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1. Login
Q- O @ @ ‘{:j p * @ G ﬁ;t?p’g?lbackend.eQuestionnaire.de

Address http://backend. equestionnaire. def 0

© nput your user name

eQUQSHon naire © Input your password

user name :I-ESEWEII"I:I . " T
|u5er e sens| el Lagin a e C“Ck on LOgIn bUttOI’]
forgot password? b sign up
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2. Main View
E“ ] ewf,.m.owmmm @ Browsers
E” ' S _Mmj d * Questionnaire-Browser
EE{MS; frﬁ%ﬁ&ml &9 ° Images-Browser
e oo o - Variables-Browser
N ——

MName

&1 . User-Browser
Documentation
[2bout eQuestionnare]
Title [Criine Help System]
[Dowmnioad User’s Manual]

- T @ Properties and Settings

of chosen elements

Browses allow you to navigate between the elements of a questionnaire (i.e. pages, questions, images, etc)
and in your user account (i.e. password, authorized persons, access rights, instant messenger ...)

Common rule: first choose an element in the browser, then alter its properties
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Main View: Account Detalls

Account Details

|
eLgﬂguage: English Account: Trial [Extend]

S LEEr Expires: Sep 30, 2005 [Extend]

Last login: Mar 01, 2004 at 18:37 Ouestionmalres: 0j1

9 Mested users; 0f10 running: 0

o Choose the interface language
e Common information about the logged-in user

e Information about the account:
— Type of license

— Expires date

e Number of created/allowed to create users or authorized persons

Q Number of created/allowed to create questionnaires; number of started
guestionnaires
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Main View: Creating a hew questionnaire

Mew eQuestionnaire

arne Diocurnentation
| Test [About eQuestionnaire]
Title [Crlire Help-Systermn]

ein erster Online-Fragebogen [Downioad Ussr’s Manal]

[Help to this screen]

eﬁghtitle
(beirn eQuestionnaine ]

eICrgateE

@ Give your questionnaire a name

This is the system internal name — you need it to be able to quick find your questionnaire
in the questionnaires list

© Type atitle

Title is the “real” name of your questionnaire (usually the title of survey), which will be
seen on the top of every page of the questionnaire

eType a subtitle
O Click on “Create”!
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Properties of the questionnaire

After you have created your questionnaire, you will be automtically
redirected to the properties of questionnaire view

Properties of "Test"

Test

Mame Statistics

Test Pages: 0 Groups: 0 Items: O
Title

Main erster Online-Fragebogen 223 Adjust Layvout | A | & view Structure g—; Print Structure

P Start 11 Pause/Stop | Evaluate %Export ko Sy

Subtitle
[heirn eQuestionnaire]

Lirk to this eQuestionnaire for your respondents:
httpef flocalhostf1 leQuestionnaire ?0=232

BGet frame's HTML | Copy this eCuestionnaire

URL to follow whern finished:
|http:,"j'www.eQuestiDnnaire.de |

Accept Rezat

The most settings are not accessible yet, because your questionnaire
does not have any content by now. Therefore we will speak about
them a little bit later.
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Creating a Page

eQuestionnaire .
= Properties of Page [1]:New Page c CI ICk 0 n ( N eW
: 7
o@ | g | Q0Q | rd | X | Page [1]:Mew Page 1]
= Commen.t Statistics P ag e )
’ Erste Seite | Groups: 3 Items: O
’ 3 Esg?fgle flag | 113 preview | B view Struckure @ Print Structure | e N am e th e pag e

Q=)=
w1 @) Setflags

@ cConfirm changes

ae]E)s]

,completed flag” shows if the questionnaire should be treated as completed after the
respondent leaves this page.

It is advisable to activate this flag on the page where the last important question of your survey is asked. After the
respondent leaves this page, her/his dataset will be marked as completed in the database. This mark should help
the analyst to easily include in the analysis the datasets of such questionnaires, which are not filled out until the
last page but contain all relevant information.

By default a dataset will be marked as completed when the respondent leaves the last page of a questionnaire.

~end flag* shows if the survey should be ended on this page.

This flag should only be used in conjunction with filter and jumps (see chapter “Filter jumps” ). By default the
guestionnaire ends on its last page.
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Creating a question group

eQuestionnaire

| Test

eﬁ|e|ooa|f|x|
|,

a[eas]

Properties of Group [1.1]:New Group

=&% Group [1.1]:New Group

Lvpe Statistics
’ | = choice/rating d Items: O Alternatives: 0

Comment
adew Group | | [ Preview ,-,-,H Add Alternative | ?ﬁi |
’eﬁ%

Please define the group’s general properties before editing alternatives.

[Help]

Choose the page, on which the
new question group will be
placed

Click onzi
(“New Group”)

Choose the group type*

Name the group

Confirm

The groups combine questions into blocks just like tables do in paper questionnaires.
Groups are responsible for following aspects:

Defining the scale
Defining the answer alternatives

Layout of questions

* There are 12 group types you can choose between. Some of them you can find in the
appendix (“Group types”)
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Creating a question group (I): define alternatives

After the group is created, you can define the answer alternatives

Properties of Group [1.1]:erste Gruppe a CI ICk On ITIH (“Ad d Alte rnatlve”)

=% Group [1.1]:erste Gruppe

I"E;;r:;:fiating -] ttoms: O Altematves: 4 o 9 e N ame th e alt ern atIV e
[erste Gruppe | | [ Preview | ¥ add atternative | 3 |
e Assign values
Question field 5 . Alternat::res . e C O n -ﬁ rm
0D
| l or
|\ialue e |\;alue __E |\;alue __} |\:alue 1
6 o o o G Copy the alternatives from an
0= other group ()

9 Choose the source group

@[ [ELVES TN WEeD <

O LETITHTIVES om... -- Wel dge d.. .

optionnaly @ and ©

Group[1.1]: Copy alternatives from...

D ‘ [1]:Erste Seite

@ ‘[1.1]:erst5 Gruppe

a Confirm
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Creating a guestion

eQuestionnaire

| Test

i |2 (0007 |X|
2.2

= p"‘":Erste Seite
c \1]:erste Gruppe

_%J@ﬂ

Properties of Item [vNew J:New Item

=% Tterm [vhew J:New TTem

‘ To do this please click on the corresponding button,

To insert a variable in the item's text just type its

e name, e.g, %ormy_var_name%a,
L1 requires arswer

The list of user defined varibles is avallable in the left

frame on the Toals-Tab.
g@

New Item 1 ¥ 1 2 Wi 2 3 #

eTEKt Mote:
A Ttem 1n this wiew you can drop anchors or define variables,

DRAFTI!!

Choose the question group, in
which the new question will be
created

© Clickon@ (“New ltem”)

e Input the question text

O Requires answer?*

e Confirm

* Some groups allow to mark questions as mandatory. If this attribute is

activated, the respondents will not be able to leave a questionnaire page
without answering this question.

A-quick Guide for creating online questionnaires with eQuestionnaire |
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The described Steps allow you to create a full functional online
guestionnaire. To make your questionnaire available for your
respondents over the internet you just need to perform steps described
in the chapter “3,2,1, Start”,

However eQuestionnaire™ offers some additional functionality and
features, which allow you to increase the flexibility of your
guestionnaire and make the survey more interesting and easier to
complete for the respondents. This features will be discussed in the
following chapters.

If you do not need the extended functionality by now, you can jump
over the following chapters and go instantly to “3,2,1, Start”.

A quick Guide for creating online questionnaires with eQuestionnaire | © 2002-2008
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Il. Filter jumps, Variables, Images and Users
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Filter jumps

Filter and jumps make it possible, to route your respondents through your
guestionnaire over different and individualized ways.

Such possibilities are required eg. in situations when a respondent doesn’t
belong to your target group and should be excluded from the survey.

For example, for an smoker-survey it is conceivable that
a. Non-smokers should not be harassed with questions for smokers

b. Demographics of the non-smokers is nevertheless also of interest

A thinkable solution is to ask the respondent if she/he smokes and to route
her/him to the page with questions for smokers if she/he does or directly route
her/him to the page with non-smokers’ demographics questions if not.

In terms of eQuestionnaire™ we need to drop an anchor from the alternative
“I do not smoke” to the demographics page.

A quick Guide for creating online questionnaires with eQuestionnaire | © 2002-2008
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Filfilter jJumps: drop an anchor

Choose or create the

‘e_l(_z::s"onm"e Properties of Item [v1]:Rauchen Sie? q ue St|0 N
| < | Q0 | 4 | X | = [tem [v1]:Rauchen Sie? “ .
Text — Note: Property “requires
# |_J[1]:Begribung Raichen Sie? none " H
= Qtiomrerss o answer” must be activated
225" [2.1]:Rauchen? EilEEE
Wd [+1]:Rauchen Sie? nene
g Etj};’:n?z;r:;hiauc'jer requires answer
& L[s}Ende Accept | | Reset H
- e Click on &
B rein (“Drop an anchor”)
Rauchen Sie? H H P

%IEQ 2 " e Choose the target page

e Confirm

LRI D 0., =~ MICTOSOTT, .. =13
gP — m:chm o == If the respondent now _chooses to answer “I d_o not smoke” _
she/he will be routed directly to the page 4 with the demographic
- Bttt questions without to be prompted to answer the questions for
smokers.

Note: If multiple anchors are dropped, they will all be followed.
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Variables

With the help of variables you can use the statements of respondents later in
the text of other questions and/or alternatives.

For example: an open question “What Coffee-Brand you prefer most” [Input]
Answer: ,Dallmayr*

This answer can be inserted ,on-the-flight” in the text of another question:
,How would you describe Dallmayr’s taste...”

NOTE:
— Variables “work” from the next page on.

— Variables can only be set on the question of the type ,input-line” (ax),

— You can use the Variables in all texts, questions and alternatives,
regardless of their type

— The full list of the variables used in a questionnaire can be found in the
Variables-Browser
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Variables: Define a Variable

G Choose or create the

Questi i
rTe:tes — Properties of Item [v1]:Wo haben Sie das letzte Ma... q u eStIO n

| < | Q09 ‘ i | X ‘ al Itemn [v1]:Wo haben Sie das letzte Mal eingekauft?
__ o Note: Property
g {g:segﬁ:‘jung X wio haben Sie das letzte Mal engekauft? none “ . 9 t

wvariablen sefzen

2t = requires answer” mus

Wi [v1]:wo haben Sie das letzte Ma. H
= @[S]NGHGHBH verwenden requires answer be aCtlvated
# |_|[4]:Dermagraphie -
® Lrs)ende Accept | | Reset C I I Ck On o

(13 H H 7
(“Define Variable™)
Wo haben Sie das letzte Mal eingekauft? % Ej

(2) [relo] e Name the variable

e Confirm

o bl

Define 4arishle.., NOTE
e U |geschéift | %

I, J‘:’J Carn:el

Variables “work” from
the next page on!
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Variables: How to use a Variable; Variables-Browser

For example in a new question

eQuestionnaire

Properties of Item [vNew J:New Item

=& Ttarn [vhlew ):Mew Ttermn

€ .
i} S Mote:
Als sig letztes mal e =] eingekauft I this viesy you can drop anchors or define variables,
haben,.. To do this please click on the corresponding buttan,

"wio haben Sie das le Mal eingeka | ]

Toinsert a variable in the item's text just type its
name, e.g. %emy_var_name%s,

N _requires answer

The list of user defined varibles is available in the left
S frame on the Wariables-Browser-Tab,

= u
Als sie letztes mal bei %geschaft®s
eingekauft haben...

[Help]
AE ]

The full list of the variables used in a questionnaire can be found in the
Variables-Browser (& )
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Images: Image-Browser

DRAFTI!!

eQuestionnaire™ offers a functionality to bejewel your questions with
pictures. Use the Image-Browser to upload the images:

eQuestionnalire

| Test

e

& (a0
9$|><|

 {IMG#2321} 9 |
125%106

N PG - Irnage

TS ET]

A-quick Guide for creating online questionnaires with eQuestionnaire |

Switch to Image-Browser (as)

Click on “&"“, to upload an
image

The image receives a system
name in the form {IMG#1234}

Double click on the image
icon to see the full sized
image

© 2002-2008
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Images: using images

For example in a text/picture group

eQuestionnalire

| Test
il & X

[ L HMG#R321) N |
Ig PG - Image \

125x106

Properties of Group [4.1]:Text mit einem Bild

DRAFTI!!

4 Group [4.1]:Text mit einemn Bild

Lype Statistics
I&text;picture j Items: 0 Alternatives: O
Corrett
|TE}{t it einem Bild | | 3 Preview o fdd Alkernative | et |

[Reset]

Please type here your message.

To irmages please use the image browser in the left frame and/or {imgXxXxX}-tags.

/=]

Das ist ein Text mit el Bild...

Und hier ist das Bild: {IMG#2321}

A-quick Guide for creating online questionnaires with eQuestionnaire |
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Users

A possibility to create nested user accounts within your main account makes the team
work easier. You can give each of the users (i.e. authorized persons) the following
rights and permissions:

- Number of Questionnaires the user can create
- Access rights to existed questionnaires

- Each authorized user can administrate the access rights to her/his questionnaires for other
authorized users. (The main user can access and edit all questionnaires.)

In this way you could realize miscellaneous user policies: either the multiple persons
can work on the same questionnaire, or one user can work only with her/his
guestionnaire while other user cannot access it, etc.

The users can also communicate with each other through the “Instant-Messenger”. It is
conceptualized just like the skype- or icg-chat

* The number of possible nested users depends on the account type of the host user.

A quick Guide for creating online questionnaires with eQuestionnaire | © 2002-2008
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Users: Creating a User

eQuestionnaire

3] B g @A [ %] 0 Switch to ,,User-Browser “ (8)

Logir: user (Host Liser ) 9

anline

© Clickong (“New user’)

e Type the user name and password

ey Lser

R de e Important: the user names and passwords
Reenter Password: | eeses are case SenSItlve'

9 Confirm changes

The user is now created. She/he can log in on

& |6 8 http://backend.eQuestionnaire.de with her/his
(1) user name and password.

A-quick Guide for creating online questionnaires with eQuestionnaire | © 2002-2008
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Users: Properties and Permissions. @ choose User

eQuestionnaire

9.‘ f.j (Change Passward @ ’+ | x ‘

Logir: mylser @

Properties of "myUser"

\Lizer 9
=] Common Pefmissions

. | Allowe to create |2 \ Questionnairels)

|
First Marne _
|Johin |
|
|

Logir! user (Host User)
online

eQuestionnaire Access Permissions
[¥] Consumner Behaviour [ser]
[CProduct Preferences (oo

[¥] Test [user]

_ Last Name
|User
Organization
|Oriline Surveys Int, Ltd.

Address

EQuestionnaire Ave, 20210 |
ZIP Code ( City

|12345 | [City |
Country

ECDuntrv |

efail*
\user@damain, rom |
Phone

Mohile

Comment

[Heln]

SlelEls]

The host user is the only person who can create and delete the users. The
nested users can only change their data and password, and give or bear the
permissions for other nested users to access their questionnaires.

The host user can access all of the questionnaires in either case.

Input the user data
(optional)

It is advisable to input the user’s
eMail-Address. This eMail-Address
could be useful to receive the
instructions for password recovery
if user forgets her/his password.

The host user has to enter her/his
eMail-Address in either case.

Permissions to create
guestionnaires

Here you can define, how many
guestionnaires the user can create
within your host account.

Access rights

Which questionnaires this user is
allowed to access

Confirm

© 2002-2008
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Users: Change Password

eQusastionnaire

{Q@l Change Password I+ | X |

Lojire r|'|'!,.'l__,l-_-'.Eqr @ o Choose the User
Login: user (Host User) e CIle on lfj (“Change PaSSWOrd”)
@online
T e Type the new password
AERseE Important: Password is case sensitive
Llser: | rmyllser |
New Password: | — |
Reerter Password: | eeses| |
Q%’OK e Confirm changes
Only the host user can change the passwords of
all nested user.
@ [ [m |28 The nest;:d user can only change her/his own
() passwor

A-quick Guide for creating online questionnaires with eQuestionnaire | © 2002-2008
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Users: Instant-Messenger

eQuestionnaire

-G| @ Change Passwnrueg I+ | X |

Lowgiry: rn':.-'l...l-_-'.Eer@ @

Login: user (Host User)

@ anline

user (23:26 GMT)
hellal

= (Message was sent, User s Offiine, The message will be delive
red When user goes Online, )

User: n mylser
I have an idea aly how we could change the layout of =
our survey|

-

> Last Meszage Received at 00126 aﬁend Cloze

Ble/RIs|

Using the ,Instant-Messenger* all the users of one host
account can chat with each other

0 Choose the user

e Click on = (“Send Message”)
9 or double click the user

9 Type the message text

a Click on “Send” button

The message will instantly be sent to the chosen
user.

If the user is not online the message will be
delivered instantly after the user logs in.

A-quick Guide for creating online questionnaires with eQuestionnaire | © 2002-2008
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1. 3, 2, 1, Start

- Before the start: Adjust the layout
- SATRT!
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Before the start: Adjust Layout

Just before you start your questionnaire and make it available for your

respondents over the internet you could find it appropriate to adjust the layout of
your guestionnaire to your corporate identity.

eQuestionnalre

| Test & [co)
DEA @ e |00 | X

E I
Elk | P7Iutation

@ |_][2]:Exclusion

[ |_][3]:Questions For smakers
@] [4]:Demographie

@ |_J[5]:End

alela]s]

Properties of "Test"

Test
Marme

ITest

Title

iMy first online-survey

' Subtitie

![by eQuestionnaire]

URL to follow when finished:

|http:{fwww, eQuestionnaire, de

Reset

| Statistics
p'ages: 5 Groups: 5 Itemns: 50

;;E Adjust Layout | | &: View Structure @ Prink Structure
P start 11 Pause/Stop | @ Evaluate %Export to C5Y

Link to this eQuestionnaire for your respondents:

http: fflocalhost /11 eQuestionnaire ?g=235

EGet frame's HTML | %Copy this eQuestionnaire

A-quick Guide for creating online questionnaires with eQuestionnaire |
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G Switch to questionnaire
view (=)

© Click on &
(“Adjust layout”)

The meaning of other symbols and buttons is explained in the
Appendix II: , meaning of symbols®.

© 2002-2008
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Before the start: Adjust Layout (II)

On the layout view you can change the colours, fonts and text-adjustment nearly arbitrarily.
You also can choose between two alternatives:

-You can use one of the standard layout templates

-0r you can create your own layout template by modifying on of the standard-templates

Using standard layout tmplate

Adjust Layout for "Test"

Choose a Standard

Adjust Layout
eustum gray @i Styles te m p I ate
E:| e Layout| x Backgrovnd: m
T ) Title:
| ¥ assign Logo Edit HTML Templae‘@ | (=] fom Subtitle:

© cConfim

Message to show if reuired guestions are not answered

HH e

Sie haben leider nicht alle notwendigen Fragen auf @i Question header: width: 300 | px
dieser Seite beantwortet, Diesa Fragen sind flr eine Alternatives: e |
sinmvolle Datenauswertung unverzichtbar, EI u Width: |30 | o
Bitte erganzen Sie daher Thre Antworten, !

Wiglen Dank! | Border:

Repeat alternatives after 10 items

eﬁccgjw [ save ss.. |[Reset |

Beneath the menu you see the preview of the layout, which allows you to instantly control the appearance of layout elements.
However the preview can differ a little bit from the real questionnaire appearance.

Please use the preview button @ (1) to ensure the appearance you want is achieved. (A full sized preview window will be
opened)

Important: The changes must be saved before opening the preview window.

| A-quick Guide for creating online questionnaires with eQuestionnaire | © 2002-2008
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Before the start: Adjust Layout (lll) — standard layouts

On this chart you see some snapshots of standard layouts:

eQ - blue -1 eQ - blue - 2 eQ - blue - 3 eQ - white - 1 eQ - white - 2

My first online-suivey My first online-survey
eQ Ll

My first online-survey My first online-surve: y My first online-survey
b eQ . eQ

Dy s

A-quick Guide for creating online questionnaires with eQuestionnaire | © 2002-2008
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Before the start: Adjust Layout (IV)

Adjust Layout for "Test" Creating a new layout template:

Acljust Layout
Gustum gray @l Styles
9 Tt Layout| b BéCkgmund: = a Choose a Ia.yout
| ¥ nssign Logo Edit HTML Template | n | =8 [ -SrILElli:itle'

template

Message to show if revired questions are not answered _
Sie haben leider nicht alle notwendigen Fragen auf || Question header:

width: 200 | px
B0 width: 500 |

dieser Seite beantwortet, Diese Fragen sind fir eine El Alternatives:

HHE e

sinnvolle Datenauswertung unverzichtbar,
Bitte erganzen Sie daher Ihre Antworten,
Wielen Dank! E

Repeat alternatives after 10 itemns

Click on
(“New Layout”)

Barder;

[ sccept | [ sSavess.. | [ Reset ] e Name the Template

Erulupsi- sy Siy s

Confirm changes

Skript-Eingabeauffordenng: e oK.
Flease enter the new layout name: i
e Abbrech

|mein neues Layout

A-quick Guide for creating online questionnaires with eQuestionnaire | © 2002-2008
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Before the start: Adjust Layout (V)

Adjust Layout for "Test"

ﬂ\djust Layout
custom gray _ Styles 0
e a e @ Backaround:
E e L
= e Title:

| #BE6 aesign Logo E Edit HTML Template |3 | =5 IT

Subtitle:

Messqae to show if revired questions are not answered \
hatpen leider nicht alle notwendigen Fragen auf *
Yoot Feite beantwortet, Diese Fragen sind flr eine
lsinnvole Datenauswertung unverzichthar, %
|Bitte grganzen Sie daher Thre Antworten, -
|Wielen Dank! E

[¥] Repeat alternatives after 10 iterms

eQuestionnalre™ =13 >04>05>06>07

This is a sample text. his is a sample text. This is a sample text. This is a
sample text. This is asample text. This Js a sample text. This is\a sample
text. This is a samplg text. This is a samiple text. This is alsample text.
This is a sample teyt. This is a sample Yext. This is a samp|le text\ This is a
sample text. This j5 a sample text.

eGuestionnglire™

This is a fample text. This is a sampgle text. This is a sample text.

A-quick Guide for creating online questionnaires with eQuestionnaire |

With the help of menu button you can now:

1.Define Colours and Fonts Farben und
(T, m)

2.Configure Widths of questions an
alternatives Breite von Fragen und
Alternativen festlegen

3.Choose the Logo (%)

4.Design a HTML-Template (&)

5.Label the Next and End buttons (&)

6.Choose and alter the Progress-bar (=)

7.Formulate the text that appears when
respondents did not answer the mandatory
questions

On the graphic on the left side of the chart you

can see respective relations between the buttons
and layout elements (shown by arrows)

© 2002-2008
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Before the start: Adjust Layout (VI)

The fonts are to be altered just
in any modern text processor.
You can choose the size, type,
The colours could be also defined within the alignment, and colour.
hexadecimal HTML-schema. AaBbeZZ

You can define the background colour of every
layout element.

#FCFER |

QM dth: (300 |px The specifications of question and/or alternative 9:;_;,;;9“ = - BuitonsSetling.*] It is advisable to change the logo . Just
i L—ﬁ 0 widths are to be made in pixel. We recommend lesem d oers g s o L0 og: choose from the pull down the appropriate

to use the following widths: For questions -  ¥8 {eQogo) image to substitute the standard

between 300 and 500 Pixel and for alternatives — ,, = eQuestionnaire logo with an uploaded

between 50 and 80 Pixel. Please note, too small image.

or too big defined widths can distort the layout - ) R
See also: “Image: Images-Browser

appearance.

e The most flexible way to adjust the layout appearance is You can alter the labels of Next

programming a HTML-Template. Use this possibility only if [ = il and end buttons.
you feel familiar with HTML-Markup-Language. ext: st > | [Hes]
Done: ‘Erldil

You can choose between three progress-bar types.

Please select the Progress Bar Face you want ko use:

For long questionnaires we recommend to sue the
Progress: 01> D2 > 03 > 04 > 05 > 06 > progress bar of the second or third type, so that the

respondents are not being confused by the large number
confirm the changes!

[T |
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START!

Now the questionnaire is ready for action! You can start it and make it accessible
over the internet for your respondents:

Start the survey:

eQuestionnaire

st g Properties of "Test" 0 S . h . .
TS| witch to questionnaire
s @)e—— o Statet (2)
® |_] ¥k ation |Test | Paggsl:SSIESGroups: 5 Items: 50 VIeW %

2] . [2]:Exclusion Title
g Ezi:g:;s:;;;':g SokCHS My first anline-survey ‘ g‘! Adjust Layout | la;] | ﬁ: Wiew Structure 5"'; Print Structure
@ |_J[5]End e start 11 Pausefstop | m Evaluate %Export ko 25
Subtite ’ e lick on *» (u r n)
[y eQuestiornaie] ik to this eQuestionnaire for your respondents: C C O Sta t
W tp: fflocalhost /1 leQuestionnaire, 7= 2325 |
| BGet frame's HTML | Copy this euestionnaire i
URL to fillow when finished:
(hittp:f fwrvew eQuestionnaire. de \
e e Your questionnaire is now
_%Jillgl accessible under the link

provided on the questionnaire
view in the field (see n. 3)

Keep this in mind:
The structural changes of the questionnaire (i.e. creating/moving/deleting of a page/group/question)
could make the gathered date inconsistent. Therefore such changes cannot be done in the started
mode. Such changes induce the need of rebuilding the database. Because of this you yhould always
export the gathered data before topping the questionnaire/survey (see ,Export ).
You can edit all of the elements of the questionnaire if it stopped, you can alter the texts if it paused
and you can alter nothing it questionnaire is running/started.

| A-quick Guide for creating online questionnaires with eQuestionnaire | © 2002-2008
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START! : Identifying of respondents

Your respondents can access your questionnaire under the link, which is normally appear
in the following format:

http://equestionnaire.org?q=XXX or :
where XXX indicates the unique questionnaire ID in the system of eQuestionnaire™.,

If you want to be able to identify the one’s respondent data you can expand the link with
the respondent’s ID. For this purpose just add to the link the following expression
»&d=YYY* (with YYY = unique respondent ID). The new link than looks like this:

http://equestionnaire.org?q=XXX&id=YYY or http://equestionnaire.de?g=XXX&id=YYY,
with:
XXX — system internal id of the questionnaire
(granted by eQuestionnaire™)
YYY — unique ID of the respondent (freely definable, max. 255 characters:
Letters, Numbers and/or other symbols ,_“ und ,-“)

Immediately after the individualized link is called, the expression ,YYY* will be saved in
the database in the “id” field (see chapter “Export” for details).
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START! : URL-Masking

If you do not want your respondents to notice that fact that your survey is running on the server
eQuestionnaire.de you can mask the questionnaire’s URL by placing a HTML-file on your web server and
providing your respondents with the link to this file. In this case the respondent will only see an URL of your
web server and will not suspect that the survey is actually is hosted somewhere else.

The content of that HTML-file is provided on the questionnaire view:

eQuestionnaire = . . o 0 SWItCh tO questlon nal re
= roperties of "Test
[Test ¥ H
087 @000 |X| || 1w view (=)
= Itt__ ITNGTB Statistics .
¥t ation es : : ; |
=[] \EZ]:Exclusion f_ILt‘?_ - St oot i e CI IC k O n E
o Ez}:g:;sot;;: ':;r smokers iMy first online-survey 338 adijust Lavout | B | P view Structure g,; Print: Structure 13 H TM L F [}]
@ |_|s1:End P start 11 Pause/Stop | @ Evaluate [ Export bo C5 = ram e

- Subtite
[by eQuestionnaire]

Link to this eQuestionnaire for your respondents:
i/ flocalhost! leQuestionnairef fq=235

Copy and paste the displayed

| LﬂGEt Frame's HTML | Cnpy this eQuestionnaire i .
_URL to followe when finished: HTM L'COde Ina teXt-flle ans save
i faeer eQuestionnie.do | it on your server. From now on
Aocept J1 Reset you can provide your respondents

El i m -Lclguut
'jSlil with the link to your this file on

your web server routing them to
equestionnaire.de. without they
notice this.
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V. After the Start

Pause / Stop
- Evaluation
- Data Export
- Format of the exported table
- Import in Microsoft Excel
- Import in SPSS
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| eQuestionnaire™ - Your Tool for Online Surveys

After the Start: Pause/Stop

Immediately after the start of the survey three further functions become active: Pause/Stop, Evaluate ans

Export to CSV. Here come some comments to this functions:

eQuestionnaire
Properties of "Test"

[Testlstated] [
O & e |00 X Test
= ] _Mame Statistics
[1]—alutation |Test | Pages: 5 Groups: 5 Items: S0
[2]:Exdlusion Title
é;i’ ayout | @ | %: Wi Skructure L:ﬁ Prink Struckure

[3]:Questions For smokers EM\" first anline-survey
[4]:Demographis |
[5]:End

- 5 11 PausejStop | @ Evaluate 5 Export to CSY

 Subtitle
|[by eQuestionnaire]

Link to this eCusstionnaire for your respondents:
|http:HeQuestionmaire.0rg?q=235

| EGat Frame's HTML | %Copy this eQuestionnaire

_URL ta fallow when finished:
Ehttp:waw.eQuestionnaire.de |

Aot

_%JEI@IEI g

P start 1] Pause/Stop | @ Ewaluate GfqExport bo CSY

Keep this in mind:
The structural changes of the questionnaire (i.e. creating/moving/deleting
of a page/group/question) could make the gathered date inconsistent.
Therefore such changes cannot be done in the started mode. Such
changes induce the need of rebuilding the database. Because of this you
yhould always export the gathered data before topping the
guestionnaire/survey (see ,Export “).
You can edit all of the elements of the questionnaire if it stopped, you can
alter the texts if it paused and you can alter nothing it questionnaire is
running/started

| A-quick Guide for creating online questionnaires with eQuestionnaire |

Pause/Stop the survey

G Switch to questionnaire
view (=)

e Click on m
(“Pause/Stop”)

The survey is now paused. That is, it is not
more available over the internet for
respondents. It cannot save any data
coming from them.

The “start” button changes its colour to red
(# ). As long as start-button red is, you
can continue the survey. If the colour
changes to blue, that means that for a new
start of the survey the survey database
must be recreated.

Therefore please save/export the gathered
data before you stop the survey
completely!
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| eQuestionnaire™ - Your Tool for Online Surveys

After the start: Evaluation

For the sake of monitoring of the survey’s progress eQuestionnaire™ offers
an evaluation function. With the help of this function you can quickly identify

the answer trends or quotes completion of the running survey.

To switch to the Evaluation View please click on the button @ (“Evaluate”)

P Start [l Pause/Stop | @ Evaluate B Export to CSY

© 2002-2008
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After the Start. Data Export (1)

The purpose of eQuestionnaire™ -Web-Tool is to prepare the data of the online
surveys for the subsequent analysis in the most efficient form. l.e. the gahthered
data must be exported in the format of analytic software, such as Excel, SPSS,
SAS, etc.

The Export-Operation of eQuestionnaire™ saves the data in the CSV-file
(Comma Separated Values). Such a file can easily be opened by all modern
analytic software and tables processors.

To switch to the Export View just click on the “CSV-Export” button on the
Questionnaire View ().

P start 11 Pause/Stop | @ Evaluate qExport ko CSY
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After the Start: Data Export (1)

Export to CSV "Test"-answers database Here you can export the answers database in
the table form as a CSV-file.

Export View:

CSY options
A T . The defaul i h dard : : .
Fieks separatert by ;. e L The default settings of this view meet the
- PSS v.9 and above, Ch thi ti by if H H H
Fids endosed by | R o . e RIRAEEEE standard requirements for export/import in
Bt Sheiien o |E Mote also, that Microsoft Excel™ and some other table MICI’OSOft EXCG' and SPSS V.9 and above.
Lines terminated by [rin processors do not import CSW-tables with rmore than 255 Please Change these Settings 0n|y if you are
i fields, This means that if your eQuestionnaire contains .
place MULL by INULL more than 250 items those table processars won't be able familiar to the CSV-format.
toimport the C5Y made by this operation,
[¥] Put fields names at first row -
[Juz_a}ﬁ il . “'

9 9 Einige Dateien konnen auf dem Computer Schaden annichten. . .
Wenn die D ateiin ti b dachti hen oder Si
L N s e e o 2 Dt o G 0 Choose if the field names
should be exported in the

noch speicherm.

Dateiname:  Tesk 130304 1026.csv [Help]
D ateityp: Microsaft Excel-Arbeitsblatt C SV_fi I e
Won: localhost ’

& Diezer Dateityp kann dem Computer schaden, wenn er

bozartigen Code enthalt. e CO nfl rm th e Ch Oice

Soll die D ater genffret oder auf dem Computer gespeichert werden?

[ Offnen e-Sp.eichemﬁl Abbrechen J [ Detailz J A Flle Download Dlalog will be Opened

Vor dem Oifnen dieses Dalefbs immer bestatigen

e Click on “Save” and choose
the target directory

The data is now ready to by analysed!

The questions of importing the data in the
analysis software are discussed below.
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After the Satrt: Format of exported data

Independently of whether the field names are chosen to be exported or not, the
order of exported fields is the following:

respon dent — unique ID of respondent. (set by eQuestionnaire system internal)
|d — the respondet id from URL (see “START! : Identifying of respondents”)

comp leted — 1 respondent has ended the questionnaire on the last page or on the page marked with “complete flag” (see “Creating
a Page”), 0 otherwise.

fl I I — shows how many percent of questions were answered by current respondent.
Start — pate and time the respondent has started the survey
duration — shows how much time the respondent has spendet on filling the questionniare until the last page

las t_p aAg € —Number of der page, the respondet has seen as last

All other filds are ordered corresponding to the order of questions in the
questionnaire (i.e. v1, v2, v3, ... vn). The complete list of questions you cann
alternatively obtain form the “Structure View” (&) or “Print Structure” (=) in
backoffice of eQuestionanire.
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DRAFTI!!

After the Start: Import in Microsoft Excel

If the Microsoft Excel™ is installed on your PC you don’t have much to
du — just double click on the icon of the exported CSV-file:

ez el 122
Microsoft Excel™ automatically opens the data from the CSV-file

E | ey oie [[ P ire "- E'=' _ ﬂl'_ 4-.

% Datei Bearbeiten  Ansicht  Einfligen  Format  Extras  Daten  Fenster 7

= [#])

Frage hier eingeben - o 8 X

N SHR SRR B -4 [ -0 -[Fle yS=E=HB€(F|E-5 A F

Al - & respondent

A B | ¢ | o [ E | F | & [ H | v | 4 [ K [ L |FH

1 lrespondent lid ccompleted fill _start  duration  last_page w1 W2 w3 v =3 il |

| 2 |DfBeeebbeodsNULL i 46% Feb 142004 | 00:00:35 4 NULL sdfghjk wasdfgh]  dfgihk (NULL _?_N_LI
| 3 |Bb7228beB0d MULL 1] 4% Feb 16 2004 00:11:57 4 MULL | sdfghy (wsdfghj | dfghjk [MULL ML

4

And now you can analyse your data!...
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Gruppentypen

.~ text/picture

Hallo,

das ist ein Textfeld {&).

Benutzen Sie das Textfeld (&) immer wenn Sie den Respondenten etwas mitteilen oder zeigen miochten, ohne gleichzeitig
etwas zu fragen.

Obwohl dieses Field keine Items haben kann, hildet es eine selbstandige Gruppe.

8 input area

Mit Hilfe von “Input Area” (=) konnen die Respondenten z.B. ihre unfassendere Kommentzare eingeben.

Obwohl fiir Input Area auch eine gruppe erstellt werden muss, werden ithre Items von einander getrennt angezeight

eQuestionnaire.de™



j= &

}_

I}

st

=
(@)
_.l
(0

Gruppentypen (1)

input line

"Input Line™ Gruppe (2I) erwartet eine
Benutzereingabe.

Den Items dieser Gruppe kinnen Yariablen
zugewiesen werden, um das Eigegebene
spdter in dem Fragebogen zu vervwenden
(z.B. der Name des Respondenten). Beachten
Sie, dass diese Variablen erst ab der
ndachsten Seite vewendet werden kinnen.

Optional kann diese gruppe auch einen
Header haben, um Cahrakter der
Eingegebenen Daten zu bezeichnen (z.B. "%"
oder "bitte eintippen”)

Die Items dieser Grupppe kinnen Attribut
“requires answer” haben. In diesem Fall
werden die Respondenten die aktuelle Siete
nicht verlassen kinnen, bis sie die Frage
beantwortet haben.

Anrede
MName

Yorname

; f b " A quick Guide for creating onl =Questionnaire.de™
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Gruppentypen (l1)

= rating/ranking

Desweiteren, stehen unterschiedliche
Raiting-Skalas zur Yerfiigung.

Wie z.B. choicefrating (=)

Innerhalb der Items kinnen Sie jeder
Alternative einen "Anchor” zu einer anderen
Seite zuweisen.

So konnen Sie die Wege steuern, die die
Respondenten duch Ihre Fragehigen gehen.

Ubrigens...
Wie finden Sie das Layout dieser Gruppe?

« wide rating/ranking

Fiir umfassendere Bewertungen mit viel Einleitungstext oder mehereren Alternativen ist “raiting™ (%) zustandig.

Diese Gruppe uterscheidet sich von "choice fraiting™ nur mit dem Layout.

dropdown

Ahnlich wie rating kiinnen die "dropdown"”- Deutsch
lists (&) zum Zwecke des Wahlens

eingesezt werden
Englic

Welche Sprache kinnen Sie am besten? weder noch

cQuestionnaire.de™



Gruppentypen (1V)

B semantical differential

Die Online -Marktforschung Die Online -Marktforschung
ist esher ... ist esher ...

preiswert

schnell O O O O O langsam
moderh » O > O O von gestern
praktisch C O C O O theoretisch

nnovativ 3 ] 3 ] 3 kostervativ

eQuestionnaire.de™



Gruppentypen (V)

§ vertical rating/ranking

Fiir eine Eindeutige YWahl benutzen Sie bitte
"vertical choicefrating” {ZE

Ich bin ein Student

Ich bin kein Student und freue mich, dass ich
nie mehr Klausuren schreiben muss.

multiple choice

Wenn aber auf die Respondenten mehrere
Alternativen gleichzeitig zutreffen kinnen,
empfiehlt sich die "multiple choice" (2%)

Dabei kann die Anzahl von Treffer begrenzt
werden.

In diesem Fall ist die Grenze auf "3" gesezt

Also, bitte nicht mehr als 3 Alternativen
Wahlen!

A for cre m:] =Questionnaire.de™




Gruppentypen (V1)

combo

Die “combo™-Gruppen {a'& J kinnen Sie
wahrscheinlich nicht so oft einsetzten. Es
findet sich jedoch immer ein Grund sie zu
benutzen.

So z.B. fiir die Jour-QUAL Forschung war
dieses Gruppentyp unerlaBlich
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