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|. GETTING STARTED

Welcome to SurveyMonkey! This userd snanual will guide you through all areas
of using the online survey tool . It takes you fro m start to finish covering topics such
as creating and upgrading accounts, designing surveys, collecting responses, analyzing
data, and managing accounts In addition, the manual also links you directly to
sections of our FAQs and Tutorials Simply click on the hyperlinks (indicated in blue
underlines) and go directly to our Help Center topics for additional informat ion.

If you are ready to begin using the online survey tool, first you must create an
account. Wedon 6t of fer what man ysinceoyousre doepurchasing | i c ¢
software. You also donot need to download any software to use the tool. Everything
is accomplished by logging into your registered account!

What we do offer are Basic or Professional subscriptions. SurveyMonley is an
online survey tool where userscan create accounts, design surveys, distribute them to
an audience, and collect/analyze the responses. All of this is done within your
account, and all surveys and data are hosted on our site and servers.

To begin using SurveyMonkey you can activate your account by clicking on the Join
Now for Free icon located on the homepage:

Join Now for Free!

This create s a Basicor free status account. If you would like to upgrade from the
Basic to the Professional subscription, click on the Upgrade button located on the
"Welcome Back" section of our homepage or on the top portion of any page in the
account. As a Professional subscriber, you will have access to the premium features .

A Professional subscription is $19.95/month, $59.85/quarter, or $200/year.

e The Monthly & Quarterly Professional Subscriptions  include up to 1000 survey
responses per month. If you exceed 1000 surwvey responses in any given 30 day
billing cycle , there is an additional charge of USD$0.05 per survey response.
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e The Yearly Professional Subscription plan offers unlimited responses on all
surveys in your account at no additional cost. You can upgrade your account to
yearly at any time . Click here for instructions on upgrading to unlimited
responses.

You can immediately activate any subscription plan with a business or personal credit
card. We accept Visa, MasterCard, American Express, and Discover.

We also do accept purchase orders and check/invoice payments for quarterly and
annual subscriptions only. However, we do require payment before activating the
account.

1. You can complete the registration process by clicking on the "Join
Now/Upgrade" button on our homepage.

2. Select "Pay by Check" and chmse either a quarterly or annual plan.

3. Once you complete the upgrade process, you will be emailed an invoice for
payment. The invoice will include our mailing and payment information.

SSL Encryption:

If you are concerned about ex tra security on the survey , we do offer SSL
encryption for the survey link and survey pages during transmission. A site or survey
with SSL encryption will show a's' in the 'http’ URL address. It will appear as
https://www.surveymonkey.com . This is commonly used for online banking sites or
sites that transmit secured information.  In order to stay in compliance with HIPPA
regulations, we recommend that SSL encryption be purchased for your account.

The cost is an additional $9.95 per month or $100 with the yearly subscription.

You can choose to add SSL encryption to the account during the upgrade process. If
you need to add the encryption after you have upgraded the account, you can send
that request into our email support center . We can add it onto the account for you.

a. Basic Account

The Basic subscription is completely free, and it allows you to create as many
surveys as you would like! You are never forced to upgrade the account, and we do
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not delete your surveys or data collected if you do not upgrade by a certain time.
You can keep a Basic account for as long as you would like.

You do have the ability to share one login and password for multi -user access.
Simply have the person you are sharing the account with use the login and
password to log in on our homepage.

We do not assign multiple logins and passwords on individual accounts.

Please keep in mind that you are also sharing full administrative privileges to your
account with other users. We do not provide the ability to have different access
levels to the account.

The following are the features of a Basic subscription:

e Up to 10 questions per survey

e 100 responses per survey

o 15 types of questions

e Collect responses via weblink

Collect responses via email

View live results as they are recorded
Supports any language, including Unicode
Survey completion progress bar
Automatic numbering for pages/questions
15 pre-built survey themes

o Limit of 3 Collectors per survey

b. Professional Account

Professional subscribers have access to a wealth of advanced features. In
addition to the Bast features of SurveyMonkey, Professional subscribers have
unlimited access to all of the features described below:

No Limits - You can create surveys with an unlimited number of questions, spanning
an unlimited number of pages. Unlike other services, you are not charged extra for
long surveys.

Create Skip Logic (Conditional Logic) - You can customize the path a respondent
takes through your survey by adding skip logic. This eliminates unnecessary confusion
by skipping non-applicable questions. Itis a proven way to reduce "drop -outs" and
overall frustration.
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Require Answers - This feature makes sure that you receive a response to essential
guestions. You can specify on a question by question basis which questions require an
answer. This helps to improve the quality of your data.

Randomize Answer Choices - The ordering of choices within a question can introduce
an unintended bias. Randomizing answerchoices works to eliminate this "order bias."

Add a Logo - Branding your survey gives your survey a professional feel. You can use
any logo up to 50K in size at the top of every page in your survey.

Create Custom Themes - Every element of your survey can be customized: fonts,
sizes, and colors. After creating your own custom theme, you can apply itto a Il your
future surveys.

Generate Popup Invitations - To increase response rates, you can create a custom
popup invitation for your own website. Simply cut and paste the code into any
webpage to start generating invitations. To minimize annoyance to your visitors,
invitations will only popup once.

Custom Redirect - Once your survey is complete, respondents will be redirected to
the page of your choice. By default, completed surveys are redirected to the
SurveyMonkey homepage.

Filter Results - A powerful feature that helps you find patterns in your results.  Ask
guestions such as: "Show me only those respondents who answered choice X in
guestion y." Any question in your survey (even open-ended) can be filtered. The
entire results section will reflect your filter choices .

Share Results - Let others view your results without giving them access to your
account. You can control which results are visible, and how the results may be used.

Download Results - All the data can be downloaded to your local computer for
further analysis. Take your summary results into Excel to create graphs. Save the
detail results to your hard drive for safekeeping.  You are in complete control.

Create PDF - You have the ability create a printable PDF version of your survey. You
can also print off a PDF version of the survey results.
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lIl. SURVEY DESIGN

A. New Survey

When you are ready to begin creating a survey, you will click on the Create
Survey tab located on the page header of the SurveyMonkey account. From here you
will choose if you want to create a survey from scratch, from a survey template, or
from an existing survey in the account. Name the survey and you are ready to go!

SurveyMonkey.com

because knowledge is everything

.me| Create Survey mMy Surveys My Account

© For additional information in creating surveys, click here to view the online
Tutorials!

U After naming the survey, the
Edit Survey page immediately o ek f et st st s e bt
opens. Sprineg Dy ¥ | | Now Thame

U From here you will click on the S
Add Question Here button to Page #1 |EdtPage||Copy|
insert your first question. 1. Default Section ‘,&

U If you want to add pages to A2d Guastion rers |
your survey, simply click the
Add Page Here button where Add Page Hars
you want to insert the page .

v;" Edit Su ey Proview Survay

Once you begin designing your survey and every time you add or create a new
guestion, a window will open up within the survey designer.  (The actual survey
design page will be tinted out behind the window a s indicated in the picture on the
next page.)
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From here you will:

Bt 3 T of Snaninem il gL

Chaose Geavins Typs T lff—

U Choose your question type from the
dropdown menu. e

U Type the question into the provided
textbox.

U Type the answer choices into the
provided textbox (each must be on
its own line).

U Choose to add any of the additional
features (e.g. randomi ze choices, set
to required answer, etc).

U Click the Save Changesbutton when
you are finished.

Please note: Any time you exit that survey editor to navigate through the account and
when you need to re -enter back into the Design or Survey Edit mode, you wi Il click on
the Design icon located to the right of the survey title on the My Surveys page:

<

Design Icon

6. Types of Questions Available and Features:

a. Question Types

To add a question to your survey, a dropdown menu is presented after clicking
the Add Question button. From here you can choose which type you want to add.
You can also view the question examples on our homepage under the "types of
guestions" link. This will give you an idea of what types of questions you can add to
your survey. Plus it shows you examples

i Doseuestw"vne = ¥ | of how they are used. If you need

Multiple Choice (Only One Answer) additional information on survey design,
Multiple Choice (Multiple Answers) please refer to the Smart Survey Design
Matrix of Choices (Only One Answer Per Row) uide also located in the Helb Center of
Matrix of Choices (Multiple Answers per Row) 9 : ) p ) _
Matrix of Drop-down Menus your account. This guide provides tips on
Rating Scale s .

Single Texthox designing effective surveys.

Multiple Textboxes

Comment/Essay Box

Numerical Textboxes

Demographic Information (U.S))
Demographic Information (International)
Date andfor Time

Image

Descriptive Text
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b. Features

When adding questions to your survey design, you have the ability to add
individual features to those question s. Some of these are professional features, and
they allow you greater control of the survey responses. The additional features
available are:

Adding a comment field

Required to answer option

Text validation

Change of question size and placement

X X X X

i. Adding a comment field

You can add comment boxes to the Multiple Choic e and to the Matrix
guestions. When adding this feature, i f you do not want the comment box as an
answer choice but do want the comment box to appear within the  question, then
please leave that option unmarked (see the red arrow in the image on this page) .

- Multiple Choice Types :

When creating the Multiple Choice type questions (One Answer or Multiple Answers),
you can choose to include a comment field as an answer choice or to keep it as a
separate comment field. In the question design you can:

e Modify the Field Label.

o Configure the Comment Box Size Here you can change the size of the
comment box based on a O6characters widebo

e Set up the Text Validation by the following criteria: text of a specific length,
whole number, decimal number, date format (UK/US), or email address.

e Customize the error message if a respondent fails to answer the comment box.

# Add Comment Field {optienal)
Fishi Labek Othar (plaage spesdy) Check spelling (n English)
Comine Box Slze: | single ling ofted » | 30 cheraciors wide |
Tt Waliilsties don'tvahidate commen teod b
] Mhake Comment Field an Answer Clalos */.
Witsen Hve Coanment Gielhd is beit blank, display this eonon messape

Flea=e =nter & COMmEnt.
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- Matrix Types:

When creating a matrix question, you will see the optionto Add Comment Field .
From here you can change the following:

e Modify the Field Label.

o Configure the Comment Box Size Here you can change the size of the
comment box based on a O60characters wi

o Set up the Text Validation by the following criteria: text of a specific length,
whole number, decimal number, date format (UK/US), or email address.

o Customize the error message if a respondent fails to answer the comment box.

-] Add Comment Field {opticnal)

_h' Fieehd Liksed Othar (plaase specsy) Chveck spelineg (n [nglish)
—.' Commant Box Sloec | single ling ofted. % | 30 characiens wmide ¥
—h‘ Tt Winlihaabiboan: donTvahdabe commedt bl o

When e Comanaent Tkl is Bt blamk, display this stnon message:

Flease enTer & CONEHERT.

ii. Require to Answer

As a Professional subscriber, you can set the Require Answer to Question
feature on a question. After choosingthe question type to add and then entering the
text and answer choices for the question , scroll down to the Require Answer to
Question option. P lace a tick mark next to the option.  You canthen customize the
"failure to answer" message in the provided section. Now your respondents will know
what they failed to answer correctly and on which question.

:" Require Answer to Questien (optional)
WA e aqiaestian ie el answered, diaplay this ol meassage; cus:amjze Ihe
(" Brror message.

You have not answered all che guestions on chis
page. Questlons requiring & Cesponss are marked
with an asterisk [T7).

Check apelng (n Endgliabl

Click the Save Changedutton when you are finished. An asterisk will appear next to
the questions with the required answer feature activated on it.
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Additional Information:

There is a feature that allows multiple choice questions to limit "how many"
choices a respondent can answer when setting up the Required Answer feature.

When you create a Multiple Choice, Matrix, or Open -Ended (Multiple Answers
Allowed) type question, t hen set the Require Answer to Question to w here the
respondent must answer according to either of the following options:

Dz All

DZ At least
DZ At most
Dz Exactly

Next set the amount of choices you want to allow.

© You will need to edit the error message if you apply a limit to your answer
choices, so the error message corresponds to how you have set up the feature .

For example, if you have a list of 10 items and you restrict it to "exactly" "3" answer
choices can be selected, then we would recommend setting the error message to
something like:

"You have picked more than the allot ted answer choice limit. Pleaserestrict your
response to 3 choices."

Require Answer to Question

Respondent must answer : exacthy |v | 1 TOWS

When the question is not ar all
35 i 5t least
This question requl gt most

exactly

ctly, display this error inessage:

Check spelling v

ii . Text Validation

When creating Open Ended questions with
the responses are to be entered by the respondents (e.g. whole numbers, decimal
numbers, date format, etc).
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located under the question while you are in the

design mode. When you click on the dropdown menu, the following valid ation

parameters are available:

e don't validate comment text
e must be a specific length

e must be a whole number

e must be a decimal number
e must be a date

e must be an email address

[#] Add Comment Field {optienal)

Fiehd Label: Crhar [please specihy) Check spelling (n English)

Commant Booi Sizec | single line oftext v | 30 characters wide %

=

Text Validation: don’t validate comment best »~

Wiheesty thie comanént Tleld is left blank, display this error message:

Please snter a comment.

iv. Change Question Size and Placement

You can edit the size and placement of questions.

When you click on the Edit

button associated with a question in the Design mode, you will notice the Question

Type & Format option on the Question Editor page.
Size & Placement option.
or fixed/pixel question width, column width,

Click on the Change Question
Depending on the type of question, you can set a percent
or comment/input box size.

[#] Change Questien Size & Placement (optionaly

ineerall Guestion Widilc - Parcent 100% wide o page
: 44— columns.

Codurirs Widih 0% tor label /! 307% lor chivicas

Ouetion Placement: Shart quashion On MEw o bt

mestion M gine Laf: Top: Faghi: Boftoanc

Configure the shape
of the question and

You also have the ability to edit the size of the comment

or input boxes for the Open

Ended question types or for a comment box . When you click on the Edit button
associated with a question, you will notice the Question Type & Format option on
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the Question Editor page. Click on the Change Question Size & Placement option
located under that question type.

U With the Comment Box or Essay Box typeof question, you can create a text box
based on the number of lines and the number of characters wide (e.g. 5
lines/20 characters wide or 10 lines/70 characters wide ).

U With the Single Line Input Box you can set the input box according
to character widths (e.g. 30 characters up to 100 characters).

[¥] Change Question Size & Placement {optional)

Configure the shape
Coanimeit Box Size: | 2 limes  ~ | 10 chars wide =~ *— of I'hei'ommenl ﬂﬂpx

Gipeation Placement: | Start question on new row w

Anisation Mai g Laft: Taje Febglit: Bottain:

The ability to create a copy of any survey in your account is available to all
subscribers. This is done under the Create Survey tab.

© Please note: If the survey has any responses, the responseswill not be copied. In
addition, only the survey design itself will be copied.  No collectors or their settings
will be copied from the original survey.  You will need to create new collectors and
set up the settings and restrictions for any new or copied survey.

j Create alew Survey In order to copy an existing survey,

Select one of the opions below 10 get Sstamed. If you alnssdy Rinnd an ided 1or your Survy, jus? Oreade & s’

sireEy oM SCralh vou need & clealive Spark, sebetl ong of Dur pre-Existineg bernplates 1 modify #nd please dO the fO”OWII’]g
use fof fres
How Would You Like to Create 3 Hew Survey? u Step 1: Click on the Create

Copy an existing survey Su rvey tab.

Selact an Exaiing Sunven b
‘\ Choose a survey U Step 2: Choose the Copy
Use 3 sUirvey template from the dropdown from Existing Survey
menu 1o copy. . .
option. Here you will select

—Zglact & Template Calegory—

the name of the survey to

copy in the provided

Enter a Title for this Survey: dropdown menu. Click the
Thie: - Create Survey button when

you are finished naming it.

Creaté a new survey frem serateh

Cancal Cridts Survisy >
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As a Professional subscriber, the tool does allow for more editing capabilities in
the survey themes. You can either choose to edit an existing theme or add a new
theme by editing a current theme template . While designing your survey, you will see
those options in the Edit Survey mode.

If you want to brand the s urvey to fit your organization's needs, you can do the
following:

» The color picker allows you to enter in your own hex code for more specialized
colors.

e You can add dements like Bold, Underline, or Italics to the text in the title,
page titles & descriptions, question headings & choices, exit link, and  error
text message. [Click here for more information in using HTML in the survey
design itself.]

e The progress bar can be customized.

Your own logo can be added to the survey design. This is located under the Survey
Design > Add Logo to Survey option. Browse to upload the logo image from your
computer into the survey design.

You can edit or create a new theme for a survey the following way:

Step 1: Click the Design icon next to the survey title to access the Edit Survey mode .

Step 2: Click on the New/Edit Theme button.

survey title

Living in Portland, OR gdit ithe

[_ & Edl Sursey ]

/ Edit Survey

oo SUN Optiang
P U To change the leok of your survey, select a thame below

=L Prind Survey Blue Ice ¥ | | New Theme |

(3, REstone Capestions /

Page =1 Edit Page ||Move || Copy || Delebe || Add Logic

1. Introduction

This survey is intended to collect information on i
frwrnic

Step 3: Any of the preformatted themes can be edited with the Professional
subscription. On the Design page click on the Add button next to the th eme
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dropdown menu. This will take you to the Theme Editor . From here you may
customize the fonts, colors, and sizes of many elements of your survey and rename
the customized theme .

You can access different elements of a theme by selecting certain oproperties 6 from
the menu. You can edit these properties to customize a new theme or brand the
survey design to your company. Click the Save Changes button when you are finished.

e Survey Font & Background
e Survey Buttons

e Survey Title

o Page Title

o Page Descrption

e Question Heading

e Question Choices/Rows
e Progress Bar

e Exit Link

e Required Asterisk

e Error Text

surviay 1lle

| Living in Pertland, OR gdet Titke | design survey | collect responses || analyre results |
f;_;:j' Theme Editor << Batk to Survey | | Save Thame |
In order to edit a theme,
Theme Froparties ch:os:l"”;: area rtohm
Cilc) on e
Thrrvs: Howmi: Y mpr’;gw P
Copy of Blus lox
bi5-1 3 Sinay Fom L Backgisumd
Survary Font & Backgeound =
Survwy Title Sy Fomiz Habasicn “
I:u._:"_- Tetla *-— =
Page Detcnphon Logs Backgroamsk 000099 - | Edt... |
Cusition Haading e e
Cusrsion Croice s, Fows Sarvey Backoroumd: L | |t |
Progress Bar sfe—
Exxit Links
Fegquesd Axtansk
Evoe T

Theme Preview

Suryay Fxit Link »»
@ Example Logo

Survey Title

1472 | '

This 15 theer pasge Sascriplion eed
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The survey options are located within the Design section of the survey. These
options allow you to place more items on the survey like page numbers, logo, progress
bar, etc. The following are available under the Survey Options:

Page and question numbering
Add logo to survey

Progress bar settings

Survey pageltitles

Navigation button

X X X X X

i. Page & Question Numbering

You can edit the page and question numbering of your survey. You will be able
to choose the following options :

e Page numbering
e Question numbering
e Or both options

If you choose the page numbering, you have the option of numbering each page of
guestions separately or numbering the questions sequentially over the entire survey.

© Please note: If you want your own numbering system, then you will uncheck the
'‘Use Question Numbering' under this section. From here you will manually type in the
guestion number precedingthe t ext f or t he que dektibaxsetupn t h ¢
To edit the page and/or question numbering, please follow these three steps:
Step 1: Click on the Design icon next to the survey title on the My Surveys page.

Step 2: Click on the Survey Options .

Step 3: Access the Page and Question Numbering section. Then click the Save
Changes button when you are finished creating the options on the page.

Page and Question Numbering Choose how 1o
[ Use Page Humbering ‘ — number your survey.
[¥] Use Guestion Mumbering

£ Wuimibeer sach page of questions separalely

(0 Numitser questions over eitie surdey
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il. Add Logo

As a Professionalsubscriber, you can add your own organization's logo to the
survey design. You can use any logo up to 50K in size at the top left hand corner of
every page in your survey. The logo must be in a .GIF or .JPG format.

To add a logo to your survey, please f ollow these steps:
Step 1: Click the Design icon next to the survey title on the My Surveys page:

Step 2: Select the Survey Options button and scroll to the Add Logo to Survey
section:

Step 3: Access the Add Logo section. Click the "Browse..." button and locate the logo
file on your computer. Click the Save Logo button and the image will appear in the
Custom Logo sectionfor a preview. Click the Save button again to finalize.

U If you need to delete the

el DA logo, click the Delete Logo
Uplowd Hew Lege: <+ button.
U If you need to re -size the
@ logo, you will need to edit
Do ] e the size and resolution of
: 8 4 your logo in your own image

editing program.

iii . Progress Bar

Both Basic and Professional subscribers can add a progress bar to any survey.
Professional subscribers canthen customize the look of a progress bar by clicking on
the Add button next to the theme selected in the dropdown.  Select the progress bar
from the properties menu to edit the width, text size, border width, border color,
background, text color, or bar color. Rename the theme and click on the Add
Theme button when you are finished.

Here are the basic steps for adding a progress bar to any survey:
Step 1: Click on the Design icon next to the survey title on the My Surveys page .
Step 2: Click on the Survey Options button located on the left side of the survey

design page.
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Step 3: Access the Progress Bar section and select where you want the bar to appear
on every page. Click the Save button when you are finished.

Progress Bar Settings

[[] Show Progress Bar | at top of page v

Iv. Survey Pages and Title

You do have the ability to hide the survey title or the page heading/titles when
a respondent takes the survey. In order to hide the titles, please follow these steps:

Step 1: Click on the Design icon next to the surv ey title on the My Surveys page.

Step 2: From here you will click the Survey Options button located on the left side of
the page.

Step 3: Scroll down to the section that says Survey/Pages Titles and uncheck the
option to Show Survey Title in Actual Survey . Now the title or page title will be
hidden for the respondents. Click the Save Changes button when you are finished.

Survey/Page Titles

{71 Show Survey Title in Actual Survey

Show Page Titles in Actual Survey

v. Navigation Titles

In order for your respondents to move through the survey, Navigation links are
used. You cancustomize the links under the Design icon on your My Surveys page
Simply type in the word(s) you would like to use for the navigation text.

Here is how to change the navigation links:
Step 1: Click on the Design icon next to the survey title on the My Surveys page.
Step 2: Click on the Survey Options button located on the left hand side of the

survey design page.
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Step 3: Access the Navigation Buttons section and re-type in whatever words you
would like to use as the navigation links.  Click the Save button when you are finished
updating.

Havigation Buttons

Previous Button: |<< Prawv .
o Typein the new

Mext Button: [Med »> text into the
‘.""’ textboxes here.
Done Buttore | Done »»
Exit Link: |Exatthis sursey »> Shows Exal Link, %

The goal of Skip Logic is to collect certain data on specific survey participants.
This is accomplished by directing respondents through the survey based on responses
to questions. This allows you to route respondents to a page of follow -up questions
intended only for them.

Skip |l ogic happens when a r e gytarmatdhe nt

cl

bottom of asurveypage. By def ault, when a respondent

page of the survey will load. With skip logic in place, you can force the respondents
to skip over pages of your survey. When adding Skip Logic to your survey design, only
the Multiple Choice questions ( One Answer and Multiple Choice Answer) allow skip
logic to be added. In addition, you will only see the "Add Logic" button next to those
guestion types that allow it to be added .

The following topics are the b asic principles of SurveyMonkey skip logic:

a. How Logic is Triggered:

Skip |l ogic happens or is triggered when
the bottom of a survey page. Therefore, when using question skip logic, it must jump
respondents to a page of follow up questions. Jumping respondents to questions on
the same page is not possible. Also, it is not possible to have a question(s)
immediately pop up based on the previous answer choice.

b. One to One Relationship:

Logic is a one to one relationship. If you choose the "multiple choice s (multiple
answers)" type, apply logic on more than one answer choice and allow respondents to
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select more than one answer, it will not skip correctly. ~ The logic will only skip
according to the first answer choice selected.

c. Forward Pattern:

Due to the functionality of the logic, we recommend setting up the logic question on
a page by itself or as the last question on a page. Logic should only skip respondents
forward in the survey. Skipping backwards will just create a loop.

d. What is Page vs. Question Skip Logic:

Page and Question skip logic serve different purposes. Do not use Question and Page
skip logic on the same page.

e PAGE skip logic does NOT require a specific answer and will jump automatically
to the designated page no matter what is answered on the page. (Page logic
will override the question skip logic.)

e QUESTION skip Logic advances respondents to a page or series of followup
guestions based on the answer to a particular question.

e. When to Use Question Skip Logic:

If you want to set up skip logic so that respondents will be asked some follow -up
guestions based on their response to a particular question, then you will want to
place skip logic on a question. When you place skip logic on a question, it is generally
a good idea to have this question as the last question on a survey page. Then you
could place your follow -up question(s) on a separate page immediately following the
current page. Your skip logic rule should be set up so that the respondents who do

not choose the specific answer you are looking for will skip over the page of follow -up
guestonswhen they c¢click ONext >>.0

f. When to Use Page Skip Logic:

If you have more than one group of follow -up questions and only want respondents to

answer one group depending on their answer to a particular question, then you

will want to create separate pages - one for each group of questions. This time, if
respondents get sent to the first page of follow -up questions because of the way they
answered your question, you do not want them to continue to the second page of

follow -up questions. This is where you would want to place skip logic on the page.

You could set up skip logic on this page so
>>6 they wil/l ski p o0v e-upqudstensand boatinue piththe s o f
survey.

g. Route All Respondents to Same E nd: Page
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Please note that all respondents must end on the same page. You must route all
respondents to the same last page of your survey where they will all click the same

Done or Submit button.

Example Logic: To view an example of how to set up skip lo gic click here.

B. Editing an Existing Survey

Once you have created a survey, you can come back at any time to edit it even
after it has started collecting responses. The following section covers the editing
capabilities while in the Edit Survey mode once your survey has been created.

After you have designed a survey or during the design process, you do have the
ability to copy or move pages and questions within a survey design. When you are in
the Edit Survey mode, you will notice the Move or Copybuttons associated with each

question or page:

[Edit PageJlMoveHCOp}rJlDeletel

If you want to re -order or Move your questions/page:

i

Fabact @ puage Lo view bakam of w4 m ol page:

Fage #1 (B Page) Meve||Copy| |Dalete| |Add Logie #1. sboduchon

| 1. Intreduction

This sureey |s intendisd (o coliact smformatson an ng in the Faosc Norwest vemn Fortland, CF being e main foous

Cick "Mesd o gst sharted vesh the survey. E you'd ke o leave e survey at amy bme, just chck "Ext Brs survey”. Your
BGVTS
Copy or
Mowve

usstien | (Meve || Cosy| | Delets| |ddd L

® 1. do you live in portland?

i Guastian | [Mave[Cosy] [Dualate] [ad4 L
¥ 2. Which area da you reside?
J N

If you want to Copy a question/page:

You will select the Move button
associated with the
guestion/page you want to
move.

Then you will choose the Move
Question Here located in the
survey design to where you
want to move that question.
The Move Question Here button
will be located above or below
an existing question. Then you
can move the question into that
location. (Follow the same
principle to move a page. The
Move Page Here button wil | be
located above each page.)
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e You will select the Copy button associated with the question/page.
e Then the Paste Question Here button will appear above and below each
guestion. Just click on the one where you want to paste that question.

You can add a page in your survey by clicking on the Add Page button directly
above or below an existing question. You can add page breaks in the survey design

the following way:

Step 1: Click on the Design icon next to the survey title on the My Surveys page.

Step 2: Click on the Add Page Here or Split Page Here button, depending on where
you want to create a new page. You will also see the Add Question Here button

highlighted in this example:

_/ EditSurvey

To change the look of your suvey, selact atheme below

Add Page Here

Select

Page =1 lEdlt Pat_:e“l‘(::\'e »l?opy_‘[DeletcﬁHAdd Leg:cJ

7
Prayiew Suryey

Test Theme v| [ Edit Theme | [ New Theme |

apage to view below or view all pages:

#1. Defoult Section v | ”}

Add Question Hers | ~ifmmmm
v Edit Question ! Move ICop'rHi:-nlctcl Add La-.]xc]
1. This is a Choice - Multiple type
r_ choice
r choica
r_ choice
Other {plaasa specify)
1 |
Add Qn._\os_t:on Hers
Add Page Here | i
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You can delete a page in the survey design if you no longer need it. When
deleting a page, there is also an option to delete all questions currently on that page
or move them to a different page. Please note: If you delete a question, then any
responses collected on that question will also be deleted! Follow these steps in order
to delete a page from a survey:

Step 1: Access the Edit Survey option by clicking on the Design i con for the survey.

Step 2: Here you will see your survey design and you can select the page you need to
access from the dropdown.

You will then see the Delete button at the top of the page.

Step 3: Click on the Delete button for tha t page and a prompt will open asking you if
you want to do the following: (Click the Yes, Delete Pagewhen you are finished)

1. Delete all questions on the page.

2. Move all questions to the page above.
3. Move all questions to the page below.

Part 1 of 2: Click on the Delete button

._,.:"'J Ed'lt Sllr\rey Prévigs Survéy
T champe |ie kol of your guney, Selec] & teme el
Bluea lce w Mg Thegrn
Add Page Hare
Select & page 1o view below of view all pages:
Page 52 |Edk Page || Move || Copy ||Delete || Add Logic L==| #2. Untifed Page w | ==
Thie Tollowing Questionts CORCEam your anea of resadancy

Add Queston Hers

Edit Gueshion || Meve | Copy|| Delete

* 3. where do you livaT
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Part 2 of 2: Choose your option and click "Yes, Delete Page."

Delete Page Confirmation %

Delete This Page?

P2, Unitifled Pags
The following questions concesn your area of residency

What Should Happen to the Questions on This Page?

7 Delete all questions on this page.
} Move all questions to the page above,

F Move all questions to the page balow.

Mo, Cancel | | Yes, Dalete Page
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You do have the ability to restore a question that has been deleted in the
survey Design mode. The Restore feature will allow you to re -insert a deleted

guestion back into your survey.

© After 14 days of the deletion you will not be able to restore the question . Any
responses collected on that question will also be purged from t he survey.

To restore a deleted question, please follow these four steps:

Step 1: Click on the Design icon next to the survey title on the My Surveys page:

Step 2: Click the Restore Questions button on the left side of the page.

i}, Restore Questions

Step 3: The prompt wil | open up showing deleted questions over the past 14 days.
Click the Restore button next to the one to add back into the survey.

N, Restore Questions

Blow ang the questions far this Survy thal wing dedéted, with thie most recentty debetied a2 the top ofthe list Click e
“Resione QuesBon” buthon b re-inge a deleted quesBon DaCk im0 your survey

Drpestion Texd Deleted Date \

<<= Back to Survey

Which area do you reside?

Tisg, SI207 8:52 AM Restore Question
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Step 4: This shows the survey design again on the Edit page. A Restore Question
Here button will appear next to any availa ble place in which to restore the question.
Simply click that button where you want the deleted questionto  be inserted.

Once a survey has started collecting responses, you will have some editing
capabilities. However, you may not be able to fully edit a question that has received
responses on all answer choices.

Please note: On the Survey Editor page when you click on th e edit button associated
with a question , the following prompt will open if responses have been collected

© You cannot change the question to an incompatible question type, nor can you
delete answer choices that have existing responses. While you can make most
changes, in order to fully edit the survey, you must clear your existing
responses.

Add an Answer Choice:

If you need to simply add an answer choice, then you will notice an Add
Choices button under your current answer choices while in the question editor mode
(As indicated by the arrow in red in the example below).
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