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1. Introduction

1-1 Introduction to LimeSurvey
@ General

LimeSurvey is on—line survey application for creating, tabulating and disclosing of web Questionnaire.
It is possible for flexible questionnaire enforcement with an abundant function in Questionnaire system LimeSurvey.

@ Survey Flow

—Creating a new survey.
For the producted surveys, set the period of implementation and advisability of participation registration
Creating surveys and the explanation of the survey to display in the top page.

N

Creating question

group
—-Adding questions. Specify a question sentence and a question form (text box and check box, radio button)

to make a question.

Adding questions -Edit Sub questions and Answer Options.
On the case of choosing the complicated question form,
edit and create Subquestion when plural question sentences are divided into the item,

v and edit and create Answer Options when there is a plurality of answer items.

—Perform questionnaires survey for making a survey an available state.
—Activate Token
Activating a survey When you want to specific target person, create the target person list using the function called the token.

—Create a question group before a question within a survey.

This is a case to put one or more questions.(cf. chart below “The image of Survey”)

-It is necessary to make even at least 1 question group for 1 survey in LimeSurvey.

It is a simple case, but it can be performed designation at the time of sorting and the talley of the indication by a group
unit, so it i s useful to make plural question groups when the number of the questions increases.

3 The image of Survey

Survey

Question Groupl

| Questionl-1 ” Question1-2 ” Question1-3 |

| Questionl-4 ” Question1-5 ” Question1-6... |

Question Group?2...

| Question2-1 ” Question2-2 ” Question2-3 |

| Question2-4 ” Question2-5 ” Question2-6... |

1-2 Login to LimeSurvey

1. When account registration to LimeSurvey is completed in an information system office, the following emails arrive.

Check the displayed information and click[Click here to log in]

‘LimeSurvey' ~ b1 —HE8F SRl & B
Administrator your-email@exampl 15:25/22 BHETRT) ~ =
To 545
sz, I
EF A} ‘LimeSurvey' F T3 —F—00 b DESS Nic CeRBRSE

Ta& BEEEA-ILTT.

R EEE Dh e T
1-FHE e

LTerzEL

A AB|CFIIED AL

COHA—IL PALTO I BRI, JIREES. A EIEE your
email@example net FTEST , HUMESTRFLRL !
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2. Link to the following URL when you click.

https://survey2.apu.ac.jp/limesurvey/admin

3. Login using a user name and a password displayed by an email.

X Selectable the desired language from Mac—style pull-down menus.
LTLn'uebu.‘ vey

8 l=E0)

VAT —FEHEN TN

% How to chang Password

a) After login, click the own account name on the upper right screen and choose [Your account]

rveys  +  Active surveys €D

Logout

nd close]

click [Save

b)
Close
'Your profile
i vt o 1o
Emiil;
Fulll name:
Password: seesananen

Ropeat passward:

3 When you lost a password and cannot login,
Please come to the counter at the Information System Office in the third floor of the D ridge to initialize a password

2. Creating surveys

2-1 Creating a new survey

@ Please note that the function would be different even the icons are the same.
The function name will be showed when the mouse pointer hovers over the icon.

1. To create a new survey., first login to LimeSurvey, click on the small arrow beside the Surveys menu and then click [Create a new survey).

LimeSurvey

Import a survey
Copy a survey

List surveys
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enter the [Survey title], then click [Save and close] on the top-right.

Create, import, or copy durvey
a)hulu\gulqo:' dapanese B i-‘v M“"\ a)Base |anguage
Suveytile: | Abeu the naw version of LineSunvey Required 1 The base language for the survey. (Multilingual surveys
Sampla thmr URL descip available)
question:
Description: || 32 @E@(+~ Q% FLBswe HEHBO Baeformst: || onddyyy | |
mzeQ/BI1Uus xx #9® ==== Saiivd L.
0 5[ B [ | ovie || remasea| [ rom b)Description, c)Welcome message
LA wmnisl This is a description/message that will display when a participant first
b Questlonnaire on logs into your survey, as shown in the blue frame below.
) LimeSurvey p
~— About the new version of LimeSurvey
\- Questionnaire on Li
¥ Welcome 3% 1 BE@ «~ QA% FLBswe LDEHO Welcome to Lime Su
rvey:
LR SR NORAE 3 Styles Font.
COTT-HALE T 1RTY,
O A-B
Welcome to Lime
Y Survey!
! I
IS om—
d)End message
This is a message that will display when a participant completes your
Sl Presentation survey, as shown in the blue frame below.
End message: 2 @@ @ - Qb FLBswe DEXHOG <
mzoaq : j : F J = > wElzs=s Publicaty About the new version of LimeSurvey
W @ e Styles Formatied - || Font size Notif
rOjaB Tokens
Thank you for your
d) 'l Thank you for your ha
l wor
P ———

A Survey < >
& Questions and groups:
B Question explorer -

List question groups:

= Listquestions
 Question organizer

2 Suvey panticipants

K Return to survey list

0 survey properties -

kbout the new version of LimeSurvey.

RTools-

This w

How 1o use LimeSurvey >

Description:

a)

wx
“

-

m

-
e

L]

a)Description
ill display when a participant first logs into this question group,
as shown in the blue frame below.

& @ B
BL Biswes| WifH QO
I1us

Qba
EeQ

%

Farmat Font

tyles

B A-

How to use LimeSurvey

> [will explainhowtouse . ]

-1

1 will explain how to use it.
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5. Click [Add new question to group]

Manual

°

How

K R

@ Preview survey

 Preview question group.

& Questions and groups:

& Question explorer -

Thers are no questian i this grous.

£ Question organizer

2 Survey participants

& et curd

N question aroup was saved

now add a question n thi

Addgroun Groupummary

0 use LimeSurvey

List question groups

List questions.

add new question to
group

Add new question to groug
etum to survey ist e

Abou t\new version of LimeSprvey -~ How 10 use LimeSurvey — Add an®

Close

<

eral options

a) L

I d)Qulsriﬂnwpu\ Longfreatext |
)

wi How 10 usa LimeSurvey (ID:222) j
w2 Ql; B L B
a)Code

d) Question type
LimeSurvey contains 29 available question types.

Question:
BIUS| |xx/|}=::= \
3 T Must start with a letter, and only contain letters and
TR Relevan N
Fot. |12 -||mO|[A @ squaiol NUMbers (Symbols are unavailable)
b) T
Please describe the frequency of use of LimeSurvey .
- b)Question, c)Help
os
This will display on the survey as shown in the blue
frame below.
" describe the freq of use o
C) A- B
Plaass answar in the past 3 months | \
i

[~ o Piease answer inthe past 3 mDnths]

J

3 Hover the mouse pointer over the question type, a screen image will be appeared on the left.
Maximize the window, or the question type will be covered by the screen image.

< General options

List dropdown (default option) Ny 078 freetext =
Choose one of the following an =

Default option
|Some example answer aption
| New answer option

ice questions
5 pint chaice

List dropdovm)

| Thied answer option
Last answer option
No answer

Array
Validation: Array (10 point choice)

LimeSurvey
rrav (5 point choice)

Ervey

& Questions and groups:
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8. Select [Yes] for [Save IP address]. click [Save & activate survey] (Refer to 3. Activating a survey regarding how to activate a survey.)
Warning: Please rej d this carefully before proceeding!

You should only activlate a survey when you are absolutely ceftain that
your survey setup is ffnished and will not need changing.

Once a survey is activated you dan no longer:

+ Add or delete groups

+ Add or delete questions

+ Add or delete subguestions or change

the following setti be changed when the survey i
Pleasa check these settings no

Ananymized responses? |, | o j

Save IP address?

v B

will move all data that has alreadf been entered intg/ separgpfarchived table.

< Save & acti.ate survey PP EUC

X Date setting
As shown in the blue frame above, you may set a date stamp for finished survey by selecting [Yes] for [Date stamp] if necessary.

2-2 Creating multilingual surveys

@ Multilingual surveys are available in LimeSurvey.
Please follow the guidance as below.

B survey permissions
A
& Questions and groups: - & Quatas
© Assessments
T
& Question explorer ~ 2 Email templates

2 survey logic file

I

Select and choose [Additional langua 'es] under the&neral options] on the right side of the page, and then click [Save and close].

* Save and close /

Base
language:

Japanese

Additional

languages:

Survey

owner:

Administrator:

Admin
email:

3. A tag of the additional language you chose will shows next to the Base language.
3 It will be available for participants to choose a language for the survey after editing these tags.
Edit survey text elements and settings

Survey title: About the new version of LimeSurvey
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2-3 Creating a survey with a limit on responses from defined groups of people

@ To create a survey which would be closed automatically after ten participants answered the survey, please follow the steps as below;

@ This will be useful for setting a limit on a fixed number of respondents in an Open—access mode survey, for example,
a survey for seminar registration.

1. Click [HOME] icon to go back to the top page, click [Survey properties] - [Quotas]

¢7 Survey properties -

Q

P ctivate this survey L Preview survey

< > & General settings & texts

O Assassments

@ Questions and groups: -

2. Click [Add new quota]
Survey quotas

Quota name Status Quota action Completed Limit

Add new guota

Quick CSV report

3. Complete [Quota name]. [Q

on the top—right of the page.

Abourt the new version of LimeSurvey -~ Nep quota

MNew quota
Quota name: End Quots] |
Quota limit: 3 = |
Quota action: Terminate survey j

Autoload URL:
.

Japanese (Base language) English

Quota message: Sorry your responses have exceeded a quota on this
survey.

4. Click [Add answer]
Survey quotas
Quota name Status M\ Completed Limit _Action

End Quota Active Terminate survey

Questions. Answers

i 3 Add new quota

Quick CSV report

5. Choose a question which you want to define a quota with a limit, then click [Next]
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6. Select an answer for the guota question, and then click [Next]
New answer for gu6ta 'End Quota’

gtect answer:

andarin orange
Banana

7. The following screen will appear when the settings are completed

Survey quotas

Completed Limit Action
e (]

Quota name Status

End Quota Active

Questions Add answer

Quick CSV repol

X In this case, when 3 participants answered /AppIeJ for question [Q002], the survey will turn to [ Terminate survey] automatically.

% Note
- This function is only available for simple choice questions like [Yes], [No], etc.

— Quota Limit will be counted after participant submitted the survey.

- Quota Message will display to your survey participant only after all questions have been completed.

About the new version of LimeSurvey

Sorry your responses have exceeded a quota on this survey.

3. Activating a survey

<Notes for activating a survey>

@ Confirm if all the contents have been completed before activate the survey.

@ The following functions cannot be changed after you activate a survey;
— Add new groups or delete groups
— Add new questions or delete questions
— Add or delete sub—questions

= Questions and groups:
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2. Select [Yes] for setting question [Save IP address?]. click [Save & activate survey]
Warning: Plgase read this carefully before proceeding!

You should oy activate a survey when you are absolutely certain tht
your survey se\up is finished and will not need changing.

Once a survey is activat}d you can no longer:

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

Additionally the following selings cannot be changed when the survey is active.
Pleasa check these settings nkw

Anonymized responses?

‘ Save IP address? Yes b ,

Save timings? Yes j

ate stamp?

Sgfve referrer URL? No j

Please note that once respanses have collected with this survey angffou want 1o add or remove
groups/questions or change one of the settings above, you will negfl 1o deactivate this survey, which
will move all data that has already been entered into @ separate gfChived table

o Save R activate survey » JeEuted|

3. Choose access mode for survey

Activate survey(634637)

Survey has been activated. Results table has been successfully created.

This survey is now active, and responses can be recorded

Open-access mode: No invitation code is needed to complete the survey.
You can switch 1o the closed-access mode by initialising a token table with the button below.

Switch to closed-access mod: @

P

3% Closed-access mode
A token code will be automatic:
— refer to 3-1 Activatj

% Open—access mod
A URL of the survey which can be accessed by anyone will be automatically generated
(You may choose this mode to activate a survey without participate limitation)

— refer to 3-2 Activating an Open —access mode survey

nerated (You may choose this mode to limit a group of people to participate in your survey)
osed—-access mode survey

3-1 Activating a Closed—access mode survey
<Creating a survey participant table>

1. Click [Initialise participant table] on the activate survey page

Survey participants have not been initialised for this survey.

If you initialise a survey participant table forWs survey then this survey will only be accessible to users who provide a token either manually or by
URL.

Do you want toWgate a survey participant table for this survey?

|nitialise participant table

No, thanks.

2. Click [Continue]

Survey participants

A participant table been created for this survey. ("lime_tokens_6346377)

A Surve
4 Create dummy participants

=
W Questions and QrOUPS: . partcipants from: ar
B csvfile I

@ Question explorer ~ © LDAP query

X In case of multipal participants, please refer to 3-3 Importing a list of participants to a Closed—access mode survey
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Last name], [Email], click [Savel—

Surveyfbarticipants

Survey participant ertry

> About the new vision of LimeSurvey
L Add survey particigant
1D: Auto Completed? “
I Last name: [

ically generate tokens using

k, and automatis

¥ Note ¢

Only Email address ends with @apu.ac.jp is available.

Valid from:

Email: test@apu.ac
Invitation sent? 07.02:2017 00:00 B Reminder sent? 14.02.2017 00:00 -
Uses left: 1 =
8 Until: =

3¢ The settings for sending an email [invitation] or a [reminder] could be changed by this step (Editing is available after submission)

ou may repeat steps 4-5 if necessary, and then click [Browse survey participants]

5. After confirming the adding survey participant entry success
Adding survey participant entry...
Success

New entry was added.

JAdd another participant

rowse survey participants

6. Click [Generate tokens] in the next page
Display participants | @ Create..~ | @=Manageatributes = [ Mﬂw

Display

Survey participants

About the new version of LimeSurvey

>
¥ What is Tokens¢

Survey participants

#

token code will be issued.

On occasions that inviting a group of people to participate in survey, a

Only the people with a valid token code can access this survey.

7. Click [Yes] in the next page
Create tokens

s all those in this token list that have not been izsued one. Continue?

Clicking "Yes' will generate token

No

8. Confirm the token has been created successfully, then click [OK]

Create tokens
1 token has been created.
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A Survey < >

@ Questions and groups: -

Survey participants \
© You can use operators in the search filters (eg: >, <, >=, <=, =) \

Email
O ction D First name Last name Email address status Languay
C (&= é‘E 1 TEST Test test@apu.ac.jp oK GJ5cizxghpNpVRk ) ja

3 Addition of survey participants will be completed by following the above steps.

<Sending email invitation>

@ The tokens feature allows you to send an email invitation to each person in your list.

1. Click [HOME] icon to go back to the top page, click [Survey partici@ts]

op e ¥ Execute survey~ | & Survey properties~ | R Tools» | Display / Export Survey participants

< ) urvey < > About the new version of LimeSurvey

2. Click [Invitations & reminders] — [Send email invitation]
e —— \

Invitations & reminders ~
% Send email invitation

i Send email reminder

Display participants |~ @ Create... ~

£ Generate tokens & View in CPDB

About the new version of LimeSur
A Survey < > 4 Edit email templates

3. Edit email content, click [Send invitations]

= Send invitations

SO G————————————
>
Message: 5 () B @

A T Bswce WEE O
BIUS | x x /==
ss=s||~0|@B

=
Styles. = Format e Font > Size ~
moA-B

1fyou do not want to participate in this survey and don't B X NOTEX

want ta receive any mare invitations please click the

{OPTOUTURL}

- arp@ leter,\
survey ang want o receive invtations piease click the

following link: the survey)
{OPTINURL} B

end of the email.

following link: Please delete the content including {OPTOUTURL} and {OPTINURL} in the

(If a participant clicks the URL by mistake, it will be unable to participate in

4. A completion message will be displayed as followin

Sending invitations...

Invitation sent to:2: TEST Test (_@apu.ac‘jp)
All emails were sent.
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¢ Example of email invitation received by a participant

Token code for the participant is includ
Dear TEST.

you have been invited to particjfate in a survey.

The survey is titled

To participate, please clifk on the link below.

Sincerely,

Click here to do
’

hitps: /index.php/G346372

d in the URL, which means this survey can be access by this participant only.

3-2 Activating an Open—access mode survey

1. Click [No, thanks] on the activate survey page

Activate survey(634637)

I

Survey has been

This survey is no

Open-access mode: No invitation cs

You can switch to the closed-access mode by initi

Switch to closed-access modh

Mvated. Results table has been successfully created.

wCtive, and responses can be recorded.

is needed to complete the survey.
ing a token table with the button below,

Survey URL will be shown on the next page, you may send invitation and inform this URL to participants.

Survey quick actions

Survey summary

About the new version of LimeSurvey (ID 634637)

Survey URL:

Japanese (Base language). @QULDs.//survey2 apu.ac.jp/limesurvey/index php/6: Z aib

End URL:
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3-3 Importing a list of participants to a Closed—access mode survey

@ On occasions you want to invite a group of people to participate in your Closed-access mode survey,
you may use CSV file to import several participants.

1. C the following format with Excel (three columns with firstname, lastname, email)

me Insert Page Layout Formula
MS P38 i1 | AT
B I U~ #E- - A~

Fant

\ a1 (" f| firstname

I I &)
[fistrame lisstname _smail

TESTO1 Testi testOl @apu.ac.jp
TESTO2  TestD2 testO2@apuac jp

41 TESTO3  Test03 test03@apuac jp
5| TESTOd  Testd tectOd@apu.ac.jp
G TESTOS  TestOb testOs@apu.ac.jp
2. Click [File ...] (The image would be different due to the Excel version)

.| Save as Adobe PDF
|_-?; Open
=)

[ Close

Ex orkpo £
Excel Macro-Enabled Workbook (*.xdsm)
Excel Binary Workbaook (*xlsh)

Excel 97-2003 Workbook (*.ds)

He Folders AML Data ("xrnl)

Single File Web Page (*.mht™ mhtml)
; Web Page (*.htm;* html)

Excel Template (*.xdt)

Excel Macro-Enabled Template {*.x}
Excel 97-2003 Template (*.xlt)
Text (Tab delimited) (*.txt)
Unicode Text (*bxt)

AML Spreadsheet 2003 (*xml)
Microsoft Excel 5.0/95 Workb§ak (*.xds)
CSV (Comma delimited) [* cs
Formatted Text (Space delimited) (*.prn)

£ Execute survey~ || ¢ Survey properties~ | R Tools» & Display / Export =

< > About the new version of LimeSurvey

E Display particip:

& View in CPDB d participant

A Survey

& Questions and groups:

&) LDAP query
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6. Click [Browse...] button and select the CSV file which created by Step 1, and then click [Upload]

Import survaams from CSV file

Choose the CSV file to upload: <§'l’3-4- SIE—ERSA BT CSD

Character set of the file: (Automatic)

Separatorused: | Automatic [ Comma | Semicolon
Filter blank emall addresses: ﬂ
Allow invalid email addresses: off
Display antribute warnings: off

Filter duplicate records:

Duplicates are determined by: First name - firstname:
lastname

Il participants have been imported successfully.

Ocreate. - | F @erport
ks About the new version of LimeSurvey - Survey partcipants
3 Survey participants
@ You can use operators in the search filters (eg->, <, >=, <=, =
T action D First name Lastname Email address.
IBMEIEIP - |
r e=eo@
r s=c8 TesTol Tesiot testo1@apuacip
r =@ Testoz Tesioz psr—
roeseo@ s estos Teats O—
re=c@ Testos Teson —
r elsie s iesios@apusc
s=o@ restos sesos s

4. Closing a survey

1. Click [HOME] icon to go back to the top page, click [Stop this survey]

About the new version of LimeSurvey (i:634637

2. There are two ways to choose for closing a survey shown in the next page

Stop this survey(634637)
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 Deactivation
« Noresponses are lost.
» No participant information lost.
= Ability to change of questions, groups and parameters is still limited.
= An expired survey is not accessible to participants (they only see a message that the survey has

expired). . i 2
= All questions, groups and parameters are editable again.
= It's still possible to perform statistics on responses using LimeSurvey. q genp P 9
= You should export your responses before deactivating

urvey , < Deactivate survey >

lime_old_634637_20170207080126
= All participant information is lost.

permitted to see this survey).

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

= A deactivated survey is not accessible to participants (only a message appears that they are not

3 Main features for each method

Save the results [Confirm the results| Edit the survey
[Expire survey [@) @) X
|Deactivate survey X X [@)
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4-1 Importing answers from a deactivated survey

@ If you closed your survey accidentally,
you may activate your survey and import responses from a deactivated survey table to find your survey answers back.

<Reagtivating a survey>

<

< Presentation & ghvigation

Publication & access control

List survey publicly: m

Start date/time:

< Expiry date/time: 01.02.2017 00:00 &= >

¥ Reactivating an expired survey, could prevent the increasing of survey responses during the restoration.

About the new version of LimeSurvey (ID:634637)

QTR EETTy  OF Preview survey - ¢ Survey properties -

ﬁ Survey < » About the new version of

4. Click [Save & activate survev] in the next page
Warning: Please read this carefullyJ‘efove proceeding!

You should only activate a survey whi
finished and will not need changing.

you are absolutely certain that your survey setup is

Oncea survey s activated you can o longer:
« Add or fete groups
« Add or cfjete questions.
+ Add or dffete subquestions or change their codes

Please check these settings now:

— B T B
PSR ) Sy | o -

Savetimings? | Yes

Please note that once responses have collected with his
settings above, you wil

ey and you want 10 2dd of remove groups/questions or change one of the

« Save & activate survey [ IS

5. Choose [Switch to closed-access mode] or [No, thanks.(Open—access mode)]

Activate survey(634637)

Survey has been activated. Results table has been successfully created.

This survey is now active, and responses can be recorded.

Open-access mode: No invitation code is needed to complete the survey.
You can switch to the closed-access mode by initialising a token table with the button below.

Switch to closed-access mode No, thanks.

3 In this case, select [No, thanks

6. Confirm if the button [Activate this survey] turned to disabled (since we have set an expiry date for reactivating this survey in step 2)
About the new vers on of LimeSurve

Stu 2 this survay

This survey is active but expired.
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<Importing responses>

£ Executesurvey ~ || & Survey properties~ || R Tools~ | T8 Display /Export~ | & Survey participants

@ Responses & statistic:

== Data entry screen

About the new version of LimeSurvey

& Questions and groups: - Survey quick actions ' Partial (saved) responses

it the new version of LimeSurvey

— e\
= summary © Responses - 3 Data entry ol Statistics @ Timing siatistics LN @ C View saved but not submitted res|

ﬁ Survey < > import responses from a deactivated suwcyl;\E P’
RESPDI’ISE summary Import a WV survey file

ort] on the top-right.

Import responses from a deactivated survey table

a)Compatible
Choose responses which you would like to import
from the this source table.

e

2017-02-07 02:13:26 (1 responses)

Import timings (if exist)

2017-02-07 08:05:28 (4 responses)

Waming by " ) b)Compatible with type coercion
You can import all old respanses that are compatible with your current survey JCofg)d{ Compatible with iyp cosrcion ) )
ignared. ) ) T o o respanses oona Using type coercion may break your data, do not use
Using type coercion may break your data; use with Earfz or not at all if possible. thIS function.
Currently we detect and handie the fallowing changes:
= Question is maved to another group (result is importad correctly)

= Question is added to target (result is set to database defauht value).

= Question is removed from target (result is ignored). |

4. Confirm if all responses were successfully imported in the next page.

Response summary

Full responses 3
Incomplete responses 1
Total responses 4

5. Adding questions

5-1 How to add answer options
< What’s about Answer options ? >
— It stands for each one of several question items as shown as (Figure 1).
- An answer option is able to edit if a specified question format ([lists Jetc.) for answer options in need, menu block.

[Edit answer options]will be shown as (Figure 2) in the question
Figure 1). ~—

Position  Code Answer option

@ m Apple

® A2 Mandarin crange

* A3 Banana

(Figure 2). e
Lrpreview survey- | L Preview question group~ | &¥ Preview question - | & Edit Check logic Delete | @Export | MCopy = Aset commw B Edit default answers.
A Survey < > About the new version of LimeSurvey - How to use LimeSurvey

= % 3
W Questions and groups: Answer options were successfully saved

Question summary gooz (ID: 6082)

© Add group
Question group:  How fo use LimeSurvey (D:222)
- o = Code: Q002 (Optional question)
e Question: Please choose your favorite fruit.
Help:
_ Type: List (radio)
= Mandatory: No
Please describe the frequency of RN
v of LimeSuiriey Relevance equation:1
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(Editing answer options)

rvey < » About the new version

'@ Questions and groups: - Survey

@ Question explorer -
urvey summaryj

List question groups

About the new versio|

List questions

Survey URLs:

uestion list including surveys would be shown up on a screen. Next, you click icon

N

A
Questions in this survey

[Question summary] that your edit object.

Search:

Question Questien Question

r o order Code Question type Group
Long free How to use
[ s064 1 Qom Please describe the freguency of use of LimeSurvey - LimaSurvey
O &o8z 2 Qooz Flease choose your favorite fruit. List (radio) H.ow toime
LimeSurvey

Eaca

Group:

About the new version of LimeSurvey(ID:6346357)

L Preview survey = || &¥ Preview questiongroup~ | £k Preview question~ | & Edit | 2 Check logic Delete | [2 Bxport

How to use LimeSurvey - Q002

> About the new version of LimeSurvey

A Survey <

W Questions and groups: Question summary gooz (- 6082)

Edit answer options

Quastongrop: o touseLmesiey (0222
Code: Q002 : (Optional question)
O Ao Question: Please choose your favorite fruit.
Help:
Type: List (radio)
- o = Mandatory: No

How to use LimeSurvey Relevance equation:1

4. Click @ icon [Insert a new answer option after this one] on button right to insert a new answer option.

Save

¥ Preview s\ ¥ Preview question group ~ £} Preview question ~

Qoo2

About the new version neSuryey - How to use LimeSurvey

>

L

Edit answer options qooz (io- s082)

¥ Save and close

Japanese (Base language) English
Position  Code Answer option
& Al Apple

L Preview survey - | BF q goup- | & q -
> About the new version of LimeSurvey - How to use LimeSurvey - Q02
f Edit answer options qoo2 (i0: 6082)

Japanese (Base language) | English

Position  Code Answer option Actions

@ Al Apple £0

L3 AZ Mandarin orange £0

-1 A3 Banana Ed
Predefined label sets.. | Quickadd.. | Saveaslabel set
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5—2 What's about Advanced settings.

@ [Advanced settings | function works for each question’s format in LimeSurvey.

@ According to set up this function, an existing questions works more suitable to user’s needs.
Now, show you how to restrict inputting letter as “numbers only” at Short free text.

1. Click on [List questions] from side menu, next click on [Add new question] in upper left corner.

About the new version

A Survey

% Questions and groups: = Questions in thi:

Question explorer

Question  Questi
D order

r

2. You choose [Short free text] from [Question Type] of [General Options] Category in right side menu.

<  General options

Question type: @

Question group: How to use LimeSurvey (ID:222) j

3. Next, you create button “ON” by “Numbers only” of [Advanced setting] Category. Then click on [Save and close] to complete.

< General options

< Advanced settin 5;

Other

Insert page break in

2 On the screen will have been added a notification as below.

© Only numbers may be entered in this field.

5-3 Setting Branch condition to the question

@ c.g.) following set—up as below, can be displayed in Q003 ] by the answer only apple] extracted from [Q002].

&) import a question

< 3 About the new version of LimeSurvey - Questions in fi

& Questions ang/groups: Questions in this survey

) Pxpl -
W Question Pxplorer Search: Group:

Question Question Question
r o order Code  Question type Group Mandatory

List qugistion groups

Please describe the

List questions Long How to use

7
I~ c0s4 1 Qool frequency of use of Geetad  LineSurvey
LimeSurvey

B2 Question organizer
082 2 o0z Piease choose your favorite List How to use
fruit (radio)  LimeSurvey

2 Survey participants
I sog a Q003 Short How to use

freetext  LimeSurvey

M Retumn to survey list
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2. Click on [Set conditions] from the top menu, then open it.
13 Preview question - & Edit = Uheck 1ogTT Dot = B =

T Preview survey - 3 Preview question group~

B Edit default answers

About the new version of LimeSurvey - How to use LimeSurvey - Q00

& Survey < >

- Question summary o3 (- 6083)

™ Questions and groups:

3. First, click on Q002 by [Previous questions] in the middle page, and you choose on [A1(Apple)] (the chosen phrase turn in blue) as lyour answer |,

finally click on [Add condition].
Only show guestior] Q003: if

This question is always shjwn

Add condltion

© Add scenario

Default sceniio

Scenario

Survey participant attributes

Question
Coo gt use of LimeSurvg =
<0002 Please :hogse your favarite fruit
. e—
Comparison operator equals
Answer Predefined Questions  Token fields

AT (Apple)
AZMENCarin orang
A3 (Banana)

(Ma answer)

4. The additional condition can be confirmed on the next view.

Condition added

© Quick-add conditions Delete all conditions

Conditions designer

Only show guestion Q003: if:

Default scenario

Apple (A1)

QD02 Please choose yaur favorite fruit (qids082)

X Sample
a) [Q003 ] NOT display if the options EXCEPT [Apple | have been chosen in Q002.

Please choose your favorite fruit.

Apple
Mandarin orange

Banana

Please choose your favorite fruit.

@  Apple

Mandarin orange

Banana

Noanswer

@Onky
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3 How to set up multiple options for questions.
@ Q003 will be displayed only if conditions are Q001 answered with [Yes] OR Q002 answered with [Apple J.

5. Page of [Set conditions] of Q003], Choice of select the options from each tab as TQ001] with [Previous questions],

~

6.

1.

['Yes | with [Predefined]from default setting. Next click on’[Add scenario].
Add condition

Scenario  Default scenario

© Add scenario

uestion Previous questions | Survey participant atig

(001 frequency of use of LimeSurvey

Comparisen operator equals j
Answer MNecdefined = Comstant  Questions  Tokenfields  RegExp
{No answer) ‘

Clear | Add condition

. Modify the default [Scenario] from 1] to 2] such as number, and click [Add conditions].

Question Previous questions | Surv

Qoo1: P

Comparison operator equals j

Answer Predefined | Constant

N (No)
(No answer)

Cle:r< Add condition %

To confirm if the settings finished by the previous steps have been completed. And each sections are
Only show guestion Q003: if:

0002 Piease choose your favorite fruit (qide082) equals Apple (A1)

OR! . ~ario 2

Q007: Please describe the frequency of use of equals Yes (v} 7
LimeSurvey(aide064)

connected with TOR].
L

3 If case for setting [and], should be chosen number 1 (one) in step 6.

Confirmation for the answering result.

Click [HOME] icon to move a top page, and click [Responses & statistics] from [Responses]menu.

[SILENTEERE ¥ Execute survey = || & Survey properties~ | R Tools~ | T Display / Expori~

P P About the new version of LimeSurvey RN Responses & siatistics

E=Data entry screen
& Questions and groups: Survey quick actions €' Partial (saved) responses

20
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2. If Multilanguage have been registered i in your survey, choose one Ianguage your prefer from [Responses] menu.

©Timingstatistics | @ Export- || & import -

Cview savedt japanese

English

A Surve: ~ .
Y Response summary

& Questions and groups: - N
Full responses 3
& Question explorer = R ——

& List question groups Total responses ‘)

3. A summary detail will be shown on next page in the language your chosen.
Also the summary detail is able to Delete, Correction and Conformation according to your needs.

[ id lastpage completed startlanguage
Al j

= =1 5 1 v ia

= Bl 6 1 -J ja

r als 7 1 v ia

] =]V 8 1 x ja

6—1 How to get statistics by responses.

@ The LimeSurvey works a function for outputting statistics by the survey responses.
It is show you how to get statistics by using graph as it follows:

Stop this survey ¥ Execute survey - & Survey properties ~ R Tools+ = Display / [xnﬂn

About the new version of LimeSurvey
£= Data entry screen

B Questions and groups: - Survey quick actions (' Partial (saved) responses

Ssummary | ©Responses~ | == Dataenlry © Timing statistics

A Survey
Response summary

& Questions and groups:
Full responses

estion explorer ~
= B Incomplete responses

3. Select a question group from Response filters | what you would like to make it display statistics. (M means choice its group)
1 Response filters
N —
Q. How to use LimeSurvey (Question groM
" 5
001 - 002 -1
use of LimeSurvey” :J
Yes =] Mandarin orange
No Sanana
|

21
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General filters

[P

~

Include:

View summary of all
available fields:

Subtotals based on
displayed questions:

Statistics report
language:

All respanses

Data selection

Completeonly | Incomplete only

Graph labels:

Number of columns: ~ One | Twa | Three

| Question code

Questiontext | Both

B

Each quest

Greater than:

Less than:

Using the

Response ID

tion has its

Chart type:

As defined in ques j

¥ NoteX
-HTML & Excel is available to use.

- Each buttun in a frame will display each type of graphs.
- Graphs are available to display in only HTML format.
- By the type of question might be occured non graphed display.

3 Sample in a graph display.
2
Please describe the frequency of use of LimeSurvey
Answer Count Percantage
Yes (¥} o 0.00%
No (N) o 0.00%
No answer 4 100.00%
Not completed or Net displayed o 0.00%
%
Yes
. No ¥NOTE3
No answer
Not completed
‘of Not displayed
;
|l Bar chart & Pie chart <» Radar chart | Line chart £ Polar chan
O Doughnut chart

1. Others

7-1 How to change email template.

@ Limesurvey used by greetings mail or reminders mail are able to save as templates.

W Questions and groups:

W Question explorer -

About the new versio

B survey permissiol

Survey quick ac

[=JPTTr-oTar-T1

£ General settings

A Quotas

22 Email templates >

lates] from [Survey properties].

texts

iz

22
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2. It is also able to create templates by switching menu tabs of each mail. (it can be editorial each language)

Edit email templates / 8 N

PNOTEX
You must delete that each section is included {OPTOUTURL} and
{OPTINURL} where are in bottom each e-mail.

<‘ on | Reminder Confimation  Registation Basicadminnotfication  Detailed admin ¢>‘ (It’s occurred impossible to join the survey if a participant click on them in
accidentally.)

Invitation email subject: Invitation to participate in a survey
Invitation email body: 530 @ @ @ Qb B L Dsowee WEHEO Invitation email body: =2 ® G & Qby B T, Bisowes| WEE G
ME®Q|BIUS %x| =i £ W B E=Z60 BIUS xx €9 5=
W G| e Styles - | Fomat - || Font - || size - KR e Stles - | Formst - || Fo
O A @ Folla B
i £
Dear [FRSTNAMEL Bk et
you have been invited to participate in a survey. It you do not want to participate in this survey and dorft want to receive any

more iwitations please clgege fallofine link
The survey s titled OPTOUTURL] D
" {SURVEVYNAWE]
If you are blacklisted but want to participate in this survey and want to recele
" [SURVEVDESGRIPTION}” inuitations please click the following link
OPTHURL]

R

2 Mails description

- Invitation This is an E-mail that invite to survey for participants. (Use in closed survey)

- Reminder This is an E-mail that reminder to answer for unanswered participants. (Use in closed survey)

- Confirmation This is a notification E-mail that registered answer completely of participants’ who had already answered.
— Registration This is a notification E-mail that a participant has been registered as the participant of a survey.

- Basic admin notificarion This is a notification E-mail that sent out to the survey administrator with its contents when had added answers
in the survey.

— Detailed admin notification This is a notification E-mail that sent out to the survey administrator with its contents when had added answers
in the survey. (it can be refer to answers’ information.)

7-2 Note of copying the survey.

@ It need to pay attention that is taken over to the section within information in previous, when you create a survey by copied of an extant survey.

<

& Questions and groups: - Survey quick ac A Quotas

N

. To confirm [Administrator]. [Admin email]. [Bounce email] in [ General options | from a right display, and to correct in order to needs.

General optiol &

Base language: Japanese
Additional = English
languages:

Survey owner:

Administrator:

Admin email:

Bounce email:

3. From the display on your right to confirm that address of Admin notification emai ( 2 points of Basic and Detailed) of
I'Notification & data management | are right, and and to correct in order to needs.
Notification & data management

Send basic admin
notification email to:

Send detailed admin
notification email to:

Responses will be date stamped.

Date stamp:
Cannot be changed

7-3 Data transport procedure from ex—LimeSurvey

@ New LimeSurvey has been dynamically changed display or maneuvering feeling than ex—LimeSurvey.
— Thus, we recommend to create basically to new survey without migration from old environment.

@ This manual will show how to migrate used with export function from the old environment.
Please fully understand following points to use.
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@ It might unexpected occur any trouble (bug).
- Thus, please remember to do all operation verification after the survey had migrated that confirm to not only preview also including answers,

submits, countings.

®) It might occur the migration not works correctry that a survey including logic complicated such as a conditional branch.
- Thus, please to confirm that the survey works right when it’ s migrated coverall every patterns.

@ Please newly re—create a survey (recommended) or make an unworkable section retry to be right by hand work if the migration
has not been working well.

<Exporting of ex—surveys>

@ About migrating to new LimeSurvey, a previous version exports a survey as first.

1. First, you choose a survey to be migrated, next you choose [Survey structure (Iss)] from a figure's icon.

Survey 5 2 {ID:837574)

B, printable version

Title: 7
Survey URL (Japanese): ht [# QueXML export

Description:
Welcome:

ML format (*.xml) an
(@ Tab-separated-values

format (*.txt)

3 You choose[Survey archive(.lsa)]above chart, if it will take over the participants’ information or the answer contents.

2. Save a file anywhere else on your PC.
-
Name Date modified Type Size

L | limesurvey survey 158496.Iss 3/23/2017 10:37 AM  LSSFile 321 KB

<Importing of ex—surveys>
@ Next, the exported survey file to be imported by new virsion.

lay on your right upper.

LimeSurvey

5 Copy a survey
Liflicoul v

List surveys

rt survey).

Create Import Copy

Select survey structure file (*.Iss, *.txt) or \Choose File_jinesurvefs..._158496.Iss

survey archive (*.Isa) (maximum file size:
2.00 MB)

Convert resource links and expression fields?

Import survey

firm the processing successful complete.

Survey structure ifnport summary

Survey§: 1
Languagps: 1
Question goups: 1
Questiofs: 3
Question atifibutes: 1
Answefs: [i]
Subguestons: o
Default angwers: 0
Conditipn: 2
Assessmnts: 0
Quotgs: il
Quota mefnbers: 1
Quotalanpuage 1

settings:

Import of s mpleted

y
Go to survey
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