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AIM Survey Monkey Integration 
 
With AIM version 6.3.0.0, you are now able to utilize a web-based survey website to help collect 
survey response data and import the results back into AIM for reporting purposes.  Surveys in 
AIM are most commonly used to collect follow-up data for Perkins reporting but can also be 
used for Student Satisfaction surveys.  This new AIM Survey Monkey capability could be used 
instead of (or in combination with) your existing process of making mass phone calls to help 
increase your response rate by giving your students a way to provide feedback on-line with a 
program they already may be familiar with. 
 
The following document describes the process to export an AIM Survey Module Contact List, 
import it into Survey Monkey®, export Survey Monkey’s Response List, and then import it back 
into the AIM Survey Module.  First, you will need a Survey Monkey account to use Survey 
Monkey.  You will also need to be able to create survey batches in AIM and build survey sheets.   
When the sheets are built for a survey print batch you will export the list of students/recipients 
from that particular batch to Survey Monkey.  
 
Below, you can see that we created a new button “Export Survey Monkey…” in the Create New 
Print Batch tab of the Print Survey screen.  This button shows as disabled or grayed when the 
sheet count is “0”, (if no sheets are built):  
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The button is enabled when the sheet count is more than “0”: 

 
 
After sheets are built for a particular batch and the “Export Survey Monkey…” button is enabled, 
click that button to create a student/recipient export list.  After clicking on the “Export Survey 
Monkey…” button, a save dialog box will appear asking you for a file name and location to save 
the file.  The file should be saved as a “csv” file.  
 
The recommended format to save the file is: “TemplateName_BatchNumber”, so if the template 
name is “ABC” and the batch number is “123”, then save the file as “ABC_123”.   It will be easier 
for you to keep track of batches for that template.   
 
We create multiple files, if needed, to overcome a limitation of Survey Monkey that requires 
unique email addresses for each import file.  If an AIM print batch consists of multiple courses, 
and any student is enrolled in more than one course in that batch, then multiple files will be 
created for those students.  Those multiple files will be created with the same name that you 
specified but will automatically add a number to the file name.  An example of this is if a student, 
“Bob”, is enrolled in three courses in the print batch 218, and you saved the file as 
ABC_218.csv; three files, ABC_218_0.csv, ABC_218_1.csv and ABC_218_2.csv, will be 
created to accommodate that “Bob” is enrolled in each course.  If “Bob” is not enrolled in more 
than one course in the batch, then no additional files will be created.   
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It is mandatory that your student records’ “Email” field is not empty.  If any students’ email field 
is blank or null then that student will go into an “ABC_218.err” file and will not be included in any 
other export list.  
 
Below is a sample of the format for a valid export recipients list where the recipients’ Email field 
is not null: 

 
 
Here is a sample of the err file; the recipients whose Email field is null: 

 
 
In the err file, you can see how many and which students have null Email fields and use their 
Student_id and Student_Name to address this.  
 
The valid export list(s) will be imported into Survey Monkey to send your survey to them all. 

 
Creating Surveys in Survey Monkey 
 
There are certain preconditions for creating survey in Survey Monkey:  
 

1- The survey in Survey Monkey must be created with the same number of questions and 
same number of answers that are in the AIM survey. 

2- The questions and answers should be in same order as are in AIM survey.  
3- The Survey Monkey questions and answers should be the same type as the AIM 

survey. 

 
Go to: https://www.surveymonkey.com/home/ to create the survey in Survey Monkey: 
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The “Create Survey” button will redirect you to the following screen: 

 
 
You are creating a survey first time, so select “Start from Scratch”.  You will then be asked to 
name your survey.  The name could be the title of the course that you are creating the survey 
for or any other name you would like.  You will also be asked to select the category for your 
survey (as shown below).  Since you are creating a survey for students, normally your category 
will be “Education”: 
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Name your survey, select the category for your survey, keep the “My questions are already 
written” check box ‘unchecked’, and then press the “Create Survey” button (as shown below): 

 
 
Clicking “Create Survey” will then take you to the following page to select “Add a new question”: 
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Some of your questions in the AIM Survey may have Valid Responses set to ONE (1): 

 
 
For these type of questions, select the “Multiple Choice” question type in Survey Monkey, 
keeping “ Allow more than one answer to this question (use checkboxes).”  unchecked (as seen below): 
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Some of your questions in the AIM Survey may have Valid Responses set to more than one:  

 
 
 
 
For these type of questions, select the “Multiple Choice” question type in Survey Monkey, 
keeping “ Allow more than one answer to this question (use checkboxes).” checked: 
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In surveys, many times we need answers to the same question answered multiple times for 
different variations of the question.  Consider the following example for these unique and very 
useful type of “Grid” answers:  

 
 
There is a special way to handle this answer type in the AIM Survey module and in Survey 
Monkey.  
 
For handling Grids in the AIM Survey module there will be only one question with the number of 
answers define as: “ROWS X COLUMNS”.  For example; above there are 6 rows and 4 
columns, so there will be 24 answers for this question.  Valid Responses will be equal to the 
number of rows.  The Valid Responses are 6 and the total Answers are 24: 
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For handling Grid answers in Survey Monkey, the question type should be defined as “Matrix / 
Rating Scale” using a single question.  For example: for the question, “During this course I used 
the following resources:”, all the sub-questions go under Rows and all answers go under 
Columns: 
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You may also want to use ‘other’ as an answer, with either a fill-in space to define what other 
means or without defining it.  Consider the following example: 
 
Which flavors of ice-cream do you prefer?  

1- Vanilla 
2- Strawberry 
3- Chocolate 
4- Other: ___________________________________ 

 
Here you need to embed a comment into a multiple choice question in case the student checks 
“Other” in the question above and then types in something; like “Mango”.   
 
Or you may want to supply “Other” as an answer with no further chance to define what “Other” 
is: 

 
For handling the later type of Answer, in AIM we enter the question and answers as shown 
below: 
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In Survey Monkey, if no comment is required for the “Other” answer then use the following 
format to add the question and answers.  Other will be in Answer Choices and “Add an "Other" 

Answer Option or Comment Field” will be left unchecked:  

 
 
If a comment is required for the ‘Other’ choice, use the following format to add the question.   
Other will not be in Answer Choices and “Add an "Other" Answer Option or Comment Field” will be 
checked:  
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In surveys, we also need to deal with the feedback/suggestion/comment type of questions: 

 
 

 
 
In the AIM Survey Module, these types of questions will be saved with a single question with a 
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single answer: 

 
 
In Survey Monkey, the Question Type for these type of questions should be “Comment Box”: 

 
 

 
 
 
After exporting the Contact Lists into Survey Monkey and creating the matching survey in 
Survey Monkey, you need to send the Survey to those in the Contact List.  
 

Adding & Managing Your Contacts 

Contacts in Survey Monkey is an online address book of your potential survey respondents that 
integrates with the Email Invitation Collector so you can easily send survey invitations to groups of 
contacts you create.  You are able to give your group a unique name. 

Contacts are unique to your account.  When sharing surveys, you can only send email invitations to 
contacts stored in your Contacts. 

Importing Contacts 

You can import contacts in Contacts or in Email Invitation.  If you're importing a large number of 
contacts, please review import and sending limits. 

 
1- Contacts 

It can be very tricky to import contacts in Survey Monkey, particularly when you have multiple csv 
files.  When a print batch consists of multiple courses, and there are students enrolled in multiple 
courses in that batch, then multiple files will be created for those students.  To import contacts in 
Contacts please follow the instructions carefully.  For multiple contact files the following sequence 
should be used to send the survey: 

1. Sign in to Survey Monkey and click your username in the upper-right corner of your account: 
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2. Click Contacts from the drop-down menu: 

       

3. Click the + New Contacts button in the upper-right corner and select Import multiple 
contacts: 

 

4. Choose CSV from “Add from the following:”:  

 

5. Name the group what your csv filename is so that contacts can be tracked easily and you will 
know that these contacts are from that file.  
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6. Confirm what will be done if a contact already exists—either “update contact 
information” associated with the email address, or “ignore import information” so the info 
you already have for that contact stays as is. 

7. Click Add Contacts. 
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Use the Settings button in upper right corner to rename the fields.  Renaming Custom Data Fields is 
useful when sending the survey to users. 

 

Rename Custom Data 1, 2 and 3 with the following text since we are using the following three fields 
while exporting contacts for Survey Monkey.  You can follow the following link:  

http://help.surveymonkey.com/articles/en_US/kb/Custom-Data for further details about Custom Data. 

 
 
Use the following link for further details about importing the contacts: 
http://help.surveymonkey.com/articles/en_US/SurveyMonkeyArticleType/Contacts 

 
Sending Survey to Contacts: 
 
Click on “My Surveys” in the left top corner to go to the list of surveys that you have created and 
click on the survey that you want to send to your contacts list:  
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On next screen, click the “Add Collector” or the “Edit Collector” button if needed.  Select to 
“Send by Email”: 

 
 
Select Send by Email Option: 
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Edit the message body as per your requirement by clicking the edit button.  You can use 
Custom Data Tags to compose your message. 
 
You can also use placeholder tags in your messages to populate custom data from Contacts.   
When a recipient reads the message, the tags are replaced with your Contacts information.  
This is similar to merge tags in Mail Chimp or mail merge in Word. 

To add custom data to your message: 

1. While editing a message, click the place in the message where you'd like to insert the 
tag. 

2. Click Insert Custom Data and select the tag to insert. 

3. Keeps the tags exactly as they are inserted, including the brackets. 
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You can use the following tags in messages to pull information from Contacts: 

[Email] 
[FirstName] 
[LastName] 
[CustomData1] is equal to Form ID  
[CustomData2] is equal to Student ID  
[CustomData3] is equal to Course Title  
[CustomData4] 
[CustomData5] 
[CustomData6] 

Example Message 

Here is an example message you might use in the Email Invitation Collector (placeholders 
highlighted in yellow for the example): 

Hi [FirstName], 

We're conducting a Survey for the Course with the title of [CustomData3] and would love to 

get your feedback. 

Please do not forward this message since it's associated with your email address: [Email] 

Thanks for your participation! 

- Annie 

The message is sent to each email address in the collector separately, and placeholders are 
replaced with each contact's information from Contacts. 

Here is what the recipient sees (placeholder content highlighted in yellow for the example): 

Hi Bob, 

We're conducting a Survey for the Course with the title of FOOD SERVICE and would love to 

get your feedback. 

Please do not forward this message since it's associated with your email address: 

Bob@hotmail.com 

Thanks for your participation! 

- Annie 
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After composing the message press the Save Button at the bottom and then press the Next 
button: 

 
On the next screen, select the appropriate options as per your requirement and press the Next 
button at the right bottom: 
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On the next screen, you have the option to send the survey mail instantly or schedule it for a 
later date: 

 
 
You can test the email by pressing the “Test Email” button at the bottom.  The mail will be sent 
to given email address.  
 

 
 
Press the “Send Now” button to send the survey.  The survey will be delivered to the recipients 
and you will be re-directed to an overview of the survey status.  
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You can send reminders or invitations to more recipients for your survey from the Overview 
screen.  Various options are available under the “Invite More”, “Send Reminder”, and “Send 
Thank You” button dropdowns.  You can get further details about all the options by moving the 
mouse pointer over the “?” mark seen highlighted below: 

 
 
The Recipient tab will provide you details about who the survey was sent to and who has 
responded: 
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Under the Options tab, you will see various options.  You can get details about all the options by 
moving your mouse pointer over the “?” mark. 
 

 
 
If you have more than one contacts file, the process of sending surveys is not over yet.  You 
need to send the survey to all of your contact csv files.  For multiple contact files, the following 
sequence should be followed.  

1- Create Survey  
2- Import Contacts from first contact file. 
3- Send the Survey to those contacts 
4- Delete Global Contacts 
5- Import Next CSV file 
6- Repeat Step 3 to 5 in case of more files. 

 
Step 1, 2 and 3 were explained previously.  
 
For Step 4, Delete Global Contacts, click on your username in the top right corner and select 
Contacts from the drop down menu.  After clicking Contacts, you will be sent to your global 
contacts list.  
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Click in the check box under the ALL CONTACTS heading: 
 

 
 
By clicking that checkbox, all your contacts will be selected and you will be provided with a new 
button to select; “Delete Permanently”:  

 
After selecting it, a popup message will appear to confirm the delete process.  Press “Delete” to 
confirm: 
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Now the contacts are deleted from your Global Contact list.  Please note that Contacts are 
deleted only from your Global Contact list.  These contacts are still present in the Survey 
Contacts.  For Step 5, import the contacts of a new CSV file, following the Import contacts 
process as explained previous (starting back on page 12).  
 
It is necessary to follow this sequence in order to send surveys to contacts in multiple files:  
 

1- Create Survey  
2- Import Contacts from first CSV file. 
3- Send the Survey to those contacts 
4- Delete Global Contacts 
5- Import Next CSV file and Send the Survey to new contacts 
6- Repeat Step 4 and 5 in case of more files. 

 

Analyze the Results 
 
After sending the survey to recipients and then receiving responses from recipients, you can 
analyze the results.  You need to export the response file from Survey Monkey then import the 
responses in AIM.  
 
To export the response file, click the “Analyze Result” tab and select “All responses data” from 
“Export All” drop down button: 

 
 
The “Export Survey Data” window will appear.  For AIM we support the “XLS” format since that 
includes the CSV format we use to load responses in AIM.  
 
Select the Format as “Open in Microsoft Excel” and then select the Columns as “Expanded”.   
It is recommended to give the file name a “TemplateName_BatchNumber” format.  This way it 
will be easy to keep track that this file is related to that batch of that template.  Press the Export 
button at the right bottom to export the file.  
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After clicking on “Export”, the response file will be exported and listed in the left pane.  Save this 
exported file to your drive by clicking “Download file” from drop down in the left pane: 
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The file will be saved in the .zip compressed format on your hard drive.  When you extract the 
file, you will see two folders; CSV and EXCEL.  There will be two files under the CSV folder with 
the names CollectorList.csv and Sheet_1.csv.  Sheet_1.csv is the file used to import the Survey 
Monkey responses into AIM.   
 
Before importing the response file in AIM, you should review the file.  You expect certain 
columns to always be present and in a certain order in the first (header) row:  RespondentID, 
CollectorID, Start Date, End Date, IP Address, Email Address, First Name, LastName Custom 
Data, Custom Data2, Custom Data3, Custom Data4, Custom Data 5 and Custom Data6.  If any 
of those columns are missing then the file is not valid.  In the second row, the first fourteen 
columns should be null, if not so then file is not valid.  
 

 
 
After reviewing the file, import the response file in AIM.  Go to the Print Survey Screen->Create 
New Print Batch Tab, navigate to your desired batch, and then click on the “Import Survey 
Monkey” button.  A File Open dialog box will appear.  Select the response file that you exported 
from Survey Monkey: 
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Importing the Survey Monkey responses will first validate the file for the columns mentioned 
earlier and then check the number of questions and the text of questions in the response file 
and compare it with number of questions and the text of questions in AIM.  If the number and 
text are the same, then it will check for the number of answers in the response file with the 
number of answers in AIM.  If there isn’t the same number of answers found, it will how you 
want to handle it.  The choices are: 

 
 
If you select Yes, all existing responses for a sheet will be deleted and the new responses will 
be imported from response file.  If you select No, that you don’t want to replace the existing 
responses, then it will leave the previously imported or existing responses alone, and import a 
given sheet only if there are no responses currently presents for a particular sheet. 
If the number of questions or the text of the questions in the response file does not match with 
the AIM questions, then you will get exception message.  Similarly, if the number of answers in 
a response file are not equal to number of answers in AIM, then you will get an exception 
message.  
 
If you have a perfectly valid file with all good questions and all good answers, you will get a 
success message at the end: 

 
 
With this new capability we hope that you are able to greatly increase your response count for 
your Perkins and Student Satisfaction surveys by giving your students a more familiar way to 
answer your surveys! 
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