Administrator Manual
I. Create Survey

1. Under “Create a new survey” type the name of the survey (this is the name that will be displayed) and choose either whether it is a survey or a poll

2. If survey was chosen choose the number of questions wanted in the survey and click Next, if poll was chosen go to next step

3. Select the type of question wanted and click Next 

a. For T/F, Y/N, and scale questions, type in the question and click next

b. For multiple choices and multiple answer questions choose the number of answer choices and click next.  Type in the question and the answers and click Next.

4. Continue using step 3 until all questions have been created. 

a. If you decide that your survey has too many questions, you can just click “Finished” after the final question you want to have entered into the survey. You can also click “Finished” when you return to the Question Interface
5. Click “Return to Survey Administration Center”

II. Edit survey
1. Choose a survey or poll that has not been posted or whose results have been deleted and choose Edit and click Go

2. To change the survey name type a different name in the Survey Name blank and click Save Changes.

3. To edit a question click on Edit Question from the drop down box. 

a. Select question to edit and click Go.

b. Change the question and/or the question number in the survey and/or the answer choices if applicable and click Save Changes.  If no changes need to be made click Discard Changes

4. To delete a question click on Delete question from the drop down box, choose question to delete and click Go.

5. To add a question choose Add Question from the drop down box

a. Choose the number of questions to add and click Go

b. Follow steps 3-4 directions from Creating Survey
6. When done editing click Done Editing to go back to survey administration center.

III. Previewing and Posting a Survey

1. Choose a survey or poll, choose Preview and click Go to view the survey

2. From the preview page or from the menu click post to post the survey to the user interface or if not ready to post click back (if a poll is already posted and another one is posted, only the most recently posted poll will show up in the user interface)
IV. Un-Posting a Survey
1. Choose a survey or poll, choose Un-Post from the drop down box and click Go to remove the survey from the user interface

V. Viewing Results

1. Choose a survey or poll that has been posted, choose View Results from the drop down box and click Go.

2. Click Back to Survey Administration Center when done viewing results

VI. Delete Survey Results

1. Choose a survey or poll, choose Delete Results from the drop down box and click Go to remove all results from the current survey (this will also un-post the survey if it is posted)

VII. Delete Survey

1. Choose a survey or poll, choose Delete from the drop down box and click Go to delete the survey and all questions and responses related to it.

