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SurveyMonkey  Bas i cs  

www.surveymonkey.com 

 

A free subscription to SurveyMonkey entitles you to 100 responses per survey and 
10 questions per survey. 

 

Register  

1. Click on Signup Now 
in the upper right. 

2. Fill in the requested 
information. 

3. Click Submit. 

 

 

 

 
 

Once you register and log in, you’re ready to start your survey. 

1. Click on the New Survey button at the top. 

 

 
2. You can create a survey From 

Scratch or From an Existing 
Survey. 

3. Click Next. 

4. Now you’re ready to design your 
survey. 

You can make changes to a 
number of areas on this initial page before creating your questions: 

a. Theme: Change the color. 

b. Survey Title: Click on Edit. 

c. Pages: If you like, you can 
have each question or 
section of the survey on a 
different page. Click on Add 
Page.  

d. Page Title: Click Edit Page. 
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5. When you’re finished with 
your page, you can add 
your questions. Click on 
Add Question. 

You’ll see a partial list of 
question types at the right. 

6. Each question type has its 
own set of tools. Follow the 
directions. For example, in 
the sample below, you can 
add choices for your rating 
scale.  

7. Click Add. 

8. You have the option to add another question. 

9. When you’re done adding questions, click 
Back in the upper right. 

10. You’ll see a sample of your survey. 

11. Make more changes if necessary. 

12. Click Preview to see the real version. 

13. Click Done to return to the survey menu. Or 
click My Surveys at the top. 
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Opening & Preparing a Survey for Your Audience 

 

1. Login to SurveyMonkey and you’ll be looking at a window similar to the one 
below: 

NOTE: Your login is probably your email address. 

 

2. If you’d like to password protect the survey, allow multiple responses, or 
specify a web page to view upon survey completion, click on Options. 

3. When you are ready to use a survey with an audience, click on the Closed 
Box next to the survey name. In the sample, you’ll see that “Untitled 
Survey” is closed, but “ISTAP” is open. 

4. Your survey is now Open and almost ready for use. Your next step is to 
create a link to share with the people who will take your survey. 

5. Click on Collect. 

6. The easiest option is to click on Create a link for an email message. You 
can copy and paste the link into a Word document, email it, or put it on a 
web page. 

 

7. You’ll get a window like the one below. Highlight the address.  
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8. Go to Edit and Copy. OR click your right mouse button on the address and 
click on Copy. 

9. Open a Word document, email message, or web page where you’d like the 
address. Go to Edit and Paste. The address should appear. 

NOTE: If you’re sharing the Word file with students, you should save the file 
into the J drive.  
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Getting Your Results 

1. Login to SurveyMonkey. You should see a window like the one below. 

 

2. To the right of your survey title, you’ll see the Analyze button. Click on 
that. 

3. You’ll get a page of results: 

4. From here, you can do a variety of things with the data: 

a. If you wish to follow one response, you can click on View Details. 
This option lets you follow one set of answers to the survey. So for 
example, you could see if the participants who answered number one 
incorrectly or in a certain manner also answered related questions 
wrong. 

b. Print your results to keep. (Go to File >> Print.) 

c. Save your results for later. (Go to File >> Save As >> Navigate to 
your “H” drive to save the file.) 

5. If you’re done with your survey, you can close it by clicking the Open box at 
the left.  

6. Logout or close the window when you’re done. 


