CAS-IT:  TAP
Class Apps Select Survey:  Creating a Sample Survey
[bookmark: _GoBack](revised 10-5-2011)

This is the hands-on help sheet that is used in conjunction with a workshop leader.  There is a more extensive user manual that can be used for self-training that can accessed by going to the help page found at:
http://lilt.ilstu.edu/main/help_sheets/SelectSurvey.shtml
Step One:  Logging into the system
Since you were signed up for the workshop, your ulids have already been entered into the system.  You can move forward and log into the system.
Launch a browser
Go to https://survey.lilt.ilstu.edu 
Click on the “here” link where it says Click here to create or manage surveys (see example image below)


Enter your password in the password field (this system is tied to your ISU ulid account and your password will synch when you change it)


Click Submit
Step Two:  Creating a New Survey

Log in to the system with your ulid and password
You will come to a screen that will show you all the surveys to which you currently have access to edit.
You will also see a icon tool bar at the top of the screen (see example below)
Click on SURVEYS 
Click the button in the upper right of the screen for CREATE NEW SURVEY

Fill in the information for the title of your survey:  
Sample YourUlid
Select the button for “From Scratch” if this is a unique type of survey.
Select “From Existing” if the survey is very similar to an existing survey.


 

Click Save

Step Three:  Adding the questions to your survey

Click on Design (this is the icon that looks like a paintbrush) 
Click the Insert button at the bottom of the screen each time you want to add a new question
Adding a Question – Multiple Choice

At the bottom right of your page, click on INSERT to add a new question.

In the drop down menu, select the type of question you would like to add (see example below)
For multiple choice select CHOICE – ONE ANSWER (OPTION BUTTONS)

Enter the Question in the box entitled ENTER THE QUESTION
For example, go ahead and enter as indicated below:

Put in a question alias to make this easier to analyze in Excel or SPSS (year in school)
Enter any subtext if you have any further instructions (this is a smaller font) – NOTE:  do not use the @ symbol
Indicate whether you want your answer options to be shown horizontally or vertically 
Enter your answer options
If you would like a choice of “other” with a text box they can fill in, there is an option for you to check for this.
Click save
Adding a fill in the blank question
Do a fill in the blank (open ended – one line) question
Click insert at the bottom of the page

In the dropdown select “Open Ended-One Line”
For the question ask “What is your major?”
For the alias “major”

Save the question
Adding a comments question
Click insert at the bottom of the page
From the dropdown, select “Open ended – comments box”
For the question type in” What was the muddiest point in the workshop?”
For the alias put in “muddiest”
Save the question
[image: ]
.
Adding an advanced question – Likert style - Matrix

At the bottom of the page , click on INSERT to add a new question
From the drop down menu, select Matrix – One Answer per Row (Option Buttons)
For the question type in:  “Please indicate your level of agreement with the following:”
For the alias: “opinion”
For the subtext:  “ (please only consider today’s session of the workshop) “
Rows:  
The review session helped me
The TA was available to me
The instructor answered my questions
The clickers were useful
I understand topic X
I understand topic Y
Columns:  Use the drop down menu to select Agree - Disagree
[image: ]

Add in numeric options for the scale
[image: ]
Click SAVE
Moving a question
If you want to move a question up or down, click on the arrows to the left of the question.
[image: ]

Adding a Page Break
If you would like a page break before a question (great for new sections and usability), then click on BREAK to the right of the question. Go ahead and add a page break by clicking the BREAK button next to the comments question.

[image: ]

Adding a title to your page
Once you have a page break you will have the option of adding a title that could go each page(great for section headings)
Above question 1, Click on Edit Page Properties in order to add a title (add the title of “Demographics”)
[image: ]
Once you have entered your title CLICK SAVE.
Above your comments question,  click on EDIT PAGE PROPERTIES and give it a title of “Comments”

Format your survey
Let’s see if you remember how![image: C:\Users\saskers\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\TXPB3NH9\MC900433817[1].png]
Tasks:
Move your opinion question above your comments question
Add a page break between your opinion question and comments question
Have the title of the page above opinion be titled “Opinion”
Have the title above the comments be titled “Comments”
After you had added all of your questions
Once you have added all of your questions, click DONE at the bottom of the screen.
[image: ]
Step four:  Creating the Settings of your Survey

If you have just created the survey, Click the Edit button to the right of the survey title
[image: ] 
[image: ]If you are coming into the system from your main screen, you will first have to click on the Options button to the right of your survey title in order to edit.

[image: ]
Fill out form to fit the needs of your survey
General Information
Make sure to enter your start and end date 
You have the option to change these before/after you deploy it
As a student user you will have to list your faculty sponsor as the first owner, a semicolon, NO SPACES, and then your ulid (such as saskers;brajag3;jethom2 )



[image: ]
Display
These are tied to usability
Template:  ISU do not edit
If you need the buttons, leave them in.  If you don’t, then remove these extraneous choices
[image: ]
Access 
This is how to set whether it is anonymous, a login is required, and how many times they can fill it out.
If you need authentication from individuals who do not have ULIDs, please contact the administrator by emailing lilt@ilstu.edu 
[image: ]
Completion
You can have a custom message when the survey is complete. You should include contact information or a debriefing if necessary.
You can forward them to a webpage when the survey is complete
You can also have the survey responses emailed to a person a set of people.
Report and Advances are areas you rarely change
Click Save
Note:  You can return to these settings in two ways.
You can click on OPTIONS from the main menu
You can also click on the Edit button next to the title in design mode

Step Five:  Launching your Survey

When finished click on OPTIONS to double check your release dates and other settings (such as anonymous access)
Click SAVE under OPTIONS when you are sure your settings are correct.
Click on Design and at the top of the page click LAUNCH
[image: ]
Step Six:  Deploying your survey so that you can send out the link
[image: ]Click the DEPLOY icon (looks like an envelope) 
[image: ]

Copy the link listed under email link and paste it into your invitation email (make sure you paste it on its own line so that webmail users can copy and paste it more easily)
Copy the code under webpage link if you want to post this on your webpage
If you are sending this to participants via email, you will want to work through ISU mail services (see Mass Email Policy on www.policy.ilstu.edu)

Step Seven:  Checking the status of the survey

Click on Reports
Under Survey Reports, click on SURVEY OVERVIEW AND INDIVIDUAL RESPONSES REPORTS
Select the survey from the drop down menu
For an overview, click on RESULTS OVERVIEW
It defaults to show you overview per question
You can also use the drop down to skip to a particular question or page
For Individual responses, click on INDIVIDUAL RESPONSES
It will start with showing the first use response
Click on the navigation arrows at the upper left of your screen to view more individual responses
To Export data, click on EXPORT DATA
CSV
SPSS Format Condensed
Click EXPORT (this will then send data to Excel)
Click SAVE
Save it to a place where you know you can find it (like My Documents)
It will save it as a .csv file

Step Eight:  What to do when your survey is over

Make sure you have your data saved first!
If you want to ever copy it or run it again, do not delete it.
If this was a one shot use, Click on DELETE next to your survey to remove it
If you want to shut it down, click on CLOSE
If you had a due date then it will automatically close

Step Nine:  Ooops, I need to fix a question!

If you have collected data, you do not want to change your survey once it is launched (write it up as a confound)
If you can re-gather the data or are willing to lose what you have gathered, then you will do the following:
Download your collected data before clearing it.
Click CLOSE to stop anyone from adding new info
Click on CLEAR to remove all the data that had been collected (if it is just a text change that would not affect how participants answer, you do NOT have to clear data)
Click on DESIGN to go in and make changes
Click on DONE when you are finished making your changes
Click LAUNCH
Click DEPLOY
____________________________________________________________________________________
[image: MC900441521[1]]
That’s it! 
If you have any questions, first check out the help page at:
http://lilt.ilstu.edu/main/help_sheets/SelectSurvey.shtml
If that doesn’t answer it, then contact saskers@ilstu.edu 
(if you are a student, then you will have to work through your faculty sponsor)
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