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Create the Survey

1. Login to checkbaxittps://survey?2.uakron.edu/login.aspx

4

SURVEYS

2. Select theSurveyshutton from the application toolbar.

E:IZI MNew Survey
3. Select theNew Surveybutton .
4. Enter a name and description for the survey then clickShbmitbutton.

5. The Survey Editor page is returned. ClickAdd Itemlink to begin adding
guestions.

6. Select the Question Iteryou wish to use. The Item Preview butt ® can be
used to view a sample of each of the question typgsumay wish to réer to
the Apperdix in the back of this manual fonaverview of the variosl question

types.

Question Items
CQuestion tems allow the respondent to enter an

& CAPTCHA

izplay a CAPTCHA input that must validate for the survey to proceed.

:>|_1'| Checkboxes t from which muttiple options can be selected

:>|_1'| Drop Down List drop down menu from which one option can be selected.
&) Matrix

& Open-Ended Multi-Line Text

grid of anzwerable questions.

Feeeform text with in a box with a specified number of rows and columns.

=>|_1| Radio Buttons Lt from which one option can be selected.

'=>.:| Rating Scale dio button =cale conzigting of congecutively numbered options

T o B o o B T R

:>:| Open-Ended Single-Line Text reeform text with formatting rules.

7. Complete the appropriate information for the question. Click &ubmitbutton
to save the question information.

8. Continue etering questions by clicking th&dd Itemlink and repeating the
steps until all the questions have been added to the survey.

9. Click theStylelink to update the appearance settings. There are numerous pre
defined templates which may be used by selectimg style template down
arrow.

01/29/20@8 Page2


https://survey2.uakron.edu/login.aspx

The University of Akron Software Training Services

There are also numerous options that can becgstich as showing page
numbers, a progress bar, question numbers, and survey title. If you are using
any field validation or have required fields you will want to be surehieck the
o6Show Validation/Required Fields Alartd

TheCustomizable Texbptions at the bottom of the screen allow you to specify
the Survey Title and navigation button text.

Click theSubmitbutton to save the changes. You may be prompted to verify the
changeg; click OK

Style Template

UA Standard - Feedback

Style Options

Show Page Humbers

Dynamically calculate page numbers based on conditions and branching.
Show Progress Bar
Show Question Numbers

Dynamically calculate item numbers based on conditions and branching.
Show Survey Title %
|:| Randomize ltems in Pages

Show Validation/Required Fields Alert

Customizable Text

Customize texts for this survey.

Survey Title Online Training Feedback
Continue Button |MNext ==

Finish Button Finizh

Back Button == Back
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10. Click thePropertieslink to edit the survey name and/or the survey description.
Click the Submit button to save the changes.

¥ 7 € @ @ 8 @&

SURVEYS { STYLES | LIBRARIES @ REPORTS |  USERS | INVITATIONS |  HELP  { LOGOUT

Home + Survey Manager s Office 2007 Training + Survey Properties
Survey Properties

Survey Manager Survey Editor  Properties  Style  Permissions  Activation  Test Survey

Properties

Survey Name | Office 2007 Training
Description | This survey is to be used for instructor-led Office 2007 training classes.

Basic Options
DScnred Survey

Py

11.OPTIONALIf you wish to restrict who may take the survey you will need to
specify permissions click thePermissiondink to access this setting.

The Survey Security options are:

e Public¢ anyone who can access the link may take the survey

e PasswordProtectedc the survey respondent must enter a password (set
by the creator of the survey) in order to take the survey. All respondents
use the same password.

e Access Ligt a list of email addresses is specified to restrict access. For
example, a list oll Contract Professionals or Staff employees.

e All Registered userg anyone with a Uanet ID and password may take
the survey. Respondents will be prompted for their UANetID and
password before taking the survey.

Be sure to click th&Jpdate Settingsutton at the bottom of the screen to
save your selections.
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Permissions
“F Survey Manager Survey Editor Properties Style Permissions Activatio

Survey Security

&) Public

O Passwaord Protected

) Access List

) Al Registered Users

Response Options

Maximum Responses::I
Reszponses Per User: I:l

] Prohibit Back Button

D Allow Users to Resume

|:| Allow Users to Edit Responses

Report Security
Report Creation Permission

@ Report Administrators & System Administrators - Only users with Administer Rep
O Uze Access Control List - Specify which uzers/groups may create new reports.
O Registered Users Only - Only registered users may create new reporis.

O Everyone - Everyone may create new reports.
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Branching and Conditions

Youcan use branches and conditions to make pages visible or not \qdialsed upon
specific survey responses. Conditions and branches both work in a very similar fashion.
Keep tlese basic concein mind when building branches and conditions:

Build the entire survey FIRST and then add the branc
or conditions.

Gonditions and branchingan only be dondrom page
to pageg not on the same page.

The only option is to either make the page visible or no
visible.

NI} YyOKAYy 3 | ff 2ga afelsdiecinga
particular item.

Conditions determine whether a particular page is
visible or notvisiblebased upon previous choices.

O2yRAGAZY &2dz Y
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Branching

In this partcular example we have a page in our survey which asks the respondent if

GKSe (221 'y 20SNWASS O2dzNES O LT GKS NBaLRy
FY20KSNI LI 3S 6KAOK | 41 & . #f th@respokise BYe®ReRY QG G 1 S
want to bypass this question.

1. Buildall the pages to the survey FIRST

a. In our example we would have 1 page asking the respondent if they took
the Overview course.

b.! &aSLINFGS LI IS g2dzf R 0SS ONBIGSR 6AGK
take the overview course (with a list of possible answers). We only want
theNBaLR2yRSyid (G2 a4SS GKAa LI IS AT (KSe
guestion.

c. Note: Additional pages would be created with the survey questions
related to gaining feedback on the training received.

2.D2 G2 (GKS LI 3IS 6 KSNB anH Sectih®Brghdhd@irtk.é 1j dzS & G A
a. In our example, this is the first page where we ask the respondent if they
took the overview course.

ClickBranching View | Page 2 ~ |

F—— ¢tKAa Aa OGKS LI %S
No conditions. ’ L -'F l:l K é N\E é. L&g\ﬁé Y
Branching Rules: want to skip the nextpage.

No branching rules.

Item1 % [Radio Buttons]

“Prior to taking this course did you watch the "Introduction to web based training"” overview?

O Yes
O No

]
B Conditions: There are NO conditions. This item will always be displayed.
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3. Verify theSourcequestion is correct. Choose ti@peratorfrom the dropdown
list. Select the appropriatéaluefrom the dropdown list.
a. In this example weelectedthelj dzSa G A2y at NA2NJ 2 G | Ay :Z
@2dz 6 GOYX: TNER d K sown. lif theg8id waitkPthe
O2dzNBES 6S oAttt &1ALI GKS ySEG LI 3S 66KA
course).
PeopleSoft SA/HR Faculty Training - Edit Branching

¥ Survey Manager Survey Editor Properties Style Permissions

New Page Branch

IF

1. Type tem %

2 Source | 2.1 Prior to taking thiz course did you watch the "Introduction ... %

3. Operator | Iz Equal To W
) Valu

THEN
Branch to Page (Select destination after creating expression)

4. Click theAdd button.
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5. The branching conditioNB (i dzNJ/ & ® . 2dz YIFe ySSR

1 2
a. Ly 2dz2NJ SEFYLX S 6S dzLIRwhiciSaRowsius tddd y O K

bypass Page.3
4

Page Branch 1

IF 1|
1} IF 2.1 Prior to taking this course did you watch the "Introduction ... ls Equal Te Yes
UL 1. Type tem | %
2. Source 1.1 Which tutorial did you view? b
3. Operator | k= Equal Te W
4. Value Clazs Rosters v

OR
1. Type kem |
2. Source 1.1 Which tutorial did vou view? b
3. Dperator Iz Equal To W
4. Value Class Rosters % U p d at Branchtes

page.

THEN

6. Click theDonebutton. Note: You may need to scroll down to see Erane
button.
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Conditions

In this partcular example we have a page in our survey which asks the respondent to
select the course topic they toakeither Office 2007 Overvew, Outlook, Word, Excel, or
Access. If the respondent selects Outlook, Word, Excel, or Access they will be taken to a
specific page which then allows them to then select specificcourse they took.

1. Buildall the pages to the survey FIRST.

a. In our example we would have 1 page askimgrespondent to select the
course topic with the choices bein@ffice 2007 Overview, Outlook,
Word, Excel, or Access.

b. A separate page would be created with a question asking which specific
Outlook course the client attended (and then listing all thetl@nk
course$. Similar pages would be created for Word, Excel, and Access
courses.

c. Additional pages would be created with the survey questions related to
gaining feedback on the training received.

2. Go to the destination page where you want to make tlage visible based upon
a specific condition and select ti@nditionslink.
a. In our example, this is the first page where we ask the respondent to
select which Outlook course they togkve only want them to branch to
this pagelFi K S & & OatGoDER 4a (G KS O02dzNBES G2LAO
previous question (on the previous page).

Click Conditions View | Page 3 v

O

¢tKA&d A& GKS @RSa
where we want to go ifOutlook

was selected as the response to thg
previous question.

Page Conditions:
No conditions.

Branching Rules:
No branching rules.

Which Outlook 2007 course did you attend?

) Outlook 2007 for Experienced Users
() Outlook Mail 2007 for New Users
() Outlook Calendar 2007 for New Users

o |
Be Conditions: There are MO conditions. This item will always be displayed.
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3. Verify theSourcequestion is correctChoose théOperatorfrom the dropdown

list. Select the appropriat&'q\luefrom the dropdown list.
a Ly GKAA SEFYLXS 6S aStSOGSRdownhdzit 221 H

“» Survey Manager Survey Editor Properties Style Permissions

IF %

1. Type tem v

2. Source |2.1 Microsoft Office 2007, which program did vou attend?

3. Operator | = Egual To

4.Value | Outlook 2007 v

THEN
Display Page

4. dick theAddbutton.

5. ¢KS O2yRAGAZ2Y NBGdzNyaod I aSOGA2y GAGE SR
additional criteria. If the condition is correct click thenebutton.

Office 2007 Training - Page Conditions

¥ Survey Manager Survey Editor Properties Style Permissions Activation Test Survey

o

IF {1}
fj IF 2.1 Microsoft Office 2007, which program did you attend? Is Equal To Outlook 2007

L 1. Type tem

2. Source |2.1 Wicrozoft Office 2007, which program did you attend?

3. Operator Iz Equal Te hd

4. Value | Office 2007 Overview v |

OR
1. Type tem
2. Source |2.1 Wicrosoft Office 2007, which program did you attend?
3. Operator
4 Vale | Office 2007 Overview v |
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6. Continue adding additional conditions, as necessary.

a.

In our example, we wouldavigate to tle page with the Word 2007

classes and add a condition to make that page Msftihe respondent
““““ G22NR HnnTé a GKS LINBSOJA 2dz

would be created for the Excel 2007 and Access 2007 pages.
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Testing Branches and Conditi ons

In order to test branches and conditions you MUST activate the survey and use the
activation url. Using the Test Survey link will NOT allow you to test branching and
conditions.

1. Click theActivationlink.

PeopleSoft SA/HR V8 Faculty Web Copy 1

7\

¢ Survey Manager Survey Editor Properties Style Permissions Activation Test Survey

{D New Page Preview g Print % Export -

2. Selectthe Activelink. Click the Survey url provided to test the survey.

Activation
¥ Survey Manager Survey Editor Properties Style Permissions Activation
Activation Status
Active (peactivate)
Start Date | 10/26/2007 |
End Date | |
| Update Dates
Summary
Items: 2
Pages: 7
Responses: 0
Survey Lde—" ——
%Lmkmnmmm -2spx?s=bfi30adcles4adffiib52abiG4idde 7
——
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Publish the Survey

1. Before finalizing the survey it is a good idea to test the sufivsty Click theTest
Surveylink. NOTEAs mentioned previously, if you have branches and
conditions in the survey yoMUSTactivate the survey and use thel provided
on the Activate screenOncetested, you can alays go back and inactivate the
survey.

2. You will be provided a ufbr the surveyg click the link to test the surveyYou
can also copy and paste the url and send it to severavaxixers to test the
survey with a small group.

3.hyOS @&2dz  NB NBIFIRe& (2 aAdvatfodligkSGlickg A 1 K (1 KS
the Activate link (next to Inactive) to immediately activate the survey.

You may also use tHgtartand Enddates to specify a date range for the survey
to be active.

The url is provided at the bottom of the screeiprovide this link to those you
wish to have t&e the survey.

$ctivation

¥ Survey Manager Survey Editor Properties Style Permissions  Activation

Activation Status

Inactive(imiuate; )

Start Date
End Date

| Update Dates

Summary

Items: 1
Pages: 3
Responses: 0

\

.aspx?s=39b60f6cfedT4576ab214e3a13687049 O
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Analyze the Survey

There are a number of ways to view the survey results:
e View raw responses
e Create reports within Checkbox
e Export the data from Checkbox

View Raw Responses

s
1. Click theReportsbutton "€FoRT

Reporting

[+ Reporting

1™ Survey Name ¥ Qd

|§
3
g
]
2

Survey Name Responses
Office 2007 Training

1
SueDownloadTest 4
Survey ABCD 0

0

§
EEEE

L
L
E
E

Test Survey Questions

2. Click theResponsesutton \j next to the survey you wish to analyze.

3. The responses page displays the following information:
e Response ID
e User Name
e Completion date and time
e [P Address of the respondent

e Viewc clicking the View icoﬂj next to a respondent qovides a view of
GKFG NBaLRyRSy(uQa | yasgSNE

e Edit¢ clicking the Edit icolﬁ next to a respondent allows you to edit the
NBalLR2yRSyiQa | yasgSNA

e Deletec clicking the Delete checkbox allows you to delete the response for a
selected respondent (or all responaks). This is useful if you are rolling out

0KS adzNwsSe Ay | LKFaSR | LIWNRBIFOK FyR ySS
responses.
Responses
1> User Name v 9@
0] User Name Completed IP Address View Edit pelete [
1288 uanetiaws 10/26/2007 1:52:39 PN 130.101.181.80 ij Iﬁ; D

Delete All Responses Delete Selected Responses
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Create Reports

by

1. Click theReportsbutton REFORTS

2. Click theReportsbutton ﬁ next to the survey you wish to analyze.

Report Manager

¥ Reporting  Report Manager

I;‘;:I New Repor Report Wizard Edt Fiters 1w Analysishame |v| () @
Report Hame

Run Edit Copy Delete

Office 2007 Training ;ﬂ nﬁ \jj i
Office 2007 Training Charts ;ﬁ ;ﬁ lﬁ :
Office2007Report ;ﬂ ;ﬁ \j I}

% Report Wizard
3. Click theReport Wizardbutton to have a report automatically

generated. The Report Wizard allows you to set the following options:
Change output settings based on the Item type

Change Report Name

Associate a style template to the report

Change item position

Turn on aliases, for short names

Place all analysis on a single page

4. After all the options have been specified click theneratebutton.

5. You are returned to the Report Manager which lists all the reports. ClidRuhe

button ﬂ for the report you wish taun.
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Export Data

Reporting

[+ Reporting

|  Sunay ame ¥ © @

Responses  Active  Reports Responses

Survey Name
Office 2007 Training

SueDownloadTest

3
EEEE
(57 [ [ [

1
4

Survey ABCD 0 No
0

Test Survey Questions

1. Click theReportsicon REFORTS

3. Specify the options for the exported data. If you will be exporting to Access or
Excel you should specify tigS\butput format.

Export Results

Export Options

Export Mode | Standard C3V %

CSV Options

D Detailed Response Info

[ Detailed User Info

D WMerge Checkbox Results
D Export COpen-Ended Results
[ Export With Aliases

D Export Hidden kems

Output Encoding
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Appendix A: Question Types

Question Description Preview
ltem
CAPTCHA | Generates a code
. Enter the code shown below.
and then requires the
respondent to enter
that code in the box
provided. This is
used to prevent
I dzu 2 YI 0 SR
from filling out
surveys
Checkboxes | A mul.tlplg Cho'.ce *Why did you decide to enroll in this course?
guestion in which the _ _
respondent can [OTime was convenient
choose zero to many, [l needthis course to graduate
options. 1l am interested in the topic
C]A friend recommended the course
Drop Down | Allows the
. Select your class rank.
List respondent to select :
oneoption fromallist SEEM
that appears as a Frohman
drop down box Sophomore
{Junior
Senior
Post-secondary
Matrix Agrid of answerable fa;ﬁ?ffaaﬂi[ame S
questions which Column 2
allows the -
respondent to Header Rouw
answer several Row 1
related questions at
Froww 2
once.
Fraw 3
Open Ended | Allows the
Multi -Line respondent to enter | What suggestions do you have for improvement?
Text a freeformat text
answer.
01/29/208 Pagel8
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Question Description Preview
ltem
Radio Allows the What is your favorite color?
Buttons respondent to select| ©Red
oneoption from a O Yellow
list. ©Blue
O Purple
O Green
O Pink
C Qrange
Rating Scale | Allows the Rate the service you received on a scale from 1 (poor) to 5 (high).
respondent to select| Poor  Average  High
a radio button which CL é{ g é g
relates to an ordinal
scale.
Open Ended | Allows the Please enter the date you attended the training. (MM/DD/YYYY)
SingleLine respondent to enter
Text a short freeform text
answer that can be
restricted to a
specific format or
data type. For
example, the
responsecan be
formatted to accept
a date.
NOTE: After selecting AAdd It emo
Preview R icon to view a preview of a particular question item.

& CAPTCHA

Question Items
Question items allow the respondent to enter a

isplay a CAPTCHA input that must validate for the survey to proceed.

:}j Checkboxes

:}j Drop Down List

& Matrix

& Open-Ended Multi-Line Text

:}j Radio Buttons

& Rating Scale
:ﬂ Open-Ended Single-Line Text

izt from which muliple options can be selected

drop down menu from which one option can be selected.

grid of answerable guestions.

= Fjeeform text with in a box with a specified number of rows and column

t from which one option can be selected.

adio button scale consisting of consgecutively numbered options

reeform text with formatting rules.
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Appendix B: Creating a Matrix Question Item

1. { St &ddftem& &

2. { St Manixé aFNRY GUKS vdzSadAzy LGSY tAalo

3. The options are returned for the question item. Type the question in the
Question Texbox.

TheQuestion Sub Textan be used to provide clarification. For example,
G{StSO0G 2yS NIXdAy3a F2NJ SIFOK 2F GKS | dzS

TheAliascan be used to provide a short name (in place of the question

text) to identify the question in reports. The alias is not visible to the
survey respondent.

Add ltem - Matrix

Question Text/Sub Text

Question Text

Please rate each of the following areas - Eﬁ

Question Sub Text

Select only one rating for each guestion. Eﬁ

Alias
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4. Next, specify the column option. Valid choices are: Ggeaed singldine text,
radio buttons, drop down list, checkboxes, rating scale, and sum tbtdhis
example we have selectdgladio Buttons After selecting the appropriate

option click the plus sigiai to add the column.

Add Column Radio Buttonz W | iﬁi

AddIEdit Rows | 7

5. Complete the column head\i\ngs. In this particular example the columnmsadi@
buttons with the valuest 9 EOSf t Sy D22RX ClI AN#EHe I yR t 22
respondent will select from these choices.

Question Text/Sub Text

Question Text

Alias

4> [ |Excelent
4 <& [ |Good

@ & T [Far =2
W T [Poor =2
*v | =2
@I =2
*v | [
@ |
*v |
Ca

00000000000
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The example below shows the options foRating Scalguestion item. For this
guestion item you indicate the scale start and end values and then specify the
start, mid, and end scale values.

Scale Start Value
Scale End Value |:|

Answer is Required No w
Scale Start Text |Low |
Scale Mid Text | Average |

Scale End Text |High L\S

6. Scroll down and click theubmitbutton at the bottom of the page.

7. The Add Iteng Matrix pagereturns with the columns previewed. Next, add
rows by clicking the Add/Edit Rov-# icon.

Add Column | Open-Ended Single-Line Text v | s

Add/Edit Hcrw
&

Excellent
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8. Enter the row information.If you need to add additional rows click tAeld
Rowslink. Click theOKbutton when you are finished.

Edit Matrix Rows

¥ Survey Manager Survey Edl‘t!k Properties Style Permissions Activation Test Survey

Matrix Rows

Row Type

Row Text Normal Header "Other” Allas

[How would you rate the overall course? = ® © O | |
[rate the instructor's responsiveness foquestons?| = @ O O | |
\rou rate the instructor's knowledge ofthe course? = & O O | |
low would you rate the usefulness of the training?| =y & O O | |
| = @ o o] |
Add Rows

| ok || cancel |

9. A sample of thdRadio Buttonmatrix isshown below

Add Column | Open-Ended Single-Line Text % | $
Add/Edit Rows [}

> C2 T
Excellent Good Fair Poor
& ﬁ How would you rate the overall course? [ O (@] O
4-\ & ﬁ How would you rate the instructor's to ? (5] O Q O
4-\ & ﬁ How would you rate the instructor's knowledge of the course? (5] O Q O
Q ﬁ How would you rate the usefulness of the training? O O 5] (@]

TheRating Scalenatrix would appear as follows:

Add Column | Open-Ended Single-Line Text | %
AddiEdit Rows

L C2 T
Low Average High
1 2 3 4 5
< [I] How would you rate the overall course? o O 0O 0O O
4 <> [ How would you rate the instructor's responsi to questions? o O 0O 0O O
4 <> [j How would you rate the instructor's knowledge of the course material? o O 0O 0O O
47  [ij How would you rate the usefulness of the training? o O O o O
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10.You can make adjustments to the matrix appearance usind\fipearance
options. When you are satisfied with the matrix click Swgomitbutton at the
bottom of the page

win | o
Item Position Left L
Label Position Top w

11.The matrix question is displayed.

Radio ButtonExample:

Please rate each of the following areas
Select only one rating for each question.

Excellent Good Fair Poor

i How would you rate the overall course? [ &) O & [ &)

L%“' How would you rate the instructor's responsiveness to questions? () ] ) [ ]

',%“' How would you rate the instructor's knowledge of the course? &) O &) &)

'%' How would you rate the usefulness of the training? ] ] ) ]
'%Eunditiuns: There are NO conditions. This item will always be displayed. 5

Rating Scal&xample:

Item 2 % [Matrix]

Q Please rate each of the fellowing areas using the scale provided.
¢ Select only one rating for each item.

Low Awverage High
1 2 3 4 5

22 How would you rate the overall course? e e e

=2 How would you rate the instructor's responsiveness to questions? @ L (@] @) ()
r,g,"z—“' How would you rate the instructor's knowledge of the course material? (O O O O O

@ How would you rate the usefulness of the training? N

@CGndi‘tiGns: There are NO conditions. This item will always be displayed.
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