QUICK START GUIDE

The intent of this Quick Start guide is to help you get started building your first survey. Every survey is different, and with a
feature-rich survey tool, there will be many ways to customize and build your survey. This guide is intended to get you pointed
in the right direction.

We expect and look forward to you sending us support questions if you run into anything you’re not sure how to do — that’s
expected because while it is easy to add questions to create a basic survey, if you have complex requirements, they are likely

unique ones and we want you to ask us for help if you need it!

That all said, read on to learn how to create and launch your survey!

WELCOME EMAIL

To login, you can click the link your welcome email. You will be prompted to enter your own password or accept the system
generated password:

(7 HOSTERIN VDA

Administration

Set password

Password *
,,,,,, y:
&
Repeat password *
...... v);,
Random password (suggestion):
L8fGIL3BHXxL6
Save
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LOGIN

To log in to your account, enter your username and password.

Administration

Username
Password
-
2FA key (optional)
Language
Default v

Forgot your password?

Note: On our trial platform, while 2FA is enabled, you won’t need to enter a value on your first login. You can enable it on your
account once you have logged in. How to do this isn’t covered in the quick guide.

Click the green Log in button.

If you forget your password, you click the Forgot your password? link to request a password reset link.
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WELCOME PAGE:

Once you log in, you’ll be directed to the admin page where you can create a new survey or access an existing one:

Last visited survey: Test (1D:639899)

Create survey

G Click to access the
o mm—
Click to create a o mm— Click to List your last S_U"W?z you
new survey o m— existing surveys VRS,

Create a new survey ‘ ‘ List available surveys ‘ I Watch video tutorials &'

CREATING NEW SURVEY

To create a new survey, you can click the Create Survey box on the welcome page:

Create survey

[+

Create a new survey

You can also use the Administration toolbar (found at the top of every page) to create a new survey, access previously created
surveys, manage your account, and set up your and log out:

© Create survey i= Surveys @ Help ~ £ Configuration ~ Active surveys o & 2FA settings ~ a admin ~

To create a new survey, from any page, click Create survey from the admin toolbar:

© Create survey i= Surveys @ Help ~ £ Conl
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A survey has three integral elements:
e asurvey title

e atleast one group of questions
e at least one question

Optional elements of a new survey include:
e Applicable answers to each question
e Modifiable labels (known as label sets)
e Conditions that determine whether a question should be asked

To create a new survey, the only piece of information you must provide is a Title. After clicking on Create Survey,
you will be prompted for this information:

© Create %) Import € Copy

1. Provide a
survey title

Survey title:

The name of my survey

Required

Base language:

English M
Survey group:
Default
2. Click Create
Administrator: Survey

Default  Currentuser | Custom

Create survey

Once you complete the information above (Title being the only required field), click Create survey to create
your survey.
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You will be redirected to the Survey Summary page for your new survey. This page is comprised of a left tab
style menu with two important elements: Settings and Structure:

Structure

< HEEE

Survey settings

i= Overview

4 General settings
Settings lets
you configure
various
aspects of
your survey

[2) Text elements
U Privacy policy
& Theme options
&> Presentation

& Participant settings

< Settings

~ Structure is

where you
create your
= My first question group o pages);nd
questions

L GLEGI © Add question

= [Q00] » A first example questio...

P N D S
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The Summary Page (accessed by clicking Settings->Overview) contains useful general information about your

survey:

Survey summary : 2023 Parks Program Satisfaction Survey (ID 888467)

Click gear icon to

Share survey
English (Base language):

End URL:

Number of questions/groups:

Sharing panel”

Publication and access settings:

Start date/time:
Expiration date/time:

Listed publicly:

Hints and warnings:

hitps-//demo.hostedincanadasurveys. ca/888467 ?lang=en

101 Public link to

the survey
Open sharing panel

QR code and
social sharing

21.08.2023 13:20
01.00.2023 09:00

No Shows the period the
survey is available to

participants

Responses to this survey are anonymized.

Text elements:

Description:

Welcome:

End message:

Survey general settings
Owner:
Administrator:

Theme:

Database usage:

Mo info or no data found

edit items

-4

This survey will be used to guage the level of satisfaction among parents
and participants who use the CVRD Parks Program. We are constantly
looking for ways to improve the program to better serve the participants,
and the information obtained by this survey assists us in achieving that
goal.

Thank you for choosing to participate in the 2023 CVRD Parks Program
survey! We greatly appreciate the time you've taken...
Show maore

Thank you for your feedback on the 2023 CVRD Parks Program. We
take great consideration in all feedback we recieve and a...

Show more
P
admin (suppori@hostedincanadasurveys.ca)
Someones Name (email@example.com)
AccessibilityPro2022 ( AccessibilityPro2022) H

Itis presented group by group.

pagiciall FIEIT S NP Y o W 3

\.rr..r*wr«r‘“ra__.rdg
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SURVEYS

CREATING A QUESTION GROUP

Survey questions need to be organized in groups. Groups can also be used to create pages of questions. You can choose to
have all your questions in one group or separate questions into several groups. You can later configure your survey to display
all questions on one page, or display them per group, or question by question (a single question on a page).

Your survey must have at least one group. To create the group, click on the Structure tab, and then click Add group:

Settings Structure

L -GGG © Add question

Give the new group a title and a short description (optional), and press Save and add question:

< Settings m & Import group 4 Back  +Save &add question =+ Save & add group

© Add question A 4. The most
Add question group

common option
[+ I8

= My first questi8

is to click Save
and add
question.

1. Click
Add group

[Q00]> A English (Base language)

2. Provide a group
name.

Title:

3. Optionally provide
introductory text to appear
below the title.

Description:

X Psuce @ B I U

it s Bt S Bl i mirmnn _pecn _,,f",—.—__‘f_‘);‘ia“r-',r‘I,__._.&/,—Arﬁﬂ—_kmr‘. Y _SEPeae
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CREATING QUESTIONS

There are several ways to add a new question. As noted on the previous page, if you’ve just created a group, you can click
the “Save and add question” button.

Alternatively, from the Structure tab (and also from the Group Summary page) you can click buttons to add a new
guestion:

Surveys < My Survey 9 My first question group

< Settings m R Tools ~ @ Preview survey @& Preview question group
L GGG © Add question P

= My first question group

Group summary

— Add a Title: My first question group (34)
— [QDO] > A first exampl question Description:
Condition: 1

Group quick actions

Add a
Add new question to group question

o

Add new guestion to group

Page 8 of 12

Last updated 2023-09-19



When you click to add a new question, you will see the “Add a new question” form. To create your question, complete

the following steps:

3 % Import question
o pot on
PR Create question
= wy first question group 0. Code @

G01Q02

= [Q00]> Afirst example qu

| Question type

Question Help Script

2 Msouce @8 B I U

Subguestions.

& Mulliple choice

3. Depending on

question type, add
sub-questions. For

array/matrix, you
Cede e Will see two axises.

= SQ001 Some example subquestion

Load label set Save label set

Here is a list of question settings:

¢ Code—a unique identifier of the questions. A code is generated for you. A code is like a column header

1. Codes are like column names.
Accept default or you use your
own code value

% Close: Save and close GV

Settings

2. Selecta
question

type

Relevance
equation

1

Action

[+]

Quick add

General Settings

Question group @

My first question group

Other @
On | o

Mandatory @
on Soft | Off

Condition @

. 1

Save as default values @
On | Off

Logic

Display

Other

Statistics
PDF-HTML Report

Script

4. Depending on question
type, you'll have various
parameters you can configure

within these panels.

name in Excel. You can use your own codes. Try to be consistent with your coding in this field. Planning will

make your evaluation a lot easier later. This field is normally not displayed to people taking the survey.

The question Code must be unique across the same survey, must start with a letter, and only contain letters
and numbers. If you have ever tried to export your data to SPSS or R, you may have discovered that this code

becomes the value label.

e Question - the actual question being asked.

e Question Type — where you what type of question this will be (single choice, multiple choice, open text,

array/matrix, etc).

Some question types require specific answers or subquestions. For example, a List (radio) type question will require
answer options (something for people to choose from). Multiple choice and array (matrix) type questions will need sub-

questions. In the screen shot above, box 3 indicates where you'll enter these values.

When you click Save on the “Add a new question” page, you will be directed to the Question Summary page. From there,

you can add another question.
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ADDING ANSWERS OR SUB-QUESTIONS

For question types that require answers or sub-questions, the interface will behave the same in both cases:

Auto-generated
code. You can

change if you
Add or delete

WYSIWYG arow

wish.

editor

The text to
display.

Relevance

Code Subquestion @ equation  Action

= SQ001 Red

= SQ003 Green
Provides a popup to

= 50002 quickly add many options.

ia

Load label set Save label set Quick add

P st o B o NI T bt B il g

PREVIEWING AND ACTIVATING SURVEY

You can test your survey at any point by clicking Preview survey on the Survey toolbar. This allows you to check how
the survey looks before you activate. When testing a survey, your responses will not be saved.

All pages will have the Preview Survey button. Click on the left menu tab Settings and then Overview to see the
Activate this survey button.

PR RO ® Previewsurvey & | R Tools~ | B Export

After creating all your questions, you will need to activate the survey by clicking Activate this survey located on
the Survey toolbar. Once the survey is activated you can no longer add/delete groups and questions (you can still
edit some texts).
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THE SURVEY LINK

To get people to participate in your survey, you can share the survey link with them (there are also more sophisticated
solutions, involving importing a list of participants and using the platform to send out email invitations).

At the minimum though, you find the survey link by clicking on the left menu tab Settings and then clicking Overview. On
the Survey Summary page, you will find the link to your survey under the Survey URL block:

Survey summary : 2023 Parks Survey (ID

Link to share with

Share survey

English (Base language):
End URL:

Number of questions/groups: 1M1

Sharing panel:

Open sharing panel

participants

https://demo_hostedincanadasurveys.ca/188284?lang=en

QR code and
Facebook &

Twitter(X)
integration

This is the link you can share with your participants. If your survey has multiple languages, you’ll see corresponding links

for each language.

There is also social sharing and a QR code you can generate:

Share survey

Share QR-code:

English

Click Generate
QR code to
view the code.

Share on Facebook

English

Share on Twitter:

English

BRI

Click enable
for Facebook
sharing

K Disabled

o~ o el g
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GETTING ADDITIONAL HELP

We know our platform is feature rich, and we know you’ll have questions. Every survey has unique
requirements, and it isn’t possible for a user guide to cover every scenario under the sun. But don’t
worry, our support team is here to help you every step of the way. On any page, click the green help
icon to submit your question, and our team will be happy to point you in the right direction — either to

a knowledge base article, or provide you with custom step-by-step directions, or a personalized screen
movie to answer your questions.
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