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Multiple-choice Survey:
Select “Survey Statistics”
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If multiple 

To summarize counts over multiple sections, you 
need to extract the number from the text in cell A2.

To do this, use the Excel function in cell B2:

Multiple-Choice Surveys:
Summarize Counts
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. .

Essay Surveys: Copy to Excel.
Select “Student Analysis”
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Result of 
Successful Download
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Rename as needed.   Cut and paste into permanent storage.
Open and save as *.xlsx file.

Go to Downloads:
Rename, Copy/Paste & Save
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Notice that a special character, Â, may follow the period.

In Excel:
Copy from *.CSV to *.XLSX
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Col A: 2.4 point.   Column B: 117 point. Dashed line on right
Select col B. In Alignment, check Word Wrap check box. 

In Excel Print Landscape:
Set Column Widths
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Change font to Times Roman; change size to 9 point.  
Replace Â, with nothing.   Replace nâ€™t with n’t.  
Enter any text changes in all-caps. 

In Excel Summary,
Select Text (Column B)
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