The Doubleknot screen shots are rather small...
Remember to use the PDF +/- buttons to magnify your view

DOING A SURVEY USING DOUBLEKNOT
THE RECOMMENDED STEPS:

1. Secure a Doubleknot ID and password from the Hornet Staff and log in.

2. Agree on the number and content of the survey questions. (Generally, it is
desirable to retain the same set of survey questions and in the same order
as used in the past so there is the ability to compare survey over survey.
Text responses may change from time to time but do not impact the
continuity.) The best choice may be to keep the first “n” questions and add
new ones at the end.

3. Prepare a document that is to be sent to those surveyed announcing the
timing and content of the survey and any wrinkles that distinguish it from
past surveys, including the survey questions. Make sure it is clear that a
separate act will transmit the actual survey — or you will get survey
responses to the announcement document.

4. Access the Doubleknot “Feature List” on the first screen after logon looks
as follows:
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5. Clicking on “Surveys” (green arrow) will get to the following page with a
list of all the surveys still in the DK database:
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(There are many more)

Checkout the previous surveys one can access. The green arrow in the
first illustration (above) links to all surveys. One of the old surveys may be
copied and renamed as your starting point. You will want a test copy as
well, so make two copies with one including “test.”

Assuming retention of the first "n” number of questions for continuity
purposes, select the survey to copy as the basis for the new survey and
add any new survey material (questions, text boxes) to the end so the year
over year comparisons is facilitated, line by line.

The first screen after selecting a survey looks like the following:

++SCROLL DOWN++
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CURRENT SURVEY: 2024 BOARD SELF-EVALUATION SURVEY-9-3

P
Status i
Management Edit Survey Survey Properties Set Score Messages
General Owner: USS Hornet Museum

Start Date: 7/23/2024

End Date: 10/15/2024

Items: 30

Pages: 1
Results Responses: 3outof13

View Results Delete Results

HQBUMO @ *

n u

Note the two arrows. The red arrow points to the “Active,” “Inactive” buttons
which should be self-explanatory. The orange arrow points to the start and
end dates the master establishes.

9. Clicking on “Edit Survey” results in the following screen:

++SCROLL DOWN++
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CURRENT SURVEY: 2024 BOARD SELF-EVALUATION SURVEY-9-3
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The questions on the Board Self Evaluation should be answered by all Board members. The survey will be completed individually and

submitted to the Chair of the Governance Committee in order to maintain confidentiality. The results will be compiled and shared with the

a entire Board for further discussion and planning. The first 7 questions deal with how well the Board has done its job, followed by how well
the Board has conducted itself. The last two are adders and require some text in response. Mark the response that best reflects your

opinion. The rating scale for each statement is: Strongly Disagree (1); Disagree (2); Neutral [or Not Sure] (3); Agree (4); Strongly Agree (5).

*1.The Board operates with a strategic plan and a set of measurable goals and priorities. [ strongly Agree

[ agree

More of that screen is below, showing the first questions:
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* 2. The Board's regular meeting agenda items reflects our strategic plan or priorities. [ strongly Agree
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* 3. The Board receives adequate information prior to and during meetings sufficient to make informed decisions. (] Strongly Agree
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This screen allows editing of almost all items as you can see in the buttons to the
right.

10.Suppose one wants to edit (or add)
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EDIT ITEM

Current Survey: 2024 Board Self-Evaluation Survey-9-3

Item Type Checkboxes e

Item Type Description Checkboxes: allows you to gather multiple answers to the same question. For example, the question could be "What activities do you enjoy?” and the answers could be
"Reading, golfing, watching theater,” and etc. You can specify which answers are checked by default as well as minimum and maximum number of answers the user can choose.
Also, you can randomize the order in which the answers are displayed, and add number labels for each answer.

Survey Options Number Answer Inputs: 10

Question/Sub Text Question Text:
19. The Board has a designated process for onboarding new Board members.
Sub Text: (Instructional or other text to appear below the question)

Answers Answer Text Score (if applicable)  Checked?
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For the most part when editing the “Checkboxes” “ltem Type” is the right
selection, but there are many others, including “Multiple Line Text Boxes” for
text answers. The remainder of that screen follows (in two sections, part of
which is repetition):
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Answers Answer Text Score (if applicable) Checked?
Strongly Agree 5 O
Agree 4
Neutral 3 DO
Disagree 2 0
Strongly Disagree 1 O

O
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Other Options Allow "Other"? [J "Other" Text
Randomize Answer Order  []
Number Labels (e.g. 1., 2,331

Tmum To Choose 1
inimum To Choose 1

Data Dictiona Select a description: None v
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Same Answers As: ~

Other Options Allow "Other"? [J "Other" Text
Randomize Answer Order [
Number Labels (e.g., 1., 2., 3.) ()

Maximum To Choose 1

Minimum To Choose 1
Data Dictionary Select a description: None o
Attribute Handling Item visibility and editing: Edit ks
E-mail Restriction [ Allow answer to be included in e-mails

Reporting Label

ClearView Type:

Code:
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“Same Answers As” is outlined as it facilitates adding questions with the
same five answer values as another question on the survey. “Minimum” and
“Maximum” are outlined as that mechanism forces one and only one answer
per person surveyed to the question selected (and one probably selects them
all for this treatment). That is depicted on each question with the asterisk (*)
in front of the question number.

11. Test the new survey by making a copy and sending it to a couple of
members for evaluation. The word “Copy” will appear on that survey to
distinguish it from the master version. Testing it is accomplished by
copying the URL at the bottom of the page (green arrow) and sending it in
an email to the test respondents, here:

++SCROLL DOWN++
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CURRENT SURVEY: 2024 BOARD SELF-EVALUATION SURVEY-9-3
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General Qwiner: USS Homet Museum
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12.Modify the survey as necessary, based on testing and repeat step 8, as
necessary.

13.0nce you are satisfied with the test results use the URL for the original to
send to the respondents.

14.Return to DK periodically to check responses and ultimately to report on
the results. The oval above shows the number completed and the “View
Results” link sends the user to the survey report module that looks like
this:

++SCROLL DOWN++
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SUMMARY RESULTS

15.Use the Doubleknot report to prepare the final results in whatever form
best suits you and any consumers of that report. Excel might be best as it
can manage the arithmetic and facilitates graphing the results and any
comparisons with previous surveys.

16.Note that one of the features of Doubleknot is that it emails the results of
each completed survey to the survey “master” as users complete each
survey. It has not been useful, so far, except that it alerts the “master” to
the fact that work progresses.

Good Luck!



