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Emailing Invites to Respondents from a
Database

Respondents listed within an external database can be invited, via email, to
complete a web questionnaire. This is set up using the Database Link Wizard.
Reminders can also be automatically sent out, which is also set up within the
Database Link Wizard. More detailed instruction on using the Database Link
Wizard is found in User Guide 3 - ‘Data Entry’. The following example
demonstrates how to send out email invites to a list of customers contained
within a Microsoft Excel spreadsheet.

Ensure the survey you wish to import the data into is

open. For example, a file called Customers.xls is secin [ Pardets sefingy———— —— £
opened within Microsoft Excel. E‘l B %ﬁ%ﬁ%ﬁﬁﬂﬁéﬁmﬁw i
In order to set up Email Invites, ensure you have Iy Nm |'D-ffa”f :
selected the Respondent option in the Paradata | °** EZ:::'%
section of the Web Publication dialog box. This will T
automatically set up a literal variable which will store !:ggff‘;é?n%m"hd
the interviewee’s email address once the database link f} |
is set up and run. Tets oG8 = Publsh | (Catcsl | e I_.
Open the Data Entry Window by clicking on the Data |y
Entry button @ Existing links:

) New... |
Select File | Database Link to display the Database cone.._|
Linkage dialog box. oy, |
Click on the Hew... button to create a new
database link. Het Lirk..._|

Run Close
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Emailing Invites to Respondents from a Database

continued

The Database Wizard dialog will be displayed. This
dialog informs you that you can create a linkage to a
database, allowing you to either import data into
Snap, export data from Snap into a database or send

email invites. Click on the Email invites radio button.
" Export to Snap Survey

= Email Invites

" Online Survey

. Mext ==
Click on M

The next step in the wizard asks you to select a
file build a link. The
Build Data Link...

database or database

I button allows you to specify a link to a

database type if it is not already listed as one of the

defaults in the Select Database File dialog box.

Select Databaze File...

Click on the I button.

This will display a Select Database File dialog box.
Select the file you require by selecting the relevant
drive and folder. The files of type drop down, which is
displayed below file name, may also need to be
changed. In the example on the right, we will select an
Excel spreadsheet called Customers.xls. Every record

in the selected database file will be emailed.

Click on the ﬂ button.

Database Linkage Wizard

x

Thie wieare wil aliow Yo o ereate o Inkage 1.5

axpoited from Snap,

progeer

‘Please selact the linkage fype:

i Linkage Type
© lmpott rom Datahase
1 Expad to Databass
 lImpart from Srian el
" Expoil 1 Sriap Survey
& Ernal Ifwites
" Drline-Surven

database, <o that data pan be imparted info

o

Vots tmaywish o archive o survey belbre

- Selét| Databise
it select the Datsbase by eiher selzoting & lstahase e or by bulding a Dats Link

|

BuldDafatek |

Rame of 1 solacted Databiase Fio of Diata Link:

AR SetbhT (i Tl |

- Seles! Tabl

Seleci e Tabletauss: | =
‘Wherepondtion (50LE I
cBack | Mews || Cancel |
Select Database File K
H - &
Hitots
Dedltop
W Lot uments ] esting
File pame: [Eustomens s = [ ]
B Blerciipe [Allavalobe detabacs Fles [ud: s - mdb] =] | Cancel,
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Emailing Invites to Respondents from a Database

continued

Click on the Bdvanced Sethngs..

database file requires a Use I.D. or password for

! button if your

access, enter them accordingly, if not leave them
blank. The Advanced Settings button is also used if

your database file has any SQL Queries.

If the user name or password is incorrect, the

following dialog box will be displayed. Retype or check
your database program for the correct user
information.

If the correct information has been entered a list of
tables will be displayed in the Select Table drop down

menu. Select the table you require from the list.

. Mext ==
Click ony.

Database Linkage Wizard x|
Select D stehate
‘Firat, sisliiat the-Diatabass by mtherselanting s D atabase Fils ot by building a Dt Lik
Sk DatcbescFi. | Suld Daia Lk, |
N of the selectad Datahass File o [aka Link:
CADacuns B o
fidvarced Settings .| TEaieit 2 |
Sefect Table
Select the Tablelowes: | Sheet! =|
Where-oondiion [STL) |
cBad | News | enesl |

Failed to open the database
User Authertication failed.
Cannot start your application. The workgroup information file is missing or apened ewclusively b another user.

Select Tabl

Select the Table to use:

Where condition [SOL):
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The next dialog asks you to complete details of where
the survey is located, which database field contains
the email address and the text you require on the
email.

In the location of published survey, type in the full
location of your survey. For this example, our survey
is located in:

http://www.snapsurveys.com/mysurvey.htm

Email address field: select the field from the drop
down list that contains your email addresses. This
drop down list displays all the fields within the
database file.

Database Linkage Wizard

Lagation of published survay Ihrrp A Snapsureeys som

Ernall addiess field. [Emall adress [unique values]

Emall subjeatiand test [Your opportuni o tell s what you think

Disar [Custore Name]
Pleage answeiatr suvey af [Suwsy Lacafion]

Thark bou

Invitation {Rerinder Vi

€ Donat ideniify iespondents
& Identily rexpondents so-fhat remindeis canbe senl

amails to send per
minE

‘ Whasirnum numbet of

i

<« Back et

Cancel I

Databasze Field Ed

Selected field |(MagET=ggENT=

[

Address

Caontact Title
Cuztarmer 11
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Emailing Invites to Respondents from a Database

continued

Email subject and text: type the subject heading of
your email in the first box. In the example on the
right, we have typed “Your opportunity to tell us what
you think”.

Use the big text box to type in your main email. Use

the ﬂ button to either insert a Database

Field or Survey Location. In the example shown on

the right, the word Dear is typed, then press

& and select Database Field. Select Contact

Name from the list. Type your main message text. For

example, “Please answer our survey at..”. Click on

ﬂ and select Survey Location. This will

insert the survey location that has been specified at
the top of this dialog window. This can be viewed
when the emails are sent out. Finish your email with
any more text required.

Select one of the Respondents options. The first option
Do not identify respondents will ensure their replies
remain confidential. The second option Identify
respondents so that reminders can be sent
generates a unique code for each respondent so
respondents can be identified and reminders can be
sent out if required.

The maximum number of emails to send per minute is

set to 1, but can be changed accordingly.

. Mext ==
Click ony.

Database Linkage Wizard x|

Lacation ot published survey [ htped ey snapsunveys.com

Email addisss field, [Email Adchess (unigue values) =l

Emal subjegt and text: ]Yum opportunity o el us what you think.

Dear [Custorel Name]
Pleaze anawerour suivey at [Suvey Lacafion]

Thank bau

Invitation (" Femiider /-
~Respander
" Do nat idertify isspondects

Masimom nambet of 7
amails fo'send per [
minke

& \danbiy respondens za fhat remindeis canbie sent

« Back I Mext= I Cancel

Respondents

Do nat identify respondents

& |dentify respondents so that reminders can be sent
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Emailing Invites to Respondents from a Database
continued

The next window asks you to perform a test by typing

Set the values for the test email

in an email address and contact nhame. When you run Dabone el [ Tetane \

Erai address

Contact Name

the database wizard, Snap will ask you if you wish to e
perform a test run using the data contained within this

dialog box.

. Mext ==
Click ony.

Enter a Name and Label if required and click on the

m button. The Database Linkage initial

window is presented to you. You can either choose to

close the Wizard and run the database link at a later
time, or choose to run the Wizard now. Select the Run
button. The emails will be compiled by Snap and sent
out to the complete list of respondents contained

within the database file.



