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1. Overview

SurveyBuz is a simple and easy-to-use business tool to quickly roll out surveys and gather user
responses without any manual intervention. Users can be restricted to respond just once, and the
survey administrator/user can view the statistics of completed surveys.

SurveyBuz is developed as a SharePoint hosted add-in that can be easily added to any site from the
SharePoint App Store.

Any member of the Survey Administrator group can create a survey with the following information:

e Motion Theme

e Start Date

e End Date

e Participant Weightage

The survey administrator can design a ballot with questions and answer choices and also add
participants to the survey with custom weightage. Once the survey is published, the survey
administrator has the option to start the survey upon arrival of the start date. (This can be automated
using a scheduler.) Participants can view all the surveys that he/she is a part of and can respond to
them.

When the end date is reached, the survey administrator has the option to close the survey. (This can be
automated using a scheduler.) Once the survey is closed, survey results will be calculated based on each
participant’s weightage and the response selected to generate reports.

2. SurveyBuz Add-in Setup

When SurveyBuz is installed from SharePoint Store, it will be added automatically to Site Contents.

To start using the SurveyBuz add-in, create the Survey Administrator group with full permission in the
host site and add users to this group manually.

If the app web (where the add-in is deployed) inherits permissions from the host site (where the add-in
is installed), add permissions for the survey administrator group and participants in the host site. It will

(,, )BUI’SE SurveyBuz User Manual



Burst

be replicated in app web site. If the app web has unique permissions not
inherited from the host site, then add permissions for the survey administrator group and participants
in app web user permission page (/_layouts/15/user.aspx).

Participants must have at least read permission in the site. Survey administrators should be added with
‘Full Control’ or ‘Manage List and Permissions’ access.

3. Lists

Surveys and Survey_Participants lists are maintained in app website and it is used to store the details of
surveys and participants. Survey administrator has full access to these lists while other users have only
read permission.

4. SurveyBuz Add-in Usage

4.1. Home Page
SurveyBuz page shows all the surveys to participate for a logged-in user.

If the logged-in user is a survey administrator, the page also lists all the surveys to be managed.
Survey administrator has additional privileges to add surveys, add participants with their weightage,
add questions with choices, publish surveys, cancel/start/close/delete surveys, and view the current
response trend of a survey.

If the Survey Administrator group is not created on the host site, SurveyBuz home page prompts the
user to create one before proceeding. Launching the add-in after creating the Survey Administrator
group takes the user to the respective home page screen. For an administrator, this includes the ‘All
Surveys’ and ‘My Surveys’ sections. The ‘My Surveys’ section is visible to all users and lists all the
open surveys they are required to participate.
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Survey Administrator’s View

SurveyBuz

Help
@ Add New Survey
All Surveys
Title Motion Theme  Start Date End Date Created By  Created Action Participants  Questions  StartSurvey CloseSurvey Resuit  Delete Survey
45urvey Status : InDesign (1)
Product  Togetfeedback 16-11-2017 1140 16-11-2017 1145 [ Lincy's 7 minutes ago  Publish | Cancel Add Manage NfA NfA NfA Delete
Feedback about the Participants Questions
product
Display all surveys created by Survey Administrator and will be available only for Administraters fo manage the sunveys.
My Surveys
There are no surveys available for participation.
Display all surveys that have logged-in user as participant.,
. s ’ .
Survey Participant’s View
SurveyBuz
(2]
=
Help
My Surveys
Survey Name Motion Theme Start Date End Date Status Result
Product Feedback To get feedback about the product 16-11-2017 11:40 16-11-2017 11:45 Open /A

Display oll surveys that have logged-in user s porticipant.
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4.2. New Survey

Survey administrator can create a new survey with survey name, motion theme, start and end date
details by clicking on Add New Survey in home page. Start date and end date validations are based
on the time zone set in the host site.

When creating a new survey, its status will be ‘InDesign’ initially, and once questions and
participants are added, the survey can be published.

Add New Survey

SurveyBuz
Add Survey
survey Name * Product Feedback
Motion Theme * To get feedback about the product
Start Date * 16-11-2017 | BE [ 11: v ][40 7|
End Date * 16-11-2017 | B8 [11: v |45 v |

Save Cancel

Clicking on save button sends the user to Add Participants page, where survey administrator can
add all participants with their respective weightage.
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4.3. Add Participants

Survey administrator can add multiple survey participants with weightage. Survey Participants
section on this page lists all the participants that are added to the survey along with the option to
remove participants. Add Participants link will be enabled in the home page until the start of the
survey.

Clicking on save, the user will be redirected to Manage Questions page, where the survey
administrator can add questions to the survey.

Add Participants

SurveyBuz

H;I p

Add Participants Survey Participants

Survey Name : Product Feadback Eacicipant Wegttage Action
Motion Theme : To get feedback about the product There are no g3 ricipants a dded to the su ey
Participants Weightage Action
_M* 2 | | Add New Participant
Usser 2 x g

(o] [eme]

4.4. Manage Questions

In the Manage Questions page, Survey Administrator can add, modify, or delete a question. Click
on Add Question, and the survey administrator can add the question and its choices. SurveyBuz
supports only multiple choice type questions. Yes/No questions can be entered as choice on a
separate line.

Manage Questions page lists all the questions that are added to the survey with an option to view,
edit, or delete questions. If the survey is published, the administrator cannot edit or delete the
qguestion.
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Manage Questions

Survey Name : Product Feedback
Motion Theme: To get feedback about the product

(@ Add Question

Manage Questions

Burst

Help

n

1 How long have you been using our product?
2 How satisfied are you with the product?

3 How often do you use the product?

SurveyBuz

Manage Questions

Survey Name : Product Feedback
Motion Theme: To get feedback about the pra

(®) Add Question

DI

1 How long have you been using our pr

2 How satisfied are you with the produc

3 How often do you use the product?

Add Question

Add Question

Question Number : 4

-

View | Edit | Delete
View | Edit | Delete

View | Edit | Delete

-
©

Help

IType your question here. .

Type each choice on a separate line * :

Enter Choice #1
Enter Choice #2
Enter Cholce £3

e

e

e

Activate Windows

ol |

s to activate Windows.

If the survey status is ‘InDesign’, survey administrator has the option (in home page) to add questions

to the survey.
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Survey InDesign View with Add Participants and Questions Options

SurveyBuz
(7]
Help
(¥) Add New Survey
All Surveys
Title Motion Theme  Start Date End Date Created By  Created Action Participants  Questions  Start Survey  Close Survey  Result  Delete Survey

4 Survey Status : InDesign (1)

Product  To getfeedback  16-11-2017 11:40  16-11-2017 1145 [ Lincy s 7 minutes ago  Publish | Cancel |Add Manage N/A N/A N/A Delate
Feedback about the Participants | | Questions
product

Display all surveys created by Survey Administrator and will be available only for Admintstrators to manage the surveys.

My Surveys
There are no surveys available for participation.

Display all surveys that have logged-in user as participant.

4.5. Edit Survey

Survey administrator can edit the survey theme, start date, and end date by clicking on survey name
in ‘All Surveys’ View. Survey details can be modified only when the survey is in ‘InDesign’ or
‘Published’ status.

4.6. Delete Survey

Survey Administrator can delete the survey only if the survey status is ‘InDesign’, ‘Published’ or

‘Cancelled’.
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Delete Survey

SurveyBuz
(2]
Help
(¥) Add New Survey
All Surveys

Motion Theme  Start Date End Date Created By  Created Participants  Questions  StartSurvey  CloseSurvey Result  Delete Survey

4Survey Status : InDesign (1)

Product  To getfeedback  16-11-2017 11:40 16-11-2017 11:45 [J Lincy s 7 minutes ago  Publish | Cancel Add Manage N/A N/A N/A Dalete
Feedback about the Participants Questions
product

Display all surveys created by Survey Administrator and will be available only for Administrators to manage the surveys.

4.7. Publish Survey

Once the survey design is completed, survey administrator can publish the survey. Home page will
show the option to start the survey once the start date is reached.

Publish Survey

SurveyBuz
Help
@ Add New Survey
All Surveys
Title Motion Theme  Start Date End Date Created By  Created Action Participants  Questions  StartSurvey Close Survey Result  Delete Survey

4 Survey Status : InDesign (1)

Product  To get feedback  16-11-2017 1140 16-11-2017 11:45 [ Lincy s 7 minutes ago | Publish [ (Cancel  Add Manage N7A N/A N/A Delate
Feedback about the Participants Questions
product

Display all surveys created by Survey Administrator and will be available only for Administrators to manage the surveys.
My Surveys

There are no surveys available for participation.

Display all surveys that have logged-in user as participant.
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4.8. Start Survey

Once the survey reaches the start date, Start link is enabled and survey administrator can start the
survey. The add-in checks the start date based on the time zone set in the host site.

When the survey is started, its status changes to ‘Open’ and permission is set for participants of the
corresponding survey. Email notification will be sent to all participants when the survey starts.

Start Survey
SurveyBuz
I@I
Help
() Add New Survey
All Surveys
Title Motion Theme Start Date End Date Created By  Created Action Participants Questions StartSurvey CloseSurvey Result Delete Survey

4Survey Status : Published (1)

Product To get feedback 18-11-2017 11:40  16-11-2017 11:45 Lincy s 10 minutes ago  Cancel  Add View Start N/A N/A Delete
Feedback  about the product Participants Questions

Display all surveys created by Survey Administrator and will be available only for Administrators to manage the surveys.

4.9. Cancel Survey
A survey can be cancelled only if the survey status is ‘InDesign’, ‘Published’ or ‘Open’. Cancelling a
survey removes the corresponding survey permissions for participants and changes the survey

status to ‘Cancelled’.

Cancel Survey

SurveyBuz
©
Help
@ Add New Survey
All Surveys
Title Motion Theme Start Date End Date Created By Created Action  Participants Questions StartSurvey CloseSurvey Result Delete Survey

4 Survey Status : Published (1)

product  To get feedback 16-11-2017 11:40 16-11-2017 1145 ] Lincy's 7 minutes ago Add View N/A N/A N/A  Delete
Feedback  about the product Participants Questions

Display all surveys created by Survey Administrater and will be available only for Administrators to monage the surveys.
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4.10. Respond to the Survey

When a normal user logs in, he/she can see all surveys with status set to ‘Open’ as well as ‘Closed’.

Upon clicking on the Survey Name of an open survey, the user can navigate to the survey page,
where he/she can respond to the survey. View Results option for closed surveys lets users see the
reports of the survey.

Participants View

ﬁ SurveyBuz

©
Help
My Surveys
Survey Name Motion Theme Start Date End Date Status Result
Product Feedback To get feedback about the product 16-11-2017 11:40

16-11-2017 11:45 Open N/A

Display all surveys that have logged-in user as participant.
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Respond to the Survey

SurveyBuz

Survey - Product Feedback

Survey Name: Product Feedback

Metion Theme: To get feedback about the product

1. How leng have you been using our product? *

i) Less than 1 month
i1 1-12 months

O 1-3 years

) Mever used

2. How satisfied are you with the product? *

() Vary satisfied

() Satisfied

) Meutral

i) Unsatisfied

i1 Very Unsatisfied

3. How often do you use the product? *

) Once a week
2 or 3 times a month
) Once a month

Finish [ Cancel

4.11. Survey Response Trend

Burst

Survey administrator has the privilege to view the survey response trend percentage for the survey

when the survey is open to participants.
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Survey Response Trend

SurveyBuz

@ Add New Survey
All Surveys
Title Mction Theme Start Date End Date Created By  Created Action  Participants  Questions  StartSurvey CloteSurvey Result  Delete Survey
4 Survey Status : Open (1)
Product To get feedback 16-11-2017 11:40  16-11-2017 11:45 Lincy s 15 minutes ago  Cancel  View View Started Close N/A

Feedback  about the product Participants  Questions

Display all surveys created by Survey Administrator and will be available only for Administratars to menage the surveys,

4.12. Close Survey

Once the survey reaches the end date, Close link is enabled in the home page to close the survey.
The add-in compares the end date with the time zone set in the host site.

Once the survey is closed, system changes the permission to prevent participants from responding
and calculates the total based on each participant's weightage and response to the survey.

Close Survey

SurveyBuz

&
Help

() Add New Survey

All Surveys
Title Motion Theme Start Date End Date Created By  Created Action  Participants Questions StartSurvey CloseSurvey Result Delete Survey

4 Survey Status : Open (1)

Product To get feedback 16-11-2017 1140 16-11-2017 11:45 Lincy s 15minutes ago  Cancel  View View Started Close 33.33% N/
Feedback  about the product Participants  Questions

Display all surveys created by Survey Administrator and will be available only for Administrators to manage the surveys.
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4.13. Survey Results

View Result link is visible for all closed surveys. This takes the user to the survey result page, which
shows the survey details and response status of the survey.

System also shows the total for each question and choices of the survey in tabular format. It
generates charts for each question and shows pie charts for all multiple choice questions and bar
charts for all yes/no questions.

Charts also give ‘Not Responded’ values, which show how many participants have not responded to
the surveys.

View Result
SurveyBuz
o
Help
() Add New Survey
All Surveys
Title Motion Thema Start Date End Data Created By  Created Action  Participants Questions  Start Survey CloseSurvey Result Delete Survey
4 Survey Status : Closed (1)
Product To get feedback 16-11-2017 11:40  16-11-2017 11:45 [ Lincy's 27 minutes ago  N/A View View Completed Closed View | N/A
Feedback  about the product Participants Questions
Display all surveys created by Survey ini and will be availoble only for Administrators te monage the surveys.
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Survey Result

SurveyBuz

Help

Survey Result

Survey Name:  Product Feedback
Motion Theme: To get feedback about the praduct
Start Date: 16-11-2017 11:40
End Date: 16-11-2017 11:45
Response status: All the participants have responded

Participants

* User 2 - Responded
* User! - Responded

Result Summary

1. How long have you been using our product?

Less than 1 month 0

1-12 months 2

1-3 years 5

Maver used 0

2. How satisfiad are you with the product?

Very satisfied 5

Satisfied 2

Neutral 0

Unsatisfiec 0

Very Unsatisfied 0

3. How often do you use the product?

Once 3 week 7

2 or 3 times a month 0

Once a month 0

Hewr long have you been using our product? How satisfied are you with the product?

@ Less than 1 month -0 @ Very satisfied - 5
@ 1-12 months - 2 @ Satsfied- 2
@ 3years-5 @ Neutral -0
@ Neverused- 0 @ Unsatisfied - 0
@ Mot Responded - 0 @ Very Unsatictied - 0

@ Not Responded - 0

How often do you use the product?

® Once aweek -7

@ 2 or3Umes amonth -0
@ Once a month - 0

@ Mot Responded - 0
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5. Integrate SurveyBuz in Pages

Go to any site page, click edit the page and insert App Part. SurveyBuz Add-in is shown in the list and
it can be added in the site page as an App Part.

SurveyBuz App Part lists only those surveys with ‘Open’ and ‘Closed’ status to the logged-in user.

S ——
BROWSE  PAGE | FORMATTEXT .\ESEQTl

) SHARE Yy FOLLOW P SAVE |

R e
B &5

O E‘n;) ] = |j = <z
Table Picture Video and Office 365 Lnk Upload App Web Embed

- - Audio-  Video - File Part Part Code
Tables Media Links Parts Embed
Parts About the part

HAPP Packages poite Assets SurveyBuz

[TApps in Testing

[MContent and Structure Reports
pPocuments

imForm Templates

@ GoodPoint Chat Lite

mSite Collection Documents
[E]site Collection Images
@) Site Pages
@ Survesez

¥ Workflow Tasks

Shows all the surveys to participate

MMicroFeed
[MReusable Content
Add part to: Rich Content ¥
Add Cance!
Displays All Surveys for the Participants in App Part
SurveyBuz
My Surveys
Survey Name Motion Theme Start Date End Date Status Result

Product Feedback To get feedback about the product 11/16/2017 11:40 1171642017 11:45 Closed

Wiew

6. Configure Automatic Start and Close of Surveys Using Schedulers

QBurst has developed an executable program, which automatically starts the surveys once the
survey start date is reached and closes it once the end date is reached. This executable file can be

configured in the Windows Task Scheduler. To get the executable program, contact us at
info@gburst.com.
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