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This job aid will walk you through the process that can be used to run a survey report on one or multiple classes 

 

Search for the Report 
1. In the Learning Admin tab: 

A. Click Reports. 

B. Type “Surveys” into the search bar and click enter. 

C. Click Surveys. 

i. The output of “Surveys” will be a PDF summary of survey data.  
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Search by Class 
2. In Surveys 

A. To search for a class, click the blue filter button next to Class.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

B. Enter the Class ID. 

C. Click on Search. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Skip to Section: Add Class or Item to Your Filter on Page 4  
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Search by Item 
4. In Surveys 

A. To search for an item, click the blue filter button next to ID.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

B. Enter the Item ID and/or Item Title. 

C. Click Search. 
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Add Class or Item to Your Filter 
5. After you have clicked Search for an item or class: 

A. Select the check box to the right for all that apply. 

B. Click Add to Filter. 

C. Click Submit Filter. 

 

 

 

 

 

 

 

 

 

 

D. Click Run Report. 

 


