
Survey Management 
Spyglass Website Training Manual 

 
If this manual is printed, you can find the links to these pages on the Admin Help page on the 
website. 
 
Notes: 

• Before creating a survey, first decide if it makes sense to copy an existing survey or start 
new. You would want to copy an existing survey if the questions are similar.  

• A submit button will be added to every survey automatically, you don’t need to add 
that. 

• Be sure to add a reCAPTCHA to every form for spam prevention. 
• Once you create a form, you will need to add it to a page and the menu and in that 

order. 
• Survey results can be displayed to users after the form is submitted or you can hide 

submissions and create a results page. 
 

 
Copy an Existing Survey 

1. Go to: Forms - https://spyglasscondos.com/wp-admin/admin.php?page=gf_edit_forms  
2. Hover over the form name you wish to copy, and click Duplicate 
3. The new form will have the same name but “Copy” added to the name 

 
 
 



Create a New Survey 
1. Go to: Forms/New Form - https://spyglasscondos.com/wp-

admin/admin.php?page=gf_new_form  
2. Complete the form title, the description is optional 

 
 
 
 
Edit Survey Fields – Edit Tab 

1. If you click Edit on any form, it will take you to the form fields page. If you create a new 
form, this screen will appear after the step above. 

2. When adding a form field, just click on the field you would like in the right column. You 
will reference the Standard Fields and Advanced Fields tabs. See screenshots below of 
standard and advanced fields options. 

 

 
 



3. Once you click on a field, it will show in the left artboard. Click on the new field to open 
settings in the right column. 

4. You can adjust the settings as necessary. You will want the proper field label and 
determine if you want the field required or not. 

 
5. Within each field, you have these options: 

a. 6 dots: this will allow you to drag and drop the field on the form 
b. Plus: this will allow you to clone the field 
c. Setting: this will open the settings panel in the right column 
d. Trash: this will delete this field 

 
 
 

6. Poll field: under the advanced fields tab, there’s a poll field which will allow you to add a 
radio button list 

 

 
 
 
 
 
 
 
 



7. When you add a poll, select Edit Choices and another panel will open, below is an 
example of this. Click the + or – to add or remove choices. Complete these fields as 
necessary 

 

 
 

8. When you are finished adding all the fields, add a reCAPTCHA at the bottom. Just click to 
add it and you’re all set. 

 
 

9. Click Save Form in the top right corner often. 
 

 
 
 
 
 
 



Settings Tab 
1. At the top of the Edit Fields page, click Settings 
2. Form Settings: on this screen, update the Form Title survey and change the field 

“Required Field Indicator” to Asterisk and click Save Settings 
 

 
 

3. Confirmations: on this screen, you can update the default confirmation as needed. This 
is the message that displays to users after they submit a form. 

 
 

4. Notifications: on this screen, you can create emails that can be sent to users or admins 
after a submission. 

 
 
 



5. Personal Data: update as necessary. It’s recommended to leave this as is. 

 
 

6. Polls: update as necessary. You will need to determine if you want residents to see 
results or not. If you do, check display results after voting. If you don’t want residents to 
see the results, uncheck this and we’ll create a results page for board members later in 
this manual. 

 

 
 

7. reCAPTCHA: skip this section 
 
 
 
 



8. Limit Submissions: If you clone the 2022 survey, you will already have these settings, but 
in order to limit 1 submission per user, you will need the settings listed below. 

 
 
 
 



Add a Survey to a Page 
Once you create the Survey, you will need to add it to a page. 

1. Go to Pages/Add New: https://spyglasscondos.com/wp-admin/post-
new.php?post_type=page  

2. Add the name of the page 
3. In the bottom of the screen under “limit access to the content to users of the selected 

roles, select Administrator, Board, and Residents. 
4. Click blue Publish button in top right 
5. Then click Edit With Elementor at the top of the screen.  

 
 

6. When Elementor opens, click the + to add a new section 

 
7. Select 1 column on the next screen 

 



8. Click the + in the section 

 
9. In the left Elementor toolbar, locate Forms element and drag it into the artboard. It will 

be way at the bottom under the WordPress tab 
 

 
 

10. Select the form from the dropdown. Keep title blank.  

 
 

11. Click the green Update button at the bottom of the page. 
 
 
 
 
 
 
 
 
 



Add the Survey Page to the Menu 
Once you have created the page, it’s now live, but residents can’t find it unless you link from an 
existing page or add it to the menu. You can also just send the link to residents via email. 

1. Go to Appearance/Menus: https://spyglasscondos.com/wp-admin/nav-menus.php  
2. In the left column, under the Pages tab, locate the new page. It should be listed at the 

top. Click the checkbox next to the page you want to add, and it will automatically be 
added to the menu in the right column at the bottom.  

 
3. Once you have the page added to the menu, in the right, select the page and drag it 

where you want it in the menu. 
4. Click blue Save Menu bottom at bottom 

 
 
Create a Survey Results Page 
If you would like a survey results page for only board members to view, this is how you do it. 

1. Go to Pages/Add New: https://spyglasscondos.com/wp-admin/post-
new.php?post_type=page  

2. Add the name of the page 
3. In the bottom of the screen under “limit access to the content to users of the selected 

roles, select Administrator and Board. 
4. Click blue Publish button in top right 
5. Then click Edit With Elementor at the top of the screen.  
6. When Elementor opens, click the + to add a new section 

 
7. Select 1 column on the next screen 



 
8. Click the + in the section 

 
9. In the left Elementor toolbar, locate Shortcode and drag it into the artboard.  

 

 
 

10. For the shortcode, you will copy and paste this script, but you need to update the ID 
number to match the correct survey. 
[gravityform action="polls" id="3" mode="results" style="blue" cookie="1 month" 
show_results_link="true" display_results="true" percentages="true" counts="true" \] 

11. To find the survey ID, go to Forms and on this screen you will see an ID next to the 
forms. 

 
12. Once you have the shortcode pasted with the correct ID, click the green Update button 

at the bottom of the page. 
 



Add Links to the Current Survey Page 
1. Locate the survey page on the front-end of the website and click Edit With Elementor  

 
 

2. Click on the text box in the right and it will open the editor in the left sidebar 
3. Start typing the text you want to add, then select all the text you want to link and click 

the Link icon.   

 
4. In the link popup, start typing the name of the page you want to link to. It will show up 

in a selection list. Once you select it, click the arrow icon. 
5. Click the green Update button  


