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Surveys:

Control Panel > Building Services > Surveys

Building Services Setup Content

Tenant Requests

Prewentive Maintenance

Vigitor Security

ol iz

" [
Su MVEYE o
: g Surveys List

Search

Campaignz
convenient and acce

Reznnnaes

About Surveys:

The Surveys feature, powered by Angus AnyWhere™, is designed to enable your company to create
surveys and invite your tenants to submit their feedback in order to gauge their satisfaction and
better understand their needs.

A survey can be comprised of any combination of text, multiple choice and rating questions. Surveys
can be configured by any user with appropriate permissions based on Role Security. By default any
user can create surveys at the company level and at the property level.

When a survey is active, the system sends your tenants an e-mail following the submission of a
work order. The e-mail invites them to click a link which takes them to your Survey web page where
they can fill out your survey.

This is the main Surveys page, where you can add survey questions and choices, customize the
welcome and thank you messages and assign properties. To access this screen, select surveys from
the main menu.

Note:

® Once a Survey has been created, a Campaign needs to be created to distribute the Survey to
Tenants.
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- General Information
S — Tenant Satisfaction Survey
Wiekome Message: This survey will be
conducted on an annual
Basis ©o meAsure aur
effectiveneas in providing
Thark you Message: Thank you for parcicipacing |#
in this survey. Youz
responsss are yvery valuable
E0 1
- Questions )
Questions

& [E  Flease rate the level of customer service provided by your managament company:
T+ & Flease rate the follovang kst of issues on levels of mportance to your employees:
i

EE

Flease lat us know how we can provide even better customer servios to your employses:

One Corporate Tower

x>

L

save | Proview | RemumnToust |

AXIS Portal
Surveys User Manual
Powered by Angus Anywhere



Setting Up Surveys:

Creating Surveys:

1. Click Control Panel > Building Services > Surveys > Surveys List

Buiding Services Setup Content Manager
—

Tenant Requests

Preventive Maintenance

Vizitor Security

cal

Campaigns

Responzes

2. Select the applicable Property.
3. Click Add Survey.

Property: ILAII Froperties

SURVEYS H Add Survey |

Mame Surveys Sent Survey F‘.E_s;ponses
Tenant Satisfaction Survey 0 0

this is & survery ] ]

Tenant Satisfaction Survey 151 2

Test2 0 0

Pages (1): 1

4. Fill out the General Information: Survey Name, Welcome Message, and Thank You
Message.
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1
SURVEY DETAILS

General Information

Tenant Satisfaction

I Welcome Message: I

Plea=se fill out =o that we
can better =erve you.

| Thank you Message:l

Thank wyou!

5. To add questions, click Add.

Questions

Questions Add ‘

Mo Questions Available

Select a Question Type from the drop-down menu. Refer to Question Types for more

information, or click on the links from the list of question types below. Question types
include:

a. Choice-Based Questions
i. Multiple Choice
ii. Select Many
iii. Rating
b. Text- Based Questions
i. Text- Single Line

ii. Text- Multiple Lines
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Questions

Questions
Question Type:

Question Text:

Answer Selections:

Answer Selections
Orientation:

Multiple Choice

Insert Cancel

Multiple Choice
Select Many
Rating

Text - Single Line
Text - Multiple Lines
T

Escalation

T |:|

Insert Cancel

(® vertical

(O Horizontal

Select which properties’ tenant will participate in this survey; assign a Property by moving it
from the Available Properties list to the Assigned Properties list.

Click Preview to ensure its accuracy.

Click Save.

Froperties

Available

i

Assigned

<o

One Corporate Tower
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Survey Questions:

About Questions:

The questions and choices you can add are designed so that there is a wide range of flexibility in the
types of questions you can create. You can enter as many questions as you like with the only
limitation being for the input choice style, where you are limited to up to ten choices per question.

Question Types:

There are two main types of questions:
® Choice-based Questions

e Text-based Questions

Choice- Based Questions:

There are three types of Choice-based Questions:

e Multiple Choice questions are composed of a text-based question with up to 10 different
choices, where the tenant can only select one choice per question.

e Select Many questions are composed of a text-based question with up to 10 different
responses, where the tenant can select up to all the responses provided.

® Rating questions are composed of a text-based question with up to 10 different subjective
responses relating to Tenant satisfaction, where the tenant can only select one response.

Adding Choice- Based Questions:

1. Click Add to begin entering a question.

2. Click the Question Type field, and select a Choice-Based question; Multiple Choice, Select
Many, or Rating.

3. Click the Question Text field, and enter the text for the question.
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Questions

Questions

Question Type:

Question Text:

Answer Selections:

Answer Selections
Orientation:

Multiple Choice

Were you satisfied with the response to your request?

Order Text

®) vertical

) Horizontal

Enter the Answer Selections as follows:

v e

Escalation

O

Insert Cancel

Insert Cancel

a. Click the Text field and enter the text for the Answer selection.

b. If this answer selection requires sending an escalation e-mail, select the Escalation
checkbox. For more information about escalations, see the Survey Escalations topic.

c. Click Insert.

d. Click Add to add another answer choice.

Questions

Were you satisfied with the response to your request?

Question Type:

Question Text:

Answer Selections:

Answer Selections
Orientation:

Multiple Choice

What rating would you give the ease of your move-n?

Order
&
T

() vertical

v Help

Add
Edit Delete

Insert Cancel

Text Escalation Add

Bad Mo Edit Delete

Mothing Speical Mo Edit Delete

lExcellent Cancel
() Horizontal

Click the up or down arrows to move the position of the answer depending on the order of
how you want them to be displayed.

Select Vertical (up and down) or Horizontal (across) depending on how you want the
answer choices to be displayed.

Click Insert to add the question.
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Questions

Were you satisfied with the response to your request? Edit Delete

Question Type: Multiple Choice [v] Hel Caru:el

Question Text:

What rating would you give the ease of yvour move-n?

Answer Selections: | order Text Escalation
+ Bad No Edit Delete
i & Mothing Speical Mo Edit Delete
4 Excellent Yes Edit Delete

Answer Selections
Orientation: @ vertical O Horizontal

Text-Based Questions:

There are two types of Text-based Questions:

* Single line text questions are composed of a text-based question with only one possible line
of response by the tenant.

e Multiple line text questions are composed of a text-based question with up to 10 possible
lines of response by the tenant.

Adding a Text-based (Single Line or Multiple Line) Question:

1. Click Add to begin entering the question.

Questions
Questions l
4L How da you like this? Edit Delete
aF Rate our service 1-3 Edit Delete

2. Click the Question Type field and select a Text-Based question: Text- Single Line or Text-
Multiple Lines.

Enter question into the text box.

4. Click Insert after you have completed entering the question.
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Questions

4L How do you like this? Edit Delete

9F Rate our service 1-3 Edit Delete
. -

Question Type: Text - Single Line || Help Cancel

Question Text: Flease share your thoughts on how we can better serve you
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Campaigns:

Control Panel > Building Services > Surveys > Campaigns

About Campaigns:

Campaigns are a method for distributing and tracking your Surveys. They allow Surveys to be
launched multiple times either at a corporate level or property level. For each survey, an unlimited
number of campaigns can be managed. Not only do campaigns inherently support the relaunching
of surveys, but they are a practical means to organizing responses by time (July Campaign, August
Campaign) and location (New York Campaign, Boston Campaign). Furthermore, campaigns are
available as filter criteria when navigating through survey responses and generating survey reports.

An Employee can only view campaigns that include at least one property that the employee is

assigned to.

The Campaigns List is organized according to: Survey, Name, Status, Launch Date, End Date,

Surveys Sent, and Survey Responses.

Survey: | Tenant Satisfaction Survey

]

o
MName A Status Launch Date EndDate Surveys Sent  Survey Responses |
July Satisfaction Survey Launched 7/17/09 10f1/08 52 2

July Tenant Satisfaction Created 53111 0 0

March Mayhem Created 4/30/11 0 0

Tenant Satisfaction Survey  Launched  7/17/09 af3nfoe 51 i

Pages (1): 1
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Creating Campaigns:

Note:
® A Survey must first be created before a Campaign can be created to distribute the Survey to
Tenants.

1. Click Control Panel > Building Services > Surveys > Campaigns

Building Services Setup Content Manager

Tenant Requests

Preventive Maintenance

Wigitor Security
col
Surveys 1 Survey
Surveys List
 CAmpatns | Cansains |
Mame A Re=ponzes

2. Select the survey you would like to create a campaign for from the Survey drop-down menu.
3. Click Add Campaign.

Survey:|| Tenant Satisfaction Survey _
enant Satisfaction Survey

Tenant Satisfaction Survey

Mame ~ |this is @ survery
July Satisfaction Survey Launched 7f17/09 10/1/03 52 2
July Tenant Satisfaction Created 5/31/11 0 i

Tenant Satisfaction Survey Launched 7f17/08 9/30/0% 51 ]

Pages (1): 1

4. Fill the Title and Description and End Date.
5. Select a Distribution option. There are two ways to distribute a campaign:

I.  One survey invitation is sent to a single service requestor for every user defined
number of work orders completed.

II.  Upon launching the campaign a survey invitation e-mail will be sent to all active
tenants in the Assigned Properties list.
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Note:

8.

CAMPAIGN DETAILS

General Information

Survey:

Tenant Satisfaction Survey

Title:

]

"Until when should
survey responses be
accepted?

How should surveys of
this campaign be o Every
distributed? () Upon Launch

Completed Waork Qrders Help

Assign Properties by moving Available properties to the Assigned Properties list using the

arrow buttons.

Click Save Campaign to Launch the Campaign at a later date or proceed to step 8.

After a campaign is launched, it cannot be changed from one Survey to another.

Properties
Available Assigned
One Corporate Tower

I =xF
>
<

EE

SAVE CAMPALIGN || PREVIEW SURVEY | LAUNCH BACKTO LIST |

If both campaign and survey are ready for distribution, click the Launch button. Refer to

Launching a Campaign for more information.

14
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Launching a Campaign:

Follow the proceeding steps once a Campaign and Survey have been created. If you have not done

so, refer to Creating Surveys or Creating Campaigns for a step by step process.

1. Click Control Panel > Building Services > Surveys > Campaigns

2. Select the Survey from the drop-down menu for which you would like to launch a

Campaign.

3. Locate and click on the desired Campaign.

Pages (1): 1

Survey: || Tenant Satisfaction Survey

—
| Mame Status Launch Date End Date Surveys Sent Responses
rJuh-' Satisfaction Survey Launched 7/17/09 10/1/09 52 2

July Tenant Satisfaction Created 5/31/11 0 ]

March Mayhem Created 4/30/11 0 ]

Mew Tenants Launched 3/29/11 3/31/11 0 ]

Tenant Satisfaction Survey Launched 7/17/09 af3nfos 51 i

4. Ensure all previously entered information is correct.

5. Click Preview Survey to ensure its accuracy.
6. Click the Launch button.

15
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Notes:
[ )

CAMPAIGH DETAILS

General Informatisn
EVEY: Tenant Satisfaction Survey :]

Tide: March Mayhem
Survey of first qQquarter®s tenant satisfactiomn.

Desoription:

Uritl when should sureey P =
rasponsss be acospted? 4/30/2011

How should surveys of this ) Every Completed Work Orders Help
campaign be distributed? o s
Properties
Aovailabie Besigried
One Corporate Tower
e T
SAVE CAMPAIGN | BackToLIsT

Launching a campaign will make it "live" and will begin generation of surveys based on your
settings. Before launch, a message will pop up if Survey format has not been changed from
the default format to reflect customized Company information.

Once launched, questions and choices cannot be modified to preserve survey integrity. Only
the wording can be changed if errors have been made or needs to be re-worded as long as
meaning is not changed.

Surveys must be customized before they are launched. Survey customization is part of the
Angus AnyWhere™ implementation process. If your survey is not customized, contact your
Implementation Manager.

If you attempt to launch a survey that is not customized you will encounter an error
message. Do not proceed with launching your survey until it is customized.
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Ending a Campaign:
Campaigns can end one of two ways:

I.  When the Campaign is created, an End Date can be entered by clicking on the calendar icon
in the General information section and selecting a date. Survey Responses will be accepted
until this date.

II.  Atany point after a Campaign has been Launched, it can be ended by clicking the End
Campaign button at the bottom of the Campaign Details page. Follow the proceeding steps.

1. Click Control Panel > Building Services > Surveys > Campaigns
2. Select the Survey from the drop-down menu that the Campaign falls under.

3. Click on the Campaign you wish to end.

Survey: || Tenant Satisfaction Survey

ol

CAMPAIGNS Add Campaign

| Mame Status Launch Date End Date Surveys Sent Responses
rJu|1.-I Satisfaction Survey Launched 7/17/09 10/1/09 52 2

July Tenant Satisfaction Created 5/31/11 0 ]

March Mayhem Created 4/30/11 0 ]

Mew Tenants Launched 3/29/11 3/31/11 0 ]

Tenant Satisfaction Survey Launched 7/17/09 af3nfos 51 i

Pages (1): 1

4. Click End Campaign at the bottom of the page.

| ||

-

PREVIEW SURVEY EMD CAMPATGM | BACKTOLIST

o

5. Click Yes to confirm.
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% . Please confirm that you wish to end this campaign.
- J
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Previewing Surveys:

You can preview a survey from both the Survey Details and Campaign Details pages before actually
launching it. This allows for a demonstration of the survey that will be going out to the Tenants.

It is strongly recommended that you preview your survey before you launch it. To

1. Inthe Survey Details page, click the Preview button, or:

LA 4

SAVE PREVIEW || RETURN TQ LIST |

2. Inthe Campaign Details page, click the Preview Survey button.

B

SAVE CAMPAIGN FPREVIEW SURVEY || BACKTOLIST

3. The preview survey is displayed in a new window. You can preview the welcome screen, the
survey screen and the thank you screen.
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Tenant Survey

Tenant Satisfaction Survey

1 Please rate the level of customer service provided by your management company:
Cipoor

C'Needs Improvemant
Chaverage

O Gaed

O Dutstanding

2 Please rate the following list of issues on levels of importance to your employees:
O ueck Response

O Fnandly Demeanor
O Queck Resohution
O Follow Up

3 Please let us know how we can provide even better customer service to your employeas:

20
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Survey Escalation:

The Survey Escalations feature allows you to send an e-mail notification to specified recipients
whenever a tenant submits negative feedback in a survey.

If it has not already been setup for you, please contact your AXIS Portal representative.
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Survey Responses:

View Survey Responses:

Each Campaign can be searched to view the responses of individual Contacts either manually
through Method 1 or automatically through Method 2.

Method 1:

1. Click Control Panel > Building Services > Surveys > Responses

Buiding Services Setup Content Ma

i
Tenant Requests
Preventive Maintenance
Vizitor Security
col
H
SUMVeEYs
Surveys List
Search
Carnpaigns
‘ ‘ Campaign: | —y—

2. Choose a Survey and Campaign. You can additionally filter your search further based on
Property, Tenant and Date Completed.

3. Click Search. The search results will be displayed.

COMPLETED SURVEYS SEARCH

Survey: iTenant Satisfaction Survey |v || Date (=) Year: V] Month: V:
Campaign: |New Tenants % i OFram: Te:
Property: 1 W

Tenant: i]

Assigned To:

i i
| ceancH ||| meser |

4. Click View Answers to see the Survey Response Details of individual Contacts.
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SEARCH RESULTS FOR CAMPAIGH: JULY SATISFACTION SURVEY 2 completed surveys
Property Building Tenant Contact Date Completed
_?SEEEDFDDFEE Tower Cne ;—EFEEES Brody Jenner  7f17/09 2:43 F‘I'~"I
?éfﬁef”rp”rate Tower One AXIS Portal  Chris Marocchi 7/17/09 1:5 PM  View Answers
Fages (1): 1

Method 2:

1. Navigate to Control Panel > Building Services > Surveys > Campaigns

2. Select a Survey for which you would like to view responses for from the drop- down menu.
A list of campaigns that utilized the selected survey will display.

Note:
e The Survey Responses column displays a quick status of survey responses.

Left- click anywhere in the row of the desired Campaign except on the Campaign Name link.

4. A pop-up menu will display, and then click on View Responses.

Survey: | Tenant Satisfaction Survey [V]

T
Mame A Status  Launch Date End Date Surveys Sent I aurvey Respnnsesl
July Satisfaction Closed 71709 i0/1f03 52 2 %

July Tenant Satisfaction Created

Mew Tenants Closed  3/29/11 Edit This Campaign...

Tenant Sat Created I View Responses...

Tenant Satisfaction Closed  7/17f08  =graomoT 51 ]

Pages (1): 1

5. You will be redirected to the Completed Surveys Search with the search criteria and results
already displayed.

6. Click on View Answers to see the Survey Response Details of individual Contacts.
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sover: [ Tonant satsfocion survey [¥] 2%, @[] e
Campaign: [:luh.r Satisfaction Survey El Dﬁm:| ] T To: | |
Property: [ One Corporate Tower |1] .
]
I

Ome Corporate Toveer  Toweer One
One Corporate Tower  Tower One AXIS Portal Chris Mangochi
Pages (1): 1

T/I70% ;59PN Wi Arcverc

7. Responses are displayed as such:

Brody Jenner

name

Property: O Corporate Tower
Buldng:  Tower One

Teranl:  Tumer Services

Phore: 2135556543

Emad veraaa 75§ 12 3hotmad. com
ARswers

0 Please rate the bevel of customer service provided by
your management company:

Az N angwer

@ Please rate the following list of Hsues on levels of
importance to your employees:

A Mo answer

@ Please let us know i we can provide even beltter

Custemer service to your
A helo Rex
RETURN T LEST I
24
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