
121

A
p

p
en

d
ic

es

APPENDIX IX: SurveyMonkey Administration Guide



122

Getting Started with SurveyMonkey

K_CICUEL#;#92%&)@g"*=)@#-//"2*!#'1#-#,"()1!#'*&)1!,)*!7#;!#!6)#!',)#"+#!6)#$'3"!'*4#"+#!6)#9)3+:;11)11,)*!0#-#$%"+)11'"*-3#

92%&)@g"*=)@#-//"2*!#/"1!#>-1#hYi7id#$)%#,"*!6#"%#h\ff#$)%#@)-%7#E"#!"#GGGI-+1D"/@>)6"/I9>@'A>1'@>1"',)A>1@#%,>)I

!"#$A"#A@/,51$O#/-F$9)-6,:#5$&$O&5,A$+4,:#$-.$"-F$1-$45#$8+1D"/5>)6"/$1-$,?9/#?#.1E$A-//#A1E$&.:$1)&.5;#)$:&1&[

 Administering Surveys with SurveyMonkey 
<.A#$1"#$:#5,+.$,5$A-?9/#1#E$1"#$54)6#'$,5$)#&:'$1-$O#$5#.1$1-$9&)1,A,9&.15B$P"#.$:,51),O41,.+$1"#$54)6#'E$'-4$?451$

:#1#)?,.#$1"#$?#1"-:$'-4$F,//$45#$1-$A-//#A1$)#59-.5#5B$!"#$?#1"-:$45#:$1-$A-//#A1$)#59-.5#5$,5$&/5-$@.-F.$&5$&$

GA-//#A1-)HB$P",/#$?-51$9#-9/#$45#$&$5,.+/#$A-//#A1-)E$'-4$?&'$F&.1$1-$45#$?4/1,9/#$A-//#A1-)5$,; $'-4$&)#$5#.:,.+$

'-4)$54)6#'$1-$:,;;#)#.1$+)-495$-; $9#-9/#B

!"#$;-//-F,.+$1")##$GA-//#A1-)H$1'9#5$F,//$:#1#)?,.#$F"&1$)#51),A1,-.5$'-4$F,//$"&6#$,.$A-//#A1,.+$'-4)$:&1&E$

,.A/4:,.+$F"#1"#)$-)$.-1$'-4$A&.$1)&A@$'-4)$9&)1,A,9&.15[

$ _'A$`*,>$@+--'D/+&S$($F#O$/,.@$A-//#A1-)$A-//#A15$)#59-.5#5$&.-.'?-45/'$1")-4+"$1"#$45#$-; $&$+#.#),A$/,.@B$

$ B+FaF$@+--'D/+&S$!"#$9-949$A-//#A1-)$9)-6,:#5$&$A-:#$1-$+#.#)&1#$&$9-949$,.6,1&1,-.$-.$&$:#5,+.&1#:$

/(A'&$(C%D,9(''%#,%NJ:%-"11'('%$1%&2<9(2(,$%$"(%'?+@(0'%$"+1?8"%#,%&,$(+,#9%&,$+#,($%<+18+#2.%$"&'%2($"1)%

,5$.-1$)#A-??#.:#:B$!",5$?#1"-:$F&5$.-1$45#:$,.$9,/-1,.+$1"#$>#/;U(55#55?#.1B

$ J;"*-$1,5*/'$@+--'D/+&S$!"#$#?&,/$,.6,1#$A-//#A1-)$A-//#A15$)#59-.5#5$1"&1$&)#$/,.@#:$1-$1"#$9&)1,A,9&.1$

1")-4+"$&$4.,34#$/,.@B$!",5$A-//#A1-)$&//-F5$1"#$54)6#'$A)#&1-)$1-$1)&A@$1"#$51&145$&.:$,:#.1,1'$-; $1"#$

9&)1,A,9&.15B$

 Anonymous Responses: Web Link Collector
4"(%!(A%N&,G%I199(-$1+%2?'$%A(%?'()%$1%<1'$%8(,(+&-%9&,G'.%#,)%#991/'%*1+%)#$#%-199(-$&1,%$1%1--?+%#,1,021?'90C

T% 5,%$"(%l0%E?+@(0'%<#8(.%-9&-G%1,%$"(%I199(-$%&-1,.%$"&'%/&99%$"(,%'"1/%#%9&'$%1* %-199(-$1+'%$"#$%"#@(%A((,%

A)#&1#:$;-)$1"&1$9&)1,A4/&)$54)6#'B$

T% I9&-G%1,%$"(%;+'$%1<$&1,%uI+(#$(%#%9&,G%$1%'(,)%&,%01?+%1/,%(2#&9%2(''#8(%1+%$1%<9#-(%1,%#%/(A<#8(W%$"(,%

-+(#$(%#%,#2(%*1+%$"&'%9&,GC%!"(,%;,&'"()%-9&-G%1,%L(6$%E$(<C

T% 5,%$"(%,(6$%<#8(.%'($$&,8'%#,)%+('$+&-$&1,'%-#,%A(%-"#,8()%A0%-9&-G&,8%1,%$"(%1<$&1,'%K&C(C%I"#,8(%E($$&,8'.%

R"&.+#$*#51),A1,-.58$/-A&1#:$-.$1"#$/#;1$5,:#$-; $1"#$9&+#B$!"#5#$-91,-.5$,.A/4:#$5#11,.+5$1"&1$&//-F$?4/1,9/#$

+('<1,'('%$1%'?+@(0'.%)&'<9#0%#%u$"#,G%01?W%<#8(.%#,)%#991/%<#+$&-&<#,$'%$1%()&$%$"(&+%+('<1,'('C

T% I9&-G%1,%$"(%d($%E?+@(0%N&,G%A?$$1,C%X+12%"(+(%01?%"#@(%$"(%1<$&1,%1* %-1<0&,8%#,)%<#'$&,8%$"(%'?+@(0%9&,G%

&,$1%(2#&9'%/"&-"%/&99%A(%2#,?#990%'(,$%1?$.%1+%$"(%1<$&1,%1* %-1<0&,8%$"(%J4lN%-1)(%1,$1%#%/(A<#8(%'1%$"#$%

9&)1,A,9&.15$A&.$A/,A@$-.$1"#$/,.@$&.:$&AA#55$1"#$54)6#'$;)-?$1"#$F#O9&+#B$

T% E#@(%$"(%I199(-$1+%#,)%)&'$+&A?$(%$"(%'?+@(0%$1%$"(%<#+$&-&<#,$%$"+1?8"%(2#&9%1+%<1'$&,8%$"(%9&,G%1,%#%/(A<#8(C

 Tracked Responses: Email Invitation Collector
!"#$Q?&,/$2.6,1&1,-.$R-//#A1-)$?451$O#$45#:$,.$-):#)$1-$5#.:$&$4.,34#$/,.@$1-$#&A"$9&)1,A,9&.1E$F",A"$&//-F5$

1)&A@,.+$-; $1"#$51&145$&.:$,:#.1,1'$-; $1"#$9&)1,A,9&.15B

T% H%9&'$%1* %(2#&9'%#,)%<#+$&-&<#,$'%-#,%A(%#))()%$1%#,%H))+(''%P11G%$"#$%-#,%A(%?'()%9#$(+%1,%$1%'(,)%1?$%

#?&,/5B$R/,A@$-.$1"#$(::)#55$%--@$1&OB

T% I+(#$(%#%,#2(%*1+%$"(%H))+(''%P11G%#,)%(,$(+%$"(%-1,$#-$%&,*1+2#$&1,%#'%,(()()C%l#G(%'?+(%$"#$%$"(%-1,$#-$%

&,*1+2#$&1,%&'%#))()%&,%$"(%-1++(-$%;(9)%1+)(+%u72#&9.%X&+'$%L#2(.%N#'$%L#2(.%I?'$12%:#$#CW%7#-"%(2#&9%

5"-4/:$51&)1$-.$&$.#F$/,.#B$P"#.$:-.#$A/,A@$-.$(::$R-.1&A15B

T% 5,%$"(%l0%E?+@(0'%<#8(.%-9&-G%1,%$"(%I199(-$%&-1,%$1%-+(#$(%#%I199(-$1+C%U* %$"(+(%&'%#9+(#)0%#%<+(@&1?'90%'($%?<%

R-//#A1-)$A/,A@$-.$1"#$O411-.$(::$_#F$R-//#A1-)B$
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T% I9&-G%1,%$"(%'(-1,)%1<$&1,%uD<91#)%01?+%1/,%(2#&9'%#,)%"#@(%?'%'(,)%#%'?+@(0%&,@&$#$&1,W%$"(,%-+(#$(%#%,#2(%

*1+%$"&'%9&,GC%!"(,%;,&'"().%-9&-G%1,%L(6$%E$(<C

T% 5,%$"(%,(6$%<#8(.%$"(%'?+@(0%-+(#$1+%-#,%-"#,8(%'($$&,8'%#,)%+('$+&-$&1,'%-#,%A(%-"#,8()%A0%-9&-G&,8%1,%

1"#$-91,-.5$7,B#B$R"&.+#$>#11,.+5E$R"&.+#$*#51),A1,-.58$-.$1"#$/#;1$5,:#$-; $1"#$9&+#B$!"#5#$-91,-.5$,.A/4:#$

'($$&,8'%$"#$%#991/%2?9$&<9(%+('<1,'('%$1%'?+@(0'.%)&'<9#0%#%u$"#,G%01?W%<#8(.%#,)%#991/%<#+$&-&<#,$'%$1%()&$%$"(&+%

)#59-.5#5B

T% I9&-G%1,%$"(%7)&$%Y(-&<&(,$'%A?$$1,%$1%#))%<#+$&-&<#,$'%$1%$"(%'?+@(0C%V#+$&-&<#,$'%-#,%A(%#))()%2#,?#990%

-)$;)-?$1"#$(::)#55$%--@B$2; $'-4$F-4/:$/,@#$1-$45#$1"#$(::)#55$%--@$1-$&::$9&)1,A,9&.15E$1"#.$A"--5#$1"#$

&99)-9),&1#$(::)#55$%--@$&.:$A/,A@$(::$*#A,9,#.15B$K&)1,A,9&.15$A&.$O#$&::#:$&.:$)#?-6#:$&5$.##:#:B$P"#.$

:-.#E$A/,A@$-.$R)#&1#$Q?&,/$V#55&+#B

T% I?'$12&Q(%$"(%(2#&9%2(''#8(C

T% E?+@(0%)(9&@(+0%-#,%A(%'-"()?9()%*1+%8+1D"/5>)6"/$1-$5#.:$-41$1"#$,.6,1&1,-.$#?&,/$F,1"$1"#$54)6#'$/,.@B

 How to Check Response Rates on SurveyMonkey
I5,.+$*#59-.5#$>4??&)'E$'-4$A&.$A"#A@$)#59-.5#$)&1#5$&.:$&.&/'=#$1"#$54)6#'$:&1&B

T% 41%-"(-G%$"(%Y('<1,'(%E?22#+0%1* %'?+@(0.%;+'$%918%&,$1%$"(%8+1D"/5>)6"/$&AA-4.1$&.:$A/,A@$-.$1"#$V'$

>4)6#'5$1&OB$

T% 4"(%l0%E?+@(0'%$#A%/&99%'"1/%#99%1* %$"(%'?+@(0'%-?++(,$90%A(&,8%#)2&,&'$(+()%1+%'?+@(0'%$"#$%"#@(%A((,%

A/-5#:B$R/,A@$-.$1"#$(.&/'=#$,A-.$-; $1"#$54)6#'$1-$A"#A@$)#59-.5#$)&1#5B$

T% H%Y('<1,'(%E?22#+0%/&99%#<<(#+%#$%$"(%$1<%1* %$"(%<#8(.%&,)&-#$&,8%$"(%,?2A(+%1* %'?+@(0'%$"#$%/(+(%'$#+$()%

7!-1&/$>1&)1#:$>4)6#'8E$&.:$1"#$.4?O#)$-; $54)6#'5$A-?9/#1#:$7!-1&/$R-?9/#1#:$>4)6#'8B$

T% 41$#9%I12<9($()%E?+@(0%,?2A(+%&,-9?)('%+('<1,)(,$'%/"1%"#@(%-9&-G()%$"(%=:1,(`%A?$$1,%1,%$"(%'?+@(0%

&.:$&.5F#)#:$&$34#51,-.$-.$1"#$54)6#'B$86'1#(")1#*"!#,)-*#!6-!#!6)@#6-&)#-*1>)%)(#-33#"+#!6)#F2)1!'"*1#"*#!6)#12%&)@0#<2!#

6-&)#-*1>)%)(#)*"246#F2)1!'"*1#!6-!#-33">)(#!6),#!"#,"&)#!6%"246#-33#"+#!6)#$-4)1#"*#!6)#12%&)@#-*(#/3'/=#!6)#TN"*)W#<2!!"*7

 How to Send Reminder Emails
2; $)#59-.5#$)&1#5$&)#$/-FE$)#?,.:#)$#?&,/5$A&.$O#$5#.1$1-$9&)1,A,9&.15$F"-$"&6#$.-1$&.5F#)#:$1"#$54)6#'$-)$

9&)1,&//'$&.5F#)$1"#$54)6#'B$!"#)#$,5$&/5-$1"#$-91,-.$-; $-./'$5#.:,.+$)#?,.:#)$#?&,/5$1-$1"-5#$F"-$"&6#$&$_-$

*#59-.5#$51&145B$

T% 5,%$"(%l0%E?+@(0'%<#8(.%-9&-G%1,%$"(%I199(-$%&-1,C%I9&-G%1,%$"(%-199(-$1+%$"#$%-1,$#&,'%$"(%(2#&9%9&'$%$"#$%

,5$A4))#.1/'$O#,.+$45#:$;-)$1"&1$54)6#'B$!",5$F,//$-9#.$1"#$V#55&+#$V&.&+#)E$F",A"$5"-F5$&$54??&)'$-; $

1"#$.4?O#)$-; $54)6#'5$5#.1E$1"#$.4?O#)$-; $A4))#.1$9&)1,A,9&.15E$&.:$1"#$.4?O#)$-; $1"-5#$F"-$"&6#$.-1$

)#59-.:#:$1-$1"#$54)6#'B$

T% I9&-G%1,%$"(%7)&$%l(''#8(%A?$$1,%1,%$"(%9(*$%"#,)%'&)(%1* %$"(%<#8(%$"(,%-9&-G%1,%$"(%I+(#$(%L(/%l(''#8(%

O411-.B$!",5$F,//$&//-F$1"#$54)6#'$A)#&1-)$1-$9,A@$F",A"$#?&,/5$1-$5#.:$1"#$)#?,.:#)$?#55&+#$1-B

T% 4"(+(%#+(%2?9$&<9(%1<$&1,'%*1+%$"(%+(-&<&(,$'%1* %+(2&,)(+%(2#&9'C%Y(2&,)(+%(2#&9'%-#,%A(%'(,$%$1%$"1'(%/"1%

"&6#$.-1$)#59-.:#:$1-$1"#$54)6#'$-)$1-$1"-5#$F"-$"&6#$-./'$9&)1,&//'$)#59-.:#:$O41$"&6#$.-1$A-?9/#1#:$1"#$

54)6#'B$>#/#A1$1"#$&99)-9),&1#$-91,-.5$;-)$F"-?$1-$5#.:$1"#$)#?,.:#)5$1-B$

T% 5,-(%01?%'(9(-$%$"(%,#2('%$1%+(-(&@(%+(2&,)(+%(2#&9'.%#%I12<1'(%72#&9%l(''#8(%<#8(%1<(,'C%4"(%A1)0%1* %

1"#$#?&,/$?#55&+#$&.:$54OS#A1$-; $1"#$#?&,/$A&.$O#$A451-?,=#:B$R/,A@$>&6#$&.:$K)#6,#F$F"#.$:-.#B

T% E(9(-$%$"(%#<<+1<+&#$(%+(2&,)(+%(2#&9%+(-&<&(,$'C%
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 How to Close the Survey Once Data Collection is Done
>4)6#'5$A&.$O#$A/-5#:$-.A#$:&1&$A-//#A1,-.$,5$:-.#$O'$A/-5,.+$1"#$R-//#A1-)$?&.4&//'B

T% 5,%$"(%l0%E?+@(0'%<#8(.%-9&-G%1,%$"(%I199(-$%&-1,%91-#$()%,(6$%$1%$"(%'?+@(0%$&$9(C%

T% I9&-G%1,%$"(%5<(,%A+1/,%A16%&-1,%&,%1+)(+%$1%'($%&$%&,%$"(%-91'()%<1'&$&1,C%5,-(%$"(%'?+@(0%&'%-91'()%$"(%&-1,%

5"-4/:$O#$&$O)-F.$O-C$F,1"$&$)#:$p$-.$1-9$-; $,1E$,.:,A&1,.+$1"&1$,1$,5$&$A/-5#:$A-//#A1-)B$

 How to Export Data from SurveyMonkey to SPSS
!-$#C9-)1$:&1&$;)-?$8+1D"/5>)6"/$1-$>K>>E$?4/1,9/#$51#95$?451$O#$A-.:4A1#:B

T% X&+'$%$"(%)#$#%2?'$%A(%(6<1+$()%$1%#,%76-(9%;9(C%U,%1+)(+%$1%)1%$"&'.%-9&-G%1,%$"(%H,#90Q(%&-1,%1,%$"(%l0%

>4)6#'5$9&+#B$

T% I9&-G%1,%:1/,91#)%Y('<1,'('%*1?,)%1,%$"(%9(*$%'&)(%1* %$"(%<#8(C

T% g1?%2?'$%-"11'(%$"(%:1/,91#)%*1+2#$C%U$%&'%+(-122(,)()%$"#$%01?%?'(%H99%Y('<1,'(%I199(-$()%E<+(#)'"(($C

T% U,%$"(%uI19?2,'W%;(9)%-"11'(%u-1,)(,'()W.%#,)%&,%$"(%u-(99'W%;(9)%-"11'(%u,?2(+&-#9%@#9?('WC%

T% 7,$(+%$"(%(2#&9%#))+(''%$"(%'?+@(0%-+(#$1+%/&'"('%$"(%)#$#%;9(%$1%A(%'(,$%$1%#,)%-9&-G%Y(>?('$%:1/,91#)C%

T% H,%(2#&9%'"1?9)%A(%'(,$%$1%$"(%'<(-&;()%(2#&9%#))+(''%$"#$%/#'%<+1@&)()%*1+%$"(%Y(>?('$%:1/,91#)%

-1,;8?+#$&1,C%I9&-G%1,%$"(%9&,G%'(,$%#,)%)1/,91#)%$"(%)#$#C%E#@(%$"(%-12<+(''()%;9(%1,$1%$"(%-12<?$(+C

T% 5,-(%01?%"#@(%)1/,91#)()%$"(%;9(.%1<(,%$"(%*19)(+.%#,)%1<(,%$"(%*19)(+%&,'&)(%$&$9()%u76-(9WC%J(+(%1<(,%$"(%

;9(%uE"(($v^WC%U$%&'%+(-122(,)()%$"#$%01?%+(,#2(%#,)%'#@(%$"&'%#'%#%)&**(+(,$%;9(%&,%1+)(+%$1%<+('(+@(%$"(%

-),+,.&/$:&1&B$

T% P(8&,%$1%-9(#,%$"(%76-(9%)#$#%'"(($C%4"(%#21?,$%1* %-9(#,&,8%&,%76-(9%/&99%)(<(,)%1,%$"(%,#$?+(%1* %$"(%

:&1&5#1B$*-F5$N$&.:$L$A-.1&,.$6&),&O/#$/&O#/5$,.$1"#$:&1&$5#1B$d-4$?451$A-.5-/,:&1#$&//$,.;-)?&1,-.$F&.1#:$,.1-$

*-F$NE$1"#.$:#/#1#$*-F$LB$*-F$N$F,//$)#&:$&5$1"#$6&),&O/#$/&O#/$,.$>K>>$-.A#$#C9-)1#:B$

T% 5<(,%EVEE.%#,)%1<(,%#%A9#,G%)#$#A#'(C

T% U,%$"(%A9#,G%EVEE%)#$#A#'(.%1<(,%?<%$"(%'#@()%#,)%-9(#,()%76-(9%;9(C%41%)1%$"&'.%81%$1%X&9(%w%5<(,%w%:#$#C%

I"#,8(%$"(%;9(%$0<(%$1%C69'%;9('.%;,)%$"(%76-(9%;9(%#,)%-9&-G%5<(,C%4"(%)#$#%*+12%$"(%76-(9%;9(%'"1?9)%A(%

#C9-)1#:$1-$>K>>B$R"#A@$1-$?&@#$54)#$6&),&O/#$/&O#/5$&.:$:&1&$"&6#$O##.$1)&.5;#))#:$A-))#A1/'$&.:$5&6#$1"#$

;9(%#'%#,%EVEE%;9(C%

 How to Transfer the Survey from One Account to Another
>4)6#'5$A&.$O#$1)&.5;#))#:$;)-?$-.#$&AA-4.1$1-$&.-1"#)$$

-.$8+1D"/5>)6"/B

T% N18%&,$1%8+1D"/5>)6"/B$R/,A@$-.$1"#$V'$(AA-4.1$1&OB$

T% I9&-G%1,%$"(%4+#,'*(+%E?+@(0%A?$$1,%91-#$()%1,%$"(%9(*$%'&)(%1* %

1"#$9&+#B

T% U,%1+)(+%$1%$+#,'*(+%$"(%'?+@(0%$1%#,1$"(+%#--1?,$.%$"(%

45#).&?#$-; $1"&1$&AA-4.1$?451$O#$@.-F.B$Q.1#)$1"#$&AA-4.1$

45#).&?#$1"#$54)6#'$,5$O#,.+$1)&.5;#))#:$1-B$

T% E(9(-$%$"(%'?+@(0%$1%A(%$+#,'*(++()%*+12%$"(%)+1<)1/,%2(,?%#,)%'(9(-$%I1<0%E?+@(0%1+%l1@(%E?+@(0%A?$$1,C%

U* %-1<0&,8%$"(%'?+@(0%$1%01?+%1/,%#--1?,$%$1%#)2&,&'$(+%$"(%'?+@(0%#$%01?+%NJ:.%-"11'(%$"(%=I1<0%E?+@(0`%

-91,-.B$!",5$F,//$A-9'$-./'$1"#$54)6#'$,.51)4?#.1$,15#/; $&.:$.-1$&.'$9)#6,-45/'$)#A-):#:$:&1&B$<.A#$&.$-91,-.$

,5$A"-5#.E$A/,A@$-.$1"#$O411-.$&.:$1"#$54)6#'$F,//$"&6#$O##.$?-6#:$-)$A-9,#:$1-$1"#$:#5,+.&1#:$8+1D"/5>)6"/$

&AA-4.1B$

Red Flag

If Copy Survey option is chosen, this will 
only copy the survey instrument itself 
into another account. The data and 
responses from the survey will not be 
transferred to the other account and will 
be lost. To transfer responses from the 
survey choose the Move Survey option.
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