Open Enter Surveys
from the Modules
menul.

Check that the
Default Dateisthe
date you want to
associate with the
completed survey.
Click on the date
field and type the
desired date or use +
or —keys.

Existing names show
inthistable.

Search for the name
of the person filling
out the survey by
typing the first few
letters of the last
name in the Search
field.

Continue searching
on the first name by
typing acomma
followed by the first
few letters of the first
name.

If the nameis not
aready in the table,
click on New Name.
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Another way to
searchistoclick in
the table and start
typing the first few
letters of the last
name. Thisisthe
result of typing
“gin”. PressEscto
start anew search.
SeeHelpfor
additional
suggestions.

Click on the arrow
on the drop-down list
and pick a category.

(Other shortcuts are
also available. Alt-2
moves to Category.
Y ou could also type
thefirst letter of the
Category. See
Help.)

Click on the arrow
on the drop-down list
and pick atask for
the category.
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In this example the
List areaisgrey. If
the Task was set up
for aList, then you
could enter
information in this
area.

Enter acomment
related to the task if
necessary.

If the survey
respondent is
volunteering for this
task, click on Add
Self.

The results show
here.

Repeat these steps as
necessary for other
tasks.

One additional step
is needed to suggest
someone else. Select
or add their name
here.

Then click Add
Other.

The results show
here. Repeat these
steps as necessary.



17. Toadd generd
comments written on
the survey form,
click on the Overall

Comments tab. ﬁ
18. Enter comments
here.

19. If thesurvey has
open-ended
guestions, click on
the Other Questions
tab.

20. Thenclick on Enter
Answers and select
the appropriate
guestion.

o

21. Enter the answer.

22.  If necessary, repeat
these steps for
another question and
answer.

Take the timeto learn about other shortcuts by pressing F1 to look at the Help files. It
could save significant time during data entry.



