Creating a Survey
1. Login to eManager.

2. Click on the Constituents Tab  (Top of eManager)
3. Click on the Fields Tab

4. Then click on Add User Field

5. Type in Field Name (ex.  Education Survey) 

6. Under Field Type, click on “Multi Select”  (under drop down box)
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7. Type the question/ text in the third box.

8. Check the box if you want multiple submissions.  Do not check the box if you don’t want multiple submissions. 
9. Click on “Add Another Response” to add the responses for the question. 

10. Click on Edit Response and add Yes/No etc.

11. Then click “Update” after editing each response.

12. Click Submit when you are done adding all the responses.

13. Click the Website Tab on the top of eManager.

14. Click on Webforms:
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15. Fill out Form Name, Page Title and how many times an individual can Submit the form.

16. Click Save/Next when done with Step 1.

17. With Step 2 (there are 3 Text Boxes). In the first text box put:

18. You can put whatever text you want in the first box. An example is: 
Please fill in your information below to take our survey and subscribe to email updates!

SKIP THE SECOND TEXT BOX. PLEASE DO NOT PUT ANY TEXT IN THE SECOND TEXT BOX.

In the third text box please put: 

Completing this survey will allow us to communicate with you via e-mail in the future.  It is our policy not to share your personal information with third parties.   
This information will show up under the Submit button. 

19. Click Save/Next.

20.  Step  3 is where you are going to build the survey.
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21. Under Field Chooser select “Multi Select” and you can then choose your Survey name in the drop down box. Then click Add field.

22.  You can select Phone Number, Address etc. under Field Choose and Click “Add Field” when finished.  

23. Check the required box if you want to make any of the fields required and you can move the fields up and down on the page by using the arrows. 

24. Under Form Layout select “One Column”. 

25. Click on the Preview link to look at your survey before you Publish it. You can click “Edit” if you want to change anything around.

26. Click “P” for publish when you are ready for your survey to go live. 
PLEASE CALL WITH ANY QUESTIONS. THANKS!

