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Step: 01

1) Click the Insights portal button on the MyGuide panel; it will redirect you to MyGuide
Insights and automatically log you in
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Step: 02

If you login via this link, you have to enter your admin
credentials, select captcha and then log into the insights portal.
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Step: 03

Click on "Stats"
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Step: 04

Click on "Survey"
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Step: 05

Click this app switcher
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Step: 06

You can select any application from here to check the insights
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Step: 07

Click on "Export PDF" to download the Survey data to your local
system
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Step: 08

Select a date range from here
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Step: 09

Here is a bar graph representing the survey response distribution as positive, negative and
neutral
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Step: 10

Here is a table representing activities of Surveys

SurveyTitle: Title of Survey Created.Label: Labels of surveys.Responses: Number of responses
for each survey.Survey Distribution: Distribution of survey responses analysed as positive,
negative and neutral.Last Updated On: Date and time on which the Survey was modified
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Step: 11

To see more details of a survey, click on its title
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Step: 12

Response Distribution

It is a graph representing percentage of positive, negative and neutral survey response counts
in a given time frame.
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Step: 13

Stats

A pie chart showing count and percentage of positive, negative and neutral responses for this
survey.
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Step: 14

Click the survey question
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Step: 15

Here you can see the response stats
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Step: 16

Click on "Filter"
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Step: 17

Select filters and click on "Apply"
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Step: 18

Click on "Share"
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Step: 19

You can copy the survey link from here and share with anyone 
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