checkbox how-to guide

Checkbox 5 Report Wizard Guide

This document will take you through the steps of generating a new visual report using the
Checkbox Report Wizard.

CONTENTS:
*  Enter Report Wizard

*  Configure & Generate Report
*+ View & Run Report From Survey Dashboard

Enter Report Wizard

=\, Customer Feedback

Status ‘ Configure ’ Responses ‘ Reports ‘ Invitations ’

w {Preview’ { Test ’ {Copy’ {Export‘ {DeleteJ

From the Checkbox Survey Manager, select the survey you wish to generate a report for to expand
the Survey Dashboard.

= ../ Customer Feedback

Status Configure Responses Reports Invitations

Select the Reports tab from the dashboard menu.
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m Customer Feedback

Status ’ Configure ’ Responses ‘ Reports

Invitations ‘

T{= 200 7 13 () BN CREATE NEW [ VIEW ALL || MANAGE FILTERS

No reports

If no reports have been created for this survey, you will see "0" in parentheses on the Reports
menu bar, and "No Reports" in the report list area.

1. Create New = Open the Report Wizard to generate a new report

2. View All = Enter the Reports Manager to view and manage all created reports for this survey

3. Manage Filters = Create and manage report filters. The filters created here can be applied to
anyreport generated for this survey

m Customer Feedback

Status ‘ Configure ’ Responses ’ Reports

Invitations ‘

REPORTS (0)

CREATE NEW [BVIEW ALL || MANAGE FILTERS

No reports

Click on the Create New button to open the Report Wizard.
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Configure & Generate Report

New report for "Customer Feedback"

Report properties

Provide a name for your report and choose styling options. Style templates control the look and feel of report text. Chart styles control the look and
feel of graphs in the report.

Report Name
Customer Feedback report o

Report Type
® Report wizard
Blank report

Style Template

None selected # e

o)

Step 1: Name

1. Provide a Name for your report

2. SelectReport Type: Report Wizard (one chart will automatically be generated for each
reportable surveyitem. Charts can be modified or deleted.) or Blank Report (reportis
generated with no existing charts. You must build them manually)

3. Applyan existing Style Template from the drop-down list

4. Click Next to continue
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Item options

Report wizard item properties

This page allows you to select what analysis item will be used for each reportable item in your survey. Every reportable item in the survey will have an

analysis item.
Radio Buttons Rating Scale
Pie Chart * Column Graph %
Checkboxes Drop Down List
Column Graph = Pie Chart
Single Line Text Matrix

<

Matrix Summary

<

Response Details

Multi Line Text Hidden Items
Response Details Summary Table

9
O

Step 2: Item Options

When Report Type is setto Report Wizard on Step 1, you will see a list of reportable surveyitems
and associated chart types on the Item Options page.

Checkboxs Report Wizard defaults with the chart type/survey item type pairs shown above.
According to this configuration, the results for all Radio Button question items in your survey will
be displayed as Pie Charts, the results for all Checkbox question items in your survey will be
displayed as Column Graphs, an so on.

To change the default chart type for a reportable survey item, expand the drop-down list and select
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another chart option.

NOTE: After a report is created, chart types can be changed in the Report Editor.

New report for "Customer Feedback"

Item options

Report wizard item properties

This step is not required for blank reports.

o =

The ltem Options page is notrequired if you selected Blank Report as the Report Type on Step 1.

Click the Next button to skip to Step 3: Report Options.
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New report for "Customer Feedback" CLOSE
+ ltem options Report options

Report wizard properties

This page allows you to specify options that apply to all analysis items in your report.

¥ Use Aliases o

¥ Place all analysis items on a single page o

Maximum number of item options allowed before using a summary table

° @

o[}

Step 3: Report Options

1. An alias acts as alternate question text. Aliases are created in surveyitem editors and can be
enabled when generating reports and exports. If you included one or more aliases in your
survey, check the "Use Aliases" box here to display aliases in the survey reportin place of
guestion text.

2. Check this boxto place all charts and tables on the same report page. When you run the
report, you will be able to scroll through the entire report without moving to another page. If
this boxis left unchecked, the report pages will mimic that of your survey. For example, if you
generate a report for a three page survey with three radio button questions on each page, the
report will also contain three pages with three reportitems on each page.

3. Setthe maximum number of item options (answer choices) allowed in a chart before
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switching to a summary table display. This features is useful when displaying results for a
question with several answer options. For example, let's say you have a Radio Button
question in your survey with 20 possible answer choices and you've set Radio Button
question responses to display as pie charts in your report. If you don't want to squeeze all 20
options into a pie chart, you can seta maximum value here that will tell Checkbox to
automatically display this particular question as a summarytable instead of a pie chart, when
that value is reached.

4. Click the Next button to review your report settings.

NOTE: After a report is created, report pages and item locations can be changed in the Report
Editor.

New report for "Customer Feedback"

Name  ltem options

Ready to create report

Please review the information below to ensure it is correct.

Report Properties Wizard Options
Report Name Radio Buttons PieGraph
Customer Feedback report Checkboxes ColumnGraph
Report Type Single Line Text Details
Report wizard
Multi Line Text Details
Style Template
None selected Rating Scale ColumnGraph
Drop Down List PieGraph
Matrix MatrixSummary
Report Optlons Hidden ltems SummaryTable
Use Aliases Yes

Place All Analysis ltems on a Single  Yes

Page
Item Position Center
Maximum Number of ltem Options 10

Allowed Before Using a Summary Table

e (e o)

Step 4: Review

Review your report settings.
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1. Click the Previous button to return to earlier steps
2. Click the Finish button to save your report settings

New report for "Customer Feedback"

eview > Finish

Report created

You may create another report or return to the report manager.

Step 5: Finish
When you have reached this step, your report has been created. At this point you can either:

1. Edit and run your new report
2. Create another report
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3. Close the Report Wizard and return to the Survey Manager Dashboard

In this example we will select Close Wizard.

View & Run Report From Survey Dashboard

Customer Feedback

Status Configure Responses Reports Invitations
O | creaTe NEw || view ALL || MANAGE FILTERs |
Id Name Created By Created Date Last Modified
+ Customer Feedback report admin 12/09/2011 14:14:11 12/09/2011 14:14:13

After closing the Report Wizard, you will be back in the Survey Manager Dashboard. Select the
Reports tab on the dashboard menu. As you can see, our new report has been added. There is
now a "1"in parentheses on the Reports menu bar, indicating the total number of reports created
for this survey.

To view and run this report you can either select the report directly from the report listin the
dashboard, or select the View All button on the Reports Menu to open the Reports Manager.

In this example we will select the report directly from the report dashboard list, which will open the
Report Editor.
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USERS STYLES LIBRARIES

Edit Report - Customer Feedback report 1.1 - Where did you first hear about our company?

Move/Copy || Delete

- Preview Source Items Behavior Appearance Filters
:: Page 1 Add Item  Move  Copy 10 Rems
14 Summary Chart Where did you first hear about our company? ST AT
Use Aliases Yes
3 12 Summary Chart Have you ever used an .. your business before?
Source lems: = Where did you first hear about our company?
3 1.3 Response Detais Which online media or m...you used most recently?
3 1.4 Summary Chart Based on your experienc...e company entered above.
3 15 Summary Chart What are your primary r..or choosing our company? Where did you first hear about our company?
3 16 Summary Chart What service )..chase from our ? 1 5 Responses
$ 1.7 Summary Chart How satisfied are you w..he @@001594 package(s)?

$ 18 Summary Chart How likely are you to r..eague, or family member?
$ 1.9 Summary Chart Based on your experienc...ction with our company: )
5 (33.33%)
3 1.10 Response Detais Please explain your reasons for dissatisfaction:
\ QQGG”’

B Online industry newswire [l Referred by family/friend

Promotional email Il Search Engine

The Report Editor layoutis similar to the Survey Editor layout in that pages and items are listed on
the left side of the window and items are edited on the right side of the window.

& checkbox SURVEYS USERS STYLES LIBRARIES

Edit Report - Customer Feedback report

Select the orange Run Report button to open a live reportin a new browser tab/window.

Thank you for viewing this Checkbox User Guide. Click here to return to Checkbox Resources
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