Commonspot Survey Manager
This new application enables Commonspot users to create and manage surveys on their own.
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Login

To access the system, just go to 

http://cms.scu.edu/survey/manage. 
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View Individual Question Results » View results and charts (i applicable) for individual questions
Datashest View » View a table of al results and selectively remove submissions

View Printable Report » View a formated report of the resuits (may take several seconds).

Export Raw Results to C5V/Excel Format » Download all raw survey results in *Comma-Separated-Value" format
Export Settings » Edit labels for exported fields.

Empty the Database » Delete all survey submissions fram the database (warning: this cannat be undone)



Step 1:

Start a new Survey by clicking on “Start new Survey.” Fill in the Survey Application Terms of Use.
Step 2:

The following fields are in the “Start new Survey” form:

· Survey Title (required) 

· Start and End Dates (required)
· Notification Recipient Emails 

· Welcome Text 

· Submit Action (required) 

· Require Groupwise Authentication (required) 

· Record Groupwise ID? (required) 

· Enforce Unique Groupwise? (required) 

· Allow Progress Save? (required) 

· Survey Format (required) 

· Who else can edit this Survey and View the results? 

· Security Level (required) 

· Password to Access Survey 
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And Save.
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Note: To edit the survey settings click on. 
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Step 3: 
Add Questions 

To add your first question click on [image: image18.png]Settings



.
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Help

Keep a browser tab with “Help” open while you work.

You can find the user guide and instructions at 

http://cms.scu.edu/survey/manage/help.cfm.
See section II of the Help guide for an explanation on question type.

Edit

To edit the question after it has been saved click on [image: image2.png]


.
Delete

To delete the question after it has been saved click on [image: image3.png]


.

Step 4:

Add a new Question or add a new instruction by clicking on the appropriate option:
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     You can also change the order of your questions [image: image5.png]and
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Step 5:

Activate Survey by:

1)  Linking to: http://www.scu.edu/survey/?s=[id number]

2) Drop the Survey Element (found in Commonspot's Content Well element gallery category) into the desired page on your site, and provide a single custom parameter, survey=[id number].
Step 6:

Preview the Survey
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Step 7:

Return to the Survey Manager Home
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Step 8:

Activate the Survey
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Step 9:
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Welcome to Santa Clara University's online survey creation manager.

Access to this system is available to users of SCU's content management system, Commonspot. If you don't have a Commonspot account
already, you may submit & new account request using our Support Request form. If you have an account, pleass login with your

Commanspot id and password
mg »



Access the Results
You can  [image: image8.png]De-Activate



or [image: image9.png]


the Survey.
Note: In order to De-Activate a survey, you need to Empty the Results.

Survey Application Terms of Use

Before using the survey application, you must confirm that you have read and agree to the terms of use.

Although survey data can be secured and encrypted, there is an inevitable inherent risk to storing data in web accessible databases and passing it through email. Therefore, asking for highly sensitive information in a survey is strictly prohibited. This includes Social Security Numbers, Credit Card numbers, and bank account information.

Santa Clara University will not share any data that is provided by you or collected in any survey. The University reserves the right to delete data if neccessary after giving you reasonable notice. You, the user, are solely responsible for all data that you collect. Santa Clara University is not liable in any way for any Content, including, but not limited to, for any errors or omissions in any Content, or for any loss or damage of any kind incurred as a result of the use of any Content posted, emailed, transmitted or otherwise made available via the Survey Application.

__I agree not to ask for Credit Card Numbers, Social Security Numbers, or Bank Account information in my survey(s)

__I accept the Terms of Use stated above
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