
 

Section III:  Survey Functionality 
 

Each survey has a navigational tree control to access different parts of the survey on the left-hand side 
of the screen.  You can expand or collapse each section by clicking on the “+” or the “-“ next to each 
section header.  To open up a section, simply double-click. 

 

 

Survey Layout: 

• Navigational Tree Control 
• Percentage of each section 

completed 
• Percentage of each 

subsection of questions 
completed 

• Display is the same for all 
survey data types 



 

To save any data entered into the survey, please click the “save” icon.  If you do not see the “save” icon, 
you do not have access to this particular survey. 

 

 

  

Information button:  Provides 
instructions/definitions related to survey. 

Save/Page Update Button: 

• Saves data entered on this 
page. 

• Option to perform page-level 
edits when page is saved. 



 

When you click “save” on a page, the data is saved.  Then, the application provides the option to run or 
bypass the page-level edits.  

 

  



 

Once a survey is 100% complete, the validation edits will appear. 

 

 

 

 

 

 

 

 

 

 

 

  

Type of Edits & Sequence: 

• Hard Edits – Once survey is 100% complete, “Hard Edits” will 
appear, and they are required changes. 

• Soft Edits – Once “Hard Edits” are addressed, “Soft Edits” will 
appear. 

• Stats Edits – Once “Soft Edits” are addressed, “Stats Edits” will 
appear. 

• Submit Survey – Once “Stats Edits” are addressed, “Submit Survey” 
will appear 

• Submitted – Once survey is submitted, survey is locked (see status 
column).  

Reminder: If any values are changed within the survey, the validation edits 
starts over with “Hard Edits.” 


