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Survey dashboard

Survey information Shortcuts | Changelog The survey dashboard works as a starting
E?”fggg"_gtﬁg;““ _ page for the survey. It gives a summary of
e Customer survey L Construction , . ”
# Now ey 202 curvey type Pubishing period B setings the survey |nfo.rmat|on and allccesslto.a
Q  Find survey Respondent - © content pages and actions. Access it by clicking )
Q  Manage surveys Construction Survey URL(s) & Design a.t the tOp of the |eﬂ menu
hitps://2019.test.arinet localisrmetro/dev/Survey/291 D Breviow
Setlings . s .
: Distribution The dashboard is divided into several parts,
Content = © se . )
e Hines with content depending on the survey
o  Responaerts status: Survey information, Created reports,

atistics n numbers @ ‘g
— staistcs (AR S e Statistics, Shortcuts and Changelog.
w¢ Distribution E Paper Survey

~F oOtner distribution ) .
Actions may include:
. @ show answers - Finish construction
: K W Exportdata - Reopen construction
< % 7'@‘/ Handle text answers - C/Ose SUW@J/
Actions - Reopen survey
Zy Finish construction _ /4 fch/'ve SU”/@_V
@ Submitted answers @ Unsubmitted answers - Response rate (7 copy survey - ReSZ‘O/’e f/’om afCh/VQ
(¢ ) as ilemplate H
copy e - Anonymise
W Remove

Survey Dashboard 5
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Main menu — Survey

Survey&Report

Customer Perception
Py P

L Closed i i
e Nowsivey Survey abc _ While Survey&Report's functionalities remain the same or have been
Q  Find survey - Closed " expanded, some of them can now be found in other places, e.g.
R Manage surveys [Zh New Survey - headers and introduction texts can now be added under Survey >
[ Find Survey.. Construction> Content.
Settings @. My Surveys
Content . Several of the tabs under Basic Informationin version 4 are now
Design & Survey Construction available on the two Settings pages under Survey Construction and
Preview Basic Information Distribution.
~ Distribution Templates
Settings Cuestions
Respondents Dezign
Emails and letters Preview

Paper Survey

Other distribution

Main menu - Survey 6



Main menu — Survey

W Survey&Report

EI Survey

~* Customer Perception
L Closed

s New survey
Q  Find survey

Q Manage surveys

# Construction

Settings

Content

Design

Preview

<% Distribution
Settings
Respondents
Emails and letters
Paper Survey
Other distribution

B4 Answers

Show answers <«

Survey&Report

Survey abc
- Closed

EB MNew Survey
@. Find Survey...

@ WMy Surveys

=1 Survey Construction

Basic Information

I Templates I

Questions

De=ign

Preview

ﬁ"“ Data Collection

Export data )

Handle text answers

Reszpondents

Mailings

Paper Survey
Text Answers
Export
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Surve
Content | B

Customer Perception

L R lemplates can now be found
[ o New survey Templates in the tOp menu under

[ Q  Find survey Content.

| Q Manage surveys

Construction

Preview

Questions are now included in Content.

lext Answers (now called Hanadle text answers) and Export (now called
Export data) now have their own new section within the title Answers as well
as an additional subsection called Show answers.

Main menu - Survey 7
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New survey
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To create a new survey, go to Survey > New surveyin the main menu and a pop-up window will appear. There you can choose between creating
a new blank survey, copying an existing survey or creating a new survey based on a template.

W Survey&Report

Survey

TEST
#* Construction

Q  Find survey

-

Q Manage surveys

# Construction

New survey

[
a

Mew blank survey

Copy existing survey

Mew survey from template

T Y

Survey - New Survey

New blank survey

Copy existing
survey

New survey from
template




New blank survey

New survey

Define name

Survey name
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ﬁ Respondent | Public |

Languages

«+" English

ptions from anonymity restrictions @

=
=

Display the "Save’ button @

Display respondent data @

Select survey language

 ~ Connected respondent categories

Settings for the anonymous respondent survey ——

Languages

New survey
New survey Define name
Survey name
| Survey type pr————— Settings for the respondent survey

Iodification of a submitted survey €

+" English

Display the "Save’ button @

| ]
(-1

Select survey language

ol I

Display respondent data @

.+ Connected respondent categories

New survey

Choose a Survey name, Survey type and the
Languages that shall be available.

Depending on your choice of survey type, different
settings are displayed in the right section.

All settings can be edited later under Survey >
Distribution > Settings.

Survey name

N

EW survey Define name

Survey type

| Anonymous

Languages

[r— Settings for the public survey
Respondent Public
— Expected number of answers @
« English | _ | 0 | + |

«" English

]

Limit the number of submissions per browser @

Select survey language

Survey - New Survey
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New survey from template

New survey O &

New survey O &

New surve’ Select template .
cttemp p— Select template S—
Search & n
Survey name
Available survey templates ed survey templates
Compare Template Linda template en “ Sur\u'ey type SEttings for the public survey
| Anonymous | Respondent
Linda template y Compare Template Expected number of answers @
Languages - 0 +
Copy of Test Survey Free Time Activities EM-FOR [ ] " English
Limit the number of submissions per browser @
Select survey language

EM-FDR

ST-PDR [ |

W

When you click New survey from template, you land on the page Select termplate where available templates are listed. Select a template by simply
clicking it.

Your selected template(s) are then moved to the right side of the window. Add as many templates as you wish and use drag and drop to change
the order of the selected templates. All questions and logic from the selected templates will be added to the survey. Design and settings will only
be fetched from the first template in your list of selected templates.

Click Nextto continue on to the Define narme page, where you can edit the name and the survey settings (See New blank survey).

Survey - New Survey 11
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Copy existing survey

A

@ TEST_STOR_ENKAT_AUTOMATSVAR_Kopia01

Active  Response: 1% (12 of 1000 DOH1/2099 - 31142201 Survey name

a8 C_:t?p-)i.of'!'.e-st_survey Free Time Activities [en | COpY of SLJI"\!’E,“J'I ABC

@ TEST_STOR_ENKAT_AUTONATSVAR Survey type Settings for the respondent survey ——————————

B | Anonymaous Respondent

@ Byte av standardsprak [ | _ DISp|Hy' the "Save’ button o
Active Answers: 0 11/2019 LEHgUEgBS .
Implementerad mall “Filip test” X Modification of a submitted Survey o

AR e a0t 2 or 10 o= + English

8

: — Display respondent data €
T %\Té?.re_s.p_O_ndem = Select survey language

@ TE“STTEN%-(I-ELTE!EfSTSTAU -
@ Enkat med textvariabler —
@™ . =
age KovlsvFiptes =

]

I H23256" 4 I

1 Previous Finish Cancel

When you click Copy existing survey, a list of the 50 newest surveys you have the right to see will be shown on the first page. If there are more
results, numbered pages will be shown at the bottom of the page for you to click through, or use the search field on the top to find your desired
survey. Select the survey you want to copy by clicking on it.

On the Define name page, you can edit the default survey name “Copy of [survey name/”. It is also possible to edit the survey settings (See New
blank survey above) or you can click Finishto create a new survey using the predefined settings from the copied survey.

Survey - New Survey 12
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Add language(s) for survey translation

New survey O & Select survey languages O @
Selct 0/ Dselot Al
[v| English
Survey name —
|+| French
German
Zu rvey t}rpe . |_| Spanish
Settings for the respondent survey ‘ o
ANONymous Respondent Public - :
Modification of a submitted survey @ E L) Swedish
Languages +" English (United States)
Display the 'Save' button @ n
+" English (United States)

Display respondent data @

Select survey language
~ ~ Connected respondent categories

espondent cateqories

Click Select survey language to select one
or more languages that your survey should
be available in.

Translation - Add a new language 13



Thank You Message; Consent

Survey name

TEST ‘

+ Englizh (United States)

E Select survey language

Survey language

+” English (United States)

Is multilingual €

Distribution settings | At completed survey

%

Finish construction

Display the 'Print' button @

a |

At submitted survey, do the following:

Show thank you message =

Thank you message

Simple

B’

Consent

Ask for consent

Consent form

‘ Default

Message shown when consent is refused

‘ Default

The Consent Form and Consent Refused
can now be modified under Survey >
Construction > Settings , while the 7Thank
you Message can be edited under

“— Survey> Distribution > Settings > At
completed survey.

Survey - Settings
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Properties

Basic Information

Introductory Text

Settings

HeaderFooter Thank You Message

Layout ACCess Publizhing

General Settings

Published:

=

Send notification to the owner

when the survey iz closed:
Validation message:

Respondent may print survey
before sending if:

Respondenis are allowed fo
save and resume the survey
at a later date:

Respondenis are allowed fo
go back to previous page:

en Submitted
Thank you message:

[ ir::: | B | =

Automatically close the survey when
the above selected publication period
ends

- HMone -

(@) Default () Extended

() ves (8 Mo
(@ ves () Mo

@Yes (::l Mo

=1

4 —— -

14
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Introductory text, Header/Footer

E| Survey :
Content | Asange queéstions  Branching logic
AN
o B Ly L& 't [a =

o Now survey Templates Add page Delete page Import questions Survey overview Survey texts

Q  Find survey

Q  Manage surveys

& Construction Edit your header here

Settings
] Content This is an Introduction text
Design
1. I3 this e first qUestion?
Preview

& Distribution ves

Mo
B Answers

"_,"ﬁ Report

Templates

£ Administration n

Edit your footer here

Survey - Content

Artologik // Survey&Report

Properties Introductory Text HeaderFooter Thank You Message

Bazic Information Settings Layout Access Publizhing
1 ] ! 1

Y I

'_. Mone -
Survey theme: | Default W |
Question numbering: | Decimal W |
Progress indicater: | None v |

|:| One question per page

[ ] Page break after introductory text

Introductory text, as well as Headerand
Footer can now be directly edited in the
survey under Survey > Construction >
Content,

15



Questions

# Survey8Report # [ Survey / TEST / Edit

V‘ french &+

_‘II

v] Surve:
5 i Content | Branchinglogic  Armange questions
TES
*
Construction
1 X P "
o Newsurvey Templates Addpage  Deletepage  Import questions Survey overview Survey texts

Q Findsurvey
Q Manage surveys

& Construction

Settings

Content oo ;
This is just an introductory text
Design

Preview

) Distribution

TEST AND TUTORIAL

2 h e sE &=

2. How do you feel today regarding

Yourjob ?
Your boss ?
The nature ?

Your colleagues 7

Add subquestion

Very good

Good

Bad Very bad

This is a footer example

4 Other

Click the n button to add a new question — then

select a question type.

Survey Construction - Content
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New question B O

Single-Choice

Yes/No Image Map Radio Buttons Drop Down List  Rating

Multiple-Choice

Image Map  Check Boxes  Select Box

Matrix

Side by Side  Radio Buttons Check Boxes Rating Rank

Matrix Open

Numeric  String Date  Time

Numeric

Field Interval Slider Slider Interval  Multiple

Text
Field Memo
Calendar

Date Time  Interval

Attachment

Informational texts

Text Popup Text

16



Inline editing

In the new Survey&Report version, it is now possible to edit the questions directly via inline editing on the Cornfent page.
e? O <4 i o I Q

Which browser do you use? -
I'a
B

S 0 AveL v B I YV LS PMEHBR ®

Add design elements and/or a comment field to your question when doing the inline editing by clicking the corresponding
buttons in the toolbar of the inline editor.

When editing the content of the question, a number of buttons for formatting the text will appear.

One of them is the B3 button that allows you to reuse your respondents’ previous answers in later questions on later pages
within the same survey. You can insert this so called Pped answer tagin a question title, subquestion or design element.

Survey Construction - Content

Survey&Report

17
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Advanced editing

Editing guestion "How do you like your workplace?"

Settings Answer options and subguestions

After clicking the button, the Aadvanced editing
window with the tabs Seftings and Answer options and

subquestions opens.

Question title

| How do you like your workplace?

Type and layout Settings

Question type MNumbering

' Matrix - Radio Buttons Compulsary

Question theme

o~ | o

Enable formatting

Hidden from start

| Survey default | - |
Include a comment field

Repeat headers

[ ]
@]
]
@]
B

Allow text entry
Editing question "How do you like your workplace?" )

Text entry size
Settings Answer options and subquestions
Subquestions 'l don't know' option

|1‘[| 1 |Thepe0ple | -4 |
| 1t] 2 | The rood B
K23

|n| 3 |Thetask5

Add an “I don't know” option [+ | /
/

Add text entry option Answer options
|l-'l|1|NotreaIIyr |_1 |¢v T |
| I.‘ILZ | It's okay |2 | o . 1] |

@ Edit as text

Survey Construction - Content 18
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Translate survey content into another language

Templates Add page Survey overview Survey texts Language
English

Survey

Content | Branching logic ~ Arrange questions
¥ Survey&Report

L | Custom texts |

P Customer Perception Translate

L Closed
Mew survey

Find survey

O 0 o

Manage surveys

Translate survey

Construction

Settings

} Content

Design

. Website |
Preview
Personal contact |

Question 2

What do you value the most in a webiste? |

Information |

—

Design |

Survey - Translation

English (Default) | -] Spanish [-]
Question 1 =

To translate the content of your
survey, go to Survey > Construction
> Content> Survey texts, where you
will be able to select the /ransiate
option by clicking m

You can add all languages you wish
to translate the survey into in order
to have this option enabled. (See
Add language(s) for survey
transiation).

19
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Translate survey content into another language
(single question)

@ %
g S urvey&Report tow is the weather today?

Survey

Customer Perception o . .
" L Closed Editing question "How is the weather today?"

o New survey

Settings + English @

Q Find survey

Question title
Q Manage surveys

‘ How is the weather today?
"3 .
& Construction

Settings

Editing question "How is the weather today?"
2 Content

Settings

Design

. Question title
Preview

|

Translate single questions manually under Construction > Content by clicking the pen icon and then selecting the language to which
you want to translate your question in the on the top of the window.

Survey - Translation 20



Branching logic

g Survey&Report

Survey

Py Customer Perception
L Closed

o Mew survey
Q Find survey

Q Manage surveys

# Construction

Settings

-

Content

Dedgn

Pregiew

Content | Branching logic | Amange questions
L 1 -lﬁ
Back

[

Survey&Report

New Yohann test survey
- Active {

E Mew Survey -

@. Find Survey. ..
@. My Surveys

ﬁ Survey Construction

Easic Information

Templates

- * Questions

Cesign

Freview

Artologik // Survey&Report

In version 4, the Branching logic (before refered to as Condiitions)
option was to be found in Survey Construction > Questions. In
version 5, branching logic is located under Construction> Content >

Content | Branching logic | Arrange guestions
L )
Back Remove
| Branching logic Triggers

ifyou prefer website, why?

Name
design if you prefer website, why?

Quota
time saving

Condi
information All of -
easy 1o use i

| Question
Personal contact
[ |
no design Fexaclly
| wiebsite (1)
no information
ase of use

no time saving

Actions

Survey Construction — Branching logic

21
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Triggers & Quota

Branching logic Triggers h Trii Advanced settings

When a survey page is loaded @ Name: |ThE end
When a conditional question is answered or the answer is changed @ Apphy: when a survey page is loaded
When leaving a survey page @ when a conditional question is answered or the answer is changed

before a survey page is left

i ]
when the survey is submitted
Branching logic Triggers
MName Condition Advanced settings
The end

MName: | |
Quota

Quota limit: 100 |
Counter

- 0 )

Current value Quota limit Current value: = Reset

o

o-- B - B

To use the quota that was formerly found under the tab Quotain the Questions section, you now enable the setting (uofa when editing
your survey‘s branching logic.

Branching logic - Triggers & Quota 22
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Emails & Respondents
Survey&Report

M Survey&Report

EI Survey
» Customer Perception Test Linda D
L Closed - Active ,.-‘"h.
ik New survey
EE, Mew Survey -
Q  Find survey
Q  Manage surveys IE Find Survey...
# Construction IE My Surveys

< Distribution

Templates

£ Administration

"ﬁ Report

E:Ei Survey Construction

Settings %' Data Collection

I Respondents Respondents
I Emails and Iel‘[ersl G b Mailings

Paper Survey

Other distribution

Distribution - Emails and letters

Artologik // Survey&Report

The category Data collectionno longer exists in
the new version. Mailings can now instead be
found under Survey > Distribution > Emails and
letters.

Respondents are now found under Distribution >
Respondents.

24
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Emails

: New email B 0O o
Survey ) .
el e
» TEST e
= Construction P
55, + ~

+ New survey Email schedule New email Refresh

Reminder

Q Find survey

Email type

All respondents
Q  Manage surveys e email will be sent to all respondents

# Construction

Respondents who have submitted the survey

Settings

Design

Specific respondents

Respondents who have started answering the sunvey

Preview
Settings
Respondents

» Emails and letters

Paper Survey No emails.

There are currently no emails connected to this survey.
Other distribution Create a new email or select an existing email schedule.

Click the E} button to select an email schedule that you have prepared in the
Administration or click New email dfa to create a single new email for your survey.

Distribution - Emails and letters 25



Other distribution

(o) Survey&Report

These 4 new distribution options can be found in the new version of Survey&Report:

Embed your first survey page with HTML code on your website.

Embedded IFrame Pop-up QR code
Language Embedded code
English = <l Survey&Report Embedded Survey —»

<script src="nitps://2019.1est.arinet.local/srmetro/dev/Survey
f7g8/en?embedded="1"></script>
<sCript=
document write(survey 788 _render());
</script=
<I-- End of Survey&Report Embedded Survey —>

A pop-up window appears when the web page loads, asking if the
visitor wants to participate in the survey.

Embedded IFrame Pop-up QR code
Language Pop-up code
English - <1 Survey&Report Survey Pop-up —>
) <script sre="https://2019.test.artnet local/srmetro/dev/Survey
Width Height (788/en?popup=1&probability=1008width=600&height="></script=
- 600 + + <!—- End of Survey&Report Survey Pop-up —=
Probability € Message

— [ 100%

Pop-up message

Distribution -

Embed the survey as a frame or an external resource.

Embedded IFrame Pop-up QR code
Language IFrame code
English - <1 Survey&Report IFrame Survey —=
) <iframe src="hitps://2019.test.artnet.local/srmetro/dev/Survey/788/en"
IFrame width IFrame height Width="800" height="600" frameborder="0"> </iframe>
— 200 + = 600 +* <l— End of Survey&Report IFrame Survey —-»

A QR code is generated that the respondents can scan with
their phones in order to fill out the survey.

Embedded IFrame Pop-up QR code

Language QR code

English -

Size ECC

- 5 + Medium -

Link to QR code
hitps:#2019.test arinet local/srmetro/dev/Survey/788/en?qr=18&
Other distribution 26
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When a survey has been submitted

Survey&Report &

Properties Introductory Text HeaderiFooter Thank You Message

Copy of Media Survey 2 Basicinformation | Seifings | Layoul | Access | Publshing |
~
Distribution seftings | At completed survey - Active O
e 5 General Settings Survey URL(s)
New Si - [—
* Constmucton B survey Published: 08/11 22019 FE _ 281 12019 FH Custom URL: [
[& Find Survey.
ok New survey 8y Surveys [ Automatically closs the survey whenthe  UR- Ditp:i/sriry.artologik.netkristinsriSurvey/10
Q  Find survey above selected publication period ends Public Preview
i “Brint " . ‘Send notification to th N -~  Enabled (Oves @ No
Q  Manage surveys Display the ‘Print’ button @ Email confirmation to respondent @ Tt | ([
» Basic Information ::a;' DELTEE O @ Password protected: () Yes (@) No
# Construction Display the ‘Download answers’ button @ - foclines=ane: er =
emplates
P Respondent may print survey () Yes (®) No
“f Distribution Thank you message Questions. before sending ft: URL: Iitp:i/sriry.artologik.netkristinsriPreview/10
. simple Design Respondents are allowedto @ Yes O No
Settings ‘ P save and resume the survay
o o Praview at a later date:
Respondents pen a webpage
P Respondents are alowedto (@ Yes (O No
Emails and letters Webpage URL 90 back o previous page:
Paper Survey hitps:if = Vihen a Survey Has Been
Templates Thank you message: 1 - -
Other distribution Warning when leaving/closing the survey unsubmitied -
BT Administration Do the fallowing. (O Display @ “Thank you” message
B Answers Warning message @ Open this webpage:
‘ No wamning was selected & Personal data https:/iwww.artologik.com/
e Allow respendents to O es @ No
Letthe respondent confirm the submitting of the survey download a PDF with
Templates confimat their answers:
onfimation message Send respondents a O es @ No
28 Administration ‘ No message is selected confirmation &-mail on submit

Except for Survey type (now under Survey > Distribution > Settings),
all the information from the old Basic Information page exist on the
new Settings page under Survey Construction.

Distribution - Settings: At completed survey 27



Show answers

 Survey&Report

EI Survey

Survey abc
* e

o New survey
Q  Find survey

Q  Manage sunveys
# Suney Construction
‘o'f' Distribution
n Answers

Export data

Handle text answers

.’.‘ﬁ Reporis

Templates

& Administration

Help

Show/hide unsubmitted answers

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted

Displaying 1-7 of 7 (7)

08/01/2020 16:17

08/01/2020 16:17

08/01/2020 16:18

08/01/2020 16:19

08/01/2020 16:20

08/01/2020 16:20

08/01/2020 16:21

Submitted

08/01/2020 16:17

08/01/2020 16:18

08/01/2020 16:19

08/01/2020 16:20

08/01/2020 16:20

08/01/2020 16:20

08/01/2020 16:21

Answers - Show answers

Artologik // Survey&Report

The tab Show answersis new, and can now be found under
Survey > Construction > Answers.

Here you have, depending on your settings and the survey
type, the possibility to see submitted, as well as unsubmitted
surveys.

Click the button on the answer row to see the answers
and to export the answers for this specific respondent.

28
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Handle text answers

5 b e & " B Inthenew version, the equivalent to 7ext answersis
called Handle text answers and can be found in the
. SEeraDe R S Answers section under Survey.

L Active

i New survey
If other please specify Gym and basketball

The text questions are now listed directly on the page
R wanage suneys with an additional section for the answers that opens

What kind of sports are you doing? Going to the gym
Survey Constructi A NSWErS 1 1
— S when you click the question.
What kind of games are you playing ... Swimming

Which hobbies?

Show answers - A new tab opens where you can

Export data

Q  Find survey

> Handle text answers FAICHansiEr VIeW the anSWGI’S.

e > A pop-up window opens, showing
the original text at the top and the
edited text at the bottom.

- Verify the text answer.

Edited text

Gym and basketball

: @
=13 e weehdds n

Answers - Handle text answers 29



Publishing

™ Survey&Report

ﬂ Survey

Distribution seftings |~ At completed survey
TEST

“ L B

Construct

onsiruction H
& Newsurey Save
Q  Find survey
Q  Manage surveys Survey typs Anonymous Respondent m Settings for the urvey

e

Published Modification of a submitied survey @
|dd/mm/yyyy |‘ ‘ddimmfyyyy IDisp\ay the 'Save’ button @

-

Settings
Respondents
Emails and letters
Paper Survey

Other distribution

B Answers

Automalic closing @
Show ‘Previous page’ button @
Allow respondent comment €

Email nolification when survey is closed @

| None

Custom URL @

| hitps isiry.artologi..

Display respondent data @

A v Connected respondent categories

Q Search

spon

wdent categories connecled

Public preview

Select respondent category

Activate public preview @

P

hitps:/isriry artologik net/raineesrs/Preview/14 (x

|l

Survey&Report

Properties

Introductory Text

HeaderiFooter

Artologik 7/ Survey&Report

Thank You Message

Basic Information | Settings

Layout Accass

| | Publishing |

Copy of Media Survey 2

- Aclive i)
B New Survey hd
a Find Survey.

E My Surveys

nstruction

+ Basic Information

Templates.
Questions

Design

General Settings
Published:

$Send notification to the owner -

when the survey is closed:
Validation message:

lespondent may print survey
fore sending it

Respondents are allowed to
save and resume the survey
al a later date:

Respondents are allowed to
g0 back to previous page:

081 2019 ] _ 2801 209

E Automatically close the survey when the
‘above selected publication period ends

Heng -
—

(® Defautt () Extended

OYes
@Yes ONn

@Yes DNn

hen a Survey Has Been Submitied)

Templates

? Administration

B Personal data

Thank you message:

Do the following:

Allow respondents to
download a POF with
their answers:

Send respondents a
confirmation e-mail on submit:

[
O Digplay a "Thank you" message
@ Open this webpage:

https:iiwww.artologik.com/
O Yes @ Ne

(O Yes @ No

Survey URL(s)
Custom URL, [
URL: hitp:/fsriry.artologik. netikristinsr/Survey/10

Public Preview
Enabled; () Yes @ Mo

Password protected: () Yes @ No

URL: hitp:/fsriry.artologik.netikristinsriPreview/10

All the information from the old Publishing tab can now be found on the Distribution settings tab under Survey > Distribution > Settings.
Exceptions are Respondents may print survey before sending it and the section When a survey has been submitted, now under the tab At
completed survey.

Distribution - Settings: Distribution settings

30
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Create new report

To create a new report, go to FHeport > New report and click Create new standard report. After that, you will be able to select the survey that

the report should be based on.
Another option is to go to the dashboard of the survey that the report should be based on and click Create report.

Lastly, you will be able to enter basic information of the report.

Report wizard O o Report wizard [ <
Select report type Select report type Select survey Basic information

Report name
/\) Create new standard report P

M il | |
.III REPOI.t Report language Include informational texts E
| Swedish ‘ - | Select among survey questions @ E
‘ TE ST Report theme One item per page @ E
| Default = |
Report template
&= New report [Defaul ]
. Header
Q  Find report
Artologik
Introduction text i

Reports — New report 32
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Reports

v Survey&Report
Survey&Report
S u W&Y Current Layout: A4 Paper - Portrait - Normal margins
Report S N .
B New Report -
~a o-
ml Report [ Find Report... x
Test Basic Information !.: - _...'
e g:;dehweer: 0(0.0%) £ (32 3%)
+ N RepDﬂ Content =~ — spztcif:-n = 2 [66.7%) 3 (100.0%)
ew report — ] Totel 3(100.0%) | 3(100.0%) W otner, siease 55...
Preview e
h Bad
Q, Find report » Layout
Inbetweern
Export
Distribution and Subreports .

=, s 0 05 1 15 2 25

Seﬂlﬁgs ni: Templates E% [ How are you feeling today?
? Administration — —f—

Contet | SN =

Preview

~% Distribution
The results can now be arranged under Feport> Construction > Content. It is now also

Templates possible to edit the headerand footer directly in the report.

ﬁﬁ Administration

gl Help
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Data set, Arrange questions, Add footer/header

Data set, Arrange questions (Report Content)and add footer/header (Basic Information) have all been moved into Content under
Report > Construction.

N v
.lll Repnrt Add P+age Deletexpage Add report item Regenerate report Damet Common hack;round series
- TEST A Repors
This is a header TEST
sk New report ["2) Mew Report
(& Find Report .
Q Find report I °
¥ Basic Information
3 c i ti n Data Set
_ - ata Se
& Construction
ﬂ Report Content
SEtthS Preview
4 Content Layout
n Export

Freview Distribution and Subreports

«» Distribution n

This is a footer
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Exporting reports
Survey&Report

v Survey&Report

Survey % SUWE}'
Export with auto layout =
'?'1 Report Export the report to PDF, Word or PowerPoint and let the program decide ﬁ
the layout.

test
L oo Report
& Newreport B B New Report
Q Find rt
” — W e "8 Find Report

Construction
¢ Distribution B PowerPoint Basic Information

4 Data Set
. - =k Xport dataset
Main report Report Content
Subreports @ New DAT. Previ
I review
- Layout
. . , L F Export

Functionality from Layoutand Export is now found under Feport > Distributiorn >
Export. You can export the report to PDF, Word, PowerPoint or Excel. Distribution and Subreports

Reports - Export 35
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Main report

v Survey&Report

Survey&Repor‘t E Distribution and Subreports :

Publication
Report From: 05 /10/2020 [ 16:38

. - FDF
m Mew Report - o
. . -~ Quick PDF
Survey [@ Find Report . w1 B e =
D Dataset (Excel)
M Basic Information fTest LD 2
41l Report Data Set [cor ot

Report Content Access Also Grant Access To
Reguires Password: (@) Mo | Mame
O Yes, use the following password

+ New report Layout | |
Q Find report

ﬁ‘ Construction

*}' Distribution

Enable Export

Export dataset
“ P

Preview

Export

Subreports

The Distribution settings from the tab Distribution and Subreports
Enable export ———————— from version 4 are now located under Report> Distribution > Main report,
Subreports are now found under Feport > Distribution > Subreports.

Word Compared to the old version, £nable exports contains more export options :
v B - PDF
. - Word
M B PowerPoint ) POWGI’pOint

Implemented template in Excel

Survey&Report
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;’;ﬁ Report

TEST
1

s New report
Q Find report

ﬁ' Construction

-

~}» Distribution
Export

hain report

Subreports

Survey&Report

Report - Health and exercise
E Mew Repoart

[ Find Report...
Basic Information
Data Set
Report Content
Preview

Layout

Export
| » Distribution and Subreports |

Templates

E Administration

m Distribution and Subreports :

Publication

From: 11/09/2020 ] 1431 2
Tor o e 2
Access

Requires Password: (8 Mo

Minimum response
count to
view result:

Subreports, previously under Distribution and Subreports, can now be found under Feporis >

Distribution > Subreports.

O fes, use the following passwoaord

I

To create a subreport, click the Plus n button.

Reports - Subreports
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Enable Export

(] POF

(] Quick PDF

] Dataset (Excal)

[T] Health and exercise

Also Grant Access To

[] Name

[C] Report - Healih and exercise
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Subreports - Settings

-
X ] =
Back Remove View Q
TEST M
N @
I Settings I Selections  Report viewers _ Publication: -
ﬁ)l TEST URL: https:iisriry. arfologik.netfirainees SR
o Name
Make the subreport publicly accessible via a link
Minimum response count to view result Information selections
+ Hame: sub Name v i,
Publication: - a5
Enable exports _ _ Default bl
URL: hitps:disriry artologik netfiraineesSR4T »

@ Waord
O[5 P +

Test Linda Quick Guide
0 [x]

In the new version, we have simpified the subreports settings window and divided it into 3 tabs:
- Settings

- Selections

- Report viewers

In version 4, these settings were found altogether in the same space by pressing the Distribution Settings button under
Distribution and Subreports.
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Administration

System
S & @ = A ail
28 < =
A = | Z all B
Usars Groups LDAP Organieations Dashboard Publlc start pags Flia manager Plug-Ing LTI- Languag Statistice Log settings
Configuration
Surveys
| a g e
o! M e R <
Quasztion typas ns!:::nma | s:unn?;u 'I‘rannlgnuwmy ‘I;:Eutlnt? Eu:sar Papar sur Bya Sattinga u
SErs
Reports Respondents
I !NJ 'NJ 0 E-mailz and Mailings
P raparts gt toss Teip tast setinge Setfings
Respondents Crganisations
&l
f ’E , =] A_A T'El'l'l[llﬂt'EE Languages and Translations
= 22
Raspondents . Glan?‘ Uaur-apaol:lrlc Raupal:a'lt Manage seftings File Manager
s e £ Administration Plug-ins
Email e
Statisfics
@ & [ B &3 — 2| Help
Emall accounts Emall Inbox Emazll echeduls Emall templates Systam Latter tamplatas
tempiates
Personal data
Y
Parsonal gats conzent setiing
report

You now have an overview of all the different sections and settings when you click Admirnistration.

40
Administration menu



