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Colour legend

Please note:specific colours are used in the presentation as follows:

A Red: Old version

—

A Green: New version

ﬁ
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Surveydashboard

Survey information Shortcuts | Changelog The survey dashboard works as a starting
[W] S _ page for the survey. It gives a summary of
Customer survey L Construction . )
# Nowsiney 20 curvey ype ubishing period D setings the survey mfo_rmatlon and access to all
Q  Find survey Respondent . @ content pages and actions. Access it by cllcklngﬂ
Manage surveys onstruction
o e Consie Survey URL(S) & oeson at the top of the left menu.
hitps://2019.test.artnet. local’srmetro/dev/Survey/291 D Breview
Setlings . .. .
- = Distribution The dashboard is divided into several parts,
o . © setines with content depending on the survey
— * Responcents status: Survey information, Created reports,

Statistics In numbers =@ Emails and letters

Statistics, Shortcutsand Changelog

SR
»¢ Disfribution E Paper Survey

B2 Answers ~¢  Other distribution

Actions may include:

:I\ﬁ Report Answers e ;
. 2 show answers - Finish construction
S £ W Export cata - Reopen construction
€ Administration g W Handle text answers _ Close survey
Help Actions - Reopen survey
%o Finish construction - Archive survey

@ Submitted answers ' Unsubmitted answers -8~ Response rate

copysuney - Restore from archive
(5] Copy as template _ Anonymlse

-
W Remove

Answers

Survey Dashboard 5
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Main menu Survey

¥ Survey&Report

Survey&Report

“* Customer Perception
L Closed

& Newsurvey Survey abec WhileS u r v e y & Rungtionalitiesremainthe same or have been
Q  Find survey - Closed ' expanded, some of them can now be found in other places, e.g.
L s & New Survey - headersand introduction texts can now be added under Survey>
8 ros s Construction> Content
Settings
|§. My Surveys . . .
Content . _ Severalof the tabs under Basic Informatiorn version4 are now
Design & Survey Construction availableon the two Settingspages under Survey Constructiornand
Preview Basic Information Distribution
~ Distribution Templates
Settings Cuestions
Respondents Dezign
Emails and letters Previews
Paper Survey

Other distribution

Main menu - Survey 6
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Main menu Survey

v
Content | B
|

Customer Perception

# [ Ciosed Templatescan now be found
@ SUNEY&REpOﬂI SUI"\P'EY&REPDI’"C ok New survey Templates |n the top menu under
5l S | Q Find survey Content
_ . . Q Manage surveys
#* (':-ugg:gr pereepton EEll".rE}:rjab{: Construction
s New survey - LnsE
Q  Find survey EB Mew Survey A
Q Manage surveys IE Find Survey.. ’
@. WMy Surveys
Settings = Preview
S g9 Survey Construction
Design Basic Information
Brevien | Templates | Questionsare now included in Content.
Settings De=ign
Respondents Preview Text Answers(now called Handle text answerd and Export(now called
Emails and lefters 1 Data Collection Export datgd) now have their own new section within the titledrswersas well
Paper Survey as an additional subsection calledS/ow answers
Reszpondents
Other distribution "
Mailings
An
2aper Survey
Sh D -
oW answers —_ Tm Answer&
Export data )
— Export
Handle text answers

Main menu - Survey 7
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New survey

To create a new survey, go toSurvey> New surveyin the main menu and a popup window will appear. There you can choose between creating
a new blank survey copying an existing surveyor creating a new survey based on a template

W Survey&Report

New survey O &

New blank survey
# -[Et?;rnstructiu" ‘

_ D MNew blank survey
_Newsuwey A Blank survey does ain any predefined set
Q  Find survey Ql . .
opy existing survey
Q Manage surveys Create g new SUNVEY BY copving an already existing sunve
e Capy existing
ew survey from template
=\ Create new survey based on a tempiate. Templates can contain several settings and questions Svaey
New survey from
template

T Y

Survey- New Survey 9



New blank survey

New survey

Define name

New survey

Survey name

Artologik // Survey&Report

Languages
Display the "Save’ button @

«+" English

Display respondent data @

Select survey language

 ~ Connected respondent categories

Settings for the anonymous respondent survey ——
Respondent Public
| | Exceptions from anonymity restrictions @

| ]
(-1

o respondent categones connecfed

Select survey language

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

Iodification of a submitted survey € E

Languages
Display the "Save’ button @

+" English

Display respondent data @ E

.+ Connected respondent categories

New survey

Choose a Surveyname, Survey typeand the
Languagesthat shallbe available

Dependingon your choice of surveytype, different
settings are displayedin the right section.

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

Survey name

New survey

Define name

Survey type

| Anonymous

Languages

[re— 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 surveyfrom template

New survey O &

New survey O &

; Selec pl: -
Search & n
Survey name
Available survey templates ed survey templates

Compare Template

Linda template en . .
| | Survey type settings for the public survey

Public
Linda template Compare Template
" [

Copy of Test Survey Free Time Activities en EM-FDR - «" English

| Anonymous | Respondent

Expected number of answers €
Languages ¥ English 0 +

Select survey language

Limit the number of submissions per browser @

EM-FDR

ST-PDR [ |

W

When you click New survey from template you land on the page Select templatewhere 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 adop 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 fromthe first templatein your list of selected templates.

Click Nextto continue on to the Define namepage, where you can edit the name and the survey settingsSee New blank survey).

Survey- New Survey 11
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Copy existing survey

TEST_STOR_ENKAT_AUTOMATSVAR_Kopia01 il

Response: 1% (12 of 1000 20/11/2019 - 31/12/2018 Survey name
a8 Copy of Test Survey Free Time Activities E COpY of SLJI"\!’E,“J'I ABC
@ TEST_STOR_ENKAT_AUTONATSVAR Survey type Settings for the respondent survey ——————————
| Anonymaous Respondent
@ Byte av standardsprak [ | _ DISp|Hy' the "Save’ button o
Active  Answers: 0 11/2018 Languages +" English . ) .
a8 ‘fnf]__lfr_nenlefd,mi“-_F"_i?tfs,f . | < Engiish Modification of a submitted survey @
. ot Display respondent data €
38y Lindaresponden Select survey language
@ TEST_ENKEL_05_SSTAO
@ Enkat med textvariabler [

@ Test [en |
=

1&'- K-upia av Filip test

I H23256" 4 I

1 Previous Finish Cancel

When you click Copy existing surveya 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 taj find your desired
survey. Select the survey you want to copy by clicking on it.

On the Define namepage, you can edit the default surveyname© Co p y o f [ s lig alse possibletomndit the survey settings$ee New
blank surveyabove) or you can clickFinishto create a new survey using the predefined settings from the copied survey.

Survey- New Survey 12



Artologik // Survey&Report

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

ES

Click Select surveylanguageto selectone
or more languagesthat your surveyshould
be availablein.

Translation- Add a new language 13



Thank You Message; Consent

Survey name

TEST

+ Englizh (United States)

Survey language

+” English (United States)

Is multilingual € Select survey language

Distribution settings | At completed survey

2.
]
Finish construction

Display the 'Print' button @

At submitted survey, do the following:

Show thank you message =

Thank you message

Simple

:

Consent

i I

Ask for consent
Consent form

Default -

Message shown when consent is refused

Default =

SIS

I

The Consent Formand Consent Refused
can now be modified under Survey>
Construction > Settings, while the Thank
you Messagecan be edited under

< Survey> Distribution> Settings > At
completed survey

Survey- Settings

o Survey&Report

Properties Introductory Text HeaderFooter Thank You Message

Basic Information Settings Layout ACCess Publizhing

General Settings

Published: [ ir::: | B | =

Automatically close the survey when
the above selected publication period
ends

Send notification o the owner  _ éNune -
when the survey iz closed: )

Validation meszage: (@) Default () Extended

Respondent may print survey () ez (8 Mo
before sending if:

Respondents are allowed to (@) Yes () No
save and resume the survey

at a later date:

Respondents are allowed to (@) Yes (J No

go back to previous page:

en Submitted
Thank you message: 1 S— .

14
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Introductory text, Header/Footer

E| Survey
Content | Arange queéstions  Branching logic

TEST 3
# ot B Lo I R R ™ Propertics

+ Mew survey Templates Add page Delete page Import quastions Survey overview Survey texts . - ] o
Bazic Information Settings Layout Access Publizhing
1 ] ! 1

Introductory Text HeaderFooter Thank You Message

Q  Find survey

Q  Manage surveys

Edit your header here

> -
# Construction

Y I

Settings

- ‘None -
] Content This ts an Introduction text s
Design Survey theme: | Default W |
Breview 1. I3 this Ihe first question? Question numbering: | Decimal o |
« Distribution b Progress indicater: | None W |
B Answers e |:| Cne question per page
%4 Report [ ] Page break after introductory text
Templates
£ Administration n
" Introductory text as well as Headerand
3 e . . .
: Footercan now be directly edited in the
Eait your footer nere survey under Survey > Construction>

l:] Content

Survey- 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

selecta questiontype.

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

(o) Survey&Report

In the new Survey&Reportversion it is now possible to edit the questions directly viainline editing on the Cornientpage.

e B 4 H @K Q=

Which browser do you use?

Edge

Safari

S ELEHB ®

>

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 wilippear.

One of them is the B3 buttont h a t

al

OWwWS

you to reuse

your

respondent s

within the same survey. You can insert this so called’/jped answer tagin a question title,subquestion or design element.

Survey Construction- Content

previous
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Advanced editing

Editing guestion "How do you like your workplace?"

Settings Answer options and subguestions

After clicking the button, the Advanced editing
window with the tabs Seffingsand Answer options and

subquestionsopens.

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

“fEFHI B

Allow text entry

Editing question "How do you like your workplace?"

Text entry size

Settings Answer options and subquestions

'l don't know' option

Subquestions

|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 | e-Ja |
| I.‘ILZ | It's okay |2 | o . [} |

@ 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 > Cont'en[ > Sufvey [eX[S Wh ere you

English

Survey

Content Branching logic Arrange questions TO tranS|ate the Content Of your
M Survey&Report s A .
urveyarepo N o = o survey, go to Survey> Construction

| cusomtexs | will be able to select the 7rans/ate
o option by clicking m

Customer Perception
* Cloced p

Mew survey

Find survey

O 0 o

Manage surveys

You can add all languages you wish
Spanisn - to translate the survey into in order
- to have this option enabled. (See
Add languagds) for survey
translatior).

Translate survey

Construction English (Default)

Question 1

Settings

} Content

Design

Website

Preview

Personal contact

Question 2
What do you value the most in a webiste?

Infarmation

Design

Survey- Translation 19
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Translate survey content into another language
(single question)

o1}
g Survey&Report

1. How is the weather today? %

Survey

Customer Perception
“ e P

- Closed

Editing question "How is the weather today?"

o New survey Settings

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 undeCorsiruction> 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

Inversion4, the Branching logic (before refered toas Conditions)
option was to be found in Survey Construction> Questions In
version5, branching logicis 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 Branchinglogic

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 lnaded
When leaving a survey page @ when a conditional question is answered or the answer is changed
P before a survey page is left
when the survey is submitted

Branching logic Triggers

Mame Condition Advanced settings
The end

MName: | |
Quota

Quota limit: 100 |
Counter

Current value: 0 ﬁ Reset

Current value Quota limit

B o B : o

o

To use the quota that was formerlyfound under the tab Quotain the Questionssection, you now enablethe setting Quotawhen editing
yours u r v l@anchisglogic.

Branchinglogic - 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

.’.‘ﬁ Report

Templates

£ Administration

E:Ei Survey Construction

Settings %' Data Collection

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

Paper Survey

Other distribution

Distribution- Emails andletters

Artologik // Survey&Report

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

Respondentsare now found under Dsstribution>
Respondents

24
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Emails

_ New email O &
Survey ) -
P TEST —
L Construction ED + 5 TN Reminder

+ New survey Email schedule New email Refresh

Q Find survey All respondents

Email type

Q Manage surveys

# 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 selectan emailschedule that you have preparedin the
Administrationor click New email ja to create a single new emailfor your survey

Distribution- Emails andletters 25
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Other distribution

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

Embed your first survey page withHHTML code on your website. Embed the survey as aframe or an external resource

Embedded IFrame Pop-up QR code Embedded IFrame Pop-up QR code

Language Embedded code Language IFrame code

English = <l Survey&Report Embedded Survey —» English = <l— Survey&Report IFrame Survey —=
<script src="nitps://2019.1est.arinet.local/srmetro/dev/Survey ] <iframe src="htps.//2019.test.arinet.local/srmetro/dev/Survey/788/en"
[788/en?embedded=1"></script> IFrame wicth IFrame height width="800" height="600" frameborder="0"=</iframe:
<sCript= — 200 + = 600 + <l— End of Survey&Report [Frame Survey —=
document write(survey 788 _render());

</script=

<l— End of Survey&Report Embedded Survey —>

A pop-up window appears when the web page loads, asking if the A QR code is generated that the respondents can scan with
visitor wants to participate in the survey. their phones in order to fill out the survey.

Embedded IFrame Pop-up QR code

Language Pop-up code
English - <I-- Survey&Report Survey Pop-up —>
] <script src="https://2019.test arinet 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- Other distribution 26



