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Design

The content of this material provides instructions for the ‘most used’ options and the 

steps required to create and report on a survey using the Research application.
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Survey Template Definitions
1. Matrix Descending: Survey questions are left aligned; response options are displayed to the right of the survey question in a grid format 

wherever consecutive questions use the same scale. Response options are arranged from highest sort value to lowest sort value.

2. Matrix: Survey questions are ascending left aligned; response options are displayed to the right of the survey question in a grid format 

wherever consecutive questions use the same scale. Response options are arranged from low sort value to highest sort value.

3. Language Router (Matrix Desc):  Use this if your survey will have multiple languages. Survey questions are formatted like the Matrix –

Descending template.

4. Language Router (Matrix): Use this if your survey will have multiple languages. Survey questions are formatted like the Matrix 

template.
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Design Step 4 

Enter the number of questions you 
want created for each question type.
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Design Step 5

Intro Text will appear on the first 
page of your survey, use this 
space to explain the purpose of 
the survey.

Enter Text
1

Select Logo
2

3



Design Step 6

This text will appear on the top 
of the first page of the survey

Enter the question text
2

Select the desired 
response option
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Check both boxes
• Survey: Show this 

question on the survey.
• Report: Show the

responses in reports
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Design Step 7

Enter additional questions and 
response options for each of 
the survey questions. 
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Textbox and Open question 
types do not need response 
options selected.
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Click Insert Break to add a 
page break in the survey. 
User will be required to 
click ‘Next’ to continue to 
the next page.



Administer
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Administer Step 2 

This will generate a URL 
that all users can use to 
take the survey. 
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Administer Step 3 

Copy this URL and add to 
emails or intranet. 

Paste it into a new browser 
window to review the 
survey.
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Monitor & Manage
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Monitor & Manage Step 2

Close the survey 
immediately

Keep track of how 
many people have 
taken the survey

Quickly access 
the survey link

Click to define when 
the survey will start 
and end



Report
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Report Step 3 
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There are a variety of reports to 
choose from allowing you to look at 
the survey results in different 
formats. 



Report Step 4

Bars Report

Frequency Report

Pie Report

Comment Report


