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How to set up a survey in SurveyMonkey:

Visit Survey Monkey on the web at:

| W |http:ffmw.surveymﬂnkey.cnmf

Log-in with the Dept. of Medicine account credentials. Contact Kate Gilbert to
obtain username and password for Dept. of Medicine purposes.

Click the “Create Survey” link at the top of the page:

SurveyMonkey.com
because knowledge is everything

Home  Create Survey My Surveys Address Book My Account

There are survey templates available, but in most cases, you want to create a
blank survey from scratch (last option). Enter a name for your survey and then
click the yellow “Create Survey” button to get started:

How Would You Like to Create a New Survey?

¢ Copy an existing survey

| —-Select an Existing Survey-- ;I

¢ Use asurvey template

—-Selecta Template Category— ;I

& Create a new survey from scratch

Enter a Title for this Survey:

Title: | {max 100 characters)

| Cancel | | Create Survey »>

Now you have the opportunity to select the color scheme for your survey.
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l survey title:
Survey for Example Edit Title

[@ Edit Survey ]

\_}r Edit Survey

| Stivex Ontions | To change the look of your survey, select a theme below.
- y ESpring Day LI New Theme
|.é Print Survey |

Print Theme

P Slate
Blue Meanie
Orange Zest
Spring Day
Blue Metal
Purple Passion
Peach Sherbet
Dewy Meadow
Light Olive
Desert Dunes
Cloudy Day
Sea Green
Yellow Metal
Cusfomn Themes

Department of Medicine IM

I {8, Restore Questions

Once you have set your color scheme/theme, click the “Add Question” to get
started building your survey

| Add Question Here |

A pop-up box will appear with the question’s options.
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Edit this question

Select a Type of Question (Examples)

I Matrix of Choices (Only One Answer Per Row) ;I

Question Text

[The patient/referral coordinator is able to get an
appointment with the consultant in a timely manner.

Check spelling (in English)

Row Choices (each choice on separate lines)

Cardiology

Pulmonary/Rllergy

Center for Digestive Diseases
[Hematology/Cncology

Check spelling (in English)
[C Sort/Randomize Rows (optional)

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

Column Choices (each choice on separate lines)

Strongly disagree
Disagree

<< Back to Survey Save Changes

The first drop-down in the list allows you to change the question’s format and
style. If you are unsure about the type of questions offered, click to “Examples”
link directly above the drop-down menu to learn more about the available
guestion types.

Edit this question

Select a Type of Question (Examples)

— Choose Question Type —
Multiple Choice (Only One Answer)
| Multiple Choice (Multiple Answers

- Matrix of Choices (Multiple Answers per Row)
Matrix of Drop-down Menus get an

Rating Scale manner.

Single Textbox

Multiple Textboxes

Comment/Essay Box

Numerical Textboxes

Demographic Information (U.S))

Demographic Information (International)

Date and/or Time Check spelling (in English)
| Image

Descriptive Text

The next field is where you enter the question text. This is how the question will
be presented in your survey.
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Question Text

The patient/referral coordinator is able to get an
appointment with the consultant in a timely manner.

Check spelling (in English}

The following fields will vary depending on the question type you selected.
You may choose to add a comment field so that the respondent can elaborate on

their answer. Checking the “add a comment” box will cause the view to expand
and show options for the comment box size and placement underneath.

¥ Add Comment Field (optional)

Field Label: IOther (please specify) Check spelling (in English)

Comment Box Size: I single line of text ;I I 50 characters wide ;I

Text Validation: I don't validate comment text ;l

Note: In most cases, you do not need to validate the comment text.

You may also choose whether the question should be required or not. If a
guestion is required, the system will not let the respondent complete the survey
until an answer is submitted. The text field allows you to enter text that will be
displayed if a respondent does not answer the question.

¥, Require Answer to Question (optional)

Respondent must answer |at|east vI |‘\ rows

When the question is not answered, display this error message:

This guestion requires an answer.

Check spelling (in Enalish)

When you are done with your edits, be sure to click “save changes” in the
bottom of the edit box. In most cases, you can disregard the “Question size and
placement” options.

Now you should see your survey in edit view with the new question displayed.

When you have entered all the questions, click the “Collect Responses” tab in the
upper right corner
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wsryay i
Survery for Exnmple_ fas Tale

Collect Responses for “Survey for Example”

We refer " FOU US4 10 COReCt IIDINTET 35 3 oBechr, U may mutgle cobecton o
9t £5 (W) URIQUE SHIINGS and MESIRCONS, and Can b4 CSad and S06NEE Mdesandent Fof mane mihmation aSoul cobACON. WS T help Contes
How Would You Like to Collect Respanses?
® g7 Createa link to send in your webpag
imai o st
= Upload your own #mails ana have us send 3 survey Invitation
onds m pour

¥ou can usload your mails. and wa wil S6nd 3 SUrvey Svabon on your Behalt You Can cuskemce e Message Mat is sent. and Frack wha res

© [ create a popup invitation for your webpage

i
1904 0t 10 940 004 16 GRACIE 3 APUD INALIBEN S FEUF DN WHSDBGH

Enter a Hame for this Link:

Mame: Naw Lok

In most cases, you will want to select the first option — Create a link to send in
your own email message or to place on a website. This option will generate a
unique URL to the survey that you can disseminate to respondents however you

see fit.



