@ Creating surveys with Surveymonkey

http://www.surveymonkey.com/

Surveymonkey has a free subscription service which provides basic features to crate an
online survey. This can be a great tool evaluating modules / courses and will save a lot of
paper! The results are automatically collated and viewed on screen. Whilst the free
subscription has some limits its basic features provide more than enough to create an in
depth survey with multiple choice selections and text feedback boxes.

What are the features of a Basic subscription?

You are never forced to upgrade a free account, and they do not delete surveys or
responses if the account is not upgraded. You can create and administer as many surveys
as you want for as long as you want. Your account and surveys will not expire.

Features of the Basic subscription:

+ Up to 10 questions per survey (this can be extended with some clever thinking!)
+ 100 responses per survey

+ 15 types of questions

« Collect responses via weblink or email

« View live results as they are recorded

« Supports any language, including Unicode

« Survey completion progress bar (tells the user how much survey they have left)
« Automatic numbering for pages/questions

« 15 pre-built survey themes

« Validate/require survey responses

« Randomize/sort answer choices

« Limit of 3 Collectors per survey (nominate colleagues to share responses)

Where to Start?

First you must create a user account, go to www.surveymonkey.com and click the ‘join now
for free!’ link. Follow the onscreen instructions to create your account, remember to keep
your password safe! You may wish to crate a more generic login so that you can share the
account with colleagues.
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Once you are signed up you can start to create a survey. Follow the ‘create survey’ link

SurveyMonkey.com
because knowledge is everything

Home Create Survey | My Surveys

You have a basic account. |

Give your survey a title, an click the create survey button.

Enter a Title for this Survey:

Title: max 100 characters

‘ Cancel | | Create Survey ==

The title can be altered at a later date if needed.

The picture below shows the layout and colour of the survey, choose form a list the color
you would like to use, please remember accessibility issues here, high contrast colours are
easier to see and (if needed) print better, again this can be altered at any time.

survey title:
Example Survey Edit Title

|5 Edit Survey

|/ Edit Survey

Survey Options To change the look of vour survey, select a theme below.

[ J

[ ]

[é Print Survey ] {Spring Day iv] MNew Theme
| I page

@ Restore Questions

1. Default Section

| Add Question Here |

To start adding questions, click the button and chose from the list the type of question you
would like to present, the ‘add after page’ button will split the survey into multiple web
pages, this can be useful for longer surveys.



Add Question Here

S R T T The list to the left shows the different types of

question that can be added to the survey. If you

-— Choose Question Type — :v| already have a survey and want to translate the
— Choose Question Type — questions then the layout should become fairly
Multiple Choice (Only One Answer) apparent

Multiple Choice (Multiple Answers) pp .

Matrix of Choices (Only One Answer Per Row) i

Matrix of Choices (Multiple Answers per Row) The multiple choice questions are as expected,
atrix of Drop-down Menus . b

Rating Scale the ‘one answer only’ refers to the answers the

Single Textbox H
Multple Textboxes survey taker can give.

Comment/Essay Box

Numerical Textboxes The matrix of questions allows several questions
Demeographic Information (U.S.) Ll . .
Demographic Information (International) to be posed within the one question group (this
IDate andfor Time enables the basic account to overrun the stated
mage . . .

Des?:ripljve Text 10 question limit!)

Add Question Here

Select a Type of Question (Examples) Here is an example of a multiple

choice question.
Multiple Choice (Only One Answer) M

Pick a display format:

Display Choices as Buttons (1 column) M

Question Text

Thi= i= a multiple choice question? Place yOUl" qUGStiOﬂ in the teXt
box...

Check spelling (in English)

Answer Choices (each choice on separate lines)
= ...and then the different choice of

I know

on, is it. answer in the box below.

Wow, that's brilliant

Remember to put each answer
on a different line (press return
after each one).

Check spelling (in English)

[] SortiRandomize Choices (optional)

To sort or randomize the choices to this question, click the checkbox above.

The ‘add comment field’ adds an
F] Add Comment Field {optional) additional space for additional
information, such as ‘other,
please specify’

Save Changes



1. Default Section

1. This is a multiple choice question?
J I know

_J Oh, is it.

_J Wow, that's brilliant

Other (please specify)

Daone >>

This is how the question will
appear. One button can be
checked, or the ‘other’ field can
be filled out.

Add Question Here

Select a Type of Question (Examples)

Matrix of Choices (Only One Answer Per Row) [V]

Question Text

Pleaze read the guestion=s below and answer appropriately.

Check spelling ({in English}

Row Choices (each choice on separate lines)

Do you like this survey?

Do yvou like the colours?

Have you filled out a surwvey before?
Do yvou like biscuits?

Check spelling (in English)

[] SortiRandomize Rows (optional)

To sort or randomize the choices to this question, click the checkbox above.

Column Choices (each choice on separate lines)

Yes
No

2. Please read the questions below and answer appropriately.

Yes MNo
Do you like this
survey? o o
Do you like the
colours? o ~
Have you filled
out a survey w )
before?
Do you like

biscuits? = -

This shows an example of a
‘matrix of choices’

Add the question title here (not
the actual questions them selves)
although this could be a question
that then split in to various parts.

This box is for the questions. (one
per row, return after each one.
You can ask a longer question
than the box is wide, it just text
wraps)

This box is for the possible
answers (again one per row).

This is how the matrix appears.
One button per row can be
checked.



Edit this question

Select a Type of Question (Examples)

Single Textbox (v
A single text box answer will give an
Question Text option e
Please describe vour first memory of the internet.

Check spelling (in English)

3. Please describe your first memory of the internet.

... like this.

Edit this question

Selecta Type of Question (Examples) Whilst multiple textboxes will give an

Multiple Textboxes v Option e

Question Text

Please comment on each of the following.

Check spelling (in English)

Input Box Choices (each choice on separate lines)

Chocolate
EBananas
Soup
Dinosaurs

Check spelling (in English)

EdtQueth||M0ve||Copy||Daem|

3. Please comment on each of the following.

Chocolate |

Bananas

...like this.

Dinosaurs

|
Soup |
|

These are the 3 most common type of questions. There are variations within each one that
are self explanatory, you can go back to each one easily and edit the type of question and
the text within just by clicking the Edit Question button.



Sending out the Survey

Once you have created the survey you will need to distribute it, the best way to do this is
using the URL if generates for you and then email this to the people in question.

First, select the ‘collect responses’ tab

Logged in as "RichAshley" | Log Off
SurveyMonkey.com ey" | Log
because knowledge is everything
Home Create Survey My Surveys Address Book My Account Help Center|
You have a basic account | To remove the limits of a basic account, including unlimited questions, upgrade now!
survey title: = = ==
Example Survey Edit Title [ design survey I " collect responses ”I analyze results W

 edit survey

Supiey Options To change the look of your survey, select a theme below.

& Print Survey pring Lay
% Restore Questions Page #1

1. Default Section

E: Edit Survey

Add Question Here

The easiest way is to leave the ‘create link...” option checked and go to the next step. If you
are feeling more adventurous then have a look at the other 2 options.

Logged in as "RichAshley" |Log Off
SurveyMonkey.com oy [Log off
because knowledge is everything
Home Create Survey My Surveys Address Book My Account Help Center
You have a basic account. | Ta remeve the limits of a basic account, including unlimited questions, upgrade now!

survey title:

Example Survey Edit Title [ design survey ” collect responses analyze results

Collect Responses for “Example Survey” J !
B

Select the method you would like to use to collect responses. We refer to the method that you use to collect responses as a “collector”. While most people use enly a single collector, you may want to use multiple collectors if
you are sending your survey to different groups of people. Each collector can have its own unique settings and restrictions, and can be closed and opened independently. For more infarmation about collectors, visit the help
center

How Would You Like to Collect Responses?

® ‘(" Create a link to send in your own email message or to place on a webpage

The simplest and fastest way to collect responses. We generate a link for your survey that you can just copy and paste.

O [l Upload your own emails and have us send a survey invitation

You can upload your emails, and we will send a survey invitation on your behalf. You can customize the message thatis sent, and track who respoends in your list

Create a popup invitation for your webpage

Ve give you the code to generate a popup invitation on your own webpage,

Now highlight and copy the generated link into an email that you can send to people.
If you have a website or a Blog, you can use the second box, this includes HTML code that
will make it appear as a hyperlink.

survey title
Example Survey Edit Title [ design survey ” collect responses analyze results
survey title

Example Survey Edit Title [ design survey ” collect responses analyze results

@, Get Survey Link collector name: New Link Edit Name type Weblink status: Open

[ Change Settings @ Before you send out your link, be sure to review the collector's settings and restrictions.

B Change Restrictions

%] sending Survey Link in an Email?
& Manual Data Entry

Simply copy the link in the blue box below. Then, paste the link into the body of your email message so that when others receive your email, they can click the link and access your
Close Collector Now

.—Surﬂﬂ———————————j

I http://www.surveymonkey.com/s.aspx?sm=wogf7_2bY_2bnelWQrtlq4UFKA_3d_3d
]

f Placing Survey Link on a Webpage?

Simply copy the link in the blue box below. Then, paste the link into any webpage so that others can click the link and access your survey.

<a href="http://www.surveymonkey.com/s.aspx?sm=wogf7_2bY_2bne1WQrtiq4UFKA_3d_3d">Click Here to take survey</a>




Getting the Results

Once your students have completed the survey you can view the results by selecting the
‘analyze results’ link. They are displayed as percentages, and the short answer questions
have another link within so you can read what has been submitted.

The download responses is not allowed in the basic account but you can copy and paste
the results into a word document if you need to.

survey title —
Example Survey EditTitle [ design survey H collect responses'” analyze results ]:I

current report: fDefauItF‘\eponév |-Z;dd Report

[ view Summary
L Browse Responses
& 2 4z Response Summary Total Started Survey: 0

Total Completed Survey: N/A

“f Filter Responses

& Download Responses

@ Share Responses

Page: Default Section

JiLl

1. This is @ multiple choice guestion?
Response Response
Percent Count

| know 0.0% o

Oh, isit. 0.0% 0

Wow, that's brilliant 0.0% 0

Other (please specify 0

answered guestion 1]

skipped question 1]

2. Please read the guestions below and answer appropriately.
Yes Mo Response
Count

Do you like this survey? 0.0% (0) 0.0% (0} o
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