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Step 1: 
Opening the form or 
survey

You can open the form or survey 
on a laptop, desktop computer, 
mobile phone or tablet.

Click or type the link.

If you are using a mobile phone, 
you can scan the QR code.
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Step 2: 
Read the 
introduction

At the top of the form, the 
introduction will tell you what 
the survey is about.

The introduction will tell you why 
we need the information we are 
asking for.
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Step 3: 
Answer the questions

Their may be different types of 
questions, including:

•	Text boxes: Type your answer.

•	Tick circles or boxes: Click 
one or more boxes that 
applies to you.
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•	Ratings: Click the number that 
matches your choice

•	Dates: Use the little calendar 
to pick a date.

Some forms and surveys may 
include sections.

You may need to click “Next” to 
continue a form or survey.
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Step 4: Don’t Miss 
Required Questions

Some questions may be 
optional, which means you do 
not need to answer them.

Questions with a red star (*) 
must be answered before you 
can finish.
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Step 5: Check Your 
Answers

Scroll back up and make sure 
everything looks right.
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Step 6: Press Submit

When you have finished, 
click the Submit button at the 
bottom.

Wait for the message that 
says your response has been 
recorded.
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Step 7: Save If You 
Want

If it gives you the option to save 
or print your answers, do that for 
your records.
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You can contact us in a number of different ways. 

Website: www.aceanglia.com
Facebook: Ace Anglia
Instagram: @ace_anglia
LinkedIn: ace-anglia
YouTube: @AceAnglia
Email: info@aceanglia.com

Date this was made: January 2026
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