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Screening Tool User Guide – Share Form and Report

Collect responses using the form:

1 Navigate to
https://forms.cloud.microsoft/Pages/DesignPageV2.aspx?origin=Marketing

https://scribehow.com
https://forms.cloud.microsoft/Pages/DesignPageV2.aspx?origin=Marketing
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2 Click "Kalundborg Symbiosis Screening"

3 Click "Collect responses"
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4 Click here to get a shorter URL to share.

5 Click the "Anyone can respond" field.
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6 Select 'Copy link' and share the link with respondent.

7 To send an email directlty from forms click the "Add an invitation message" field to
write a custom message.
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8 Click the "To:" field an insert email.

9 Click "Send" to share form.

See responses:
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10 To see responses, click "View responses"

11 Sharepoint xl file with stored responses can be accessed directly here.
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Add a company logo to a response:

12 Navigate to Sharepoint
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13 Go to the site "Digital screening tool"

14 Go to the list "Screeningtool org. logos"
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15 Click "Edit in grid view"

16 Add a new item
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17 Add the organization name (This must match the response in the 'Organization'
question in th form)

18 Find a fitting logo on the organization website. Right-click the logo image and
select 'copy image link'.
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19 Insert the image url in the sharepoint list

Update BI report and see responses:

20 Go to app.powerbi.com and select 'Workspaces'

http://app.powerbi.com
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21 Click "Kalundborg Symbiosis"

22 Click here to refresh the data in the BI report.
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23 Click the menu icon.

24 Click "Refresh history" to see status on refresh.
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25 Wait for it to finish.

26 Click "SymbiosisReport" to access the refreshed report.
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27 Select a response organization and time in the drop down menu. View the
responses by navigating the buttons in the report.

Export report to PDF:
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28 Click Export.

29 Click "PDF"
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30 Unselect 'Enable hidden report tabs'

31 Click "Export" and wait for the export to finish.
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32 If the response contains more resources than can fit on one page, scroll down to
see the last resources.

33 Click export again.
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34 Click "PDF"

35 Select 'Only export current page'
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36 Click "Export" and wait for export to finish. Then add the one-page PDF to the
main report before sharing.




