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|. GETTING STARTED

Welcome to SurveyMonkey! This userd snanual will guide you through all areas of
SurveyMonkey. It takes you fro m start to finish covering topics such as creating and
upgrading accounts, designing surveys, collecting responses, analyzing data, and
managing accounts. The manual links you direct ly to sectio ns of our FAQs and
Tutorials. Simply click on the hyperlinks (indicated in blue underlines) to go directly
to our Help Center topics for additional information

1. Creating Accounts and U pgrading

If you are ready to begin using the online survey tool, first you must create a n
account. Wedondt of fer what |mwensedsincegousre doepurchasing
software. Everything is accomplished by logging into your registered account!

What we do offer are Basic or Professional subscriptions. All surveys and data are
hosted on our site and servers.

Step 1:

To begin using SurveyMonkey you can activate y our account by clicking on the Join
Now for Free icon located on the homepage:

Join Now for Free!

Step 2:

Next you are prompted to pick a username and password. This creates a Basc status
or free account:

Create a New Account

Pick a Usemmame: |

Choose a Password:
Confinm Password:

Enter a Contact Email:

[ emad address i neuinesd, S0 Wi Can Folily you skl
Choose Your Time Zone: | [GMT-08000) Pacific Tane (U5 & Cansda)
[0 rd e bo receive periode amel updsbes orly aboul Surve?

Mate: Ary data you callect is never shared, and we mainain a strict MRS R0

: 'T s
Cancel || | Create a New Account
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If you would like to upgrade from the Basic to the Professional subscription, click on
the Upgrade button located on the "Welcome Back" section of ou r homepage or on the
top portion of any page in the account . As a Professional subscriber, you will have
access to the premium features .

2. Pricing and Payment Options
SurveyMonkey offers the following packages for the Professional subscription:

e Monthly (month to month)

e Quarterly (3 months)

e Annually (12 months) - Annual subscriptions include unlimited survey
responses at no additional cost.

W If you want to add the SSL encryptionto the account, the cost is an additional
$9.95/mo or $100/yr.

Subscriptions: EAGHIGIY Quarterly Annual
51995 55985 5200
55L encryption: 5995 /monthly £29 85 /quarterly 5100 /yearly

Mumber of Survey
Respeonses:

Payment Options:

1000 free responses
monthly. Additional
responses in a
monthly billing cyde
accrue o charge of
5.035.

Credit Card
Payment Cnly

1000 free responses
monthly. Additional
responses in o
monthly billing cycle
accrue a charge of
5.05.

Credit Card or
Invoicing [Purchase
Order and Chedk)

Unlimited Survey
Responses at no
extra charge!

Credit Card or
Invoicing (Purchase
Order and Chedk)

Monthly and quarterly subscriptions allow 1000 free monthly responses in the monthly
billing cycle. You can still collect as many resp onses as you want; however, any

response over that 1000 for the month will receive a charge of $.05. The response
count is set back to O at the beginning of

e We accept credit card payment for all subscription terms (Visa, Mas ter Card,
Diner's Club, American Express, and Discover).
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» We also do accept purchase orders, check and invoice payments for quarterly
and annual subscriptions.

o We do require payment before activating the account.

o You can complete the registration proces s by clicking on the sign
up/upgrade button on our homepage. Then select check payment.
Once you complete the process, you will be emailed an invoice for
payment.

SSL m|cryption:

If you are concerned about ex tra security , we do offer SSL encryption for the survey
link, survey pages and exports during transmission. A survey with SSL encryption will
show the 's' in the 'http' URL address. It will appear as:

https://www .surveymonkey.com .

This is commonly used for online banking sites or sites that transmit secured
information. In order to stay in compliance with HIPPA regulations, we recommend
that SSL encryption be purchased for your account.

The cost is an additional $9.95 per month or $100 with the yearly subscription.

3. Features of Basic and Professional Accounts
a. Basic Account

The Basic subscription is completely free, and it allows you to create as many surveys
as you would like! You are never forced to up grade the account, and we do not
delete your surveys or data collected if you do not upgrade by a certain time. You
can keep a Basic account for as long as you would like.

You do have the ability to share one login and password for multi -user access.
Simply have the person you are sharing the account with use the login and
passwordto log in on our homepage.

i We do not assign multiple logins and passwords on individual accounts.
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Please keep in mind that you are also sharing full administrative privileges to your
account with other users. We do not provide the ability to have different access
levels to the account.

The following are the features of a Basic subscription:

e Up to 10 questions per survey

e 100 responses per survey

o 15 types of questions

e Collect responses via weblink

e Collect responses via email

e View live results as they are recorded

e Supports any language, including Unicode
e Survey completion progress bar

e Automatic numbering for pages/questions
e 15 pre-built survey themes

« Validate/required survey responses

« Randomize/sort answer choices

e Accessible and 508 compliant and certified surveys
e Limit of 3 Collectors per survey

b. Professional Account

Professional subsribers have access to a wealth of advanced features. In addition to
the Basic features of SurveyMonkey, Professional subscribers have unlimited access to
all of the features described below:

™' No Limits - You can create surveys with an unlimited number of questions,
spanning an unlimited number of pages. Unlike other services, you are not charged
extra for long surveys.

W Create Skip Logic (Conditional Logic) - You can customize the path a respondent
takes through your survey by adding skip logic. This eliminates unnecessary confusion
by skipping non-applicable questions. Itis a proven way to reduce "drop -outs" and
overall frustration.

' Require Answer s - This feature makes sure that you receive a response to
essential questions. You can specify on a question by question basis which questions
require an answer. This helps to improve the quality of your data.

Pageb



http://www.surveymonkey.com/helpcenter/Tutorial.aspx?TutorialID=14&HelpID=305&q=logic

SurveyMonkey User Manual

Y Randomize Answer Choices - The ordering of choices within a question can
introduce an unintended bias. Randomizing answer choices works to eliminate this
"order bias."

™ Add a Logo - Branding your survey gives your survey a professional feel. You can
use any logo up to 50K in size at the top of every page in your survey.

W Create Custom Themes - Every element of your survey can be customized: fonts,
sizes, and colors. After creating your own custom theme, you can apply it to all your
future surveys.

W Generate Popup Invitations - To increase response rates, you can create a
custom popup invitation for your own website. Simply cut and paste the code into
any webpage to start generating invitations.  To minimize annoyance to your vis itors,
invitations will only popup once.

W Custom Redirect - Once your survey is complete, respondents will be redirected
to the page of your choice. By default, completed survey s are redirected to the
SurveyMonkey homepage.

W' Filter Results - A powerful feature that helps you find patterns in your results.
Ask questions such as: "Show me only those respondents who answered choice x in
guestion y." Any question in your survey (even open-ended) can be filtered. The
entire results section will reflect your filter choices .

' Share Results - Let others view your results without giving them access to your
account. You can control which results are visible, and how the results may be used.

™Y Download Results - All the data can be downloaded to your local computer for
further analysis. Take your summary results into Excel to create graphs. Save the
detail results to your hard drive for safekeeping.  You are in complete control.

W Create PDF - You have the ability create a printable PDF version of your survey.
You can also print off a PDF version of the survey results.

W Custom Reports - You can now create custom reports to include only the
guestions in which you're interested. Export them or share them with others for
easier data management and/or analysis.
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IIl. SURVEY DESIGN

A. New Survey

4. Where to Begin?
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When you are ready to begin creating a survey, you will click on the Create Survey

tab located on the page header of the SurveyMonkey account.
choose if you want to create a survey from scratch, from a survey template, or from
Name the survey and you are ready to go!

an existing survey in the account.

SurveyMonkey.com

because knowledge is everything

.me Create Survey wmy surveys

My Account

© For additional information in creating surveys, click here to view the online

Tutorials!

a. After naming the survey, the
Edit Survey page immediately
opens.

b. From here you will click on the
Add Question Here button to
insert your first question.

c. If you want to add pages to
your survey, simply click the
Add Page Here button where
you want to insert the page .

From here you will

v;" Edit Su ey Proview Survay

To chandgs e look of your surviy, Salect 3 theme baliw

Spnng Day w Haw Theeme

Page #1 |Edit Page || Cony

1. Default Section (&
Add Question Here |

Add Page Hare

5. How to Add Questions and Pages

Once you begin designing your survey and every time you add or create a new
guestion, a window will open up within the survey designer.  (The actual survey
design page will be tinted out behind the window a s indicated in the picture on the

next page.)
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From here you will:

1. Choose your question type from the
dropdown menu.

2. Type the question into the provided
textbox.

3. Type the answer choices into the
provided textbox (each must be on
its own line).

4. Choose to add any of the additional
features (e.g. randomize choices, set
to required answer, etc).

5. Click the Save Changesbutton when
you are finished.

Please note: Any time you exit that survey editor to navigate through the account and
when you need to re -enter back into the Design or Survey Edit mode, you will click on
the Design icon located to the right of the survey title on the My Surveys page:

M Design Icon

6. Types of Questions Available and Features

a. Question Types

To add a question to your survey, a dropdown menu is presented after clicking the
Add Question button. From here you can choose which type you want to add. You
can also view the quest ion examples on our homepage under the types of questions
link. The following tutorial also highlights some examples: Formatting Questions

@ If you need additional information
on survey design, please refer to
the Smart Survey Design guide also
located in the Help Center of your
account.

@ This guide provides tips on
designing effective surveys.
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