Easy

Web Survey

Quick Guide

This is a simple 6-step guide to quicklyvalyd beffgot working with EasySurveyor. By
following the steps outlined here, one careginiddgigning and distributing surveys.
The goal of this EasySurveyor demo is te)iie fallowaand correct view of what the
program can do for your business.

Create a survey
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Create a new survey by highlighting a folder in the

tree undér my sutveys or commoh surveys . ChOOSE" suasdscrteck
larchiveé in the main menl and NeW/survey . d&wW)eW @b oms
INew survey , appears. Choose whether tampietly a co™™"
new survey or to Use d& guide . By choosingntingtitfalda previously designed

survey can be opened. The new survey nwitheapypdow.




Create a new page

To add a group of questions, begin by cvegage.a Wald questions to be included.
In order to create a nevligagklight the new survey and click New pageinin the
menu. The new page will appear in.tge..lrge.
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The design window shows th
new page and its properties.|=-F:
change the names of the page
type the new name directly in the
document.

Add a new group of guestions

Add a new group of questions by highlightingdige e the tree and clicking on New
guestion alternativizs The new group appears in the tree.
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“ Y MewPage .:>
The design window shows the new
guestions in the design window.| To i e

change the name of the questio
alternatives, type the desired najr
directly in the document dnder

group' .
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Add a new question

Add a new question to the question alternigtiVighting the corresponding question

alternative in the tree and clicking new Fuastibe main menu. The new question
will appear in the tree.
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"B EasySurveyor - [Designer]
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The design window shows the
guestion. Type the question
directly in the document under|=""
I'new questibn . The propertigs™of”
the questions appear in the design
window.
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Answer type

Choose the type of answer to be used. Ctigke amster questionpssy

properties and choose between radio buttayx, adwokd box and text. By choosing
Radio button, the user can only choose omee alidrechk box enables the user to
choose several alternatives. Combo box itahleee namay alternatives to choose from.

Free text lets the user write his/her owithensyyer. of answer chosen will be the
same for all questions within the group.
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Answer alternatives

Choose which answer alternative should applycal&.flom 1-5, yes or no etc. Click
lanswer alternatiVein the question gfoup s properties and theraaswes window
M appears. Press return and add the chosen alternati

Question alternatives

(Question alternatives The answer alternative will be the samesfamall que
Ao heestn it 1 he g ston gy within the group. The answer alternativeven be sa

L —— ] by c_IickingSave as templ'ate‘illing in the name and

e clickingg OK . The template will be saved for future

res use. -~
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Enter the name of your question alternatives template
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New Project

Create a new project via the archive in tne andirthime edit project window
appears.

Edit project 3]
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__ . Edit project properties
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Cick the button to add 2 form o the project |
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To edit a project enter the name of the new project -

No expiring date Active

and any comments. Find the desired survey to b
included and click the button showmreen arga

Lirk [Pt/ P e aspsnveyor se/ESweb25rLngin aspPprojectid={456 |

The window View sufvey appears. This ipcludes
the tree structure from the database marmkager. Clic

to find the current survey, and then €lick Odurvei@hglaced in the project.
See blue area below
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Adding persons to the project

Adding people to a personal survey. In etoteeyfor,
to be personal,!the anofiymousoudxnst be

checked. Intthe people fitecipiithts of the survely. e
To add a recipient manuallyfi cdlict tHe edit pérson w.

Properies | People | Last page.

Edit person

window will appear. Fill in the requiredomfamaati Person _ m
clické OK . The new ndthée added to the list of e
recipients. To import a person from aidkE, fibe cl Fitrane: 0
from Microsoft Outlook, c&tk o |

;madhnkg’ g Ll | | @_‘

Cancel |

Distributing a survey
Distribute the survey to the chosen recigdigfist thidi Hy
current project in the project list. ! Gistrimate’ ﬁ in
the tool bar and the distribution window @ppeass.to
whom the survey is to be sent. The pdopléetissicde
of the window shows who has previously beenAddtered:: ..
further recipients in the distribution listrigint gide of the| ~w.™ ®
window.
Highlight the desired name in the peopléicl dodadd
that name to the distribution list. To ads peepdatlist| —
click?”] To remove someone from the distributior:list dfick

Add peaple to send ta dd people tosend to

Feople in the project Distribute to:
Johan Schidnbeck

Pecple inth projsct: Distribute to;

* Johan Schinbeck
=) =)

To add further recipients to the distribufibninlishe appropriate email address in the
box next t&\dd" , and click "add . The recipieat{dpcate the distribution list.
(This is only possible in anonymous surveys).

In the fielbsubject and Text' enter the title and contents of the lettat to thee s
survey recipients. To add an Html! Mddchtinl filg.



Exporting answers

To export answers for analysis, left clickrrentthe c
project in the list of projects ahd préssThexport .
export window will appear.

In the first step of the export Wicwiewd |

choose which questions are to be analyzed. It is
possible to only analyze specific answers. For
example, if the question is Do yoli smoke? it is
possible to only analyZze yes dhsueers.

guestion has a scale of 1-10, only answets from 5 a
above can be analyzed if desired. Chodae the crite
for the specific question and the answemrslternativ
are shown. Highlight the desired questiome.alternat

Choose which questions to export in the window
guestion choices. The questions to be analyzed are
marked and a preview of each question can be shown
by highlighting the question. The questions answer
frequency will be shown in a bar graph.

Export %)
Choose export format, an analysis program|thag @
analyzes the answers, presently Microsoft Bxcel.
The answers are shown in bar graphs, pi GHETSF e s mummeon
answer frequency, and the number of recipients who
have answered etc. To export the answers, click
I'Export




The final step is to choose how the data is to be
exported to Microsoft Excel. Finish by clicking
IExport .



