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 CTR Tool
SETTING UP A SURVEY



CTR Tool: logging into the CTR tool

Log in at ctrsurvey.org, click 
MANAGEMENT DASHBOARD to see MY 
NETWORKS.

Search to find the WORKSITE for which 
you are setting up a survey. Verify that 
you are choosing a worksite rather than 
an organization or jurisdiction.

Click the worksite name to navigate to 
the network information screen.



CTR Tool: setting up a survey

In the table of 
contents on the left, 
click SURVEY 
MANAGEMENT.



CTR Tool: setting up a survey

Find the NEW SURVEY 
dropdown menu.

Choose New CTR Survey from 
the dropdown menu. Select 
“New Kitsap – CTR Survey” 
from the list.



CTR Tool: setting up a survey

Change the Survey Title to 
something unique (e.g., 
2024 Bainbridge Island 
School District CTR Survey).

• Include worksite 
name and year to 
avoid any confusion 
from respondents.

• DO NOT go back 
and change the 
name of the survey 
after it’s been 
created!



CTR Tool: setting 
up a survey

In ADDITIONAL SURVEY INFORMATION, verify that the worksite location is 
correct. The system will use the worksite’s address to calculate commute 
distances. If the address is incorrect, email 
Lindsay Kuiphoff at lindsayk@kitsaptransit.com 

mailto:lindsayk@kitsaptransit.com


CTR Tool: setting up a survey

In DETAILS, verify the number of 
people surveying. This will generally 
match the total number of 
employees at the worksite. 

• This number is used to 
create the response rate and 
estimate the number of CTR-
affected employees. 

• If the number in this field no 
longer represents the number 
of employees at the worksite, 
change the Worksite Size on 
the EDIT page (under 
NETWORK HOME) to save it 
permanently



CTR Tool: setting up a survey

OPTIONAL: In DETAILS, edit the 
Survey Success Message. Some 
options include: 

• Provide a link to your 
internal website for additional 
commute information. 

$25 Gift Card Available

• Ask survey respondents to 
email a screenshot of the 
completed survey as a raffle 
entry. 
• If you have a Survey tool, 
you could create a separate 
survey asking for the name or 
email address of who 
completed the survey. 



CTR Tool: setting up a survey
11.Click SAVE CHANGES once you are done editing



 CTR Tool
PREVIEW THE SURVEY



CTR Tool: 
Preview the 
Survey

Click PREVIEW. This will allow you to 
“take” the survey without affecting 
the results.



CTR Tool: 
Preview the 
Survey

Brief explanation of the 
CTR Survey.  Click through 
the survey questions 
(answering questions as 
necessary) to review how 
the questions will appear. 



CTR Tool: 
Preview the 
Survey

“Which of the following best 
describes your work schedule?”



CTR Tool: Preview the 
Survey

“When do you typically begin your 
workday?”



Asks employees 
where they begin 
their commute.  We 
strongly encourage 
you to have your 
employees use the 
closest intersection 
or a nearby point of 
interest, NOT their 
personal address.

CTR Tool: 
Preview the 
Survey



CTR Tool: 
Preview the 
Survey

Confirm the survey is 
properly calculating 
commute distance from 
what was entered.  If a 
distance does not auto-
calculate



CTR Tool: 
Preview the 
Survey

“During a typical week, 
how do you get to work 
each day?”  Choose a 
mode for each day Mon-
Sun.



CTR Tool: Preview the 
Survey

Asks employees what other modes 
they’ve used in the last 3 months.



CTR Tool: 
Preview the 
Survey

What are the main reasons 
you use commute options.



CTR Tool: 
Preview the 
Survey

Any other info about 
commute they’d like to 
add?



CTR Tool: Preview 
the Survey

Thank you for taking the survey! 



CTR Tool: Submitting a 
survey

If you want to gather employee 
names who took the survey, they 
could screen shot this page and 
email to you or use a customized 
tool to capture those who 
completed the survey.



CTR Tool: setting up a 
survey

Back on the OVERVIEW tab, Click START 
SURVEY, then click OK in the dialog box that 
appears to verify you want to start the 
survey.  Once you start the survey, the system 
will generate a QR code.



CTR Tool: setting up a survey

Copy either the SURVEY 
URL or the QR code to 
share with employees.  
This unique code 
connects employees to 
their specific worksite 
survey.  

Save the QR code (as an 
image) if you want to 
include on flyers to post 
throughout the 
worksite.



CTR Tool: 
marketing tools
• Survey Toolkit is provided on the 

ETC Dashboard at: 
https://app.smartsheet.com/b/pu
blish?EQBCT=5480c15a7fbf472f8e
4204ef99254940

• Sample email message (includes 
survey link & QR code)

• Sample flyer (includes QR code)

• Copy the text to an email using 
your preferred email platform. 

https://app.smartsheet.com/b/publish?EQBCT=5480c15a7fbf472f8e4204ef99254940
https://app.smartsheet.com/b/publish?EQBCT=5480c15a7fbf472f8e4204ef99254940
https://app.smartsheet.com/b/publish?EQBCT=5480c15a7fbf472f8e4204ef99254940


 CTR Tool
MONITOR THE SURVEY



CTR Tool: 
monitor a survey

• Log in at ctrsurvey.org, click MANAGEMENT DASHBOARD and go to MY 
NETWORKS.

• Scroll to find your WORKSITE.

• Verify that you found your worksite(s) and click on the worksite name.  



CTR Tool: monitor a survey

From your 
Network Home 
screen, click on 
Worksite CTR 
Report



CTR Tool: monitor a survey

Check your 
response rate.  
Once you’ve 
achieved your 
suggested 
response rate, 
you may now 
close your 
survey. 



CTR Tool: monitor a 
survey

• Scroll Down beyond the CTR Worksite Dashboard.

• Find the survey in the list, then click the view responses to 
show those who have completed the survey so far.



CTR Tool: response rate targets

• WSDOT has replaced the previous requirements of a 50% response rate

• Employee count Target response rate:

• Under 200 - 70%
• 200-500 - 60%
• 501-1000 - 50%
• 1001-5000 - 30%
• Over 5000 – 10%

• Kitsap County encourages worksites to achieve a 70% response rate. (Bonus point awarded to those that reach 70%). 



 CTR Tool
CLOSE THE SURVEY



CTR Tool: close a survey

Go back to your 
Network Home 
page. Click on 
Survey 
Management.

Click on your survey



CTR Tool: close a survey

Click on 
EDIT 
Survey

Click on CLOSE 
Survey in the 
right column



CTR Tool: close a 
survey

• When the dialog box appears, click OK.



CTR Tool: 
close a survey
Confirm that the survey is 
closed



CTR Tool
GET SURVEY 
RESULTS



CTR Tool: access CTR 
Summary Report

• Log in at ctrsurvey.org, click MANAGEMENT DASHBOARD and go to 
MY NETWORKS.

• Scroll to find your WORKSITE.

• Verify that you found your worksite(s) and click on the worksite 
name.  



CTR Tool: access CTR survey summary

Click WORKSITE 
CTR REPORT in the 
left navigation 
column

Scroll down and 
find the survey in 
the list



CTR Tool: access CTR survey summary

Click VIEW 
SURVEY 
SUMMARY in 
the drop-down 
menu



CTR Tool: CTR survey summary

Click EXPORT 
AS PDF to get 
your worksite 
summary. 







Click 
WORKSITE CTR 
REPORT in the 
left navigation 
column

CTR Tool: get supplemental survey responses



CTR Tool: get survey responses

Scroll Down 
beyond the CTR 
Worksite 
Dashboard.

Find the survey in 
the list, then click 
the ARROW to see 
the menu of 
options.

Click on VIEW 
RESPONSES to see 
individual 
responses



CTR Tool:  view individual responses

Click on the 
drop down to 
choose which 
questions you 
want to see 
responses



CTR Tool: run CTR survey responses

Click REPORT 
ACTIONS to 
export your 
results to 
Excel, which 
will then be 
found in your 
downloads 
folder. 



CTR Tool: view individual responses
From the Excel download, view individual responses.



CTR Tool: timeline

Mar.–June

CTR Surveys can be completed 
between March – June.

29 Apr. – 17 May

My goal is for all Kitsap County 
employers to complete theirs 
April 29 – May 17. If that date 
won’t work for you, please let 
me know.  

30 June 2024

All surveys must be completed 
by June 30, 2024.



Conducting the CTR survey with Paper forms

Worksites will have the availability of a hybrid survey using both paper forms 
and online (URL & QR code)

If using paper forms, you’ll need to notify Kitsap Transit with the 
number of surveys you’ll need. The WSDOT survey team will 
create a file, with numbered surveys. You can either print out the 
surveys yourself or I will print them out and provide them to you. 
Once your employees have filled out the forms, you’ll return to 
Kitsap Transit, and we will scan and send back to WSDOT.



CTR Tool: additional resources
Additional resources can be found at tdmboard.com/ctr-tool/



LINDSAY KUIPHOFF
lindsayk@kitsaptransit.com

QUESTIONS?

mailto:lindsayk@kitsaptransit.com
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