Checkbox Survey Cheat Sheet
Visit link: https://surveys.vch.ca/Login.aspx?ReturnUrl=%2f
To create a new survey:
· Click the + survey tab
[image: ]
· Fill in Survey Name
· Select survey is active and enable link
[image: ]
· Select VCH Simple
· Click save
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To add a new item:
· Click + item[image: ]


	


Select the type of question you want to create: 
(In this example, we are using ‘radio buttons’)
[image: ]
· Click next
· In the question tab: enter in the survey question
[image: ]

· In the choices tab: enter in your survey options
· Make sure to hit the red + button after each line that is filled (this includes the very last line filled out. If the + button is not clicked it will not save the last line)
[image: ]
· The behaviour tab: gives you options on how you want your survey to be formatted
[image: ]
· The appearance tab allows you to make any changes to how you want your survey to appear
· Click save once done
[image: ]
To delete an item:
· Click Item Actions on the upper right corner
[image: ]
To add another page to your survey:
· Click the + Page and follow same steps as above to add an item to your page
[image: ]
· The preview tab allows you to preview your survey on PC, Tablet and Mobile
· The sharing tab allows you to email your survey to others
· The results tab allows you to view responses 
[image: ]
How to report do Report Pulling:
· Click the results tab
· Click Summary Reports
[image: ]
· Click + Reports at the upper right corner
· Select Style Template and Display Survey Title
[image: ]
· Click next
· Choose your selections from the drop down menus
[image: ]
· Click next
· Check Include Incomplete Responses and other selections if appropriate
[image: ]
· Click next
[image: ]
· Click finish
[image: ]
· Run report
· At this point you can choose to export to PDF for a different viewing option
· Click the red Export to PDF icon on the top right corner
[image: ]
· Click Export
[image: ]
· Click Download File
[image: ]
· Click the PDF

To add a preamble:
· [bookmark: _GoBack]Click display items
· Message/HTML
· Next
· Type in your preamble
· Save
[image: ]
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