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[bookmark: _Toc55835616]What has changed from LimeSurvey v2 to v3
· Log into the system with your McGill username and password, same as logging into most other McGill systems. No need to keep track of a separate password.
· New feature to add a consent form, to which participants must agree before continuing with the survey. This is useful for research surveys that require a standard confidentiality / privacy consent form. See *NEW: Data policy settings
· For those with web publishing expertise, you can now customize the look & feel of your survey by adding a Cascading Style Sheet (CSS) file.
· Interface organization has changed, but all the same elements are present.
[bookmark: _Toc55835617]Getting started
[bookmark: _Toc55835618]Requesting a LimeSurvey account
If you have never used McGill’s LimeSurvey tool, you will need to request access. Submit a general request form on the IT Support site at www.mcgill.ca/itsupport  to request access to LimeSurvey and to have a blank default survey created.
[bookmark: _Toc55835619]Logging in and accessing your survey
· Once you have been granted access, you will receive an email with instructions on how to log in. Go to https://surveys.mcgill.ca/ls3/index.php/admin and enter your McGill username (first.last@mcgill.ca, first.last@mail.mcgill.ca or first.last@affiliate.mcgillca) and the password you normally use with that username. 
· If this is your first survey, a default survey should have been created for you. Click List available surveys from the survey home page and click on the name of your survey from the “Surveys” list. 
[image: ]
[bookmark: _Toc55835620]Overview of the LimeSurvey interface
After signing into the LimeSurvey site, click List available surveys to access the surveys for which you are the administrator. 
For each survey, you will see the Survey ID, Status (active, inactive, expired), Title, date Created, Owner and information about the responses received.
[image: ]
Click the title of the survey you want to work on. When the survey opens, you will notice a navigation menu on the left side, and a content pane filling most of the screen. 
[image: ]




[bookmark: _Toc55835621]Left side navigation menus
The navigation pane is divided into two main tabs:
The Settings tab is further divided into two menu groups:
· Survey settings: options here allow you to view and edit elements related to survey activation, text of the welcome and conclusion messages, theme (colors and text styles), how participants will navigate through your questions, etc. 
· Survey menu: These options allow you to view and organize questions, as well as manage survey participants (for surveys that are closed to a specific participant list).

[image: ]

The Structure tab gives you a shorter menu of options related to the actual survey questions. 
[image: ]
[bookmark: _Toc55835622]Top menu navigation
The menu options at the top of the content pane change depending on the page you are looking at. The relevant top menus are described in more detail within each topic.
	[image: ] 

	TIP: Whenever you are done making changes to a component or question, if you simply click Save, you will remain on that page. Click Save and close to return to the previous page.





[bookmark: _Toc55835623]Overview
[image: ]
The survey Overview page appears when you first open your survey. It contains several settings widgets for quick access: 
· Survey URL: This is the web address participants will use to access and complete your survey. If your survey is multi-lingual, you will have different URLs for each language, and participants are given an option to switch between languages.
· End URL: You can specify a web page that will open once the participant submits the survey.
· Survey general settings: Information about the owner and administrator
· Text elements: These are the introductory and closing messages that appear apart from the survey questions.
· Publication and access settings: Conditions for when the survey is available, and how it is presented.
You can open these widgets to edit them by clicking the icon in the top right corner of the widget; 
[image: ]
[image: ]They are also available from the Survey settings menu in the left side navigation page.
To get back to the Overview page at any time, click on the home link and survey title above the navigation pane.
[bookmark: _Toc55835624]Step 1) Create a survey
[bookmark: _Toc55835625]Your first survey
If you are new to using LimeSurvey, your first survey will be created for you. You can just open it and begin adjusting the general settings, such as adding a welcome message, choosing a template and deciding how you want users to navigate.
[bookmark: _Toc55835626]Import an existing survey from LimeSurvey version 2
If you have an old survey in the previous version of LimeSurvey (v2), and you want to use it as a basis for a new survey, follow the steps below to Export from the previous version, and import into the new LimeSurvey (v3) tool.
[bookmark: _Toc55835627]Export survey from previous version
1) Navigate to the survey you want to export. From the home page click the Display/Export button in the top menu and select Survey structure (.lss) 

[image: ]

2) The .lss file will be downloaded to your computer so that you can import that structure into the new version of LimeSurvey.
	[image: ] 
	IMPORTANT:  If you have submission data from this survey that you have not exported, it will be inaccessible once the old version of LimeSurvey is decommissioned. We strongly advise you export the submission data into a file format, such as Excel for future reference.





[bookmark: _Toc55835628]Import an existing survey from .lss file
1) After you log into LimeSurvey, from the top menu of the Surveys homepage, click Surveys > Import a survey.
[image: ]
2) On the Import tab, click Choose File and select the .lss file you exported from the previous survey. 
[image: ]

3) [image: ]Click Import survey.  If successful, you will see a “Success” page, with additional details about what was imported. You may also see additional Warnings if there were conditions the update feature was not able to handle. 

4) Click Go to survey to access the new survey.
5) Click Preview survey, in the top menu of the survey page and run through each question to ensure it behaves as expected. 
After importing an older survey, you may want to choose a new template, or adjust the display and navigation settings. See instructions for Survey Settings below.


[bookmark: _Toc55835629]Step 2) Adjust your survey settings
[bookmark: _Toc55835630]General settings
You can edit the appearance (theme) and general survey settings by clicking General settings from the left side navigation pane.
[image: ]
Languages: The Base language is English, but you can choose additional languages; for each language you select, you will be able to add translations for all text elements (e.g., welcome messages, as well as questions). 
LimeSurvey will generate separate URLs for each language so that you can send your participants links to the language of their choice. Participants will also have the option to switch between languages. 
[image: ]
Survey owner: This is the person responsible for running the survey and collecting the results.
Administrator: One or more survey administrators can be listed; these people are responsible for technical aspects of the survey. The Administrator name(s) will be included in emails sent out inviting participants to respond.
Administrator email address:  If participants need support, or in case of errors, notifications are sent to the address(es) listed here. Separate each email address with a semi-colon (;)
Bounce email address: This is the email address where a delivery error notification email will be sent. By default, this is the same as the administrator's email address.
Fax to: This field is used to give a fax number on the "printable survey" - ie: if you want to send someone a hard copy because they cannot use the online survey. 
Format: Select how you want the questions to appear: 
[image: ]
· Question by question – each question appears on a separate page. Good for surveys with detailed questions that require a lot of reading, and questions with many sub-questions and/or multiple-choice options.
· Group by group – when you create question groups, each group of questions will appear on the same page. 
· All in one – all questions appear on the same page; a good choice for relatively short surveys (less than 10 short-answer questions). NOTE: Do not choose this option if you plan to display a data privacy/consent policy that the participant must accept.
Template: There are a few different styles for colors and fonts. The McGill default template is branded with a McGill logo and features simple gray colors.
Select a style and preview your survey to see how each type of question is displayed. 
You can make further adjustments to the appearance and navigation in the Presentation & Navigation section.






[bookmark: _Toc55835631]Text elements (welcome, end messages)
[image: ]From the navigation pane, click Settings > Text Elements to enter / edit the following: 
· Survey title – appears at the top
· Description – for internal purposes
· Welcome message – the text participants see when they enter the survey, “Your voice matters… ”
· End message – the message participants see when they submit their responses, e.g., “Thank you for helping improve… ”
	Note that most of the fields contain a WYSIWYG formatting menu with controls to allow flexible text styling and images.



· End URL - This URL will be presented as a link at the end of the survey and allows you to direct your participants back to your home page (or any web page). 
The End URL starts with "http://", e.g., http://www.mcgill.ca 

· URL description: The description for the link using the End URL.
· Date format: Choose how you want dates to be displayed.
· Decimal mark: By default, the decimal for numbers is a point, but you can choose comma (,) if you prefer.






[bookmark: _Ref55835311][bookmark: _Ref55835332][bookmark: _Ref55835343][bookmark: _Toc55835632]*NEW: Data policy settings
This new feature allows you to display a confidentiality statement/ consent form that the participant must agree to before continuing to fill out the survey.
	[image: ] 
	IMPORTANT: If you are requiring the participant to agree to the data policy before continuing the survey, you must choose to display your questions using the format Group by group or Question by question in the General settings page.


[image: ]
From the Settings tab of the navigation pane, click Data policy settings. Then specify the following:
Show survey policy text with mandatory checkbox: 
· Don’t show –if you don’t have a data policy, or if you don’t need the participant to agree before continuing.
· Inline text – if you want to put the text of your data policy directly on the page and you don’t want the participant to be able to collapse it.
· Collapsible text – if you want the participant to be able to show/hide the policy, or if you want to display the policy on a separate website URL.
· Survey data policy checkbox label: Enter the text that will appear beside the checkbox that the participant will have to check.

	[image: ] 

	TIP: If you want participants to view your survey data policy on a website, you can specify the URL inside the Survey data policy checkbox label, surrounded by the words in curly brackets: 
{STARTPOLICYLINK}http://www.mcgill.ca/xxx{ENDPOLICYLINK}



Survey data policy message: If you are not providing a website URL, enter the full text of the data policy here.
Survey data policy error message: This is the message that will appear if the participant tries to continue the survey but does not click the checkbox. If it’s empty, there is a default error message.

[bookmark: _Toc55835633]Presentation & navigation settings
From the Settings tab of the navigation pane, click Presentation to open that section and view the options:
[image: ]Navigation delay: Number of seconds before Previous and Next buttons are enabled. Default 0 seconds. 
Show question index / allow jumping: 
· Disabled by default.
· Incremental means participants can jump to any question within the same group. 
· Full means participants can jump to any section in the survey. 
Show group name and/or group description: 
Controls the display of Group Names and Descriptions. Four Options: 
· Show both (Default) 
· Show group name only 
· Show group description only 
· Hide both 
Show question number and/or code: 
· Show both (Default) 
· Show question number only 
· Show question code only 
· Hide both 
[image: ]Show "No answer": Set to Off (Forced by system administrator). 
Show "There are X questions in this survey": On/Off. Default is On. If kept on, the message containing the number of questions will be displayed on the Welcome Screen. 
Show welcome screen: On/Off. 
If On, the welcome message defined in Text Elements section will be displayed. Default is On. 
Allow backward navigation: This option defaults to On; however if you set it to "Off" users will not have the option of moving to a previous page while completing the survey. 
Show on-screen keyboard: By activating this setting there will be a virtual keyboard available for certain question types. 
Show progress bar: On/Off. Default is On. Displays a progress bar so participants can see how much of the survey is remaining as they answer each question. 
Participants may print answers: Default is Off. When it is set to On, a participant can print a summary of their responses when they submit. 
Public statistics: Default is Off. If set to On, users who have submitted the survey will be presented a link to statistics of the current survey. 
Show graphs in public statistics: Determines if public statistics for this survey include graphs or only show a tabular overview. 
Automatically load URL when survey complete: Default is Off. If turned On, when the survey is submitted, it will automatically redirect the participant to the End URL specified in the Text elements. 



[bookmark: _Toc55835634]Publication & access control
These settings on this page are mainly to specify the start and end dates when you want the survey to be open for submissions.
From the Settings tab of the navigation pane, click Publication & access to open that section and view the options. All options are blank or OFF by default.
[image: ]Start date/time: Set this to the date and time when you want people to be able to start submitting responses. If people attempt to submit the survey before that date, they will get a warning message, letting them know it is nor open for submissions.
To disable, just clear the date from the field. 
Expiry date/time: Set this to a specific date and time you want your survey to expire. To disable this just clear the date from the field. 
	NOTE: Even with the start date specified, the survey will not become active until you manually activate it.  If there are no start or expiry dates, the survey will remain active for as long as you like, until you manually deactivate it.


[image: ]List survey publicly:  If set to On, your survey will be listed in the 'available surveys' portal, accessible to anyone from the page: https://surveys.mcgill.ca/ls3 
Set cookie to prevent repeated participation? If set to On, a user working on the same computer will only be able to submit the survey once (unless they clear their browser cache and cookies).
Use CAPTCHA for survey access: Set to On if you want to display a text CAPTCHA to the user to ensure a real person is accessing the survey and not an automated script. 
Use CAPTCHA for registration: If set to On, it asks the user to enter a CAPTCHA text before entering the Registration page.
Use CAPTCHA for save and load: Asks the user to enter a CAPTCHA text before Loading/Saving partial answers. 

[bookmark: _Toc55835635]Theme settings
[image: ]On this page you can customize various options for the chosen theme, such as replacing the logo, using a different font or even applying advanced styles.
[image: ]In order to open up the options, you need to set the Inherit everything option to “No”.

[bookmark: _Toc55835636]Notification & data management settings
These settings allow you to choose what information you want to be able to track about participation, so that you can analyse factors that may have affected your response rate.

From the Settings tab of the navigation pane, click Notifications & data to open that section and view the options:
[image: ]
Date stamp: When turned On, the date and time are recorded for all survey responses. 
Save IP address: When turned On, the IP address of the respondent is saved. 
Save referrer URL: When turned On, it saves the URL from which the respondent was led to your survey.
Save timings: When turned On, it records the length of time a user stays on one page while completing the survey.

[image: ]Enable assessment mode: When turned On, the survey is treated as a quiz, which can be graded with correct/incorrect answers. 
Participant may save and resume later: When turned On, it allows a participant to save his responses and resume to complete the survey later. 
Send basic /Send detailed admin notification email to: Enter one or more email addresses (separated by semi-colon) if you want to send notifications whenever the survey is submitted. 
Google Analytics settings: Google Analytics provides graphical data on the survey response rate and engagement, telling you when people came to the page, how long they stayed, where they came from and where they went afterward.
· None: No analytics performed
· Use settings below: allows you to enter a Google Analytics Tracking ID.
[image: ]

· Use global settings: Allows you to select the style for your Google Analytics report, but no tracking ID.


[bookmark: _Toc55835637]Participant settings (Tokens)
Tokens are used if you have a specific set of survey participants and you want to give each of them a unique URL to access the survey so that you can track their participation.  The token is a random number appended to the URL and associated with a specific participant.

When tokens are used, you can import the list of participants and allow LimeSurvey to generate invitation and follow-up emails. Find out more about using tokens in Step 5) Invite participants.

	[image: ] 

	TIP: If you are planning to distribute your survey to a large audience, and you are not planning to track who has filled it out, you can skip this section.  The default settings allow anonymized responses and no tokens.



From the Settings tab of the navigation pane, click Participant settings to open that section and view the options:
Set token length to: This field allows you to set the number of characters used for each unique token. The default length is 15.
[image: ]Anonymized responses: When tokens are used to control survey access, this setting allows you to determine whether responses are matched up with information from your survey’s tokens table, or kept anonymous. 
Enable token-based response persistence: When turned On, it allows the participant to resume after partially completing the survey.
Allow multiple responses or update responses with one token: If turned On, participants may return to his survey by clicking the invitation link, even if they have already submitted the survey. This only works when Anonymized responses is set to Off.
Allow public registration: When turned On, it allows anyone to complete the survey, while maintaining the use of tokens. 
Use HTML format for token emails: When turned On, it allows your invitation email to contain HTML formatting.
Send confirmation emails: When turned On, a confirmation email is sent to the participant after submitting the survey.
[bookmark: _Toc55835638]
Step 3) Add and edit questions
Survey questions are organized into groups. Each question must be a member of a group (and only that group). Depending on the number of questions in the survey, groups can be used to define logical sections, common subject themes, or pages on the screen. A group can have questions about a similar subject or simply be set up as a manageable number of questions.
A question group has a Title and an optional Description. You must have at least one group in each survey, even if you do not wish to divide the survey into multiple groups.
Creating a question group 
1. Click on the Structure tab in the left navigation panel.
2. Then click Add question group.
[image: ]

3. Enter a Title (required) and a Description (optional) for the group. You may use the HTML editor for the description to include images, formatted text, etc.

NOTE: The group title and description can be displayed or hidden, depending on your selection in the Presentation and navigation settings page (accessed from the Settings tab).






[bookmark: _Toc55835640]Editing or deleting a question group
From the Structure tab on left side navigation panel, click on the group name. In the top menu of the page you can do the following:
[image: ]
· Preview survey – Verify how participants will view and interact with the survey.
· Preview question group - Verify how participants will view and interact with this group of questions.
· Edit current question group - Make changes to the group title and/or description
· Delete current question group - Remove the entire group and all questions (including sub-questions and answer options). 
· Export this question group – Export the entire question group to a file that you can then import into another survey.
· Check survey logic for current question group – Verify if there are errors in any of the conditions you have set within the group. 

Adding questions 
Questions are the core of your survey. There is no limit to the number of questions you can have in your survey or in a group. Questions include the actual question text, sub-question text, answer options, as well as settings that determine how the question will be displayed and how results will be stored. 
You can also specify a short 'help' explanation for each question and determine whether the question is mandatory or optional. 
To add a new question: 
	1. From the Structure tab on the navigation panel, page, select a question group and click Add question.


OR


Click Add new question to group on the Group summary page or on the Question summary page.
	[image: ]


	2. Enter the basic attributes:
	


· [image: ]Code: Enter a unique code for the question, starting with a letter and containing no spaces. This code will be used to identify the question when exporting the survey structure, or the results. It is not displayed to participants taking the survey. 
· Question: This is the question that will appear on screen. You can use the WYSIWYG editing controls to change the text style, size and color, or add images if needed.

· Help: This is an optional field. It is useful if you want to provide additional instructions for how to answer the question. 
 
NOTE: LimeSurvey provides automatic hints based on the question type you select; for example, “Choose all that apply” is the default hint for multiple choice questions. You can turn off these automatic hints and use the Help field to provide your own personalized instructions
3. Choose a question type
There are many question types available. Click the button showing the current Question Type to open the Select question type window.
In this window you can preview how each question type will look before you make your decision. 
[image: ]
[image: ]
· Single choice questions 
· 5 point choice 
[image: ]
· List (Dropdown) 
[image: C:\Users\gkrim\AppData\Local\Temp\SNAGHTML3d04702.PNG]
· List (Radio) 
[image: C:\Users\gkrim\AppData\Local\Temp\SNAGHTML3d21d44.PNG]
· List with comment
· Array:  Arrays allow you to display a matrix, in which each row represents a different sub-question or item, and the answer options, labeled at the top, are available for each item. 
[image: ]
· Mask questions 
· Date 
· File upload 
· Gender 
· Language switch 
· Numerical input 
· Multiple numerical input 
· Ranking 
· Text display 
· Yes/No 
[image: ]
· Multiple choice questions 
· Multiple choice 
· Multiple choice with comments 
[image: ]
· Single choice questions 
· 5 point choice 
· List (Dropdown) 
[image: ]
· List (Radio) 
· List with comment 
· Text questions 
· Huge free text
· Long free text 
· Multiple short text 
· Short free text
[image: ]
· Question group: You can select any group for the question. However, beware of switching questions between groups if you have conditional logic in your survey.
[image: ]
· Option ‘Other’: If you select a question type that contains options(i.e., single-select list or multiple select list), you can allow participants to select ‘Other’ and enter their own text. 
[image: ]
· Mandatory: Turning On this setting allows you to require users to answer the question, before they can move on to the next page of the survey. For ranking question Mandatory means all items have to be ranked. 
[image: ]
[bookmark: _Toc55835642][image: ]Question options
At the right side of each question edit page, there are collapsible panels for: General options, Display, Logic, Other and Statistics. 
The options within each section vary depending on the type of question. Below, the descriptions provided give you an idea of what you might find useful for commonly used question types.

[bookmark: _Toc55835643]General options
Here you will be able to choose the question type, choose the question group it belongs to (by default it is the group you had last selected), and choose the position where it will appear within that group.  
Relevance is another general option, which is set to 1 by default. If you have specified conditions for this question, the relevance field will be different; see Setting conditions, below.
[bookmark: _Toc55835644]Display 
These settings allow you to specify visual/interaction options. Here are a few examples:
Use slider layout - allows you to choose sliders or stars for questions of type 5-point choice.
[image: ]    [image: ]

Category separator is a display option used with List type questions. It allows you to enter a separator character if your options are grouped. You can then insert this character into each of your answer options. In the example shown below, groupings of operating systems are separated using the colon “:” character as the category separator.
[image: ]  [image: ]
For additional details, see the LimeSurvey User Manual online.
[bookmark: _Toc55835645]Input
For question types that require the user to enter text or numeric data, this section contains options for restricting the length, min/max value or type of data they enter.
[bookmark: _Toc55835646]Logic
This section contains options for dealing with the response. For example, if you are creating a survey with assessment questions, you can specify which values correspond to ‘Correct’ answers and provide feedback to users depending on what they enter. For array questions, where there are several sub-questions, you can specify a minimum or maximum number of answers that can be selected. 
	[image: ] 
	TIP:  Preview the question to view the automatic hints that appear based on your logic specifications.

	[image: ]



[bookmark: _Toc55835647]Statistics
This section allows you to display the current results to participants if you wish. If you turn Show in public statistics On, and Display chart is On, you can choose what Chart type to display (Bar, Pie, Line, etc.)
[image: ]
Adding answer options and sub-questions 
Various question types, such as multiple-choice questions and arrays, require you to add a list of answer options and/or sub-questions. 
To add answers to one of these question types click on the "Edit answer options” button at the top of the Question summary page.
 [image: ].

When adding an answer you will be asked for an "Answer Code" and an "Answer”.
1. Answer code: This is the data that will usually be exported to your spreadsheet when compiling results. You may choose whatever code you want (5 character maximum). The code can only contain standard alpha-numeric characters. 
2. Answer: The answer that will be displayed. 
3. Position: Click and drag the cross-hair icon beside each answer option to change its position in the list. 
[image: ]
4. Default: To set a default answer for the question, click on the "Edit default answers” button at the top of the Question summary page. 
If you choose a default answer the survey result will record that value if the participant does not change it to something else.
[image: ]


[bookmark: _Toc55835649]Reorder groups or questions within a group
1. From the Settings tab on left side navigation panel, scroll down to the Survey menu and click Reorder questions /question groups:
[image: ] 

2. On the Organize question groups/questions page you can reorder groups or individual questions by clicking and dragging their titles to the desired position.
[image: ]

3. Click Save at the top of the page when you are done.




Setting conditions 
By default, all questions in a survey are displayed. However, you may want to show or hide questions depending on how a participant responds to previous questions.
You do this by setting up a condition or set of conditions on the question(s) that you want to show or hide.
[bookmark: _Setting_a_simple][bookmark: _Toc55835651]Setting a simple condition for a question
1. From the navigation panel by clicking Questions and groups > Question explorer. 
2. Click on the question that you want to show or hide (depending on responses to previous questions in the survey). 
3. Click Set conditions from the menu at the top of the question page to open the Conditions designer page.
[image: ]
4. In the Add condition section the most common type of condition is based on Previous questions – where the conditional display of the current question is based on the participant’s answer to a prior question in the survey.
5.  Select the Previous questions tab; then select the question or sub-question that the condition is based on.
[image: ]
6. Choose the Comparison operator (equals, not equal to, etc.).
[image: ]
7. Then choose the Answer option that corresponds to the condition on which the question will be displayed.[image: ]

8. Click Add condition, at the bottom to save it. 
The condition will appear at the top of the page.
[image: ]
9. Click the Close button at the top to return to the Question summary page.
NOTES: You may also specify conditions based on attributes of the person filling out the survey. To do so, select Survey participant attributes. Then select the attribute for the condition, the comparison operator and the value to compare.
[image: ]
You can add multiple conditions for the same question if needed.
	[image: ] 
	TIP:  When using conditions, it is recommended to test/preview your survey flow with all response combinations to make sure your conditions are working as expected.



[bookmark: _Toc55835652]Setting conditions on a question group
Your survey may need to show or hide a whole group of questions, based on participants’ responses to previous questions. For example, some surveys require participants to click “Yes” on a privacy agreement before having access to the remaining survey questions.
There is no direct way to set up a condition on a question group. However, you can achieve the same result by following these steps:
1. Select the first question in the group that you want to be able to show or hide, and set up the condition on that question (by following the steps for a simple condition, above).

2. When you close the set conditions window, you will see that the Relevance equation for that question now has a conditional statement on it, as shown below.

3. Copy that Relevance equation from the Question.

[image: ]


4. From the Question explorer, click the Group summary icon, next to the question group that you want to show/hide.

[image: ]







5. Click Edit current question group, at the top of the page and paste the condition you copied into the Relevance equation box for that group.

[image: ]

Now the condition will apply to the entire group of questions. 

6. Test your survey to make sure it behaves as desired.



	NOTE: For additional information about conditions, see the LimeSurvey user manual at: https://manual.limesurvey.org/setting_conditions/en 




[bookmark: _Toc55835653]
Quotas
If you want to limit your survey to a specific number of people, you can create a quota. You can also put a quota on the number of participants who respond with specific answers to a question.
[image: ]
[bookmark: _Toc511035287]

Step 4) Preview the survey or questions
Preview the survey, a question group or an individual question 
[bookmark: _Toc55835655]Preview survey
To preview the entire survey, click the Preview survey button at the top of almost any page.
[image: ]
[bookmark: _Toc55835656]Preview question group
Click Preview question group at the top of the Group summary page, or at the top of any question page. 
[bookmark: _Toc55835657]Preview question
To preview a question, click Preview Question at the top of the Question summary page. 





[bookmark: _Ref55040992][bookmark: _Ref55086205][bookmark: _Toc55835658]Step 5) Manage participants

[bookmark: _Toc511035288][bookmark: _Toc55835659]Initialize the participant table
The participant table allows you to specify unique tokens for each participant. This ensures that the participant will only fill out the survey once.  In addition, the master survey for continuing studies is set up to ensure anonymity of participants, so the tokens and participants table are not associated with the survey results.
1. From the Survey home page, click Survey participants.
[image: ]
1. When prompted click Initialise participant table. This creates an empty table with all the columns needed to track participation.
1. Click Display participants to view the empty table.
[image: ]

[bookmark: _Toc511035289][bookmark: _Toc55835660]Import a list of participants
You can create a list of participants in Excel or a .CSV text file and import it into LimeSurvey. 
1. Create an Excel file with column headings “firstname”, “lastname” and “email” (no spaces or capitalization) containing the corresponding values for each participant. You don’t need any other columns.
[image: ]

1. Save the Excel file in CSV format (comma separated values).
1. In LimeSurvey, from the Participants menu, click Create > Import participants from > CSV file. 
[image: ]
1. On the Import screen, click Choose File, and select the CSV file containing your participant list.
[image: ]

Click Upload. If there are no errors, you should see a message telling you how many new records were created. 
	NOTE: You can upload additional participants and the new ones will be appended to the existing participant table.
[image: ]



1. Click Browse participants to view them and spot check that the names and email addresses appear correctly.

[bookmark: _Toc511035290][bookmark: _Toc55835661]Generate tokens for participants
1. Click Generate tokens at the top of the Participants page. This will generate a unique code for each participant row, which will be appended to the URL of the survey when the invitations are sent,
[image: ]
1. If you click Display participants, you should now see that each one has a unique Token in the table.
[image: ]


[bookmark: _Toc55835662]Step 6) Activate your survey
[bookmark: _Toc55835663]Activate the survey
Once you are happy with the structure of your survey you can activate it by clicking Activate this survey, from the Survey homepage.
[image: ]
	Before you activate a survey, note the following:
· Once the survey is activated, you can change the text of questions and answers, or general text that appears on the survey, but you cannot change a question or answer type. 
· You cannot add or delete questions. 
· You cannot add answers to any of the array or multiple-choice questions - however you can add answers to the basic list type questions.


[image: ]
You will be prompted to verify the survey settings which cannot be changed. 
Click Save & activate survey when you are ready to make it live.


[bookmark: _Toc55835664]Step 7) Invite participants
[bookmark: _Toc55835665]Open, anonymous surveys
If your survey is open to a large audience, and you do not plan to manage each participant individually, you can just send out the general survey URL(s) to all participants and/or post the links on a public web page or announcement.
Survey URL(s) are listed on the home page of the survey; there are separate URLs for each language you have specified. 
[image: ]
NOTE: If your survey is multi-lingual you need to create the questions in each language via tabs at the top of each question.

[bookmark: _Toc55835666]Invitations for managed participants
If you are using a participant list (see Step 5) Manage participants),  it is easy to use LimeSurvey to send out the invitations, follow-up reminders and confirmations.
[bookmark: _Toc55835667]Edit invitation email templates
LimeSurvey has default email templates, but you will likely want to personalize them for your audience and purpose.
1. Go to the Settings tab of the navigation pane and click Email templates to access the various email templates, which you can modify to your needs.

2. On this page you can select email template you want to edit: Invitation, Reminder, Confirmation, Registration, as well as email notifications sent to the survey administrators. 
[image: ]

Enter your text in the message body and use the WYSIWYG menu bar to style your text. You can even add an attachment file, if needed.

Do not edit the text in curly braces: {FIRSTNAME}, {SURVEYNAME}, {SURVEY DESCRIPTION} These are keywords that will be replaced by data specific to your survey.


[bookmark: _Toc55835668]Send email invitations to your participant list
If you have set up a participant list with names and email addresses of everyone you want to invite, and you have edited the invitation email template, and if your survey has been activated, you can send out the email invitations.
1. Go to the Survey participants page.
2. The Survey participant summary table will indicate the total number of participant records and information about which emails have been sent to them.
3. At the top of the page, click Invitations & reminders > Send email invitation.

[image: ] 
 

[bookmark: _Toc55835669]Step 7) Analyse survey results
Browse survey results 
When your survey is active, the top menu bar options change. 
[image: ]
You will now see a menu named Responses, which contains options to view the Responses that have been submitted.
[image: ]
1) Click Responses & Statistics. The Response summary screen opens and displays the following information:
· The total number of full responses received (submitted) 
· The total number of incomplete responses recorded
· The total number of responses recorded (full response and incomplete responses)
[image: ]


[bookmark: _Toc55835671]View survey results
In order to view individual participant responses click the “Display responses” from the menu.
[image: ] 
You will see a table with all participant responses for all questions. 
[image: ]
You can use the dropdown list under the completed column to view All responses or only those completed (Yes), or not completed (No).
[image: ]
To view an individual participant’s responses, click the “View response details” icon on the row corresponding to the participant.
[image: ]
[image: ]




[bookmark: _Toc55835672]View Statistics
From the Responses and Statistics page, click Statistics.
[image: ]
By default, you enter Expert mode, where you have options to filter the data and display it as you wish.
[bookmark: _Toc55835673]General filters
Under General filters, there are many options for displaying the responses. 
[image: ]
Data selection: Allows you to filter the data to display based on the completeness of responses, elect to view a summary of fields subtotals.
Response ID: Allows you to specify a range of IDs to include – only applies if your participants are given unique IDs.
Output format: HTML, PDF, Excel
Output options: Show text responses inline (as opposed to a separate table), Show graphs [On/Off], Graph labels (Question code, Question text or Both) Chart type (select from a variety of styles).


[bookmark: _Toc55835674]Response filters
In this section, you can filter which responses to include in your analysis.  Hold down the Ctrl key to select/de-select multiple options in each response list. 
[bookmark: _Toc55835675]View and interact with statistics
Once you have specified the data you want to view, click View statistics to view the resulting analysis. 
If you turned Show graphs ON under Output options, you will see one chart for each question, corresponding to your selections on the Response Filters section.
[bookmark: _Toc55835676]Interact with charts dynamically
Click the buttons at the bottom of a chart to change the type. [image: ]
Click on a data point/bar/pie wedge to view details about it.
[image: ]
[bookmark: _Toc55835677]Simple mode
Click Simple mode on the Statistics page to get a quick overview of responses.
[image: ]
A simple bar graph is displayed for each question.[image: ]
Close a survey 
There are two ways for closing a survey: Expiration or Deactivation.
[bookmark: _Toc55835679]Expiration
Within the Survey Settings > Publication & access control section, you can set an "Expiry date/time". The survey will automatically close on that date.
[image: ]
[bookmark: _Toc55835680]Deactivation (stopping the survey manually)
From the survey homepage, click Stop this survey in the menu at the top.
[image: ]
After clicking Stop this survey, you will be prompted to choose between Expire survey and Deactivate survey options. 
[image: ]
	
IMPORTANT:  Once the survey is Deactivated, all results are no longer accessible through LimeSurvey, and all participant information is lost. Therefore, it is critical to export and save your data before deactivating the survey.







Exporting results 
At any point while your survey is active, or if it is expired, you can view and export the responses.

1. Click on Responses and choose Responses & Statistics from the Survey menu bar. [image: ]
2. Click the Export menu and select one of the export methods:
[image: ]
[bookmark: _Toc55835682]Export results to Excel
1. From the top of the Responses & Statistics page, click Export > “Export Results to application”.
[image: ]
Fill it out the options on this screen according to the information you would like to capture in the Excel table:
· Export format: Choose Microsoft Excel if you want to view and manipulate the date with Excel. You can also choose PDF, HTML, CSV or Microsoft Word.
· Range: Select the range of questions you want to appear (the default is all questions)
· Completion State: Select from “All responses”, “Completed responses only” or “Incomplete responses only”
· Export language: Applies to surveys that are made available in multiple languages.
· Headings: Select how you would like the column headings to display. Choices include: “Question code”, “Abbreviated question text”, “Full question text”” or “Question code and question text”.
· Responses: Select how you would like the answers to display.  Choices include: “Answer codes” or “Full answers”. If you want answer codes to be displayed you can set whether you want Y and N answers to appear as 1 and 2.
· Columns: Choose the columns you would like to appear in the file. All data is selected as the default. Use the CTRL key to select specific columns.
Click Export at the top of the window. Data will be exported to the chosen file format, and will be downloaded by your web browser, to your default downloads folder. 
Depending on your web browser settings you may be prompted to save it in a location of your choice or open it directly in the application you selected.
[image: C:\Users\bstech2\AppData\Local\Temp\SNAGHTMLb889558.PNG]

[bookmark: _Toc55835683]Exporting survey data in SPSS
From the Reponses and Statistics page, click Export > Export results to a SPSS/PASW command file.
[image: ]
 
The following screen will appear:
[image: ] Top of Form
Fill out the following fields:
· Data selection: Select from “All responses”, “Completed responses only” or “Incomplete responses only”
· SPSS version: Choose whether you are using version” 16 or up” or “Prior to 16”
· Click “Export Syntax” and “Export Data” to download the data and the syntax file.
Follow the instructions displayed on screen:
1. Download the data and the syntax file,
2. Open the syntax file in SPSS in Unicode mode.
3. Edit the “FILE=” line and complete the filename with a full path to the downloaded data file.
4. Choose 'Run/All' from the menu to run the import.
Your data will now be imported.
LimeSurvey 3 User Guide – McGill IT Services 		21
image55.png
¥ Preview question group

ditions

& Edit answer options

£ Preview question & Edit

| B Edit default answers




image56.png
MCGill IT Services Survey 2016 for Faculty and Staff - Describe yourself

Edit answer options vearsworking (ID: 5)

YearsWorking ~ Edit answer options

English (Base language)

Position

+

+

kd

Code  Answer option
At 1 yearor less
a2 25years

! A3 610 years

Drag to reorder answer options

+

A4 Over 10 years

Actions

70

70

70

70




image57.png
Edit default answer values

English
Default <No default value> M
answer <No default value>
value: 1 year or less
2-5years
610 years

Over 10 years





image58.png
survey menu

E» Reorder questions/question groups





image59.png
Organize question groups/questions

@ To reorder questions/questiongroups just drag the question/group with your mouse to o Collapse all ||« Expand all

the desired position. After you are done, please click the 'Save’ bution to save your

a Communication features important to you

scenarios: [1] ForfEamR these scenarios, which is the primary communication method you w
featuresRemote. %

B Preferred leaming strategies

learn001: [1] How do you like to leam about new technologies at McGill?




image60.png
up ~ LFPreview question = QEdit = & Check logic Delete |~ @Export [ Copy

MCGill IT Services Survey 2016 for Faculty and Staff - IT Service Satisfaction - SatuApply

4 Set conditions

Question was successfully added,

Question summary satuapply (- 352)

Question group:  IT Service Satisfaction (ID:10)
Code: SatuApply : (Optional question)

Questi How satisfied are you with uApply (graduate admissions system)?
Help:

Type: 5 point choice

Mandatory: No

Relevance equation:1




image61.png
IF:

“This question s always shown.
Add condition

© scenario
Default scenario
Question

Previous questions Survey participant attributes

TopsServices:SQUUS: [Wired/Wireless network on campus|iSingle checkbox] Please choose s IT services from the list below, that you feel t .
TopSServices:SQU16: [VPN (Virtual Private Network to connect to McGills network from off-campus)liSingle checkbox] Please choose 5 1T
TopSServices:SQO05: [uPrint][Single checkbox] Please choose 5 IT services from the list below, that you feel are most important in your day

ces Services from the

e syster] 3T you feel are most Importar





image62.png
Comparison operator

equals

Less than

Less than or equal to

Not equal to
Greater than or equal to
Greater than

Regular expression





image63.png
Answer

Predefined Constant Questions Token fields RegExp

¥ (checke
(ot checked)





image64.png
Conditions designer:

Only show question:

SatuApply: How satisfied are you with uApply (graduate

admissions system)?

Top5Services:SQ004: [uApply (Graduate
Admissions)l[Single checkbox] Please
choose 5 IT services from the st below,
that you feel are most important in your
dayto day work. (qid104)

equals

checked (¥)

1 Delete all conditions




image65.png
Add con

Scenario
i
Question

Previous questions [ Survey participant attributes

Last reminder sent date

First name

Last name

Email address

Email status

Token

Language code

Invitation sent date

Total numbers of sent reminders
Uses left





image66.png
Question summary oz (i0: 232587)

Question group:  GroupT (1D:9433)
Cod Q2: (Optional question)

Questi What s the format of the
Hel
Ty Muttiple choice

Option Other:  No
Mandatory: No

Relevance equation:((Q14.NAOK == "V))





image67.png
» Questions

~ Groupl

[ croup summery |





image68.png
Randomization group:

((QU4NAOK =="Y?)





image69.png
New quota

Quota name *

Max participants

Limit*

500

Quota action *

Terminate survey

Active Autoload URL

(]

English (Base language)

Quota message: *

Sorry your responses have exceeded a quota on this survey.

URI

hitps://www megill caffocus-group

URL Description:

Participate in our focus group




image70.png
McGill IT Services Survey 2016 for Faculty and Staff(ll

& Preview survey | & Previ & Prev

lestion group




image71.png
B Display / Export~ | & Survey participants | (3 Resps





image72.png
Survey participants

@ You can use operators in the search filters (eg: >, <,

First Last Email Email Invitation ~Reminder
O Action D name  name  address status Token  Language sent? sent?

No survey participants found.

Selected participant(s)... «




image73.png
. | <

rstname  lastname  email

2 Gabrielle  Krim gabrielle.krim@mcgill.ca




image74.png
©Create... » Manage attributes (@ Export

© Add participant

@ Create dummy participants
parte Studies Course Evalu

rticipanls

& LDAP query
—_—




image75.png
Import survey participants from CSV file

Choose theCSV | Choose File | participants-..-multiple.csv
file to upload:




image76.png
Uploaded CSV file successfully
Successfully created token entries

3 records in CSV
3 records met minimum requirements
3 records imported

Browse participants




image77.png
4 Invitations & reminders ~ | &¥ Generate tokens




image78.png
O Action

Ooo0o0oo0ooao

LR IR - JRNE - JRE I -

K

K

K

K

K

K

DD D v S S

D

First name

Last name

Email address

Email
status

oK

oK

oK

oK

oK

oK

Token

XBAM9gOaru2qgTe.
0yjAdzP6HSfr3U
UHm425bEbWHZYhL]
VIEItVWEYBRCSS
BpTIdQZITFIoJIY

2515mms5SBaskg





image2.png
v

‘\’ LimeSurvey

This is the LimeSurvey admin interface. Start to build your survey from here.

List available surveys





image79.png
McGill Surveys (LS v2)

L Preview survey | & Survey properties v

# Survey < > MGill IT Services Sun

& Questions and groups: - Survey quick act





image80.png
Warning: Please read this carefully before

You should only activate a survey when you are
absolutely certain that your survey setup is finished and
will not need changing.

Once a survey is activated you can no longer.

+ Add or delete groups
+ Add or delete questions
+ Add or delete subquestions or change their codes

Additionally the following settings cannot be changed when the survey is active.
Please check these settings now:

Anonymized Yes v Date stamp? No v
responses?
Save IP address? No Save referrer No v
URL?
Save timings? No v

Please note that once responses have collected with this survey and you want to add
or remove groups/questions or change one of the settings above, you will need to
deactivate this survey, which will move all data that has already been entered into a

separate archived table.
Save & activate survey Cancel





image81.png
Survey summary : Your communication habits (ID 277833)

SurveyURLs:
English (Base hitps/Isurveys. megill calls3277833ang=en
language)

French: hitps/Isurveys. megill calls3277833 Aang=fr
End URL: hitps /v megill calfuture-phone!

Number of 52

questions/groups:




image82.png
Edit email templates

Engiish (Base language) | French

Invitation ~~ Reminder  Confirmation  Registration  Basic admin notification  Detailed admin nofification

Invitation email subject:

Invitation to participate in a survey

[ email body:

¥ B souce ) @& @ Q% WL
o [0][e Stles - | Fomat

Dear {FIRSTNAME}.

‘you have been invited to participate in a survey

The survey is titled:
"{SURVEYNAME}"

*{SURVEYDESCRIPTION}"

To participate, please click on the link below




image83.png
ributes || @ Export || & Invitations & reminders

riicipants

£ Generate tokens = Send email invitation

nd email e

al templates

Survey participant summary

 Bounce settings
Total records 9




image84.png
ITSM

ange Management Process (ID:

£ Execute survey | & Survey properties~ R Toolsv @ Display / Export+ & Survey participants (3 Responses~




image85.png
(3 Responses~.

O Responses & stati

&3 Data entry screen

C'Partial (saved) responst





image86.png
Response summary

Full responses

Incomplete responses

Total responses




image87.png
Browse res| e Process

ITSM - Change Manage!

Display response EDataentry i Stat BExport~  Dimport v




image3.png
© Create a new survey

Survey list

[ surveyID Status Title Created ~

[ o853 W Test Limesurvey Features 14002016




image88.png
Survey responses

(] id lastpage completed startlanguage
All v

o & 1 1 v en

o e~ 2 1 v en

o & 3 1 v en

o e~ 4 1 v en

o & 5 1 v en

Selected response(s)... «




image89.png
completed

[

Al
Yes





image90.png
View response detalls
o B





image91.png
# Editthisentry | [ Deletethisentry | @ Export this response

View response ID 1

[submitdate] Submission date 01.01.1980 00:00:00
Completed ¥

[id] Response ID 1

[startlanguage] Start language en

[unit] Select your unit within IT Services 1cs[A2)

[SubmittedRFC] How often do you submit RFCs? 1o 5 times per year [A2]

[PostimpReview] Have you ever participated in a Post Implementation R

Yes Y]

[Clear] How clear are the Change Management procedures and policies? ‘Somewhat unclear [2]




image92.png
E3 Data entr) BExport~ | Simport~ | € View saved but not submitted responses
Y P P P

Response summary

Full responses 5
Incomplete responses 0

Total responses 5




image93.png
Statistics

General filters ~

Data selection Output options

Include: Show text responses [ o |
inline:

Allresponses | Complete only | Incomplete only

[or | Show graphs: [ o |

w summary of

Il availabl
allavaiane Number of columns: | One | Two | Three
fields:
Subtotals based m Graph labels:
on displayed Questioncode | Questiontext = Both
questions:
English v Each question has its own graph type defined in
language: its advanced settings.
Using the chart type selector you can force the
graphtype for all selected questions
Response ID
Chart type: As definedir v
Greater than:
Less than:





image94.png
Field summary for SubmittedRFC

How often do you submit RFCs?
Answer Count Percentage
Never (A1) 0 0.00%
11to 5 times per year (A2) 3 75.00%
More than 5 times per year (A3) 1 25.00%
No answer 0 0.00%
3 [ ]
Never
2
11to 5 times per
year
1 [ )
More than 5
times per year
’ [ ]
& £ & & No answer
& & S
& © <
b 8

Ll Barchart | @ Piechart | €Radarchart | Linechart = {}Polar chart

O Doughnut chart




image95.png
Percentage

Answer Count
Not at all effective (1) 0 0.00%
Somewhat ineffective (2) 0 0.00%
Neutral (3) 1 25.00%
Somewhat effective (4) 2 50.00%
Very effective (5) 0 0.00%
No answer 1 25.00%
2 e
Somewnat effective: 2 .
effective
1 Somewhat
ineffective
Neutral
0 — —
g £ F 2 2 ¢ a
@J @J 3 @J @J ,éa ‘Somewhat
- S effective
F 3 § & 3
s 5 g e
= mg § Very effective




image96.png
Simple mox View statistics [oAelEeT




image97.png
How often do you submit RFCs? Have you ever participated in a Post
Implementation Review (PIR)?

Select your unit within IT Services
30 .
4

10 B HEES
2

How effective is the Change Advisory
Board (CAB) in reducing the risk and

How clear are the Change How effective is the Change
Management procedures and Management process in reducing the
policies? risk and impact of IT changes? impact of IT changes?

B ——t—t— i e i.mT. .0
§ §E 5 E S § 5 55 3
- H £§ 2% ¢ ¢
552 E ¢85 5 £ sf Fcec:
g =2 L L £ =2
g3 £ 5 3 5 s H
i i S B

3 3 3




image4.png
> RITSTC

Survey settings.

08 General settings

[Tt clements
©Data poicy setings
# Theme optins

® Presentation

@ Paricpant setings
N Nofifcations & data

& Pudlication & access

Survey menu

List questions.

Survey summary - ITS Town Hall Feedback

Survey URL

ngiish (Base hitps fisurveys megillcafls3 2

language

End URL

jumber of
questionsigroups

Survey general settings:

Ouner ¢

ang=en

Text elements:

Descripton oud like our Town Hall meetings 1o be 2

Thank you for taking the fime to share your
feedback

End message Thank you for yor

Publication and access settings:

Start datefime: 290021




image98.png
< Publication & access control

List survey publicly:

Start date/time: 03.10.2016 00:C -

Expiry date/time: 28.10.2016 00:C -




image99.png
McGill Surveys (LS v2)

ITSM

hange Management Process (ID:2572

L Execute survey | & Survey properties v




image100.png
Stop this survey(25723)

Warning: Please read this carefully before proceeding!

There are two ways to stop a survey. Please read carefully about the two
options below and choose the right one for you.

Expiration

No responses are lost.
No participant information lost.

Ability to change of questions, groups and
parameters is stillimited.

An expired survey i not accessible to participants
(they only see a message that the survey has
expired)

Its stil possible to perform statistics on responses
using LimeSurvey.

Expire survey

Deactivation

All responses are not accessible anymore with
LimeSurvey. Your response table will be renamed to:
lime_old_25723_20161007210714

All participant information s lost.

Adeactivated survey is not accessible to
participants (only a message appears that they are
not permitted to see this survey).

All questions, groups and parameters are editable
again.

You should export your responses before
deactivating.

Deactivate survey





image101.png
(3 Responses~.

O Responses & statistics

&3 Data entry screen

C'Partial (saved) responses




image102.png
@Export~ | import~ | € View saved but

| Export results to a SPSS/PASW command file

Exporta WV survey file I




image103.png
Export results

Export ()  CSV
fe it
MA@ Microsoft

Excel

O PDF

O HTML

O Microsoft

Word
From: to:
Completion state: Allrespons v
Export language: English v

Columns

Select
columns:

id - Response ID
submitdate - Date submitted

lastpage - Last page

startlanguage - Start language

Unit - Select your unit within IT Services
‘SubmittedRFC - How often do you subr
PostimpReview - Have you ever particif
Clear - How clear are the Change...es a1
ChangeMgtHelpful - How effective is t
CABHelpful - How effective is the Cha
PIR- How useful are Post Impl...t oppor
AgreeDisagree[1] - How much do you a
AgreeDisagree[2] - How much do you a
AgreeDisagree[3] - How much do you a
AgreeDisagree[4] - How much do you a
AgreeDisagree[5] - How much do you a
AgreeDisagree[6] - How much do you a
Training - Have you received traini._.es ¢
TrainingRating - How adequate is the tr
Support - How adequate is the supp...a .

22 of 22 columns selected





image104.png
Opening results-survey76779.xis i§

You have chosen to open

results-survey76779.xls
which is 3: Microsoft Excel 97-2003 Worksheet
from: hitps://surveys.megill.ca

What should Firefox do with this file?

SaveFile

77 Do this automicallyfo ile ke thisfrom now on.

oK Cancel





image105.png
@Export~ | Dimport~ | € View saved but

Export results to application

\SW command file

—~  Exporta WV survey file |




image5.png
> #ITS

Structure

Survey settings.

= Overview
08 General settings
[ Text elements,
©Data polcy settings
& Theme options

® Presentation

i Participant setings.
N Noificatons & data

& Pudlication & access

Survey menu

= Ust questions

survey menu

I List questions

List question groups

& Reorder questions/question go;

& Survey participants

= Quotas

Assessments
asurvey permissions
OEmail tempiates
% Panel integration
B Resources

# simple plugins.





image106.png
Export response data to SPSS

Data selection: Allresponses | Complete only | Incomplete only

SPSS version: Priorto16 | 16.0rup

No answer:

Step 1: Export syntax

Step 2: Export data

Instructions for the impatient

1. Download the data and the syntax file.

2 Open the syntax file in SPSS in Unicode mode

3. Edit the 'FILE="line and complete the filename with a full path to the downloaded data file.
4. Choose Run/All from the menu to run the import.

Your data should be imported now.





image6.png
Settings

+ Add question group © Add question

= Town Hall (]

I = [allAgree], Please indicate
[Mostimportant] » 3. What infor

[Notaddressed] > 4. Are there

[Techissues] > 5. Did you enco

= [Endtex]> Thank you for your




image7.png




image8.png
Survey summary - ITS Town Hall Feedback & -
Survey URL Text eemens: o
Engisn @ase s isurveys megilcals3 21 ang=en Descrpton e would ke our Town Halmeetngs o be 3
angusge) —_—— -
EnavRL - - —— -
Number of s
auestonsigroups

Weome: Thank you fortakingth tme o share your
feeaback:
Enamessage  Thankyou for your feedback
Survey generalsetings: = Publcaton and access settings: «
Ouner e aenme 29092020 0000





image9.png
Survey text
elements




image10.png
McGill Surveys





image11.png
McGill Surveys (LS v2)

& survey properties R Tools~ & survey particip

& Display / Export

A survey < > ITS Town Hall Feedback - Fall 2020
& Questions and groups - Survey quick actions vey a
@ queXML format (*.xml) |
(3 queXML PDF export

uestion explorer ~
= Q o Format: Question by question

Tab-separated-values format (*.tx)

[ G

Print;

List question groups SEEEEE—




image12.png




image13.png
PATC e . p——

Create a new survey

Import a survey
c

opy a survey

eSul o





image14.png
Create, import, or copy survey

Create | Import | Copy

Select survey structure file (.Iss, *.txt) or survey archive (*.Isa) (maximun file size: 32.00 MB)
[ Choose File | limesurvey_...81552 (1).Iss

Convert resource links and expression fields?

Import survey




image15.png
Success
Survey structure import summary

Sunveys: 1
Languages 1
Gueston groups: 1
Guestons:
Questin atrbutes:
Answers:
Subquestns:
Deault answers
Assessments:
Quotas:
Quota members:

‘Quota language seftings:

Themes:

Import of survey is completed

Gotosurvey




image16.png
General survey settings

Base language: Group:

English Defauit

Additional languages: Format:

x French Question by question | Group by group | Allinone |

Survey owner: Template:

1@megill.ca- - McGillDefault

@mcgill.ca

Bounce email address

@mcgill.ca

Faxto:




image17.png
Language: m Change the language

Engish





image18.png
Format:

Question by question | Group by group | Allin one




image19.png
Edit survey text elements and settings

English(Base language)

Survey | MCGill IT Services Survey 2016 for Faculty and Staff

title:
Description:
body
Welcome | 52 ()
message:

MOJA B

This survey is designed to provide IT Services
with feedback on the IT services and support
needs of faculty and administrative staff.




image20.png
Data policy settings

‘Show survey policy text with mandatory checkbox:

Don'tshow | Inline text || Collapsible text

Engish (Base language) | French

Survey data policy checkbox label:

1 have read and agree to the data policy.

Survey data policy message:

3 B souce (0} @E@

ZEe o m

BIUS|xx

“This survey conforms with the eithics and standards of the
Canadian and Quebec govemments. Do you consent to share





image21.png
Presentation & navigation settings

Navigation delay (seconds);

0

Show question index / allow jumping

| Disabled | Incremental |~ Ful

Show group name andor group descri

ion:

Hide both

Show question number andlor code:

Hide both

Show "No answer”

on




image22.png
Show “There are X questions i

Show welcome screen:

Allow backward navigation:

Show on-screen keyboard:

Show progress bar:

Participants may print answers:

Public statistics:

‘Show graphs in public statistics:





image23.png
Start dateftime:
29.09.2020 00:00

Expiry dateftime:
16.10.2020 00:00




image24.png
List survey publicly:

Set cookie to prevent repeated participation:

Use CAPTCHA for survey access:

Use CAPTCHA for registration:

Use CAPTCHA for save and load:




image25.png
Inherit everything

W




image26.png
Survey options for theme McGillDefault ( for survey id: 277833 )

‘Simple options | Advanced options

Inherit everything

Yes | Mo

Survey cominer idepriacy into Showporups Fix utomaticaty mumerc vaie
e 1o ves | 1o Pops | onpase | on Yes | orcprmssion | 1o

=) =) =) ]

sandiogo p—

Yes  No | Inherit Inherit Preview image
-

soectton:

Adal




image27.png
Date stamp:

Save IP address:

Save referrer URL:

Save timings:




image28.png
Enable assessment mode:

Participant may save and resume later:

Send basic admin notification email to:

Google Analytics settings:

| None | Use settings below |~ Use global settings




image29.png
Google Analytics settings:

None

Google Analytics Tracking ID:

Google Analytics sty|
Off | Defaut

Use settings below

Use global settings

Survey-SID/Group




image30.png
Anonymized responses:

on

Enable token-based response per

Allow multiple responses or update responses with one token:

Allow public registration:

Use HTML format for token emails:

on

Send confirmation emails:

on




image31.png
< Settings % import a group ‘Save and add question

+ Add question group © Add question

Add question group

glish (Base language)

Title:

Preferred learning st

Description

mat





image32.png
& Preview survey & Edit current qu@mn group | & Check survey logic for current question group

£ Preview question group @ Delete current question group | @ Export this question group




image33.png
+ Add question group © Add que@tjmn

= Communication features important to you @) a

= [featuresRemote] » How often d




image34.png
Add a new question

English (Base language)

Code:

scenarios

Required

Question:

2 B source (3 «

LEOO MEOQ BIUS XX
” W 9 9B

Styles  ~| Fomat ~|| Tanoma | 14 - m®

A-@-

[For each of these scenarios, which communication method
would you use?




image35.png
Select question type

Single choice questions

Arrays

Array (10 point choice)

Array (5 point choice)

Array (Increase/Same/Decrease)

Aray (Numbers)

Preview question type
Array





image36.png
Select question type

Single choice questions
Arrays

Mask questions

Text questions

Multiple choice questions

Muliple choice

Mutiple choice with comments

$

Preview question type
Multiple choice

Multiple choice

@ Checkall that apply
Yes
No

Maybe




image37.png
How satsifed are you with the McGill wired and wireless network?

1 2 3 4 @ 5




image38.png
How long have you been working at McGill?

Please choose...

1 year or less
2-5years
610 years
Over 10 years





image39.png
Are you an instructor?

Yes

No




image40.png
How would you rate the following aspects of the communication you receive regarding changes to IT Services?

Poor Fair Neutral Good Excellent

Clarity of the message
(easy to understand)

Accuracy of information

Timeliness of communica-
tion

(gives me time to prepare
for the change).




image41.png
How would you rank the following learning methods in order of preference
when you are learning how to use a new system/application?

Double-click or drag-and-drop items in the left list to move them to the right - your highest
ranking item should be on the top right, moving through to your lowest ranking item.

Your choices Your ranking
Instructor-led training/workshop.

Step-by-step i

Discovery (poking around the interface)

ideo (narrated instructions and animated

Screen capture)
structions with screenshots prure)

Friends/colleagues show me




image42.png
% Please choose 5 IT services from the list below, that you feel are most

Document Management Systems (CenterStage, Webtop)

Email & Calendars

IT Knowledge Base (searchable instructions and information about IT services)
Mercury Online Course Evaluations

McGill In Mind

1 McGill MarketPlace (MMP)




image43.png
How long have you been working at McGill?

Please choose... 7

Please choose...
1year o less





image44.png
Long free text





image45.png
Question Describe yourself (I

LU Describe yourself (1D:3)
Questions on your usage of centra
andatory: | IT Service Satisfaction (ID:10)
Describe your experiences (ID:11)
Questions about myCourses Learn





image46.png
optionomer: (I




image47.png
Mandatory:




image48.png
General options &
Display

Logic

Other

o|m=Ee o Statistics

orking




image49.png
Display

Use siider layout @

on [[stars

Hide tip @

Siider with emoticon




image50.png
How satisied are you with the audio quaity in Microsoft Teams?

0&**%‘




image51.png
Position  Code. Answer options

a Windows Windows 10
= Mac: Mojave o carter
s Mac: Bug Sur
s Mobie Android





image52.png
Which device / operating system are you using?

Please choose.
Windows.
‘Windows 10
Mac
Mojave o earler
Bug Sur
Mobile
‘Android
s




image53.png
How often do you use each of these features when working remotely?
O Please select at least 3 answers
Very seldom
Never used used
Text messages
Audio call

Video call

About once a
week

Very often
(multiple times
per day) No answer
0
O
0




image54.png
Statistics

Showin
public
‘statistics:

vispiey N

chart:

Chart type: Bar chart




