Last Updated: 03/07/2012 http://www.dataillusion.com/ Information Technology

Using the FeedbackServer™ Survey Tool: Create a Survey

After logging in to FeedbackServer™, you are ready to create your first survey.

Create New Survey 34 FEEDOACK SERVER 3
Farms Designer Reporting Panels
The folder that has been assigned to you is in the left pane (in this Et
example -Folder 1). S
Click the name of the folder to display Update Folder in the right IyT——
pane. You can rename the folder, choose the sort order, or create rodername |CGIBerT
subfolders to organize your surveys. sortbpe | Survey name ascending ]

Update folder ][ Delete folder ][ Delete all folder surveys J

Click on the ¥ to show the contents of the folder. B Homs

e To create a new subfolder, click 'New folder'.

. ' ' @New SUMVEY
e To create a new survey, click 'New survey'.

[&iNew folder

NOTE: If you are resuming work on a survey you have previously created:
1. Click on your folder.
2. Click your survey.
3. Click Designer.

Home | Seftings Designer Security Distribution | Campaigns Repors | Account  Logout

1. Title your survey. This title does not appear to the [Z) Create New Survey

end user, it is only a filename in the system. Titie |My Survey] |
Create from @ seratch O Xmi template
- [Pure OceanBlue [
2. Choose a style. A thumbnail image of the e e -
formatting and colors of questions and answers L
. Help Desk Test
appears on the right. LCME Student Self-Study
Quireach
. . PS&T
3. Enable a security add-in to prevent access or e £
multiple submissions. Learn more about security kN
add-ins in ‘User Guides for advanced survey Enable security T R ~
requirements’. e b e

| Cookie protection
Email code protection

4. Once you have named your survey and selected a Emailcoplimation code
Entry number limitation
Style C“Ck create Survey FeedbackServer security context R
’ .

. . 15
After you create your survey you will be in

Designer mode where you add your questions and pages. The FeedbackServer™ creates the first page
for you to design.

'.r' FEEDBACK SERVER g, Home  Seftings | Designer
Forms Designer ~ Reporting Panels Page designer [ Preview / Test
B Ejmy Survey Page1
B[ Page 1

i~ [#] Add new guestion
[#]4dd a new page
B {ff clobal qusstion libraries.
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Add Questions

1. Click Add new question in the left pane.

2. The New Question wizard contains common

qguestion types. The thumbnail on the right
previews how the question will appear.

3. To add a welcome or instructions page, choose the
Plain Text/Images/Free Text (No choices) option.

4. Click Add new question/text to add the item to your
survey. Add animage, such as a logo or a photo,

using the Image Gallery button.

5. Continue adding questions using the Add new

question link on the left menu.

@ Add new quest%

- [#]Add a new pags

To learn more about each type of question, refer to

the Online Documentation.

E| My Survey

@ Global question libraries

D Page 1
@ Add new quest%

'@A{Id a new page

Information Technology

7] Hew Question

Single Choice (One answer)

Multiple Choice (Multiple answers)

Star Rating Scale

Matrix Of Question Rows (One answer per row)

Matrix Rating Scale

Matrix Rating Dropdown

Matrix Star Rating Scale

30 Matrix / Side by Side

Textbox Entry Fields (Small fields)

ContactInformation (Persanal / Demographic)
Answer Ranking (Rank answers from 1 ta x)
Caonstant Sum (Divide a sum between answers)
Expert Mode (Add chaices types manually)
Free Form Wizard Single Selection

Free Form Wizard Multiple Selection

Matrix Of Question Rows (Multiple answers per row)

Comment Field (Large field)
Plain Text | Images | Free Text (No choices)

Createfrom & yizards OExisimg survey library or panel O)(mltemplate

By
‘Welcome to the flower shop survey

Please take a few minutes to fill it out.

Single Choice (One answer)
Multiple Choice (Multiple answers
Star Rating Scale

Matrix Of Question Rows (One answer per row)

Matrix Rating Scale

Matrix Rating Dropdown

Matrix Star Rating Scale

3D Matrix [ Side by Side

Textbox Entry Fields (Small fislds)

Comment Field (Large field)

Plain Text/Images | Free Text (Mo choices)
Contact Information (Personal | Demographic)
Answer Ranking (Rank answers from 1to x)
Constant Sum (Divide a sum between answers)
Expert Mode (Add chaoices types manually)
Free Form Wizard Single Selection

Free Form Wizard Multiple Selection

2] Hew Question

Welcome to My Survey

Add new qussn | text

Matrix Of Question Rows (Multiiple answers per row)

The following example shows how to add a multiple choice question.
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Example for a
Multiple Choice Question

1. Select Multiple Choice (Multiple answers)

and click Create Question.

2. Use the WYSIWYG editor to create and format

your question.

3. Enter the possible answers, each on its own

line in the Choices box.

http://www.dataillusion.com/ Information Technology

[Z] new Question

Create from (& wizards O Existing survey library or panel O Xml template

Single Choice (One answer)
Muliiple Choice (Mulfiple answers

Star Rating Scale

Which are the best hours to call you

Matrix Of Question Rows [{One answer per row) [EFY
Matrix Of Question Rows (Multiple answers per row) [El 12 Pua
Matrix Rating Scale

Matrix Rating Dropdown [WER

Matrix Star Rating Scale

3D Matrix [ Side by Side

Textbox Entry Fields (Small fields)

Comment Field (Large fisld)

Plain Text/Images / Free Text (No choices)
Contact Information (Personal | Demaographic)
Answer Ranking (Rank answers from 1to x}
Constant Sum (Divide a sum between answers)
Expert Mode (Add choices types manually)
Free Form Wizard Single Selaction

[ other - (Please spacfiy)

U Hew Question

f =l Soume

_§ Font | Arial

Free Form Wizard Multiple Selection

+ | Format |Normal (DIV) b

How often do you see a physician?

Choices (One choice per line)

Once per month
Once per y

Twice per year
Rarely

Choice Settings

Display mode @ vertical O Horizontal

O

Enable other field based choice

—
Selected answer count mustbe | Atleast V!G

Add new question / text

4. Click Add new question/text to add the

5. To preview the
questions, click on the
Preview/Test tab. —

question to your survey.

W Preview | Test |

Welcome to my survey

Homs  Ssftings | Designer | Security | Distribution | Campsigns | Reperts | Account | Lageout

Page 1 Page options |

w Edit |

Massachuserts

UMASS Medical school

Delete | Clone | Disable | Insert question | Insert line break | Insert page break | Skip logic

4. Edit | Add answers | Edit answers | Delete | Clone | Dizsable | Insert question | Insert line break | Ingert page break | Skip logic

How often do you see a physician?

I Once per manth
I™ Once per year
I~ Twice per Year
I~ Rarely
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Edit Questions and Answers
The resulting question and the navigation links appear on the left menu.

To add a new answer to your question, click on New Answer.

To edit existing questions, click on any question or answer in the left navigation.

You can also edit questions and answers by clicking in the
Question Toolbar, located above each of the questions you have created.

Information Technology

%; FEEDBACKSERVER 5

Forms Designer Reporting Panels

E‘ M\,-' Survey

E‘"DPage 1 - - My Survey Page 1 -

[#] 20l ey question

DWeIc:ome 1o my survey

E‘Cj Howe often da you see a physician?

m Meswy answer

Once per manth
| Once per year
@ Twvice per Year

Rarely
i @Add 2 New page
& Global question liraries

& Edit| Add answers | Edit answers | Delete | Clone | Disable | Insert question | Insert line break | Insert page break | Skip logic

Add Pages

As you add questions, your page will get longer. You can Add Pages as you
create your survey so that responders can navigate page by page without
scrolling.

1. Click Add a New Page in the left navigation. You can title the page for
your own reference in the Page Title box (this name does not show in the

final survey).

2. In the Add page window, choose your Page model.

E‘-my Survey
O[] Page 1 - - My Survey Pags 1 -
- [®] Add new gquestion
[E) Welcome to my survey
=] [Z) How often do you see a physician?
“-[@) New answer
(@) once per menth
[®) once per year
(@) Twice per Year
[®) Rarely
B3l o ncw pasd

- i) Global question hm[}ys

Flow Page - a page that has a fixed @ addpage
question display from the top to PagaTme | NESUNeY Pages -
bottom with a header and/or footer. Page model
The layout cannot be changed. |Reports display

|Respondent answers

Free Layout Page — a page that allows
for positioning questions anywhere
within the page for a customized
display of questions. Free Layout
pages also allow adding of specific

behavior components that trigger

1 Pheinis anine your cxnta st ek

[ r

actions or display specific information

to the respondents. Learn more about Free Layout page in ‘User Guides for advanced survey

requirements’.
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The Page Toolbar allows you to modify your pages:

Page dezigner |: Prewview / Test |

w Page 1 Page options | Delete | Clone | Disable | Insert question | Insert line break | Edit branching | Skip logic

Manage Survey Settings

Survey Preferences Toolbar Page Toolbar Question Toolbar

v
Home  Settings Designer Security | Distribution Clampaigns Reports | Account  Log put

Page de=igner |: Preview / Test |

w Page 1 Page options | Delete | Clone | Disable | Insert question | Inseft line break | Edit branching | Skip logic
v
W Edit | Delete | Clone | Disable | Insert question | Insert line break | Insert page break | Skip logic

In the Survey Preferences Toolbar, click on Settings in order to modify the look and feel of your survey
as well as how respondents interact with the survey.

@ Survey Seftings

Title |I\.1y Survey | Deol p Titl This tit]
Deployment page title if}\fmﬁur\(ey' i ep oVn‘Tent a_ge itle — Is title

& appears in the title bar of the web
Page header image || |

browser for your survey.

Survey language | System language ~|
style template | Pure Ocean Blue ~| P Header | Displ .
Opening date | ieg:?f‘ISIZDH 5:12:11 PM age eader mage - ISp ays an Image
ot gt 7 (such as a logo) at the top of each page of
Response time limit | | your survey.
Buttons row display : _Footer ) b
Footer progress display |Showpage numbers hd SUI’VEY Language - ChOOSE the Ianguage

Rich client / Ajax support to display in your survey. Default value

Ask confirmation on form leaving matches your current system Ianguage.

Disable questions numbers

Scored

Style Template — choose the look of your

Allow respondents to download their answers survey rega r‘ding C0|OI"S and |ay0ut.

Show summary of respondent's answers

Anonymous respondents

Opening / Close date — Choose a date for

Force hitps secure connection . o .
your survey to become aCtIVE/InaCtIVE.

EO00OOO0OO0OFEE

Clear branched / skipped pages answers

Response time limit — set a time limit for

the user to complete the survey.
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Distribute by Web Link

Now you are ready to deploy your survey. The easiest way to distribute your survey is by using the

survey link.

1. Select your survey from the left navigation panel and click Distribution from . Campd
the toolbar at the top of the Form Builder page. i ;

2. Web Deployment — Use the provided link to email to respondents or post Web Poplp J
to a web page. Alternatively, you can create a Friendly Name that is easier
to remember. The system will give create a shorter URL with your Friendly

Name.

NOTE - The Friendly Name can only contain
alphanumeric characters (a-z and 0-9). Do
not use spaces, underscores, or any other
characters.

Web Deployment

Reports Deployment 3

Home  Settings Designer  Security  Distribution Campaigns | Reports | Account | Log out
2] Survey Deployment
| Weblnk || ASPNET Code | Ajax ASENET Code |
To deploy your survey you can use following hyperlink in your emails or web pages

httpaiw3.umassmed.eduF Sifs.aspx ?surveyid=adb309c88534b04b1 17 6b5 Jecd2e2d

To deploy your survey you may also use a friendly hyperlink in your emails or web pages
httpeiiw3.umassmed.eduF 5fs-My Survey.aspx

;_-I‘u’lySuwey Update friendly name

You may also use the poral to enter the survey using the friendly link as a survey id code
httpeiiw3.umassmed.eduwF 5/

FeedbackServer™ uses Reports to display survey results. These reports feature a quick report template,

custom report items like graphic data displays, detailed analysis of respondents, printing, and

importing/exporting of survey data. The custom report items are illustrated in the ‘User Guides for

advanced survey requirements’.

Generate a Template Report

1. Select an existing survey with responses

2. Click the Reporting tab on the left
navigation bar.

3. Click Reports.

4. Click Add new report.

5. Enter a name for the report.

UMass Medical School m
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6. Selecting Generate Template Report will
automatically generate a predesigned report based
on survey questions and answers.

7. Click Add.

Example of a Template Report
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