
Electronic Self-Assessment: 
Quick Tips
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Links to the Self Assessment (inside the booklet) 
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Opens up to Microsoft Forms
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Hit ‘duplicate it’ to create a 
copy unique to your 
organization



Duplicated copy
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Once successfully 
duplicated, you 
will see ‘(copy)’ on 
the top



Disseminating the electronic self-assessment 
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Once you are 
ready to share, 
click on the 
‘share’ button



Sharing Option: Copying the link
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You can 
utilize the 
link

Hit ‘copy’ and 
embed the link in 
an email or any 
electronic  
document



Sharing Option: Email
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Hit the email icon



Opens to an email platform
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Sharing Option: QR Code
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If you click this, it 
generates a 
unique QR code



Opens to a QR code
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Download and embed the QR code 
in an email or any electronic  
document OR you can print and 
post the scannable code on your 
bulletin boards



QR Code Download
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Optional settings
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You can 
choose the 
options of who 
can respond



Optional Settings
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Click 
on the 
ellipsis 
and 
you 
will 
find 
more 
options



Option to Print
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You can also 
print the form



Opens to print option
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Additional optional settings
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If you click the 
ellipsis and then  
‘settings,’ you will 
find more options



Analyzing the Responses
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Click 
‘responses’ 
to analyze 
the data 



This opens up…
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Ability to download in Excel format
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If you click on this, the 
data gets downloaded 
in Excel format.



Report in excel format
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