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The Initial Report automatically contains a Response Table for each question. Click on Insert a Table to add a response table or
statistics table. Response tables summarize the data for each question while the statistics tables give key data points.
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Response Tables
To add Response Table:

1. Click Add Table at the top right of your question in the report.
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2. Hover your mouse over the table and click Table Options to see the following customization options:
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o Sort By: Sort your table by any of its columns. Alternatively, you can click on the column headers to automatically
sort.

Decimals: Choose how many decimal places to be displayed in your table data.

Show/Hide Columns: Toggle columns in your table to be displayed or hidden.

Show/Hide Rows: Toggle rows in your table to be displayed or hidden.

Export Table: Save your table to Word, PowerPoint, Excel, or PDF.
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Statistics Tables

To add a Statistics Table:

1. Click More at the top-right of your question in the report, and select Statistics Table.
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o Sort By: Sort your table by any of its columns. Alternatively, you can click on the column headers to automatically

sort.

Decimals: Choose how many decimal places to be displayed in your table data.

Show/Hide Columns: Toggle columns in your table to be displayed or hidden.

Show/Hide Rows: Toggle rows in your table to be displayed or hidden.

Top Box: Create a Top Box statistic, which will create a combined statistic for 1 to 3 choices on the high end of your

scale.

o Bottom Box: Create a Bottom Box statistic, which will create a combined statistic for 1 to 3 choices on the low end
of your scale.

o Export Table: Save your table to Word, PowerPoint, Excel, or PDF.
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