ChangeWorksSystem.com — Survey Creation Tutorial

Welcome to the tutorial for ChangeWorksSystem.com. Here you will learn how to use the basic functions of the
website, create and send a profile, access completed client Grids, as well as access “standards” and “Campaign”

functionality.

First, lets begin by logging in:
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This is the login screen. Although this page’s layout may change from time to time, the login options for username
and password will always be on this page. Once you have typed in your login information then you will be
taken to this screen:




The dashboard is the control center from which you will accomplish most of your goals on
ChangeWorksSystem.com. It is divided into three sections. On the left is the profile creation section, in the middle
is where all active and completed profiles are stored, and on the right is where you will find your resources.
The account used in this example ﬁos unlimited GridPoints. Otherwise on the right side above your account

information you would be presented with your current, pending and remaining GridPoint balance.

Lefs jump right in and create xour first profile. Click on “Create Profile” located on the left side of the page. The
only option for creating a profile you have access to is “Individual Sent.” Click on “Create Profile”

After clicking, you should see the following screen:

On this screen you will enter your client’s name, email, confirm the email, phone number and name of the
profile that they will be filling out. The client WILL see the name of the profile and you will also need it in order

to keep track of what the profile is about at a glance. As a suggestion, the client’s last name followed by the
date and a one or two word subiject is ideal.

After filling out this form, click on “Confinue” to be taken to this screen:




This screen is where you will be creating your activity list for your client. There is a section where you enter the
name of the activity, and an area to enter a description of the activity that will pop-up when you hold your
mouse pointer over the activity name. After you have added an activity name and description, click on “add

activity to list”. The activity now appears on the right side of the screen. After you enter the names and descriptions
of a few activities, your screen should look a little something like this:

To the left of the completed activities you'll see an up and down arrow fo change the position of that activity in
the list, a pen icon for editing that particular activity, and fo the right, a trash can to delete that activity. There is

a checkbox under where you add an activities description labeled “use ideal?” — those features aren't activated
yet, so for now, just ignore this box.

Once you are done arranging your activities, click on “Done adding activities” to be taken to the survey preview
screen:




The survey preview screen gives you a quick overview of the survey that your client will recieve, as well as the
ability to save the profile you've just created as a “standard.” We will go into a lot more detail about standards
a little later — for now, click the button labled “Send to Client” and you will be sent to the following screen:

Here you are given a quick synopsis of the client fo whom you are sending this survey. The email address listed
here for the client is the one to which the survey will be sent. You will also notice a check box below the client
information labled “Add personal note to emoirinvifoﬁon." By checking this box, you will expand the window
to show a preview of what the email will say when your client receives it. You will also notice a white box in
which you may type a personal message to your client. Instructions on how to fill out the survey are included
on the survey page, so this box tends to be for adding your own little flair. (hence, “add a personal messsage”)

After you have either added a message or not, click on “Send ChangeWorks! Survey” to be taken back to the
main dashboard screen. Your client will receive an email from YOUR email address inviting them to take the
ChangeWorks! survey. Although your email program may look a little different to mine (it shouldn’t because

you should all be using Mac’s) the email will basically be the same:

Your personal message appears at the top of the email — below that is the standard text for the invitation
email. The blue link takes your client fo the Terms and Conditions page where they will need to agree and enter
their initials in order to proceed to the survey page.




Here is the screen that the client first sees when they come to take the survey. Very simple — just initial, check
the box and click “continue to survey.”

Here it is! The heart of ChangeWorksSystem.com. As you can see here, your activity list is on the left side with
drop-down boxes for selecting the ability, challenge and importance to the right of each activity. The copy above
the survey gives the client a little direction in terms of how to best complete the survey.




The copy at the top of the page also gives an explanation of “perceived challenge” and “perceived ability” so
you won't need to cover that in the email to your client.

Oncng the client has filled out all of their answers for the survey, the system will then show them their completed
profile:

From this screen, the client can review their choices and click on the “Back/Edit” button should they wish to
make changes. When they are satisfied with their numbers then all they need to do is click on “Finish/Submit.”

Once the “Finish/Submit” button is clicked, a message will appear in green above the completed survey informing
ﬂ|1e clidem that the survey has been saved and their instructor will be nofified via email. This window can be
closed.

You will now receive an email informing you that your client has completed the survey and that you can login
to your dashboard to view it. Please note that if you know the client has completed the survey you don‘t need
to wait for the email in order to view the completed ChangeGrid or send it to your client.




You will now need to go back to your dashboard to view the completed profile:

In the center-bottom of the screen you will see two tabs — campaign and custom. The campaign tab will be
cg)vered in mobre detail in the next tutorial but for now the individual profile that you'll be looking for is under
the custom fab.

Once you've found the profile, click the magnifying glass fo the left of the profile name and it will bring up this
screen:

This screen provides you with the raw answers that your client gave you when they filled out the profile. This
screen is useful for a quick overview of the activities and enables you to “hover” your mouse cursor over the

activity name to see the full description that you entered during the setup of the survey. Once you're satisfied
with what you see, click on the “View ChangeGrid” button in the lower left corner of the screen to be taken to
the most important screen of all.




Here itis ... The ChangeGrid! The client’s information, along with the profile’s construction date and when it was
completed, is tucked neatly away at the top of the page. The activities are located on the left side of the screen
— color coded depending up on the Importance Rating they were given by the client— and the ChangeGrid
sits front and center with all the activites plotted at their coordinates.

Simply push the “print” button and a PDF of this screen will be downloaded to your computer. From there, you
can attach it to an email or just print it out for the next time you meet with your client.

Profiles are saved for as long as you are an active user of the system.

If you have any questions please contact: Steven Magnall at (704) 987-6500




