COLLECTING THE DATA
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Configuring the Master Form for Collection
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In your pdf form, on the Forms menu, click Distribute Form.

2. In the next dialog box, select Save and send later.

[image: image4.png]Distribute Form

) The lableform s been saves. You can publsh the form o your sever.

DA

(=




[image: image5.emf]


[image: image6.emf]


[image: image7.png]Compile Data

Select Data Set-

[percbatigaetclworkshop_surveyZlsurvey_dataset 0001pdf [ Browse...

Select Forms to Indude in Data Set

Form Fle
Olsurvey.pdf
o2survey.pdf
o3survey.pdf





[image: image8.emf]


In a folder named workshop_survey (inside my website’s folder, inside the My Web Sites folder) here are my files at this point.  The original Word file is stored here because any major corrections in the document must be made in Word.
Saving the Response Data to Your Dataset File

In your email application, you can open a customer’s emailed response form and see the completed form sent as an attachment.  If you want to put the data from this form into a spreadsheet/database (without re-typing the data), you must add each returned form to the dataset file created as part of the form distribution process.  You can keep the responses in an email folder or save each response to a folder of your choice—I prefer the latter.
[image: image9.png]Select Folder To Save File.

My Documents

B

My Computer

My Network

(9 workshop_survey2

2 _vti_enf

Fie pame: survey_dataset_0001 csv

Save asype:





1. [image: image10.emf]

Rightclick the attachment’s icon and select Save As.  Save each attachment to your folder with a number or the name of the responder. 

2. In that folder, open the dataset file.  Make sure you open it in Acrobat, not Reader.  (See handout.)  In the Compile Data dialog box, the name of the dataset file appears.








 

Your data collection file, a pdf package, will be automatically created.  Its default name is [filename]_dataset_0001.pdf.  (If you cannot see the name of your dataset file because the text is too long, click in the box and then press the End key.)  The dataset file’s default location is the folder of your master pdf form.


  


(Another automatically created file is [filename]_pub_0001.pdf.  If you want to distribute the form to specified recipients via email, attach this file instead of the original.)  





Selecct this option if the form will be placed on a website. 





Responders’ names as formatted in their email applications





3.  Click Add File and select the desired files.  (You can select multiple files.)





4.  View the data imported into the dataset file.  If you click a field name, you can sort the data on that field.  Click Options for other views. 


To export the data to a spreadsheet program, click Export Data. 








The Select Folder to Save File dialog box will open.  The default file type is csv (comma-separated values) format.�


Open the csv file in Excel.  Save. If you want the information in a database, open Access and import or link the data from the Excel file.�


Add files to your dataset as needed.
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