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Step 1: Access the Pulse Tool 

1. Log in to Unitu. 
 

2. From the left-hand menu, click on "Pulse" to open the Pulse Survey tool. 

 

Reminder: If you don’t see this option, your access level may not include Pulse. Please 
contact your Unitu administrator. 
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Step 2: View Existing Pulses 

On the Pulse page, you’ll see a dashboard displaying: 

● A list of all pulse surveys under your department or university. 
● Three summary scores at the top showing how many pulses are: 

○ Scheduled 
○ Live 
○ Completed 

 

Note: If no surveys have been created yet by your department or university, the list will 
be blank. 
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Step 3: Create a New Pulse Survey 

1. Click the "Create Pulse" button at the top-left of your screen. 

 
2. The setup includes four main stages: 

○ Details 
○ Participants 
○ Questions 
○ Reminders 
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Step 4: Enter Survey Details 

1. In the Details section: 
 

○ Enter a Title for your Pulse Survey. 
○ Set the Start Date and End Date to determine the active period of the survey. 

 

Tip: Choose a start date that allows enough time for participants to respond, and set a 
realistic end date based on your feedback goals. 
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Step 5: Define Participants 

Click "Next" to proceed to the Participants section. Choose how to add your participants: 

 

1. Select from Unitu – If your institution uses Unitu feedback boards: 
○ Select participants based on Department(s), Programme(s), and Year(s). 

 

 

 

 

2. Upload a List – If your participants aren’t on Unitu or you want a specific group: 
○ Upload a CSV file with student details. 

 

Tip: Use CSV upload for highly specific groups that are not covered by existing 
segmentation options. 

3. No Participants – If you prefer to manually promote the survey: 
○ Unitu won’t send any emails, but you’ll still get a survey link and QR code to share. 
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Important: Choosing “No Participants” skips the reminder emails step later on. 
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Step 6: Set Up Survey Structure 

Click "Next" to proceed to the Questions section. 

1. Add a Welcome Message: 
○ Include context about the survey and its purpose. 
○ Aim for more than one paragraph to help students understand its importance. 

 

2. (Optional) Add Segmentation Questions: 
○ Useful for collecting data like age, campus, or other demographics to assist with 

analysis. 
○ Useful for demographic filters (e.g. age, campus, level of study) that will help during 

data analysis. 

 

3. Add your survey Questions. Available types include: 
○ Open Text 
○ Single Select 
○ Multi Select 
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○ Rating Scale 
○ Email 

Note: Toggle on “Ask participants to explain their choice” if you want the participant to add 
context to their answers. 

 

 

4. Click on “Add another choice” to add more questions. 
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5. Add a Thank You Message that will appear at the end of the survey. 

 

Tip: Keep the language student-friendly and clear to encourage participation. 
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Step 7: Set Up Email Reminders 

Click "Next" to configure email reminders (this step will be skipped if you selected "No 
Participants"). 

1. Edit the Reminder Email Content to reflect your tone and add a personal message. 
○ Toggle “ON” the email reminder to edit the time delay and the email content. 

2. You may set up to three reminder dates to ensure students complete the survey before the 
deadline. 
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Step 8: Launch the Pulse 

1. Click "Launch Pulse" to schedule the survey based on the start date you selected. 

 
2. Once launched, Unitu will generate: 

○ A Link 
○ A QR Code 
○ A Printable Poster 

 

Reminder: Use these materials to promote your survey in lectures, online platforms, 
and on campus. 
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Step 9: Monitor Responses in Real-Time 

1. Return to the "Pulse" page anytime by clicking it from the left-hand menu. 

 

 

2. Click on your active (Live) or completed survey from the list. 
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Here, you can: 

● View real-time responses 

 

● Check response rates 

 

● Use filters to sort responses by: 
○ Programme 
○ Segmentation fields (e.g. age, campus) if added during setup 

14 



 

 

● Export/download results. 

 

You can also: 

● Copy the survey link 
● Download the QR code 
● Download the auto-generated poster for further promotion. 
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Step 10: Explore Insights 

Once your survey reaches at least 10 responses, a new Insights tab becomes available. 

1. Navigate to the "Insights" tab within your Pulse. 

 

2. The page includes two major analysis blocks: 
 

○ Quantitative Analysis: Visual graphs and summaries based on multiple-choice and 
rating scale responses. 

 

 

○ Qualitative Analysis: AI will identify key themes from open text answers and 
visualize: 

■ The dominant themes 
■ Their sentiment (positive or negative) 
■ A word cloud with subthemes 
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3. Filter the segments and questions to see specific results. 

 

4. Click on a chart bar to see related subthemes in the word cloud. 
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5. Click on individual words in the word cloud to read corresponding student comments. 

 

 

Tip: Use these insights to understand what’s working well and what needs 
improvement. 

 

Step 11: Create Focus Areas 

Focus areas help you summarize findings and take action based on student feedback. 

Option 1: Auto-generate using AI 

1. Go to the "Focus Areas" tab. 
2. Click the "Generate Focus Areas with AI" button. 
3. AI will analyze responses and suggest key focus areas in seconds. 

 

Option 2: Manually create focus areas 

1. Go to the "Responses" tab. 
2. Tick the boxes of specific student responses. 
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3. Click "Create Focus Area" on the top right to summarize manually. 
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Coming Soon Features 

Reports 

● A new Report feature is under development. 
● Staff will be able to generate customisable PDF reports that include: 

○ Quantitative and qualitative analysis 
○ What's going well and what can be improved 
○ Executive summary 
○ AI-generated recommendations 

 

Closing the Loop 

● A future "Closing the Loop" feature will allow you to: 
○ Customize a follow-up email to students 
○ Share key focus areas and let students know how their feedback is being acted upon 
○ Use the format: "You said, we’re doing..." 
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