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Introduction

This document was created to assist you in working with, and/or managing the Poll object to create surveys within PRIME (Livelink).
A

 Livelink poll enables an organization's Livelink user population to ask for and provide input on issues by putting them to a vote. Creating a poll in Livelink occurs in two phases: 
1. Create a poll object in Livelink

2. Edit a poll to add information to it. 

By default, all Livelink users can create a poll.  The creator of a poll can also grant other users permission to modify it. 

A poll can include more than one question, and each question can have multiple choices.  The creator of the poll can choose to let voters see the results before voting and allow users to make anonymous comments when voting.  A picture can be added to be displayed on the polling page. 

Like documents, polls are an attachable item type.  This means that a poll can be attached to a news object, a discussion topic or reply, or a task, giving other users ready access to the poll.

NOTE:
Unless the POLL is added as an alias, a separate ‘instance’ of the Poll will be created when it is added as an attachment.

For example, attaching a poll to a news item enables users to access the poll by opening the news item from the News Player in the master header. 

Add a Poll 
Create Livelink polls to let an organization's Livelink user population vote on issues.

	Steps to add a Poll

	ACTION
	RESULT / Notes

	1. Choose Poll on the Add New Item menu.
	The Add Poll window appears.

	2. If desired, type a name for the poll in the Name field.
	

	3. If desired, type a description of the poll in the Description field.
	

	4. If desired, click the Edit button to modify the categories or attributes associated with the document.
	

	5. To place the item in a location other than that which appears in the Create In field, click the Browse Livelink button, navigate to the container where the document is located, and click its Select link.
	

	6. Click the Add Item button.
	

	7. After adding the poll object to Livelink, it must be edited to create its contents.
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Figure 1:  Add a poll window

To edit a poll

Once the poll has been created, it can be edited to add or modify its content and settings.  Editing a poll enables the creation of a polling question(s), to define how they are viewed by other users, and to set dates during which the poll is active. 
	Steps to edit a poll

	ACTION
	RESULT / Notes

	8. Click the poll object's Functions icon, and choose Edit.
	The Edit Poll window appears.

	9. If desired, type a new name for the poll in the Name field.
	

	10. Type instructions for the poll in the Instruction field, if desired.
	

	11. Click the dates the poll is to be active in the Effective Date and Expiration Date drop-down lists.
	Note: These dates are required.

	12. Type the question(s) pertaining to the poll in the Poll fields. Use the [image: image3.png]


and [image: image4.png]


buttons to add or delete Questions, Choices, Choice Selections, and Rows.
	Note:  There are two locations to add or delete items.
· The [image: image5.png]
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 under the Choices column adds/subtracts Poll Choices only.  
· Whereas the [image: image7.png]
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 buttons under the Row column will add/subtract rows, enabling questions, choices, & Choice Selections to be added or removed.

	13. Click one of the following radio buttons in the Choice Selection area to determine how users cast their votes:

· Radio Button
· Checkbox
	Note: Use of the Radio Button will only allow one response to the question, whereas a checkBox permits the user to choose several responses.  It is possible to use both options in the same survey, but not the same question.

	14. Select one or both of the following check boxes:

· Allow viewing the results before voting, which allows voters to see the polling results for the issue before submitting their vote.

· Allow anonymous comments, which allows voters to submit anonymous comments regarding the issue.
	Note: If the Allow anonymous comments checkbox is not selected, then the survey will not allow any comments at all.  Therefore, comments can only be given anonymously.

	15. If desired, click the Browse button in the Image section to select an image in Livelink to be displayed on the polling page.
	Warning:  If you edit existing questions in the poll after votes have been cast, a message warns you that all existing votes will be deleted when you save your changes.

	16. Click the Submit Changes button.
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Figure 2:  Edit a poll window

To vote on a poll

A vote enables an organization's Livelink users to provide input on issues via a Livelink poll. 

	Steps to vote on a poll

	ACTION
	RESULT / Notes

	17. Click the name of the Poll desired to vote on.
	Current results of the poll may be seen.  If current results are not seen, either no votes have been cast, yet or the results of the poll are visible only to the poll's coordinator. 

There may be comments listed from previous votes. This is an option offered by the coordinator of the poll. Once comments have been typed in, they can be viewed by voters at the time of voting.

	18. Vote on each question being asked by selecting any appropriate check boxes or clicking any radio buttons.
	

	19. If desired type comments in the Comment field, if it is available.
	

	20. Click the Submit button.
	Note: 

Once a vote has been submitted for the poll, it cannot be changed.  Attempts to view the poll again will result in displaying the results.
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Figure 3:  The poll window
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Figure 4:  The poll results window



Page 7
Prepared by:  David Yergensen, TYBRIN Corporation, Instructor – PRIME Support Team

Livelink 9.1


