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About This Document

This document is intended to provide a step-by-step guide to using LimeSurvey to construct a survey with common
question types and features, along with some additional information about extra, useful features in the system. It is
not meant as full documentation of the survey software, nor is it intended to be a guide to survey design or statisti-
cal analysis of survey results. The Acadia University specific content is limited, and changes for other contexts
should be minimal.

Any suggestions for additions or changes to this document should be sent to Duane Currie
(duane.currie@acadiau.ca). It is best to be specific with the changes, including suggested wording and screen-
shots, if possible.

Contributors: Duane Currie, Terry Aulenbach

This work is licensed under the Creative Commons Attribution-ShareAlike 3.0 Unported License. To view a copy
of this license, visit http://creativecommons.org/licenses/by-sa/3.0/.
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Before You Begin

Before constructing your online survey, there are some essential planning steps beforehand in order to ease your
work, reduce editing, and help your survey be able to answer the questions you are trying to examine.

First, know what research questions you are trying to answer. This is a vital step often skipped in the search for
information. It is tempting to start constructing questions related to your topic, but unless you know specifically
what you are trying to learn, it is possible to have a survey of many questions which answers nothing. The goal(s)
might be very specific, such as assessing a demographic group’s preference. It might be an exploratory study,
where you’re looking for trends to inform later studies. It might be data collection for a geographic map of re-
sources. Or, it may be something else entirely. There’s a wide range of possible goals, but you should make a
clear statement of the goals, and design the questions in the survey based on trying to achieve those goals.

Second, plan a rough draft of your questions in a word processor or spreadsheet. It's easier to draft, edit, and
discuss with other people a list of questions in a simple text file than in an online system. You may do some final
edits later in the online system, but it's best to use your plain old word processor to initially draft some questions.
An example is shown below. There is no single standard for such a document, but this catches the most important
information in an easy manner to distribute and edit with other people involved in designing the survey.

Lunch Habits Survey

Welcome Message

The Lunch Habits Survey is a survey of Acadia Students to provide information on the lunchtime habits of students. Information from
this survey will be used to inform initiatives for the dining halls, other food service establishments, and student programming on cam-
pus.

Your survey responses will be anonymous. They will also only be shared in aggregate form with food service and student program-
ming groups.

If you have any questions, comments, or concerns regarding this survey, please contact Duane Currie.

End Message

Thank you for your response to this survey.

URL after survey: | http://lunchbreak.acadiau.ca/offerings.html
SURVEY QUESTIONS
Question | Type Options

Demographic Questions:

Do you live on campus or off campus? Multiple Choice (single-answer) On campus / Off campus

What is your year of study? Multiple Choice (single-answer) Ist/2nd / 3rd / 4th / 5th or higher

Lunch Preferences:

Do you regularly eat a meal at lunch time? Yes/No

Which of the following foods would you frequently | Multiple Choice (multiple-answer) Chinese / Fruit&Yoghurt / Pizza /

seek out for lunch? (check all that apply) Salad / Sandwich / Soup / Sushi / Other
I am satisfied with the variety of on-campus food Multiple Choice (single-answer) Agree scale (1-5)

offerings.

I am satisfied with the quality of on-campus food Multiple Choice (single-answer) Agree scale (1-5)

offerings.

Additional Comments:

Please provide any additional comments you may Text area
have regarding lunch options available at Acadia.




Key Concepts

Before you begin, there are a few essential terms that will be used throughout.
A survey is a tool for collecting information from people, generally online, on paper, or both.

Each survey generally has a list of questions which a person answers and submits. These questions are divided
into sets called question groups. It is very frequent for a survey to begin with a set of questions which ask demo-
graphic information about its participants (e.g. age range, gender, area of residence, etc.). Thus, we would call that
set of questions a question group, called ‘Demographic Questions’. The particular questions about demographics
of the participants would be questions inside the Demographic Questions question group.

There are many types of questions. Most ask a participant to select from a list of answer options, which are just a
list of options that can be chosen in response to a question. Typically, for any one question, a participant can only
select one answer option. Some question types (like arrays of questions, and multi-answer multiple choice ques-
tions) can have sub-questions. A sub-question is like a smaller individual question within a question. To demon-
strate the difference between answer options and sub-questions, consider the following example. This question has
its own question text, but consists of two sub-questions, each of which has five answer options.

Please rate your level of agr with the following statements.
Strongly
Disagree Disagree No Opinion Agree Strongly Agree Mo answer
1 am satisfied with the B B B B B B
wvariety of on-campus food Q Q Q Q (®
offerings.
1 am satisfied with the B B ~ - B B
quality of on-campus food Q Q Q Q (@] ®

offerings.

To summarize, a survey consists of some general settings (title, welcome message, thank you message, etc.), and a
set of question groups (like Demographics). Each question group has some of its own settings (like title, descrip-
tion), and a set of questions. Each question has its own settings (like when to show/hide the question), the ques-
tion text, type, and depending on the type, may have a list of answer options and a list of sub-questions.

Technical Terms

Radio buttons are used when a person must select one of a

. . . . Do you live on campus or off campus?
smaller, or at least more visually concise list of options. These  choose sne of the following answers
appear as a set of small circles (often with labels beside them), On Campus
only one of which can be selected at a time. ff Campus

MO answer
Drop-down boxes are boxes that have an initial option pre- WREE is your yesr of study?
. . Choose one of the foll i ANSWErs

sented, but when a person clicks on the box it expands to showa e

a person must select Only one option, but the list is large. Which of the following foods would you frequently seek out for lunch?

Check any that apply

Checkboxes are similar to radio buttons, except they are the
square boxes which can be checked or not. These are used for [ Fluit & voghure
when a person may select multiple options at the same time,
such as in questions that select “select all which apply”.

Please provide any sdditional comments you may have regarding
lunch options available st Acadia.

Text boxes are short one line boxes where you can type text:

Text areas are larger, multi-line text boxes where you can type
text. These are what you often see for ‘additional comments’ ——»
questions at the ends of surveys. E



1. Logging In

Go to https://survey-system.acadiau.ca/admin/ and log in with your network username and password.

If you can not log in, it may represent an
issue with your network account. In
such a case, please contact the Service
Desk (902.585.4357, help-
desk@acadiau.ca, or in person on the 1st
floor of the BAC).

" Acadia University Survey © % |

e 2> X |D https://survey-system.acadiau.ca/admin/

Acadia University Survey System

L]

The server https://survey-system.acadiau.ca:443 requires a
username and password, The server says: ACADIA
Credentials Required.

[ Authentication Required

User Name: | deurrie

Password: |""****"

e

2. Creating A Survey

P R, After logging in, you should se a screen

€ & € @ hups/survey-system.acadiauca/index php/admin ¢ = | similar to that on the left.

Acadia University Survey System

Aeimstration - Lesged n 22 deurrie & .— 4= || To create a new survey, click on the add

- < il e r— : AT
0 B EEE8, e =070 ? button (the plus sign in a circle).
Create, import, or copy a s
Logged in . .
ooect Alternatively, if you already have an
{elcome Buane Cume: existing survey you wish to edit, select it

from the drop-down list beside
"Surveys:".

S . o S0 008 130802 P lmesiney



3. Setting the Initial Survey Settings

When creating a new survey, you will be asked to set some information general to the survey as a whole. Al-
though there are a lot of potential settings, the key ones for most surveys are the following:

. Title: The title of the survey. This is normally what will appear in headings on survey pages as people fill
out the online survey.

. Description: This is a short description of the survey. This may be visible to survey takers when they view
a list of public surveys on the system.

. Welcome Message: When someone fills out the survey, the first page they view contains the Welcome

Message, and a button that allows them to continue on to fill out the survey. The key things to include in
the welcome message are: 1) the purpose of the survey; 2) what the survey data will be used for; 3) who
will make use of the results of the survey; 4) who will have access to the survey responses; 5) if the survey
responses will be anonymous; and 6) who to contact (and how) with any questions or concerns about the

survey.

. End Message: After someone has finished all the questions, a page containing the end message will be
displayed.

. End URL: On the same page as the End Message, a button will be present that will take the survey taker to
the link in this field.

The default values in other fields should be fine for many surveys, but feel free to explore.

X
(" Acadia University Survey © % % |

€ - C | & nttps//survey-system.acadiau.ca/index.php/admin/survey/sa/newsurvey w2 =

-~

Acadia University Survey System

Administration -- Logged in as: dcurrie &

Q a ;ﬂ /' @ @ ,’ @ Surveys: | Please choose... =l

Create, import, or copy survey

-+ RO,

General Presentation & navigation Publication & access control Notification & data management Tokens Import Copy

“Base language: |Engl|sh Iz' This setting cannot be changed later

Title = [Lunch Habits Survey | Requied
Description: ':j,é Pl Y mjg« 4 a3k @ Eswee | @A @ O = & O

iB T U e X, xP 1S S

Stwes‘ "|Forma1| |"Fom|

Asurveyto assess lunch habits of students by demographic group.

body
Welcome message: é':’“:',é J%J@Jﬁljfﬁ 4o E e |§|Source'§|3 omE=E g Q'
E 2 [ 1= i E o g | =a=m=—oli ;i ;
iB I U x, ¥|IEE = M’____J_E]W,.@ P&
SMes‘ "|Forma1|Nonna\ |"Fom| = SIZE| "yi B r A']E R _§-|'
The Lunch Habits Survey is a survey of Acadia Students to provide information on the lunchtime habits of students. ©
P S S PR S s

Once you have finished entering these settings, scroll to the bottom and click Save.

Later, you can go back to editing these settings by entering the survey, and choosing one of the options under the
Edit Settings button



4. Creating a Question Group

Before you can add questions, you should create a question group. By default, for people taking the survey, each
question group’s questions will appear on a different page. For example, all the questions in the group
’Demographic Questions’ would appear on one page, and the "Lunch Preferences’ questions would appear on an-
other page.

(" Acadia University Survey © %

€ > C' B nitps//survey-system.acadiau.cafindex.php/admin/survey/sa/view/surveyid/234463 wl =

>

Acadia University Survey System ,TO add a new question

Administration -- Logged in as: deurrie &

. y — = ' group, click the ‘Add’ but-
0 B/ EERH /7B ’ HEQ| Q1 ton for question groups.

Survey Lunch Habits Survey(ID:234463)

.' ¢ 0v Xv @v G)v HEE.? ; Question groups: [None [l o EE

Title: Lunch Habits Survey (ID 234463)
Survey URL - English: https://survey-system.acadiau.cafindex.php/234463/lang-en

Description: A survey to assess lunch habits of students by demographic group
The Lunch Habits Survey is a survey of Acadia Students to provide information on the lunchtime habits o
students. Information from this survey will be used to inform iniatives for the dining halls, other food service

Welcome: establishments, and student pragramming on campus. Your survey responses will be anonymous. They will also
only be shared in aggregate form with food service and student pragramming groups. If you have any questions,
comments, or concemns regarding this survey, please contact Duane Currie.

End message: Thank you for your response.

If you wish to change set-
tings for an existing ques-

Adn;inis:,ratar: Duane Currie {duane.currie@acadiau.ca) tion group, or add questions
Start date/time: - e .
Expiry date/time: - to an existing question
Template: default 1 h .
Base language: English group, se eCt t € questlon
Additional languages: - 13 3
End URL: http://www.acadiau.ca group from the Questlon
Number of questions/groups: 0/0 groups:” drop_down list.

Survey currently active: No

Survey cannot be activated yet.

[You need to 2dd question groups]

[¥ou need to 2dd questions]

Responses ta this survey are NOT anonymized.
It is presented group by group.

Participants can save partially finished surveys

Hints:

“ LimeSurvey ike it? Donate to
Varcion 5002 Ruild =080 LimaSurvay ¥
—— =——- - =._.

After creating a question [ anmmeni - LA

group you need to set lts <« > ¢ https://survey-system.acadiau.ca/index.php/admin/questiongroup/sa/add/surveyid/234463 el =
5
Title and Description. Acadia University Survey System -

Administration -- Logged in as: dcurrie 2

0 BB rGEEB /B s s @ EQ) | G 2

When a person is taking the | curvey v rsbis suveytipzssse

survey, at the top of the B 820 R B (3 & cetonsows © ==
page of questions for the Add question group

queStiOIl group’ the tltle and English(Base language)  Import question group

description of the question Titie: [Demographic Questions —

Description: | @ (| B G e R He Be=iBOoBE oo

H - I 4 gmx,xzji

group will appear, so these . .

; . E] i ERCH
should be written as if the i Soes| o) fome [ soe[ |- 2e- A2 )8 B
SurVey-takerS will be read- These questions help determine i onthe and help us know the preferences of
. sub-groups of students within campus.
ing them.

Once you have set the title
and description, scroll to the
bottom and click the ‘Save
question group’ button.

y

\‘: Save question group |




5. Creating a Single-Answer Multiple Choice Question

Now that we have created a question group for ‘Demographic Questions’, we will need to add questions to this

group.

7 Acadia University Survey © x |

= =

e https://survey-system.acadiau.ca/index.php/admin/survey/sa/view/surveyid/234463/gid/10

e

Acadia University Survey System

Administration - Logged in as: deurrie 2

0 B/ EEB/B

Survey Lunch Habits Survey{ID:234463)
» to>]

[ ] @. (3

Question group Demographic Questions (1D:10)

Ny oee

Title: Demographic Questions (10)

E2

Description: | 1, groups of students within campus

LimeS;

Question groups: [ Demographic Questions

Questions: [ Plesse choose...

These questions help determine demographic information on the participants and help us know the preferences of

urvey
2.00+ Build 130802

To add a new question to the
current group, click on the Add

[vl .
button for questions.

L+ JRUY/
© A=m
o &=

Surveys: [Lunch Habits Survey

[v]

-Alternatively, to edit an existing
question, select it from the drop-
down box for “Questions:”

ike it? Donate to
LimeSurvey

The Code is a short label for the question.
This does not appear to people taking the
survey; rather, it is a code that is used by you
in editing the survey, and in viewing the re-
sults of the survey. Make it meaningful, but
short.

The Question box is for the text of the ques-
tion you are asking.

Help is additional instructions that you may
want to give survey takers for clarification.
Normally, when a person takes the survey, if
there is help available for a question, a ques-
tion mark appears underneath the question.
Beside the question mark, the help for that
survey question appears. This is useful for
giving clarifications on how to interpret
terms in the question.

The question type identifies the sort of ques-
tion. By default, it is “Long free text” (like a
comments box), but you should change this
to an appropriate type for your question.

(& Acadia University Survey © %

= =

c https://survey-system.acadiau.ca/index.php/admin/question/sa/addquestion/surveyid/234463/g dMU{‘@ =

"
Code: | ocation

Question: ; g o1

PB T U e X X

 Styles | H Fomat |

Do you live on campus or off campus?

Help: :

"lS\zel ik A-|iR B

Iflive in a residence on campus in either a traditional residence room, an apartment within a residence, or in a room
in a specialized house such as the environment house, select'On Campus’. Otherwise, select ‘Off Campus’.

body

Question tyPe: | st frasio) -

Question group: | Demographic Questions
Option 'Other'; YesO  No® v

There are two significant options available for most questions. You may mark a question as being Mandatory,
meaning that the participant must answer the question in order to continue. Many question types also have a op-
tion to allow for an “Other” answer to a question, which automatically provides a text box for an alternate answer,

if selected.

For the first demographic question in our example, a radio list type is appropriate—this creates a visible, vertical
list of options, only one of which can be selected. The Code, Question, and Help are set as well. To save the ques-
tion initially, scroll to the bottom and click the ‘Add Question’ button.



5. Creating a Single-Answer Multiple Choice Question, part 2

We are not yet done adding the question. For many question types, especially those have a list of options for sur-
vey participants to select, we still need to add some more information. Fortunately, the survey software is good at

notifying us of this need.

O Acadia University Survey © X

€ = € G https//survey-system.acadiau.ca/index.php/admin/survey/sa/view/surveyid/234462/gid/10/qid/70 9 =

Acadia University Survey System

Administration - Logged in as: dcurrie &
0 859/’ @ 1] I@ surveysi [nd s sy o= Q) (D) 2

Survey Lunch Habits Survey(ID:234463)

.P a 0 x L_,v ‘ nEE.} - Question groups: [Demegraphic Questions o [=[0]x]
o =[D[X]

=E=EB

Question group Demographic Questions (ID:10)

N O TOE .

Question Do you live on campus or off campus? (ID:70)

palrZgioA] : [l in Pl

Code: Location : (Optional question)

Here, we can see that we need to

add answer options. We can do
; this now by clicking on the an-

Question: Do you live on campus or off campus? .

If live in a residence on campus in either a traditional residence room, an apartment w =dence, or in a swer OptIOHS button.

room in & specialized house such as the environment house, select 'On C; erwise, select 'Off Campus',

Help:
Type: List (radio)
Warning: You nesd to add ansver options b this question BH
Mandatory: No
Relevance equation: 1

0 LimeSurvey ke ft? Donate to
Version 2.00+ Build 130802 LimeSurvey

You will now be presented with a page which allows you to enter the options for answering this question. Each
option has a Code and Answer Option. The Answer Option is what the participant sees when they fill out the sur-
vey. The Code is a short label that you will see in the results file you download after people have taken the survey.

(7" Acadia University Survey © %

€ & C & nttps//survey-system.acadiau.ca/index.php/admin/question/sa/answeroptions/surveyid/234463/qid/10/qid/70 ﬁ

Acadia University Survey System

Administration -- Logged in a=: deurrie &

ﬁ a ;a }l @ @ ’ @ Surveys: [ Lunch Habits Survey [l o d’ ? TO add another
Survey Lunch Habits Survey(ID:234463) answer OptiOl’l,
B £ 0 R B B & cvstonsows s 5@ SWEBL ek on the Add
Question group Demegraphic Questions (ID:10) buttol'l tO create a

?j 0 ma’ @. Questions: [ Location: Do you live on campt [y | o = new thion

Question Do you live on campus or off campus? (1D:70)

N DR M A 6B Gl

Edit answer options

To delete an an-
swer option, click

Code Answer option Aghns
on the Delete but-
Sllon_J[on Campus o+ @ / ton next to the

= |off | [Off Campus o +& .
answer option you
Predefined label sets... Quick add... Save as label set Wlsh tO delete.

English (Base language)

Save changes

LimeSurvey ke it7 Donate to
Version 2.00+ Build 120802 LimeSurvey

When satisfied with the list of answer options, click the ‘Save changes’ button at the bottom.

Note: A list of codes and options is called a “label set”. There are some pre-existing label sets defined that you
can use. We will see an example of this shortly in another question.



6. Creating a Drop-down Box Question

The first question we created allowed the user _

to Select one option from a 1ist’ Where the op_ €« > C https://survey-system.acadiau.ca/index.php/admin/question/sa/addquestion/surveyid/234463/gid/10 57 =

tions would be presented using radio buttons. o "
For some question types with more options, it e e i e - :

can be convenient to provide a drop-down g |,J2F:m:‘ = T TJS@ [ s me i8]

box. For the second demographic question, Wt your yea of tudy?

asking the year of study, we will use this type

of question.

Similar to the earlier question, use the Add
button for questions to add a new question. In
the form, fill in the Code, Question, and Help
as appropriate, and choose the Question Type

"'HJ’ B e 8 | @ @ ElSsouce |}

U x o £ o9 o |

Lo |id & @ @ |

to be “List (dropdown)” \ - [2) Foma B []se[ |-)Jie- a-]im @]
This is the number of years, including the current year, you have been attending university.
After you’ve set these fields, click on the
‘Save Question’ button at the bottom. You
will again go to a page that warns that a list of
answer options are needed. Click on the An-
swer Options button to go to the page to set
. body
these options.
Question type: || i (dropdown) -
Questin roup: camegrahic Questons v

<

(" Acadia University Survey © x

€« > C hﬁps:f/survey—systemacadiau‘ca;’index‘phpjadmim’quest\'on;’sa/answeroptionsisur\/eyidﬁ34463;’{k = AS before; create a hSt Of COdeS and
answer options as appropriate.

Acadia University Survey System

Administration — Logged in as: deurrie &

0 6/ REH B When done, click the ‘Save

mE— o (b ? changes’ button at the bottom.

Surveys: [ Lunch Habits Survey

Survey Lunch Habits Survey(1D:234463)

BT R B Q. B 3

Question groups: [ Demegraphic Questions Gl o EEB
Question group Demographic Questions (1D:10)

?j 0 m.a' @_ Questions: | vearofstudy: What is your yea |y € o EEB

Question What is your year of study? (ID:72)

%0 TBE b4 e
Edit answer options
English (Base language)
Code Answer option Actions
Bl ks o + @&
Bl |[nd o +@
SR 2 +@
Ela ath o +@
Es | |5th or higher o +&

Predefined label sets... Quick add... Save as label set

Save changes

LimeSurvay Ike it7 Donate 1o
Version 2.00+ Build 120802 LimeSurvey




7. Create the Next Question Group

As with the ‘Demographic Questions’ question group, create a new question group by clicking on the Add button
for Question groups. Set the title to “Lunch Preferences”, set the description to some appropriate text, and click on
the ‘Save question group’ button at the bottom.

8. Create a Yes/No Question

The next question in the survey is appropriate for a “Yes/No’ question type. Create the question by clicking the
Add button for Questions. In the following form, enter an appropriate code (e.g. ‘EatAtLunch’), the question text
(‘Do you regularly eat a meal at lunch time?”), and set the question type to ‘Yes/No’. Scroll to the bottom and
click ‘Add question’.

You will notice that, because the question type already clarifies the answer options available, it is not necessary to
set any answer options for this type of question.

9. Create a Multi-Select Multiple Choice Question

This next question will allow participants to select multiple options, and also allow an ‘other’ option for which
they can enter a suggestion of their own.

il tions. In the following form, enter an appropri-

€« C & nhttps;//survey-system.acadiau.ca/index.php/admin/survey/sa/view/surveyid/234463/gid/11 ‘ﬂ? = 5 .
o Uni::rsit YS:;V& - - 2 | ate code (e.g. “FoodPreferences”), the question
T — text (“Which of the following foods would you

0O B/ REHRH.7 B frequently seek out for lunch? (check all that
Surveys: [Lunch nasis survey Ji=E@ () 2 | apply)”), and set the question type to “Multiple

Survey Lunch Habits Survey(1:234463) Choice’. Also. set “Option ‘Other’” to Yes:

> G2 Lo . > - ) 5

B0 R B G B J . —— this takes care of creating the other option
i ——— 25 Q along with the textbox for you. Scroll to the

Question group Lunch Preferences (ID:11)

?j 0 @‘g @ Questions: | FoodPreferences: Which of the [ € o a@m bOttOIn and Clle ‘Add questlon’

Question Which of the following foods would you frequently seek out for lunch? (check all that apply) (1D:74)

N DVENMOIAEBE H =[=E 1 On the page that follows, it will give a warning
Code: FoodPreferences : (Optionai question) that you need to add sub-questions (i.e. the
Question: t::f:;;;?e following foods would you frequently seek out for lunch? (check all OptionS pal’ﬁcipants can SeleCt). CliCk on the
Help: 4 1
e chorce — Add Subquestions button to provide the op-
Warning: You need to add subquestions to this question L0 tiOnS,

Option 'Other’: Yes
Mandatory: No

Relevance equation: 1
v

Add thecodes and sub-questions. || Frommerore - L

(options) fOI' the participant to be able to € (& https;//survey-system.acadiau.ca/index.php/admin/question/sa/subquestions/surveyid/234463/gid vz | =

select. Note: because the Option ol [T 78 - - R N Ee— T .
. . . uestion Which of the following foods would you frequently seek out for lunch? (check all that apply) (ID:74)

‘Other’ setting was Yes for this question, | ";?j tp ..“g.a. 8 er q/” i " s =1o)x]

you do not need to add ‘Other’ as a sub- e v e

Edit subquestions

queStlon‘ English (Base language)
. < Code Subguestion Action
When c?mplete, click on the ‘Save T o+ B
changes button. \ El Fruit & Yoghurt o +8
E pz Pizza 2 +8
Recall, these are sub-questions, not g o +8
answer options. This is because more Eln o +8
than one can be selected. You can also : = Z I:
. . su
see lt as seven dlfferent yeS Oor no queS' Predefined label sets... Quick add™ Save as label set

tions being asked to the participants. T




10. Create a Question Array

Frequently, in surveys, you see a question which asks to respond to a list of statements or sub-questions on a same
scale. In this system, these are called Question Arrays. In the survey being used as an example, there are two adja-
cent questions with the same scale. We can combine these into one question array.

- To initially create the question, click the Add button for Ques-
« 8 https://survey-system.acadiau.ca/index php/admin/question/sa/addquestion/surveyid/234463/gid/11 7| = tions, and on the form that follows’ enter appropriate informa-
Code: |FoodSatisfaction ~ . . .
| g —— tion for Code, Question, and Help. Set the question type to
LBZumin 2] arel  JArray’. Scroll to the bottom and click the ‘Add question’
 Styes | ~| Fomat | - Font | -] si we A iR E ... .
B —. / button to initially save the question.

Question: 3 @ (1 |; B8 ®

= ow|iE

Afterwards, you will notice two warnings—that you must add
answer options and that you must add que-questions. In this
context, there are two sub-questions, specifically the two
statements for which the participant must enter their level of
agreement.

body

e i o B 66 B moe

PiB I U e X, X2} = Z 9 g |

 Ses | -] Fomat | -] Font [ -

First, we will add the sub-questions. Click on the button for
adding sub-questions.

& Acadia University Survey © x

/
B <« C | & nttps//survey-system.acadiau.ca/index.php/admin/question/sa/subquestions/surveyid/234463/gid ¢ | =
=" Question groups:[anchsofrnces =€ Q@ WEE-
Mandatory: Yes O No ® o |If| Question group Lunch Preferences (IDi11)
?j 0 mg@ Questions: [FoodSatisfaction: Slease rate y[y] € 0 =I0[x]
Here. enter the two statements as sub-questions Question Please rate your level of sgreement with the following statements. (1D:82)
’ ~ oo laterin | D10 DEE D A =E
and add appropriate codes that you will see later in ) [l 2
Edit subquestions
the results. English (Base language)
Code Subquestion Action
Click on the ‘Save changes’ button at the bottom to || = s |iran satisipen the varity o on-campus feod aferings. o+®
save the Sub- ueStiOﬂS Ztisfied with the quality of on-campus food offerings.| 2 +&
q N label sets... Quick add... Save as label set
Save changes
After saving the changes, click on the button to set o — i
. Version 2.00+ Build 130802 imeSurvey ',
the answer options.

A 5-point scale for degree of agreement with statements, centered about a neutral response is common in surveys
(technically, an example of a “5-point Likert scale”). For some common sets of codes and labels (called ‘label
sets”), we have created predefined label sets on the system. A 5-point scale of agreement is already defined on the
survey system, and we will use this to set our answer options.

W’CIick on the ‘Predefined label sets...” button. In the

<« (& ' nhttps://survey-system.acadiau.ca;’ ndix.uha.’ad'n ﬂ/qu-estcn/sa/answer popup that appears, Select the label set Called ’Agreespt’_
To the right, you will see the codes and labels for the
label set selected.

Question groups: | Lunch Preferences .

Question group Lunch Preferences (ID:11)

N TOE

Questions;,

Fretmmon e i vTol € @ | mIEIE

| To set your questions answer options to the ones in this
label set, click on the ‘Replace’ button.

Label set browser

English

EnralmentStatus
FacultyAndMajor
FreqTerm5pt1l

Code Label

Now, your answer options should be set to those for a 5-

‘ongly Disagree

gsChorczs Disagrae point scale of agreement. Click on the ‘Save changes’
SO . j“_\:::'”“’” button to save these answer options for the question.
Replacet Add Cancel 5 Strongly Agree

save cnanges




11. Create an Additional Comments group

Itis very common for surveys to allow par- [J=0ue e

tiCipantS tO pI‘OVide free-fr()m Comments at €« > C https;//survey-system.acadiau.ca/index.php/admin/question/sa/addquestion/surveyid/234463/gid/125y | =

the end of the survey. So that it will appear Code: .
as a page on its own, we will add this as a Question: |/ @ @ i L=l -1 2 e |iB O DE S 0
question group with a long text question for Rl {E=) '”‘J 8&E e

i Styes | Fnrmathnrmal - Font | Sie | G- A-|iRE
the comments. | B RESIRE =80

Pleaze provide any additional comments you may have regarding lunch options available at Acadia

Click on the Add button for Question
Groups. Set the Title to ‘Additional Com-
ments’, and leave the description blank.
Click on the ‘Save question group’ button T
at the bottom. He: ;g 1 :

B Ha [Ho B || @RGEE=E & O
iBIgasex,x2|§ =

i sles | H Fomat |

Once saved, click on the Add button for
Questions. Set the Code and Description to
appropriate values. Set the question type to
‘Long free text’ (that should be the default,
anyway). Scroll to the bottom and click
‘Add question’.

Question type: || gng free text -

Question group: [Additional Comments

Mandatory: Yes O No @

12. Check the Order of Question Groups and Questions

Before testing anq releasing the survey, you should check M

the order of question groups and questions in the survey. € - @ B hiips//survey-system acadiauca/index php/admin/survey/sts| =

Acadia University Survey System 2
Administration -- Logged in as: dcurrie &
To go to a screen that summarizes, and allows you to A} 8 & /F @ 8 .7 @

quickly change, the order of question groups and ques-
tions in a survey, click on the Reorder button for the sur- | e

vey. B0 R,

Question groups: [ Please choose...

Surveys: [Lunch Habits Survey

Title: Lunch Habits Survey (ID 234463)

Survey URL -
English:

https://survey-system.acadiau.ca/index.php/234463/lang-en

A survey to assess lunch habits of students by demographic
group.

The Lunch Habits Survey is a survey of Acadia Students to
provide information on the lunchtime habits of students.

aesired posiuon. o Informatlon from this survey W\” be used to mform iniatives
After you are done please click the bottom 'Save' button to save your changes. ents, and

Description:

(O Acadia University Survey © %

¢« > C https:,l,lsurvey—system.acadiau.ca/\'ndex.php/adm\'n/survey/sa/orgam’ze/sw{‘3 =

https://survey-system.. acadiau. cahndax phpfadmm/surva'yfsa;’organlzefsurveyldf?_wﬁ

| | Demographic Questions

Location: [1] Do you live on campus or off campus?

oot B eyoryon On the page that follows, you can click and drag ques-
[ —— | tions and question groups to re-order them. Once satis-

EatatLunch: [1] Do you regularly eat a meal at lunch time? fied, click on the ‘Save’ button to save the changed

FoodPreferences: [1] Which of the following foeds would you frequently seek out for lunch? (check all

that apey) order.

FoodSatisfaction: [1] Please rate your level of agreement with the following statements.

| e ——

Comments: [1] Flease provide any additional comments you may have regarding lunch options Note: Questlon arfays appea? asa s1ngle questlon.
xeiieble ot peere) Thus, what looks like 4 questions for Lunch Prefer-
Save .| ences in the survey design appears as 3 questions here.




13. Preview the Survey

The survey is now constructed. However, before releas- m

ng the survey to part1c1pants, you WIH want to preview €« - C https//survey-system.acadiau.ca/indexphp/admin/survey/sgy | =
the survey in order to see what the participants will see - - -

Y . . p P . Acadia University Survey System
and to fix any issues (question order, grammar/spelling, T

incorrect options, etc.) 0 B/ B8 .,7 @

Surveys: | Lunch Habits Survey

~

h 2
To preview/test the survey, click on the Test button for —_| my T S © 0:

the survey. Aside from answers not being saved, you will ,a, o R 6@ E:.} ‘I‘Eg 2 3

see the survey the same way participants will see it. S = ¢ o =0

If you find any issues, note them, and £go back to the sur- curvey J::.I_e, Lunch Habits Survey (ID 234463)

Vey, question groups’ questions, answer Options, and/or English: https://survey-system.acadiau.ca/index.php/234463/lang-en
. . . A A e | h habits of students by d hi

sub-questions where the issues exist and correct as Description: | eV 10 258858 unch habits of studants by demograpnic

needed, The Lunch Habits Survey is a survey of Acadia Students to

provide information on the lunchtime habits of students.
Informatlon from thls survey W\” be used tc mfcrm iniatives
ents, and

T VT S T s YA T ATy T I e ) A

14. Release the Survey

Before participants can take the survey, you must

activate it. To activate the survey, click on the | Acacia Uaversly Survey <.

small green triangle (IOOkS like a play button) €& - C @ nttps//survey-system.acadiau.ca/index.php/admin/survey/sa/view/s 57| =
beside the red square. This will make the survey \ acadia University Survey System "
ready for participants to take. dministration - Logged in as: dcurrie 2

o s
Ba/CEBR./B
Activate this Survey ‘Y5 Lunch Habits Survey ] ‘E o d’ ?

In order for participants to take the survey, you’ll

have to notify them and send them the link to the unch Habits Survey(ID:234463)
survey. Often, people do this through emailand |[j* ¢ 2 X @ (9. = 2
email lists, social media sites, and other paper and Question groups: [Fiasse fossis =S o =

online methods. In all these locations, you will
need to provide the hnk (URL) to the S ey Title: Lunch Habits Survey (ID 234463)
ur > = _\Smwey.l.l.l.l_’h

Wthh yOll can ﬁl’ld on the description page fOT the English: ttps://survey-system.acadiau.cafindex.php/234463/lang-en

. . Description: A survey to assess lunch habits of students by demographic group.
survey. Copy this URL and paste it wherever you

The Lunch Habits Survey is a survey of Acadia Students to provide

need (email social media sites etc.)_ information on the lunchtime habits of students. Information from
’ ’ https:.:’_»’survay-system.acad\au.caa’mdax.php_«'admlna’surveya'sa_»'actlvate,»’suNeyld_«'ZSMBB:he di_ning halls, other .,

15. Wait for Responses
Sit. Wait. Grab a coffee. Read a book. Complete a knitting project. Give your participants time to complete the
survey at their leisure.

It is good to send reminders periodically in order to encourage responses. If you are allowing three weeks for peo-
ple to participate in the survey, you might consider sending reminders a week before, and a couple days before the
survey is to be closed.

16. Expire the Survey

Close the survey from new responses by expiring it—on the page for the survey, click the little red square. You
will be asked if you wish to expire the survey or deactivate it. MAKE SURE TO EXPIRE THE SURVEY.



17. Obtaining and Working with Responses

Typically, you will want to
download the responses, and
work with them in other software
(e.g. Excel, SPSS, PSPP, R).

To access the responses, first go
to the Responses and Statistics
menu item for the survey.

There are 3 major options for
exporting data. You can export
as a table/spreadsheet in CSV,
Excel, Word, or PDF. Typically,
you would only use the Word or
PDF options to store a full-text
copy of the survey results. More
often you would download it as
Excel or CSV. Note: when doing
this, it is suggested you set the
Headings to “Question code”, and
Responses to “Answer codes.”

A popular choice of software peo-
ple use for survey analysis is
SPSS. For convenience, you can

(" Acadia University Survey © x %\
& - C B nttps;//survey-system.acadiau.ca/index.php/admin/survey/sa/view/s 9.7

Acadia University Survey System

Administration -- Logged in as: dcurrie &

B/ EEH 7B

Surveys: | Lunch Habits Survey

Survey Lunch Habits Survey(ID: 234283

Question groups: [Please choose. (0 Responses & statistics

[z Data entry screen
Title: Lunch Habits Survey (ID

Survey URL -
English:
Description: A survey to assess lunch habits of students by demographic group.

The Lunch Habits Survey is a survey of Acadia Students to provide
information on the lunchtime habits of students. Information from

https://survey-system.acadiau.ca/index.php/admin/responses/sa/index/surveyid /234463 18 di_”i”g halls, other

(.. Partial (saved) responses

https://survey-system.aci

¢« > C httpM—system‘acadiau.caﬁndex.phpfadminfresponsesXsa/indesturveyic‘fj‘ =

download files specific to SPSS—
that can be imported directly.

Another popular option for survey
and data analysis software is R.
The survey system also allows
exporting responses in a format
that can be directly imported into
R.

ia University Suruey System
Browse responses; abits Survey)

Full responses: 3
Incomplete responses: 0

Total responses: 3

LimeSurvey Ike [t? Donate to
Version 2,00+ Build 130802 LimeSurvey




A. Useful Survey and Question Features

Survey Start
and Expiry
Dates

In the admin area, open the sur-
vey, For the survey, pick the
Edit->General Settings option,
then click on the “Publication
and access control” tab.

Allows you to set a start date before which surveys
can’t be submitted, and an expiry date when the
survey will automatically expire. This is useful for
setting up the expiry beforehand, so you don’t have
to do it manually.

Setting survey
to be single-

page

In the admin area, open the sur-
vey, For the survey, pick the
Edit->General Settings option.
Change Format to “All in one”

Allows you to set a survey to be presented all on a
single page, instead of one page per question
group. This is convenient for short surveys.

Stopping spam
submissions

In the admin area, open the sur-
vey, For the survey, pick the
Edit->General Settings option,
then click on the “Publication
and access control” tab. Change
“Use CAPTCHA For” to also
include survey access (i.e. all 3
captcha options)

For short running surveys (up for less than a
month), it is not usually necessary to take any steps
to prevent spam bots from submitting responses.
However, for long running surveys or a form
meant to collect responses for a long-running ini-
tiative, often spam bots will discover the survey as
a page they can submit to, and will create fake sub-
missions advertising a product.

CAPTCHA is the technology for blocking submis-
sions unless a person types something they see (or
hear). This largely prevents spam bots from being
able to legitimately submit responses and helps
guarantee it is an actual person submitting a re-
sponse. You will have seen this on website regis-
tration forms.

Randomized
answer order

Edit a question which has multi-
ple order options (like a list type
question), click on Advanced
Settings at the bottom, and in
the box for Display, set
“Random answer order” to “On”

For questions with multiple available answers, you
can have the answers randomized for each partici-
pant.

For most types of surveys, this is undesirable.
However, for some cases where you wish to avoid
having the order of responses bias the results, ran-
domizing the answer order can be helpful.




B. Skip Logic

It is common in surveys to have a question which appears only if another question has been answered in some par-
ticular way. For example, if we had a survey containing the following two questions:

1. Do you live in residence? (Yes/No)

2. Do you make use of your residence phone? (Yes/No)

we would only want to show the second question if the participant answered ‘yes’ to the first question.

Step 1: Create the Questions

Create the questions as if all questions in the survey would be answered.

Thus, for this example, we would follow through the usual steps for constructing the two Yes/No questions.

(T Acadia University Survey © x

& - C |8 nhttps//survey-system.acadiau.ca/index php/admin/survey/sajview/su @, 17| =

Acadia University Survey System

. . bl 3 it Administration -~ Logasd in as: deurrie
Step 2: Set the Second Question’s Display Conditions N BerErB 8

. L arveys: [ Szs Sy mE— + IR
Now that the two questions exist, in order to have the secondone (. = =™ 20 0?2

display only if the first has been answered with a “Yes”, weneed |W” & 2 X & . & 2

. . ops uestion groups: [shone Usage ™ =EE

to set the second questions Display Conditions. T — L
?j 0 m‘a’@, Questions: [UseResphone: Do you maken:[g] € o mEE
To access a question’s display conditions, select the question and M& ! SED

——

Code:UseResPhone : (Optional question)
Question: Do you make use of your residence phone?
Help:

click on the Conditions button for the question.

Type:Yes/No
Mandatory:No
Relevance equation: 1

o UimeSurvey 2o Donmmrs
Version 2100+ Buid 130802 Limesurvey

P R . .. ;... . o, we vant

€« c https://survey-system.acadiau.ca/index.php/admin/conditions/sa/index/subaction/edi @ 5,\‘? = set the COIlditiOI’l that thiS question
Acadia University Survey System should only appear if the “Do you live
onditions designer: . . .

IR A ) in residence?” question has been an-
m l A ¥ Questions: | UseResPhone: Do you make u: | w ?

swered with “Yes”.

Only show question UseResPhone "<span style="font-si...” P I1F
This guestion is always shown.

Add condition Select the “Do you live in residence?”
question from the list of questions.

© Scenario Default scenario
Question Previous guestions Token fields /
Since we wish to display only when

.
the answer is (or ‘equals’) yes, then

N/ we set the comparison operator to
Comparison operator [equals “equa]s”.

e Predefined Constant Questions Token fields RegExp

Then, we choose “yes” from the list

s e of possible answers to the question.
When done, we click the “Add Condi-

Predefined answer options for this question ) y

/ tion” button. Now we can go back to
e — the survey by clicking the home but-
ﬂ ersion ;E“nf;:fn?mnenz ‘J::’";;:TE'; tOn at the top Of the page'

The process is similar for any question: select the question, and click on the Display Conditions button. Select the
question it depends on, and which answers are required for this question to appear. Then click “Add condition”.

If needed, you can edit or delete conditions at the top of the page for editing conditions by clicking the edit or de-
lete button next to the condition in the list.



C. Adding Survey Responses Collected Through Other Means

Online surveys are remarkably convenient. How-
ever, many people do not have ready access to a
computer, or you may want to reach people when

O Acadia University Survey © X

they are not in a location supporting online access.
It is possible to input additional survey responses
collected on paper, through email, or other means,
and have these added to the set of responses col-
lected online.

The process is to enter a data entry screen where
you will be able to fill out a full survey at a time.

To begin adding new responses, go to the Data —
Entry Screen for the survey.

(" Acadia University Survey © x

€« = C @ nttpsy/survey-system.acadiau.ca/index,php/admin/dataentry/sa/ @ 52 =

« - C https://survey-system.acadiau.ca/index.php/admin/survey/ G 92
Acadia University Survey System "
Administration - Logged in as: deurrie &

28 B./6
0 Ba/F @ ;
Surveys: | Lunch Habits Survey o= o 0 ?
Survey Lunch Habits Survey(1D:234453)
[ ] Lox] .
P O 2. R. B. @ a
Question groups: [pleas= ch () Responses & statistics m=
Title:Lunch Habits Sur P CHiny SECET
Survey URL - —Talrvey-system.ar (- Partial (saved) responses .
escription: A survey to assess lunch habits of students by demographic group.
The Lunch Habits Survey is a survey of Acadia Students to provide
|nfarmat|on on the lunchtime habits of students Infcrmatlon from
ot e sl b e s G Fen e T ik e £ <ining halls,
https://survey-system. acadlau cafindex,| phpfadmmfdataantryfsafwew."survey\d,"lWﬁElGrammma on W

>

Acadia University Survey System
Data entry: {Lunch Habits Survey)

il oaEa)ERESC8R

Lunch Habits Survey
A survey to assess lunch habits of students by demographic group.

Demographic Questions

Location Do you live on campus or | Plzass choose.. [y |
off campus?
YearOfStudy What is your year of  [please choose.. [y

study?
Lunch Preferences

[Please choose.. []

EstAtLunch Do you regularly eat a

meal at lunch time?

FoodPreferancas Which of the following [ chinese
foods would you [T £ it & voghurt
frequently seek out for Pr—
lunch? (check all that Ol salad
apply) [ sandwich

Soup

[ sushi
Other

FoodSatisfaction Please rate your level of
agreement with the

following statements.

1 am satisfied with the
variety of on-campus
food offerings.

1 am satisfied with the
guality of on-campus

Plzase choose., /w]

Additional Comments

food offerings.
Comments Please provide any
additional comments you
may have regarding lunch
options available at

Acadia. / 4
i missi
[save for further compleffn by survey user

[¥Finalize response sub
Submit

You will now be given a form for the full survey
(regardless of how it would be displayed to participants,
the data entry screen will show all questions in one
page). Please note - some of the formatting of questions
will be different than participants will usually see, but
the results will still be stored the same way. Array ques-
tions, for example, will appear as individual questions in
the data entry screen.

Fill in all the answers for a particular respondent.

Scroll to the bottom and click the ‘Save’ button.

d’Acadia University Survey © x

€« (e https://survey-system.acadiau.ca/inde G, ¢

Acadia University Survey System

Data entry: (Lunch Habits Survey)
L]

If you have more responses to add, click the ‘Add an-
other record’ button.

When you are done adding responses, click the ‘Return
to survey administration’ button.

N

10 o
@Y CEBE8 (.

Data entry

P

The enbywas assigned the following record id: 7
Add another record
Return to survey administration

View this record




