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CHAPTER 1

Surveys on
the Web

Web Surveys are an efficient means of
collecting information from a large
number of respondents very quickly.

The proliferation of advanced internet-
capable devices makes it easier than ever
before to design engaging surveys that
can provide you with quality data.

GALLERY 1.1 Web Survey Examples

Your life on Campus

Tell us about your life on Campus. We would like to know how you rate the experience, an

whether we are providing sufficient facilities and activities in your opinion.

Where do you live?

(O On-campus (O Off-campus

How would you describe the availability of housing?

O Poor (O Adequate

How would you describe the availability of parking?

O Poor (O Adequate

What is your current academic level?

(O Freshman (O Sophomore

What is your gender?

O Male

What is your age?

O 1819

(O Graduate Student




SECTION 1

Introduction
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What is a Web Survey?

A Web Survey can be described simply as a set of questions -
sometimes only a single question, though this is normally
described as a “poll” - that are displayed in a logical manner to
be answered by respondents through a Web Browser.

The goal of a Web Survey is to collect data efficiently. By using
the Web, a large number of people can be
reached quickly and cheaply.

Challenges faced when
creating a Web Survey

There is a certain level of underlying
complexity associated with Web Surveys.
Key challenges that must be dealt with
when creating a Web Survey are:

il Camrier = 9:45 AM

Please choose all factors
were important to you in
choosing us for your purc

« The survey content needs be appealing
and easy to read

_J) We have the bes! prices
o Input fields need to be easy to complete

We have the besl quaity

« All data entered needs to be stored

You couldn’t getl the product
- glseowhere

« Reports need to be generated

o Other issues, such as sending of invitation
Emails, need to be dealt with

Perhaps one of the biggest challenges that
has arisen quite recently is the fact that the



methods used for participating in Web Surveys has changed
as in the last few years the “Web” has moved from PCs to
mobile devices like tablets and smartphones. This adds
another level of complexity to managing “Content”.

The rise of Hosted Survey Tools

Clearly the issues that must be resolved to get a Web Survey
up and running can only be dealt with by using an application
that helps you create a Web Survey. While both Desktop and
Web-based applications have been around for a while, the
industry is fast moving almost exclusively to Web-based (or
“hosted”) survey tools.

Hosted tools have a number of advantages over desktop-based

competitors:
« They can be accessed from any Web-browser
« There is no software to be installed

« Data-storage, and all related activities such as backups, are
handled for you

o Access is usually provided for a monthly fee (rather than
having to make a large up-front payment)

One of the biggest factors that has lead to the growth of
hosted tools is the level of advancement we have seen in Web
browser capabilities over the last few years. Leading hosted
survey tools have leveraged these advances to produce tools

HOME MY SURVEYS MY CONTACTS SUPPORT MY ACCOUNT LOG OUT

My Surveys

All | Recent | Favorites | Archived

Smm ¥ | Enter Search.

© "o
LT i o oo

# Completed
an-2012 4:57 PM
18-Jan-2012 4:54 PM
-Jan-2012 4:53 PM
an-2012 4:53 PM

I3 e

13-Jan-2012 5:35 PM
9-Dec-2011 10:29AM [
8-Dec-2011 5:24 PM
20-Oct-2011 3:24 PM
19-Oct-2011 2:25 PM
14-Sep-2011 2:25 PM
7-Sep-2011 2:52 PM
7-Sep-20112:47PM [
7-Sep-2011 2:42 PM
7-Sep-2011241PM [
7-Sep-20112:41 PM
7-Sep-2011 2:40 PM
7-Sep-2011 2:40 PM
17-Aug-2011 8:50 AM [
5-Jul-2011 2:56 PM
30-Jun-2011 10:53 AM [

e o &

o NN
8 20000 RN

o~ o o

Page 1 of 4 (81 Items)

Home | Support | Privacy Policy | Spam Policy | Security Policy | Terms & Conditions | Block Emails | About

Web Survey Creator’s My Surveys Tab provides access to
all the surveys that have been created

. »>

|

J

that have easy-to-use visual designers, and other features that
were formerly only found on desktop products.

Is Desktop Survey Design software dead?

There are still some specific circumstances when a desktop
survey design tool may be more appropriate than a hosted
tool. These circumstances generally only apply to large
corporates and government departments:

« Web browsing is locked down making use of hosted
products impractical



« Very old browsers are being used that do not support the
technologies needed to run a hosted tool

« Data must be stored internally - not on a hosted site - based
on internal organization rules.

Under these circumstances, a Desktop based survey tool such
as our Professional Quest software can be used to create
your surveys.

= )

Visit http://www.professionalquest.com for further

information.

Anonymous vs. Non-Anonymous Web
Surveys

There are two general types of respondents for Web surveys:

Anonymous
Respondents

Non-Anonymous
Respondents

Respondents click on a general | Respondents are sent an Email
link to complete a survey, and with their own personal link.
they are not identified in any Their response can be directly

way linked back to them

For a majority of surveys, anonymity is actually desired. An
anonymous respondent is often more likely to provide an
honest answer. For example, if you are running an Employee
Engagement Survey, employees are likely to be more
honest if they feel their opinions can not be tracked back to
them.

On the other hand, there are times when knowing who the
respondent is will be beneficial. For example, if you are
running a Customer Survey, it would be useful to know which
of your customers are unhappy. Unlike employees, they would
be happy to be identified so that their issues are addressed.

Considerations when building Web
Surveys

Surveys can vary widely in purpose and content, but there are
some common principles that apply to all Web Surveys. The
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key things you need to consider when creating a Web Survey
are as follows:

Planning Is Key
Any survey, no matter how simple, will benefit from planning.

A badly designed survey will not receive a decent level of
response, nor will it provide the results you are after (since
you probably don’t even know what results you really want).

Ensure You Have A Purpose!
While this seems obvious, many surveys have been created

that are simply “fishing expeditions”. They are longer than
they need to be, and will receive a worse response rate
because people prefer shorter surveys.

Don’t Be Ambiguous
If you ask a question, you want to make sure that the answer

you get is not affected by how the question is phrased. It is
particularly bad when the answers offered confuse a
respondent. For example:

How often do you catch a train?

1. Never

2. Rarely

3. Infrequently
4. Often

What is the difference between rarely and infrequently?
These are ambiguous values, and should be avoided.

Keep It Short!
No one likes to complete a long survey - the shorter your

survey is, the more completed responses you will receive. The
longer people spend completing a survey, the less care they
will take with their answers (they will lose interest) so more is
definitely not better.

Think About The End Result - Reports
When planning a survey, it is easy to lose sight of the ultimate

goal - high quality, meaningful reports. Make sure when you
are planning that you have thought of what reports you want,
and how you want to filter and cross-tabulate them. You can’t
filter based on a question you never asked!
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SECTION 2

Web Survey Creator

Creating a Web Survey can only be achieved by using the right
tool for the job. While there are many options open to you,
few if any provide a solution with the features of our Web
Survey Creator (WSC) product. The remainder of this book
will focus on creating Web Surveys using Web Survey Creator.

Opening WSC for the First Time

Web Survey Creator can be accessed from the following Web
address using any modern browser:

http://www.websurveycreator.com

The first time you visit the site, you will need to set yourself
up as a registered user. You can do this by clicking on the
Signup menu at the top of the screen.

You must choose which version of the software you wish to

purchase. If you are not ready to purchase the software yet,
you can choose the Basic Edition, which is free.

Click on the Signup Now button to begin the signup process.
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Fill in your details, and press the Create Account button.
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You can optionally sign in using your Facebook
credentials. This will mean that you won’t need to
learn yet another login — your Facebook login is all
you need to get into your account. If you have
Facebook open on your computer, when you go to
Web Survey Creator, it won'’t even need to ask you for
your login details at all — it will know who you are
and go straight to your surveys.

Activating Your Account
You will be sent an Email to activate your account. This is to

ensure you entered your email address correctly, and you can
access that Email account. For ease of use, the system gives
you 7 day’s grace to activate your account, so you can use it
immediately without waiting for the activation Email.

An unactivated account will have a warning at the top of the
screen until activation occurs.
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Where to get help

On-line Help

Online assistance can be found from the Support menu at the

top of the page.
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From within the Support area, you can:

1. See a listing of any questions you have previously asked,
together with their status, and any answers given (you must
be logged in to get to this tab)

2. Select a Help Topic to view

3. Go to the Support Request Form to enter a support request
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Tutorials

Step-by-step tutorials are available on key areas of the
software. These tutorials can be accessed by pressing the
Information button on the toolbar from wherever you are in
the software.
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The tutorials cover key areas of the software, including areas
covered in this manual.

Managing your surveys
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CHAPTER 2

Creating your
first Survey

In this chapter, we will create our first
survey using Web Survey Creator. This is
the time to get into good habits and
really start to use the power of the
product.

A step-by-step video at the end of the
chapter can be watched to review
everything we go through in detail.

My Surveys
All | Recent | Favorites | Archived

WEB SURVEY |
CREATOR |

. First: Choose a method to Create Survey: -

Please choose one of the following options and enter the details required to create a new Surve
Create a new Survey by copying an existing Survey
Create a new Survey by using a pre-defined Survey Template

(®) Create a new Survey by starting from a blank Survey
— J I

. Then: Enter Title of the new Survey: -
Please enter the title of the Survey.

Survey Title Annual Customer Satisfaction Survey

Finally: Choose a Theme for your Survey, select options to Categorize your SuI

Survey Categories are used to help keep your Surveys organised and easier to find later. You n

Survey Theme Basic White |
Survey Category: Customer Satisfaction L‘
Default Survey Language: English LJ




SECTION 1

Creating Survey Content

IN THIS SECTION

This section will take you through the creation of a
simple survey with the following content:

1. What is your name?

2. How old are you?

Which of our products have you used?
How happy are you with our products?

How happy are you with our service?

=

Do you have any other comments?

To get the most out of this section you need to

follow the instructions and create the survey in
WSC.

If you are unsure of anything, watch the full step-
by-step video at the end of the section.

Start with a Plan!

The key to any good survey design is planning. The approach
you take to creating your survey will affect the quality of the
end result.

Our first survey is going to be a Customer Satisfaction Survey
with the following content:

1. What is your name’ ,
: ! Demographics

Q2. How old are you?
(3. Which of our products do you use? FProducts

. How happy are you with our products? : _
Satisfaction

e

()5, How happy are vou with our service?

Q6. Do you have any other comments? Comments

These questions naturally fall into a number of areas -
Demographics, Products, Satisfaction and Comments.

While we could place all the questions in a single page,
particularly for such a short survey, best practice is to
separate similar questions onto different pages.

We will create each page as we need it.

10



Creating A Survey

To create a new survey, we press the Plus button on the My

Surveys Tab.
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There are a couple of choices we need to make:

1. Do we want to create a survey from scratch, or use a
previous survey or a survey template as a starting point?

2. What do we want to name our survey?
3. What theme, category and language do we want to use?

In our case, we are going to build the survey from scratch,
we’re going to call it “Annual Customer Satisfaction Survey”
and we will place this survey in the Customer Satisfaction
category.

Theme and language can remain at the default settings.
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When we save our survey details, we are immediately taken
into the Content Designer for the survey.

ADDING PAGES

Based upon our prior planning we know we will need 4 pages.
Our first page is created for us when the survey is created.

Pages are automatically named for us — this page is called
“Page 1”. While this doesn’t need to be changed, it is easy to
change the name to “Demographics”.

We click the Edit Page Details button to enter our new page
name.

11



WEB SURVEY

ADDING OUR NAME QUESTION

We now need to start adding our questions, one at a time.
Questions are added by pressing the Add Content Here

button.

Demographics

>

Whenever adding any content to a survey, we always start by
choosing the type of content we want to add.

WSC has a number of specialized question types for
certain common questions like “Name”. If we need to
ask a respondent’s name, rather than using a text
question, we can use a specific demographics
question.

When we select the Demographic Question Type and
choose Name, we see specific formatting that can be selected
for this type of question.

e Juestion Taxt

Erier tha taxt of tha Quastion o ba asiood

Vithad B your naeme T

e Dpmographics: Nama

You can choosa which rama fields o incude in your survey by selecting from (he dropdown balow, Labels for aach B

Include name details using format: |TﬂhFl!'l5!i_Bij'ilLB=I'N!1'h_lj

Tithe, Mame
Mame
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We’'ll make this question mandatory, and save it by clicking
Save Content and Return to Design.
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The question is shown in the Content Designer in the same
layout as it will appear in the survey.

~ Demographics

A\ Question is Mandatory and must bo completed for respondents to mave forward

What Is your name?

Notice how much better the question now looks compared to
a single text question. We are now going to get well formatted
names entered into our survey.

ADDING OUR AGE QUESTION

Let’s move onto the Age question. We want to add it after the
name question, so we click on the Add Content Here button
below the name question.

~ Damographics

A\ Question is Mandatory and must b completed for respondents to move forward

What Is your name?

We need to choose content type again. Age is often set up
incorrectly as a number. While asking for your exact age is
technically correct, how many people want to tell you that,
and do we actually need to know the exact age?

We use a different type of question — instead of getting
someone to enter their numeric age, we will give them a range
of age-groups to choose from.

This means we need to select a Choice Question. We want to
show the choices as buttons on the screen, and of course
someone can only be in one age group, so we’ll select
“Multiple Choice, Radio Buttons (Choose Only 1)”.
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We enter the question text “How old are you?” and then we
need to enter the selection choices for the question.

These need to be entered one per line.

Fortunately we have access to pre-built choice lists, and an
Age Range is one of the lists we have access to.
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This list looks good, but we’ll extend the ranges shown with
one additional range for 65 to 74 year olds.

Selectlon Cholces

Enter the choices that the respondent may
e line.

Under 18
181024
251034

35w e
45 10 54
55 o 64
65 o T4

75 or olderd I

We won’t make this question mandatory, because people may
not wish to tell me their age. We can therefore simply save the
content.
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ADDING OUR PRODUCTS QUESTION

Adding the products questions is very similar to adding the
age question, but with a few differences.

We want to place it on the second page of the survey.

We can add a page from the toolbar, or by simply clicking Add
New Page Here on the bottom of our first page.

By default it is called Page 2, but as before, we can edit this.

| Edit Page Details | ! lerge’

We will change this page’s name to “Products”.

Survey Page - English

Edit Page Title

Entar tha Title tor the Page. You can also anter notes you might ke to keap

Products|

Faga Title:

Our company produces electronic goods, so the list of
products we will show are electronics goods.

Of course our customers could buy multiple different products
from us, so we MUST ensure that this is a “choose many”
question type.

The importance of picking the correct type of choice question
can be clearly seen in this example.

The #1 error in survey design is choosing the wrong
type of choice question. Always ask yourself, “Does it
make sense that I can pick more than one choice?”.

In our example, being able to select multiple products makes
sense, but it is impossible for me to be in multiple age groups.

We add the question using the steps we have already learnt:
1. Click Add Content Here

2. Choose Choice Question -> Multiple Choice, Checkboxes
(Choose Many)

3. Enter our question “Which of our products have you
used?”
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4. Enter the choices:

Selection Cholces

Enter the choices that the respondent may ¢
next line.

Television
Projector
Washing Machine
Refrigerator

HIF} System |

Let’s also add two additional options:

1. “Other” for any of the minor products we sell that are not
in the list; and

2. “I have never bought a product from you” to ensure
people who never bought from us have a valid option to
pick.

The Selection Choices will therefore look as follows:

Selection Choices

Enter the choices that the respondent may choose
next line.

Television
Projecior
Washing Machine
Refrigerator

| have never bouwght a product from you I

After we save this question, we can see a respondent can
choose multiple answers.

Which of our products have you used?

We can make a couple of modifications to these values to
enhance the user experience. Let’s edit this question.

Products
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We will indicate that it is an “Other, please specify” option.
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Edit Selection Choice - English

Edit Selection Cholce

Edii the currant Cholca that the respondent may choosa from, You ca
wihather respondents can make an "Other (Please Spaecily)” seection

Oithar

Choice is Hiddan
Choice is the Default and s Selected
Cholce s Exclusive

L\gk Cholce allows an “Cther (Please Specify)” Option

We save this change by clicking the Save Choice button.

We will also edit the “Never bought” choice.
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We will make this choice exclusive. This means whenever this
option is checked, all other options will be unchecked
automatically.

Which of our products have you used?
| | Television
| Projector

|:| WashiM Marhina

| Other Choice ]
(] Refngerator
‘ Exclusive Choice
(] HlF/S'Sén /
© Other - =~
/

|_ o1 have never bought a product from you




Edit Selection Cholce - English

Edit Selection Cholce

Edit the currant Cholca that the respondant may choosa |
whather respondents can make an “Other (Flease Spacif

I hava nevir bought a praduct from you

Cholcs s Hidden
Choica is the Dalault and is Salactad
i_' Cholos & Exclusive

Choleos allows an "Cthar (Plaase Spacify)” Opbon

These values will now have specific behaviors based upon
these new settings.

ADDING OUR SATISFACTION QUESTIONS

We will add a third page to our survey, and then add our
questions about happiness:

« How happy are you with our products?
« How happy are you with our service?

These questions could of course be created as two Choice
questions. Respondents could choose one of the following
happiness choices.

- Very Happy
« Slightly Happy

« Undecided

« Slightly Unhappy
« Very Unhappy

However, this is another situation where with a little thought
we can greatly improve the look and functionality of our
survey. Both these questions have the same list of choices, so
we can put them together in a Matrix Question Type.
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The question can be changed to “How happy are you with...”
and “Our Products” and “Our Services” can be added as rows.
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After we save the question, we can see in the designer how the
matrix is a compact way of showing these two questions.
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ADDING OUR COMMENTS QUESTION

The last question we want to add is our comments question.
We will:

1. Add our Comments Page
2. Click Add Content Here

3. Choose Text Question -> Multiple Lines of Text
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4. Enter our question “Do you have any other comments?”

5. We will also add some formatting to give respondents a
bit more space — lets make the comments go across the
page, and show 5 lines for them to enter their comments.

Style and Formatting Options

Ploase choose from the Tollowing Style and Formailing options

Width of the Input Beax 100 Parcent (%)

Mumiper of Rows o Displary:

Fantastic! — our survey is done.
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SECTION 2

Previewing your Survey

To see how the survey looks, we can preview it by selecting the
Quick Preview option.

Previewing is particularly useful for testing logic like
mandatory questions, and the exclusive and other settings we
added to our product list question.

s

Previewing your First Survey

This Is a SURVEY PREVIEW ONLY. Do not use this to collect responses - Responses entered will NOT BE SAVED.

Annual Customer Satisfaction Survey

What is your name?

Title First Name Last Name

How old are you?

() Under 18
() 18to24
() 25t034
() 35t044
() 45t0 54
() 55t064
() 65t074

() 75 or older

The SURVEY PREVIEW ONLY message at the top of the
page makes it clear this is not a live survey.

>

J
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SECTION 3

Step-by-step Video

If you would like to see how this first survey has been built,
you can view it in our step-by-step video. You can access this
video online by pressing the Knowledgebase button on the

toolbar while working on survey content.

HOME MY ST W COMTASTE

WEB SURVEY

Farrary Shanien | Sy Fowm | Chiow Urkieg | Leguesgen | Solistrsiion | Geisted Sosiend | Sasi Belie

M B

Damographics

‘ Drcttr=on 8 HEsamcry 52 Pl 04 COPRFEe D7 Ml 1 TEAE et

aWp Tris Dumnon ras o scoeas cods o ABCIIAE

W By i

MIPTOET

MOVIE 2.1 Creating your first survey - step-by-step

Customer Survey

Q1. What is your name?
Q2. How old are you?

Q3. Which of our prod

Q5. How happy are you with our service?

Q6. Do you have any other comments?

| Demographics

Products

Satisféc{ibﬁ '

‘ Comments

This video takes you step-by-step through the content we

created in this chapter.
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SECTION 4

Reference: Content Tags

IN THIS SECTION

This section provides a listing of all of the “Content
Tags” that may be used in Web Survey Creator.

What are Content Tags?

Content Tags are simply a means of incorporating standard
HTML functionality in survey content, without exposing the
full range of HTML to a survey designer (doing the later
would open the system to all sorts of security and layout
issues).

Where can Content Tags be used?

Content Tags can be used anywhere you use standard text
content in your surveys. This includes:

1. Text Content blocks
2. Question Text
3. Choice Text

Most of the time, straight text will suffice in these areas, but
Content Tags can be useful if you want to:

1. Place emphasis on part of the content

2. Add small help text below your question
3. Add Bullet Points

4. Use color in your text

5. Place an image in some text content
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Listing of Content Tags and their Usage

<ol type:style><li></li></ol>

- with Css Ordered List Style e.g upper-
roman

TAG COMBINATION DESCRIPTION USAGE
<hi></h1> Hi <h1>My Heading</h1>
<h2></h2> H2 <h2>My Sub Heading</h2>
<b></b> Bold <b>This is bold</b> but this isn't
<strong></strong> Bold <strong>This is bold</strong> but this isn't
<u></u> Underline <u>This is underlined</u> but this isn't
<i></i> Italic <i>This is italicized</i> but this isn't
<ol><li></li></ol> Ordered Lists

<ol><li>One</li><li>Two</li></ol>

<ul><li></li></ul>
<ul type:style><li></li></ul>

Ordered Lists
- with Css Unordered List Style e.g square

<ul><li>Banana</li><li>Apple</li></ul>

<nobold></nobold>

No Bold - Turns of Bold where the current
style is Bold

This is in Bold <nobold>but this is not</nobold> but this
is again.

<small></small>

Equivalent to font-size:small

<small>This is small</small> but this isn't
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TAG COMBINATION

DESCRIPTION

USAGE

<webhelptext></webhelptext>

Equivalent to font-size:x-small; font-
style:italic

<webhelptext>This is small and italicized < /webhelptext>

<link:mailto:emailaddress>Text</link>
<link:mailto:emailaddress|
nostyle>Text</link>

Link for Email Address
- with no style

<link:mailto:fred @me.com>Mail to Fred</link>

<link:url> Text</link>
<link:url|nostyle> Text</link>

Link from http or https based URL
- with no style

<link:http://www.me.com>Click to Go To Me</link>

<image:url>
<image:url|tooltip>

Image from http or https based URL

- jpeg/gif/png

- with Tooltip

<image: http://www.me.com/cat.jpg>

Image from Person's File

<%mage:f%1ename> ) - jpeg/git/png <image: cloud.jpg>
<image:filename|tooltip>

- with Tooltip
<font:text> Font using CSS Font Style <font: italic bold 22px courier>Text</font>
<color:#hex> Color using HEX Name <color:#334455>Text</color>

<color:name>

Color using Font Name

<color:Red>Text</color>

<colour:#hex>

Color using HEX Name (English
Spelling)

<colour:#334455>Text</colour>

<colour:name>

Color using Font Name (English
Spelling)

<colour:Red>Text</colour>
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CHAPTER 3

Survey Flows

All but the most basic Web Surveys
require some form of branching or page
skipping. This is known in WSC as “Flow
Control”. In this chapter, we will look at
how to add flow control to your surveys.

A step-by-step video at the end of the
chapter can be watched to review
everything we go through in detail.




SECTION 1

Creating a Survey Flow

IN THIS SECTION

1. What are Survey Flows?
2. Creating a Survey Flow in Web Survey Creator
3. Flow Control Conditions

4. Conditions with Multiple Rules

What are Survey Flows?

The best way to understand flows is to look at an example. We
will use the Customer Satisfaction Survey we created in the
previous Chapter.

The basic structure of that survey is as follows:

Customer Survey

Q1. What is your name’ ,
: ' Demographics

M f.:'_ | ||:|||,I'|I|' l!::lll:l dre I!rr':::'u ':'.I
(33. Which of our products do you use? SRR

. How happy are you with our products? :
: i Satisfaction
()5, How happy are you with our service?

6, Do you have any other comments? Comments

We broke this survey into a number of pages — Demographics,
Product, Satisfaction and Comments. In this survey, a
respondent currently answers the questions on each page, one
page at a time.

An example of a survey flow is skipping the satisfaction page
and jumping from the products page to the comments page.

So, why would we want to do this?

In our survey the products question includes a choice that
indicates the respondent has never bought a product from our
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company. If they have never bought a product, it makes sense
that they will not be able to answer any questions about our
products and service. We will therefore skip those questions,
and go straight to the comments question.

Customer Survey

21, What is your name? ]
- Demographics
. How old are you’?

3. Which of our products do you use? FProducts
24, How happy are you with our products?

L5, How happy are you with our senvice?

(6. Do you have any other comments?

Comments

Creating a Survey Flow in Web Survey
Creator

Let’s open our Customer Satisfaction Survey in Web Survey
Creator, and go to the second page to have a look at the
product question.

We can see that there is a Choice called “I have never bought a
product from you”.

Products

‘ Edit Fage Details

' Add Content

Merge With Pre

Which of our products have you used?

| Teleyis

| Projector

This will be the choice that, if chosen, should hide the third
page in our survey.

To add flow control to our survey, we click on Survey Flow
from under the Design tab.

Content | Survey Quota | Survey F!nw " Choice Linking | Languages | Collak
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There are currently no flows set up in this survey. We click the
Add toolbar button to add a new flow.

Design

Content | Survey Quotas | Survey Flow | Cholce Linking | Langus

Create Mew Survey Flow

The first step in setting up a flow is to choose the page or
pages that will be hidden by the flow. In our example, we want
to hide the satisfaction page.

Note that the Survey Flow Title is automatically updated for
us.

e Flow Tithe

Suney Flow Tite

Choose Which Pages to Hide

Flease select the Papges that you would like this fiow to hide

We save the flow by pressing the Save & Continue to Add
Conditions button.

Save & Continue to Add Conditions
ol

FLOW CONTROL CONDITIONS

There are two parts to any flow:
1. Choosing the Pages we want to hide

2. Setting the Conditions that when passed, will hide the
page.

We have already set up the first part of our flow - now we need
to set our conditions.

# XK S0
Hide Pages: Satisfaction

Note that only questions that appear before the page we want
to hide are selectable in our conditions.

We want to choose the question “Which of our products do
you use?”

Sureny Flow Condton

sChocas an sree i o DuseSion, 3 Ouois or Responder® infomatics. &

sChoces an arpesw i 8 Duserson, 8 Doods or Respondert Informadon. .«
Caemiiege dagehibi s

geiELc. .
- Which of ot Sreddudti havi o wied? r-

Epporaient's Firsn Mams
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Based upon the Choices within this question, we are shown
the condition types and choice values we can use in our
condition.

We want to hide the page if the answer to this question is
equal to “I do not use any products”.

If this question is flagged as non-mandatory, it would be
possible for a respondent to not choose any answer. We will
assume an unanswered question is the equivalent of saying
that they don’t have any of our products.

Therefore, we want to indicate that the condition is
considered to be met if the question is not answered.

Surewy Flow Condiion

We can save the condition by pressing the Save Condition
button.

That’s all we need to do for our example.

CONDITIONS WITH MULTIPLE RULES

Once we have entered our condition, the survey flow editor
looks as follows:

g | Legpusces | Colaborsiion | Deislsd Covienl | Baic DeSres

» X S0
Hide Pages: Satisfaction
Hide Page...
P
Whan._.

ik ol ma peraligeiy barvw s weet 1 Penaliachy | Enpad e ey Vel [ Farem rpvme bosaid 9 ot o s | O e Dy apn Mo ierpespred [ond ws e by o Wlomspvieers

C——
e

As you can see, “and” and “or” conditions can both be added
to create a more complex condition if needed in the future.

RETURNING TO THE SURVEY DESIGN

We can click Content under the Design tab to jump back to
our Survey content.

| C.'nnlnl_r]_t I Survey Quotas | Survey Flow | Cholce Linking | Languages | C
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If we go through the pages of the design, we can see that the
flow is flagged in two places:

1.  On the question used in the flow

4» Survey Flow using this Question: "Hide Pages: Satisfaction”

Which of our products have you used?

|| Television

2. On the page that will be hidden by the flow.

— Satistaction st o e

+ Survey Flow using this Page: Hide Pages: Satistaction

This makes it easy to see where flows are being used, and a
quick way to jump to the flow itself should we need to change
it.
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SECTION 2

Previewing your Survey

To see how the survey looks, we can preview it by selecting the
Quick Preview option.

We need to preview our survey to check if the flow is working.
Let’s assume we use a refrigerator.

Since we use one of the company’s products, the questions
about our level of satisfaction are shown.

Now, let’s go back and say we do not use any products.

When we press next we are immediately jumped to the
comments page.

Great — our flow is working as we intended.

s

Testing your First Flow

Annual Customer Satisfaction Survey

Progress 50%

Which of our products have you used?
[] Television
[} Projector
] Washing Machine
[} HiFi System
[ Other

(] I'have never bought a product from you

—

If we select a refrigerator, we would expect flow control to
show the page about satisfaction...

. »

J
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SECTION 3

Step-by-step Video

If you would like to see how this first survey flow has been
built, you can view it in our step-by-step video. You can access
this video online by pressing the Knowledgebase button on
the toolbar while working on survey content.

¥ EEVERE WY CONTALTS

WEBSURVEY

sl ol

BT

MOVIE 3.1 Creating your first flow - step-by-step

Customer Survey

Q1. What is your name?

Demographics |

Q2. How old are you?
Products

o products?

Q5. How happy are you with our service?

Q6. Do you have any other comments?  Comments

This video takes you step-by-step through the content we
created in this chapter.
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CHAPTER 4

Data Piping

Data Piping allows you to pass
respondent and response information
into survey content.

This makes it possible to personalize the
survey, or customize survey content
based upon an individual respondent’s
answers.




SECTION 1

Using Data Piping

IN THIS SECTION

1. Improving our Customer Satisfaction Survey
2. Setting up Data Piping
1. Step 1: Create an Access Code

2. Step 2: Using an Access Code in our
Content

3. Step 3: Testing the Data Piping

Improving our Customer Satisfaction
Survey

The best way to understand data piping is to look at an
example. We will use our Customer Satisfaction Survey for
this example.

We already have the following question in this survey:
Which of our products have you used?
|| Television
| Projector
|| Washing Machine
| | Refrigerator

|| HiFi System

| | Other

| | I have never bought a product from you

If a respondent chooses one or more products, they are asked

how they rate our products and services:
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How RBEEY Bk s with

At the moment, the question is very generic:

How happy are you with... l

Using Data Piping we can have a much more specific
question that reminds the respondent what they entered:

Setting up Data Piping

STEP 1: CREATE AN “ACCESS CODE”

Data Piping can use any question that has been set up with an
Access Code as the source of the data piping data. We want
to use the products question as the source of the data piping
data. We can click the Edit button to edit this question:

s Surary Flow aning thin Cusvsen s Magen Saswiscion” ﬁ

Wihich of aur prociucts e you ged?

Ty

The Access Code can be entered for the Question. We can
enter any alphanumeric characters for this code:

Ceonimni Type

We have called it MYPRODUCTS. We save the question, and
it is ready to be used.

The code we are using for this question is shown in the
designer.

Products

+ Survey Flow using this Question: "Hide Pages: Satsiacto
Which of our products have you used?

Trlrwoans

STEP 2: USING AN ACCESS CODE IN OUR CONTENT

Now that we have set up our Access Code, using it in the
survey content is as simple as entering the code as part of our
survey text. The code must be entered in the format:

[@ + ACCESS CODE + @]
So, in our example, the code we would need to use would be:
[@MYPRODUCTS@]

We will edit our satisfaction matrix to add this code:
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We will change the question text so that it refers to the
products the respondent purchased:

Question Text

Enter the taxt of the Quastion to be askad.

You have indicated that you use the following prod

Thinking about these products, how happy are you with..

Note how the code is entered just like any other piece of
question text.

In the designer, the question will now look as follows:

You have indicated that you use the following products: [@MYPRODUCTSE |

Thinking about these products, how happy are you with...

The designer does not deal with responses directly, and
therefore can only show the code itself. To test this data pipe,
we need to preview the survey.

STEP 3: TEST THE DATA PIPE

We can test a data pipe by previewing the survey.

Survay Duotns | Surssy Flow | Choios Linking | Longuages | Collabomiion | Deleted Conent | Basio Sefings

K< B

Satisfaction

To test, we will say that we have used a Refrigerator and a
Kettle (which is entered as an “other” item).

Which of our products have you used?

|1 Television

|| Projector

|| Washing Machine
|| HiFi System

& Other

|| | have never bought a product from you
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When we go to the next page in the preview, we see the data
piping in action:

Annual Customer Satisfaction Survey n

— |

mmhmmnwuunnmm

Thirilng sbout Sees produects, bow hapsy an you with..
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SECTION 2

Step-by-Step Video

If you would like to see more examples of creating data
piping, a step-by-step video can be viewed. You can access this
video online by pressing the Knowledgebase button on the
toolbar while working on survey content.

¥ BT W DONTALTS BT WY &

WEB SURVEY
LREAIUR

You can choose the video on Data Piping from the list of
videos on the Training Video site.

¢, Training Videos

Wb Suneery Liraaior 15 8 sunaey creation togl. Thess vigeos show you evanyihing you nead o Know 10 creais surveys
afficinily using this sotiwans

Data Piping

1 Fare

This hutordal goes heough the basic rulss Tor
fpng dala bitesan quosions in Wisb Sufvey
Craator.

Video Content

The tutorial video looks at some specific instances on data
piping:

1. Data piping from a single selection choice question

2. Data piping from a matrix question

While the questions differ from those shown in this chapter,
the approach is exactly the same.
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MOVIE 4.1 Using Data Piping in a Survey

How happy are you? HAPPINESS

[ Very Happy

21 Moderately Happy
) Moderately Unhappy
12 Very Unhappy

Why are you Very Unhappy?

This video takes you step-by-step through the creation and
use of data piping in a survey.
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SECTION 3

Data Piping Reference

Data Piping is straightforward from a Source Question
perspective - as we have seen, you simply add a code to the
question.

Corinri Typs
‘ Lol Conirbele’s, Waiaids [ Peliok. L FabCiCeinis 7 Pk Wirr |

When it comes to using that data piping code, however, the
way it must be used will depend upon the type of question we
are referring to.

In the example above, the usage is simple:
[@MYPRODUCTS@ ] will return a list of products

But what about a more complex example? A matrix question
has both rows and columns, so entering a single textual code
will not suffice because it doesn’t tell me exactly which data I
am looking for.

The tutorial video in the previous section explains how we
must refer to both the grid and the row we are looking for:

[@FEATURES: @ @ @]

The tutorial video also discusses the various formatting codes
available. These can also vary depending upon the type of
question.

[@FEATURES:1,2]
[EFEATURES: 1,2/lower]

[@FEATURES:1,3] Average

Abovea Average

above average

[@FEATURES: 1,3|comments] Hard to follow
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Clearly, different question types need to be dealt with in
different ways. This Data Piping Reference takes you through
these different question types.

Question Data Piping Reference
STANDARDS USED IN THIS REFERENCE GUIDE

When looking at a particular data piping code, the structure of
the code is as follows (spaces are only shown for ease of
readability):

[@ 00000: subcode | format @]

where:

00000 | is the code that has been entered on the source question

#hidden# may be included to hide any data pipe. The format
for a hidden code would therefore be:

[@ 00000: subcode | format #hidden# @]

DATA GRIDS (EG. MATRIX QUESTIONS)

Questions that take the form of “Data Grids” have a couple of
elements which makes describing the data you are after a little
tricker than other questions:

« Rows

o Columns

« One or more grids

 Additional data (e.g. comments on every row, tag data on

choices)

The valid content for a Data Pipe code for these types of

question is as follows:

subcode x,y where x = GRID and y = ROW
tag:TAGNAME where TAGNAME is the code
of the TAG

format upper
lower
comments

Examples

[@FEATURES: 1,2Q@]

[@FEATURES: 1,2|lower@]

[@FEATURES: 1,2 |comments@]

[@FEATURES: 1,2|tag:MOREINFO@]

DATE TIME QUESTIONS

Nil - all based on format of date time field
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DEMOGRAPHIC ADDRESS

DEMOGRAPHIC NAME

fulladdress / address (default)

addressline / address
city

subcode
state

postalcode / zipcode / postcode / zip
country

lower
format upper
singleline

Examples

[GADDRESS: fulladdress@]
[GADDRESS: city|upper@]
[GADDRESS: fulladdress|singleline@]

[@FEATURES: 1,2|tag:MOREINFO@]

DEMOGRAPHIC EMAIL

fullname (default)
subcode firstname
lastname / surname
title
lower
format
upper
Examples

[GNAME: fullname@]

[@NAME: lastname |upper@]

DEMOGRAPHIC PHONE

subcode None
lower
format
upper
Examples

[@EMAIL|lower@]

subcode None
lower
format
upper
Examples

[@PHONE | lower@]
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DROP DOWN LIST

subcode None
lower
format upper
a,b,c,..,Z values for each choice
Examples

[ @MYDROPDOWN | lower@]

[ @MYDROPDOWN [Alt2;Al1t2;A1t3;Q]

Note: The second example explains that if the first value is
selected, show the text “Alt1” rather than the actual text in the

list etc.

MULTIPLE SELECTION LIST

subcode X where x = CHOICE
lower
upper
format a,b,c,..,Z values for each choice
tag:TAGNAME where TAGNAME is the code
of the TAG
Examples

[@MYLIST | lower@]

[@MYLIST |Alt2;Alt2;Alt3;Q]

[@MYLIST:1|tag:MYDATAQ]

SINGLE LINE TEXT

subcode None
lower
format
upper
Examples

[@SLTEXT | lower@]

MULTIPLE LINE TEXT

subcode None
lower
format
upper
Examples

[@MLTEXT | lower@]

NUMERIC

Nil - based on format
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RANKING

subcode None
lower
upper
format a,b,c,..,Z values for each choice
tag:TAGNAME where TAGNAME is the code
of the TAG
Examples

[ @MYRANK | lower@]

[@MYRANK |Alt2;Alt2;A1t3;@]

[ @MYRANK | tag :MYDATARQ]

SINGLE SELECTION LIST

subcode None
lower
upper
format a,b,c,..,Z values for each choice
tag:TAGNAME where TAGNAME is the code
of the TAG
Examples

[@MYSSL | lower@]

[@MYSSL|Alt2;Al1t2;Al1t3;Q]

[@MYSSL | tag:MYDATAQ]

SLIDER

Nil - shown as number

STAR RATING

Nil - shown as number
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CHAPTER 5

Distributing
your Survey

Once you have set your survey up, the
next step is collecting responses. To
collect responses, you need to distribute
your survey.

This chapter describes how you can
distribute an anonymous survey using
Web Survey Creator.




SECTION 1

Creating an Anonymous
Distribution

IN THIS SECTION

1. When to use Anonymous Surveys

2. Creating an Anonymous Distribution

1.

2.

Distributing the Link

What happens when a Respondent clicks
the link?

3. Distribution Settings

1.

1

on Gl e B8

Stopping a Survey

Editing a Distribution

Setting up a Custom Link

Tracking IP Addresses

Starting, stopping and Restarting Surveys
Dealing with Anonymity

Other settings

When to use Anonymous Surveys

Anonymous distribution is often the best way to send a survey
under the following circumstances:

1. In situations where people are often more willing to
answer questions honestly if their responses cannot be
directly attributed to them (for example, an employee
survey)

2.  You may not know who your respondents are until they
actually answer the survey (for example, a survey link on
your Web site for visitors to click on)

Creating an Anonymous Distribution

Each survey you create in Web Survey Creator can be sent
anonymously with literally no work needed to set up the
distribution.

An anonymous distribution is created automatically
when you create a new survey in Web Survey Creator.
It is ready to use without any further setup.

Distribution of surveys is performed under the Distribution
tab. We want to go to the Methods of distribution.

Distribution

| ".-'IE'.I'N"J'EE Respongdents | Data Pumps | Email | Emall Schedules
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The anonymous distribution that is
created automatically for us is set up
with the most commonly used
settings, but these settings can of
course be changed to meet our exact
requirements.

The details for this distribution are
shown under Methods.

There are two aspects of a
distribution that we now need to
consider:

1. How do we get our survey link
out to our respondents?

2.  What options do we have about
how the survey will work when
this link is actually clicked by a
respondent

DISTRIBUTING THE LINK

INTERACTIVE 5.1 Anonymous Distribution Settings in WSC

Distribution

Methods | Respondents | Data Pumps | Emall | Emall Schedules

O & X a - 0o

Distribution for Anonymous Responses

s SUMMary

Here are the details of the Distribution Title and Description

Close Distribution

Distribution Title: Distribution for Anonymous Res

———

Distribution Description: Collection of Anonymous Responses

Completed Responses: 0

(yop Survey Accepting Responses

Start a Response

s Email Link —

The Survey Link below is specific to an emall message and Is for anonymous responses for this Survey only. You may copy this link and incliew. in any email message you send so that
respondents may click the link or copy It to a web browser to commence this Survey.

Copy Llnk Optart Anonymous Survey
http://survey.websurveycreator.com/s.aspx?s=9b61739d-ff4c-4889-8c1b-c7cecs J-
FYopy Link to Clipboard
s Web Page Link
The Survey Link below is HTML specifically for pay copy this HTML and insert it on any web page so that

respondents may click the link to commence th DiStI‘ibutiOIl fOI. SOCial Media SiteS

<a href="http://survey.websurveycreato. Copy Link to Clipboard

pat v © crumur wnenener® 10 begin the survey</a>

To distribute our survey to
respondents, we can simply copy the
survey link by pressing the Copy
Link To Clipboard button, and:

o Paste it into an Email

« Use it on our Web site

= Special Web Page Links

You are able to integrate your survey into your own website by embedding the survey into your websi\\ You may copy this HTML and insert it on any web page so that respondents may complete
the survey without leaving your own web page

<div id="wsc_survey" style="width:100%;">

<script type="text/javascript” src="http://survey.websurveycreator.com/embed.ashx?s=9b617 3\ 4-ff4c-4889-8¢1b- Show Embedded Survey Preview
c7cec544ae668w=100%&h=500&I=true&y=truedz=t">

Shonpcs Script to Clipboard
</div> Copy Script to Clipboa

s Share Link

The Survey may be shared via social media such as Facebook and is for anonymous responses for this Survey only. You click the\Yare option in order to share the Survey Link

ﬂ Share Survey Link on Facebook Share Survey Link on Facebook

1 1 Share Survey Link on Twitter Tweet Survey Link




 Or do anything else we would normally do with a Web link
to give people access to that link.

While we could also use this method to copy a link and paste
it into social media sites such as Facebook and twitter, we
would normally use the specific link sharing capabilities for
these sites.

There are two buttons — Share Survey Link on Facebook and
Tweet Survey Link that will post our survey link directly to
these sites.

WHAT HAPPENS WHEN A RESPONDENT CLICKS THE

LINK?

We need to consider what happens when a respondent clicks
on the link. Obviously they will be taken to the survey, but
there are a number of variations on how the survey will
manage their response.

These options are discussed in the next section.

Distribution Settings

STOPPING A SURVEY

There may be times when we want to stop respondents from
clicking on the link and completing the survey — for example,
when the survey process is over, or when we want to make
changes to the survey design before any more responses are
entered.

We can halt the collection of responses by pressing the “Stop
Survey Accepting Responses” button.

alop Survey Acoapting Responsas

Once pressed, respondents who click on the link will be
presented with a message indicating the survey is not
accepting responses.

EDITING A DISTRIBUTION

Everything we have done so far with the distribution is
available directly when simply viewing the distribution. If we
want to delve deeper into the settings for the distribution,
however, we need to actually edit the distribution by pressing
the Edit button on the toolbar.

Distribution

Methods | Respondents | Data Pumps | Emall | Emall Schedules

Edit Distribution Settings

When we Edit the distribution we have access to everything
about the distribution.
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SETTING UP A CUSTOM LINK

In addition to the title and description, we also have an option
to provide a custom link for the survey — this can be thought
of as a more “human readable” link than the automatically
generated survey link.

Cusiom Link hitp:/sureey websurveycreator comfsamples/ | cusisat I

Examples of an automatically generated link could look
something like this.

http://survey.websurveycreator.com/s.aspx?s=9b61739d-
ff4c-4889-8c1b-c7cec544ae66

The custom link, however, could look something like this.

http://survey.websurveycreator.com/samples/custsat

As we can see, they are much more readable.

e [EMatill Linik

Ther Surviry Link balow @8 apacific 1o an amall messags and 8 fof anonymous eaporsad ior this Survey only. You may
respondants may click the link or Gopy il 10 @ wieb browses o commance this Sunaay

---- ANsurvey. websurvaycreator.com's. aspu Ps=9b81T39d-4c-48859-Bc1b-cTcme

tp-isurvey. websurveycreator.comisamples/custsa

TRACKING IP ADDRESSES

Every survey completed by a respondent is tagged with the
address of their computer on the internet, referred to as an IP
Address. While this doesn’t identify a person specifically (and
therefore doesn’t stop them from being anonymous), it does
provide some information such as the general location of the
person. For example, we can usually work out which city in
the world a person is from using their IP Address.

While it is not recommended, we can uncheck the Save IP
Address check-box on the distribution if we want so even less
is known about a respondent.
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STARTING, STOPPING AND RESTARTING SURVEYS

The next group of settings relate to whether the survey is open
to accept responses. Pressing the “Stop Survey Accepting
Responses” button, like we did earlier in this section, was just
an expedient way to change the settings we see here without
having to edit the distribution directly. Because we had
clicked the button to stop accepting responses we can see here
that responses will not be accepted.

We are now editing the distribution, so we have a lot more
options to choose from, including:

« Re-opening the survey to accept responses

« Choosing when the survey closes based on either a time and
date, or a number of responses

o Setting the text for the closed survey message

e Wihizn willl this distribution be allowed to accep! responses

You can choosn wihan this distnbution will conpl responsss and whean £ will SI00 SO0ty responsn, You onn chooss dolos and
drind. You cor also &rior 8 massngs reapordonts will sso stesn tha sorsay 8 nal nooopling Msporsos

&y Accopis Mosporsos [memadiateby ALCEplE Hesponsas fom a Dade ard [ime

L

DEALING WITH ANONYMITY

One of the biggest issues with having an anonymous survey, is
exactly that — the survey IS anonymous. This makes it hard to
deal with issues such as:

« Stopping people from entering multiple responses

« Allowing people to come back into a partially complete
response and complete it

« Allowing people to edit their previously completed response
- Ensuring only the people we want have access to the survey

The distribution has a number of options to manage such
issues.

If we want to stop duplicate responses from a single
computer, we need to leave cookies enabled on our survey,
and select Only one response per computer. This will hinder a
person’s ability to enter two responses to the survey from
their computer.

How many responses will be allowed to be entered from a single computer?

You can réstnet the numbar of responses that will be entensd trom each Com pulsr

-i;ilil Oy ona reSponse [sOr Computer
® Mulliple responses may be entared par compuler

If we want people to be able to either complete a partial
response, or edit a previously entered complete response, we
check the appropriate check-boxes under the Return to
Survey settings.
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p== When Respondents return to the Survey what should they be allowed to do?

You can control what a8 Respondent will be allowed to do each time they retum to the same Su
back-Later" Code to allow them io re-enter their response.

&

'&ﬁﬁﬂﬂ-ﬂr‘lﬂﬁﬂl Yy Feturm 1o the surhey and &dit an already completed response

Fespondents can leave the survey and return later to complete an uncompleted response

If we want respondents to be able to return, a “Come back
Later Code” will be generated for them when they first start
the survey.

Here is an example of how the survey would look to a
respondent when we use this code. All the descriptive text is
fully configurable in the distribution.

Annual Customer Satisfaction Survey

Bisrvey “Come-beck-Lates™ Code

Ploase armier the "Como-back-Later™
Code you wars praviously provided: I

A returning respondent enters a code they previously wrote
down and presses the Continue button to proceed into the
survey and complete or edit their previous response.

New Respondents don’t have a code — they simply press the
“New Come Back Later Code” button to begin the survey.

Before the survey commences, they will then be given their
own “Come back later code” which can be used if they need to
re-enter the survey and edit their response at a later stage.

OTHER SETTINGS

We can choose what a Respondent will see when the survey
completes. Usually this will simply be a thank you message,
but we have the option to also redirect to another Web page.

p== What should happen when the Survey Completes?

You can choosa what expariance the Respondent will have when thay finigh the Sureay. i no op

@ Display a "Thankyou™ Message
E] Radirect tham o a Web Pags

Thank you for completing this survey.

Thankyou Message

Radirect Web Page Url hitp:/fwanw, websurveycreator, com

Caption for Redinaction Button Laawa Survay

The last setting we have is whether or not we want to require a
password for entry into the survey. Enforcing a password
means that unauthorized people who stumble across the
survey link will not be able to complete the survey, because
they will not be able to start the survey without the password
that we have only provided to authorized people.
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SECTION 2

Step-by-step Video

If you would like to see how to distribute an Anonymous
Survey, you can view it in our step-by-step video. You can
access this video online by pressing the Knowledgebase
button on the toolbar while working on survey content.

BOME MY BUREEYS WY CONTAGTE BUPwORT

WEB SURVEY
LRCAIUR

MOVIE 5.1 Distributing an Anonymous Survey

‘ano WebScrveyCreatoe.com - View Distribution Methed

8 A8 00

"istrik ition for Anonymous Responses

P—

D SIAINGIUrvey wedeurveyCreator COmYs asou Tee T208a02 4 420-L060-0 100 T 0a S50 014!

Wed Page Link

This video takes you step-by-step through the distribution

of an Anonymous Survey.
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SECTION 3

Distributing a Survey to a
List of Respondents

IN THIS SECTION

1. Creating a Respondent Distribution
2. Adding Respondents to a Distribution

3. Sending an Invitation

Creating a Respondent Distribution

We have seen how an Anonymous Distribution is created
when we create a new survey in Web Survey Creator. If,
however, we don’t want anonymous respondents, we need to
create a new distribution, known as a “Respondent
Distribution”.

We click the New Distribution Method button under Methods
on the Distribution Tab to create a new distribution.

Distribution

Methods | Respondents | Data Pumps | Emall | Emall Schedules

Create New Distribution Method

The type of distribution we want to create will use a list of
respondents, so we would choose “You create Respondents
here and have us send out emails for you”.

First: Choose a wary that you would Bop Respondents 5o recelve your Sursy:

e it Gibwd By Disbribarticn Mathod a Tithe to Identify i&:
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We click the Create New Distribution button to create our
distribution.

Craate Mew Distribution

To see what options we can change on the distribution, see the
Section 1 in this chapter about “Creating an Anonymous
Distribution” (the options are exactly the same as for
anonymous distributions). For this section, we will assume
that the default settings are sufficient for our use.

You will notice that a link can’t just be copied and used for
this type of distribution - each respondent will receive a
personal link. This is made clear when viewing the
distribution:

O X a8 A L )

Distribution for Annual Customer Satisfaction Survey

Carriunor Toe
[l Dl S .

Cormpirmd Rl

Siop Turesy Accopig: Mzscomsms

[-. Thiz Diamrizotisn siiores broren Reapsnzenis o compbes poor Sumwsy. i Asspendes will receies § uniyes ine, waee By svrall, picwiag T4 13 coeToirs tha-
4 Bisvey.

Adding Respondents to a Distribution

Once the distribution is set up, we need to add respondents to
it. This is the list of people we will be Emailing with an
invitation to the survey.

We set up these people under respondents on the Distribution
tab.

There are three methods to load respondents:
1. Creating from a Text List
2. Importing from another survey

3. Importing from an Address Book

CREATING RESPONDENTS FROM A TEXT LIST

Respondents can either be created directly in a respondent
distribution, or they can be created in an Address Book for
later use in a respondent distribution (methods 1 and 3

above). The way to do the import from a text list is the same
for both.

Let’s assume that we will first create an Address Book and
create respondents in this Address Book for later use.

A summary of the steps to create this Address Book are as
follows:
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Click on the My Contacts tab from the main Web Survey 4. Name the Address Book and click the Save Address Book
Creator window. button

WER SURYEY
LREAIUK Add New Address Book

Sanen Addrnss Book

5. Return to the My Contacts tab, and click Create Contacts
from Text List on the toolbar

Agicimuy Baox Moa Do ripriaan - - M‘j’ Eﬂnlﬂﬂlﬁ

Ttk Serebres Pleew

All | Recent
Click the Create New Address Book button on the toolbar

Address Books

reate Contacts From Text List

Current | Archived
6. Choose the Address Book we have just created, and paste

in the details of the customers in the format requested in
Create New Address Book the import page

Contact Address Book: Customer List j

maryjones@xyz.com,Jones, Mary
peter@abc.com, Peter, Smith
tcmk@nranga_cnm,ﬁm,ﬂmld I

7. The contacts will be imported into the Address Book for
use in one or more surveys
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Creating a respondent from a text list is demonstrated in more
detail in the video tutorial on Managing Contacts that can be
found by clicking on the Knowledgebase button on the
toolbar.

Knowledgebase

If you want a more in-depth look at the options you have
when doing an import we highly recommend this video
tutorial.

MOVIE 5.2 Managing Contacts

Known
Respondent

Anonymous
Respondent

A Step-by-step guide to managing contacts, including the
process of importing contacts into an Address Book.

IMPORTING RESPONDENTS FROM AN ADDRESS BOOK

We've just created an Address Book with our contacts in it.
We now want to use these people in the Customer address

book as our respondents.

We need to go to the Respondents menu under the
Distribution tab.

Distribution

Methods | Ftespund%-ls | Data Pumps | Email | Emaill Schedules

O i

We click on the Import button on the toolbar, and select the
third option - Import Respondents from you Address books.

o@

Create Respondents From Text List

) -

Let’s choose our Customer List address book, and then press
the Import Respondents from Contacts button.
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Import Respondents from your Address books

e Imiport Respondents from your Address boaks

Salect the address book 0 copy The contacts Mo o surnsy froem. Yiou can filber on a g thad the oonicts Fansg 10 lmit
o people whi ane copied Inlo the Sunsay

From Address. Boos.

From Tag (Optional)

== Mpo into Distribution

DULCM 10 COpY thi MBpondants intd

" Import Respondents from Contacts »
_-‘

A message shows at the top of the respondent browse that
indicates the import is still being processed. We can press the
update status link to refresh the status of this message. Once
the message is gone, we know that the import is complete.

,‘_ W D FEE (DTN G0k WU Deeg prODEbied TR ain TR BET ol PO el ek Bl N et DL pagek S ] 83 el 03 R i sann|

Sending an Invitation

OK, we now have our list of respondents. The next step is to
send an invitation to these respondents to complete the
survey.

We compose our Emails under Email on the Distribution tab.

Distribution

Methods | Respondents | Data Pumpe | Err'ﬂil I Email Schedules

We create a new Email by pressing the Plus button on the
toolbar.

Distribution

Methods | Respondents | Data Pumps | Emall | Emall Schedules

Send Email

There are three things we need to deal with when creating an
Email:

1. Who the email will be sent to
2. When the Email will be sent
3. What the content of the Email will be

The who and the when are pretty straightforward — we want
to send to all respondents, and we want to send the Email
immediately. Other options would include the ability to only
Email people who have not yet responded, and optionally
send the emails at a particular date and time.
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The easiest way to start our Email content is to load from a
standard template.

== Emall Content i

Hloase load one of the pre-defingd amal e

Load Template

We can enter whatever we like for our Email content, but
there are a couple of key things that need to be included.

ou have boon soksched B0 pasticipate in @ surwy. Please dick on the iollowing nk o commonos The survey:

{BurveyLink)

I you wish 1o deciird T Sutviry 30 & Nl wish W rectevd any Further omails ngeding This Sunery phidso cich on he folkneing k.
{Drasctirpiini}

W SpHAeCiate your lim, and thank yow fof your sSEEENGE. I

The Email must include a link to our survey, and it must
include a Decline Link that allows a person to indicate they
do not wish to include any more Emails. This second link is a
requirement to meet anti-SPAM regulations.

Other content that may be entered includes the respondent’s
name. The available data that can be included can be chosen
from the Integration Symbol drop-down.

<Integration Symbaod,..>

Respondont First Name &
Respondent Last Name
Respondant Full Mama
Respondant Passwond
Survey Link

Survay Link Standand

Secum Survey Link

Boacure Sunvey Link Standard
Decling Link

To ensure we are happy with the Email format, we will press
the Test button.

Preview | Test ) Send

An Email will be sent for one of the respondents directly to
our Email address, so we can check the Email link works, and
the content looks good in our Email system.

Once we are happy with the Email, we can press the Send
button.

Test | Send |
—lpy

We have now distributed our survey!
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SECTION 4

Step-by-step Video

If you would like to see how to distribute an Respondent-
based Survey, you can view it in our step-by-step video. You
can access this video online by pressing the Knowledgebase
button on the toolbar while working on survey content.

Lo W T N DDWISCFE DT W A

WEB SURVEY
CREATUK

i ekl Chels ey Fewall | F rill B Pl e

MOVIE 5.3 Distributing an Respondent-based Survey

8006 WebSurveyCreator.com - Survey Distribution Respondents

) %4 WebSurveyCreator.com - Surve. T T I I I EEI—_—_——

,) WEBSURVEY
4 §) CREAIOR

Distribution
Methods | Respondents | Data Pumps | Email | Emall Schedules
oav /. Nelbalte

Email Address lame L guage

English

This video takes you step-by-step through the distribution
of a Respondent-based Survey.
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CHAPTER 6

Survey
Reports

Reporting is the main objective of any
survey process. The types of reports you
want to produce may vary from survey to
survey, and will also depend on your
audience.

Senior management will often just want a
quick overview of results. Researchers,
however, will want a detailed extract of
raw responses in a format they can use in
a statistical analysis program.




SECTION 1

Online Statistics Portals

IN THIS SECTION

1. What is a Report?
2. The Statistics Overview in WSC
3. Creating an External Web Portal

4. Controlling Access to Web Portals

What is a “Report™?

When we are talking about a “report” the first thing that
jumps to mind is some sort of paper document with charts
and figures on it. While this definitely is a “report”, there are
all sorts of other variations we need to consider:

1. An Online Statistics Portal that provides real-time
results through a browser

2. A native report produced in a word processor, such as
Microsoft Word

3. A native export to a spreadsheet program such as
Microsoft Excel

4. A native export to a statistics program such as SPSS

In this section we will look at Online Statistics Portals.

The Statistics Overview in WSC

One of the biggest issues with Web Portals can be the time it
takes to set them up. Fortunately, Web Survey Creator
provides a Statistics Overview Portal that requires no
setup at all.

OPENING THE STATISTICS OVERVIEW

The Statistics Overview Portal is accessible from Overview
under the Analysis tab.
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Analysis

Cvervienw

Portals | Responses | Draft Responses | Reports & Exports

The content of the portal will depend upon the questions
asked, and the version of WSC being used.

r

FIGURE 6.1 An Overview Portal
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NAVIGATION IN THE OVERVIEW PORTAL

The Overview Portal shows:
1. A front page with general survey statistics

2. Question pages - with each page matching a page in the
survey design

We can navigate between these pages using the Navigation
buttons on the toolbar.

INTERACTIVE 6.1 Navigation Controls in Overview Portal

Previous Page

) Last Page

g’

i€ \(g 2 él I@_;_, Select Page

Next Page

First Page
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The Select Page button on the toolbar is a particularly quick way to get to the page we want. We B -
v
simply click on the page we want to go to, and we will be shown that page in the Overview.

Summary Page

WORKING WITH OVERVIEW CHARTS Gender/City/Age

The beauty of the Overview is that it works without any effort. There may be times, however when

you want to do something more with the chart than just look at it. The overview chart interface Sunday
allows you to: Monday to Friday
Monday

« Refresh Chart Data - the overview is very fast, even when large amounts of data exist, because it

Tuesday

pre-calculates the data, and updates it regularly (rather than calculating every time you go to the
chart). Pressing the Refresh button will perform an immediate refresh.

Occupation/Pay LV/Groceries/Children

INTERACTIVE 6.2 Overview Chart Interface

X )

Which City do you live in (or the nearest Metro Capital)? —
300 . Download/Print Chart
200 '
Refresh Chart Data
Edit Chart Settings

) | . ’ . _\

/ - - |

Sydney Melbourne Brisbane (inc Gold Adelaide Perth None of the above

Coast)

/
© 15 December 2011

G)
Edit Details




« Edit Chart Settings - headings, pre- and post- text can all be
changed for a particular chart. This is great for adding
explanatory text for a chart.

pe SUrvEy Statistic Dotalls

« Download/Print Chart - if we want to quickly add the chart
to a report, we can click the Print button or the Download
button for the chart

Creating an External Web Portal
GOING BEYOND THE STATISTICS OVERVIEW

The Statistics Overview is great for showing the statistics for a
survey, but has limitations:

1. Only WSC users have access to the overview - external
stakeholders have no access

2. All questions and statistics are shown - you can’t exclude
certain questions for example

What is needed is a way to view the parts of the Overview you
want to view, and to allow this view to be accessible to people
outside of WSC users.

WHAT IS A WEB PORTAL?

From the perspective of WSC, a Web Portal can be thought
of as a “view” of some or all of the content available in the
Statistics Overview.

A Web Portal differs from the Statistics Overview in the
following ways:

1. A Web Portal is accessible to people who are not users of
WSC

2. The Web Portal theme and layout borrow from the theme
and layout you have used for your Web Survey.

3. The content in the Statistics Overview is fixed, whereas
Web Portal content is configurable:

a. A “Home Page” for instructions and other details can
appear at the front of the portal

b. You choose which survey overview charts to show -
some, all or none

c. You choose which survey question stats to show - some,
all or none

d. Only one chart is shown on screen at once (doesn’t follow
the page structure of the survey)

e. For market research users, a table of quotas can
optionally be shown as a portal item
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CREATING A WEB PORTAL

Web Portals are created from Portals under the Analysis tab.

Analysis

Overview' | Portals | Responses | Draft Responst

To add a new portal, we click the Create Portal button on the
toolbar.

Analysis

Overview | Portals | Responses | Draft Respons:

@

Create Portal

When we create our Web Portal, it’s all about what we want to
include in the portal.

Create Portal

Pleaze select the sections that vou want to be available in tha

Poral Name

@ Enable Hoigs
Enable Question Statistic Charts
Enable Survay Ovenview Charts
Enable Survey Quotas

Enabla Sunay Rapons

g Show "Powered By WebSurveyCreator. com® on Portals

Let’s look at each piece of content we can include.

Home Page
To include a Home Page, we must ensure it is included in the

content we are showing by checking the Enable Home
checkbox.

!-i Enable Homea I

The content that can be entered is straight text, however with
the right Content Tags you can do a lot of clever things. For
example, the following content:

ooy P T

b iplersa T the Siatetcn Poriale s
Wou con uss G portal o

wyde eifel ool o cvorall sisbaben fos this sureey= v linChach FRoss TN L] Lok iosen how a partcular it l I

creates the following result:

Welcome to the Statistics Portall

VeI Tl Ll Crel RSl R0

+ Losoke it cevmrall ety for thin marvEy
+ Criis Fos MBAPCTElNT Gudtil B Maanrg
 Lomih: B AR Paew ) el il a AR
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Question Statistics
To include Question Statistic Charts, we must ensure it is

included in the content we are showing by checking the
Enable Question Statistics Charts checkbox.

!-.i Enable Question Statistic Charts '

The settings that can be changed are shown below.

= Cupstions Statistics

Yiou can chooas o salacl all Qusslions. of you Can Selct spaclic Chasafons you want i be avaikabls in e podal as chas

Quaaton Sinbstics Manu LDuasbon Sialistics

Cueston Statistic Selection Text Pioass Select a Question Statistic

whk=Cusstion Statistca<hd>
To wiesw o chaart for a particular question, pleass choose e quesstion from e drop-down list below

Show All Quesbiors

&) Include only ihe Selecied Dusstions

=] Age

is your pender?
Which City do you live in for the nearest Metro Capital)?
&1 17 wmat is your age group?

Note that we have decided not to show all questions, so we
have selected exactly which ones we want to show.

The resulting portal page for Question Statistics looks as
follows:

TV Attitudes p;

rera | Cromabor Sussmcy

Question Statistics
To view 8 chaet for 8 partioulsr guestion, please choose the question from the dnop-dows list below
Fiease SEWECE & QuEslion SLEDEnC W i e e T T

| Wk iy Ba i Fen o (o0 Ohes raema Matre Capaad)
N o e gt

‘What Is your gendes? i

Fivmald 408

W Rale 215 B Temal 448

Survey Overview Charts
To include Survey Overview Charts, we must ensure it is

included in the content we are showing by checking the
Enable Survey Overview Charts checkbox.

[l Enable Survey Overview Charts

The settings that can be entered are very similar to the
statistics questions. The settings we have chosen for our
portal are shown here:
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Survey Quotas
To include Survey Quotas, we must ensure it is included in
the content we are showing by checking the Enable Survey

Quotas.

Quotas can only be created in the Market Research
editions of Web Survey Creator. If you are using a
lower license this option will not be available.

Note that we have decided to show all overview charts.

[k Enable Survey Quotas .,

Nothing really needs to be set up for Quotas, just some basic
details:

The resulting portal page for Overview Charts looks as
follows:

TV Attitudes ﬂ

mlmwln.?_:._

= Survey Quotas

The Quota section allows you to display up to date Survey Quotas in a tabular view with the opt
Cuotas Menu Chectas

=h2=Survey Quotas</h2>
The current status of all survey quotas ane shown in the table baebow, I

Survey Owverview

Ty W 8 PArtLlEr chaet, phesds Chaas the GUESTDN Troem The deog-gowe la Desiow

Plsgse Salert B Survey Dvervies Cham  Se-er Be

Suram Rmponen Count The chart that is shown will be based upon the survey quotas
that have been set up. The setup of quotas goes beyond the

scope of this book, but the display of the quotas in the Portal

-
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[ [ Fomr & W T e forma
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is shown here for completeness.

L=
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Survey Quotas
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Survey Reports
To include Survey Reports, we must ensure it is included in

the content we are showing by checking the Enable Survey
Reports checkbox.

EE Enable Survey Reports .

When setting up the reports, we can choose which reports we
want to show.
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This screen raises a good question:
Where does the report list come from?

As it happens, every time we create a new report in WSC, the
settings are stored so that the report can be reproduced. The
reports shown for selection are the reports that were
previously created.

We will see how to create reports in the next section.

The portal for reports will look as follows:

TV Attitudes =

Vv (| e, Sttt | bt Tt | Chuitind. | Fliivny

Survey Reports

Cheosr a repart in prosiuce from e et belorw. Click ) mgenerate tattcn o regenerats sibhi Bha Wiesd data
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Controlling access to Web Portals

Web Portals can contain a wealth of information. This is great
if you are authorized to see that information, but could be a
problem if you are not supposed to see it.
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Rather than protect Portals with a complex user system, Web
Survey Creator takes a different approach, which could be
described as:

“Create the Right Portal for the Right Person”

So, how does this work?

CREATING MULTIPLE PORTALS

There is no limit to the number of portals you can create for a
single survey. The idea is to create an additional portal for

each type of person who needs access to it. An example would
be:

WHO WHAT THEY WANT WHAT THEY GET

Wants to know if we are

Your Manager .
getting enough responses...

Overview stats only

Wants to get the raw
Researcher responses for their stats Reports only
package
. Wants to k hi
Your Client .an 50 .now everything Full Portal
(like all clients)

Each portal you create, has a unique link generated for it that
can not be guessed, and therefore is secure as long as you only

send it to the people who need it. For example, a portal link
could be:

http://portal.websurveycreator.com/p.aspx?
p=4528e4df-75cc-4ffe-ba31-d59cd6602f4b&lang=en&t=h

The portal is identified with the identifier:
“4528e4df-75cc-4ffe-ba3z1-d59cd6602f4b”

Every portal is given a completely different identifier, so no
one except the right people can get in.

CLOSING A PORTAL

There may be times when you don’t want anyone in the portal.
This could be because:

1. The project has ended and the portal should no longer be
accessed

2. You don’t want the portal accessed until a certain time/
date (e.g.. give a client access on day 3, when there will be
some valid data in the survey)

3. You need to make modifications to the survey or the
portal, and you don’t want people using it

All these situations and more can be dealt with by the Portal
Open Settings. These settings allow you to:

1. Open the portal (the default state)
2. Close the portal

3. Open at a specific time/date
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4. Close at a specific time/date

Whaen will this portal be cpen?

You can Choose whan [his Portal will Ba apen fof viewing, Snd whan il will cadts 10 be svasalble. You can chooas dales and §
SFET & MOsEBge (M will B Saon il the poral s cloged

i) Portal Closed E} F'or‘:ij.l'u\'rmﬂp-an i) Portal open from a Date and Time

| Skaould chose on a epecilic Date and Tima

This Wit Survery Creaior Poral i closed. Please contnct te author of tha
sunviry Tor mons information.
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SECTION 2 Types of Reports

Web S Creat d ber of different t
RepOrtS ) yIfes.urvey reator produces a number of different repor

REPORT DETAILS

An export of responses to an Excel

R E t
esponses Expor spreadsheet

A Word document that contains the two
Choices & Comments | main questions we want quick information
on - choice questions and comments

An export of the survey data as a native .sav
SPSS Export file that can be opened in SPSS for further
analysis

An export of survey data that can be
SurveyCraft Export imported into the SurveyCraft MR analysis
tool

IN THIS SECTION All reports are created in a similar way, and with a consistent

interface. The steps to creating any report are:
1. Types of Reports ! p Ing any rep

1. Go to Reports and Exports on the Analysis tab.

2. Responses Export
3. Choices & Comments
Ovarview | Portals | Responsas | Draft Responsas I'*fEII:'E'F:SELLZl:'.['&"J"'T:'i
4. SPSS Export
5. SurveyCraft Export
6. Using Previously Created Reports
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2. Click the Create Report button on the toolbar This report can be extracted in a format that is most
appropriate to your version of Excel (or even can be exported
as a text file).

Analysis

Overview | Portals | Responses | Draft Responses | Reports & Exporis

Download File

Deownload Flle

Please select the filename for your repor and the dowrload file forrmal

3. Choose the report type, and enter the details for the File name ResponseExport
report

Comma Delimitersd
Tab Delimitered

This report goes across multiple worksheets, providing:

1. Raw Response Data

2.  Summary Statistics

3. Comments

1 [HE R e P e Y e i W W i e b Do i Rl 12 q
T 2201 0038 30008 §-iice-4 007 a - B S 1530 Kaz ﬂ':h'l'uﬁ:—dl:llr.\,- A
4 HH:'\.--:PHIEE? g?m:.:c'uuuuu.lnum M -lb--l
iERG ZESEEER B B :
Responses Export R T = 2
is th f h L2 |t 138 cammn SAs T v AT aios  Paman i e
A responses export 1s the pertect way to extract the raw 13| Stk 201 131 e e e S oI M el x
. . R P 2
responses of a survey, together with summary statistics. The 16 ST 1 G R Ve Metaa z
1E Ei-h'\-f:'" ] :m'll.:lml-:‘]:m'ﬂﬂﬂllrﬂ!r F::: 5::1:::.‘“ -2
export is in Microsoft Excel format, making it easy for most 3 HEN U Nri o cies ey Faree rrey e
. o 22 DA MO0 1210 BecfcTM a7 ARG MiAaTReRaTR Famae e e
people to open without any specialized software. A b din) M 13 ekt b ek S SRS N e o
it 3$E:: ::E TR 4 I B0 - IEE S ) BN Farain :;:;T E

44 ® . Eaupoiassg | Tumenasy Sty Commans Lintisg _'
-!l Wormal = |
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Choices & Comments

The Choices & Comments report can be generated as either a
Word document or a PDF file.

Download Fila

e Download Flle

Plaisa salact tha Alanmms Tor yvour mps and the download fle format
Fily namas SuniryHosulsRopor

Download File Format (Word20ar | =|
<Choose a Dosnload File Format., >

Wigrd
‘Word 003

In both cases, the report follows a simple structure that
provides an easy-to-read summary of the current survey
statistics and comments that have been entered.

SPSS Export

The SPSS Export creates a file that the SPSS statistical
package can load natively. All aspects of the data, including
choice labels, are brought into SPSS.

The file can be saved locally for opening in SPSS.

Download Fila

== Download File
Pleasa select the filename for your raport and the download fils format

Fila namss SpssExport

Download File Format  Spss [ sav) ﬂ

SurveyCraft Export

SurveyCraft is a product used by Market Research companies.
Importing data into SurveyCraft requires two files:

Axt A text file with a listing of all the questions

.seq A file with all the survey data

Web Survey Creator makes these files easy to download in a
single compressed file (.zip).
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Download File

Downiload Fllp a——
Flgasa salact the flanams bor your epon and the download Tile Tormat

Filk name

=Choosa a Download File Format..=
Other
Surveycralt Zip (All Files) L.zip) |-
Surveycraft Questions Only (b 1
Surveycraft Data Only {.3eq

Using Previously Created Reports

Every report you create can be easily reprinted from the

Reports Browse.

L+ e "0
e L M [brarizad

areprrnt Lipen D 152 A Bl O

Burem Powaty Bar e B 13 AR - s
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All reports are immediately available for download without
regenerating the data. For example, we can grab the Survey
Results Report in Word format by clicking on the DOC icon
for the report.

Gm o o |

Download Word Document

EE O U

If we want a report with the latest data, we can click the
Refresh icon.

@g.
(SPSS . 1

ecreate Report

The report will indicate that it is regenerating.

Pending... - &

Once the report has been recreated, you can click on the DOC
icon again to download this newly generated report.
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Access Code

An Access Code is a unique code made of alphanumeric characters that entered for a
question to identify that question. This identification can be used for a number of
things, including piping the question’s data to another part of the survey, or accessing
the question in scripting.

Related Glossary Terms

Data Piping

Index Find Term

Chapter 4 - Using Data Piping
Chapter 4 - Using Data Piping



Address Book

An Address Book stores a list of “contacts” that can be used as respondents in one or

more surveys. Respondents may be entered manually one at a time, or imported from
a text file into an Address Book.

Related Glossary Terms

Drag related terms here

Index | Find Term |

Chapter 5 - Distributing a Survey to a List of Respondents



Content Designer

Web Survey Creator’s content designer allows you to add all the necessary survey
content in a visual editor. Types of content include questions, text, and media such as

videos.

HOME MY BURVEYS WY CONTACTS BUFPORT _RE R

\ WEBSURVEY
{) CREAIOR |

B
Demographics

A Cessstion s Mandaiory and sl be complsied for redpondants 1o = forvard
;.ll' Thia Gusation hed an scosai coda of ARG

What Is yvour nama?

Related Glossary Terms

Demographic Question Type, Matrix Question Type

Index Find Term

Chapter 2 - Creating Survey Content
Chapter 2 - Creating Survey Content
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Content Tags

Content tags allow you to enter simple text into a content area (for example, question
text) that will be converted into a richer result when displayed in a browser.

For example:
This is <b>bold</b> text
will be displayed as:

This is bold text

Related Glossary Terms

Content Designer

Index [ Find Term ]

Chapter 2 - Reference: Content Tags
Chapter 6 - Online Statistics Portals



Data Piping
Data piping is the piping of information about the survey respondent, or one of their
answers, to somewhere in the survey content.

When looking at a particular data piping code, the structure of the code is as follows
(spaces are only shown for ease of readability):

[@ 00000: subcode | format @]

where:

00000 | is the code that has been entered on the source question

#hidden# may be included to hide any data pipe. The format for a hidden code would
therefore be:

[@ 00000: subcode | format #hidden# @]

Related Glossary Terms

Access Code

Index Find Term

Chapter 4 - Using Data Piping



Decline Link

A Decline Link is a link that is included in an Email to allow the recipient to indicate
they no longer want to participate in the survey, or perhaps in any surveys. It is critical
to have such a link to meet anti-SPAM requirements.

Related Glossary Terms

Drag related terms here

Index { Find Term J

Chapter 5 - Distributing a Survey to a List of Respondents



Demographic Question Type

Demographic questions are formatted basic on the content of the question your are
after - name, address, email or telephone. While they look similar to Text Questions,
they differ in that each of them has a specific purpose, and therefore has certain
formatting and validation that ensures more precise entry of data than a standard text

question.

WEB SURVEY
Demographic Questions m CREATOK

Hamb Qusation

Wl%rﬂrmﬂmﬂwgﬁuﬂﬂél*

Addroas Qudstien

Sl ] BT b L e

Email Address
A iy g Ve o ra et

Phang Numbar

Mima i Pl i b el B sl ¢ LS Pty Wil Mo i e PPy Mosiodegs o

Related Glossary Terms

Content Designer

Index [ Find Term J

Chapter 2 - Creating Survey Content



Employee Engagement Survey

Employee Engagement Surveys enable organizations to diagnose current levels of
engagement and identify the factors that drive engagement. Employee engagement
surveys allow you to identify the key factors that can be leveraged to:

-  Enhance employee engagement
o Lead to better performance
: Reduce employee turnover

. Reduce absenteeism.

Related Glossary Terms

Drag related terms here

Index Find Term

Chapter 1 - Introduction



Matrix Question Type

Matrix questions allow a lot of data to be entered in a relatively small amount of space.
Each of the questions (or “rows”) in a matrix share the same possible choice values,
which is why they can appear together.

WEB SURVEY
Matrix Questions, Part 1 CREAIOR
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Related Glossary Terms

Content Designer

Index | Find Term |
Chapter 2 - Creating Survey Content



Online Statistics Portal

An Online Statistics Portal is a Web Site specifically designed to show statistics for a
survey. It can supplement or replace traditional paper-based reporting, and has the
significant advantage that all statistics can be calculated in real time.

Related Glossary Terms

Drag related terms here

Index Find Term

Chapter 6 - Online Statistics Portals



Professional Quest

Professional Quest is a Desktop-based survey design, distribution and analysis tool
that has been developed by Dipolar Pty Limited. It was the fore-runner to Dipolar’s
Web Survey Creator tool, which is a fully hosted online survey solution.

professional quest

2011

Copyright (c) 19872011 Dipolar Pty Limited. &l Rights Reserved.
The program is prodested by Australian and International copyright laws.

Related Glossary Terms

Web Survey Creator

Index Find Term

Chapter 1 - Introduction



Selection choices

“Choices” are discreet answers that may be chosen in either a “Choice” question type or
a “Matrix” question type in Web Survey Creator.

WEB SURVEY
Choice Questions v CREAIOR

What is your favorite fruit?
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Cihar Feafiees phomrs. L lem in asciveiys, Baew s an cdher (apec Byl aed dhe chalcss e rendiamirss’
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Prenious Maxt

Related Glossary Terms

Content Designer, Matrix Question Type

Index

Chapter 2 - Creating Survey Content



Statistics Overview Portal

The Statistics Overview Portal is an internal portal that provides a user of Web Survey
Creator full access to all question statistics, and overview statistics for the survey.
Unlike a Web Portal, the overview portal can not be accessed by external people.

Related Glossary Terms
Web Portal

Index Find Term

Chapter 6 - Online Statistics Portals



Web Portal

A Web Portal is an externally accessible Web site that provides statistics for a survey.
In Web Survey Creator, a Web Portal provides access to some or all of the statistics
provided in the internal Overview Portal. The content shown is determined when the
portal is set up.

A Web Portal may also optionally provide access the Reports and to Respondent Quota
levels.

Related Glossary Terms

Statistics Overview Portal

Index Find Term

Chapter 6 - Online Statistics Portals



Web Survey Creator

Web Survey Creator is a hosted survey design tool that handles all aspects of survey
creation, distribution and analysis. Key features of the software include mobile
surveys, collaboration and multi-lingual surveys.

Web Survey Creator has been developed by Dipolar Pty Limited as a “sister product” to
their desktop-based Professional Quest survey software.

Related Glossary Terms

Professional Quest

Index | Find Term |




