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What does this tutorial cover?

• Introduction to the survey/FAQ

• How to access the survey

• Survey questions

• Completing the survey

• What to do if you need to pause the survey and 

return later to complete it

• How to submit your completed survey



Introduction/FAQs
What is the Formal Training Survey?

This survey helps us to learn about any formal training (such as in-services, workshops, online 
courses, webinars, and conferences) that you and the other people at your site, or organization, 
have engaged in.  We are interested in ALL of the trainings engaged in or received regardless of 
topic, except for those provided by the Reclaiming Futures National Program Office. The 
Reclaiming Futures National Program Office will tell us what trainings they have provided.

Who will be asked to complete this survey?

We will ask one person at each site or at each organization within a site to complete this survey. 

How often will this survey need to be completed? 

We will ask each person to complete the survey once a month.



Introduction/FAQs cont.
Do I have to answer each question? 

Yes, you will need to choose a response for each item on the survey before you can move to the 
next page. 

What if I don’t understand a question, or I’m not sure how to answer?

We know that sometimes you may not know how to respond to a survey item. If this is the case, 
please save your survey (there are instructions in this tutorial on how to save a survey) and 
contact Monica Davis at midavis@email.arizona.edu or 520-295-9339 ext. 211. 

I have feedback about the survey. Who should I contact with my ideas and 
suggestions?

We welcome feedback about the survey! There will be an opportunity at the end of the survey to 
leave feedback about any problems with the survey. 

You can also help us improve this survey by sending feedback to Monica Davis at 
midavis@email.arizona.edu or 520-295-9339 ext. 211. 
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Every month, we will send out email invitations to the person at your site or at each 
organization at your site who we would like to complete the survey.  Each email will 
contain a link to the survey for that person for that month. Clicking on the link will 
open the survey on their computer. 

Click 
here to 
go to 
the 
survey!

One week to 
complete it! It takes just 10-15 

minutes to complete! 

Click here and we will not 
send anymore invitations 
to complete this survey! 



After clicking on the survey link, the survey will open on the computer. The first page 
explains what the survey is about.  

Click ‘Next’ to move 
to the next page

To save and exit, click ‘Save’

This bar shows how 
much of the survey 
has been completed. 



Pausing and returning to the survey
If you need to exit the survey before all the questions are completed, save your work! 
To do so, just hit the ‘Save’ button on any survey page.  You will then see a page like 
the one below that gives a new survey link and an option to have this new link 
emailed to you. When you use this new link, you will be taken to the survey page 
where you left off. 

***The original email link cannot be used to get back to the survey. 
***If you close the survey window without saving the survey, you will not be able to 
go back to complete it.



The second page of the survey gives a brief overview of the upcoming survey 
questions.



Next, you will be asked if anyone at your site received any formal training in the past 
month.

If yes, we will next ask you more questions about the formal training.

If no, you will be skipped to the end of the survey. 



If your site had formal training in the past month, we will next ask you to list out the 
titles or topics of trainings that occurred.

If your site had more than 10 trainings in the past month, click “yes” and the next page 
will show an additional grid to fill in training information.

List the 
training 
titles or 
topics. 
Fill in any 
blank 
text 
windows 
with “0”



The next survey pages will ask you about each formal training you listed. 
For each training you listed, we will ask you:

• How many people attending the training?

• How many of the attendees were direct care/service providers? Administrative 

staff? Managers or supervisors? 

• What were the first and last dates in the month asked about (e.g., August) that the 

training occurred?

• Who provided the training?

• What was the cost of the training?

• If there was a cost for the training, was the cost per person or for everyone from 

your site who attended or received the training?

The next slides will show you examples of what these questions will look like in the 
actual survey.



How many people attended?

The training title will automatically be filled in on the follow-up questions



How many of the attendees were direct care/service providers? Administrative staff? 
Managers or supervisors? 



What was the first date of the month asked about that the training occurred?

If the training started before the first date of the month 
specified in the survey, enter the first date of the 
specified month, NOT the date the training started. 



What was the last date of the month asked about that the training occurred?

Who provided the training?
If the training occurred on only one day, the “last” date 
of the training should be the same as the date you 
entered as the “first” date of the training.

If the training will end after the last date of the month specified in the survey, enter the 
last date of the specified month, NOT the date the training will end. 



What was the cost of the training?

Enter “0” if there was no cost for the training.



If there was a cost for the training, did you report the cost per person, or the cost for 
everyone from your site who attended or received the training?

The cost you reported will automatically be filled in on 
the follow-up question

If you listed other trainings, you will next be asked 
these same follow up questions regarding the next 
training you listed. 



The last survey question is whether you had problems completing the survey. 

If you indicate that you had problems, you will be able to indicate what type of 
problems you experienced on the next screen (see below). 



End of the survey! To submit the survey, hit the ‘Submit’ button at the bottom of the 
page.



After you press ‘Submit’, you’ll see this page.

At this point, your survey has been submitted. You can now exit your browser. 

If you have any questions or comments about the survey, you can use the contact 
information on this page to get in touch with us. 



Any questions?


