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In order to save a survey or access a saved 
survey, a user must be logged in and have 
either a limited or full access subscription.*   
 
 
1. Conduct your “Find Available Space” 
search and click “Find Space” in order to 
see results. 
 
 
NOTE: If you are looking to search within 
a municipality and not within the pre-set 
markets/nodes, you can type the 
municipality name into the “Market” box 
without selecting one of the auto-fill 
options in the drop-down menu. 
 

How to Save a Survey & Access Saved Surveys 

*For more information on subscription options, 
please see: 
http://altusinsite.com/index.php?page=quarterly_
subscription  
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2. Once you have your 
results, you can choose 
to select all the suites 
within a building by 
checking off the box 
beside the building (the 
corresponding 
checkboxes for the 
suites will automatically 
be checked). 
 
3. You can also select 
specific suites in the 
building by checking off 
the box beside the 
suites. 

How to Save a Survey 
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4. Once you have clicked the 
buildings/ suites you want 
included in your survey, click 
the “add spaces to survey” 
button at the top of the 
page. 
 
NOTE: This button is 
displayed on all search 
results, so even if searching 
a building by address, you 
can still add the space to 
your survey.  You can even 
run a subsequent search 
through “Find” in order to 
add more results.  Your 
survey will remain “open” for 
editing until you use the 
“Reset Active Survey” button 
(see page 6, #11 for further 
information on resetting your 
active survey). 

How to Save a Survey 
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5. Once you have added spaces to your survey, you will get a confirmation note 
and a link to “load active survey.” 

How to Save a Survey 
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Once the active survey is loaded, you have 
several different view/print options on this 
page. Some of the most commonly used 
features are described below. 
 
6. You have the ability to see your survey in 
different formats.  Click on any of the boxes 
(Enhanced View, Column View, Available Space 
View or Full Page View) to see the report. 
 
7. The market nodes/boundaries are always 
identified on the map (in this example, you can 
see the Yaletown node highlighted in purple).  
In order to remove the boundaries, click on 
“Hide Boundaries.”  You can also remove the 
map by clicking on “Hide Map Results.” 
 
8. In order to remove a space from the survey, 
click the green X (Delete) from either the 
building or the suite. 
 
9. In order to save your report recommended), 
enter a report title and click “Save.” 

How to Save a Survey 
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10. You can “view the 
active survey” which will 
show the details of the 
spaces/buildings that you 
have added.  Please note 
that you can only have 1 
active survey at a time. 
 

11. If you are done 
working with this survey, 
you can click “Reset Active 
Survey” which will allow 
you to keep the saved 
copy and work on a brand 
new survey.  
 

How to Save a Survey 

Once you have saved your report, you should see several options: 

12. The green X beside a survey allows you to delete surveys permanently. 
 
13. In order to print/email your survey, please see next page of this guide  
detailing print and email options.   
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Print Options: 
 

Click on any of the print 
options and click the “Print” 
button at the bottom in 
order to print to a printer or 
PDF file. 
 

How to Save a Survey 

Email Options: 
 

In order to email the file, 
please enter Email address 
of recipient and a subject 
line of your choice and click 
“send.”  Please note that at 
times, some servers may 
block these emails, so you 
may want to use the print 
feature to save as PDF and 
email directly from your 
email program. 
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1. Click on the “My InSite” blue 
box at the top of the page. 

 

2. Click on “My Reports.” 
 

3. In order to view/edit the 
current survey you are working 
on, click on “View the Active 
Survey.” 
 

4. If you have finished working 
on your current survey and 
would like to start a new 
survey, click on “Reset Active 
Survey.” 
 

 

How to Access Saved Surveys 

Saved surveys can be accessed through the “My InSite” section of the site. 

5. If you would like to work with one of your other saved surveys (besides the active one), click 
“Make Active” beside any survey you would like to view/edit.  
 

 
NOTE: The results of the survey are always live (real time), so if one of the suites in your survey selection has been updated 
and is no longer available, it will not show up in your survey.  If new suites are available that meet your criteria, they will not 
be automatically added to your survey so it’s recommended to check which suites have recently been added/removed  
in the Market Activity Report, available to subscribers within the Perspective section of the website. 
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