WebSurveyor will no longer be available to the JMU community after June 2008. A new survey tool has been selected. Please see http://www.jmu.edu/instresrch/migration.shtml
As soon as possible, complete the following steps. Instructions follow:
1. Download the data—Survey data MUST be downloaded prior to the software expiration date of June 15, 2008.  Download to .csv
Download to Excel (recommended)
2. Save the survey questions into Word.

3. Save the WebSurveyor Reports into Word.
4. Delete the survey.
5. Let us know these steps have been completed: Email Tina Grace, gracetm@jmu.edu
Export the Data From WebSurveyor to a .csv File
Saving your data for a file back up is necessary at the close of the survey. It recommended that you export the file as a .csv file. This format can easily be read by programs such as Excel, Access and SPSS.  Important: export your data for a file backup!

To export your data results:

1. Select the Export Data link from the menu on the left.

2. The “Export Survey Data” options page will appear. Choose the Select All link above the question list to export all questions

3. Under Formatting Options, select your preferred date format from the drop down menu.

4. To avoid unintended separation of text data (such as comments), choose to replace commas with a symbol. The ~ (tilda) is often used.

5. If your survey includes multiple choice items, identify how you want “checked” and “unchecked” items to be displayed in your analysis data.
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6. Be sure The Unicode character set option is selected under Multiple Language Options.

7. Under Export File Type screen, select either .csv or tab delimited. (tab delimited works a little better, instructions on page 3.)
8. Click Submit.
[image: image1.emf]
9. You may receive a File Download window. (This will depend on the security settings on your computer.) If you receive this window select Save.

10. In the Save dialog box, enter a file name and select a location for your exported files. These files can be stored anywhere on your computer, a network drive or removable media.

[image: image2.emf]           [image: image3.emf]
   a. If this window appears click Save.                           b. Name the file and Save the file to your computer.
11. To read the files in an external program, simply open the files in the appropriate

program(s). Use Excel for the .csv.
Exporting the Data to Excel XE "Exporting the Data to Excel" 
If you want to analyze your data results with a more sophisticated analysis tool such as Excel, you can export the results as a tab delimited file. If nothing else, export your data for a file backup! 

To export your data results to Excel:

1. Select the Export Data link from the menu on the left.

2. The “Export Survey Data” options page will appear. Choose the Select All link above the question list to export all questions. (If you want to select specific questions hold down the Control key and click on each question that you would like to export.)

3. Under Formatting Options, select your preferred date format from the drop down menu.

4. To avoid unintended separation of text data (such as comments), choose to replace commas with a symbol. The ~ (tilda) is often used.

5. If your survey includes multiple choice items, identify how you want “checked” and “unchecked” items to be displayed in your analysis data.

[image: image4.png]WebSurveyor Export Data - Mozilla Firefox
Fle Edt View Go Bookmarks Tools Help

G- -8 O G ErtesiincosnerimcdisionebiopdiSepotsiresdzios &

[Gl, rockingham county fai

[} Customize Links [ Free Hotmail (] Windows Media [[] Windows [] Wayback

) Center for Instructional Technology

web =

Maiing
Rpreview| &Y

Build | Edit
Export Survey Data

This feature provides you withthe abikty fo export your survey data nfo a common fie format that s easily read by ofher
LIEN catabase and analysis toos.

Sekctal pessictal
1)0i you vit s catng estaoishmenton campus s week?
Anal 2) Gibbons. 8
El |5 The Fesival
4 aretone
5 Vit tns Week
6) Spend Time:
7) Weekly Time.
'8) Departmental Information
9)Your nformatn
10) 10 Reatonship

Fiter: nactive

Formatting Options
Date Format: For your multple choice questions, please ientfy what should be exported
122972003 £00.00 P based on what the user selected.

Replace commas intext responses.
i Checked:[1

Multiple Language Options
What character set would you fike to use?

® The Unicode character st

e Unicade characier st s capable of representng al known 02022 p-lapaness (I5)
anguages na singe character set. Not altols are capabie of shijs-Jspanese (Sni-JS)
importng Unicode characlers. s_c_e01-1987=Korean
eu ireKorean (EUC)
102022 k=Korean (50)
© A specitccraractrsct 50-8859 3-Latin 3 (50)
s0-8855 15-Latn 9 (50)
50-8858 9-Turish (S0)
it e-Unicoce (UTF-3)

‘Select the character set you would ke the data exported n. Use this
‘selecton only if thetool you wil mport the data nto does not support
Unicode characters.





6. Be sure The Unicode character set option is selected under Multiple Language Options.

7. Under Export File Type screen, select tab delimited. 
Note:  The Comma Separated Values option requires more formatting. However, if you choose the Tab Delimited File the data will be downloaded as a .csv file and open easily in Excel.

8. Click Submit.


9. You may receive a File Download window. (This will depend on the security settings on your computer and the internet browser you are using.) If you receive this window select Save.
10.  In the Save dialog box, enter a file name and select a location for your exported files. These files can be stored anywhere on your computer, a network drive or removable media.


11. To view the exported file, open Microsoft Excel on your computer.

12. Choose File and Open.

13. Navigate to the location of the saved export file and select the file.

COPYING SURVEY QUESTIONS INTO A WORD DOCUMENT
1. Open the survey in a browser – like you were going to take it.

2. Highlight the questions (“Edit/Select all”)

3. Copy the questions (“Edit/Copy”)

4. Paste them into a new Word document (“Edit/Paste”) 

5. Repeat for each page.

This is not an elegant solution, but it works.

COPYING THE REPORT INTO A WORD DOCUMENT

Produce the report as normal within WebSurveyor.  The report will open in a new browser window.

Go to the WebSurveyor report window, click File/Save As. (this may also be called “Save Page As” or “Save Target As”)
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Choose the location where the file will be saved and name the file 
“Save as type” should be “web page, complete” 

Click “Save” to store the file in a folder or on the desktop.

Close the WebSurveyor Report window.

Open the htm file you just saved.

Place your cursor in any whitespace, right click, “Select All.”
Right click again, “Copy.”
Open a new Word document, paste the copied items into the new Word doc.-

(Right click, “Paste”)
Name and Save the new Word document. 
DELETE THE SURVEY
From the Surveys tab,

1. Select the survey to be deleted.

2. Choose “Delete”
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3. Click OK, because you are sure you want to delete this survey.
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4. Check “Delete the working copy of the survey”
Type the word “Delete” in the box.

Click “Delete Now”
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Select the Export


Data link from the menu on the left.





Identify the questions to export





Example of Formatting Options screen with non-default settings





Select the export file type – (csv)





Be sure the Language Option is set to The Unicode character





Identify the questions to export





Select the Export Data link from the menu on the left.





Example of Formatting Options screen �with non-default settings





Select the Tab Delimited Text File.





Be sure the Language Option is set to The Unicode character set








Exporting Data
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