
EDITING LETTERS
https://classclimate.pfw.edu/classclimate

Class Climate Training

https://classclimate.pfw.edu/classclimate


• Click Questionnaires

• Select Survey 
by clicking 
the name of 
survey 

EDITING LETTERS
Navigating To The Survey



EDITING LETTERS
TEXT TEMPLATES

We are at Question
Details dialog box
Advanced Settings: 

Click Edit
New box will open



EDITING LETTER TO INSTRUCTOR

Cover Letter: Results 
for Instructors

Here you can change 
the Salutations and 
Surname. However, we 
are just going to make 
sure all fields here are 
correct. 

Click Cancel

At bottom of screen 
click “save” then 
click “back”



EDITING LETTER TO PARTICIPANTS
ONLINE USE ONLY

Change to
[COURSENAME] 
(in bold)

Change Deadline Date

Your Contact 
Information

At bottom of screen click “save” then 
click “back”

Email Texts: PSWD for 
Online survey 
participant



EDITING LETTER TO PARTICIPANTS
ONLINE – REMINDER LETTER

Place your contact 
information here. This 
letter can be found in 
the “Text Edit” box as 
“Reminder to Student”

Email Text: Remind 
online survey 
participant

At bottom of screen click “save” then click “back”



Preview (online)
Edit Form
Text Edit
Apply

Questionnaire 
Details



gordonr@pfw.edu

481.6354

mailto:gordonr@pfw.edu
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