




Cohorts allow you to categorize your users on the backend.  Once you’ve created a 
cohort, it enables you to target specific users or groups of users to send 
notifications, subscribe certain users to certain content, and determine what 
information they can see throughout the app.  
 
Creating Cohorts: Can be created by searching for users, submitting an email list, 
or using parameters 
●  Search for users - this allows you to search for users by name or email in 

order to add them to a cohort 
●  Submit email list - This allows you to copy and past user emails to add them to 

a cohort 
●  Add Parameters - With parameters, you have the opportunity to create very 

specific groups. For example you can create a cohort of first generation 
students who live in Slytherin Hall and have 50 credits. 

 



Once you select +Send Notification, you'll need to decide who the notification 
will go to. Your options are:  
●  Send to Saved Cohort - Choose from a list of previously created 

cohorts 
●  Send to All Users - This will send to everyone that has an Involvio 

account at your school 
●  Send to Guide Participants - Choose from a list of your previously 

created guides. This will send the notification to anyone that has 
selected that particular guide, or was automatically enrolled in that 
guide 

●  Send to Members of a Group - Choose from a list of your created 
groups. This will send to anyone that has joined the group 

●  Send to Calendar Subscribers - This will send the notification to anyone 
that has subscribed to a calendar, or who has been automatically 
subscribed. 

●  Search and Send to a New Cohort - This redirects you to the cohort 
page to create a new one 

 











Adding a ticketed event begins the same way as a regular event. You need to 
fill out basic information such as title, date, time, and description. After all 
necessary fields are complete, you will select +Add Event on the bottom right 
of the page. This will take you to a second page, where you will be able to 
select +Add Ticket Type. Different events might have different ticket types. 
You can determine the cost of a ticket, how many are available, when they go 
on sale, and how many tickets one user may purchase among other things. 
Once this is complete, select +Save Ticket Types and you will then be able to 
treat this like any other event in which you generate QR codes, send surveys 
and notifications, or generate a participate report. You can also track how 
many tickets have been sold as well as create coupons for events or users. 













The summary tab allows you to see general data and analytics about all 
survey responses, from how many completed responses you received in total 
to the response breakdown of each question. 



Settings 
The settings tab will allow you to view all of the questions that are included in 
the survey as well as the type of question. An important note: once your 
survey has a response, you will no longer be able to go back and edit it.  
 



Links 
This tab will allow you to see all of the different places to which a particular 
survey template has been linked. In the example below, this Tutoring Survey 
was attached to 4 different events--Tutoring Session, Engineering Tutoring 
Session, Math Tutoring, and Writing Tutoring. By selecting + New Link on the 
top right of the page, you can select a new place to attach the survey. 
 



Individual Responses 
The individual responses tab will allow you to view all individual responses to 
the survey template. You will be able to see crucial information such as which 
user responded, the templates name, and to which event this particular 
template was linked. In the picture below, you can see that Ari responded to 
the Event Survey template in the Math Tutoring event. You can also see 
where and when the user filled out the survey, as well as their responses. 
Selecting +Exporting Responses will pull all of the information into a 
spreadsheet so all the information is in one place. 
 




