InstantSurvey Basic Instructions 
In collecting information through surveys, always maintain the maximum amount of confidentiality on respondent data that your study allows.  Failure to preserve such confidentiality may result in disciplinary and/or legal action. 
For detailed instructions, please reference the Help screens in InstantSurvey.  In the meantime, here are some quick instructions and tips.

Making a survey

A.  Starting the survey
1. From the “Create” tab, click on “Create a new survey from scratch”.

2. Enter your survey name 

3. JCHS surveys generally have a Blue Steel survey theme.

4. Enter your questions one by one in the Survey Editor.

5. This is a “live” system.  If you make a change, your survey is automatically saved that way.  Also note that there is no Undo.  If you need to experiment, do it in a copy of your survey!

6. Be sure to Preview your survey before sending it out, so you will know exactly how it will look to the respondent.

B.  Adding your survey items
1. Add your questions.  Note that there are several response types to choose from.

2. Notice the Format buttons.  They give you the option of formatting your text using:

a. the Normal tab, which is like a scaled-down version of Word, or
b. the HTML tab, if you want to get really fancy.

c. The format screens also give you the ability to add graphics to your survey screens.  Note the upper right-hand section of this window.

3. Response Types have two tabs:

d. the Quick tab, where you just type in your response options, and

e. the Advanced tab, which allows you to assign numeric values to your response options.  This is particularly handy for Likert scales, or data you will eventually send through SPSS.

f. For Matrix Table responses, the “…” at the end of the Element field on the Advanced tab is the same as the Format buttons.

4.  Some response types have options for N/A or Other.  Whenever possible, use these instead of setting up your own options or fields for these responses.
5. Every response type has an option for marking the item as Required.

C.  Editing your survey
1. Select an item and left-click to see a list of actions.  You will use these most often to Add, Remove, or Move items.

2.  Note that you can Add – Text Block.
3. And you can Add – Branch to have the survey jump to a specific page based on the respondent’s answer to a previous question (ANY previous question, not just the most recent item on the current page).

4. If you have repetitive question layouts that were time-consuming to set up, you can “Save as Mini Template” and then just Add – Mini Template from then on.  You will get the same layout and just need to change the wording on the new item.

D. Thank You Page
1. Always edit the Thank You Page.  The default page is just an advertisement for InstantSurvey.
Distributing the survey

Warning:  Once you distribute your survey, your ability to make edits to the live survey is very limited.  Be very sure that your survey is correct before doing the distribution.  The “Preview” function is your friend !
A. Single URL Distribution Method
1. The easiest way to distribute your survey is as a Single URL. This will give you a link that you can post online, email out, etc.
2. For “Maximum Number of Respondents”, 300 is a nice round number.

3. Prevent Multiple Submissions – particularly if you are sending your survey out to students or anyone else who might use a computer lab, mark “No”.

4. Just accept the defaults on all other items.

B.  Targeted E-Mail Distribution Method
1. You can also E-mail Targeted individuals.  This requires that you have a specific list of potential respondents, including email addresses.

2. When you get to “How would you like to add respondents into your survey distribution”, select “Enter E-mail Addresses”.

3. The easiest method is to “Provide E-mail Addresses Separated by Returns”.

4. Then copy & paste in your list of email addresses.
5. Accept the defaults on the next few screens.

a. Note that you can have the survey taken anonymously.  If you do not select this option, you as the researcher will have the ability to find out how each email address responded to the survey.  Be very sure which method is appropriate for your study.
6. Change the default e-mail to suit your needs.  
a. Be sure to keep this section:
To open the survey questionnaire, click on the URL below or paste it into your browser: 

<is:var name="TakeURL" var="TakeURL">
b. You will probably want to keep this section as well:
This survey will remain open until 11:59 pm (PST) (GMT -8) on <is:var name="{d(short)} Instance.EndDate" var="{d(short)} Instance.EndDate">.
c. Everything else can be changed or deleted.
d. Note that the emails can be set up to mail out at a later date, if needed.

7. You can also set up a reminder email.  
a. Be sure to keep this section:
To open the survey questionnaire, click on the URL below or paste it into your browser: 

<%TakeURL%>
b. You will probably want to keep this section as well:

This survey will remain open until 11:59 pm (PST) (GMT -8) on <%{d(short)} Instance.EndDate%>.
c. Everything else can be changed or deleted.

8. Immediately after you have distributed your survey
a. Go to the “Manage my Distributions” section under the Distribute tab
b. Select your survey

c. Select Manage (the column with the arrow)

d. Look at the number Invited to make sure that your list of email addresses was accepted and your survey was emailed out !

C.  Other Distribution Methods – If you have a pressing need to track your respondents by demographic information not included in the survey items, please contact Carol Rowlett at cnrowlett@jchs.edu, or see the Hidden Response section of the InstantSurvey help screens if you are feeling particularly brave.  This type of distribution can be useful if:
1. You need to limit the number of demographic questions on the survey

2. You need to compare respondents’ answers to previous answers already on file.

Managing the Distribution
3. You can use the Manage (or “Manage my Distribution”) function to change the survey dates, add email addresses, track how many people have responded over time, etc.

4. Under the Respondents tab, you can also see which email addresses have responded to the survey.
5. Red buttons on the Delivery Status on the Respondents tab means that the email address was not valid.  Click in the Edit column to correct the email address.

6. You can also use the Reminders tab to set up additional reminder emails.

Reports

In accessing survey information through reports and data downloads, always maintain the maximum amount of confidentiality on respondent data that your study allows.  Failure to preserve such confidentiality may result in disciplinary and/or legal action.  
1. The standard reports show all items, in either bar charts or pie charts.  Bar charts are generally better for reports that will be printed out.  Text items are available as expandable sections, or with full text.

2. Custom Reports.  If you need to do a report that does not show all the surveyed items, you must build a custom report.  Refer to the InstantSurvey help screens.  Custom reports are also helpful for doing average scores and simple statistics.  
3. All reports are filterable by clicking on the colored sections of one of the charts.
4. Get Report URL gives you a link directly to the report results, limited by any filter that you applied.  
a. Always View Report before publishing it to a URL.
b. Use the Instant Report Access URL rather than the email option.  
c. Note that you can turn off further filtering on the linked report.
5. Data Download.  
a. To download your data, use the Data Download option at the bottom of the Get Report screen.  This gives you more options than the “Download Raw Data” button on the actual report.
b. Survey data can be downloaded in .csv, Excel, or SPSS format.
c. If you download the data into Excel, don’t panic when you pull up the file and there’s no data.  The first sheet is just a summary.  Your data is on the next sheet.
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