###BEIATHRR" project/service on each of the following.

il

How satisfied are you with the:
[+ 3 The wark performed Pig Chat
[¥ 3 The project/service results
[+ 3 Explanations of technical subject matter !F'ie Chart V]
T The wntten matenals provided (contracts, documentation,

Step 3 - Select report properties

Show

Indreidual

Teaxt

Responses

Mves
Flves
M¥es
Mlves

Yes

Mves

You can include number of addition properties with the report. Available information depends on
survey set up. For example, you will not be able to view IP Address, Username, or Email Address if

you ran the survey in forced Anonymous.
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Step 3 - Select report properties
Select the report properties to display in the report:

Point Display for Matrix:

Hide Matrix Columns far Points, Point Average, Hide Matrix Row for Paint We
Answer text (will still display row for Point Average)

[ Hide Point Columns/Rows

You can include
number of addition
properties with the
report

Survey Properties:
D Total Respondents D Launched Date
[ status [ pisplay Hiddan Fields

Response Properties:

D Usarnamea D 1P Address D Drate Started

[l Time started [ bats Complated [ Time Completad
User Properties:

CFirst Hame OLast Name CJemail Address
[ campany O current Position [ Location

Email List Properties:
L] Email First Name [JEmail Last Name [ Email List Address
O custem Data 1 [ custom Data 2 [ custom Data 3

Step 4 - Save report

Click Save button to save report.

Reports are filtered by: ALL Surveys

Dalsta i
| 2005 Quality Exposiron Registrabion
O 2010 ©

20872006

/132009

RN
B K

24082009

HEAp R E

o
LN

\

15/07/2010

NOTE: When you first create a new report it will be disabled for view until you manually enable it.
Make sure to click Enable button when you are ready to see and share results with others.

Step 5 - Run the report

Click on the name of the report you created under Report Name to see results (samples show

below)
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HNELHDSelectSurveyClientSatisfaction
Survey Title: HNELHD SelectSurvey Client Support Satisfaction Survey

Responses By Question Analysis:

NOTE: You can add your own text to custom reports which will appear above the other data.

1. When you needed support or information; did you usually?
Response Response

Total Percent
O Email 37 73%
@ Phone 34 67%
[ Meet in person 12 294%
[ Use the website 4 B%
0 Other, please 2 4%

specify
Total Respondents 51
(skipped this question)

use the help guide f ey
select

Used the help manual
extensively

2. Who dealt

Response Response
Total Percent

[ John Fejsa 43 86%

@ Stephen Collard 15 30%
Other, please

= specify = e

Total Respondents 50
(skipped this question) 34

Stephen told me to call John.
unsure

3. You were satisfied with the courtesy of the IT staff member contacted
Bar chart options Response Response , .
opt Total Percent Points Avg
Strongly Agree 35 71% nfa njfa
Agree 14 29% nfa njfa
Disagree ] 0% nfa njfa

Strongly
Disagree 0 0% nfa njfa

Total Respondents
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12. Do you have any additional comments about your experience or suggestions on how we
can improve?
Since having a lesson from John and his advice on how to fix a few things,

1 discovered that one of my colleagues had also had experience in using y
1. Select Survey and she sat with me for 30 minutes to assist with selecting
the guestions that I needed and the appropriate field for what I needed to Text
capture, responses
2. Very helpful.
3. No

Do you offer face to face training. Sometimes a one day face to face
4. training course is better served than reading the manuals which are a
little daunting.
This is a great resource. I think that it is perhaps now widely known about
5. through the area and it is of great benefit. Perhaps some more publicity
about it would be good.
Do you run classes in survey design?
6. We need a user friendly software as consumer feedback is vital, and much
research requires survey responses. SelectSurvey is not my first choice.
IT knowledge excellent, however support is limited by what the staff
member has on which could sometimes be frustrating. It would be good to
7. have someone help one on one as some of the issues are hard for a
casual user.
IT person's emails were sometimes very long and technical
John has always provided excellent service but there was a couple of
ssistan e w ay and no else coul

Step 6 — Share reports

You can share produced reports with your colleagues by using saved email lists.

1. Click Send button in Reports Menu to set up and send the email with selected report

Reports are liltered byt ALL Surveys

Calate Haget Mame Cate Crasted a .
O HHELHDSslpctyrvey ChentSaslaction e v A
O AppDevEatinfachon 12/11/2013 _.f A
o allisd Health Form 2003 ra A

2. Select Email List and apply any required filters

Page 52 of 62

III I

classapps

an Atomic Design, LLC Company

© Copyright 2008 Atomic Design, LLC. All rights reserved.



1
classapps

[i Email Custom Report

Step 1 of 2 -- Email Custom Report

Specty the email recipients by selecting an email list. You may optionally filter the email addresses in the selected email
list using the filter options bakow.

Select Email List

Select the email list to which the email message shoud be sent.
|~ Please Select -

Apply Filter

@ Send to all email addresses

O Send to email addresses that match: You may want to further

Active: Mo v filter the email addresses
in the list by only sending
il Add to recipients who match
specific criteria; for
example; only managers.

Custom Data 1:

S DU ) W —

|
|
Custam Data 2: |
|

Custom Data 3:

3. Click Continue button
4. Set up Message Details
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Email Custom Report

Step 2 of 2 -- Message Details

All fields marked with 5 red asterisk (") are required. You can personalize your email by including tokens in it, as
described below. When finished, dick the Send button to send the email to the designated recipients.

Custom Report: ® Link HTML

Email Subject:* | |

“From® Name: Enter the NAME that you want to show that the email is being sent from.

“From” Address:* Enter the email address that the email should appear to come from.

‘CC" Address{es): 1f desired, you may enter any email address{es) that should be ©C'ed for each email. Multiple amail
addresses should be separated by a semi-colon.

"BCC’ Address(es): If desired, you may enter any email address{es) that should be BCC'ed for each email. Multiple amail
addresses should be separated by a semi-colon.

Email Text:*

Enter the text of your email below. You may include the following tokens, each of which will be replaced, as noted, in the
actual amail:

sCustomRaportLink=s - The location of the link to the survey (required)

=FirstName= - The first name of the amail recipient

#LastNames - The last name of the recipient

#CustomDatals - The first custom data field

#CustomData2# - The second custom data field

#CustomData3= - The third custom data field

HTML EMAIL VERSION:
All emails have an html view and a plain text view (called alternate views), the recipient settings determine which is

displayead,

B I U & |F ¥ 3FBE Fomat ~ Fontfamly - Fontsize =

X DB @@ SIS =8« ‘| LEFom|Ho G A-2-
o | |t Ay | — e e Q=a @

Daar sFirgthamas,
Below is & link to the survey analysis data that you requested.

The link to the report is:
=CustemRaportlinks

Thanks in advance for your attention,
John

5. Click Send button to send the report to selected recipients.

|| Back || || Cancel ||

Send |

Note. Both HTML and plain text versions of the email will be available to each recipient (called
alternate views), the recipient computer will see the plain text version if HTML is disabled in their
email program, which is sometimes the case with antivirus/spam programs.

You can search for an email list by name using the search box shown below.
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@) Manage Email Lists { CREATE NEW EMAIL LIST

{ VIEW OPT OUTS | VIEW SCHEDULED EMAILS | MANAGE EMAIL TEMP

Search/Filter: (search Email List

Once you have sent an email to an email list, you can send a follow up email to that email list.

From the manage email list page, click the messages icon to view sent messages.

Default Email List Name Addresses Messages Edit Delete Import  Export Send
Mo Itech test 'u 1 I} @ .’ @ -ﬂ‘ Hf 'u

Then, from the Email Message List page, click the send follow up button.

o : o Response Sent Send < .
Sent Date Survey Name Email Subject Count Count Follow-Up Detailzs  Archive
1/5/2015 email data token test testing from 20 demo 3 1 @ [ ]

This brings up options for sending a follow up message, as seen below.

SelectSurvey.NET Skip Navigation | Logout | My Account | Admin Tools

|- Send Follow Up Message

Step 1 of 2 -- Select Statuses for Follow-Up Message

The subject of the original email message was 'testing from 20 demo'. Each recipient of the this email message has a status of Mo Response, Declined, or

Responded. ¥You can send a follow-up to the original recipients of this email message based on their current status. You must select at least one status from the list
below.

Select Statuses
Select at least one status from the list below.

! Write EID URLs to File - Does not send email, writes unique URLs to file. This will write the sent history to the
table for tracking with the EID link from a third party email program.

# No Response - Recipients who have not clicked on or responded to the original email message.
| rResponded - Recipients who have clicked on the link to the original email message.

"] Completed - Recipients who have completed the survey linked in the original email message.

] Declined - Recipients who responded by declining to take the survey.

] Exclude Opt-Outs - Exclude recipients who clicked to opt-out.

] Exclude In-Active Emails - Exclude emails that were de-activated after the original email was sent.

Cancel Continue
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by Send Follow up Message

Step 2 of 2 — Follow-Up Message Details

All fields marked with a red asterisk (*) are required. You can personalize your email by including tokens in it, as described below. When finished, click the Send button
to send the email to the designated recipients.

Survey Name: test

debug email list

Email List Name: This List was Last Sent on: 5/26/2016 5:01:37 PM With Email Subject: test

Pre-P late M H . . -
re-Fopulate Hessage O pefault O From Prior Email O From Email Template

Send Date: Enter the date and time that yvou want the follow up emails to be sent on.

06/09/2016 —| [Now ]
Email Subject:* |Enter the subject of email |
‘From' Name: Enter the NAME that vou want to show that the email is being sent from.

|Enter the NAME that you want to show that the email is being sent from. |

‘From’ Address:* Enter the email address that the email should appear to come from.
|Enter the EMAIL address that the email should appear to come from. |

E il Text:* .
mafl e ® ttml O Plain Text

Mote: Make sure you check both email boxes, both HTML and Plain Text are
always sent in multi-part mime, email client for recipient determines which
message is displayed.

File = Edit ~ Insert +  View « Format + Table ~ Tools

= |¢,° & r  FontFamiy ~ FontSizes ~

4
il
L

| ¢ A-H-B I |

('
(it
il
(It
i
a4

Dear #FirstNames#,

We are conducting a survey, and would appreciate yvour response.

The link to the survey is:

#5urveyLink#

If you do not wish to respond to this survey, please click on the link below to
decline:

#DeclineLink#

Thanks in advance for responding to the survey,

Joe Caleb

p

Debug your follow
up messages by
sending a test .

Mote. Both HTML and plain text ver-’ email ch recipient {called alternate views), the recipient computer will see the plain text version if
HTML is disabled in their email = — A"l antivirus/spam programs.

Send Test Email

[ show Token Help

|| Back || || Cancel || || Send ||

Free Form Reports

Free Form Reports are intended for 360 style aggregate score reporting. Typically an entire
graphical report from Word or Excel is pasted into the textbox, then the scored/aggregate numbers
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are replaced by the "Survey Score and Sum Response Tokens", or the "360 Tokens" from the menu
bar in the rich text box labelled "TOKENS". There are SCORE and SUM tokens for each cell of a
matrix or question type that has points assigned to it, so that you can take a single column/row
and aggregate those totals separately from the rest of the question. When the report is viewed, the
tokens are replaced by the real time numeric calculated data from the responses.

To access the 360 Reporting tokens, click the "TOKENS" button in the rich text box on the report
configuration page. Tokens available for question grouping and 360: Note that the 360 Question
Categories, GAMP, 1SO and Practice Levels must be set in the survey design for these tokens to
work. The question category, practice level, GAMP and ISO can be set on the edit item page or the
manage question categories page. See 360 Question Groups/Categories.

TOKEN CHART TYPE

#H##H#RAD=SP###  Specific Practice Radar Chart

HHHGCML=GPHHH Generic Practice Final Levels Chart

HH#HSML=SP#H#H# Specific Practice Final Levels Chart

HHHPL=GP#H#H# Generic Practice Response Breakdown
Chart

HHHPL=SPHHH Specific Practice Response Breakdown
Chart

#HH#H#HSR=GAMP### Response Breakdown Chart

HHHSR=1SOHHH# ISO Response Breakdown Chart

INDIVIDUAL VALUE

DESCRIPTION

###SC=[see token " Score Tokens

menu]

###SB=[see token Score Sub-Item Row Sum Tokens
menu]
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HH#SL=[see token Score Column Sum Tokens
menu]

H##H#H#SN=[see token Score Cell Tokens
menu]
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Keep a Library of Questions

You can create questions and keep them in a “Library” so that you can use them over and over
again.

1. Click Libraries

2. Click Create New Library

3. Name the Library

4. Insert all of the questions that you’d like to include in this library

SelectSurvey.NET ogout | My Account | Admin Tools

D
1

Libraries Templates Email Lists Reports

e
1
| Libraries ! CREATE NEW LIBRARY !
Active Library Name Public Use Date Created Design Edit Delete
Yes test library No 04/28/2009 _5’ = Im

Now, when you are designing a survey click Insert From Library to select the question from the
Library.

SelectS urvey. NET ogout | My Account | Admin Tools

Surveys Libraries  Templates Email Lists  Reports

ri Edit Survey Item

Create New Item * = Required

Choose an Item Type

Choose from over 20 item types, including four kinds of matrix questions, ranking Questions, drop-down lists, open-
ended text boxes, checkboxes, and more.

— Please Select — ¥ oor || Copy Existing Item || o || Insert From Library ||

Cancel
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Organize Your Surveys into Folders

If you have a long list of surveys placing them into folders will help you stay organized.

From the Manage Surveys page click Manage Folders

SelectSurvey.NET

II 1
classapps

Browse Survey Folders: |- Manage Surve
--All Surveys-- - g

| Manage Surveys [cose | Open Samplg
The manage survey page |£| Open Lotus |
allows access to quick
functions for previewing, open Closed Excel Sk

designing and deploying
SUMVEeys.

Click the name of the Iﬂl Closed Excel|
survey in the list for a

preview. Click on the close Cpen Anoth
icons next to the name qf
the survey to design, edit ey Open

response options, deploy,
and for other functions.

close Cpen

Im

Page Help

+ Manage Folders

+ Create New Survey

Click Create New Folder

Lurgurul | Py Avcowunl | Acdinin Tuwls

N ]
Surveys Libraries Templates Email Lists Reports

.

! EDIT FOLDER LIST

CREATE NEW FOLDER

1. Enter the Folder Name
2. Click Save
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| Create Folder { CREATE NEW SURVEY

New Folder Options

Create a new folder to contain groups or categories of surveys,

Folder | |
Narne:*

Enter the usernames for all awners of this survey folder. Separate each name with a semi-colon, and make
4 sure that your usernarme is in the list.

Quners: -
|adm|n; |

Click Save again.

Click “Edit Folder” to edit a folder:

Edit Folder { CREATE FOLDER :

Edit Folders
Edit Individual User Owners (separate Edit User Group Cwners (separate group
Edit Folder Name Edit Folder Security usernames with a semicclon ;' i.e. names with a semicclon "' i.e.
jdoeibsmith;) customerservicegroupitechgroup:)
test folder that is pub | Public to all Admin and Create Role Users ¥ | admin; admin; [detete |
g P
new | Public to all Admin and Create Role Users ¥ | admin; admin;; | delete |
/ P
Default Folder | Restricted to Owners T | admin;create; | delete |
/ P
|| Back ||| Cancel || “ Save ||
To add surveys to your new folder:
. Click Manage Folders. You will see a list of your surveys.
o Click the dropdown arrow next to the survey and select the folder to store it in.

| Manage Survey Folders CREATE FOLDER | EDIT FOLDER
Fald Survey Titl === Status
olaer urve Icls Created Stus
Default Folder
new !
Question Type Demo 09/01/2014 Open
‘Defau It Folder ~
new
) ) test 08/25/2014 Open
test folder that is oublic E =
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To access all surveys in a folder:

o From the Manage Surveys page click the dropdown arrow in the Browse
Survey Folders field and select the folder
o Click Go

|
classanps
Browse Survey Fulu:haér:":“:.E Manag

=4l Burveys—

TestFolder Manage Status
testfolder

—Survess Mot ln Folders | open Design

=All Surveys—
The manage survey page open Design
allows access to quick

functions for previewing, open Desian
designing and deploying I—I N

To search for a survey:
e From the Manage Surveys page type a survey’s name or owner in the search bar
and click go.

| Manage Surveys { CREATE SURVEY | SURVEY MAPPING |
Search for a survey - : .

\ by title or owner : : :
Browse Survey Folders \ Y Search/Filter: (search title and owner fields)
| -All Surveys— v | (o] |

Set Default Folder on User Preference Page

Manage Status Title (click to preview) Date Created  Design Options Deploy  Analyze  Total Iﬁ::mn; Archive Delete Clear

Logout

Remember to click Logout when you are finished.

Logout | 1y Account | Admin Tools

. 4 ]
Surveys Libraries Templates Email Lisis Reports

e

{ CREATE NEW SURVEY |
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