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Chapter 1. Getting started
About

Opinio is a comprehensive system to create, publish, analyze and maintain surveys. With java/serviets at its base, it
is aplatform independent, robust and scalable survey system.

Opinio is designed to be:

* Platform/OSindependent . The use of Java/servlets makes this possible.

« Database independent . All database interaction are in compliance with the ANSI standard. This enables Opinio
to support databases like Oracle, Microsoft Sgl Server, DB2, PostgreSQL, MySql and others.

» Client independent. The administration module is designed as a web-based interface, but the survey module is
designed to handle any type of client. A web based survey module has been implemented, and new client types
will be added soon (WAP, PDASs, Email, phone, etc).

» Language independent . New languages are very easy to add.

Opinio stores al its information in a central database; surveys, responses to surveys, admin users and access rights -

all stored in one single place. Opinio does not require a specific database engine. Apache Derby (default), Oracle,

MS Sql server, IBM DB2, MySql, and Postgres are supported.

The latest version of Opinio is available here: http://www.objectplanet.com/Opinio

[ http://www.objectplanet.com/Opinio]

Third party software

e Struts [http://jakarta.apache.org/struts/index.html] . This product includes software developed by the Apache
Software Foundation (http://www.apache.org/).

» Apache Derby [http://db.apache.org/derby/] . This product includes the Apache Derby database, a project of the
Apache Software Foundation ( http://www.apache.org [http://www.apache.org/] ).

e OSCache [http://www.opensymphony.com/] . This product includes software developed by the OpenSymphony
Group ( http://www.opensymphony.com/ [http://www.opensymphony.com/] ).

« Proxooal [http://proxool.sourceforge.net/] . This product includes software developed by the Proxool project (The
latest version is available at http://proxool .sourceforge.net/ [http://proxool.sourceforge.net/] ).

* Log4J [http://jakarta.apache.org/logdj/docs/index.html] . This product includes software developed by the
Apache Software Foundation ( http://www.apache.org [http://www.apache.org/] ).

e JGroups [http://www.jgroups.org/] . This product includes software developed by the JGroups project
(http://ww.jgroups.org/).

e CKEditor [http://www.ckeditor.com/]. This product includes CKEditor (unmodified), a software developed by
Frederico Knabben, licensed under the MPL license [include/ckeditor/LICENSE.md]. It can be found online here
[http://www.mozilla.org/MPL/]. Source code is available here [http://ckeditor.com/download] .

e Freemarker [http://www.freemarker.org/] This product includes software developed by the Visigoth Software
Society (http://www.visigoths.org/).
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Survey quick start

This quick start guide will outline the basic steps to create a survey. For more detailed documentation, see Design a
survey .

«  Whileinafolder, click on "New Survey" in the menu box on the left side of the screen.

REECS:

» Give the survey a name. The name is not visible to respondents, but is used to identify the survey in Opinio.
When the number of surveysin the system becomes large, it is useful with names that are descriptive and unique.

Click on "create".
Create new survey
- s SUndey q

SUrVEYy Names:

» The survey is how created. You will seeit in the list of surveysin the folder you are currently located. Click on
the survey in thelist.

e This screen is the main survey screen. It will tell you the status of the survey, and give you access to all survey
functions. Let's create the questions. Click on "Questions" in the menu box on the left side.
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Survey administration

- Cushomer satisfaction sample

Link furl):  htkp: £ focalbost: 8080 fopinio fsTs=3557
{ Click to prewview survey )

Start dabe: Friday, November 2d, 3006 11:00:15 P CET

Stop date:  Friday, December 1, 2004 11:00:15 PM CET
Responses: O stored, D ongoing, 0 completed

Surviey attributes

Wumbsr of questions: Mo questions exist
Mumb=sr of transiations: 3

Maximum number of responses: Mot specified

Survey authentication: off

Mlony muttiple submissions: B, pravent with: cookies

mnonymity of respondents in invitations: Mo anorymity

e Thisisthe screen to design your question.

'@

'@

@
Awailsile for respanses
[ Click tolock survey |
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2 Question 10 / 10 @

<< Previous || Save | Next>>

[Advanced edit]
Please rate

—=h == =:=h =k
Rating
Minimum value label: Poor =]
Maximum value label: Excellent
Mo selection label: N/A
Scale from: 1 v to: 5 v
Rating label 1: 1 g
Rating label 2: 2 g
Rating label 3: 3 g
Rating label 4: 4 g
Rating label 5: 5 g
Validation Validation message
#| Required FPlease answer the rating question.
A Data variable
Data variable: RATING1
[0 Open ended question
¥ Advanced settings
Jumpto v || Go Moveto v | Go Copy to next << Previous || Save | Next»>

The question text is entered in the big text box. The tabs below lets you choose between the main question types:

e Rating: Letsthe respondent enter avalue on ascale.
e Multiple choice: Lets the respondent select one or more items among a set of choices.

e Numeric: Lets the respondent enter a numeric value.
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e Dropdown: Lets the respondent select avalue in adrop-down list (also called selection list).
e Matrix: If none of the basic question types fit your needs, use the matrix. This allows for extreme flexibility.

* No type: None of the other types. Use this if you do not want any input for your question, or if you want to
add a text-box. See the settings further down the screen for this. It is also possible to enter input fields and
buttons directly into the question text itself (see In-text elements.

Select the question type, then set the various options for this type. Click on "next" (top or bottom of the main
content box) to create the next question, or "finish" if you are done creating questions.

After finishing your questions, you will enter the question list screen. This screen will let you organize your
questions, by moving, deleting and editing them. This screen is also used to insert and manage survey sections
and pages.

Questions
| Customer satisfaction sureey 73
Edit

e benct

Grestimgs, Inorder Lo leam more about our customer bate, ObjectPlanet iz plaased to announce our 2006 customer survey. To show our
appreciation for your participation inour survey, all qualifying respondents’ names will be entered into the drawing to win an Apple iPod
Hini. Hare are the tarms: - Conbest dates are January 13th - January 29th 2005 - One entry allowed per named Rcense holder - Only
completed survey respondes are eligible - All entries must be submitted by mid [...)

e L T ere—

Edit | Delele -
Mew text | New question | MNew guestion from librany
Question 1 Edit | Add tolibrary | Delate
1. Inwhich country are wou iocated?
[Select Counhly e
Split zection | Mew text | New question | Mew guestion from library
Quastion 2 Edit | Add tolibrary | Delete .
2. ‘Which industry are ywou part off G
seliect industny b
Split section | Mew text | Mew question | Mess guestion Trom lbrary
Question 3 Edit | Add tolibrary | Delete o
3. Hows lang hanee you been & MyCompary Ing, customer? i
(" dmonths ¢ é-12monthe € 1-2wears { 2-Gyears ( &+ years
Split section | Maw text | Mew question | Mew guastion Trom libran
Question 4 Edit | Add tolibrary | Delete o
-

4, Howe satisfied are you with MyCompary Inc, technical support responss time?

1 2 3 4 § & Hawe nok uzed

Keep in mind that you can at any time click on "Preview Survey" in the menu box to see what the survey will
look like for your respondents.
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» Once the questions are made, you can go on to customize the survey settings. Y ou can change the survey look &
feel, behavior, etc. In this quick guide, we will let all survey features stay at default settings.

e You have now created your survey! Now let's look at how to publish it. Or in other words, how to make it
available to your respondents. Click on "Back to survey" in the menu box, then click on "Publish survey". You
will get this screen:

Publish survey

;‘1' Customer satisfaction survey

||5|

Publish survey
There are fevera ways to publish the suraay
® Publizh link to the Survey an & web page
® Lend ey lirk to the potential respondents via emad. You can either U & your own email program or buile-in Imeibaticns modubs.

& Telephone ntarybews

Check list before survey publishing
& Survey has been tested (espacially branch conditions if army)

» Translations are up to dabe
= Survey open date :

® Survey is uniacked (gréen light on the survay admin scréen)

Survey links for distribution
EdEnalizh (default httpilflacalhast; g030fopinial/ 27 3=1753

-

e A survey can be published in several ways:
« Send the survey URL (the address of the survey), as written in the screen above, to your respondents by
email.
¢ Use the Opinio built-in invitation feature to send your survey invitations. This allow you to track your
invitees (who responded, who did not), send reminders automatically to those who did not respond, add
custom data etc.

e Perform telephone interviews. This means that the telephone interviewer asks the questions, and enters the
responses as given by the respondent.

e Post the survey URL on a web page. If you do not know how to do this, ask your webmaster to do it (the
person who is responsible for maintaining your web site).

* Reports are available live while respondents are completing your survey. This alows you to monitor the
progress, and invite more people to take the survey if needed. See Reports and data analysis for more
information about reporting.

e Thiswas the basic steps for building a survey. Opinio offers a wealth of possibilities for creating, designing,
publishing surveys and reporting the collected data. See other sections of this documentation for more details.

The user interface

The user interface contains common elements found on most screens in the application. It is of great advantage to

6
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understand the basics of these el ements.

up[nin Welcoms, admin A Myprofie = | Logout
- 7 B & B & . o
U Reapart Portals Mt Pared P ir s Lhsrs Help
i G Main Tolder 22
; Folder content
A= et il Mhain fokdar o
Mo ureey
T Mo o
Bl import surveypot Cugtarnar Surcay 2005 Copy | Expart | Ranuma | Delats
¥ hew subr-fokder L Cugtarner fureay 2006 Copy | Expart | Rensma | Dalets
Weait toier Cugtorner surcay 2007 Copy | Export | Rensmae | Delete
B Guide

Wit Are wiswing tha content of
& folder. One folder can contain
surweys and other sub-Tolders.

'-:_,H-an. faaturas pall Copy | Export | Renama | Delats

kb
dadministration Cra bk
2 Recant items it et -
@MHR Survayl Craluta
ot ra :
d‘ it e Marsgamant Dalabn

Tast fuirwent &) .

9 W P BT SUrvEYd Dranlita
e test folder 2 :

@Rso Dalats
ol test report 3 :

Tast oures &) .nlISlI" Cralate
dﬂ tesk report J e Tadt faldar Dalats
@ Copy of Test portal 2
il summary report
ﬂl.l:‘e':

Cpinkd by ChjectPanst

* My Profile: Edit your own profile. See My Profile for details.

e Logout: Terminates your session. It is always a good ideato actively log out when you are finished using Opinio,
so that others can't access your account while you are away from your computer.

* Main menu: The main menu is seen on al screens in the system. It contains links to main areas of the
application:

Wkttt W g FErdfle = | Lipeid

a;@l}&‘:% "

Sarayd Beport Portss h'fl"unll e e

iQ

e Surveys: Survey creation and management. See Design asurvey for details.

e Report Portals; Access thislink to create or manage report portals. Use report portals to publish your survey
reports. See Publish your reports (portals) for more details.

e« My Panel: Link to the panel management module, which alows building a database of pandists, with
attributes to make survey sampling and invitation easier. See Panel Management for more details.

* Resources: To manage your reusable resources, like files, headers/footers, dropdown lists, invitation lists etc.
See Reusabl e resources for more details.
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e Users: For managing Opinio users (authors/admins). Only users with access rights to manage users will see
this menu item. See the section called “User management” for more details.

e Setup: The Opinio configuration module. Only users with super-user access can use this area. See the section
called “ Setup” for more details.

¢ Help: Link to the main page of the user documentation.

Search field: The main menu bar has a search field that allows you to search globally in the system. Y ou can only
search for items that you have access rights to (read, modify, etc). The system will search through all surveys,
folders, users and other resources as they are being added with new versions of Opinio. Currently it is only the
name and id of the resources that are being searched, in addition to the ID. This will be expanded in later
versions.

Page | con: On each page in the system, there is alarge icon on the left side below the main menu. This indicates
the function of the current page. For instance, if you are viewing the content of a folder, a folder-icon will be
displayed as the page icon. This icon exists to make the user interface more intuitive. It is often easier to
recognize the page when looking at thisicon, instead of reading the text on the page.

=

Crumbs: Thisis the collection of links right below the main menu. It is a very useful indication of your current
location in the system. For example, it will tell you exactly which folder (or sub folder), the survey, and report
you are currently working with. Y ou can then click directly on the crumbs items to access one or more levels up.

A @ Main folder Customer survey 2005 @i Reports dd Summary report Fik

Menu: All pages in the system have a page-specific sub menus. When you are viewing folder contents, for
example, you will see that the menu contains links to create new folders, import to folder, and so on. The menu
may also contain other useful links, to shorten the number of clicks when working with various resources (link to
survey admin page when editing questions, for example).
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BEED.

Page title: Each page has a page title above the main content box, which will describe the purpose of that page.

Folder content

Main page content: The main content box is displaying the actual page content. This could be aform for editing
aresource, or various other information.
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1'.

LEELY

Main page content help: The help-icon at the top right corner of the main content box will link directly to the
place in the user documentation describing the current page.

Guide: The guide-box on the left side of the screen (below the page menu) is meant to provide a short
description of the current page. For more complex resources, like surveys, the context guide will display alist of
steps recommended for creating the resource. The context guide will indicate what steps you have begun using
(blue overlay icon on the steps), and what steps are completed (green check-mark on steps). On the lower right
corner of the guide, thereisalink to the guide details.

If you have limited access to the resource you are viewing, the guide items is either not shown or displayed as
text items (no links).

10
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i Guide
T following sheps ars
reCOmimendad Tor Wour su ey
Create guestions
A Add conditional branching
Customize ook and fes|
'.1.3. Set privacy and behawior
o Translate survey

Publish survey

Ee

ANy 28 Collectad data

L

The guide details screen will display each step, and a history for each step, and which user has performed each
step. Each step must be set to completed-status manually if desired, or may be reset. Note that these steps are

simply a guide and a checklist, they do not have to be set to complete when you have finished creating your
surveys or other resources.

11



http://www.obj ectplanet.com/Opinio/

6y Guide details @

Create guestions

Date _[userlogin___|Typeofchange

1172406 6:43 PM admin Guestion 1 was added
11724006 6:43 PM admin Suastion 1 was dalated

@ et compietes W peset
Add conditional branching

Date  Jusorlogin [Typeofchange

Ho changes exist

@ ot compietes Y pecat
Customize look and feel

pate [userlogin___ |Typeofchange |

Mo changes exist
@ set completed W Raset
Set privacy and behavior

Date |userlogin ___|Type of change

Mo changes exist
@ set conpleted W peset
Translate survey

* Recent items: The items at the lower |eft side of the screen contains the items you have recently accessed. Thisis
avery useful and quick way go back to items you have recently been working with.

12
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2 Recent items

.,.]nl;!h‘l'.r'nstratlm
—ocustomer satizfaction surv.,
CoCustomer surney 2005
gl ummary report
gl test report 3
o Tesk survey 1]
i tect folder 2
gl test report 2
. Test surwey 1)

e Current screen menu highlight: The current screen menu choice is highlighted with alight gray background.

+ Menu
-y Security and privacy
2, Survey behavior
T Start/stop dates
@@ Reload survey
=7 Questions
@ Preview survey
gl Reports and data

= Survey home

Search field

Use search to get access to some resources quickly, if you know the name (or part of it), or itsinternal id. Theid is

13
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seen usually in the address bar when you are working on the resource. The resources currently available for search
are

e Surveys
e Users
* Folders

Note that not all resources may be available for search. The system can be configured by your admin to only include
some of these resource types. To see what resource types can be searched, click on the down-arrow in the search
field. Thisisthe search panel, and will let you specify the search further:

| Surveys All v
| Folders
| Users

Once the search panel is expanded, the down-arrow becomes an up-arrow and you can collapse it again by clicking
again. If you do a search, the panel will disappear automatically.

How to search

« Typein the text you want to search for, and hit the enter key, or wait a couple of seconds and the system will
search automatically. If any resources are found, they are listed below the text field. By clicking on any of the
search results, you will leave the current page, and open up that resource.

Tip

Note that if you do not want to leave the current page, you can right-click on an item in the search result and
openit up in anew tab. All modern browsers have this capability.
search results, you will leave the current page, and open up that resource.

e Using wildcards
Using wildcards

Tip

Y ou can not use a wildcard character at the beginning of a search string. It will simply be ingnored. It can
be used in the middle of aword, or at the beginning of aword as long asit is not the first word in the search.
Using wildcards

» Using operators
Using operators

»  Searching with quotes: If you need to search for wordsin a specific sequence, use quotes (regular double quotes).
For example, the search "customer survey" will not find “ customer satisfaction survey”.

14
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Searching by id: If you know the internal id of the resource you are searching for, you can simply enter the
numeric value in the search field. For example, a survey url contains the string “s=NNN” where NNN is the
survey id. You can find a survey by typing this number. This also works for other resources, but the id of these
resources may be more difficult to find, and it is usually more useful for administrators who are looking at the
database values at the same time and need a quick way to look up resources through the user interface.

15
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Chapter 2. Organizing surveys and
polls

All surveys and polls are organized in folders. An unlimited number of sub-folders, and an unlimited number of
folder levels, makesit possible to create an hierarchical structure suitable to any organization.

The installation will create a main folder, which may contain surveys, polls and sub-folders. This folder is editable
but can not be deleted. When navigating through folders, the current folder is always shown at the top, below the
main menul.

From this screen you can access, copy, export or delete surveys and polls (if there are any).

Faldaer ronftant
rolcde ontant
WET COTILETIL

I\l“_._

e Main folder

—. Customer satisfaction sample

= Customer survey 2013

Customer surviey 2014 2 Y
} C

—. Customer survey 2015

. New features poll

gl Administration
sl HR Surveys

e Management
gl Partner surveys
il RED

Gl Sales

il Test folder

Folders

Folder isacontainer for surveys, polls and sub folders.

To create a new folder press the “new sub-folder” link in the Menu box of the current folder. Then name it and add
an optional description. Select a sorting method for surveys, polls and sub-folders in the new folder. Click “Save’.
The folder will be created as a sub folder of the current folder.

16
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Mew sub-folder

w3 Create neve folder [}
Foldar mame: Sales
Sort surveys and sub-folders: Blphabatic W

[Advanced edit)
Dezcripthon

awe | Cancal

To edit the current folder, click on the "Edit folder" link in the Menu box. Make the changes and save.

To delete afolder you need to go one level up, to the parent folder. Click on the Delete link in the Action column in
the Sub-folders table.

Note
Only empty folders can be deleted.
To set the current folder as default folder, click on "Set folder as default" on the left menu.
'f' Menu
‘il Folder content
-, New survey
‘i:;...J Import survey ./ pol
L Hew sub-folder

‘,:ZT Edit folder

4l set folder as default

Create new survey

Whilein afolder, click on "New Survey" in the menu box on the left side of the screen.

17
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LREED,

Give the survey a name. The name is not visible to respondents, but is used to identify the survey in Opinio. When
the number of surveys in the system becomes large, it is useful with names that are descriptive and unique. Click on
"Create” button. The survey is now created. You will see it in the list of surveys in the folder you are currently
located. Click on this survey in thelist to go to the survey main page.

Create new survey
- Mew survey LT

SUrveEy Mame:

Create new poll

Whilein afolder, click on "New Poll" in the menu box on the |eft side of the screen.

18
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REES,

Give the poll a name. The name is not visible to respondents, but is used to identify the poll in Opinio. When the
number of surveys and polls in the system becomes large, it is useful with names that are descriptive and unique.
Click on "Create" button.

Create new poll

The poll is now created. You will seeit in thelist of poll in the folder you are currently located. Click on this poll in
thelist to go to the poll main page.

Importing surveys and polls

Importing surveys is useful when moving surveys from one installation to another. The XML file for the survey
contains the structure and information about the survey itself, as well as reports and respondents (both optional,
depends on selections made when exporting).

Note

An imported survey will always be placed in the current folder.

To import asurvey click the “Import survey” link in the Menu box for the folder you want to import the survey to. In
the next window, select either to browse your system for the XML file (or a zip file containing the XML file) or type
inthe URL to whereit is located.

19
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{& LUipload XMLIZIP fie Boowise,.

Example of XML file link: http://mww.your server.com/customer_survey.xml

| mportant

The file must be a valid XML file. The only way to ensure that the XML code is valid, is to produce the
XML file by the Opinio export function.

If you would like to give the imported survey a new name, click on the checkbox and enter the new survey name.
Please note that this option is optional, and if not selected the survey name from the XML file will be used.

When the “Import” button is clicked, the file will be uploaded to the server. Be aware of that this may take some
time, depends on how big the file is. We recommend ZIP files when importing surveys, a ZIP file is aso what
Opinio produces when you export a survey. XML files bigger than 2 Mb will be refused. A survey XML file
compresses well - usually between 90 and 99 percent.

As soon as the file has been uploaded to the server, Opinio will read and store the elements in the XML file. XML
files uploaded from your system will be read and stored before returning to the survey list, while import of al ZIP
files and XML files from a URL will start a new import process. This import process may also take a while,
especidly if the XML file contains many respondents.

When a survey is imported, the XML fileis read, and all the database entries have been added in the database. The
XML filewill not be stored on the server.

If the imported XML file contains 1 or more reports, standard reports will not be created for the survey (the summary
and comment reports).

Importing polls.

Importing of pollsissimilar to importing of surveys.

Exporting surveys and polls

Use export action button to open the survey export dialogue.

=

Customer survey 2014 T L = [+ I

L
—. Customer survey 2015 @

Exports the survey, including the questions in XML format. Choose your respective language encoding (see
language encoding), select "Include reports' and "Include response data' if required and click “Export”.

| mportant

20
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Style sheets (CSS) and images will not be included in the export, since these are simply linksto files.

If there are no customized reports in your survey, there is no point in including the standard reports, because they
will be created if you import the survey. The import feature will always create the standard reports if the XML file
does not contain any reports. By including response data you can easily import the survey with all the responses in
another Opinio installation.

Exporting palls.

Exporting of polls is similar to exporting of surveys. The only difference is that report are aways included in the
export, because poll result (chart) comes from the reports.

Copy response data from a survey to another

The copy data feature allows you to copy response data from one survey to another. This is useful if you have had
multiple surveys running and you want to consolidate all your data into a single survey for reporting purposes.

Data can only be copied if the structure of the questions are the same. Please note that data can be copied even if the
guestion is not exactly the same. For example, you can have two rating questions with different question texts, but
with the same number of rating values, say 1-10. Before data is copied, Opinio only verifies that the structure of the
questions are identical. Texts, images and labels may differ. It is up to you to make sure that the questions in the
surveys that you copy from/to are actually semantically equivalent.

If some of your questions in the surveys are different in structure, you can still copy data from one survey to another
by excluding the mismatched questions.

To copy data from one survey to another:

1. From afolder view, click the copy data action button for a survey.

Customer survey 2014 ™ By =h [
-~ Customer survey 2015 @
Copy data

The screen will show alist of the questions for that survey (source survey) on the | eft.

2. Ontheright hand side, you can select the target survey, which is the survey that receives data from the source of
survey. Navigate and and select that survey.

3. If you know that any of these questions (now displayed side-by-side for source and target) are not of the same
type or are structurally different, deselect these questions from the list.

21
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4. Itisaso possible to reorder the question list for source and target (or both) to match up compatible questions.
Do this by click-hold and drag questions up or down.

5. Itisalso possibleto switch the source and the target, by clicking on the arrow icons.

6. Once compatible questions are selected, click the "copy data' button. If any of the questions that you have
included does not have the same structure (incompatible), the data copy process will not start. Opinio will
indicate (with icons) questions that cannot be copied. If al are compatible, the process will start. Once started,
you can go to the survey status screen and verify that the number of respondentsisincreasing.

A Trainang survey

Source survey

Trainirg survey
| 1. wmat producks?
] 2 Produck &
Bl 3 Produck B
ﬂ £, Procuck |
& 5 Produck D
H] & Product E
& 7. How many years have you been using SiProductl
?l B, Alease raks the toioweng attnbotes for produsct &
:l'| 9, Alease rafe the Tollowsng attributes for product B
u"| 10, Pease rate the rolowing atiributes Tor product C
'i: 11, Pezse rals the following altheibules Tor product D
] 11 Pes=e rate the folowing athributes for product E
7| 13. What 15 the owveral mpresnon af the products!
'“r| 14, Whak do you bkce the mast about the productsTT
| 15, What do you ke the least aboul the productsTT
B 16, Countries:
]  17. Continenis: Youwr name: = Your email: =

j| T8, matro: calculstion

Copying surveys and polls

L

¢ & & 0888080 E

& &

L™

Copy datn | Sslecs survey

Target survey

Hiogi av Trasnng survey

1. What products? This s a ioong question, This 15 a logong
I, Product A

5. Proouck I

4. Produck {

5, Produck D

4, Producl E

. How many years have you besn using SiProduct’?

4. Aezase rabe the folowang attnbutes for product &

9. Acase rake the folkowang attrbuetes Tor product B

10, Mease rate the rolowing atiributes Tor product C
11. P=ase rale Uhe Following atbribules for product &
12. P=as= rate the Following atbributes for product E
13. What 15 the oversll impression of bhe products?
14, What do you e the mast about the productsTT
15. What do wou Ue tha least about the promuactss
16, Counlibes:

17. Continents: Your names > Vour email: =

18, mextro calcutaticn

This functionality provides a way to copy a survey within a survey folder. The copy action button is accessible from

the Action column in the survey list table.

Customer survey 2014

—. Customer survey 2015

=

3

Oy @y [ =0 [g 1w
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Enter the in the name of the copy, and click the Copy button.
Copy survey/poll
Custionmear surviy 2005 [T

wnir el T
¥ J|

Copying palls.

Copying pollsis similar to copying of surveys.

Renaming surveys and polls

Rename survey screen is accessible from the Action column in the survey list table.

Customer survey 2014 -

—. Customer survey 2015

Rename

Survey nameis used in the administration screens only. It should be descriptive, to make it easier to find your survey
later among alist of other surveys.

Rename sUrvey

Customear satisfaction zample i

SUrvEy name Cueshomen atizfachon sample

C 2 s
P L-Aricsl

Renaming polls.

Renaming pollsis similar to renaming surveys.

Moving surveys and polls

There are two ways to moving surveys: using drag'n'drop or an action button.
Drag'n'drop.

Y ou can move a survey by dragging it to afolder in the subfolder list, crumbs or foldersin the recent items.

23
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=% Customer satisfaction sample Cwy Ly p* o=l | |
. Customer survey 2013 Ow 0 2 =0 3] T
. Customer survey 2014

@.cmﬂer-*sn;_wey.-zms By By (2 =h [§]

There are no polls in this folder.

surmaers T,

& Administration |
| & Management P ) | &
ﬁ RE&D MS Customer survey 2014 | i

It is also possible to move several surveys by selecting them prior to move.

\ Customer satisfaction sampl
Folder coptent i -
Customer survey 2013

[ Customer satisfaction sample
[# Customer survey 2013
[# Customer survey 2014

IE Customer survey 2015

Action button.

The second way is to use the move-button in the survey action list

24
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5 Main folder

@

{ ]
—. Customer satisfaction sample

= Customer survey 2013

] Customer survey 2014 Cry Gy [ =D

—. Customer survey 2015

There are no paolls in this folder.

@ Administration
J Management

& raD

and then selecting the target folder in the popup window and clicking "Move".

4 | Main Folder
| Administration
4 | Management
|, Back Office
| > | Front Offlice
by RED

Cancel

25
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When moving several surveys with a popup window, the move-button that appears on the top of the action list
should be used.

e Main folder @

#| Customer satisfaction sample %

Move selected
¥ Customer survey 2013

. Customer survey 2014

#| Customer survey 2015
There are no polls in this folder.

@l Administration
& Management

@l reD

Moving polls.

Moving pollsis similar to moving surveys.

Deleting surveys and polls

The button to delete a survey is accessible from the Action column in the survey list table.

Customer survey 2014 Crw [ rb = +]

|
— Customer survey 2015 @

The survey must be empty (contain no respondents). Delete the responses before you can delete the survey. Thisisa
data security measure, added by design.

Deleting palls.

Deleting pollsis similar to deleting surveys.
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Chapter 3. Design a survey

Once the survey is created, click on the survey name from the folder content screen. You will be redirected to the
main survey screen: survey administration screen. From here you can design the survey, invite people to participate
in the survey and monitor the data collected.

Designing a survey starts from the survey administration screen, since it gives you accessto all survey features.
Design steps.

Here is the complete list of survey design steps. See the quick start chapter for a short description on how to create a
survey.

=

Create questions

Create conditional branching if needed.
Customize look and feedl

Configure survey security

Configure survey behavior

Trandate survey

Test the survey to see that it looks and behaves as intended. See " Checklist before survey publishing.”

© N o o ~ 0w D

Publish the survey
survey.
Survey administration

Survey administration screen is the survey home page. It displays important survey details and give you access to the
main survey features.

27
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Survey administration

Cugtomer satisfaction sample

Link furl):  http: F Aocalbost: 8080 fopinio fsTs= 3457

{ Click. to preview surey )
Start date! Friday, Novembar 24, 3006 11:00:15 PM CET
Stop date:  Friday, Decembar 1, 2006 11:00:15 PM CET
Responses: O stored, D ongoing, O completad
Survey attributes
Mumber of quastions:

Mumber of transiations:
Maximum number of responses:

Survey authentication:

Allewi FRLlEiple SUBmEEEIonE:

Anonymity of respondents in invitations

Survey status. The traffic light icon on the right of the screen indicates the survey status. If the survey is open for
responses, theicon light is green. If the survey is not accessible, the light is red.

Mo questions exist
ot specified

B, prevent with: cookie

0 anonymity

A survey can be closed for the following reasons:

e Closed by date (current date is before start date or after stop date).

* Locked by an administrator user (usualy yourself). If the survey is locked, the survey designer has edited the
survey in some way. The survey cannot be open if it is being edited. To make the survey available immediately,
click on the “unlock survey” link under the status icon. Y ou can only unlock the survey that has been locked by

1

A ailable for responses

[ Chck to ook survey )

you. If another survey designer has locked the survey you will have to wait until he/sheis done.

« Error in survey. If the system has detected an error in the survey, it will notify the survey designer by adding an
error message at the top of the survey administration screen and changing survey status to Error. Respondents

cannot answer the survey with errors because this might result in data inconsi stency.

* Number of alowed responses for the survey has been exceeded. See the section called “ Survey behavior” [107].

Besides the survey status, you can aso see the important survey details on the administration screen:

e Survey link. Link for respondents to answer the survey.

Sart date. The date when survey becomes available to respondents. Click on the link to edit the date.

Sop date. The date when survey becomes closed for respondents. Click on the link to edit the date.

Number of responses. Displays number of survey responses:

e Stored responses - responses currently stored in the database. Includes both complete and incomplete
responses. Incomplete respondents include respondents who abandoned the survey and respondents who

saved the survey for later completion.
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« Ongoing responses - number of respondents currently responding to the survey.

e Completed responses - number of respondents who have completed the survey and stored in the database.

e Number of questions - number of questions the survey contains.

« Number of trandations - number of languages the survey is trandated to. Does not include the default language.
See the section called “ Trandations”

e Maximum number of responses - number of respondents that can answer the survey. When this number is
reached, the survey will be closed and no more respondents will answer the survey. See the section called
“Survey behavior”

e Survey authentication - currently used authentication method for the survey. See the section called “ Security and
privacy”

e Allow multiple submissions - method used to prevent respondents from multiple survey submissions, if any. See
the section called “ Survey behavior”

* Anonymity of respondentsin invitations - currently used level of anonymity for invitations. See the section called
“Security and privacy” and invitations

Questions

Creating questions
To access this feature, click on "questions' in the menu box.

Start creating question by entering question text. You can use Advanced edit mode if you need more control over
question look and feel. Question text is required.
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| [l Question 6/ 9

=]

| << Previous || Save || Next>> |

[Advanced edit]
To what extent did your product meet your expectations?
. —— = —T 2
= ==k
Rating Multiple choice Numeric Dropdown Matrix Mo type
Minimum value label: Failed | @
Maximum value label: | Far Exceeded |
Na selection labels Dontknow |
Scale from: 1 v to: 3 v
Rating label 1: 1 H
Rating label 2: 2 H
Rating label 3: 3 I
Validation Validation message
¥ Required | Please selecta value
A Data variable
Data variable: |
M Open ended question
Rows: 3
Columns: 50
Label:
Allow images: =]
Validation Validation message
¥ Max chars | 255 | | Free textis too long.
# Data variable
Data variable:

A Advanced settings

Custom question id:
Question layout:

Hide question:

Answer rotation, if applicable: =

| |
*F oEd
]

Jumpto v ||E| | Moveto v | |E|

[[] Copy to next

| << Previous || Save || Next >> |
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Select question type by clicking on the tab with the desired type name. Enter al necessary details for that question
type.

Tip

Y ou can preview question at any time by clicking on the "Preview question” in the Menu box. The preview
will save the question first and then display it in a popup. Note that if some of the required input is not
entered, the validation error will be reported.

type.

Buttonsunder question text.

Under the question text you will find several buttons that allow you to enter and edit in-text elements, piping
elements and images.

IMPORTANT: Remember that all actions available from these buttons will place tags into the question text. It is
important that cursor is located at the position where you want to enter the element. For example, if you want to
place an image after text "Do you like this picture?’, place the cursor after the "?" if you want picture to appear after
the text. Place The cursor at the beginning of the text if you want to place the picture before the text.

New in-text element. Allows you to define and insert a new in-text element to the question text at the cursor
position.

Edit in-text elements. Allows you to edit and delete existing in-text elements.
New piping element. Allows you to create and edit piping elements

Insert picture. Allows you to insert apicture at the cursor position. See the section called “Images”

Advanced settings.

Click on the Advanced settings to expand the section.

Answer rotation. Select this option if you want the options in a multiple choice question and dropdown lists be
displayed in a random order. Turning this option on will enable randomizations for al lists in the current
question. This means that itemsin adropdown list inside a matrix cell will be randomized, for example.

Custom question id. Thisfield is optional, but can be used to set a custom id in the question for easier identifying
the question. The custom question id will be stored in the OPS_QuestionAttribute database table and will also be
included in the XML export. It accepts any kind of input.

Question layout. Determines where your question text should be placed relative to the input fields, lists etc. You
can select "show text above input fields' or "show text to left of input fields'.

Hide question. Hide question from the respondent. This feature is useful with pre-population because data can be
included in the survey URL or invitation data without giving the respondents the possibility to change the
response. The response data can be reported in aregular way. See pre-population format

Question types

There are five main question types.

Rating. Allows the respondent to select arating level.
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* Numeric. Allows the respondent to enter a number. Prevents any other type of input.

« Multiple choice. Allows the respondent to select one or more choices from alist. Same as Dropdown but choices
are displayed with selection button in front.

» Dropdown. Allows the respondent to select one or more choices from a list. Same as multiple choice, but items
are displayed in a dropdown list.

e Matrix. Allows respondent to respond to almost any question layout and type. Labels, input fields and lists are

organized in cellsin atable. Thisis a very flexible question type and can be used for complex questions like for
example rating of several itemsin a single question or rating and importance question.

In addition to the main type, all questions can contains the following additional elements:
* In-text elements. Allows respondent to select answer from a list and enter text and numbers directly in the

question text. Perfect for essay questions and fill in the blanks.

* Open-ended question. Allows respondent to enter any text at the end of the question. Perfect for "Comment"
boxes.

Rating
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¥ Question 10 / 10 9

<< Previous || Save || Next ==

[Advanced edit]

Please rate
#
s T/ =R =e
Rating
Minimum value label: Foor =)
Maximum value label: Excellent
No selection label: NIA
Scale from: 1 v to: 5 ¥
Rating label 1: 1 g
Rating label 2: 2 g
Rating label 3: 3 g
Rating label 4: 4 g
Rating label 5: 5 g
Validation Validation message
¥ Required Flease answer the rating question.
A Data variable
Data variable: RATING1
[ Open ended question
¥ Advanced settings
Jumpto v || Go Moveto v || Go Copy to next << Previous || Save || Next >>

A rating/scale type question. The respondent must choose a value from 0 or 1 to N, where N is the number of levels
in the scale (2-20). This question type also allows for a non-selection answer (NA, don't know etc). It is also possible
to set arating label for each of the rating options.

* Minimum value label: Denotes the lowest value on the scale. E.g. "Bad"

« Maximum value label: Denotes the highest value on the scale. E.g. "good"
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» No selection label: If the question does not apply to the respondent, an "N/A", or "don't know" is useful if an
answer is required to the question. If this field is left blank, no button for N/A will be displayed on the survey
form.

« Scale from: Rating level to start the scale from. to: Last rating level of the scale. The scale can be from 0-1 to
2-20.

« Rating label #: Here you can set alabel for the given rating value.
* Required: Makes the response required. If selected, a validation message must aso be entered.

« Data variable: Header for this question response to be used in raw data and SPSS reports.

Example 3.1. Rating question

1. Please rate

1 2 3 4 5 MIA
Poor @ & & @ @ Excellent §

Rating questoin with rating labels
Rating
Minimum value labe: _._)‘

Mancimum value |abel:

~.-'.=|=r*.*.~*: L EI Lo = E

ating label 1: Jary Bad

u]

ating label 2: Bad

-
ALY GEhy Ak

ating label 3: Middle

A =

ating labe] 4:

i {oe

Rating labe 5: JVery Good

v Reguired FiEase answer Ihe rating quesiion

Example 3.2. Rating question with rating labels
2. Please rate

Very Bad Bad Middle Good Very Good MiA

Numeric
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If the input for the question is strictly numeric, select this type. Although it is possible to use a free text input field
for this, it is recommended to use this question type for these reasons:

»  Numbers can be validated (select either integer or decimal, and min/max values). If anything other than a number
istyped into thisfield, the system will automatically tell the respondent about it.

« More statistics can be computed with a numeric field in the reports.

*  Will occupy less space in the database than text-fields.

e Improves database performance.

NOTE: Use numeric question type only for numbers you want statistic analysis for. For inputs like telephone
numbers, credit cards and country zip codes text input type is recommended.
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& Question 9 / 9 @

== Previous || Save || Next==
[Advanced edit]

How old are you
.- - o 4
e [T =S =EE
MNumeric
Type: = integer decimal =1
Prefix label. I am
Postfix label: years old
Field size: 3
Validation Validation message
Mot a number Please enter a valid number.
Required
Min value
Max value
# Data variable
Data variable:
O Open ended question
¥ Advanced settings
Jumpta ¥ || Go || Moveta ¥ || Go Copy to next <= Previous || Save || Next=>

Type. Choose integer or decimal depending on the type of question. This will also cause Opinio to restrict the
user to enter the correct type of number.

Prefix label. Optional. Placed in front of the field, like the text "1 am" in the example under.
Postfix label. Optional. Placed after the field, like the text "years old" in the example under.
Field size. The visible size of the numeric field.

Validation. Set various restrictions on the user input, along with appropriate error messages if input by the
respondent is incorrect.

Data variable: Header for this question response to be used in raw data and SPSS reports.
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Example 3.3. Numeric question

Multiple Choice
For questions that require a selection between aternatives, you should select this option.

Multiple Choice questions have three modes of editing. The default mode is Smple View, where some features are
hidden. By clicking on Advanced View more advanced features like label position and support for images are
enabled. Switching back to Simple View will not delete values already set, but will simply hide them from view.
Quick Edit isaway of editing all choices in one single text area, where each line represents one choice. This feature
is disabled when images are enabled in choices.
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5

Bawstonz /3 o

<< Previous || Save || Mext == |

[Advanced edit]

Which of the following continents have you visited

==k = ==k =k

[ Quick edit | Choice filter | Images | Label positions | Data vardables ]

Choice labels

| Morth America | g F

| South America | g F

| Antarctica -

| Europe | 3 ]

= 4=

| Africa | & x

| Australi -
&*
&

| |

[Text or image in the last choice adds a new fislkd)

Options

Allow multiple selections:

Last choice has text field for other:

Display columns:

Validation Validation message

] :l selectons required | Please select at least ... options. |
i} :l selections allowed | Please select rmaximum ... options. |
[0 Open ended question
¥ Advanced settings
| Jumptolz” Go || McwetoEH Go | [ Copy to next << Previous || Save || MNext ==
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Simple view: For each choice you can set up the following attributes:

» The choice label. Type in the text to be displayed. In most cases this is the only thing you need to enter. Click
Tab to go to the next choice label.

« Edit-buttons. To make editing the multiple choice question easier, buttons are provided to move choices up and
down, and to delete. To move up or down, hold the up/down button and drag the mouse. When deleting, all

choices after it will be moved one position up. When you input text into the last field, a new field is added. If you
want to insert anew field, just add a new field and drag it to the position you want.

Additional multiple option features:

| Quick edit | Choice filter | Images | Label positions | Data variables ]

Choice labels Images Label positions Data variables
North America &= | image left v || buttonleft v | | NA

South America & | image left v button left ¥ || SA

Antarctica & | image left v | | button left v

Additional multiple option features:

In addition to the attributes described in simple view, you can aso set up additional features, that can be turned on
and off by clicking on the corresponding links. The link is highlighted when there is a non-default value for at least
one option.

» Image. Each choice can include an image. If you want to use images you need to enable them first by turning on
the enable image checkbox. To add an image, click on the small image-button. Y ou can either select an image, or
upload anew image from the dialog box that will appear. See the section called “Images’.

« Image alignment. This will indicate the position of the image, relative to the text and button. The alignment
choices are:

e imageright
e imageleft
* imagetop

¢ image bottom

Example of using images:
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1 ‘Wilhich of the Tollcesing shapes has the largest anea, iFihey are
exactly the same in height?

Clrcle Dctagon Fantagon  Square

&

Trangle

A

| Finigh |

In this example, the button alignment was set to "bottom” (relative to image/text), and the image alignment is set
to "bottom" (relative to the text).

» Label position. Position of the option label relative to the selection button. The possibilities are:

« button right

button left

e button top

button bottom

Example:
cxample of textbutton alignrments
- - - "f Huban
{0 Eutkom Bt L) '|"-| I Horr
BuUtlon Anpi
It ik oo )

« Data variables. Headers for this question response to be used in raw data and SPSS reports. There is one data
variable per option when multiple selection is on and one data variable per question for single selection question.
In addition you can have a data variable for the "other" field when it is enabled.

Quick edit: Each choiceis copied into alarger text area field. In this view, each line represents one choice. Thisis
similar to the editing of dropdown questions. When pressing OK, the values from the text area field will be copied
back into the choice labels.

Choice filter: This makes it possible to filter out (disable or hide) choice options when respondent selects another
optoins. Clicking on the "Choice filter" link will open a popup editor which makes it possible to select which choice
will befiltered out. See the section called “Multiple choice filter”.

Options and Validations: Allow multiple selections: If this feature is selected, the choices for this question will
appear as "checkboxes', meaning each option can be turned on or off. If this feature is not selected, the options for
this question will appear as "radio-buttons’, meaning only one of the options can be selected at any time. Example:
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1. Please salactthe internet providers you have used in the past

ClaoL [ ATAT Clanernet [ Belizouth
L:-Uf':[l'J'.-t’""':’ J':LII.'-I:"Il.'IL |._|E-c|I|'|'I|-': [_IH':.

Last choice has text field for other: Includes a text-field for entering "other", if none of the other choices apply. The
text field is of size 10, with 255 character maximum. Example:

1 Selectthe intermet providers you have used in the past

| A0L L] ATET
_5-'JI-,'r riEl |_ Balksaulh
| Compugsenna || Congendic
[Eamnlink [ other;

Columns: The number of columns to display the choices. With many choices, more than one column will often look
better. If more than one column is used, the choices will be displayed in this order (this example has 20 choices,
displayed in 4 columns, alphabeticaly):

Who 1= your Inbarmel prosdear

oL TIATET O Al nel O Ballgauth
(O Compuserss O Consentric O Eadhlink ) Erals

[ Bigrrica CyLinknel MG i) Mindspring
[ MSM £ Nabeom G PG 7 PacBel
o Pipeline CyProdegy O Spink OO Telepaort

Salections required: This lets you control how many of the choices the respondent must answer (minimum
selections). Set thisto 3, and the respondent must select 3 or more options in the multiple choice question.

Allowed selections: controls how many choices the respondent may select (max selections).

Validation messages: lets you define what messages is given to the respondent if the requirements of minimum/
maximum selections are not met.

Multiple choice filter

It is possible to set up filtering such that when the respondent selects a choice, other choices in this or any of the
following multiple choice questions will be disabled or hidden. The questions can be of both single and multiple
choice type with the exception that in the single selection mode choices in the same question cannot be filtered out
(but can in any of the next questions). The choice filtering can be set up by using the choice filter pop-up editor by
clicking on the "choice filter" link in the multiple choice question editor. If the "choice filter" link is highlighted, it
means that at least one of the choicesin this question filters out other choices.

Filtering choicesin the same question: . When the choice filter editor is opened, it displays a table where columns
represent the choices that will be filtered out when the respondent selects a choice that is represented by the
corresponding row. If the choice filter editor is opened for the first time, the rows and culumns are the same,
meaning that they relate to the same question. It is also possible to mark the whole row or column by clicking on the
corresponding choice label.
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Choice filter

Disahle ¥ | choices in guestion: | 1. Please select your option r|| << )

1. Please select your option

Choice 1 | Choice 2 | Choice 3 | Choice 4 | Choice 5

Choice 1 7
Choice 2
- Plese select | choice 3 ‘ ‘
Choice 4
Choice 5 7
Delete all filtering Ok | Cancel Show tool-tip: [«

In this example, if the respondent selects Choice 1, then Choice 3 will be disabled, if respondent selects Choice 3,
then Choice 2 and Choice 5 will be disabled and if the respondent selects Choice 5, then Choice 1 will be disabled.
The following picture illustrates how it will experienced by the respondent.

1. Please select your option

Choice 1

|| Choice 3

Choice 4

Filtering choices in other questions: . It is possible to filter out choices in any of the following multiple choice
guestons when a respondent selects choices in this question. Use the dropdown list to navigate to a question where
you want to filter out choices. It is also possible to use arrow buttons to navigate forwards and backwards. The
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questions for which filtering is already set up are highlighted in the dropdown.

Choice filter

Disable ¥ | choices in gquestion: | 1. Please select your option v || << =l
1. Please select your opfion

2. Select another option
3. Select third option

Han

Choice 1 | Choice 2 | Choice 3 | Choice 4 | Choice 5

The question that filters out (ie, containing the condition) is always the current one and its number and text is
displayed to the left in the choice filter editor table. The question with choices being filtered out is indicated at the
top of thetable.

Choice filter

Disable ¥ | choices in question: | 2. Select another option ¥ | << =

2. Select another option

Choice A | Choice B | Choice C | Chaoice D | Choice E

Choice 1
Choice 2 )
1. Please select Choice 3
your option
Choice 4 7 r
Chaoice 5
Delete all filtering Ok || Cancel Show tool-tip:

In this example, if the respondent selects Choice 2 in question 1, then Choice A in question 2 will be disabled and if
the respondent selects Choice 4 in question 1, then Choice D and Choice E in question 2 will be disabled.
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1. Please select your option
Choice 1
#| Choice 2
Choice 3
|¢| Choice 4

Choice 5

2. Select another option

Choice B

Choice C

You can also hide choices instead of disabling them. It can be done by selecting "Hide" in the dropdown. This will
apply for the entire survey, i.e. for each survey you can either hide or disable filtered choices.

Choice filter

Disable ¥ |choices in question: | 1. Please selectyour option < =
Disable
1. Please select your option
Chrire 1 | Chaice 7 | Choire 2 | Choire 4 | Chaice R

Tooltips will help you to understand what is each cell, row or column in the choice filter editor table is related to. It
is possible to turn off tooltips by deselecting the checkbox in the bottom right corner.
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Choice filter

Disable ¥  choices in question: | 2. Select another option v << e

2. Select another option

I:hDII:E-'l:.I I:l (a1 Foadl | -~ | . Foadl | -

If respondent selects

Chaoice 1
Choice 2
Choice 2 7 L} then
e - Choice A
- lewe st | hoice:
! P in question 2 will be disabled (hidden)
Choice 4 i i
Choice 5
Delete all filtering Ok || Cancel Show tool-tip: [«

Deleting all filtering: Itis possileto delete choicefiltering in all questions that are affected by choices in the current
question. Click the "Delete al filtering" button to perform this action.

Dropdown list

A dropdown list is useful if you need to ask a question that has many alternatives, like a selection of the countriesin
the world.

If you have a predefined dropdown that you want to use, select the desired dropdown from the bank. the page will be
updating with value from the dropdown bank.
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Edit question

# Question 5/ 9

<< Previous || Save || MNext == |

[Advanced edit]

Enter guestion text

= = E=k ==F

Multiple choice Numeric Dropdown Matrix No type

Select dropdown list from the bank @

Dropdown bank: | No items in the list. El

or type dropdown items manually

Multiple selections on:

Sort alphabetically: []

Dropdown size: 1 El

Dropdown label: select # of employees ' |

# Data variables

15 P =
6-10
11-25
26-50

Type each item in the dropdown list on  51-100

one single line: 101-500
501-1000
1001-5000
5001-25000 W v

Validation Validation message

o|v| selections required | Please select at least ... tems.
0% selections allowed | Please select maximum ... ftems.
O Open ended question
¥ Advanced settings
| Jump to :I| Go | | Move toEI | Go | [J Copy to next << Previous || Save || Mext ==
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Multiple selections on: Allows for selecting more than oneitem in the list.

Sort alphabetically: Sorts al the items in the list alphabetically when storing in the database. NOTE: Sorting
alphabetically does not work well with numbers. To get numbers listed correctly, enter then in the correct
sequence and let this option be turned off.

Dropdown size: Number of displayed items. If the size is larger than one, it is actually not a "dropdown" list
anymore, but avertically scrollable selection-list (as in the example above).

Dropdown label: The displayed label of the dropdown list when no items are selected. This will be part of the
list, but no value will be represented by this item, so the respondents can not select it. NOTE: It does not make
sense to use alabel if the size of the list is larger than one. This means that the first item will be this labdl, and it
will look likeit is part of thelist.

Items: Type each item in the dropdown list on one single line. Items must be entered one by one, and only one
per line.

A dropdown list lets you distinguish between what is displayed in the list, and the values actually saved in the
database. This may be necessary, if you are integrating the data with an external system, for example.

Let's say you make a list of countries, and you want to display the countries as they are normally written. e.g.
Germany, France, Italy etc. But you want to save the codes, like DE, FR, IT. Thisis done by typing one item per
line as before, but include both the value to be displayed, and what is stored, separated by "#@". To enter the
countries above, type: Germany#@DE, France#@FR, Italy#@IT.

Validation: selections required: Enforces the respondent to select at least this many items.

Validation: selections allowed: Disallows the user to select more than this number of items from the list.

Data variables. Headers for this question response to be used in raw data and SPSS reports. There is one data
variable per item when multiple selection is on and one data variable per question for single selection question.

Example 3.4. Dropdown question

-5
b-10
11-15
16-20 =

Matrix

The Matrix is useful if no other type can handle your question. The reason for this is that the matrix question gives
you extreme flexibility to construct your question.

A matrix question is essentialy a table with columns, rows and cells. Each cell may contain a label, text field,
numeric field, drop down list, checkbox or radio-button. It can also be empty.

Example 3.5. Matrix question
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1. How satisfied are you with the QObjectPlanet web site?

Very dissatisfied Very satisfied

1 s B Please rate ObjectPlanet
Download pages ™) i : R | : order pages
Crder pages 7 A ®® F %
Support pages ; ; ]
Product pages

Creating new matrix

Set the size of the matrix, and select type. From here, you can define how the cells in the matrix are going to relate to

each other by selecting the right type:

« Rating scale. This means that each row in the cell group can be rated with a value horizontally. Y ou should then
supply with alabel for each row and each column.

* Ranking. Makesit possible to enforce a response with one (and only one) selection per column and row.

« Intersection. Allow for one selection for the entire cell group - an intersection between the columns and rows.

* Checkboxes. A group with checkboxesin every cell. Checkboxes represent a true/fal se answer.

e Dual scale. Creates two group. Makes it possible to do rating and importance for each item in the left column.

* Custom. Allows for any type of input in each cell. This type of association does not impose a strong relation
between the cells, other than a common background color (if selected), and a heading.

Editing of matrix cells

Edit matrix screen look like this:
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Matrix
\-EJ
A B C D E F G
&P Columns 7
1 =] abc abc  abc | abo | ahc | sho
Rovws: 6
dae | @ (@ |6 6|6 |6 |}
Visible rows: <
Flabo | & | & | & | & & & 3’; Expand label:
& 7 Show more rows
4 ghc | & | & | & | & & T X
Ok
FH PH DM PE SN DX XD
&+ &+ & + F 4 # &
Cell groups _:.! Add cell group
Main call group One choice per row (rating) B2-G& Delata

Changing matrix size

Y ou can at any time increase/descrease number for columns and rows in the matrix.

» Deleterow by clicking on the red crossicon for that row.
« Delete column by clicking on the red cross icon for that column.

* Insert row by clicking on the green plus icon. The row will be inserted before the row where you clicked on the
icon.

* Insert column by clicking on the green plus icon. The column will be inserted before the row where you clicked
on theicon.

e User resize matrix feature. Set number of columns and rows you want and click on the Ok button. New rows/
columns will be added and existing columns and rows will be deleted from the end of the matrix to match the
requested size.

* You can set number of visible rows for the matrix question. This is the number of matrix rows that will be
displayed to the respondent. An expand button will be displayed in the bottom of the matrix. If respondent clicks
the expland button, then the rest of the rows will be displayed. The expand button can be configured for each
matrix.
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1. How satisfied are you with the ObjectPlanet web site?

Very dissatisfied Very satisfied
1 3]

Download pages @) AR R0 0l 5 @)
Order pages ) | B RS )

¥ Show more rows

After the respondent clicks the expand button:

1. How satisfied are you with the ObjectPlanet web site?

Very dissatisfied = Very satisfied
22Xl 4 | A
1 3]
Download pages @) R RN S HE @)
Order pages () B 6 6 @]
Support pages @ A . @]
Product pages ) el B B R @)

Moving a cell

Y ou can move position of the cell by one cell. Hold the mouse over the cell a couple of seconds and alittle move cell
window will appear. Click on the arrow to move the cell. NOTE: cells can be moved only within the same group
type. For example you can't move cell of type Radio to a group of Checkboxes.
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A B £ D E F &
o &
1) o] | aho | aho | abc | ahc | abc | ahc |
2| ahc | @ = Label: 2 | o EJ
i
3| abc { ' e W d Y oy g.-"'
4 b | O | B & & & & EJ
o 7
6| abc | & = ) {= v {= g

Changing a cell.
Click on the cell you want to change. A new window will open alowing you to enter the cell details. Y ou can name
the cell for better identification in the reports. The cell identifier is optional. You can also set background of the cell
and atooltip. The tooltip can have multiple lines and include html elements. Cells of type text, numeric, dropdown
and checkbox can also have data variable names attached to them.
F7] Edit matrix cell A1 @
Cell name: Cell help text:

Backeround

color:

Checkbox

Cell of type checkbox.

# Data variable

Data variable:

Save Close

There can be 8 types of matrix cells:

1. Empty cell Empty cell can be used when the cell does not need to carry any visible element. Most of the cells
are empty when you first create a matrix question. Click on the Empty cell-button and set the type from the
dialog window that appear. Empty cells do not have an identifier and background color.

2. Text Cel of type text alows respondents to enter any text in the field. "Field size" is the visible length of the
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fields, in characters.

Validation: Validate/check the answer from the respondent. It can be used to demand a specific type or length of
answer from the respondent and set the appropriate error message if these requirements are not met.

Numeric Cell of type numeric restricting the answer to a number only. Select this type if you need calculations
on the report (type text will only produce a comment listing). Numeric types available are integer or decimal.

Formula: If aformulais entered for a numeric cell, a calculation will be performed as the respondent enters
numeric values in other cells in a matrix question, which can either be the same question, or another matrix
question within the survey. The resulting value from the calculation will be placed in the cell containing the
formula. The result will also be saved as part of the survey response, asif the respondent typed in the answer for
the cell. The cell containing the formula will not be editable by the respondent; it will be a calculation-only
field.

A formula supports basic arithmetic calculations (+, -, * and /), as well as sum() and avg() functions. Sums and
averages are written in the form "sum(A4:A7)" and "avg(B2:C24)".

In aformula, you refer to other cellsin asimilar manner as spreadsheets (MS Excel, OpenOffice Calc, etc). The
values from these cells will be included in the calculation of the formula. A cell is referenced as A1, A2, B1
etc., if it is within the same matrix question where the cell containing the formula lies, or as Q2!A1, Q2!A2,
Q2!BL1 etc., if it is from another matrix question. If the cell reference is Q2!A1, the cell you are referencing is
question 2, column A, row 1. You can also include numbers directly in the formula. The starting and ending
cellsin the sum() and avg() functions should be from the same question.

Formula examples:

A7 + Bl + B2

Q@'!'A3 + B! B5 * QB! E7

Q6! C3 + sun({C4: C10) + avg( Q8! D5: Q8! E10)
avg(Al: A19) + 50

C7 + Q! D20/ sun{ Q6! F2: Q6! F10) - (20* Q8! GLO)

Circular references are not allowed. For instance, in cell A1, you can not write aformulathat includes Al in it.
The circularity is also checked across multiple questions, cells and formulas. Another example, is Q4!1A1
contains formula "A2+Q6!B2". Then cell Q6!B2 contains the formula "sum(Q4!A1:Q4!B6)". This is adso a
circular reference, and isinvalid.

NOTE: Use numeric type only for numbers you want statistic analysis for. For input like telephone numbers,
credit cards and country zip codes, text type is recommended.

Validation: Use this to set restrictions for answers and error messages for invalid numbers, required input, and
min/max values.

Dropdown Cell of type dropdown list are exactly the same as the usual dropdown list for the question types,
except it can only have asingle selection. Y ou can either create a dropdown list directly, or create and load from
the bank if you are to use it again later. See dropdown list question for more details.

Checkbox. The checkbox simply inserts a checkbox for your respondents to check. This is a true/false type
answer.

Radio button. Radio buttons can only be used/defined if it is grouped with other cells. See Cell groups below.
Label. Text to be displayed in the cell.
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8. Image. Set image to be displayed in the cell. See the section called “Images’

Big matrix navigation

When you create a big matrix (more than 15 columns and/or more than 20 rows), only part of the matrix is displayed
at atime. Thisis doneto spare the loading time and server resources.

Map navigation Matrix map will appear in the right top corner of the matrix screen.The green highlighted areaisthe
part of the matrix that is currently displayed. Click on any cell on the matrix map to move to that part of the matrix.

k&

Matrix map

Columns: 20
Rowrs: 50
Visible rows: 10

Expand label:

Show more rows

Arrow navigation Up/down/right/left arrows will appear around the matrix if there are more cells in the
corresponding direction. Click on the arrow to move one block up/down/right/left. By block we mean the current

number of visible columns/rows. For example, if you have a matrix with 40 rows and rows 1-20 are currently
displayed, the next block down will be rows from 20 to 40.
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Quick editing of matrix cells

Changing cells one at atimeis very time consuming. To save time and clicks you can edit en entire row or column in
one window.

Click on the little pen icon attached to matrix column/row and a new window will open. From this window you can
set some basic info about cells. Read the section called “ Editing of matrix cells” for the description of the fields.

ﬁ Quick adit aof matriz calls e

Time saving tips

e Copy cel values. When you hover your mouse over the fields in this table, you will see a checkmark
icon next to the field. Clicking on this checkmark will copy the value from this field to the adjacent cells
in this column/row editor. In this editor layout, it means that the values will be copied downward. In the
matrix question, it means that if you are currently editing a row, the values will be copied to the
remaining cells to the right. If you are currently editing a column, the values will be copied to the
remaining cells below in the matrix.

* Copy and paste multiple labels. If you have multiple labels you want to insert into the matrix, for
instance one label per cell in a column, you can click on the label heading to get a popup field and enter
all the labels as a single text value. One label per line represents one label per cell in the matrix row or
column. If you insert an empty line, it will insert an empty label into the cell, except if the empty lineis
at the end of thistext field.

e Caedllsof typeLabel. Set cursor to the Label field of thefirst cell. The field might be gray, indicating that
the cell typeis not of type Label yet. On this screen, it does not mean inactive. Start typing the label for
the cell and the cell type will automatically change to Label. Click on Tab to go down to the next cell
label field and repeat. The same technique applies to type Image and Dropdown. You might need to

54



http://www.objectplanet.com/Opinio/

confirm that you really want to change the cell type.

* Changing cell types. In the type column, select the cell type from the list by entering the first letter of
the cell type. For example for type "Label" click on the "I". The list will jump to the "Label" type. Click
onthe"Tab" to go to the next cell type field (move down) and repeat.

Cell groups

Y ou often need to group matrix cells, to be able to do ratings, rankings or just to set the same background color. You
can only group the cells that are adjacent to each other.

NOTE: cell groups can not intersect.
Cell group list

List of the existing cell groups is displayed on the main matrix screen. From here you can delete groups, create new
groups and edit the existing ones.

NOTE: when you delete a cell group with rating cells, the rating cells are removed because this cell type is not
allowed outside the cell groups.

ell erouns --A-;::EL;n:-,p
=
Main oell group Qe chaids psr row ':l-li ':J‘- B2-G5 Dalats
Imprtanca One choice per row (rating) Ab-GiE Dealabe

Creating cell group

The cell group screen look like this:
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Fi7] Edit cell group =)
Mame: Main cell group
Type: One choice per row (rating) b
From (top-left cell): A Wl ¥ 2 W
To (bottom-right cell): E vl X 3 b
Heading:
Background color: #d1dsff
Random row rotation: i}
Validation Validation message
0 v | selections required

selectons allowed

£ Data variables

One data variable can be assigned to each row in the group
Group row 2 data variable :

Group row 3 data variable :

Group row 4 data variable :

Group row 5 data vanable :

Save Close

« Name: Set the name of the new cell group used on the administration screens and reports.

» Group type. Select the type of the cell group:

Rating scale. This means that each row in the cell group can be rated with a value horizontally. Y ou should
then supply with a label for each row and each column. For Dual scale question create two cell groups, one
for rating and one for importance. See example below.

Ranking. Makes it possible to enforce a response with one (and only one) selection per column. See example
below.
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¢ |Intersection. Allow for one selection for the entire cell association - an intersection between the columns and
rows. See example under.

e Checkboxes. An association with checkboxes in every cell. Checkboxes represent a true/false answer. See
example below.

e Custom. Allowsfor any type of input in each cell, except radio buttons. This type of group does not impose a
strong relation between the cells, other than a common background color (if selected), and a heading. See
example below.

« Group position. Select cells you want to associate, from top-left cell to bottom-right cell. Note that group can not
intersect.

» Heading. Set heading for your cell group(optional). The heading will be visible in the survey only if it is starts at
the first or second row in the matrix.

» Background color. Set the background color of your cell group. Every cell in the cell group will get that color.
The color is shown both on the matrix setup page and on the survey form. NOTE: cell background color
overrides cell group color.

» Random row rotation. Enable random rotation of the group rows. It will only work if the cells to the left of the
group are empty or of type text or image. These cellswill be rotated along with the group rows.

« Validation: Depending on the type of group, validation may be possible. If you have chosen "select any cell”, for
example, you can require the respondents to choose at least 3 but at most 5 selections.

« Validation message: Enter the message shown to the respondent if the requirements are not met (the respondent
needs to correct the responses).

» Data variables: Headers for this question response to be used in raw data and SPSS reports. Depending on the
group type there can be one data variable per row, per cell or per entire group.

| mportant

When you create a new group or change the existing group type, some of the cell types in the group might
change to match the group type. For example if you change group type from Rating to Intersection, all
rating buttons will be replaced with checkboxes.

Tip

For better control of the space between the labels, you can use html code for "space” -> &nbsp. E.g. In a
label, write &nbspTEXT& nbsp. (nbsp = non breaking space). Repeat this code if you need more spaces:
& nbsp& nbsp& nbsp... The reason you must use this code, is that browsers will ignore more than one space.
This space-code will force more spaces. For more tips on HTML, see HTML hints. Another way to control
this, isthrough CSSfiles. See the section called “ Survey look and feel”.

Example 3.6. Céll group Rating
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Very dissatisfied 5, o Verysaisfied
1 i
Download pages @) 0000 @)
Order pages 0 OO0O00 O
Support pages O ala) el ia @]
Froduct pages ) ailallallle O
Example 3.7. Cell group Ranking
lowest rank best rank
1 2 3 4 ]
Product a
Froduct b O O O
Product ¢ [v]
Product d ] 0
Preducte O O O

Example 3.8. Cell group Intersection

Product a
Product b
Product ¢
Product d
Product &

product f product g product b producti product j

CQOO00O0

CCOO00
CCOO0O0
CEMOOO0
00000

Example 3.9. Cell group Checkboxes
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product 1 producl § product b product i product

Producta [ O ] ¥ ] ]
Froduct i ] ] ol ] ]
Froduct ¢ E E |:| |: D
Productd. [ O id ] O
Froducte [ 1 [ ] L 1

Example 3.10. Cell group Custom

=imall
Fhone

Address

In-text elements

In-text elements are a collection of input typesthat are possible to insert right into the question text.

T—am |

The new in-text elements will be inserted at the location of your cursor. Select where in the question text you want to
insert afield, and click "New in-text element" button. After you have defined the element details and saved, atag for
the newly created in-text element will be placed in the question text. The tag will look like <<#In-text name#>>. For
example if you created an in-text named "Email" the tag will 1ook like <<#Email#>>. Do not change in-text elements
manually. Click on the edit-button to do this.

Example 3.11. I n-text elements

The tags will be replaced by the actual input field before the question is displayed to the respondent:
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The in-text field is a new feature witch enables you sef text fields in the middle of amme e,
it warks like this < Fill in the = blanks and 50 on. Your narme would be and you
are ald. You can also use a dropdown menu, You are in the fallowing age growp

Age || and eamn 3 ayear
Th=£5
2h-35 . )
J6-45 Update || Close |
4655 ' '
hb +

With some HTML knowledge or advanced editor mode, there is no limit to how you can organize your question. See
HTML hints.

The following rules applies:

* You can move in-text elements inside the question text asyou like
e All in-text elementsin the current question must have a unique name.

« All in-text elements defined for the question must be used (appear in the question text). Delete unused elements
from Edit in-text elements screen.

Thefollowing rules applies:

To edit existing in-text elements click on the "Edit in-text elements” button under the question text.

| In-bext elements for quastion J«d (7]
HMarme Texk Dalate
Py -
COMMip &Ny Text Delate
email-addrass Taxt Erniai Dalata
Claze

The in-text element table allows you to edit and delete existing in-text elements. Some of the basic in-text details are
displayed in the table. If some of the in-text elements are not yet used (not appearing in the question text), the
"Insert" link will appear in the Action column of the table. If you then click on the "Insert” link, the in-text element
will beinserted in the question text at the cursor position.

In-text element: text

In-text element of type text allows respondents to enter any text in the field. "Field size" is the visible length of the
fields, in characters.

Validation.

60



http://www.objectplanet.com/Opinio/

Validate/check the answer from the respondent. It can be used to demand a specific type or length of answer from the
respondent and set the appropriate error message if these requirements are not met.

In-text element: numeric

In-text element of type numeric restricting the answer to a number only. Select this type if you need calculations on
the report (type text will only produce a comment listing). Numeric types available are integer or decimal.

Note

Use numeric type only for numbers you want statistic analysis for. For inputs like telephone numbers, credit
cards and country zip codes text type is recommended.

Validation.

Usethis to set restrictions for answers and error messages for invalid numbers, required input, and min/max values.
In-text element: dropdown

In-text element of type dropdown list is exactly the same as the usua dropdown list for the question types, except it
only alows single selection. Y ou can either create a dropdown list directly, or create and load from the bank if you
areto useit again later. See dropdown list question.

In-text element: checkbox

The checkbox simply inserts a checkbox for your respondents to check. Thisis atrue/false type answer.

Open ended question

Allows for afree-style answer to the question (open ended). Any text can be entered by the respondent. This question
type can be selected in addition to any other question type. If checked, the following options can be set:

« Rows: The height of the text field. It is the number of text lines visible to the respondent, but not the limitation of

how many lines can be entered.

e Columns: The width of the text field. "50 columns’ means that 50 characters (approx) will be visible
horizontally.

o Label: Label for text field. This will be shown to the left of the text field if the number of rows (height) is 1
(one). If the height is more than one, the label will be displayed above the text field. On afield with height 1, you
can force the label to be placed above it by inserting an HTML break tag after it:

Thisis my label<br>
* Allow images. Enable this feature to allow respondents to upload images, and attach these to the survey response.
The respondents will see an image-button to the right of the free-text field. Clicking on this button will open the

image upload-window. When the image is uploaded, the link to the image will be inserted into the text-area. This
isthe actual code for the web-link, and looks like this:

<ing src="http://nydomai n. coni opi ni o/ upl oad/ surveys/ 152/ 518506/ | ogo. gi f">

The max image size allowed can be set in the survey attributes. (see the section called “Survey behavior” [107])
Theimages will be stored on the server in thisfolder:

upl oad/ surveys/[survey-id]/[respondent-id]
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The survey-id and respondent-id is unique ids automatically assigned to the survey and respondent as they are
created.

Below is a sample survey with a simple rating question and a text-box with the image upload feature enabled.
The example shows the window as the file is being selected and uploaded.

10. Please name the main features you like about our product:

Upload mange

Please selectimage you wani fo add and click on the Upload buton

7, .
B Image to upload: |C:itempimimage. jpo |: Brovwse...| |
Image name Mylmage. pg
Lpload ][ Close |
Select image

Select ome of wilr IMages and click on the
Select bitton o add It to your answer

L

mylmage jpog |*

[ Select ][ Hddlmnge_” Close ]

Max chars: The max number of characters allowed. If selected, a validation message must also be entered.
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» Data variable: Header for the free text responses to be used in raw data and SPSS reports.

Example 3.12. Open-ended question

1. This quastion has a frea-taxt bo edth 1 roos:,
You fvpe itin like this: This is my label

Then the resuliing label and input feld will look Hke:

This is iy label

2. This guestion has a free-text boxwith 1 rowe and label above the fisld,
You fype itin like this: This is my label<bre

Then the resulting label and input field will ook ke

This is my label

3 This guestion has a free-text box with 3 rows
You fype itin like this: This is my label

Then the resulfing label and input field will look like this {nofice that the label was placed on top of the
tewd field automatically) ;

Thig is r label

No type question

Select this option if none of the question types are suitable. "No type" may be relevant if you need a text-field only,
or if you plan to use in-text elements.

Navigation

Makes handling of questions and moving around in the survey easier. These buttons are found at the bottom of the
guestion design screen. Basic navigation is found at the top of the screen.

Jumpto (% | Go | Movebto & | Ok |:| Coopy To next <« Presnous | Finizh || Mext 2>
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e "Jump to" storesthe current question and takes you to the question selected.

* "Moveto" button stores the current question and moves it to any selected position in the survey, to easily edit the
order of your questionsif needed.

* "Next" button stores the current question and takes you the next one. If next question does not yet exist, it will be
created.

« "Previous' button stores the current question and takes you to the previous one.
« "Finish" button stores the current question and returns to the question list/overview page.

« "Copy to next" - if checked and confirmed, the next/previous/jumped question will be overwritten with the same
values as the current question when you click on the Next/Previous/Jump-to button

Plugin validators

This section will only appear if there are any plugin validators installed. A plugin validator is a custom validator
"hooked" onto Opinio. From the list of available plugin validators you can, for each question in the survey, select the
validators you would like to make use of. You will find a simple setup in the Question edit screen (if provided by
plugin), and you will find an advanced setup popup screen when clicking on the link (if provided by plugin).

Organizing questions

Question overview

Click on the Questions link in Menu box from the survey administration screen. This screen will give you an
overview of all questions and sections:

Questions
Customer satizraction survey T
Edit
Mew fext

Grestings, In order to learm mare about our customear hate, --l'_l"' tRlanet & pleased bo ahnounce our J005 cusbomer Urwey. To Pl oL

spondents’ names will be enterad nbo the drawing to win an Appbe iFod

appreciation for your participaton i our survay , all qualityin

Hini. Hare are the tarms: - Contest dates are January 13th - January 25th 3005 - One entry alowsd per named license holder - Onby
completed survey responses are sligible - All entries must be submitted by mid [...]
T -

Edt | Delete -

Mz texk Mesy question | Mews guestion from library
QIJE'!-TLDI'I 1 Edit Add to |ltl'a:':,-' Dglate -
In wahich country are you located?
Cale b oLty L
Tplit section | Mew text | MNew question | Mew question from library
Cpuegtion 2 Edit Add to library | Delete o
-

Whilch industry are wou part off

pedect ndustny W
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Following Section actions are available from this screen:

Solit section Click on "Split section” link to divide current section in two. When you split a section, it will start
from the question where the " Split section™ link was clicked and include all questions down to the next section or
the end of the survey. Survey introduction can be separated from the questions by clicking on the " Split section”
link above the first question.

Edit section. Click on the "Edit" link in section table to edit section title, look and feel and settings.

Move section start position up. Click on Up arrow icon to move the start of the section one question up. Note that
Up icon appears only if previous section contains more than one question. First section can also contains only
survey introduction, and Up icon will appear for the second section if first section contains any questions at all.

Move section start position down. Click on Down arrow icon to move the start of the section one question down.
Note that Down icon appears only if the section contains more than one question. When you click on the Down
icon, the first question in the section will be moved to the previous section.

Delete section. Click on the "Delete" link in section table to delete the section. When you delete a section, all
questions from the section are moved to the previous section. Y ou can not delete the first section.

The following Question actions are available from the screen:

New question. Click on the "New question" link to insert a new question at the desired position. You will be
forwarded to the Question screen where you can enter the question details. See the section called “Creating
questions’

Select new question from library. Click on the "New question from library" link in question table to select
question(s) from alibrary. A new window will open allowing you to navigate to the library and select the desired
questions. See the section called “ Copy question from library”

Edit question. Click on the "Edit" link in question table to edit the question setting.

Add to library. Click on the Add to library link in question table to copy the question to a question library. A
popup window will open where you can select the question library. See the section called “Add question to
library”

Move question up. Click on the Up arrow icon to the right of the question table to move the question one position
up. If current question and previous question are in the same section, they will simply change place. If previous
question is in a separate section, the current question will be placed before the previous question in the previous
section. If you just want to move the first question in the section to the previous section, click in the Move down
icon for the section.

Move question down. Click on the Down arrow icon to the right of the question table to move the question one
position down. If current question and the next question are in the same section, they will simply change place. If
next question is in a separate section, the current question will be placed after the next question in the next
section. If you just want to move the last question in a section to the next section, click in the Move down icon
for the section.

Delete question. Click on the "Delete" link in question table to delete the question. Note that the deleted question
was the only question in a section, the section will be deleted as well. Empty sections are not allowed.

The following text actions are available from the screen:

New text. Click on the "New text" link to insert a new text at the desired position. You will be forwarded to the
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Create section text screen where you can enter the text. See Text between questions

« Edit text. Click on the "Edit" link to the right of the existing text. You will be forwarded to a screen where you
can edit the text. See Text between questions

» Dedletetext. Click on the "Delete" link to the right of the existing text if you want to remove the text.

Tousethisfeaturego to:
Folder (main menu) > Survey (select fromlist) > Questions (menu box)
Sections

Sections can be used to create a group of related questions and to define the page layout, including page breaks and
random rotation of questions.

Create new survey section

3 Mew section =
Page break after section
section title (optional):
Title background color: el
Tithe color wd
Tithe fonk: Brial I
Ti%e fork cima 12w p
Fandom question order El

Originally, al questions are placed on a single survey page. Use "Split section” link to divide the section at the
desired position. You can specify section title and its look/feel for each section. Switch the Page break attribute to
"on" if you want to separate the section above the split to be the last section on the page. This attribute makes it
possible to place more than one logical question group (section) on avisible survey page.

You can aso select to present the questions in a random order. By selecting this option all the questions within the
section will appear in arandom order the first time the respondent is viewing them. In other words the questions will
not rotate while the respondent is moving back and forth between survey pages.

Questions cannot exist outside sections. When creating a new section, it will start from the question where the " Split
section” link was clicked and include all questions down to the next section or the end of the survey. Survey
introduction can be separated from the questions by clicking on the "Split section™ link above the first question.

Note: Make sure you check the sections setup before you publish your survey, because the question layout may not
always be as you intended. For example, if you have inserted questions in the middle of your survey.

Text between questions

Text can be inserted anywhere in the survey; between questions, before and after section headings etc. and they can
be edited and deleted. When deleting questions or sections, adjacent texts are concatenated, because there can only
be one text between two questions, or between a question and a section heading. Text items stay in the same position
when a question is moved. If a question is moved to a different section, the text before and after is concatenated.
Texts cannot be moved around in the survey (must be deleted and inserted el sewhere).
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Create section text
3 Creats section text @

[adwanced &dit]

Add question to library

This screen alows you to navigate to a question library and add the selected question to the library at the desired
position.

& Add current question to lbrary i

K « » 3| ... -

| Rewes Displayed

El. w library Add hare

E-.'u:--'.-al-'\_-' profile relsted queskions Add here

Add o mew bbrary || Lloge

e Add to new library. Use "Add to new library" button if you want to create a new library and add the question to
it. You will be asked to enter the new library name.

* Add to existing library. Select one of the existing libraries form the list. Use "Add here" link to the right of the

library name to add question at the end of the library. Or click on the selected library and you will be forwarded
to a screen where you can select position in the library for the new question.

Copy question from library

This feature allow you retrieve a question from alibrary. Depending on where you come from to this screen, you will
either insert a new question or replace an existing question in the current question.
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E Copy guestion from library 7

K « » /.2 @

Rewrs Displayed

Er'-'\_- library

Eccmp:n; profile related questions

Select question library from the list. Y ou will be forwarded to a screen where you can select questions that you want
to copy. If you want to copy multiple questions, click on the "Select link" to mark the desired questions. Click on the
"Copy selected" button to perform the copy to survey operation. If you want to copy only one question, click on the
"Copy this" link and the question will be copied immediately, and the window is closed.

Copy question from another survey
Thisfeature allows you retrieve one or severa questions from other surveys.
Edit

Add intraduction

Split section | Mew text | Hew gquestion | Hew question from Gbrary / anather survey
Question 1 Edit | Add to library | Delete
1. Enter queston bext
raBr T S Hi&
Foor (3 ) O O D) Excellent 8]

Mew text | Hew question 1 Mew question from Bbrary / another survey

Click on the "another survey" link in order to display a pop-up window with list of surveys.

Customer suneey 2008

Custorner suvey 2009

Customer survey 2010

Customer survey 2011

Customer survey 2012

1. In which country are wou located?
2. Which industry are you part of?
3. How long have you been MyCompany Inc. customer?
4, How satisfiad are you willh progucts?
5. How satshed ane pou wilth fechnica’ suppart respanss bmed
O L Custorner suney 2013

EO0ED0

100

EE
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Use arrows to expand surveys and folders. Select the checkboxes next to questions that you want to copy. You can
also select the entire survey, which will make all questions for this survey selected. Click the "Copy" button. The
selected questions are now copied over to your survey.

| mportant

Be careful when selecting entire surveys. The surveys may possibly contain many questions that can take a
long time to copy.

Branching

The branching functionality is accessed by clicking on ‘Branching' in the Menu box when looking at the question list
for the survey.

Branching overview

Depending on the branching type set for the survey, branching can be used to filter out, or skip irrelevant questions,
but also include questions that initially have been excluded.

A branch consists of one or more branch conditions. Each branch condition is based on one question in the survey,
and the condition type corresponds to the question type.

The branching overview page displays all questions in the survey with the corresponding branch conditions. It gives
the survey author an overview of which questions are excluded/included by each branch.

If a branch consists of multiple conditions, it will appear several places on the branching overview page.
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Branching overview

A Customer satisfaction survey @

Questions and conditions
g products have you t ...

A Skip survey if none
A Dpinio high score (multi-condition: 2, 1)

A Easypols high score (multi-condition: 3, 1)

A Metwork Probe high score (multi-condition: 4, 1)

& Opinio iz the favorite (multi-condition: 9, 1, 2)

A Easypols is favorite (multi-condition: 9, 1, 3)

& Hetwork probe is the favorite (multi-condition: 9, 1, 4)
A Skip Opinio if not tested
_;L Skip Easypols if not tested

.?li. Dﬂnhhhhmuru{nl.tlacumthn 2,1)

& Opinio s the favorite (multi-condition: 9, 1, 2) -_
3. Rate Easypolls IIIII.I.l. EEEE R

& Easypols high score (multi-condition: 3, 1)
& Easypolls i3 favorite (multi-condition: 9, 1, 3)
4. Rate Network probe
ﬁ mmkwmmnhum {multi-condition: 4, 1)
probe is the favorite (multi-condition: 9, 1, 4)

II@HI'II#IIIIIIHI!I@

Numn:ﬂth'xs ﬂdstﬂ}r this qtmthn

6. Why don't you like Easypetis? [ [ [ ]/ [ /[ [ | |

Nuﬂmditlms ﬂdstﬂ:r this questhﬂ.

7. den't you like Network Probe? 1 T U O

Ho condithons exdst for this question.
B. Give us a total score on out products. .I..

A low score
9. Which of the following is your faverite pr ... (T T T
A Opinio is the favorite {multi-condition: 9, 1, 2)

_-:E Easypols is favorite (multi-condition: 9, 1, 3)

A Metwork probe is the favorite (multi-condition: 9, 1, 4)

EKKTRS

Nnmnditiuuﬂd:tfor this question.

11. Why is Network Probe your faverite product ... [

Mo condithons exdst for this question.

12. Why is Easy Polls your favorite product? i s | e e e e |

Ho condithons exdst for this question.

Branching can aso be used to finish the survey and redirect respondent to a specified URL.
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Branching overview
& Customer satisfiction survey @
Filters
Questions and conditions

& Opinio high score (multi-condition: 2, 1)
# Easypolls high score (multi-condition: 3, 1)
& Metwork Probe high score (multi-condition: 4, 1)

# Redirect if none

% Opinio high score (multi-condition: 2, 1)

& Opinio is the favorite (multi-condition: 2, 9) *

& Easypolls high score (multi-condition: 3, 1)

& Easypolls is the favorite (multi-condition: 3, 9)

HEEN |
& Metwork Probe high score {multi-condition: 4, 1)

L Metwork Probe is the favourite (multi-condition: 4, 9) - -

K kK & K K & K X & K K K k @&
i
2 B7
3

| mportant

It's recommended that you set up al your survey questions first, and then set up branching. This is because
the branching is set up to filter out (or include) questions following the last question the branch is based on.
Branch definitions are a result of the survey questions they are based on. Modifying the survey could
disturb the integrity of the branch definitions.

Create branch

To create a new branch, click on the plus (+) icon to the left of the question to which you want to add a condition.
This condition will be added to the new branch as its first branch condition. If the branch has multiple conditions,
these conditions can be added within the branch setup page that appear, see the section called “Branching setup”.
Any number of conditions can be added per branch.

Edit branch

To edit a condition of a branch, click on the branch name in the list. In addition to editing the corresponding
condition, you can also add new conditions, delete conditions, and modify the branch name, branch logic and filters.
For detailed setup information, see the section called “Branching setup”.

Delete branch

To delete a branch, click on the red cross (x) icon to the left of the condition in the branch that you want to delete. If
the branch has multiple conditions, deleting a branch will delete all conditionsin the branch.

Advice

In case there are several branches in a survey, each branch is handled completely independent of others.
This means that if severa branches are added, especially for a single question, it may cause a branch's
formula to always trigger for this question no matter what the respondent's input will be. Setting up the
branches require some thought, and also some testing to see if the branches behave as expected. Test the
survey, by responding a few times, to make sure the survey behaves the way you expected. Also remember
to check the responses/report to ensure that the correct values have been stored. Using conditional
branching is like "programming the survey", and requires verification.
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Branching out of date

The branching can become out of date for various reasons. When the branching is out of date, there might be
branches with invalid filters. In this case the branches need to be verified. See Invalid filters for more information.

Invalid filters are displayed in the branching overview with ared error crossicon on the filter value.

Branching overview

o

The branchéng is out of date. Plaase verify that the conditions are correct (condititions might be incorrect if the question ordar has bean
changed or quéstions/sections have betn deleted).

o Customer satisfaction survey @

Filters

Questions and conditions l l --
Skipsurvey ¥ none m ]

Owpiinio high score (mulki-condition: 2, 1)

Easypols high score (multi-condition: 3, 1)

Hetwork Probe high score (multi-condition: 4, 1)

Dpinia is the favorite (multi-condition: 9, 1, 2)

Easypols is faverite (multi-condition: 9, 1, 3)

A Hetwork probe is the favorite (multi-condition: 9, 1, 4) ]

# Skip Opinio if not tested . ..
=
I
I

KHHKHKKHK

Skip Probe if not tested

# Opinio high score [multi-condition: 2, 1)
& Opinio is the favorite (multi-conditicn: 9, 1, 2)

.
A Skip Easypols if not tested -
41 * I

EESHEKGCEKEDSIENKEKEKE KX KXK®
s

& Easypols high score (muiti-condition: 3, 1) [l

A Easypolls is faverite (multi-condition: 9, 1, 3) | | F-

v Hetwork Probe high score (multi-condition: 4, 1) i

A Metwork probe is the favorite (multi-condition: §, 1, 4) [ |
Mo conditions exist for this guestion.

Mo conditions exist for this guestion.

Mo conditions exdst for this guestion.

s e score (Meads verification)

Dpinio is the favorite (multi-condition: 9, 1, 2)
Easypols is favorite (multi-condition: 9, 1, 3)

Hetwork probe is the favorite {multi-condition: 9, 1, 4) _F

Mo conditions exisk for this guestion.

-
L
:

MK K

Mo conditsons exist for this ques tion.

Mo conditions st for this guestbion.
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The branching will also become out of date if ‘Include branching' type is set and excluded questions exist that never
will be included by any branch logic. In this case, please make sure that excluded questions are included by at least
one branch logic.

Branching overview
L)

The branching is out of date. Please make sure that guestions are included by at l=ast one branch condition.

Questions and conditions
Ll 1. Which of the following products have yout ...
Ho conditions exist for this guestion.

L N 2. Rate Opinio
Mo conditions exist for this guestion.

Ll 3: Rete Easypolls i (i i i e i LEl Ll e e |

Mo conditions exist for this guestion.

L Q) 2. Rate Networkprobe [ [ [ [ [ [ ([ [ [ |

Mo conditions exist for this guestion.

[S. Why don't you like Opinio? | [ [ [ [ [ | |

Mo conditions exist for this guestion.

6. Why don't you like Easypollsz [ [ [ [ /][ [ [ |

Mo conditions exist for this guestion.

7. Why don't you like Network Probe? EiEE RN RN .

Mo conditions exist for this guestion.

8. Give us a total score on out products, .l.. ii.i..---

Mo conditicns exist for this guestion,

4, Which of the following is vour favorite pr ... .I........---

Mo conditions exist for this question.

10. Why is Opinio your favorite product? 1 T O O

Mo conditions exist for this guestion.

11. Why is Network Probe your favorite product ... .l...-....---

Mo conditions exist for this guestion.

12. Why Is Easy Polls your favorite product? HEDEEEEE

Ho conditions exist for this guestion.

Branching types

There are two types of branching:

1. Exclude branching

2. Include branching
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Change branching type

e Cugtomer satisfaction surven @
Select the brane ||i|1g type for this SUrvey
Brant nirg Ty (f:'-: e Diranch Mg C' Inchude :!r-':"lzrl'l'l':'

Save | Cancel

Exclude branching

Branching type where al questions are initially included in the survey, and where questions are filtered out
(excluded), depending on the branch logic (true or false). Thisis the default branching type.

Include branching

Branching type where questions can be initially excluded from the survey, and where excluded questions are
included in the survey depending on the branch logic (true or false).

Branching setup

The branching setup screen is divided into 4 parts:
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Edit branch

Branch Hame: | Iopinio is the favorite |

Conditions
Condition a
9) Which of the following is your favorite product?

-

[

Network Probe
EasyPolls

¥ | {Ctrl + click to select more than one)

Respondent must select: @ One O Mone

Condition b Delete

1) Which of the following products have you tried?
Opinio

[ Nebwork Probe

O EasyPolls

Respondent must select: @ Atleastone © Al O Mone

Condition ¢ Delete
2) Rate Opinio

1 2 3 4 5 Hia
Poor @ & [ 0O (0O Excellent O

Respondent must select: ® One O None

Add condition based on question: | 1) Which of the following products have yo... ¥ || Add |

Branch logic
Combined condition of the branch triggers if:
© Al above conditions are true
© One condition is met
® Customize logic (formula) | aand b and (not c)

Example: {a AMD NOT b) OR (b AND NOT a)

Action

Filter Redirect

If the survey responses match the settings above, then filter out the following questions
eioms

10) Why is Opinio your favorite product?

11) Why is Network Probe your favorite product?

12) Why is EasyPells your favorite product?

& & O

| save || Exit |

1. Thebranch name: Give the branch a name. The name is not visible to respondents, but is used to identify the
branch in the branching overview screen.
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2.

The branch conditions. Based on the question type (rating, multiple choice, etc.), each condition evaluates to

true or false. For some of the question types, there are options on how to evaluate the input:

a.  Multiple choice: options are "At least one", "All" and "None" if multiple selections are alowed for the
question. If only asingle selection is allowed, the options are "One" and "None". "At least one" means that
the respondent must select at least one of the options selected in this condition; "One" means that the
respondent must select one of the options selected in this condition; "All" means that the respondent must
select al of the options in the condition; "None" means that the condition will be true if the respondent

selects none of the options selected in the condition.

| mportant

Using the "All" option for multiple choice, requires some thought. If you select more than one choice, then
you must make sure the respondent has the possibility to select more than one choice in the question.

b. Dropdown: The options are exactly the same as for Multiple choice.

c. Matrix: The options are the same as for Multiple choice with multiple selections enabled.

| mportant

Using the "All" option for matrix, you should not select more than one option per row, because the
respondent does not have the option of selecting more than one, unless the matrix question is of type "select
any cell”.

d. Rating: The options are "One" and "None". These options mean the same as for the respective Multiple
choice condition options. "All" is not relevant, because it is not possible to select more than one valuein a

rating question.

e.  Numeric: Conditiona branching can also be used with numeric fields. The options are "Min" and "Max".
At least one of these two values need to be set. "Min" means that the respondent must answer a value
greater than or equal to this minimum value in this condition; while "Max" means that the respondent must

answer avalue less than or equal to this maximum value in this condition.

Note

For the current version of Opinio, conditions cannot be set for In-text elements.

The branch logic (formula): The branch will trigger if the branch logic is met, that is, if the respondent selects
the values for the questions as defined in the conditions so that the branch logic evaluates to true. When the

branch logic triggers, the filter is applied.

Three types of branch logic are provided:

a. Al above conditions are true : if al of the conditions within the branch evaluate to true, then apply the

filter. Thisisalogical AND of &l conditions.

b. Oneconditionismet : if one of the conditions within the branch evaluate to true, then apply the filter. This

isalogical OR of the conditions.

c. Customize logic (formula) : if the above choices does not suit your need, you can define your customized
branch logic (formula) here. Examples for such logic could be: "a AND b OR (NOT ¢)", "(a AND NOT b)
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or (b AND NOT a)", etc., where"a’, "b" and "c" are the identifiers found in the title of each condition.

Im por tant
The formula must contain condition identifiers of al the conditions in the branch; On the other hand, the
formula must not contain any text other than condition identifiers, parenthesis, and the following logic key

words: "AND", "OR" "NOT". It is recommended that you use capital letters for the logic key words, but it's
not required.

Theaction: Either filter or redirect action can be performed if the conditions are satisfied.

a Filter:

Filter

If the survey responses match the settings above, then filter cut the following questions

10) Why is Opinio vour favorite product?

11) Why is Network Probe your favorite product?

A & & U

12) Why is EasyPolls your favorite product?

i. If 'Exclude branching': Depending on the above branch logic (true or false), the questions selected in
the filter are not seen by the respondent.

| mportant

Only questions on subsequent survey pages are displayed in the filter list. If no survey questions are listed in
the filter list, it means there are no questions on the survey pages following the question with highest
guestion number in the condition list. Please make sure that there are pages with questions after the page
with the current question, or delete the branch.

ii.  If 'Include branching': Depending on the above branch logic (true or false), the questions selected in
the filter are included and visible to the respondent.

| mportant

Only questions on subsequent survey pages that are initialy excluded are displayed in the filter list. If no
guestions are listed, there are no questions on the subsequent pages that are initially excluded following the
guestion with highest question number in the condition list. Please make sure that there are pages with
excluded questions after the page with the current question, or delete the branch. See the section called
“Exclude questions’ for more information.

b. Redirect: Either respondent is redirected to the URL specified here or the URL is notified (called without
redirect). In both cases survey completes.

When you start typing address, the section is expanded. This gives a possibility to include built-in Opinio

77



http://www.objectplanet.com/Opinio/

parameters or parameters provided to Opinio (ones that start with ‘opdata '). You are also given a choice to
notify the URL address instead of redirecting to it. In this case survey finishes as usually, while Opinio
connects to the URL in the background. Notifications can be useful if you want to send some data from
Opinio to another system (for example a CRM) if the respondent select a spesific combination of answers.

If you set up both branching redirect URL here and redirect/notification URL at the end of the survey, only
the branching redirect will happen if triggered. If you set up branching notification URL here and redirect/
notification URL at the end of the survey, then if the condition is triggered, the branching URL will be
notified, but also the redirect/notification at the end of survey will be used.

Y ou can choose a custom name instead of any of the built-in parameter names to use in the URL. As for
the 'opdata ' parameters, you first specify which of the parameters you would like to add and then select a
custom name for it. You can have as many 'opdata ' parameters as you need (rows are added
automatically). If there is no such ‘opdata ' parameter in Opinio at the moment of redirect, an empty value
isused.

Action
Redirect / Notification
If the survey responses match the settings above, the respondent will be redirected to the following URL {or the URL will be notified
and a "Thank you™ screen will be displayed), and responses will be marked as complete
hitpfwww. example.com/somepath
Include parameters: #| survey id sld
#| respondent id respld
¥ opdata_parameteri param1
opdata_
Sample redirect URL: http:/ fwww.example.com/somepath?sld=DID&respld=999999%&param 1=ABC
e redi notification

Invalid filters

If the branch contains invalid filters, the branch needs to be verified.

If 'Exclude branching': Filters are invalid if they filter out (exclude) questions before or on the same page as the
the question with highest question number in the condition list of the branch.

If 'Include branching': Filters are invalid if they include questions before or on the same page as the the question
with highest question number in the condition list of the branch.

The filters may become invalid due to a change of question order or questions/sections have been deleted/modified in
the survey. The invalid filters will not be visible in the filter list, but the branch needs to be re-saved with valid
filters, or deleted from the branching overview page.

Exclude questions

To initialy exclude questions click on the 'Exclude questions' link in the Menu box when viewing the branching
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Exclude questions
A (Granchang - inclusiva T
Excluded questions

et the questions that you want b excude from the survey initialy.

O

1) Which of the following producks hawe you tested?
e T L | L r—

2] Rate Opinia

2] Rabe Exsypalls

4] Aate Neftwork probs

---------- pagR Bramk --—---—---

] Why dan't vou bis Opinio

5] Why don't you e Easypolls?

1 'Why dan't yeu Eiw Nabwark Proba?

.......... page break ----------

8] Qive i & Eetal dcare on aut produck.

3] Which of the following Is youwr favorite produwct?
1) Why @ Opeaie your favariba produst?

11) why iz Neteork Frobes your favorite product?
1Z) Why s Easy Palls your favedibe prodoet?

TAIOAUTO Taa 17171

Select the questions that you want to be excluded from the survey initialy.

Note

Since questions on the first page with questions never can be included by a branch logic, only questions
after the first page break can be excluded initially.

Piping
Piping feature allows to insert/replace texts in the survey dynamically, while respondent is answering the survey.
Hereisa piping example:
1. What color do yvou like?
) Red

I Blue
[+ Graen

3 ellow
4

. Wity do you like Gresn?

In the exampl e above, the response from question "What color do you like?" is carried out to the next question "Why
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doyou like Green?'.

In the question design the question ook like this: "Why do you like ${color} ?'. Then, when respondent answers to
the first question, the responded value is copied and entered instead of the ${ color} tag.

In the example above only one type of piping (Question response) is demonstrated. Here is the full list of supported
piping types:

* Question response. Inserts a response from one of the previous questions.

* Invitee data. Inserts an invitee detail.

» Fixed value. Inserts afixed value. Can be used for company name, product hame, etc.

e Survey URL parameter. Inserts a parameter value from survey url. See the section called “ Survey behavior” [109]

Piping isaway to make a survey dynamic and more personal.

| mportant

Piping will work only if piping source is set before the piping itself is used. For Question response type this
means that question where piping comes from MUST be on a separate page, before the piping tag.

When renaming an existing piping, the existing occurrences will not be updated. This must be done
manually.

Note

Most of the text elements in a survey supports piping. Small green dots at the top left corner of each field
indicates if the field supports piping or not.

Field that supports piping:

Field that does not support piping:

Piping list

You can put a piping tag in any fields that support piping. If you do not remember the name of the piping
element, you can request the list of existing piping definitions by entering the piping start-characters "${"
and wait 1 second. The piping list will appear and you can select the desired piping.
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Powered by S{|

Company name
Froduct name
Respondent name
Invites email

The described behavior applies to simple text fields and textareas. If you use advanced text editor, you need
to click on the piping button to get the list of piping elements:

Fowerad by |

Company narme
Product name
Respondent name
Inwites email

B 7 U | = =E| 13 a? - Font family -- » 1[8ph v
/| 3 37 | |9 | @ e | 2]

Piping overview

The list of piping definitions defined for the survey can be accessed by clicking on the Piping link in the Menu box
from survey administration screen. From here you can create new piping elements and edit and delete the existing
piping definitions. Hold mouse over piping definition name to get piping definition details.

Piping

| Piping =
cormpany nana Fixad valua Ranama | Dalata
Li|Foafarar Survay URL pararmetar Ranama | Dalata
cornpany size Quastion response Renama | Dalata

When renaming an existing piping definition, the existing occurrences used in the survey texts will not be
updated with the new name. This must be done manually.

When deleting a piping element, the existing tag occurrences will not be removed from texts. This must be
done manually.
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To create a new piping definition, click on the "New piping" link in the Menu box. When you create a new piping or
edit an existing one, the first thing to do is to determine where the piping value will come from. This is called the

piping source.

New piping

gl Mew piping @
Pipirig rsmie
Select piping source: (= Question responss
'-_._:' mvites data
() Fixed valus

Question response piping

Use this piping source type when you want to bring the input from the respondent from one page to another. It's
important to note that piping is processed on the server and that piping element will not be replaced with the value
until the piping source has been saved. This means that the piping source (the question where the piping value comes
from) and the piping tag could not be located on the same visible survey page. Place the piping tag on a page after

the source question.

To create a piping definition of type Question response select "Question response” and click on the continue button.
New piping

-.G'I Mew piping \_é

Piping name: Coripany sze
2y

Sedect piping source: k2 Cuestion response
i dn b

LY Invites data
|:: Fixed walp=
~
L

urwey URL parameter

Cark e Carcal

You will seethelist of all questionsin the survey and can now select the piping source question.
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New piping
[sig] Mew piping @

Piping name: Company Size
Zalect question:

1) In which country are you located?

2] Which industry are you part of?

3) Plesse indicste the number of employees in...
4) Haow long have you been & MyCompany Inc cu...
%) How satisfiad are you with MyCormpany In ..,

&) How satishied are you with the gquality of ...

71 To what extent did our produdt meet your &...

8) How satisfiad are pou with the MyCampany ...
9) For which MyCornpany Inc product doas thig...
10) What was the main reason for choosing MyCo...

11) Please name the main features you like abo...
12) Plesse suggest new festures you would like...
13) What type of applications are you uging Ea..,
14) For which internal departrment{s) do you de...
1%) Wa deploy our applications as:

1&] How many applications have you developed u...
17) How many servers have you deploved EasyCha .
18) How many developers are developing uging E...
19) Wa would usa EasyCharts (MET daployrnant if...
20) What type of surveys have you conducted?

21) How many surveys have you condudted?

22) How many suthors sre uging the produc?

23) How many total respondents have vou had?

2471 I mainly use Natwork Proba for tha followi..

281 Wa have deployed this product on the follo,..
28] How many sites do you monitor?

27) How many subnets do you monitor?

28) How many PCs do you monibor?

29 What othar natwork managemant productsisel...
0] For how long did you evaluate the produd?

A1) How long do you feel it took for your MyCo..,

32) Would you recommend your MyCampany Ine pr..
33) I would lika to raceive informmation from M.,

34) How many licansas do you own?

35) My contact information Hame: <<#namea#...

Back | Cancsl

If the selected question has more than one input (for example rating question and open-ended, or matrix question, or
question with many in-text elements) then you need to specify the response type as well.
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New piping
[rigl Mew piping o

Fiping name: Company Size

Zalect question:

1) In which country are you located?

27 Which industry are you part of?

3) Plasze indicste the number of employess in...
4) Haow long have you been & MyCompany Inc cu...
%) How satisfiad are you with MyCormpany In ..,

&) How satishied are you with the gquality of ...

7] To what extent did our product meet your ..

8) How satizfiad sre you with the MyCampany L.

9) Fer which MyCampany Ine. produck does thif...
10) What was the maln reason for choosing MyCo...
il) Please name the main features you like abo...
12) Plesse suggest new festures you would like...
13) What type of applications are you uging Ea..,
14) For which internal departrmant(s) do you de,..
15) Wa deploy our applications as:

1£] How many spplications have you developed u...
17) How many servers have you deployed EasyCha,..
18) How many developers are developing uging E...
197 Wa would use EasyCharts (MET daployrmant if..
20) What type of surveys have you conducied?

21 How many surveys have you conducted?

22) How miany suthars sré using the groduck?

23) How many total rezpondantz have vou had?

2471 I mainly use Natwork Proba for tha followi..

23) Wa have deployed this product on the follo...
2E] How many sites do you monitar?

27) How miany subnets do you monitor?

28) How many PCE do you maniber?

29 What othar natwork managemant productsisel...
0] For how long did you evaluate the produd?

A1) How long do you feel it took for your MyCo..,
32) Wauld you recommend your MyCompany [Rs pro..
33) I would lika to raceive informmation from M.,

34] How many licansas do you own?

35] My contadt informationiHame: << #name#...

Back | Cancel

The following response types may appear:
e Rating response. Response to a rating question. The piping value will be a number from 1 to rating level.
Minimum and maximum levels will aso include the corresponding labels.

* Numeric question response. Response to a numeric question. The piping value will be a number entered by the
respondent.

* Multiple choice response. Response to a multiple question. The piping value will be a label(s) of the choices
selected by the respondent.

e Multiple choice other response. Response to a multiple question "Other" option. The piping vaue will be text
entered by the respondent on the last multiple choiceif "Other" field is enabled.

» Dropdown question response. Response to a dropdown question. The piping value will be the label of the item
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(items) selected by the respondent.

* Free text comment. Response to a open-ended question. The piping value will be the text entered by the
respondent in the open-ended field.

* Matrix cell response. Response to a matrix cell. The piping value will be the text entered by the respondent for
the cell of type Text and Numeric or the value selected by the respondent for the cell of type dropdown,
checkbox and radio button.

The selected cell will be highlighted. When you move the mouse over matrix cells you can see which of the cells
can be selected as piping source (they will be highlighted). Only cell of type input may be selected. Cells of type
Empty, Label and Image are not input cells, and can not be a piping source. To select the cell where piping value
will come from, simply click on the cell.

* Free text comment. Response to an open-ended question. The piping value will be the text entered by the
respondent in the open-ended field.

If source question allows more than one answer to the response type (for example dropdown/multiple question with
multiple selection allowed), then you can specify the delimiter for multiple selections. For example, if to question
"Which day of the week do you like the most?*' respondent selects "Friday" and "Saturday” from multiple selection
question, the piping value will be "Friday, Saturday" if delimiter is set to ", ". And if delimiter is set to "and ", the
result would be "Friday and Saturday"

Invitee data piping

Use invitee data piping source type when you want to get name, email, id or custom attribute of the person who was
invited to participate in asurvey viainvitations module.

After you selected the invitee data piping source click on the "Continue" button to select what kind of invitee detail
you want to use.

New piping
gl Maw piping i

Innrites data typa (&) Irwitee name
) Invites email
O Irvites id

) Invites attribube

Bacl Lave | Cancal

The following invitee details are available for piping:

* |nvitee name. Name of the invitee
e Invitee email. Email address of the invitee
e Inviteeid. Uniqueid of theinvitee used in the system.

e Invitee attribute. Name of the invitee attribute (attributes are custom data).

Fixed value piping

Fixed value piping is useful when you want to use a variable for all text occurrences through out a survey. It can be

85



http://www.objectplanet.com/Opinio/

used for company name, product name and any other value that is known to you. You can, for example, create a
survey with fixed value piping as product name and then use this survey as a template for other products. The only
thing you will need to change is the piping value.

Survey URL parameter piping

Survey can take parameters from the survey link. See the section called “ Survey behavior” [109] The parameter values
will then be set as respondent attributes, and may optionally be saved. This piping type alows you to retrieve the
value from respondent attribute for the specified attribute (parameter) name. Note that respondent attributes can aso
be set from plugins.

| mportant

Enter parameter name without "opdata ", but only the attribute name itself.

Survey preview

Survey preview is available from amost any screen during the survey creation process. The respondent will see
exactly the same as the survey author seesin the preview (below the icon bar). The behavior of the survey is also the
same. Functionality like conditional branching, piping, validation etc will work in the same manner in the survey
preview as on the live survey form. The only difference is that the values you enter in the preview will not be saved
to the database. You can restart the preview at any time, by clicking on the reload-icon on the left hand side. This
will start the preview from page 1 in the survey, using the current device mode (desktop/tablet/mobile).

You can preview the survey in 3 different modes: desktop, tablet and mobile. The desktop version is what the
respondent will see when using aregular computer or laptop. Opinio will attempt to detect if the user is on atablet or
smaller mobile device, and adjust the look and feel accordingly. This may not always be accurate, but should work in
almost all cases. Please note that on the actual handheld device the form might look a little different, depending on
the screen size, operating system and browser the respondent is using. The preview is just meant to give the survey
designer a basic idea of what the form will look like from the respondent's point of view.
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C ooao X

5. On a scale from 1 to 5, how would you rate your level of satisfaction of
Product D?

1 2 3 4 5 MN/A
Mot satisfied Very satisfied

6. Please rate the following aspects of Company ABC's products

Mot satisfied Salisfied
1 2 3 4 2
Performance
Flexibility
User friendliness
Stahility
Design, look & feel

Support

Mext

Note

Note that when you preview a survey you bypass the survey security and open/close dates. Y ou can view
the survey as the respondent would see it and have access to the same navigation features. Also note that if
the current screen changes are not yet saved (while editing a question, for example), they will not be
reflected on the survey preview.

Quota management

Sometimes you want to control the number of responses for each answer/choice in your survey. Thiswill help you to
get a better sampling of your population (potential respondents), especially if you are using an open survey (as
opposed to direct invitations).

Quota management is a way to limit your survey responses to certain groups of people, based on their answers. For
example you might want to limit the survey to 500 females and 500 males. If 500 males have responded, but only
400 females, the next person who answers “male”’ will skip the rest of the survey, and his responses will not be
counted. The next person who answers “female’, will on the other hand go through the whole survey. The quota
setup for this scenario isillustrated here:
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Quota management
@ Customer satistaction survey 7]
Refresh this page

What is your gender? ol o

Add group | Add subguots

(=]

Female

bl = EF 1] Add groop | 8dd subguota

When a part of a quota have been reached, such as all males, the survey is still open, but will discard all new male
respondents. The respondent is branched out after he answers a quota related question (where the quota is reached).
If al quotas are reached, the survey will be closed, and the respondent will not be able to answer at all.

Note

If you just want to set up a maximum number of responses regardless of the answers, see the section called
“Survey behavior” [107].

Access this feature by clicking on the Quota management link in the Menu box for the survey.

Add quota: To create new quotas, start by clicking the “+Add quota’ button at the bottom of the screen. A
dropdown box will appear at the center of the screen. Thisis alist of al questions which can be used to create a
quota. Suitable questions are Multiple Choice, Dropdown and Rating questions. Also, questions which have been
used to create other quotas are removed from thislist, since creating two identical quotas would be pointless. The
quota will be added when a question is selected. Clicking the background will cancel the action, and returning
you to the quota management overview.

s
i
1

-

2. What is your gendary
3, Whad is your age?

4. VWhat is your total mpression of this websge?

Add group or Edit group: Groups can be used if several answers should count toward the same quota. For
example you might count all people from a continent as the same group. Similarly you might have a survey
containing a dropdown with ages to get the exact year, but you can group together answers and create quotas
based on age groups. The difference between having a quota limit on each choice, and a combined quota limit for
agroup of choices, isimportant to understand. If choice A and B is grouped together and has a quota limit of 10,
it doesn't matter if 5 people selects choice A and 5 selects B, or if all 10 people selects choice A. In both casesthe
quotawill be reached and anyone subseguently answering A or B will be taken out of the survey.

Group name will replace the choices in the quota table, and will be shown in italics. The checkboxes represents
all available choices in the question. All checked choices will be included in the group. Choices already used in
other groups, or with subquotas, cannot be included in the group, and are excluded from the list. “Save” will store
the quota group, while “delete” will remove the group, and reinsert all single choices. Clicking the background
will cancel the action, and returning you to the quota management overview.
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G OUDy M-

EUrope

Augtralia

Belgium
Canada

China

Czech Repubiic

Demmark
France
Germany
Hetherlands
HorwaYy
Span

Seeden

United Kingdom

Umited States

L% % % %% %% S

Lave | Delete

Add subguota: When adding a subquota, the respondent has to answer all choices as set up in order to fill a quota.
It is basically a quota based on severa questions. The way to set it up is identical to the adding of (top-level)
quotas. Questions which have been used to create parent quotas (that is other parts of the same quota, such asthe
top-level quota), are excluded from the available question's list, as are unsuitable questions. The maximum
number of questions a quota can be based upon is set to five. Clicking the background will cancel the action, and
returning you to the quota management overview.

Delete quota: Pressing the delete action will delete the quota. If this is a top-level quota (marked with bold in
quota definitions), the entire quota will all subquotas will be deleted. If a subquotais deleted, the origina choice
or group will be available for editing again.

Setting quota limits: When a quota is set up, with the desired number of subguotas and groups, you can fill in
quota limits. “0” means no limit. Each edited limit field, will change color. These values are not saved until the
“Save’ button at the bottom is clicked. Below is an example screenshot which illustrates four unsaved quotas.
Also note that Europe has (as the only choice) a subquota:
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In which country do you live?

Australia 200 =
Europe
Female 150 =
Male 150 =
MNerth America 300 0
China 0 =

[y ]
E
o

* Viewing current quota values: The “current” column shows the number of respondents which has fulfilled this
quota. If the quota is full, the background will turn green. That means all future respondents who selects the
choices which corresponds to this quota, will skip the rest of the survey. Quotas that are not reached will continue
as normal. If al quotas have been reached, the survey is closed for all respondents. Below you see a simple
example where two of three quotas have been reached:

* Refresh this page: If the survey is open for respondents, you might refresh the quota table to see if any quotas
have been reached.

| mportant

There is an important difference between multiple top-level quotas, and combined quotas (one top level
guota and one or more subquotas). Use subquotas when severa conditions have to be fulfilled in order to
count as a quota, such as a number of females and males from certain countries. In other words, certain
answers to multiple questions can be combined to define a quota. New top-level quotas should be used
when you want independent quotas, which only depend on a single question. A similar example would be a
top-level quota based on gender, and another top-level quota based on continents. Since this is two
independent quotas the relation between gender and continents doesn't matter. Please note that when using
independent quotas it is possible that when one quota is reached, the others will never be reached. For
example if al quotas for gender have been reached, all respondents will be branched out. It is also possible
to have several independent quotas with subquotas.

To make it easier to spot the different quota types, there are a few formatting differences. Top-level quotas are in
bold, and the background color alternates on each top-level quota. This means that all quotas with the same
background color are related. The indent before the quota helps to see relationships between subquotas and parent
quotas. If groups are made, they will appear in italics. Each row in the quota table can be hovered over to view more
information. It will show the full question text the quotais based upon, as well as the option choice text.
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| mportant
All questions of the survey should be set up before setting up quotas. Editing questions will delete quotas

which use these questions. It is recommended to have al quota questions early in the survey, as the
respondents will only be branched out after they have responded to these questions.

Note

If a user has read-only access to the survey, the quotas can still be viewed, but all actions are hidden (and
the limits may not be updated).

Survey look and feel

Survey look and feel pages include survey layout, style, texts, labels and buttons (elements visible to the
respondents). Survey look and fed is available from the Menu box on survey administration page.

Survey look and feel

The survey look and fedl is important for several reasons. It sends a message to the respondent that the survey is
"serious’ or "professional” or simply for fun. It is sometimes important to match the design of your website.
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Survey Look and Feel
Real life example: customer survey 1 K

Leck and Feel

Templata
default AUtLUmn blue sky ool waber midnight pale green
i [ B
L ]
omants simple black simple darkgresn simple marocon simple navy blue sunset
Custom font
Fant (eeerrides template foss): Select a value L
URL to font C55 code hitponks googleapis. comicss Mamily=Raboto: 300, 700 4 00Esubsat=cyrillic_latin |atin
Fant string: FHoboto', cursive
Layout
HTML file: ]
Farm width 500
Humber of columns: 1 ¥
Question numbering Duafauill v
Progress bar:
Pregress bar label: v

The design of your survey can be controlled by two main methods. A survey template, or a CSS file (Cascading
Style Sheet). The simplest is to use a template, which is often more complete, with a set of images, to enhance the
look & feel.

« Template: To use s template, click on the template-tab. A template is a predefined look and feel that you can
choose for your survey. Select atemplate, and click on save. Click on preview survey in the menu box to see how
your survey looks with this new design. Currently, atemplate can not be uploaded or changed through the Opinio
user interface.

e CSS To use s CSSfilg, click on the CSStab. A CSSfile is a style sheet file that controls the look and feel of
your survey. CSS files are very helpful if you need to make your own customized look & feel, by editing the
settings in these files. Every element on the survey page can be customized by the CSS file. It requires some
basic CSS insight to be able to do this. The CSS files included with Opinio has many comments in it that
explains what areas of the survey page can be customized. There are plenty of guides on the internet. A couple of
examples:
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¢ http://www.w3schools.com/css/

e http://lwww.csstutorial.net/

The CSS file can be edited directly in Opinio, or by any editor that supports CSS. The basic requirement of such
an editor is that it saves the content as plain text (do not use editors like MS Word). See Reusable resources for
details on how to upload/download/update CSSfiles.

Font (overrides template/css): Font selection. This list lets you select from a set of predefined custom fonts.
Selecting an item in thislist fills out the two fields below (URL and font string). What is currently selected in this
list is not important - it is the valuesin the two fields below that defines the custom font setting.

URL to font CSScode: It is useful to use your own font sometimes when creating your survey. If for example you
are creating a survey in alanguage that has a different character set than what the default font does not support,
you might have to use a different font. Or perhaps you just want to have a different look and feel on your survey
form. When using a custom font, it is possible (but not required) to specify the URL to the CSS code that defines
the custom font. You can write your own custom CSS and put this on a server and then put the URL to it here.
However, writing this code yourself is not recommended, since it is a bit complicated and error prone. The
difficulty hereisto write the CSS code that works across browsers. We highly recommend that you use a service
like Google Fonts. Google has done all the hard work for you. And it has a great selection of around 1000
different fonts at the time this is written. When using a Google font, make sure you only select a single font from
their collection, because you can only use a single font in Opinio for this (unless you have created a custom
template that uses more than one font). Selecting more than one will result in more data to download for each
survey respondent. Y ou can find Google Fonts here: https://www.google.com/fonts

Example 3.13. Example
http://fonts.googl eapis.com/css?family=Signika:300,400,600& subset=I atin,| atin-ext

Make sure you include at least the font weights 400 and 600 when you add the font to your collection. This will
allow the themes in Opinio to set boldness correctly. Add 300 also, if available in the font you like, since it is
used by some themes.

Font string: If you are using a custom font, this field is required. It may need a URL to the actua fonts. It
depends. If for example you want to use a common font that is provided by virtually all browsers, you can typein
the string "arial" - it will not require a URL. The same goes for other common fonts like "verdana’, "curier new"
and a few others. The browsers will already have these font available. If you are using a truly custom font not
usually available in browsers, you have to specify a URL pointing to the CSS code that defines the font. The CSS
code then defines what string must be used here. At the minimum, specify the name of the font in quotes. It is
also recommended that you add the generic name for this type of font, so that the browser can default to another
similar font if the custom font can not be downloaded and used for some reason.

Example 3.14. Example
'Signika, sans-serif

HTML file: It is optional to use an HTML file. Thisis needed when you need more control of the survey page, for
example if you need to add aleft menu or other items to the page. An HTML file provides away to insert al the
survey content inside an HTML document. A HTML file must include the tag <survey> where the survey will be
inserted. If you want to use the survey style sheet (CSS), you must include the CSS reference in the template file.
See an HTML guide for how to include a reference to a CSSfile (beyond the scope of this guide).
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e Formwidth: The width of your survey in pixels.

e Number of columns: Allows for displaying questions in more than one column. The default is one column
(question 2 below question 1, etc). More than one column saves screen area and vertical scrolling. Make sure
your questions aren't too wide, because that will push the columns to right of the question further to the right. The
maximum number of columnsis 3. Example with 2 columns:

Customer survey

1 Thisis question 1 2 Thiz iz gquestion 2
{3 choice 1 [l choice 1
{_» choice 2 [l choice 2
(" choice 3 [1choice 3

3 Thigis question 3 4 This i guestion 4
[ choice 1 i) chioice 1
[ ehaoice 2 (") choice 2
[ehaice 3 ) choice 3
[]choice 4 i) chioice 4

e Question numbering: “default” uses standard numbering, e.g. 1-2-3-4 etc. For displaying other numbers that

1,2,3.., enable custom numbering by selecting it here. To configure what is actualy displayed, see the section
called “ Custom question numbers’

* Progress bar: Shows the progress of the survey. The bar show the progress on the question it is located, before
you answer the question. E.g. If you are located on question one out of four, the progress bar will show 25%.

Progress bar 1abel will be shown to the right of the bar.

e select “percent label” to show percent completed (i.e. 25%).

e select “count label” to show number of completed questions out of total (i.e. 1/4).

If you use Branch conditions in the survey, the progress bar will still count in the skipped questions. In a large
survey this will not really be noticeable, but if you only have a few questions we recommend not using the
progress bar. NOTE: The Progress bar is not useful if you have all the questions on one page.

Survey texts
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survey texts

) Customer satisfaction survey &
Heading: MyCompani Inc. cuslomes sumvey
Survey window tithe: Survey

[adwmncad edit]

Int roducion:
Header: Sedect predefined header i
[Adwancad wdit]
Mame the résource for later reuss
Footer: Select ;|-:'-|r|-|j [ a1 0=l L

[adwanced edit]
acenters«font sizes 1*Powered by <a

hiref=ft t[.' ¥ ."'.'.l'.l.'l_._.l_._lu_-."r; daniet, _'|:|'|.'f__|| 3R G '||:|'r|'. /5=« fiont =< /canbers

Mame the resource for later reusse

[adwmncad edit]
“Thank, you"-note o
respondents:

Thank, yow for taking our suryvey, Best of luck in the drawing!

This page alowsto edit main survey texts that are visible to respondents. All of the texts are optional.

* Survey heading is displayed at the top of the survey.
»  Survey window title will appear at the top of the survey window.

* Introduction will also appear on the survey form, below the title. Use this to give genera instructions to the
respondents.
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» Header is displayed above the survey and can be used for company logo, for example. Previously created and
stored headers can be selected from the list above the Header field. Name the created header if you want to save
it for later use.

» Footer is displayed under the survey and can be used for company logo or contact information, for example, .
Previously created and stored footers can be selected from the list above the Footer field. Name the created footer
if you want to saveit for later use.

e "Thank you"-note will be displayed to the respondent when the survey is completed. Note that if survey is
configured to redirect to some web page after the last survey page is completed, the thank you note will be
skipped. See the section called “ Survey behavior” [109] for details on redirect.

Survey buttons

Survey buttons

i'j Customer satisraction surven ‘_-e'
Start button

Label: Sharl or button mags: =|
Hext button

Labed; Nenst or button mage: s
Baick battomn

Label; Bach of button mage: =
Finish batton

Label; Firuck or button imags: =
Lancel button

'.:' -_f‘__

v Cancal

These are the navigational buttons on the survey form.

» Sart button is the button on the first survey page, if there are more than one page in the survey. If there are only
one page, the finish-button will be used.

« Next button used on an intermediate page. This is the button to go to the next page, if there are more pages after
the current page, and if the page is not the first page in the survey.

» Finish button used on the last page of the survey. When respondent clicks on the finish button he/she will either
go to the redirect page or will see the "thank you" note.

» Save button is an additional button for surveys with the "Save and return” feature turned on. Respondent can save
the unfinished survey and come back to continue later. Email with the return link will be sent to the respondent.
Texts used in the "Save and return” page can be customized in the section called “ Save and return texts”.

« Back button is an additional button for surveys with the "Back and forward" feature turned on. Respondent can
go back and forward in the survey and change the answers.
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Y ou can choose either text or an image for your navigation links.

« Button label: Typein whatever you want to name the navigational buttons.

* Image: Press the image link and select or upload for the image you want to use for the button. See the section

called “Images’.

Survey upload texts

Survey upload texts & labels

) Customer satisfaction survey

Select image texts
Select image label:

TouUr images label:
Select butbon text:

Add button texk:

Close bartton tesd:

selact help messags:

Uplsad image texts
Uplpad image labei:

add image label:

Image name |&bel:

Back button text:

Upload button texk:

Uplpad denied message
Enter image name message
File not found message:
Images anly message:

File too big message:

Upioad feelp message:

Select image
“FOLT images
Select

Add mage

Lhage

Sedect one of your images and click on the Sehect butbon bo add it to your answeer,

Uploasd mage

Imags to uplsad

Inags nanme

H ﬁlk

Upload

Urnable o upload images
Flerase arter mage nanms.
File to uiphoad mot found

Only images ae sllowed

The selected hle was too beg, Please select another one

Pzase select image you want to &dd and click on the Upload button

Sawe | Cancel

[adhanced adit)

[advanced adit)

This section contains buttons and texts that are used when respondents are uploading images as a part of their
response to a question. See Respondent upload.

Please note that these buttons and texts will only be in use if the survey contains questions that are allowing image
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uploading.

10. Please name the main features you like about our product;

E.I

Upload imarne

Flease select image you want to add and click on the Upload button

2 Irmage to upload. |Chtempimamage |pg l ‘Browse...| |

Image name: MyImage, Py

1 Lipload ][ Close |

Select imatge

3 Select one ofvour images and click on the
-~ Select button to add it to yoUr anseer, ————
mylmage jpg | P

[ Select ][ Add lmage_][ Close ]

» Sdect image label - title used on the page where respondent selects image from the list of uploaded images.
* Your images label - label of the list with uploaded images.

* Sdect button text - label of the "Select" button.
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* Add button text - label of the button that goes to upload new image page.

* Close button text - label of the "Close” window button.

»  SHect help message - message that will help respondent with the image selection.
» Upload image label - title used on the page where respondent uploads new images.
e Addimagelabd - label for the upload imagefile field.

* Image name label - label for the new image name.

* Back button text - l1abel for the buttons to go back to the Select image page.

» Upload button text - label for the buttons that starts uploading of the new image.

» Upload denied message - message that will be displayed to the respondent if uploading of the new image has
failed or isdenied.

« Enter image name message - message that will be displayed to the respondent if new image name is missing.
* File not found message - message that will be displayed to the respondent if new image file was not found.

« Images only message - message that will be displayed to the respondent tries to upload and unsupported file
format.

» File too big message - message that will be displayed to the respondent if new image size is bigger that the
allowed maximum.

» Upload help message - message that will assist the respondent with the image upload feature.

Save and return texts

This section contains buttons and texts that are used when a respondent wants to save his responses to a survey, and
to come back and continue another time.

99



http://www.objectplanet.com/Opinio/

Save & return labels and texts
) Customer satisfaction survey
Save button

Labe; Save
or button image: &

Save & return page labels

Email labe: Emal
Send button label: Send retuin link
Faturn link sent message: A emal vt a retuin addiess iz sent o you
Ireald email meszags: Flaaze enter a vahid emal address.
Email subject: Survey return licket
Jadvanced edit)
Email body: Thank wou for participating in survey {0]. To return bo the survey, click on the link below:
[T {07 will e replaced with
tha jurvey hesding sed wn LEL
will b wdded at the erdd)
[advanced adit]
Save reburn Pelp eSSBS o responses will be saved. Please enter your emad address and a link with the return ticket wil

be sent to wou.

Save | Cancel

Please note that these buttons and texts will only bein useif the "Enable save and return” option is checked.

Customer survey

Your responses will be saved. Please enter vour emall address and a link with the retum ticket will be
sanl b you

Email: | Sendretumiink || Cancal |

» Save button label - label for survey save button.
* Save button image - image to use instead of just button with label. See the section called “1mages’
» Email label - label of the email addressfield.
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»  Send button label - label of the button that will send email with the return link to the email address specified.

* Return link sent message - confirmation message to be displayed when email with the return link has been sent to
the respondent.

* Invalid email message - message to be displayed if respondent entered invalid email address.
e Email subject - subject to be used in the email message containing the survey return link.

* Email body - message to be used as email message body in the email containing the survey return link. Note that
parameter { 0} will be replaced with the return link and must not be removed.

»  Savelreturn help message - message to be displayed to the respondent on the Save and return page.

Login texts

This section contains buttons and texts that are used in the following situations:

»  When the survey is password protected
« When the survey isrestricted to invited people only and invalid invitee identification is entered.

* When invalid respondent identification is entered.
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Login buttons and texts

& Customer satizfaction survey

Irastes o Label:
Fravites key label:
Password label:
Respondent id label:
Ticdet labed:

Logm button taxt

Return ticket help massape:

Password help message:

Invitees only help meszags:

Invitee id label - label of the invitee identification field. The label is used when survey authentication of type

IdH

=]

Fasswerd

Re pandent o
Rebtuwn hcket

Logn

Please enter 8 valid return ticket to continue the survey,

This survey 1= password protectad. Please entar a valid password to enter the survey,

Thiz survey is restricted to invited persons only. Piease check your emai b0 see if you

recaied an mwitation,

"Password assigned by invitations' is turned on. See the section called “ Security and privacy”.

Invitee key label - label of the invitee key field. The label is used when survey authentication of type "Password

assigned by invitations" is turned on. See the section called “ Security and privacy”.

Password label - label of the survey password field. The label is used when survey authentication of type

"Password" is turned on. See the section called “ Security and privacy”.

Respondent id label - label of the respondent identification field. The label is used when the respondent's

credentials are not correct and login screen is displayed.

Ticket label - 1abel of the respondent key/ticket field. The label is used when the respondent's credentials are not

adwanded edin]
I 1

[advanced &dit]

[advancad adit]

MEwe

s
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correct and login screen is displayed.
» Login button text - label login button.

* Return ticket help message - message to be displayed to the respondent if invalid respondent identification is
entered.

« Password help message - message to be displayed to the respondent on the login page. The label is used when
survey authentication of type "Password" is used. See the section called “ Security and privacy”.

* Invitees only help message - message to be displayed to the respondent on the login page. The label is used when
survey authentication of type "Password assigned by invitations' is used. See the section called “ Security and

privacy”.

Survey is password protected: Invalid invitee identification: Invalid respondent identification:

This surey s paseword protecied. Plaase enter & vald password to enter the SLreeEy.

Passard. Login

Survey is password protected: Invalid invitee identification: Invalid respondent identification:

This sureay is resinicted fo iraled perzons only. Please check your email to see if you have receivad an
invitatian,

ld ®

Key (Logn]

Survey is password protected: Invalid invitee identification: Invalid respondent identification:

Flease entar a valid retum ficket to continue the suray.

Respondentid | 752

Retum ticket  |[1M8  Login

Survey is password protected: Invalid invitee identification: Invalid respondent identification:

Quick question text edit

This feature allows for text editing in running surveys even when respondents are present. It also provides for anice
overview of all visible text in the survey, texts that are otherwise hidden as validators or texts within matrix cells and
in-text elements. This overview makes spelling mistakes and text ambiguities much easier to spot as well as allowing

103



http://www.objectplanet.com/Opinio/

for an easy and quick way of editing text only.

The screen lists al visible texts in the survey. Use Save and return button if you want to save the entered texts and
return back and continue editing. Use Save and exit if you want to save the changes and |eave the screen. This feature
is meant for editing of existing texts only, hence no fields can be left empty. Use the Survey texts screen and
question editing features when setting attributes options or changing the structure of the survey.

Each survey section is listed with al its questions. The question area lists visible text within a question, such as the
guestion text, answer labels and validators. Click on the double arrow icon if you want to get the currently stored

value of the field (copy original).

Quick question text edit

A et ome EizTacti i
&) customer $atizTa fi 24

Question 1 texts

“Please rank which product
o

Please rank which prod

ey

ol ke the best:” (Qusstion text)

wct wou ke the best

M ame

Emai
Fhne
e
Commmenks

When editing text, it isimportant to note:

Sawe and refum || Save and extt || Cancel

Keep the Html tags from the original text in the edit field to achieve the same look.

Survey is not automatically locked when entering the edit texts only screen. This is convenient when a survey is
running and the user wants to avoid locking the survey for respondents while editing texts. But if the survey
becomes locked while editing is in progress, the user will not be able to save if survey is still locked at the time
of saving or if survey has changed.

Custom question numbers

On the "Survey look and feel" page you have the choice to use "Default" numbering on the questions, "None" or
"Custom". If you choose custom numbers you can set the numbering as you wish. For example, you can use lettersin
stead of numbers, roman numbers etc. (E.g. 1a, 1b- A, B, C- 1, 11, 111, 1V)
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Example 3.15. Display numbers

3. Yihial is your civil status?

{:} Single
O Partner
O Marriged
) Divorced

5. ¥Whal is your profession?

Engineer b

[l What is wour civil status?

) Single
) Parner
O Married
) Divorced

W What |5 your profession?

Enginear i

Survey setup

4. Do you have children?

Oives
O Mo

6. Howy wiould you describe the
area whene you ke

O Urban
) Suburban
) Rural

[V Do you have children?

) es
O Mo

W1 Hons weould you describe the
area whens you liva’?

) Urban

() Suburban

O Rural

Survey setup is available in the Menu box on survey administration page.

Security and privacy
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Survey setup: Security and privacy
I'.l_:'tl:ll'l'?l .":-tl_'-'attll:l-'ISu'--'::. EA

Authentication

Anonymity of respondents in invitations
Mo sncenmity i
Parthy anonymity: r

FLll anormamity: T

To make the survey available to a selected group of people, enable authentication through one of these methods:

« Off: No password isrequired to enter the survey. Use this mode if the survey is open to the general public.

» Password: afixed password all users must enter to respond to the survey.

« Password assigned by invitations: requires invitees to be added to the survey. When invitees are added, a unique
id and a key (password) will be generated for each. The link sent by email by the invitation feature will include
the id and key in the link. In other words, each invitee will receive a unique link to the survey. If these are not
included, the respondent will be asked to enter these values. For more information on invitations, see invitations

Depending on the survey, it may be required that the responses must be kept anonymous. The anonymity only
applies if the invitation feature is used in the survey. This is because the invitation being sent is linked to the
responses. This is necessary to enable tracking of invitees (whether they have responded to the survey or not). Also
the 1P check for multiple responses should be disabled to improve anonymity.

Opinio alows three levels of anonymity:

< No anonymity. Invitees are completely linked to the respondents.

« Partly anonymous. This means that the link between invitees and respondents are not shown on the screen, but is
kept on the database level. Then the reminder feature will still work (it is dependent on alink between respondent
and invitee, to check if an invitee has responded to the survey).

« Full anonymity. Thelink between the invitee is completely removed both on the screen and on the database level.

Note that the anonymity will only be enabled for the respondents answering a survey after the featureis activated. To
keep full anonymity for all respondents, this feature must be enabled before the survey is started.

Survey behavior
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Survey setup: behavior
gy Customer satisfaction surey o

Hawvigation

Enabde save and returm: r
Enable back bukbon: &
Responses and dala
Shacimum rumber of résponses;
Ahaecimiim uplosd size 1024 XB
Walidation: Carver side .
fave rasponses o Even page w
Hultiple submiissions
Al multiple submissions: Mo w
Check bype: general check [start and completion] |
Prawent with: R cookies
[ IP-address chec
| nwitations
Erail
F ram Mame!
F rom Email
Muttilingual
Survey lsnsusgs; Englizh w
Language switch typs: URL ordy o
Intepratiorn
Redirect to address: afber | laslh suevey pag "
Custom survey id (optional):
Zave url parameters: Mo A
L] Cancel
Navigation

» Enable save and return: Select this option if you want respondents to be able to save the survey and come back to
finish it later.

» Enable back button: Select this option if you want respondents to be able to go back and forward in the survey.

Navigation

Responses and data

e Maximum number of responses. Survey will be shown as closed if it is accessed after the maximum numbers of
responses is reached. This feature is useful if only alimited number of responses is needed, and server/database

resources are limited. Set thisto O for unlimited responses.

e« Maximum upload size: Set the max alowed size per image, for images uploaded by respondents. This is
applicable only if the upload feature is enabled in the question screen. See open-ended question.
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e Save responses on:

« Completion. Saves the survey response when the respondent has finished the survey. This will often cause
less strain on the database server, because the system does not have to make a new database connection
between every survey page. The disadvantage is that the partially answered survey will not be saved if a
server crash occurs.

e Every page. Ensures that the answers are stored as the respondent goes through the survey. This will cause
more traffic to the database server, but will keep partial responses after a server crash.

« Validation:

e Server side The validity of response values will be checked/verified on the server side. If the values are
invalid in some way, the respondent will see the same survey page again, with warning messages included
above the question text.

Example with server side validation:

Please enfer a number greater than 5
1 Wihal is your age?

lam 4 wears old

| Finisk |

¢ Client side: The validity of response values will be checked/verified on the client side (in the browser, by
JavaScript). It is always a good idea to turn this feature on, because it will cause less load on the server. Even
when it is turned on, and the browser is incapable of performing the validation, the server will still do the
validation, as a last resort. This has to be done, because incorrect values can not be stored in the database.
The error messages are shown in popup-windows, rather than embedded in the page.

Example with client side validation:
Whal iz your aga?

lam|4 yvears old

Microsoft Internet Explorer E]

“mish |

! E Please enter a number greater than 5

Multiple submissions

If you choose no, select the method to prevent multiple responses.
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Email

Yes: This means that the respondents may respond to the survey as many times as they want/need.

No: The respondent is restricted to respond only once. If this option is selected, aso specify how you want
Opinio to enforce this restriction:

General check (start and completion): This is the standard checkpoints - Opinio will check if the respondent
has responded more than once at the start of the survey, and at the end.

Thorough check (every survey page): Opinio will check for multiple responses on every survey page. This
means that Opinio will contact the client for cookie data on every page, for example (if cookies are used).
This will reduce the chance that someone will be able to submit a response more than once, but will aso
cause more server/client traffic. If you are using IP check as type of multiple-response check, this option may
cause more calls to the database.

Y ou must also specify how to perform the restriction:

L]

Check IP-address: The respondents IP address will be stored along with the response. When a response is
saved, the system will check if another response exists for this survey with the same IP address. If so, the user
will get an error message.

Cookies: are small data elements stored in the browser. When a survey has been responded to, the system will
store a value in a cookie, indicating this. Opinio will then be able to verify and give an error message if the
respondent has answered before.

Invitations: This method is useful only if you use invitations and will prevent one invitee from entering
multiple responses. If invitation anonymity is off or partly on, deleting an invitee's responses will allow him/
her to answer again.

This is the email from-name and from-address used for sending email messages associated with the current
survey.

Multilingual

survey language: The default language of the survey.

Language switch type: (thiswill only appear if the survey supports more than one language)

URL only: The default language switch type. The language to be used in the survey is determined by a
parameter in the survey url only. If no language parameter exists the default language will be used.

In survey top: The language to be used in the survey can be changed by the respondent in the top of each
survey page.

Multilingual

I ntegration
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Redirect to address. Set a web address to go to after last survey page or after the thank-you note. For example,
you can typein the address of areport, so that the respondent can view the results of the survey live. Respondents
must be given access to the report first. Note that you have to write the full address. E.g.
"http://www.objectplanet.com”.

When you start typing the address, the section is expanded. This allows you to to include built-in Opinio
parameters or incoming parameters in the survey URL (that start with 'opdata "). You are also given a choice to
notify the URL address instead of redirecting to it. In this case a "Thank you" screen is displayed as normal,
while Opinio connects to the URL in the background. Notifications can be useful if you want to send some data
from Opinio to another system (for example a CRM system) as soon as your survey is completed by a
respondent.

You can choose a custom name instead of any of the built-in parameter names to use in the URL. As for the
‘opdata. ' parameters, you first specify which of the parameters you would like to add and then select a custom
name for it. You can have as many 'opdata ' parameters as you need (rows are added automatically). If there is
no such 'opdata ' parameter in Opinio at the moment of redirect, an empty valueis used.

ntegration
Redirect/notification address: hitp:fwww example comisomepath after | last survey page r
Include parameters: ¥ survey id sld

#| respondent id respld

| opdata_ parameter? param

#| opdata_ parameter2 parama2

opdata_

Sample redirect URL: http:/ fwww.example.com/somepathisld=52&respld=%99999%& param1=ABEC&param2=DEF

# redirec notification

Custom survey id: The survey link contains an id that points to the survey. This is a number that is generated
from a sequence of numbers. For example, the survey link may look like this:

e http://lyourserver.com/opinio/s?s=54

It is easy to change the number 54 at the end link to access another survey. If your survey is confidential, you
might want to set the custom id, to “mySurveyld”, for example.

Save URL parameters: It is possible to specify URL parameters to save with each respondent. By setting this
survey attribute it is possible to turn the automatic saving of these URL parameters on/off. This is necessary,
because it should be possible to let a plugin handle this data (if it is not going to be saved automatically). The
default value isto save the parameters ("Yes")

The custom parameters must be specified in the survey URL like this:

¢ http://www.mydomain.com/s?s=999& opdata_namel=XY Z& opdata_name2=2Y X

In this example, the parameter "s" is the survey id. The "namel" part of "opdata namel" is customizable. |.e.
each custom parameter must start with "opdata ". Any number of custom parameters is available & the only
limitation is the length of URLSs, usually 2083 characters (Internet Explorer). The custom datawill be availablein
the "single response” report, and raw data export. This, of course, only applies if the data is actually stored in the
database.
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Start and stop dates

All surveys have start and stop dates. This is used to control and restrict responses within a specified time frame.
This feature can also be used to close the survey immediately, sinceit is possible to set the stop date while the survey
is running. Respondents trying to respond to the survey before the start date or after stop date, the message "This
survey is closed" will be shown.

Reload survey

To reload the survey from the storage, press the reload link. Thisis useful if you need to make a manual change in
the survey by running SQL calls on the database. This feature will remove the survey from cache and read all
information from the database.

Translations

A survey can be trandated into different languages using the translation feature. This allows survey authors to
publish a survey in multiple languages, but still be able to create reports that includes all responses (no matter what
language was used when responding to the survey). Any number of trandlations may exist for asurvey.

NOTE

To save and display other languages correctly Opinio must be set in Unicode mode. Both database and
character encoding might need changes. Read more about thisin the installation guide.

IMPORTANT

It is important to note that a survey should be created first, including all questions, sections, labels, etc.
Once the survey is created and has the final question order and look/feel you want, it is the right time to
start trandating it. It is possible to change the survey after you have trandated it, but please note the
following:

e Eachtrandationisitself asub-survey of your survey.

» Editing your survey, will also require Opinio to do the same operations on the translations

« Editing surveys containing translations will require more processing on your server. The more trandations you
have for the survey, the more costly it will be to edit the survey.

» Once you have changed your survey, al tranglations need to be verified/saved to make them up-to-date by the
translator.

Access this feature by clicking on the Tranglations link in the Menu box for the survey.
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W Outch (neads update) trarisists | Dalete

wnish (naads update)

The trandate screen lists all languages for the survey. The default language (the one you want to trandlate), is shown
at the top of the screen. It set in the "the section called “ Survey behavior”" screen, section "Multilingua”.

The first step in trandating a survey is to add a new language to the list of trandations. Click on the section called
“Add language” to set language and trandator (optional). The language will then appear in the list with information
regarding the registered translator together with the survey link and the trandator link.

Survey can be translated by:

e Opinio user: log into Opinio and click on the tranglate link available in the Action column for all trandations.

« External translator: sent URL to the trandation page by email when adding a new translation, or at any later time
from the edit screen. The translator URL is listed together with the other translated survey information and can
easily be copied and sent (using copy/paste) to the trandator by other means. The translator will get access to a
restricted area, authenticated with a key (contained in the URL). The language code and key included in the
translator URL will be different for each language. This makes it impossible to guess the URL - it must be
assigned and given to the trandators.

It is possible to change the language of atranglation and the translator associated with it at any time.
A trandlation can be deleted by clicking on the delete link, located in the Action column on the trandations list screen
The Set all up-to-date button is useful in situations where trand ations are completed and small changes are made to

the survey. A change in the survey will set the trandations status to needs update, but in some cases you do not wish
to re-trandate due to asmall change. Aslong as all fields are non-empty, the trandation is set to up-to-date.

Add language

The language settings screen appears when adding or editing a language.
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Tramslator

- o]

A language must be set for each translation and there cannot be more than one trandation with the same language.
The language is a combination of language and country/locale (if language differences are essential). The language
can be changed at any time, aslong asit is changed into alanguage not already in use. A trandator can be associated
with the language and name and email is added on this screen at any time (optional). If Send message checkbox is
selected, a message will ne sent to the translator when you click on the Save button. This allows the receiver to
access the restricted trandlate-page, authenticated by a key in the URL, where he/she can trandlate the survey. You
may customize the message to the tranglator before it is sent.

IMPORTANT: It is important to note that a survey should be created first, including all questions, sections, labels,
etc. before you send the trandator link. It is possible to change the survey while translations are in progress, but note
the following:

» Thetrandator will not be allowed access to the translation screen if survey islocked.

» If survey becomes locked while trandation is in progress, the translator will not be able to save if survey is till

locked at the time of saving or if main survey has changed.

If you want to have an individual look and feel for the language, set the css file to use for this trandation. It's
optional and if language CSSis not specified the survey CSS will be used.

Edit language settings

To edit tranglations settings click on the language from the section called “ Trandations”.
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......

« [Eel]

The trandation language can be changed at any time, as long as it is changed into a language not already in use. If
Send message checkbox is selected, a message will be sent to the translator on when you click on the Save button.
This allows the receiver to access the restricted trandate-page, authenticated by a key in the URL, where he/she can
translate the survey. Y ou may customize the message to the trandator beforeiit is send.

If you want to have an individual look and feel for the trandation set the css file to use for this trandation. It's
optional and if language CSSis not specified the survey CSS will be used.

Translate survey

The translate screen can be accessed as a trandator or as an Opinio user. If accessed by a translator, the navigation
links and menu are not visible. Essentially, he/she is not logged into Opinio as a user, only a translator, and should
not see the menus. The screen lists al visible text in the survey. Use Save and return button if you want to save the
filled texts and return back and continue trandating. Use Save and exit if you want to save the changes and leave the
screen. If some of the texts are left empty, the text <@empty@> will displayed in the translated survey when
respondents access the trandlation.
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e 75
survey transtations
g Translabe surey customer satisfaction survey to German &

Survey attributes

Status: needs update

"ObjectPlanet customar survey® (Heading)

B

"Greatings, Inorder to kkarn more about our customer base, MyCompany i3 pleased to announce our 2006 customer survey., To show our
appreciation for your participation in our surwey, 3l qualifving respondents’ names will be entered into the drawing to win an <b=apple Pod
Mini</b>, Here are the terms: = Contast dates are January 13th = January 29th 2006 - Cne entry allowed per named license holder = Only
complebed survey responses ane eligible - All entries must be submitted by midnight PST January 29th 2005 - Winner will be notified by email on

Februsry 3 - ObjectPlanset i the final decision maker - MyCompany répresentatives sre not eligible to win - Offer woid wihere prohibited
By labe Thank, you very much for your participation i our sureey, we eagerhy look Tonaard to your fesdback, Best of uck nowinning the Pod.
Regards, The MyCompany Team." [Introduction)

B

“Finizh® (Finish butbom)
B

"Mext® (Mext button)
b3

“Click here to begin survey” [Gtart button)

B

When tranglating, it isimportant to note:

« All textsto be trandated are quoted. Copy button can be used to copy the original texts into the trandation field.

* Html tags from the original text should be left unchanged in the translation to achieve the same look in the
trangdlation asin the default language.

* In-text elements from the original question text MUST be left unchanged in the translated text to make the input
fields appear in the trandated survey. Read more about in-text elements here: In-text elements

e Survey texts and questions will have the status "needs update” as long as they are not fully translated.

* Once dl texts in the survey has been translated, the "up to date” flag will be set for the current language being
trandlated.

« Also notice that the texts in parenthesis are labels to make trandlation easier (indicating what the texts represent),
and should not be trand ated.

The first part lists all the survey attributes that contain visible text. This includes heading, title, footer, header,
buttons and messages. Status text indicates whether or not al attributes are up to date. All attributes must be
translated before survey attributes are set to up to date. If the attributes in the survey are changed after trandation,
theflag is again set to needs update.
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Question 3 texts

Stalus: needs update

“which industry are you part off™ (Cuestion text)

-]
AnNEwers
"zaject industr” B
“Education® b
Fruancial Services” b
SE0ve rmimen B
"Hardware Vandor .»
“wanufacturing” B
Sl b
Mor-profit »
“Fatail” b
“oftware Vendor® o
Tl AL Es e W
“Transportation® )
"ot >
Walidations

“Please salect an industrn®™ B

Sawe and relum | Save and et | Cance

Each section is listed with all its questions. Each section and each question has an up to date-flag associated with it.
The section flag is unrelated to the question flags and refers to texts that are linked with the section itself and not a
particular question, such as section title and section texts (listed before and after questions).

The question arealists visible text within a question, such as the question text, answer labels and validators.
It is important to remember that if the trandate-screen is saved with text present in all fields, the flag is set to up to

date, eveniif it is currently showing needs update, and no text in the trandlation is modified. Also notice that the texts
in parenthesis are label s to make trandation easier (indicating what the texts represent), and should not be translated.

Survey collaboration

The purpose of the survey collaboration featuresis to be able to share ideas and comments between survey authors or
author/managers, for example. To facilitate this, it is possible to add comments to the survey and to individual
questions. To add comments, click on the “Comments” link located in the Menu box on the survey administration
screen.

Survey comments
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A general comment can be added to the survey in the survey comments screen. The available comments, if any, are
listed below the add field. The new comment will appear in the list as soon as the “add” button is clicked. It is also
possible to add comments to individual questions by clicking on the “ Question comments” link in Menu box.

Question comments

All questions are listed in the question comments screen with the possibility of adding and viewing comments for
each individua question. Available comments are listed below the relevant question. Click on the “Add Comment”
link in right top corner of the question tables and a pop up window will appear where a comment can be made. The
new comment appears in the list of available comments when closing the window. To add a general comment to the
survey, click the “ Survey comments” link located in the Menu box.
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Chapter 4. Publish survey

When your survey is created and tested, it's time to make it available to your respondents. See Checklist before
survey publishing for information. You can do it in several ways:

» Publish link to the survey. The link to the survey is displayed on the Publish survey page and thereis one link for
each survey trandation. Here are some examples on how you can include the survey link to you web page
(replace SURVEY _LINK with the actual link to the survey):

e Link that redirects to the survey:
<a href="SURVEY_LINK" >Click to start the survey</a>
Link that redirects to the survey:
e Link that opens popup window with the survey:
<a href ="SURVEY_LI NK" target="blank" >Cick to start the survey</a>
Link that opens popup window with the survey:
< Button that opens popup window with the survey:
<i nput type="button" onclick="w ndow. open(' SURVEY_LINK )" value="Cick to start the survey">
Button that opens popup window with the survey:
URL can include parameters to pre-populate the survey responses. See pre-population format for more
information.

» Use Opinio's invitation feature. If you know who your respondents will be, you can send them email with the
personal survey link. Thisway you can get track the responses and get a report on how many of the invitees have
responded. Response anonymity can be enabled for the invitation (see the section called “ Security and privacy”)
so that you do not know who answered what, but just know if each invitee has responded or not.

» Conduct telephone interviews. Register telephone interviewers and send them link to the survey.

e Print out the survey in PDF form. The survey can be printed, and then handed out or sent by mail to the
respondents.

Checklist before survey publishing.

There are some things that should be checked before publishing the survey:

» Test the survey. All surveys should be tested before publishing. Use the actual survey link for testing and not the
Survey preview, because survey preview skips security checks and open dates. Go through all survey pages and
make sure that all questions are displayed as intended. Make sure that the redirect link works, if used. Make sure
that piping tags are replaced correctly.

» Go to the branch conditions page (if used) and make sure that all branch conditions are valid. Try out al branch
conditions and make sure that the correct questions are displayed to the respondent.

» Goto the trand ations page and make sure that all trandlations are up-to-date.

e Set survey open dates. Make sure that survey open dates are set to the dates you want the survey to be open. Note
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that by default the survey is open for one week only starting from the survey created date.

e Unlock the survey. The last thing to check is that the traffic light icon on the survey admin screen lights green,
meaning that survey is now open for responses.

Invitations

Sending out invitations by email is one convenient way to publish your surveys. If you have alist of email addresses,
you can either import them to Opinio (file upload), or simply copy/paste to create your invitation. This module aso
let you track your invitees; who has responded, who has not, who has received reminders etc.

Invitation overview

When you are using Opinio invitations, the general processis asfollows:

=

create one or more invitations.

Add your invitees to your invitation(s).

make sure your schedule is correct.

make sure your survey is unlocked and ready to receive responses.
activate your invitation(s).

wait for your send date to arrive.

N o o0 &~ w D

verify that the invitations are sent, by looking at the invitation details (schedule overview) and by browsing the
invitees ("manage invitees").

8. if you have specified reminder dates, you should also wait for and verify that the reminders have been sent
without issues.

Y ou can have as many invitations as you like per survey. Sometimesit is helpful to divide your invitees up in groups.
Or perhaps you want to send your invitations in bulks with different dates and times. Y ou do that by using more than
one invitation. Each invitation may have an unlimited number of invitees. Please note that Opinio does not currently
check for duplicate email addresses across invitations.

If you edit an active invitation, it becomes inactive and you must re-activate it after saving your changes. It is done
this way to prevent erroneous modifications and give the author a chance to verify all the values, particularly on the
details screen displaying the schedule.

Y ou can add invitees to your invitation at any time, even after you have activated it. If your initial invitation message
is already sent, and you have one or more reminders scheduled, you can still add invitees. Once the next reminder is
sent out, your new invitees will also receive their message, but they will receive the initial invitation message, not the
reminder message. In this scenario, invitees will receive one message less than the invitees that were added before
theinitial send date. In other words, the later the invitees are added, the fewer reminder messages they will receive.
After you have added invitees in the middle of your schedule like this, you do have the option of sending the invites
right away instead of waiting for the next reminder date. You can go to the "manage invitees" screen. If you have
added more invitees, you will see the option "Send invitation to new invitees now" above thelist of invitees. Y ou can
click on this, specify the message, and then send the invitation to the new invitees.

An invitation has three different messages. the invitation message, the reminder message and the last reminder
message. Opinio determines what message to send at any given time based on where we are in the schedule (current
date/time versus the dates/times in the schedule), but also what messages have been sent to the invitees. An invitee
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will not get a reminder message (or the last reminder message) if the initial invitation message has not been sent to
him/her yet. In such a case, the invitee will receive theinitial invitation message instead of the reminder. If you have
multiple reminders specified, Opinio distinguishes between the reminder message and the last reminder message.
The last reminder message will be used if there are multiple reminder dates specified and the reminder about to to be
sent out is the last one.

Add/Edit invitation

To access invitations, locate the survey, then click on publish survey, then invitations in the menu box. Then click on
new invitation

Add invitation
| P Fvikation T:A

Invitation settings

Inwritation name All cushonmes

F Foim name Joe Spath

From ematl: oaEmycampant. com
Conkent bype: teast/plar w

Invitation date and message:

Sand date: 11728406 7-07 PM ITRLMJD T Hebddh 4)
Subjact Survey: customer satisaction LYy
Mhessage: Flease go to the follawing web sddress to respond bo the
AT =T | thpe: A 1000, 2. 26: 8080 fopinio FETe =34 5d Q= II_' |Fr_= :r'._: '_ﬁr :FFl'F"FI-Il

Reminder dates and messages

Remindar 1 date; K1y AT Hz MM &)
Reminder 2 date: T (S0 Habdh A
Remindar 3 date: T (MDY Hebh &)
Peminder 4 date: T (AT HEMSA &)

I

Reminder § dake: AT H: MM &)

Remindar subject:

Raminder message:

« Invitation name: The system label for the invitation. It will not show on the invitations you send out, but used as
an identifier when looking at the list of invitations you have created for your survey.
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From name: Enter your name or company name. Thiswill show in the from-field of the email message sent.
Fromemail: Enter your email or company email address here. Thiswill show in the invitation email.

Content type: If you want to include HTML code in your invitation email, you have to set this parameter to "text/
html". To include html code simply type/paste the code in the "message” field. If you do not need to use HTML
in theinvitation, select "text/plain”. The HTML code should be avalid and complete HTML document.

Send date: Set the date and time you want the invitations to be sent.
Subject: The subject in the email sent to invitees. A descriptive, but short subject is recommended.

Message: The content of the email sent to invitees. It is also possible to type in html code if you want the mail to
be shown as a web page. E.g. use graphics, colors, etc. Make sure you include the link to the survey here. You
can use variables [NAME] and [EMAIL] to add invitee name and email to the invitation message. If you are
using [NAME], make sure you include it when adding invitees.

Reminder dates (1-5): If an invitee has not responded, reminders can be sent on specified dates. Sending
reminders is optional, but it is sometimes helpful to send them in order to achieve a higher response rate for your
survey.

Reminder subject: Enter the subject of your reminder emails. This is required if you have specified 1 or more
reminder dates.

Reminder message: Enter the message of your reminder email. This is required if you have specified 1 or more
reminder dates.

Last reminder subject (optional): Enter the subject of the last reminder email to be sent. This will be used in the
last email sent to your invitees, but only if you have more than one reminder date set.

Last reminder message: Enter the message of the last reminder email to be sent. This will be used in the last
email sent to your invitees, but only if you have more than one reminder date set.

Remind incomplete respondents: If checked, the invitation reminders will also be sent to the invitees who started
but not completed their responses. The reminders will not be sent if the anonymity settings for the survey is set to
"full anonymity".

Click create, and the invitation is now stored. Its status will initially be "inactive". Before activating an invitation,
you must add your invitees. Thisis done by clicking on Add invitees in the left menu box.

| mportant:

Do not change the link to the survey in the invitation messages. The survey might be unreachable if it is
changed. The [ID] and [KEY] placeholders are used to track the invitees, to indicate who has responded,
and who has not. [REOPEN] is only used when an invitee already has completed the survey and the link has
been resent from the Opinio admin module. This is another key generated from the respondent id and
invitee key. When this reopen key is valid the multiple response restrictions (if any) will be reset, and the
invitee will be able to continue with the reopened survey. It is not used instead of, but in addition to the
invitee key.

Remember to set up your email server first. See the section called “ Setup”

Edit invitation. : To edit an invitation, the screen looks the same screen as when adding invitations. After you have
edited the invitation settings, click save. The invitation will be set to inactive when saving, to prevent any
"accidents'. It will let you check your settings in the detail screen before you activate the invitation again. See
invitations for more details on the settings on this screen.
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Add invitees
There are four ways to add invitees to the invitation. When viewing an invitation, click add invitees.
g Al Invitees =]

Enter invitees manually

Delimiter:

Invitee email address
(reguired) and data
(optional), one per line:

Remove duplicate v

a0dresses:

Save|| Cancel

« Enter invitees manually: Enter the email addresses to whom you want to invite manually in the textarea. See the
section called “Invitee data format” for more information about how to enter this information.

Sort button will perform an alphabetic sort on the text area content.

« Copy fromreusableinvitee list. Select one or moreinvitee list that you have created earlier. All inviteesin thelist
will be added including all attributes.

» Sdlect from panel. If you are using the Panel Management feature, you can draw a sample from it. But before you
can use this feature, you must have:

e Pandistsin your panel. If you do not have any, a sample can't be drawn.

e A sample definition created for your panel. This describes the attributes of the sample you want to draw from
the panel. In other words, what type of panelists do you want to invite (age, gender, location, etc), and the
size of the sample. See Panel Management for more information.

e Import invitees. It is possible to import invitees from an external source by file upload or by indicating a URL to
the file containing invitees. If you have alot of invitees (thousands), it is usually more practical to upload afile,
rather than using the manual entry method, simply because of the size of the data. There is no theoretical limit of
how many invitees that can be entered through uploading afile. The file must be a simple text file conforming to
the format described in the section called “Invitee data format”. It is recommended that you zip thefile if the size
is more than 1mb.

Additional invitee attributes passed along with the invitee can be viewed when clicking on the invitee in the
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invitee list screen. The attributes will aso be tied to the respondent if survey anonymity is off and can be viewed
in the "single response” screen.

If the "Remove duplicate addresses" option is checked, duplicates are ignored. Duplicates are defined by having the
same email address within the same invitation.

Custom data can be used to pre-popul ate responses for each invitee. See pre-population format for more information.

Export invitees

It is sometimes useful to be able to export the invitees in your invitation. For example, if you want Opinio to track
who has responded, and who has not, and to restrict survey access to invitees only, you must use the invitation
features of Opinio. But you might want to use another application to send out the emails. Then you can export the
invitees, which will give you email, invitation url and other custom data that you can use when sending emails. The
exported invitees can also be used to copy invitees from one invitation to another within Opinio.

Export invitees
x) Al customers ¥l

Export tympe: ':-f'- Al it e

Inciuds survey finks O
Detimiter:
Sand exported file to: sex@mycompans| com
Expout ancel
e Export type:

e All Invitees: Export all inviteesin the current invitation.

* Responded invitees: Export only those who responded (this will include incomplete responses, as well).

« Not responded invitees. Export only the invitees who have not yet responded to the invitation.

e Invitees with error: Export only the invitees with error. These error occur when Opinio attempts to send

invitations, but is unsuccessful. Exporting invitees with error might be useful, to get a list for further
followup.

* Include survey links: Each invitee receives a unique URL to access the survey, so that Opinio can track the
invitees. If you need to know what these URL s are, select this option.

» Ddimiter: The delimiter to be used to separate data items for an invitee. The separator between each invitee will
always be new-line (one invitee per line).

*  Send exported file to: Once the export is complete, the exported invitees will be sent as a text file email
attachment to the specified email address. If your account has email configured, it will be used as the default for
thisfield.
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Invitation list

From the invitation list screen you can see status for al invitations, number of invitees and the next run date. You
can also change status and resend invitation. General actions are also available: copy, rename and delete.

Each invitation can have one of the following statuses:
« Active. Theinvitation status is “active” when it is scheduled for sending emails. This means that on the send date
(or after if activated past the send date), emails are sent to all registered invitees.

e Inactive. The invitation is inactive when it is not scheduled. All new invitations get inactive status and must be
activated to send emails. No emails will be sent on the send date if the invitation isinactive at that time.

* Sending. The invitation has “Sending” status if it is actually sending emails at the time you are viewing the
invitation status.

IMPORTANT: If you deactivate invitation now, it will immediately stop sending emails. However, current
execution will still be counted as finished. Thus, if you deactivate a running invitation which is supposed to send
email to 1000 invitees, the invitation status will be set to “Completed” even if it has only sent emails to 100
invitees.

« Completed. The invitation gets the “Completed” status when then invitation email and all reminders are sent. If
an invitation is completed and there are still invitees who have not responded, you can send an additional
reminder to these invitees by clicking on the "Send reminder” link.

e Error. Thisstatusis assigned if an error occurs in the invitation, and Opinio is unable to complete it.

You can change invitation status from this screen. Note that you can't activate invitation if an invitee import isin
progress.

Invitee data format

The data you supply when adding invitees must be in the format described below.

email, nane, attribute-nanel, attribute-nanme2, attribute-nane3,
joe@nth.com Joe Snith, abc, def, xyz,

The following rules apply to the content:

« Thefirst line of the setsthe label of the attributes and is optional.

« |f the line with labels is not included, the first column must be valid emails. The second column must be invitee
names. |If names are not included in the data, an additional delimiter must be included to indicate that names are
absent (thisis only required if there are extra attributes in addition to email and name). The attributes following
the names will be automatically labeled "attributel”, "attribute2", "attribute3" if included.

« If alinewith labelsisincluded, the labels "email” and "name" are reserved. Label "email" must be included, and
"name" is optional. The position of the name/email can be anywhere on the line. The position of the datain each
line following the labels must match the order of the labels.

* Thereare no limit to the number of attributes. The only limitation is that each data element cannot be longer that
255 characters.

« Theinvitee data delimiter is comma, but can be changed before importing.
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Examples without labels:

e Email only:

j oe@ oe. com
m ke@rydonmai n. com
mar y @our domai n. com

Email and name:

joe@oe.comJoe Snith
nm ke@ydomai n. com M ke Jones
mar y @our donmai n. com Mary Brown

* Email, name and attributes:

joe@oe.comJoe Snith, sal es, 1251
nm ke@ydomai n. com M ke Jones, human resources, 2941
mar y @our domai n. com Mary Brown, resear ch, 0381

Examples with labels:

e Email only:

emai |

j oe@ oe. com

m ke@rydonmai n. com
mar y @our domai n. com

*  Email and name:

emai | , nane

j oe@oe.comJoe Snith

m ke@rydonmai n. com M ke Jones
mary @our domai n. com Mary Brown

* Email, name and attributes:

emai | , nane, depart nent, enpl oyee- nunber
joe@oe.comJoe Snith, sal es, 1251

m ke@rydonai n. com M ke Jones, human resour ces, 2941
mar y @our donmai n. com Mary Brown, resear ch, 0381

e Email and attributes (no names):

depart ment, enpl oyee- nunber, enai |

sal es, 1251, j oe@ oe. com

human resources, 2941, m ke@rydomai n. com
resear ch, 0381, mar y@our domai n. com
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Manage Invitees

All invitees registered in the invitation can be managed from the invitee screen. Click Manage invitees in the menu
box when viewing invitation details.

Manage Invitees

Cl Copy 3 of Invitation 1 W

Send invitation to new invitees no
Search flter

Ema ¥ Add filter

= ] 2 5 ) 9 1 At

4 elizabethSob)ectplanet.com Elisabeth Jones pending

d mrtesterl238gmail.com MrTesterl23 Green ok 71716 1:06 PM o Responded
L tesE1 000 :-u.:_':'.ll.l:-\:"::.'.dl“ Test 000 Tester peEnding o

g testlD0i@objectplanet.com Testi001 Tester pending o]

4 testlD02iBobjectplanet.com Testi002 Tester pending i}

4 testldD3@objectplanet.com Testi003 Tester pending 0

4 testl004@objectplanet.com Test1004 Tester pending

It is possible to search for inviteesin the list by adding filters. Select what to search for, for example Email, then type
in the search term in the search field. Click "add filter", and the invitee table will be filtered and updated. Current
active filterswill be shown to the right of the search field:

Search filter
Emal L Jrmidil Add filter Email: gmail =
4 mrtesterl23Sgmail.com MrTesterl23 Green ok 741716 1:06 PM Responded

Multiple filters can be added, but only one per type (one filter for email, for example). Filter type of type
"Responded" or "Not responded” does not include atext field for search term. It is of type on/off, and they can't both
be added. If you have a filter for "responded”, and add a filter for "not responded"”, the filter for "responded" will
automatically be cancelled (and vice versa).

Existing filters can be deleted and deactivated by clicking on the "x" for the filter. The invitee list will automatically
be updated according to the deleted filter. Filters are stored as cookies in the browser, and expires and will be
removed within 5 days. They will not be available if you use another browser or computer.

Intheinviteelist table you can find the following columns;

* Invitee email. Email address associated with the invitee. By clicking on the invitee email link you can edit the

email address and additional custom invitee attributes.

» Invitee name will be displayed if it exists. When adding invitees to your invitation, invitee names are optional .
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Satus. Invitee can have one of the following statuses:

¢ pending. Invitee has not yet received the invitation.
e ok. Invitation has been successfully sent to the invitee.

e error, not sent. Error occurred and invitation could not be sent. See the log file for more details about the
error.

e reminder error. Error occurred and reminder could not be sent. See the log file for more details about the
error.

¢ invalid email. Invitation cannot be sent. Invitee email isinvalid.

Date sent. The date and time when invitation was sent to this invitee.
Reminders. Number of reminders sent to the invitee.

Responded. Indicates if the invitee has responded to the survey. If the survey attribute “Anonymity of
respondents in invitations’ is set to “No anonymity”, then “See response” link will be provided. If anonymity is
enabled, “Responded” will be shown for the invitees who completed the survey. See the section called “ Security
and privacy” for more details on security/privacy settings.

Resend The invitation can be resent from this screen. Check "resend" checkbox in the resend column, and click
resend at the bottom of the list. Y ou can optionally modify the messages before sending:

127



http://www.objectplanet.com/Opinio/

Resend invitation
A Al customers o

From emafl Ay f
Content typa e
Feminder subject Survey teminder: cushomes sabesfachon surney
Padhvanecaed wdit]
Femindsr message: Helic
Please go to the following web address to respond to the surves
Rttp: /7 10,0,2, 268080 fopinis /72 = 36546 = ID] 8k = KE Y] &ro= [FECPEM]
Best Regards
Joe Smith
MuCompany Inc,
Resend | Canesl

Theinvitation link will then be sent to the invitee's email address. If you need to send it to another email address,
click on the invitee's email address to update it.

« Delete. Select the invitees you want to delete, and click the delete-button at the bottom of the table. If the invitee
has responded to the survey, deleting the invitee will not del ete the response.

If you need to add new invitees to the existing invitation, click on the "Add invitees' link at the top right corner of
the screen. Y ou add invitees to a completed invitation, but note that before you can activate this invitation again, you
must add another reminder date.

IMPORTANT: Newly added invitees will receive their first invitation email on the next invitation execution. Then
they will receive reminders (or last reminder message) in the next rounds of executions, as long as the invitation is
scheduled.

Hereis an example: Y ou've created an invitation with send date set to Monday and 2 reminders which will be sent on
Wednesday and Friday. This means that the invitation is scheduled for three executions: Monday, Wednesday and
Friday. All originally entered invitees will get invitation emails on Monday. If on Tuesday you add new invitees to
the invitation, they will not get the invitation email until the next scheduled execution, unless you chose the option
send immediately when adding new invitees. Thus, on Wednesday, all originally added invitees who have not yet
responded will get a reminder and all new invitees will get an invitation email. On Friday, everyone receive
reminders and the invitation is completed. The newly added invitees will not receive more reminders after the last
run, even if they have not received as many reminders as the reminder dates set for the invitation.

Invitation details
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The invitation details screen indicates the status of the invitation, and key information such as number of invitees,
how many responded and possible errors, and the invitation schedule.

Invitation details
') Ml customers T

Inwitation name: Al cushomears

= =
st arplebed

Inwitee status _j

Irvwitess total: %
bees tota Completed

IwditEes respordad:

IFvwitaas with &rrar; 1

Import status
Import threads active:

Schedule
Scheduled Senl
Send date; 11728 706 607 P 11026 /06 6:19 P¥
Remindar 1 date
Remindar 2 date

Reminder 4 date

REminder

w

e Satus: The status of the invitation. See the section called “ Invitation list” for invitation status details.

* Inviteestotal: The number of invitees added to thisinvitation.

* Inviteesresponded: The number of invitees who responded to the survey.

« Import threads active: When importing large numbers of invitees, the import process will take some time. This
number indicates how many import threads are currently active. Click on invitation details in the left menu box
to refresh the screen.

* Schedule: Lists all dates set for the invitation, and the dates that the invitations/reminders are sent. The sent date
indicates when the invitation or reminder was completed.

Phone interviews

The maximum number of telephone interviewers per survey is configurable from the opinio.properties file, default is
10. To add new interviewer, enter highers email in the New interviewer field and click on the Add button. The
interviewer will then appear in thelist.

In the list of registered interviewers you can see a link to the survey, which is different for each interviewer. Copy
the link and give it to the interviewer. He/she MUST use this link when he/she conducts telephone interviews. With
this link, the interviewer can respond to the surveys multiple times and his’hers email will be stored along with the
respondent answers as a respondent attribute “ Interviewer”.

Print survey
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Surveys can be printed out as PDF files, and distributed either by person or by mail to the respondents.

The layout of the printable PDF survey can be adjusted. Both general layout settings and specific settings for
different types of questions are available.
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Print survey

L‘} Job application form

General layout

Page size: Ad [=
Background image: =]
Enable page breaks:
# Rating
Vertical layout:

# Multiple choice

Vertical layout:
Keep choices in a single column:
£ Numeric
Vertical layout:
A Dropdown
Vertical layout:
Keep choices in a single column:
A Matrix
Vertical layout:
Scale down large matrices (smaller fonts, etc.):
Extract dropdowns with sizes larger than: h E
Drop large matrices: @
Cut large matrices: ®
# Branching
Show branching text:
Beginning text: Note: if you have [NOT]
Branch condition text: answered/chosen [r]in question [q]
Ending text: skip the following question
¥ Texts
# East Asian font (CJK font)
Use CJK font:
Choose font: 5TS5ong-Light(Simplified Chinese) E

Get PDF || Cancel
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General layout: These are the settings for the entire survey.

« Page size. Different page sizes are supported, currently including A0(2384,3370), A1(1684,2384),
A2(1191,1684), A3(842,1191), A4(595,842), A5(420,595), A6(297,420), A7(210,297), A8(148,210),
A9(105,148), A10(73,105), B0(2834,4008), B1(2004,2834), B2(1417,2004), B3(1000,1417), B4(708,1000),
B5(498,708), B6(354,498), B7(249,354), B8(175,249), B9(124,175), B10(87,124), LETTER(612,792),
POSTCARD(283,416), NOTE(540,720), LEGAL (612,1008), TABLOID(792,1224), EXECUTIVE(522,756),
ARCH_A(648,864), ARCH_B(864,1296), ARCH_C(1296,1728), ARCH_D(1728,2592),
ARCH_E(2592,3456), FLSA(612,936), FLSE(648,936), HALFLETTER(396,612), _11X17(792,1224) and
LEDGER(1224,792). The two values in the parenthesis after each page size represent the width and height of
the page, in points (1 inch = 72 points and 1 cm is about 28 points). The default page sizeis A4.

e Background image: A background image can be added to the PDF file. For example, a company logo can be
used as background image. By clicking the icon on the right, the image upload/selection dialog box will

appear.

« Enable page breaks: If this checkbox is checked, the survey will be printed out with page breaks as set in the
Question overview. The default setting is not checked, and thus the survey will be printed out in a
consecutive manner.

Rating: If rating questions exist in the survey, their layout can be adjusted as follows:

« Vertical layout: If this checkbox is checked, the rating choice items will appear in vertical format. Note if the
choice items can be put on a single row, check the vertical layout will have no effect. The default setting for
this checkbox is not checked (i.e. horizontal layout).

Multiple choice: If multiple choice questions exist in the survey, their layout can be adjusted as follows:

* Vertical layout: If this checkbox is checked, the multiple choice items will appear in vertical format. The
default setting for this checkbox is not checked (i.e. horizontal layout).

* Keep choicesin a single column: If this checkbox is checked, the choice items will appear in asingle column,

and there will be no effect whether or not Vertical layout is checked. The default setting for this checkbox is
not checked (i.e. choices on multiple columns).

Numeric: If numeric questions exist in the survey, their layout can be adjusted as follows:

e Vertical layout: If this checkbox is checked, the prefix (if exists), the numeric field and postfix(if exists) will
appear vertically. The default setting for this checkbox is not checked (i.e. horizontal layout).

Dropdown: If dropdown questions exist in the survey, their layout can be adjusted as follows:

e Vertical layout: If this checkbox is checked, the dropdown items will appear in vertical format. The default
setting for this checkbox is not checked (i.e. horizontal layout).

e Keep choices in a single column: If this checkbox is checked, the dropdown items will appear in a single

column, and there will be no effect whether or not Vertical layout is checked. The default setting for this
checkbox is not checked (i.e. dropdown items on multiple columns).

Matrix: If matrix questions exist in the survey, their layout can be adjusted as follows:
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e Vertical layout: If this checkbox is checked, the matrix will appear in vertical format, i.e. rows become
columns and columns become rows. The default setting for this checkbox is not checked (i.e. horizontal

layout).

e Scale down large matrices: If this checkbox is checked, when the matrix is larger than certain size, smaller
fonts will be used to print the labels and texts within the matrix. The default setting for this checkbox is not
checked (i.e. do not scale down).

« Extract dropdowns with sizes larger than: If a matrix cell is of type dropdown list, the dropdown items will
be extracted when its size is larger than this specified value. In that case, only the dropdown label will appear
at the cell position, and the extracted dropdown list will be printed after the matrix. The size value can be
adjusted in the range of 3 to 10. The default valueisb.

« Drop large matrices/Cut large matrices: Thisis a choice group. If Drop large matrices is chosen, very large

matrices will be dropped; otherwise, if Cut large matrices is chosen, the matrices will be cut and only part of
the columns are printed.

Branching: If branches exist in the survey, they are printed as follows:

e Show branching text: The branching text will appear before appropriate questionsiif this checkbox is checked.

e Beginning text: The beginning part of the branching text. It can be modified if needed, but please do not
modify “[NQOT]", sinceit is a place holder used by include branching.

e Branching condition text: Each branch condition within the branch will use this text to show its details. It can
be modified if needed, but please do not modify “[r]” or “[q]”, since they are place holders used to represent
the response and the question number respectively.

« Ending text: The ending part of the branching text. It can be modified if need.

| mportant

Please do NOT modify/delete “[NOT]", “[r]” and “[q]”, since these are important place holders. Modify or
delete them will cause the branching text being improperly printed.

Texts. These are various text segments used for printing the survey. If the language used in the survey is not
English, these texts need to be trandated to the survey language.

East Asian font (CJK font): If the survey contains East Asian fonts, including Simplified Chinese, Traditional
Chinese, Japanese and Korean, by checking the "Use CJK font" checkbox, various CJXK fonts from iText can be
chosen and used to print out CXK characters.

If you decided to use another customized font however, you can uncheck "Use CIK font" and specify the font in
the file "opinio.properties’ instead, for example: The font should support characters to be displayed, and the font

obj ect pl anet . survey. busi ness. pdf. font =c: \\wi ndows\\ fonts\\ ARI ALUNI . TTF

the file "opinio.properties’ instead, for example: The font should support characters to be displayed, and the font
file should exist on the server at the given path.

Note

For a particular survey, only settings of those question types that actually appear in the survey will be
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expanded, others are collapsed. This is for the user's convenience. A collapsed question type setting can be
expanded by clicking the icon to the left of the question type.

After choosing the settings, you can click Get PDF to generate the printable survey in PDF form. Currently the fileis
generated with PDF version 1.4, since this is the most commonly used version. Please make sure that you have a
proper PDF viewer that can read and print PDF-1.4 files.
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Chapter 5. Design a poll

A poll is a simple survey, usually embedded as an integral part of a web page. It is normally one question, like a
multiple choice question, with a button to send the response. Then after answering this question, the respondent can
view an instant chart of the poll results, either in a popup-window, or a chart embedded in the page. Opinio provides
all this functionality, and more.

With Opinio, you can even create advanced polls, with any question type, like a rating, text-fields, matrix etc. All
guestion types available in a normal survey is also available in a poll. This is because a pall is actually a survey in
Opinio. Technically they are amost the same, the only difference is that a poll is displayed as an integral part of a
web page, while a Survey is a web page (or multiple pages) in its own right. The limitation for a poll is usualy
screen space. Often the poll author is limited to a simple question type, to make it fit into another web page.

Note

If you are editing a poll, and the poll is aready published on your web page, the result/chart will be
displayed on the web page, instead of the question form. This is because the poll will be locked while
edited.

Differences between Survey and Poll:

« A survey can have multiple pages, and the questionsin apoll can only be displayed on asingle page.

» Pollscan not utilize Opinio's conditional branching functionality (only works on multiple-page surveys).
e Progress bar can not be used with polls (only works on multiple-page surveys).

e Surveysin Opinio supports user authentication - thisis not availablein a poll.

» Redirectsto other web pages are only available in surveys, not palls.

« Invitation functionality does not work for polls. It is of course possible to invite people to your web page, but the
build-in Opinio invitation functionality is only meant for use with full-blown surveys.

» Server-side validation of response data (answers) does not work in polls. Client-side validation is turned on by
default.
Design steps.

Designing a poll starts from the poll administration screen, since it gives you access to al poll features. Here is the
list of poll design steps:

=

Create questions

2. Customize look and fedl
Configure poll behavior
Trandate poll

Test the poll to see that it looks and behaves as intended. See " Checklist before poll publishing.”

o o M~ W

Publish the poll
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Poll administration

Poll administration screen is the poll home page. It displays important poll details and give you access to the main
poll features.

Poll administration
= New faatures poll ,_f
tart dat _| et 4, 2006 1212 M CET ‘;
top date 1} Mowvember 30, 2006 12:21:0 M CET ' |
oles u d |
available for wen it )
Mot spacifed { Chic 4 b pall |
MO, prevent with I

Poll status. The traffic light icon on the right of the screen indicates the poll status. If poll is open for votes the icon
lights green. If poll is not accessible it lights red. When poll ia closed (lights red), the poll result is displayed to the
users accessing the web page including a poll.

A poll can be closed due to the following reasons:

e Closed by date (current date is before start date or after stop date).

» Locked by an administrator user (usually yourself). If the poll is locked, the poll designer has edited the poll in
some way. The poll cannot be open if it is being edited. To make the poll available immediately, click on
“Unlock poll” link under the status icon. You can only unlock the poll that has been locked by you. If another
poll designer has locked the poll, you must wait until he is done and the survey has become unlocked.

e Error in poll. If the system has detected an error in the poll, it will notify the poll designer by adding an error
message at the top of the poll administration screen and change the poll status to Error. Respondents cannot vote
because this might result in data inconsistency.

*  Number of alowed votes has been exceeded. See the section called “Poll behavior” [143].

Beside poll status, you can also see the important poll details on the administration screen:

e Sart date. The date when poll becomes available for respondents. Click on the link to edit the date.
Sop date. The date when poll becomes closed for respondents. Click on the link to edit the date.
Number of votes. Displays number of poll responses.

*  Number of questions - number of questions the poll contains.

e Maximum number of votes - number of respondents that can vote. When this number is reached, the poll will be
closed and no more respondents will be able to vote. See the section called “Poll behavior”

e Allow multiple submissions - method used to prevent respondents from multiple votes, if any. See the section
called “Poll behavior”
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Questions

Creating questions

Creating poll questionsis similar to creating survey questions. Refer to section Creating survey questions.

Organizing questions
Organizing poll questionsis similar to organizing survey questions with the following exception:
Only onevisible poll pageis allowed. This means that you can not enter page breaks for poll sections.

Refer to section Organizing survey questions.

Add question to library

Adding a poll question to the library is similar to adding a survey question. Refer to section “ Add survey question to
library .

Copy question from library

Copying a poll question from the library is similar to copying a survey question. Refer to section “ Copy survey
question from library ”.

Piping
Poll piping is similar to survey piping with the following exception:

Only Fixed value and Survey URL parameter piping source types are allowed. This means that you cannot
define other piping types.

Refer to section Survey piping.

Poll preview

Poll preview is available from almost any screen during poll creation. Note that when you preview a poll you bypass
the poll security and opened dates. Y ou can see the poll as respondent would and can click on the Vote button to see
the result of the poll. Note that your vote from preview will not be counted as the actual vote. The poll preview chart

is populated with random data and DO NOT reflect the actual votes, if they already exist for the poll. Also note that
if the current screen changes are not yet saved, they will not reflected on the poll preview.

Poll look and feel

Poll look and feel pages include poll layout, style, texts, labels and buttons (el ements visible to the respondents). Poll
look and feel is available in the Menu box on poll administration page.

Poll look and feel

The poll look and feel isimportant for several reasons. It sends a message to the respondent that the poll is "serious"
or "professiona” or simply for fun. It is sometimes important to match the design of your website.
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Poll Look and Feel
Maw Teatures poll 7]

Leok and feel
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Layout
Form wridth: 150
Mumber of column: 1 w
Question numbering: Mere o

The design of your poll can be controlled by 2 main methods. A poll template, or a CSS style (Cascading Style
Sheet). The simplest is to use a template, which is often more complete, with a set of images, to enhance the look &
feel

Smple: To use stemplate, click on the Simple-tab. A template is a predefined look and feel that you can choose
for your poll. Select a template, and click on save. Click on preview poll in the menu box to see how your poll
looks with this new design. Currently, a template can not be uploaded or changed through the Opinio user
interface.

Advanced To set you own style, click on the Advanced-tab. The input from poll style field will then controls the
look and feel of your poll.

Note

The Advanced poll style field will be populated with the style for the last saved template. This way you can
select the template that you like from Simple tab and then make some small changes to the cssfile to ensure
that the poll perfectly fits on your web page.

Every element in the poll can be customized by the CSS style. It requires some basic CSS insight to be able to do
this. The style field contains many comments in it that explains what areas of the poll elements can be
customized. There are plenty of guides on the internet. A couple of examples:

¢ http://www.w3schools.com/css/

e http://www.csstutorial.net/

Form width: The width of your poll form in pixels. NOTE: poll width will be used for both Question page and
Chart/result page. If poll chart istoo big to fit the form width, the poll width will be increased.

If you configure the poll to open the poll results in a popup window, it's possible that respondents will see the
poll chart in the main poll window. This may happen if poll is unavailable (lights red on the poll administration
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screen).

Make sure that form width you set is enough for both questions and the chart. You can also change poll chart
width to get the correct layout. See Quick poll chart edit

e Number of columns: Allows for displaying questions in more than one column. The default is one column
(question 2 below question 1, etc). More than one column saves screen area and vertical scrolling. Make sure
your questions aren't too wide, because that will push the questions in the rightmost column further to the right.
The maximum number of columnsis 3. Example with 2 columns:

test
which feature What did vou lilke
would yvou like to the most about
see in the next this featurey
ian?
wErsIa: {:} Laak and feel
Feature =
C:' {:}Perfnrmance
-:::-Feature 57 {:}Llser
() Feature Z friendliness
Wiake

e Question numbering: “default” uses standard numbering, e.g. 1-2-3-4 etc. For displaying other numbers that
1,2,3,.. enable custom numbering by selecting it here. To configure what is actually displayed, see the section
called “ Custom question numbers’

Poll texts
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This screen provides editing of poll texts that are visible to respondents. All of the texts are optional.

» Poll heading is displayed at the top of the poll.

e Introduction will also appear on the poll form, below the title. Use this to give genera instructions to the
respondents.

» Header is displayed above the poll and can be used for company logo, for example. Previoudly created and stored
headers can be selected from the list above the Header field. Name the created header if you want to save it for
later use.

» Footer is displayed under the poll and can be used for company logo or contact information, for example.
Previoudly created and stored footers can be selected from the list above the Footer field. Name the created footer
if you want to saveit for later use.

e "Thank you"-note will be displayed to the respondent when he/she has voted if poll result type is set to
“Thank-you note”. Read more about poll result types.

Poll buttons
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Poll buttons
7] hiew features pol ]

Viote button labed: Vobe

r button image: =l

Y ou can choose either text or an image for your Vote button.

* Button label: Typein whatever you want to name the V ote button.

* Image: Press the image link and select or upload for the image you want to use for the button. See the section
caled “Images’.

Quick question text edit for polls

Thisfeature is similar to survey quick question text edit. Refer to section “ Survey quick question text edit ”.

Quick poll chart edit

This section gives you quick access to the poll chart design. NOTE that al of the attributes on this page can also be
edited from report screen (Poll report), see chart attributes and report texts.

e Chart heading is the same as report heading. and is the title displayed over the poll chart.
e Chart type. See Report chart types.
e Chart width isthe width, in pixels, of the produced chart image.

« Chart height isthe height, in pixels, of the produced chart image.

Custom question numbers

Poll custom question numbers are similar to survey question numbers. Refer to section Survey custom question
numbers.

Poll setup

Poll setup is available in the Menu box on poll administration page.

Poll behavior
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Poll behavior
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Poll result

Result type. When the respondent has answered the question, and clicked on the vote-button, the value selected

determines what he/she will see next:

Chart with the poll summary. See Quick chart edit.

Thank you note, set on the poll texts page.

* Result display method:. Configure how you want the poll result to be displayed:

Generate on vote. With this option, the poll result received from the server after the vote. Use this method for
Thank-you note if it contains piping elements. Use this method for poll the chart if you want up-to date vote
count.

Page reload. With this option, the page is submitted, the result chart is then calculated, and the same page is
displayed with the chart. Important to note that the result will ONLY be visible if multiple votes are turned
off. Otherwise the poll questions will be displayed again.

Pre-generate. This is perhaps the most elegant solution, where the result chart is calculated before the page
with the poll is displayed. When the vote button is clicked, the response data is sent to the Opinio server, and
the result chart is displayed immediately. What happens is actualy a JavaScript function call that simply
switches the view from the poll form to the poll chart. IMPORTANT: Theresult is always one behind, i.e. the
vote for the current respondent is not included in the chart, because the chart is calculated on the initial page
visit. The method can be used on high load servers with large number of votes expected.

Popup window: This option will display the chart/thank-you note in a popup window, and leave the form
embedded in the page unchanged. The chart will be updated with the current respondent. NOTE that if
multiple votes are turned off, the respondent who have already voted will be see poll result in the main poll
window, because we/she has already voted.
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Responses and data

«  Maximum number of votes: Poll will be closed for voting if this numbers is reached. Poll result will be displayed
instead the questions. This feature is useful if only a limited number of votes is needed, and server/database
resources are limited. Set thisto O for unlimited votes.

e Validation: Only Client side validation type is supported. The validity of response values will be checked/
verified on the client side (in the browser, by JavaScript). The error messages are displayed in a popup-window.

Responses and data
Multiple submissions

If you choose no, select the method to prevent multiple votes.

* Yes: This meansthat the respondents may vote as many times as they want.
e No: The respondent is restricted to vote only once. If this option is selected, also specify how you want Opinio to
perform the restriction:

e Check IP-address: The respondents IP address will be stored along with the vote. When a response is saved,
the system will check if another response exists for this poll with the same IP address. If so, the respondent
will see the poll result instead of questions.

¢ Cookies: are small data elements stored in the browser. When a poll has been responded to, the system will
store avaluein acookie, indicating this.

Multilingual

« Poll language: The default language of the poll.
Multilingual

Integration

e Custom poll id: The poll link contains an id that points to the poll. This is a number that is generated from a
sequence of numbers. For advanced HTML usersit is easy to find the number used for the poll. In that case they
can try to set different numbers (increase or decrease the poll number) and access different polls. If your poll is
confidential, you might want to set the custom id to something that is difficult to guess. The poll will then be
unaccessible by the sequential number.

e  Save URL parameters: It is possible to specify URL parameters to save with each respondent. By setting this poll
attribute it is possible to turn the automatic saving of these URL parameters on/off. This is necessary, because it
should be possible to let a plugin handle this data (if it is not going to be saved automatically). The default value
isto save the parameters ("Yes")

Integration
Start and stop dates

All polls have start and stop dates. This is used to control and restrict responses to a specified time frame. This
feature can also be used to close the poll immediately, since it is possible to set the stop date while the poll is
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running. Note that the poll displays the poll result (chart or thank you note) instead of questions before the start date
and after the stop date, and not a*“closed poll” message.

Convert to survey

If you want to extend the poll and convert it to survey, click on "Convert button”. The poll will then change type to
Survey and will open al the Survey features.

| mportant

Y ou can NOT convert surveysto polls.
Reload poll

Reloading a poll is similar to reloading a survey. Refer to Reload survey.

Translations

Poll tranglations are similar to survey trandations. Refer to Survey trandations.

Poll collaboration

Poll collaboration is similar to survey collaboration. Refer to Survey collaboration.
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Chapter 6. Publish poll

Publish poll

To publish a poll, copy and paste poll source to your web page source at the desired position. The poll source usually
includes the three lines:

<script src="http://ww. nydomai n. com 8080/ opi ni o/ i ncl ude/ survey.js"/>
<script src="http://ww. nydomai n. com 8080/ opi ni o/ ps?s=***& ang=en"/ >

Note

If you place more that one poll on the same web page you do not have to include the first two lines for other
polls. Just make sure that they are included one time BEFORE the first poll. For second, third, etc. polls just
includetheline

<script src="http://ww. mydomai n. com 8080/ opi ni o/ ps?s=***&l ang=en"/ >

Checklist before poll publishing.

There are some things that should be checked before publishing the poll:

e Test the poll Make sure that poll looks and behaves as intended. Make sure that piping tags are replaced
correctly, if used.

« Goto trandations page and make sure that all trandations are up to date if your poll is translated.

» Set poll open dates. Make sure that poll open dates are set to the date you want the poll to be open. Note that by
default the poll is open for one week only starting from the created date.

e Unlock the poll. The last thing to check is that the traffic light icon on the poll admin screen lights green,
meaning that poll is now open for votes.
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Chapter 7. Reports and data analysis

Manage responses
View each response separately.

By clicking on the link "Manage responses’ in the Menu box, you get a list of al the responses for the current
survey.

Manage responses

Ex Customer satizfaction surway

Stoared responses: 15

Ongoing responses:

Completed responses: 15

Page: [1]
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4 2725E 11/27/0& 12:50 PM 11727706 1250 PM r I
id 27257 11/27/06 12150 PM 11/27/06 12,150 PM B =
g 27258 11/27/06 12:50 PM 11/27/06 12:50 PM I I
:d27259 11/Z7/06 12150 PM 11/27/06 12150 PM r

i 27260 11/27/06 12:50 PM™ 11/27/06 12:30 PM " [
i 27261 11/Z7/06 12:50 PM 11/27/06 12:50 PM I »
27262 112706 12:50 FM 112706 12:30 PM I

i 27263 11/27/06 12:50 PM 11/27/06 12:50 PM I B
xg 27264 11/27{06 12:50 PM 11/27/06 12150 PM r I
id 27265 11/27/06 12:50 PM 11/27/06 12:50 PM N I
4 27266 11/27/06 12:50 PM 11/27/06 12:50 FPM I =
Page: [1] Reopan Delete

From this list there are links to each response (click on the respondent id), a column for reopening and sending the
survey link to one or more recipients, and checkboxes for deleting responses. To reopen and send the survey link
each respondent must have a valid email address. Some email fields have email address already set, this is because
the respondent has been invited to take the survey through an email invitation. The two buttons at the bottom of the
list will respectively reopen and resend, or delete the selected respondents.

It is possible to search for responses in the list by adding filters. Select what to search for, for example Email (if
Opinios invitation feature is used and anonymity is not enabled), then type in the search term in the search field.
Click "add filter", and the responses table will be filtered and updated. Current active filters will be shown to the
right of the search field:
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search filter
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Multiple filters can be added, but only one per type (one filter for email, for example). Filter type of type
"Completed” or "Not completed” does not include atext field for search term. It is of type on/off, and they can't both
be added. If you have a filter for "completed”, and add a filter for "not completed”, the filter for "completed" will
automatically be cancelled (and vice versa). The date filter type has two fields; one for start date and one for end
date. In other words, the date filter can filter on a date range. When clicking on one of the fields, you will get a date-
picker for more quickly entering a date and time.

Existing filters can be deleted and deactivated by clicking on the "x" for the filter. The invitee list will automatically

be updated according to the deleted filter. Filters are stored as cookies in the browser, and expires and will be
removed within 5 days. They will not be available if you use another browser or computer.

Note

To make use of the reopen/resend functionality, the logged in user has to be registered with both user name
and email. Also, the email language will be the logged-in user's selected language.

Delete responses
There are two options:

Delete responses

2§ Customar satisfaction suney @

Dedete incomplete responseas

" -;-':.

Ok | Canesl

e Deleteall responses.

» Deleteal incomplete responses.

The deleted responses will be deleted from the database, and is not recoverable. Respondents will not be able to
answer the survey during deletion as both these actions will temporary lock the survey. If you want to edit the

structure of the survey (e.g. add/edit questions) you must delete all responses first, if any. Another aternative is to
make a copy of the survey, make the changes, and then publish this one instead.

Reports
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Reports are a very important part of Opinio. Opinio alows you to create views on the data material from the survey
in an infinite number of ways, using report elements, filters, and other settings.

All reports for asurvey islisted when clicking on Reports and data in the Menu box (when accessing a survey). Four
reports are automatically generated at the moment when a survey is created:
e Summary report. Lists all the questions in the survey and displays a summary with detailed statistics and a chart

for each question. Free text responses are not included.

» Detailed summary report. Lists al the questions in the survey and displays a summary with detailed statistics and
achart for each question. Free text responses are not included.

» Comment report. Listing of al free text comments (open ended) entered by respondents. This includes text fields
in matrix and in-text question types.

e Summary report with comments. Lists all the questions in the survey and displays all the free text responses to
these questions, if applicable.

New report

The screen for "new report":

Lreate new report

L‘g e report ‘i'

Report name:

Digesc Aiption

When creating a new report the user needs to type the report name.
Description is used in the admin module only and is useful to remember what is included in the report.
Copy report
The screen for "copy report™:
Copy report
@l Summary report @

Mews report mames: Copy of Summany repait

This functionality provides away to copy areport for a survey. Click on the "copy"-link in the report list, to display
the screen as seen above. Type in the name of the copy, and click the button. Y ou will now be returned to the report
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list. The copy is now listed here.

Rename report
Rename report screen is accessible from the Action column in the report list table. Report name is used in the

administration screens only. It should be descriptive, to make it easier to find your report later among a list of other
reports.

Report summary
gl Summary report 2]

Report summary

Report name: Summary report

Description: Lists all the questions in the survey and displays a summary with chart for each question. Text input is not
included.

Created date: 2713509 12:11 PM

Created by: eivind

Report template: Default template

Report files

EHtml report Add to portal
-_,"_-Ddr' report Add to portal
# Raw data report Add to portal
@SPSS data file Add to portal

When viewing the report summary page you will see alist of report files. Opinio supports four kinds of report files:

e Html report
e Pdf report
* Rawdatareport

e SPSSdatafile

Html/Pdf report.

The Html and Pdf report files have basically the same report layout, but are generated with two different formats.
The Html report file is useful when presenting the data analysis on the web, but when it comes to printing and saving
the report locally on disk, the Pdf report file is a better solution. PDF is now supported by most browsers, so the use
of PDF on the WEB also works very well. Both report files (based on the report elements) include various types of
charts, frequency tables with calculated data, different statistical details, and text lists.

Raw datareport.

While the Html/Pdf report files include charts and calculated data, the raw data report file includes the unprocessed
datafor all respondentsin the report.

This report is still using the elements and filters created for the report, which is used to determine which questions
and respondents that should be included in the export file. When several report elements are including the same
question, the raw data report file (as opposed to the Html/Pdf report files) will include the question only once.
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The output format of the raw data report file is based on the ‘Raw data settings' set for the report. See the section
called " Data export settings’.

SPSSdatafile.

The SPSS data file (with file extension .sav) is generated according to SPSS 17.0 standard, and can be opened by an
SPSS Statistics Data Editor.

All restrictions to SPSS system data file applies, for example, strings longer than 32,767 bytes will be truncated;
Variable labels cannot exceed 120 characters, etc. Please refer to SPSS documentation for details.

If non-ASCII characters are used, in order to generate a data file that all characters can be displayed correctly in the
SPSS Data Editor, the following need to be checked and set before downloading the SPSS data file:
« If unicode is used, make sure the database and database connection are configured to support UTF-8;

*  Open the SPSS Syntax Editor, set the following system environment:

¢ Usethefollowing command to turn on unicode support:

set UNI CODE yes

e Set correct locale, for example:

set LOCALE=' nb_NO. wi ndows- 1252’
for Norwegian users using Windows operating system; Or

set LOCALE='zh_CN. GBK'
for Chinese users using GBK (Simplified Chinese) character encoding.

NOT ALL character-sets are supported by the operating system and SPSS. This can be checked by running
the above 'set LOCALE' command and see whether a warning message appears. The character encoding must
be supported by SPSSin order to display the datafile correctly.

« On the 'Data Export Settings' page, choose the same encoding (character-set) that is just set in the SPSS Syntax
Editor, and save the settings. For example,

choose '1SO-8859-1(Latin-1)" if 'nb_ NO.windows-1252" was set in SPSS, since windows-1252 is the Windows-
version of Latin-1 character set; Or choose 'GBK (Simplified Chinese)' if 'zh_CN.GBK' was set in the SPSS
Syntax Editor.

Add to portal.

All report files can be added to areport portal by using the * Add to portal’ link in the Action column. When clicking
on this link a small popup menu will appear, with all available report portals listed. Simply select the report portal
that you want the report file to be added to. Learn more about how to publish your reports by using report portalsin
the section called “ Report portals”

Report structure

Reports are composed of one or more report elements. Each element may contain report data for one or more
guestions. This alows for a very flexible way to construct your report. The default summary report, for example,
contains a report with one element, and includes a summary report for each question in the survey. But you can, if
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you wish, create a report for only one question, or a report with several different views/summaries for one single
question. This is done by creating several elements, and selecting the same question for each element. Then you can
vary with different chart-type for each element, for example.

The layout of the report:

Report
ﬂ Report header _]
Report title
Report description ..
Report slemant 1
" Element title
Elemant description
| Report question N 1
[ Report question N |
Raport alemant 2
Elament tithe
Element description _.
| Report question N ]
e s Report slemant N
Element title
Element description ..
[[Report question N ]
[[Report question N ]
[ Report question N J
| Report question N ]
S =y
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Elements

To add an element, click "add element” from the report structure page.
Create new element

B Mew slement o

Element name: Duestion 1-7]
Heading:

Description:
Select questions

1) In which country are you located?

2] Which indugtry are you part af?

2) How long have you been a MyCompany Inc ou.
4) How satisfled are you with MyCompany Inc. ...
5) To what exbent did our product mieet your &,,,
€] How satisfied are you with the guality of ..

7) How satisfied are you with the MyCompany ..
2] For which MyCompany Inc produc does this. ..
2) What was the main reasen for choosing MyCo...
10) Plesse name the main festures you like aba...

11) Pleasae suggest new features you would like...

1171711999393l

12) What type of spplications aré yoau uzing Es..

Coanlirme

Enter a name, heading and description for the report element and the survey questions you want to include. Select
continue to go to the next page.

On the next page you select the report types you want to apply to the questions you selected in this element. These
are

e Summary report. Produces summary statistics for each question in the element. Example, with a chart:
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Question 26
How many sited do you moeniter?

105
i
B+
70
al-
-
40-
30
20
10
ol
b .

¥

o
=

Freguency table

Adjusted

Abmaiute Relative relative

Chaolces F e el Trequarndy Trequency
i S 25.71% i5.71%
2:4 LT 19.14% 159.14%
a4 pL=h 18.856% 2. 850%
25+ 92 2.3%9% 26.23%
Mok snawaned: -] b 00 -
= Ado 10, Ol 10 Qo

» Detailed statistics. Produces detailed/in depth statistics for each question in the element. There is a difference in
the frequency table when selecting this option. As you can see in the picture below the frequency table now
includes columns for cumulative values. In addition, a set of statistical variablesisincluded below the table.

Example, without chart:
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4a
Frequency table
Cum, Cum,  Radljusted Cum,

Abislute abislute Relative Felative relative  ad)uiled
Chalces Freguency Treguency Treguency Treguency Troqusncy relative
1 40 o XTI IBTIN  HNTI% 5. T1%
a=4 N 157 19, 14% 44.526% 19.14% 44.86%
5-34 13l 58 MEEAN  TRTIN XR.BEMN T3.71%
2%+ L 150 M 29%  100.D0Ms P 1040 D0
Mot siawaisd! o %0 fuOdr 100.00% - s
Swum: A% 10000 100 00N
Aworage: 4.58 Minkmum: 1 Varinngae: 119
badian: .00 Manisuen: 4 frd, deviatiorn: 1.14

» Cross tabulation. This is a comparison of two questions, including cross-calculation of frequencies of data for
each. This applies only to questions that allows selection between items, not including the matrix question type.
Take these multiple choice questions, for example: 1) Do you play an instrument? (with answer aternatives yes/
no) 2) Your gender? (with answer alternatives male/female). Then, the report may look like this:
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Question 1
Do you play a musical instrument?

Question 2
What is your gender?

O Yes
8 No

O Yes
O Mo
Mals

“Sequence of numbers in a cell:

Absolute Frequency

Relative frequency
Edjusted relative frequency

e Free text comments. If you have included "free text comment" boxes in your survey, this option will list the
comments for the questions selected in the report element. Each of the answers will be listed along with the
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respondent id. That way you may also access individual results.

Text in multiple ‘other' fields. If you have included a text field for "other” in multiple choice, this option will list
al the comments entered by the respondents for thisfield.

In-text field texts. Check this option to show comment listing for in-text fields of type text.
Text in matrix cells. Select option typeif you want to list all the comments in the matrix cells of type text.
Chart types.

e Piechart. Display summaries for each question (or in-text field, or matrix cell), if it applies, as a piechart. It
may look like this:

Question 26
How many $ibes 4o you monder?

a1

oz-4
035-24
O 25+

e Horizontal barchart. Display summaries for each question (or in-text field, or matrix cell), if it applies, as a
horizontal barchart. It may look like this:
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Question 26
How many sites do you monitor?

1 20 30 4 S0 &0 70 80 @0 10
Vertical barchart. Display summaries for each question (or in-text field, or matrix cell), if it applies, as a

vertical barchart. It may look likethis:

Question 26
How many sites do you monitor?

-

g 85882388

—
e 5
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* Vertical barchart with bars behind. Display summaries for each question (or in-text field, or matrix cell), if it
applies, asavertica barchart with bars behind. It may look like this:

3- B Dont like 1
m2

24 o3
o4

";/ I O Like itl 5

o L

Red Green Elue ‘f'ellﬂw

+ Other.
e Sart each questions from new page. When selecting this option all questions in this report element will start
from anew page.

Show non-selected items. When selecting this option al items in a dropdown or a multiple option list will be
included for the element, even though some of the items haven't been selected by the respondents.

¢ Numeric precision. The numeric precision of all numbersin the report element.

Chart attributes

The chart attributes within an element can be customized in great detail. Changes made to the report element, only
affects the current report element. The screen for editing the element's chart attributes (click on "Chart attributes’
from the report element list):
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Chart attributes

mi Main element =1
Total width of the chart grid: 200 Gt factory setlings
Total height of the chart grid: 200
Macimum labeel length: 15
Lize percent sample values instesd r
of counts in barchart:

Chart atiribude Value Example

Add /' update sltibube b = Add f update
Barchart
Chart style
D mode on trus u
30 depth in pixels 10 r
Bar type for cross-tabulation skacked I
Relative width of each bar 0.5 I
Cobyrs
Background colar around the chart grid wihifte r
Labeds and fomts
Bar labelz on Erue r
Bar labels font Crialog, plain, 11 r
Paint only labels there are room for krus r
Piachart
Chart style
A0 mede on Erus r
30 anga from 10 to 90 3 I
Relative 3D depth from 0.0 to 1.0 0.4 r
Colars
Background color around the chart grid wihite r
Labets snd fonts
Legend on trus |
Legerd labets font Dialog, plane, 11 B
Parcent labels on fatse I

Dialete

[ Sawe & My derault zetting

g5

5 ave changes Carcel

The reports can be made simpler or more detailed depending on which option you turn on or off:

» Total width of the chart grid: The width, in pixels, of the produced chart image.
» Total height of the chart grid: The height, in pixels, of the produced chart image.
e Maximum label length: The number of charactersin chart labels. The length of the chart labels should normally

be limited, because if they are too long, the labels will consume all the space allocated for the chart image (see
width/height above).
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» Use percent sample values instead of counts in barchart: Select this to show the ratios (percents) instead of the
actual counts for each value in a barchart.

The chart attributes for a report element is very flexible, but may seem complicated to inexperienced users. It is not
required to make any changes here, unless you have specific requirements for your charting.

To edit or add a chart attribute, select the attribute you want to edit/change in the attribute drop-down list. An
example value for this attribute is displayed to the right. Enter your desired value, and click the "add/update” button.
If the attribute does not aready exist, it will be added to this report element, otherwise it will be changed to the new
value.

Available bar chart attributes:

Grid outline
Chart title
Range labels : Bar value label
with refix
\’l?- " T $p

= Legend label 1
B Legend lakbel 2

range axiz label

Value grid lines

Bar lakel 1 Bar lakel 2
sample axis label

e Chart style

* 3D mode on: Values: true or false.
e 3D depth in pixels: The depth of the bar "shadow", in pixels. Example values are 5, 10, 20.
« Valuegrid lines on: Shows value guide-lines on the chart, to make it easier to read the value of the bars.

« Value grid lines color: Set the color of the grid lines. Vaues can be either colors like red, blue, or RGB-
values like #FF0000, #3399FE, #3300FF. See color codes for details.

e Bar type for cross-tabulation: The bar chart for cross-tabulation reports can be shown as stacked, or side-
by-side. Valid values: stacked, side
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e Quitline around the bars off: true, false
« Relative width of each bar: Sets the relative width of each bar. If the width is set to 1.0, there will be no space

between the bars. If the width is set to 0.5, the space between each bar will be the same as the width of the
bar.

Colors:

e Background color around the chart grid: See color codes for details on how to specify colors.

e Background: This is the background color of the chart itself. See color codes for details on how to specify
colors.

e Grid outline color: The color of the chart grid outline, including the fonts. See color codes for details on how
to specify colors.

« Display barswith different colors: Set value to either true or false

e Colorsof thebars: Set al barsto the same color. See color codes for details on how to specify colors.

Labels and fonts:

< Title of the chart: The title shown at the top of the chart. Make sure there is room to display long titles.

e Chart title font: Sets the title font. Make sure the font specified is available on the server Opinio is installed
on. Example values: “Arid, plain, 12", “Verdana, bold, 10"

e Default font for chart labels: Example values. “Aridl, plain, 12", “Verdana, bold, 10"

« Bar labels on: Turns on the bar labels. The bar l1abels will be displayed below each bar in the chart. Values:
true or false

« Bar labels clockwise angle: Angle of the bar 1abels. Sample value: 270

e Bar labelsfont;: Example values. “Aridl, plain, 12", “Verdana, bold, 10"

e Legend on: Turns the legend on/off. Values: true or false

e Legend position: If the legend is turned on, these are possible values: l€ft, right, top or bottom
e Legend labels font: Example values: “Arial, plain, 12", “Verdana, bold, 10”

« Bar value labels on: The labels on bars (usually counts or percents). Values: true or false

« Valuelabels clockwise angle: The angle for labels on the bars. Sample value: 270

* Valuelabels prefix;: Sample value: $

e Valuelabels postfix: Sample value: USD

« Range labels off: Range labels are the labels along the axis, displaying the value range. Values: true or false
« Upper value of the range axis: Specify the upper numeric value for the range axis.

« Range axislabel: Specify the label for the range axis.
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* Range axislabel clockwise angle: Sample value: 270

« Range axislabel font: Example values. “Arial, plain, 12", “Verdana, bold, 10"
*  Sample axislabel: Specify the label of the sample axis.

e Sample axis font: Example values. “Arid, plain, 12", “Verdana, bold, 10"

e Sample axis clockwise angle: Sample value: 270

e Paint only labels there are room for: By default al the bar 1abels are painted even if there is not enough space
for them all (they will overlap). If this parameter is set to true, only labels there are room for will be painted.

Available pie chart attributes:

Chart title Chart title Chart title

ko B Yes E Mo B Yes

Value labels Percent labels Sample labels
with prefix §

Legend

e Chart style

¢ 3D mode on: Values: true or false.

3D angle from 10 to 90: Angle of the pie, if 3D mode is on. Example values are 20, 35.
e dice separator on: Displays aline between the dlicesin apie.

e Siceseparator color: See color codes for details on how to specify colors.

e Colors

e Background color around the chart grid: See color codes for details on how to specify colors.

e Labelsand fonts
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« Title of the chart: The title shown at the top of the chart. Make sure there is room to display long titles.

e Chart title font: Sets the title font. Make sure the font specified is available on the server Opinio is installed
on. Example values. “Arid, plain, 12", “Verdana, bold, 10"

e Default font for chart labels: Example values: “Arial, plain, 12", “Verdana, bold, 10"

e Legend on: Turns the legend on/off. Values: true or false

« Legend position: If the legend is turned on, these are possible values: left, right, top or bottom

e Legend labels font: Example values: “Arial, plain, 12", “Verdana, bold, 10”

e Percent labels on: Shows the percent of total for each dlice. Values: true or false

* Sample labels on: Specify if the sample labels should be displayed. Values: true or false

« Valuelabelson: Specify if the value labels should be displayed. Values: true or false

» Valuelabels prefix: Sample vaue: $

e Value labels postfix: Sample value: USD

e Font for sample/ value/ percent labels. Example values: “ Arial, plain, 12", “Verdana, bold, 10"

e Color for sample/ value/ percent labels: See color codes for details on how to specify colors.

Invalid elements

Report elements might have an invalid state if the question order has been changed or questions have been deleted in
the survey after the report element was created. If any report elements are invalid the report can not be generated. A
"needs verification" message is displayed for all invalid report elementsin thelist.

Report Structure

survey has changed and report structure B nd onger consistent with the suriey structure, Please warify réport structure by re-saving the
report elements fiiters
ﬂ Customer satisfaction report T
&l Question 1-2 v  Chart atbributes | Delete
ol Quaestion 3 [(Meeds verification) & Chart attributes | Daleta

To fix the invalid elements the user needs to verify and re-save the included questions.

Text and labels

The reports are generated with a set of standard texts and labels. Most of the texts in a report are taken from the
language files, which are part of the internal system files. A report is created with the same language as the survey
language. If language isn't supported by Opinio, the report is created with the default system language. When a
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report is created, the user can change the texts by clicking on one of the links in the Menu box on the "Text and
labels' page for the report. Question related texts are taken from the questions included in the survey.

General report texts

The "General report texts' page contains general texts that are displayed in the report. All customizable texts are
optional.

« Heading: The 'heading' is the report title displayed at the top of the report. A report should have a title that
identifies the focus of the research. Thistext is optional.

» Header: The 'header' may contain html and is only applicable for the html report. Select a header from the bank,
or typeit in manualy. If a name for the header is set, the header will be added to the reusable resources This text
is optional.

» Footer: The footer' may contain html and is only applicable for the html report. Select a footer from the bank, or
type it in manually. If a name for the footer is set the footer will be added to the reusable resources. This text is
optional.

» Executive summary: The 'executive summary' may be used to give a short summary of the survey findings, and is
included at the beginning of the report. Thistext is optional.

e Introduction: The 'introduction’ can be used to provide the audience with some background of the study. The
‘introduction’ is placed at the beginning of the report, right after the 'executive summary'. The sub-title for this
section in the report can be changed on the 'General report labels page. Thistext is optional.

» Review of preliminary research: The 'review of preliminary research’' can be used to give a short summary of the
initial processes undertaken by the researcher in identifying the research focus and helping to develop the actual
survey. The 'review of preliminary research' is placed at the beginning of the report, right after the 'introduction'.
The sub-title for this section in the report can be changed on the 'General report labels page. Thistext is optional.

« Method of research: The 'method of research’ may be used to include an explanation of the methodology that was
employed to obtain and analyze the data. The 'method of research'’ is placed at the beginning of the report, right
after the 'review of preliminary research’. The sub-title for this section in the report can be changed on the
'‘General report labels page. Thistext isoptional.

e Survey research findings: The 'survey research findings may be used to give a written explanation of the tabular
and graphic results. The 'survey research findings' is placed at the end of the report, just before the ‘conclusion'.
The sub-title for this section in the report can be changed on the 'General report labels page. Thistext is optional.

* Conclusion: The '‘conclusion' may be used in the report to conclude with a strong section that draws implications
from the findings, indicates relationships and trends among the various tables and graphs. The ‘conclusion’ is

placed at the very end of the report. The sub-title for this section in the report can be changed on the 'Genera
report labels page. Thistext is optional.

General report labels

These texts/labels are part of the system texts. The report is created with same language as the survey language. If
the survey language isn't supported by Opinio, the report is created with the default language set for the system.

The "General report labels' page contains general sub-titles and labels that are displayed in the report.
Sub-titles

« Table of contentstitle (applicable for Pdf reports only)

164



http://www.objectplanet.com/Opinio/

e Drilldowninfo title

* Reportinfotitle

* Report summary title

« Executive summary title

* Introduction title

* Review of preliminary research title
* Method of research title

e Survey research findings title
* Conclusiontitle

¢ Quedtion title

* In-text element title

e Numeric cell title

» Dropdown cell title

¢ Checkbox cell title

Labels
* Row label
e Column label

* No datato report label

* Report date |abel

o Sart date label

e Sop datelabel

* Sored responses label

e Number of completed responses label
*  Number of invitees |abel

e Inviteesthat responded label

* Responserate label

e Textinput label

Response value labels

The 'response value labels are labels used in the report for each question. Some labels in the report, like the ‘items
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column in the frequency table and the title for each frequency table/statistics pair, are based on the question type. For
numeric questions you can aso specify the numeric intervals. See the figure below.

Response value customized labels

ﬂ Summary report o

1) In which country ara you located?

2) Whidch industry are you part of?

3] How long havae you bean a MyCompany Inc cu...
4] How satisfied are you with MyCempany Ine ...

3) To what extent did our produdt meet your &..

6] How satisfiad are you with the quality of ...

71 How satisfied are you with the MyCompany I...
&) For which MyCompany Inc product doas this...
97 what was the rmain reszon for chooging MycCa.,,
10]) Please name the main features you like abo...
11) Pleare suggest naw festures you would lika...
12) What type of applications are you uszing Ea...
12] Far which internal departmant(s) do you de,..
14) We deploy our spplications as:

153) How many applications have you developed u...
16) How rnany servers have you daployed EasyCha...
17]) How many developers are developing using E...
18) Wa vould usa EagyCharts .MET daploymant if...
193] What type of surveys have you conducked?

20) How many surveys hava you conducted?

21) How rnany authors are using the produc?

22) How many total respondents have you had?
221 I mainly uze Hatwork Probe for tha followd, ..

247 We hsve deployed thiz product an the falls...
23] How rmany sites do you monitar?

26) How many subnets do you monitor?

27]) How many PCs do you monitor?

28) What othar network managameant produdtssal...
29) Foar how long did you evaluste the product?

20) How long do you faeal it took for your MyCo...
1) Would you recommend your MyCormpany Tne pr...

32) I would like to receive information from M.,

Finigh

Click on aquestion in the list and you will be able to customize the 'response value labels.

Rating question:
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Response value customized labels

ﬂ Summary report

Cuestion number: &
Question is of typs: Rating
Rating labels

Defauit: Lenvels
Cugtom:

<4 Previous Sane Canicel M >

Multiple question:
Response value customized labels

& summary report

Question number: )
Question iz of type: shuttiple chobce
Multiple choice labels
Drafautt: Cholces
Cuztom:
<4 Prevous Save | LCancel Mext 3>

Numeric question:

Response value customized labels
& summary report

QUEEiOn nUmber: 3
Queskion i of type: Mumeric

Humeric labals
Dottt Irtervals

Custom:

Custam inteneals # - 3 A

<4 Previous Sawe | Cancal

Dropdown question:
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Response value customized labels

&l summary repart

Question number:

Question is of type:

Dropdown labels
Default:

Cuztom:

Matrix question;

Save | Cancel et 3>

Response value customized labels

E Summary report

Question rmber:
CQuestion i of type:

datrix group labels

Defautt:
Custom:

Question with in-text fields:

7
Makrix

Main cel group

£ Presous Save Cancel Mesl »»

Response value customized labels

ﬁ Summary report

Question rumber;
Question i of type:

In-text element labels
Element name:

Element type:

Dafautt babed:

Custom label:

Element name:
Element type:
Defauit babed:
Custom label:

e
Mo type

naamss
Text
Teuct input

emai
Text
Texk nput

<< Previcus Save | Cancel
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Statistics labels

The 'statistical labels' are labels used in the frequency tables and statistics sections in the report. These labels can be
customized:

» Frequency table label

e Checkbox checked label

»  Checkbox not checked label

*  Weight label

* Codelabel

» Absolute frequency label

e Cum. absolute frequency label

* Relative frequency label

e Cum. relative frequency label

* Adjusted relative frequency label
e Cum. adjusted relative frequency label
* Not answered label

* Total answered label

e Sumlabel

* Interval more than label

* Interval between label

* Interval less than label

e Interval: incl

* Interval: excl

» Average label

* Median label

e Minimum label

*  Maximum label

e Variance label

* Sandard deviation label

Data variables

This feature alows to create and edit data variables names for survey reports. Data variables are user-defined
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variables names that are displayed in the headings of raw data and SPSS reports instead of headers that otherwise
would be generated automatically. It is especially useful for users who use data collected by Opinio in analytical
software such as SPSS. Analysts do not longer need to edit variable names in their software, but can do it directly in
Opinio. Thisis less error-prone and is also less time-consuming. Data variables can be edited both before and after
data has been collected.

This screen provides a nice overview over all data variables namesin the survey. Thisis more convenient than to edit
data variablesin the question edit screens, which is an alternative way to add and edit data variable names.

The screen lists all data variables in the survey. Use "Save and return" button if you want to save the entered
variables names and return back and continue editing. Use "Save and exit" if you want to save the changes and leave
the screen. Data variables should be unique per survey. When afield isleft blank, a pre-defiened data variable name
will be used in areport. Some older analytical software do not support data variables longer then 8 characters long.
Such variables a highlighted with orange color in Opinio.

@ Data variables demo survey 2]

Question 1

Question text

intext name 1: INTEXT

intext name 2: INTEXT2

intext name 3: INTEXTVAR3

Rating

Data variable: RATINGVAR

Free text comment

Data variable: FTVAR1
Save and retun || Save and exit || Cancel

Question 2

Question text

Multiple choice options

AAA: MULTVAR

EBE: MULTVAR2

CCC: MULTVAR3
Save and retun || Save and exit || Cancel

Look and feel

The report look and feel is fully based on the template selected for the report. For the current version there is only
one template available. More templates will be added later.
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Report filters

Filters provide a way to build powerful reports. It isaway to "zoom" in on a subset of the respondent data and get a
report based on this data set. For example, in question 2, you have a question that asks about gender (male/female).
Y ou want a summary report (all questions) on all females (you want to exclude all males from the report). Then you
simply create afilter that filters out all males from this particular report.

Many filters can be created per report. If there are more than one, it is the sum of al filters that determines the data-
set to report on. Thus filters should be created with care. For example, if you create 2 filters, one that filters out all
females, then another filter that filters out all males, then the resulting data-set to report on will be 0O (zero)
respondents.

If your survey has many respondents, several hundred or thousands, then it may take along time to create filter. The
reason is that Opinio stores information about each respondent whether he isincluded in the filter or not. If you know
that the survey will have many respondents, it may be agood idea to create the filter before the survey is started.

To add afilter click on "Filters" in the Menu box when you areinside areport. Then click on "Add filter".
Create new filter

b Mew filter )

Filter nama: arge

Rewse values from filter: Mo filter solacte

A Ak

Respondents matching this filter will be: ncluded

Filter on: last number of days
date range
FELOAnLE Language

B question responses

Continue Cancel

« A filter name must be specified. Select to create the filter from an existing filter and select if the respondents
meeting the condition should be included in the report or excluded (filtered out)

» Select one or more types of filter (last number of days, date, response language and/or based on question
responses) and click '‘continue’.
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Create new filter

e s tilter @
Filter on question responses
I wivich country are you located?
[ Afghaniztan .n
Albar ']
Algeria
Amenican S amou
Ardama MU potel + click bo select more than oné or unselect)
2} ‘Which industry are you part of?
I— ': ..' -Iil":l [ A.
Fnancaal Services
Govemmant
Handwate Wendor
M anul actuning | (Ctrl « click to select more than one or unselect)

3) Fease indicate the number of employess in YOUF Compani:

[ -
I~ &
I 11-25
[~ 26-100
[ 101-250
I z54-500
[ =04-1000
[ 1001-50
'F B3] =1~}
4]  How long have you besn & MyCompany Inc. customer?
[T o months ™ &- 12 months [ 1-2ymars I 2-Eyears [T &+ years

e If using 'last number of days filter type, enter the number of last days to filter on. Respondents who started the
survey within this number of last days will match the condition.

« If using 'date range' filter type, select start and stop dates for the filter. This is optional, but if included, all
respondents responding in this date range will be included or excluded from the report (depending on what was
selected above).

« If using 'response language' filter type, select the languages to filter on. Respondents who completes the survey in
this language will match the condition.

» If using 'question responses filter type, define conditions on the questions by selecting the response values on 1
or more questions. Respondents who answered the same values in the survey will match the condition.

Invalid filters

Report filters can be turned into an invalid state if the question order has been changed or questions have been edited

or deleted in the survey after the report filter was created. If any report filters are invalid the report can not be
generated. A "needs verification" message is displayed for al invalid report filtersin thelist.
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Report filters
1]

Survey has changed and report structure £ no longer consistent with the survey structure, Fiease verifly report Strucbure b ré-saving the

report elements fMiters.
:l-- Cugtomer satisfaction report h;.

_ @ Opinio only (Needs verification) Dalate

To fix the invalid filters the user needs to verify (view) and re-save the filter conditions.

Report settings

The report settings screen:

Report settings
,Eﬁ Summary repork 7]

Response Data

Imciuge incomplate responses: ~3
Security
Repork resuts visibiit " Public

{(* Privabe

Behavior
ERabls drifldouns: r
Cache report resulks: r

Racaiculation perod in minubes:

Other
Crezcription Lists all the guastions in the survey and displays summary information for
esch question. Text input if nok included,
S Cancel
Response data

* Include incomplete responses: Select this option if you want to include incomplete responses in your report.
Checked by default.

Security

* Report results visibility: There are two options, public or private. If public is selected everybody will have access
to view the report (including respondents), if they know the url to the report. If private is selected only users with
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access to the report are allowed to view the report. NOTE: A private report can be added to a public report portal.
That way the report will be public through the report portal. In other words, if the report is included on a portal,
the security settings of the portal will take precedence.

Behavior

» Enable drilldowns: Enabling drilldowns allows you to click on items in the report to open up new reports based
on the item you clicked on. The new report that you get will be exactly the same as the original report, except for
the filtered data. Y ou can drill down as many levels as you like. Many consecutive clicks will likely result in a
report with very little data. Clicking on drilldown reports works the same way as adding report filters, except that
these filters are temporary.

» Cache report results: For surveys with many responses, and with a report page at the end of the survey (if you
have set up the survey to forward to the report after respondent has completed), recalculating every time would
put an enormous load on the server. To avoid this you can choose to "cache report results’. This means that
instead of recalculating statistics continuously, you set a "recalculating period". For example once an hour. This
way the report will be fairly updated at all times without bringing your server down. Even so, we recommend to
turn off reporting for respondents, if the number of respondents get very high. NOTE: Free-text comments are
never cached. This meansthat if the report is available to the respondents, you could face serious server problems
at high loads.

Other

» Description: Description is used in the admin module only and is useful to remember what is included in the
report.

Data export settings

Each report may be exported to a file containing the raw response data or SPSS data. The raw data export or SPSS
data file will contain response data for al questions included in the report elements. If severa report elements exist
and they are including the same question, the response data for the question is included only once in the data export.
All existing filters will be applied to the raw data export or SPSS datafile, just asfor the html/pdf reports.

For raw data export, al the settings are available and can be adjusted; For SPSS data export, only the following items
are adjustable:

* General Info: al items are adjustable.
e Column Headings: all items except the last one ("Value heading max length") are adjustable.
» Delimiters: no meaning for SPSS data export and not adjustable.

« Texts: only theitem "Include texts' is adjustable, other items have no meaning for SPSS and thus not adjustable.
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Data export settings
j Summary report Q.
system defaults

General info Get 5

L
I:I:EETii .:"-:-:T-c

UTF-E (Unico | s

Column headings
Raspondant id:
Start date

Completed date:

-
eeld
B nviteeEmail
Fizmed: & Example: 0. What da you think?
Uz question text: E
Use guestion text on first oolumn onky: I:
n-banet nTaat Bample: Q1 InTextD0H, What do vou think?
Multiple choice, multiple selections: we walue W EBxample: O1Yes. What do you think?
dnitiphe chaic -
At pie: oithe:
Aatrix row R Bample: QiMainCaiGroupRowt. What do you think
WALrx ool Caol Eample: O G roupRow1Coll . What do you think?
S LA Fres T e Example: O Text. What do you think?
Value heading max kensth 25
Delimiters

Data delimiter:

Respondent delimmiter:

Texts

Inchude texts: o

Save | Cancel

General info.

¢ Include attributes:

Includes respondent attributes, if any. Respondent attributes may be any data stored for each respondent in the
OPS_RespondentAttribute database table. Respondent attributes are only available if the survey attribute "Save
URL parameters’ has been turned on. In that case any "opdata someparametername’ parameters are
automatically saved (see Save URL parameters []), or if any respondent attribute have been set by a plugin or

imported via invitees. The default is not to include respondent attributes. If included, the respondent attributes
will appear in the exported data right after the respondent language column, with one column for each respondent

attribute.
* [Includeinvitee data:

When checked, the information about the invitee (id, email address and name) will be included for the
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respondents that have been answered through an invitation. NOTE: The invitee data will only be included if no
type of anonymity is enabled for the survey.

Select encoding: Choose your respective language encoding (see language encoding).

Column headings.

Respondent id: The heading used for the respondent id column.

Sart date: The heading used for the start date column.

Completed date: The heading used for the completed date column.

Language code: The heading used for the respondent language code column.

Invitee id: The heading used for the invitee id column.

Invitee email: The heading used for the invitee email column.

Invitee name: The heading used for the invitee name column.

Fixed:

For questions with only one possible answer, this question heading combined with the question number, is used
as the column heading. This is applicable for questions of type rating, numeric, single selection dropdown and
single selection multiple choice. For other question types, and for all in-text fields in a question, this question
heading is combined with the corresponding column heading on the 'data export settings' page.

Use question text

Adds question text to all question headings.

Use question text on first column only

If this parameter is enabled, the question text is shown only in the first column for those columns related to the
same question.

In-text:

For each in-text field in a question there will be a column with the question column heading combined with this
in-text heading and the in-text name.

Multiple choice, multiple selections:

For a multiple choice question with multiple selections turned on, this attribute decide whether it is the value or
the index of the choice that should be used for the heading.

Multiple choice:

For a multiple choice question with multiple selections turned off, this column heading is combined with the
question heading and the choice index. The user may select to use the value of the choice as the heading (see the
section 'Multiple choice, multiple selections). If that's the case, changing this column heading has no effect on
the data export.

Multiple other:

For a multiple choice question with other-field as the last choice, this column heading is combined with the
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multiple choice heading, or the multiple option value.

Matrix row:

For a matrix question, this column heading is combined with the question heading. Depending on the type of
matrix group this heading may also be combined with the matrix group name and/or the heading for a matrix
column.

Matrix col:

For a matrix question, this column heading is combined with the question heading. Depending on the type of
matrix group this heading can also be combined with the matrix group name and/or the heading for a matrix row.

Freetext:

For a question with free text input (an open ended question) this column heading is combined with the question
heading.

Value heading max length:
For a multiple choice question with multiple selections turned on, and value of the multiple choice is selected to

be used for the heading, this attribute is used to set the max length of the value heading (if the original text value
of amultiple choice istoo long to be used for the column heading).

Delimiters.

» Datadelimiter: The delimiter used to separate the different data columns.
* Respondent delimiter: The delimiter (can be set to new line) used to separate the respondents.
Delimiters.

Texts.

* Enclosetextin:
If texts are included, this character(s) is used to enclose all texts.
» If enclosing character(s) found in text:
If the character(s) used for enclosing textsis found in the text itself, use this character(s) instead.

Texts.

Example 7.1. Raw data export output
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REespondentId, StartDate, CompletedDate, LanguageCode , Questionl, Questionz,Question3, Questiond, Questions ,Questions, Question?, Quest)

27357, 2006.11. 27

27358,2006.1L, 27

27360, 2006.11. 27

£rlel, 2006.11.27 -

27362, 2006.11. 27
2F363,2008.11. 27
27364, 2006.11. 27
27365, 2006.11.27

27366, 2006.11. 27 -

27367, 2006.11. 27
27368, 2006.11.27

27369,2006.11.27-

27370, 2006.11. 27

27371,2006.11. 27 -

27372, 2006.11.27
27373, 2006.11.27
27374, 2006.11. 27
27375, 2006.11. 27

2F376,2006.11.27-

27377, 2006.11.27

2F378,2006.11. 27 -

27379, 2006.11.27
27380, 2006.11. 27

2r381,2006.11.27-

27382, 2006.11. 27
27383,2006.11. 27
27384, 2006.11.27
27385, 2006.11. 27

27386,2006.1L, 27 -

27387, 2006.11.27

27388,2006.11. 27 -

27389, 2006.11. 27

15 :6, 2006, 11, 27
15 :7, 2006.11. 27
15 :8, 2006,11. 27
15:8,2006.11.27
15 :8, 2006, 11, 27
15 :8, 2006.11. 27
15 :8, 2006, 11. 27
15 :8, 2006,11. 27
15:8;2006.11.27
15:8, 2006.11.27
15 :8, 2006, 11. 27
15 :8, 2006, 11. 27
15 :8, 2006,11. 27
15:E8,2006.11.27
15 :8, 2006.11. 27
15 :8, 2006.11. 27
15 :8, 2006, 11. 27
15 :8, 2006, 11. 27
15:8,2006.11. 27
15 :8, 2006, 11. 27
LS:E,ZDCIS.L'[.Z?
15:8, 2006.11.27
15 :8, 2006.11. 27
15:8,2006.11. 27
15:8, 2006.11.27
15:8,2006.11.27
15 :8, 2006, 11. 27
15 :8, 2006, 11, 27
15 :8, 2006, 11.27
15 :8, 2006, 11. 27
15:8,2006.11.27
15 :8, 2006, 11. 27

15:7, en,Demnmark, Financial - Services,&---12 ronths, 26-100,4,4,2," ovbevb”, 2,3, 3,1, 0pinio, 1,0,0,1
15:8,en, Italy,Hardware -Vendor,1---2-years, 26-100,3,5,4,,1,3,3,4,001010,0,0,0,0,1,0,0,1,0,,,,0
15:8,en,Lithuania,Retail,é = 12 ronths,6=10,4,1,4,"this 15 a random other text",2,2,2,2,0p1mi
15:3,en, Panama,Retail 6 - 12 -months,6-10,.4,1,4,"this 15 a-random-other te<t™,2,2,2,2,0pinio,0
15 :8,en,031 bouti ,Manufacturing, 6+ years,101-250,0,4,0, "ancther random text",5,5,%,5,0pinio, 1,
15:8,en, Tanzania,Retail,1 - 2.years,1001-5000,1,1,1, 123488, 2, 2, 2, 2,0pini0,0,1,1,1,1,1,1,1,1
15 :8, en, Vanuatu,0ther,1-- 2 -years,1001-5000,6,5,6,"123456" 6, 6,6,6,0pin10,0,0,1,1,1,1,0,1,1,"
15:8,en,Angol a,Government, 1 - -2 -years,11-25,4,2,4,"1234%5",3,3,3,2,0pini0,0,0,1

15 :3, en, Panama, Manufacturing, <é-months,1-5,1,4,1, "hey",5,5,5,5,0pinio,0,1,0,0,0
15 :8, en, Norway , Education, 2-- -5 years,5001-10000,6,0,6, " {6{ [1}+ha=' " " "*-/+\", 1,1
nio
1]
]

v

15 :3, en, Bermuda, Software -Vendor,1--- 2 years,11-25,0,2,0,"123456",3,3,3,3,0pim
15:8,en, Panama, Transportation,1---2 years,11-25,5,4,5,"123456",5,5,5,5,0pini
15:8,en,Maldives,Other, 6+ years, 10001 or more, 2,5,2,"ancther  random text",6,6,6,
15:3, en,Kyrgyzetan,Medical ,2---5 years, 26-100,3,5,3, " i6{ [ 1+4me " ' 7/, 6,6, 6,6, Netwark -Pro
15:8,en, Antigua- and - Barbuda,Government, 6. =+ 12 -months, 501-1000,6, 2,6, “this 15 a random other -t
15:8,2n,Belarus, Financi al - Services, &+ years, 10001 or -more, 2,1, 2, "ancother - random-text", 2,2,2,2
15 :8,&n, Varican City, Non-profit,l - 2 years,11-25,0,0,0,"123456",1,1,1, 1, Network - Probe, 1,0,0,
15:8,en,Georgia, Financial  Services, &+ years, 18001 or -more,8,1,6, "ancther  random- text", 2,2, 2,2
15:3,en, Tokelau, Transportation,1 - 2-years,11-25,2,4,2,"123456",5,5,5,5, Network -Probe,0,1,0,0
15:8,en,Chad, Software -Vendar, <6 -months, 1-5,6,2,6, "hey”,3,3,3,3, Network - Probe,1,1,1,1,1,1,1,1,
15 :8, en, Turkey, Software Vendor,& - - 12 months, $01-1000,1, 2,1, this is. a- random-other  text” 3,3
15:8,en,East - Timor, Transportation, <6 -months, 1-5,0,4,0, "hey",5,5,5,5,0pini0,1,1,0,0,1,0,1,1,0,
15:8,en, Nicaragua,Medical,s:=-12 months,6-10,5%,5,5, "this 15 -a - random-other text",s,5,6,6,0pin
15:8,en,Equatori al -Guinea, Software -Vendor, &+ years, 101-250,6, 2, 6, "another - random text" 3,3, 3,
15:8,en,2ambi a,Retail, <6 -months,251-500,1,1,1, “hey™ , 2,2, 2, 2, Surveyor,0,1,0,0,0,0,0,1,0,, "hey"
15:8,en,French- Southern-and - Antarctic Lands,Retail,1 - -2 -years, 1001-5000,2,1,2,"123456",2,2,2
15 :8, &n,Guinea-Bissau, Hardware - Vendor,2 -5 years, 26-100,6,3, 6, " 064 [ +hoe" " "7 =\ 4,4 4,4,
15:8,en,Viet Ham,Medical ,2-= 5 years, 26-100,4,5,4," L6{[]}+doa"" " "= /4\" 6,6,6,6,0pimio,1,1,1,
15:8,en,Reunion,Medical 1. --2-years, 1001-5000,2,5,2,"123456",6,6,6,6,0p1Mi0,1,1,1,1,1,1,1,1,1
15:8,en, Puerto Bioo, Mon=profit, <6 months,1-5,0,0,0,"hey",1,1,1,1,0p1n40,1,1,1,1,0,1,1,1,0,,"h
15 :8,en,East - Timor, Financial - Serwvices, 5 - - 12 -morths, 6-10,1,1,1, "this-is- a- random-other - text”,
15 :8, &n, Narthern -Mard ana-Is]ands, Software - Vendor, <6 -months,1-5,2,2,2, "hey",3,3,3,3,0pini0,1,0

1
1
1
1
1
1
6

Auto-creating reports

For complex surveys it is sometimes desirable to have different reports for different groups of respondents. Let's say
that your survey contains the following question:

3. How long have you been using the product?
3. How long have you been using the product?

The default reports (Summary report and Comment report) will include al responses. That means that all customers
who used the product will be included in the same report regardless how long they have been using it.

To separate the responses and to get reports for each answer aternative, you can use the "Auto-create reports’
feature. The result will then be 6 new reports, one for each item in that selection. All of the auto generated reports
will have the same structure, but different report filters.

To use this feature, go to "Reports and data’ from main survey screen and click on the "Auto create reports’ in the
Menu box.

Auto create filtered reports

g Customer satisfaction survey g
welact report to use az templabe for Mone *
el Freports!
Prafix for auto created reports: Aula
SElect questions for report Seneration. One report per response sltemative will be created containing rter on that response valye,

1) Which of our products do you use?
2) How satisfied sre you with the product?
3) How leng have you baen uging the produd?

=OOd

Cancel

Creabe:
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To generate reports you need to enter the following data:

* Report to use as template. Select the report that you want to use for the report generation. The report structure
and filters will then be inherited from this report by all the auto generated reports. Select "None" if you want to
use the default structure. The generated reports will then contain al questions in the survey with summaries and
horizontal bar charts for each question.

« Prefix. Enter the prefix for all generated report names. This can help to separate the auto created reports from the
manually created ones. For example, if you enter value "Auto", the generated reports will be named like this:

The prefix value is optional .

* Questions. Select questions that answer alternatives will be used for report generation. It will be created one
report with one filter on each answer aternative for each selected questions.

Example 7.2. Auto created reports
Reports and Data

gl Customer satisfaction survey

)

|1|"Lur i Ary reEport Copy | Raname | Dalats
IIIIC’-"' ment report copy | Raname | Delats
i 2ute - 031 < & month Copy | Rename | Delete
[1.'-'-"."..' Q3] & - 12 month Ccopy | Reaname | Delete
ll.'-'-'_l‘ 6= O3] 1 - Z pRbre Capy | Rename | Dalate
|1||-'-u‘..- = Q3] 2 =5 pasrs Capy | Ranarme | Delate
‘1"'—'." o= D3] > 5 pEErd copy | Raname | Delate
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Chapter 8. Publish your reports
(portals)

Report portals

Report portals lets you publish your reports. It is a simple way to make your reports available to other users
(coworkers, partners, customers, etc). Y ou can choose the level of security; portals can be public, password protected
or private.

The look and feel of your reports are controlled by professional-looking templates, that allows you to select the
layout and color scheme.

You can add any number of reports to your portal. You can also add heading, subtitles, icons and texts. A sample
report portal:

My report portal (Aug 24, 2006)

CUSTOMER REPORTS EMPLOYEE REPORTS
H Customer satisfaction, small accounts i Employes satizfaction reports, Legal
ﬂ Customear fatisfackion, micro accounts ,ﬂ Employes tatisfaction reports, Human Resources
H Customer satizfaction, medium accounts i Employes satizfaction reports, Sales
ﬂ Cugtomer satiffaction, largs sccounts -‘ Employes satisfaction reports, Prodestion
H Customer satisfaction, very largs accounts ﬁ Employes satisfaction reports, Administration
H Customer satizfaction, néw sccounts (< y] ﬂEqu:lny:c satisfaction réports, Management
B H Customear satisfackion, ol accounts (= 1y) ﬂ Employes Satisfaction, H &R
I ,ﬂ Employes Latizfaction, Males

i Employes Satisfaction, antine comparny

Foened by Upinio

Creating a portal

Steps to create a report portal:

1. Click on"report portals' in the main menu.
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2. Click "Create Report Portal" in the menu box on the left side of the screen.

3. Give the portal a name. This is the name used to identify the portal in your portal list. The name will not be
displayed in the portal. Then click "create".

Create Report Portal

15 A C ARCE

4. The porta is created, and appears in the portal list. To start working with this portal, click on the portal in the
list

5. You will seethe portal detail screen (below). This screen shows you the URL of the portal, that you give to the
people you want to have accessto it. It also shows a preview of the portal template.

Report Portal details

,J Demo portal

]

Report Portal URL: mttpe J S tipe: 3080 fopinio S rptp.dofp=5901
Craated by sdimiin

Created date Q20006 5133 PR

Click "Edit report porta" in the menu box.
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Edit Report Portal

g Demo portal -
Report portal heading by first repart poital
Repart portal template: default bluc baue detrin
E—
| | F '
o ® o ©
green . green 2 green 3 shenl
—amo I B 1 —
E
5 @) O ©
ches| 2
| r— |

Sawve Cancel

This screen allows you to set the portal heading (seen on the portal), and the template. Click "save"' to make
your changes persistent.

Now you can add content to your portal. Click on "Report portal items", which will show you the list of portal
items (no items yet).

Click "Add portal item" in the left menu
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Add portal item
% <
Text

[advanced edit]

LE Customer reports

Each report portal item can be either atext item or alink. The text can be a heading, label or description. Thisis
up to you, simply format the text in any way you like. The link can be a URL to an external resource, or an
Opinio report. For example, start by entering atitle: "Customer reports’. Click on "save".

When in the item list again, click on "Add portal item" in the left menu again, or click "insert" somewherein the
item list if you want to add an item at a specific position in the portal. In the "add item" screen, select the "link"

tab.
Add portal item
=% 2

Link

Lk [abei: Siiffimany repot]

Link icon: =

Link tith:

Report: rpl, do P a=rptkaid=45 3kt =2

Save || Cance

For each link-item in the portal, you can set:

Link label (optional): Label of the link item.
e Linkicon (optiona): To the left of the link or label, you can insert an icon.

Link title (optional): Title of the link. Will show as atool tip when you move the mouse over the link item.

Report: Thisisthe actual report URL (link).

All link attributes are optional, except the report url.
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It does not have to be a link to an Opinio report. It could be a URL to an external resource. To add an Opinio
report, click on the report icon.

Select a report (navigate to survey first)

g hin folder

* ustomer satisfaction sample
* sustomer survey 2005
* sustomer survey 200
* sustomer survey 2007
* e feabures poll
— g -'l.':l_lil'l'_'l:ldt'.:r.
4 cuskomer satisfaction survey
= Rezal life eccample: customer survey 1
= gy Summary report
':,é Himnil report
= Pdf report

& P data report
# gy Comment report
& G HR Surveys
% (g Management
£ Partner surveys
% GRAD
s ates

- Test foldar

nf Close

Navigate to the folder and survey where your report is located. Select the report, and then the report file you
want to include. The report URL will then be placed in the "Report" field. Click "save".

Y ou now have avery simple report portal (onetitle and alink to one report). Once you have more items, you can use
the item list to organize your items, by moving them up and down, delete and insert new items.

Portal zones

Portal zones are simply areas of the portal page, which is determined by the portal template that you choose. The
simplest portal have one zone, which covers the entire portal page. Some portal templates have more than one zone.
The purpose of the zones is to break the portal page up, to better organize all the links. Kind of like atiled layout, if
you will. If you select a template with more than one zone, you will clearly see this in the portal item list. When
adding new items, you can select which zone to put them in.
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Portal security

Opinio report portals supports 3 levels of security. Set the security level appropriate to your intended use of the
portal. Click "Edit portal security” from the menu box on the left side of the screen.

Report Portal Security

i} Dema portal ¥
Privata: f:._l
Password protected: O
Pubiic O

Sawe | Cance

» Private: The report portal will only be accessible if the Opinio user has at least view-access to the report portal.
Usually, that will only be the creator of the portal.

» Password protected: With this setting, a password is required to enter the portal. You will need to give your
audience the password and the URL to enter the portal.

e Public: Public portals does not require any login of any kind. If you know the URL to the portal, you will have
accessto it, including all reports on the portal.

Note

Portal security and access to protected reports Report portals give your audience access to al reports
included in the portal. This means that even if the individual reports are password protected (they usually
are), the portal users will still have access to them. This applies even if the portal is public. In other words,
you can make protected reports public by including them in a public report portal.

Report portal list

The report portals are available by clicking on the "Report portals’ from the main menu. This page lists al portals
available to your account (currently, report portals cannot be shared between user accounts). Y ou can copy, rename
and delete your portals from thislist.

Report Portals

# ¢
-‘}'..-.'l:-:.-nr.-r satisfachon reports, 2003 Copy | Rename | Delate
-;'.'.-.'l:-:.rnr.-r satisfaction reports, 2006 Copy | Renarme | Dalate
-.j?'..-'l:c.'nr-r satisfaction reports, 200& (public Copy | Rename | Dalate
-._J Employes satisfaction reports, 2006 Copy | Rename | Delate
1;I-:o'_f-.-.'t:: Z faature survay Copy | Renamae | Dalate

Copy portal: Makes an exact copy of the report portal, including report portal items and template.
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Copy Report Portal
.,3 Empioyee satisfaction reparts, 2006 e

Report portal name: Cogee of Emploges catisfaction reponz, 2006

Save | Cancel

Rename portal: Give the portal a new name. This is the name you see in your portal list. It is not displayed on the
portal itself.

Rename Report Portal
;;:} Froduct K1Z featurs surey o

Report portal name! Feoduct =72 fesbure survey

Sawe | Cance

Delete report portal: Thiswill delete the entire report portal. It is an irreversible action.
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Chapter 9. Panel Management

Panel management allows you to create a list of respondents that you can invite to participate in surveys over and
over again. These respondents are referred to as panelists. Each panelist subscribes to a panel and provides
information about himself/herself. This information can later be used to target a specific group of panelists for a

particular survey.

My panel
"_!",. Mo paned
Faned portal hitkp: 1

“umber of panalists 1 5]

Profile form status Walid

Designing panel

In Opinio, each user is assigned a panel. New panels contain some default attributes that can be changed or deleted.
Panel design consists of the following actions:

=

A w0

Create Profile form

| mportant

Define what information you want to collect from the panelists (attributes).
Define and create panel categories for panelist attributes.

Create panel attributes, and add each of them to a panel category.

It is important to know that you cannot change the type of a panel attribute once it had been created. Y ou
can, however, change other parameters of the panel attribute as well as deleteit.

Note

After each change to the panel design the "Create profile form" button will appear on the bottom of the
screen. The profile form must be re-created to reflect the panel design changes. Y ou do not need to click on
this button until you are finished with the panel design.

Panel categories

Panel category isagroup of panel attributes. Panel categories can be used to gather related panel attributes.

Click on "Edit categories' link in the Menu box from the main panel screen. The list of existing categories will be

displayed.
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Panel categories

ﬂ,‘ Mo panel o
IF-.'-c--&c-g-:-;h s 3 - Renmame | Delete
B Education i » = Rename | Delete
B Geoqraphics i w & Raname | Delets
B Leisure activities 1 + “ Rename | Delete
B® Transportation i “ Rename | Delets
The following actions are available from here:
» Create new category. Click on the "Add category" link in the Menu box and name the new category.
Add panel category
BB Mew panel category o

Catepory names:

» Rename category. Click on the "Rename” link in the Action column of the categories table. Give the category
new name.

* Move category. Click on the arrow up or arrow down icon in the Action column of the categories table. Note that
all attributes in the category will be moved as well. Here you define the order of the categories, which means that
in panelist profile form the categories will be displayed in the order they appear on this screen.

» Delete category. Click on the "Delete" link in the Action column of the categories table. NOTE: You can only
delete empty categories.

Note
When panel categories are changed, the "Create profile form" button might appear at the bottom of the

screen. The profile form must be re-created to reflect the panel design changes. Click on this button when
you are finished updating the panel design.

Panel attributes
A panel attribute is a simple question about a panelist. Examples are date of birth, phone humber and job title. Panel
attributes define what information panelists need to provide about themselves.

Click on "Edit attributes" link in the Menu box from main panel screen to go to edit attributes page. The list of
existing attributes will be displayed.
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Panel attributes

B My panel =1
B Addresc Cemographics - Dielete
8 Sender Dernographics v A Delele
@ aAge Cemographics * “* Dalete

B Marital status Delabe

B Country Geographics Del=te

B preferredCarType Transportation elmbe

The following actions are available from here:
« Create new attribute. Click on the "Add attribute” link in the Menu box. Description of panel attributes provided
below

« Edit existing attribute. Click on the attribute name in the list of attributes. Description of panel attributes
provided below

e Move attribute. Click on the arrow up or arrow down icon in the Action column of the attributes table. You can
only move attributes inside the same category from the attribute list. It is also possible to change attributes
position and category from the Edit Attribute screen. The order of the categories can be changed on "Edit
categories' page. The attributes will appear in the panelist profile form in the same order they are displayed here.

« Dedleteattribute. Click on the "Delete" link in the Action column of the attributes table.

Note
After changes to the pand attributes the "Create profile form" button might appear at the bottom of the

screen. Profile form must be re-created to reflect the panel design changes. Click on this button when you
are finished updating the panel design.

Panel attribute.

This section describes the panel attribute screen.
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Add panel attribute

B, Hew panel attribute 7]

Attribute name:
Attnbute label:
Cakegory: Demographics hod
Pasition before attributes pasition last) W
Attribute type: Selaction w
Date patbern:
selection items: campact

medium

full size

AU small

U large

o

SelecHon bype: List b
Selecton mode: Single w
Depends on: ex== Niong ==z [
Dizabled for panelist: ]
Hidden for panslist: :
Required: :

Add | Cancel

Following attribute details can be entered:

« Attribute name - name of the attribute used to identify the attribute on the administration screens.
« Attribute labd - the visible text before the input field in the profile form.
» Category - the panel category that current attribute belongs to.

» Position before attribute - can be used to position this attribute before the selected one or to the last position in
the category.

e Attribute type - the type of the input:

e Short text - smple one line text field

e Checkbox - checkbox for true/false input

e Date- input field for date

¢ Number - input field for integer number

e Decimal number - input field for decimal number
e Selection - multiple choices selection

e Longtext - multiple line text field for long texts
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Date pattern - select the pattern for the date to enter. Thisfield is enabled if attribute type Date is selected.

Selection items - enter choices that panelist will see in the selection question, one per line. Thisfield is enabled if
attribute type Selection is selected.

Selection type - choose the type of the selection. Thisfield is enabled if attribute type Selection is selected.

e List - the selection items will appear as a dropdown list.

« Buttons - the selection items will appear with a selection button in front of the each choice.

Selection mode - specify if one or many choices can be selected from the items. Thisfield is enabled if attribute
type Selection is selected.

e Single - only one item can be selected

e Buttons - many items can be selected

Depends on - makes this attribute dependent on the selected attribute of type checkbox. If the attribute is

dependent, it is only shown (expanded) if the user had selected the attribute on which this attribute is dependent
(parent). When the parent attribute is deselected, this attribute is no longer displayed (collapsed).

| mportant

On the profile form, the value will not be saved if the attribute is dependent on another attribute and
collapsed at the same time (even if they are of type hidden or disabled, which is edited by admin, the panel
owner/author)
Disabled for panelist - makes this attribute disabled for the panelist. Admin can still edit the value.
Hidden for panelist - makes this attribute hidden for the panelist. Admin can still see and edit the value.
Required - makes an attribute required. It is obligatory to enter the value or select an option. Cannot be set for

attribute of type checkbox. It also cannot be selected for hidden or disabled attributes as well as for attributes that
are dependent on another attribute.

Profile form

Profile form is the page where panelists enter information about themselves. The form is available to panelists as a
part of the "Edit profile" screen in the panelist portal.

The Profile form as created when the panel design is complete. Click on the "Create profile form" button on the
bottom of the "Edit attribute” or "Edit categories’ screen. You can preview Profile form by clicking on the preview
link in the Menu box from panel screens.

Panelists

Panelists are people who agreed to provide information about themselves and to be invited to participate in multiple
surveys. Usually you find panelists by providing a link to the panelist registration page from your website. Panelist
registration consist of two stages:

The panelist enters required information on the "New panelist" page in the panel portal. Panelist name, email
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2.

and password are required.

Panel portal

¥ View surveys Mew F‘EI’I-E'HE'
¥ Edhit profile
TIOLAT Meaime:
¥ Edit Account s
Email
¥ Unsubscribe S
¥ Delcte profile ConTinm Bassiesrd:
¥ Logout Ok | Cance

The panelist receives verification email with the link to the panelist portal. When the panelist clicks on the link
included in the email, the email address is verified and panelist can proceed with the profile form. The panelist
isnot required to fill out the form. Some or even all panel attributes may remain unanswered.

Panel portal

A Panel portal is a set of web pages where panelists can log in and see their status. They can:

Change account (email and password)

Change profile

See the surveysthey areinvitesto

See the surveys they have completed

Unsubscribe from the panel. If unsubscribed, the panelist will not be invited to participate in new surveys.

Delete profile (all the information about themselves)
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Welcome, Torgeir Lund

Panel portal

B View surcays Viewr surveys
¥ Edit profile
B Edit Account You have been invited to participate in following surveys:
B Unsubscribe
Cugtomar satisfaction survay = 1274706 9:45 AM
P Delete profile
¥ Logout Completed surveys:

vou have not cormplated any surveys

Panel portal integration

It is sometimes desirable to integrate the portal login screen into a web page. You will need some basic html
understanding to do this. Here you will find examples on how you can do this.

IMPORTANT: Replace [PANEL_PORTAL_URL] with Panel portal url displayed on the panel main screen.
Link tologin screen.

Thislink opens panel portal in the same window: This link opens panel portal in a new window:

<a href="[ PANEL_PORTAL_URL] ">Logi n to panel </ a>

Thislink opens panel portal in the same window: This link opens panel portal in a new window:

<a href="[ PANEL_PORTAL_URL]" target="bl ank">Login to panel </ a>

Thislink opens panel portal in the same window: Thislink opens panel portal in a new window:
Integrated login screen.

The existing login screen can not be extracted from the panel. However, the integration can be done with the custom
login form that sends the entered credentials to the panel portal:

<form acti on="[ PANEL_PORTAL_URL] &acti on=l ogi nPanel i st" nethod="PCST" >

<t abl e>
<tr>
<td>Logi n nane: </td>
<t d><i nput type="text" nane="logi n"></td>
</tr>
<tr>
<t d>Password: </ td>
<t d><i nput type="password" name="password"></td>
</tr>
<tr>
<td></td>
; <t d><i nput type="submt" val ue="Login"></td>
</tr>
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</t abl e>
</ fornme

Y ou can change the look and feel of the form as you like, making it integrated into your web page. When a panelist
enters the correct login info, he/she will be redirected to the panel portal. If panelist enters incorrect values, he/she
will still be redirected to the panel portal with "Login failed" message over the portal'slogin page.

New panelist page.

Thislink opensthe "New panelist" screen in the same window: Thislink opens the panel portal in a new window:

<a href="[ PANEL_PORTAL_URL] &act i on=vi ewNewPanel i st ">Joi n t he panel </ a>

Thislink opensthe "New panelist” screen in the same window: Thislink opens the panel portal in a new window:

<a href="[ PANEL_PORTAL_URL] &act i on=vi ewNewPanel i st" target="bl ank">Join the panel </ a>

Thislink opensthe "New panelist” screen in the same window: This link opens the panel portal in a new window:
I ntegrated new panelist screen.

The integration can be done with the custom "New panelist" form that sends the entered credentials to the panel
portal: You can change the look and feel of the form as you like, making it integrated to your web page. When

<form acti on="[ PANEL_PORTAL_URL] &act i on=newPanel i st" mnet hod="POST" >

<t abl e>
<tr>
<td>Your nane:</td>
<t d><i nput type="text" nane="nane"></td>
</tr>
<tr>
<td>Emai | : </ td>
<td><i nput type="text" name="email"></td>
</tr>
<tr>
<t d>Passwor d: </t d>
<t d><i nput type="password" nanme="password"></td>
</tr>
<tr>
<t d>Confirm password: </t d>
, <t d><i nput type="password" name="confirmedPassword"></td>
</[tr>
<tr>
<td></td>
<t d><i nput type="submt" val ue="Ck"></td>
</tr>
</t abl e>
</forme

portal: You can change the look and feel of the form as you like, making it integrated to your web page. When
panelist enters the information he/she will be redirected to the panel portal.

Panelist administration

Thelist of al registered panelists can be accessed by clicking on the "Panelists” link in the Menu box from the main
panel screen.
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Panelists

afs Mo panel 7]

Page: [11 2 3

:ﬂZFA'-q-I-” Tast 1 panalisb@myTestDormaind, oom Subferibad View surveys | Change password | Delate
BPanalisk Test 2 panalisb@myTestDomain, com Subseribed View surveys | Change password | Delate
Hiranalisk Tast 3 panelisbt@myTestDormains, com Subgeibed Wiew surveys | Change password | Delate
BPanalisk Test 4 panelist@myTestDormaind, corm Subseribed View surveys | Change password | Delete
Hiranalisk Tast 5 panelisb@myTestDormains, com Subzeribed View surveys | Change pagsword | Dalete
Bipanalist Test 6 panelist@myTestDornaing, com Subseribed View surveys | Change password | Delete
e analizk Tast 7 panelisb@myTestDormain T, aarm Subgeibed Wiew surveys | Change password | Delate
P anealist Test 8 panelist@myTestDormaing, corm Subferibed View surveys | Change password | Delate
Sranelist Test 9 panelist@myTestDormaind, com Subseribed View surveys | Change password | Delete
Biranalist Test 10 panelist@myTestDomainliueom  Subsgeibed View surveys | Change password | Delete
:j.'-l'-.a--chs" Tast 11 panelist@myTestDemainll.com  Subscibed View surveys | Change passweord | Delete
f—j;l:.a-meh? Test 12 panelist@myTestDormainl2. com  Subsgeribed WView surveys | Change password | Delete
a.'-l'--d'-:ll:-" Test 13 panelist@myTestDomainl 3, cam Subseribed View surveys | Change paszword | Delete
:;1.'-"—-&'\&“5". Tast 14 panalitt@myTestDamainl 4. com Subzeribed View surveys | Change password | Delete

Panelist email and current subscription statusis displayed in the list.
To see and edit the panelist profile click on the selected panelist.

The following action are available from Action column in the panelist table:

» View surveys - seethe list of surveysthe panelist have been invited to and have already completed.
» Change password - change the login password for the panelist.

* Deélete panelist - delete all information about the panelist.

Sample definitions

Sample definitions can be used to define selections from the population of panelistsin a panel. A sample definition
describes the attributes of the sample that you want to draw from the panel. When creating invitations to surveys, a
sample definition can be used to invite the requested panelists based on the panelists profiles (age, gender, location,
etc.). See how to invite panelists using sample definitionsin the section called “Add invitees”.

Sample definitions

& My panet @
"'S.JF"-" 1ale s ki Recaloulate | Copy | Rename | Delate
"'j’r'h‘l"-'* 63 Recaloulate | Copy | Rename | Delete
&firandom, size 100 100 Recaloulate | Copy | Rename | Delete

Recalculate

When new panelists sign up to a panel, or existing panelists change their profile, the number of panelists matching
the sample definition might change. By clicking on the 'Recalculate’ link in the Action column you will get the
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updated sample count.

Note
Sample count will be equal to the max sample size specified in the sample definition, if the number of

matching panelists is larger than the max sample size. To see exactly how many panelists are matching the
sample definition, you must set the max sample size to O (unlimited).

Edit sample definition

Edit sample definition

o shakes 73

Sample criteria

Wha Tample Time: I
Sample type: ) Random
{51 Loast recently inmited
-,\"_'\_‘L Least recently respondead
) Least inribed
) Leact respondad
[ Address
[+] Gender
Panslist must select: Female
P ke i T
[] sirth date

[] Haritat status

Samplecriteria

* Max sample size: The max size of panelists in the sample (0 = unlimited).

«  Sample type: The sample type specifies how the sample is drawn from the finite population of panelists.
Available types are: Random, Least recently invited, Least invited, and Least responded. Note that some of the
sample types can be disabled if database in use does not support features needed for sample extraction.
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Sample conditions

For each attribute in the panel the sample definition can include a sample condition. A sample condition specifies the
value(s) for a panel attribute. Pandlists with the same value(s) in his/her profile will match the condition. If all
conditions in the sample definition are fulfilled by the values in the pandlist's profile the panelist can be included in
the sample, but might be left out if the number of panelists matching the conditions is bigger than the max sample
size.
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Chapter 10. Reusable resources

Reusable resources are items, such as drop down lists, headers/footers etc., which can be created and stored for later
reuse by users with permission to the resource. Accessing '‘Resources from the main menu, gives you the reusable
resources listed above.

Dropdown lists

By clicking on the 'Dropdowns' item in the Menu box, or in the resources summary page, the user will see alist of all
reusable dropdown lists that the user has access to.

Create new dropdown list

To create a new reusable dropdown list the user can click on the 'New dropdown' item in the Menu box, it is aso
possible to add dropdown lists to the reusabl e resources while editing a question in a survey.

Edit dropdown list

To edit a reusable dropdown list, click on the dropdown in the list. NOTE: The user needs permission to modify the
dropdown list.

See the section ‘dropdown list question’ for more details on this type of listsin general.

| mportant

The user needs permission to modify the dropdown list to be able to make changes.

Invitee lists

By clicking on the 'Invitee lists item in the Menu box, or in the resources summary page, the user will see alist of all
reusable invitee lists that the user has accessto.

Create new inviteelist

To create a new reusable invitee list click on the 'New invitee list' item in the Menu box. Type in the name of the
invitee list and click 'Create'.

Add invitees

There are two ways to add invitees to the invitee list.

e Enter invitees manually: Enter the email addresses to whom you want to invite manually in the textarea. See the
section called “Invitee data format” for more information about how to enter this information.

The sort button will perform an aphabetic sort on the text area content.

e Import invitees. Import invitees from an external source by file upload or by indicating a URL to the file with
invitees. If you have alot of invitees (thousands), it is usually more practical to upload a file, rather than using
the manua entry method, due to the size of the data. There is no theoretical limit on the number of invitees that
can be entered through uploading. The file must be a simple text file conforming to the format described in the
section called “Invitee dataformat”. It is recommended that you zip thefileif it is very large (more than 1mb).

Additional invitee attributes attached to the invitee can be viewed when clicking on the invitee in the invitee list
screen. The attributes will also be tied to the respondent if survey anonymity is disabled. This data can be viewed
in the "Manage responses” screen, clicking and viewing a single response.
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If the "Remove duplicate addresses" option is checked, duplicates are ignored. Duplicates are defined by having the
same email address within the sameinvitatee list.

NOTE: The user needs permission to modify the invitee list to be able to add invitees.

Export invitees

All invitees in the invitee list can be exported to atext file. To export the invitees click on the 'Export' link in the
Action column in the invitee list table. Specify the email address to the person the exported file should be sent, and
what character(s) to be used as the delimiter for all invitee attributes.

NOTE: The user needs permission to modify the invitee list to be able to export the invitees.

Edit invitees

To edit the inviteesincluded in inviteelist click on the inviteelist in the list.

NOTE: The user needs permission to modify the invitee list to be able to edit the invitees.

Question library

By clicking on the 'Question libraries' item in the Menu box, or in the resources summary page, the user will see a
list of al reusable question libraries that the user has accessto.

A Question library is a collection of reusable questions. One question library may contain many questions. All
guestions can be edited and deleted and new questions can be added either from within the 'Resources’ section or by
clicking on the'Add to library' link when viewing the question list of a survey.

Create new question library

To create a new question library, click on the 'New question library' item in the Menu box. Type in the name of the
question library and click 'Create'.

Edit question library

Editing the questions in a library is similar to editing questions in a survey; same question types, attributes and
export/import functions are available. See Questions for more information.

Import question library
Importing question librariesis useful when moving libraries from one installation to another.

To import a question library click on the ‘Import question library' item in the Menu box. Then select either to browse
your system for the XML file (or azip file containing the XML file) or type in the URL to where it islocated.

Import library
r- mport rary ,_.i

(¥ Upload XMLIZIP file: Browse..

[Fres QuEsiiom NDFaries to Amport

example of XML filelink:
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http://www.yourserver.com/common_questions.xml

IMPORTANT: The file must be avalid XML file. The only way to ensure that the XML code is valid, is to produce
the XML file by the Opinio export function.

If you would like to give the imported question library a new name, click on the checkbox and enter the new
question library name. Please note that this option is optional, and if not selected the question library name from the
XML filewill be used.

When the “Import” button is clicked, the file will be uploaded to the server. As soon as the file has been uploaded,
Opinio will read and store the elementsin the XML file as anew question library.

Export question library

Exporting question librariesis useful when moving libraries from one installation to another, or to create alocal copy
as a backup.

To export the question library, click on the 'Export' link in the Action column when viewing the question library list.
Choose your respective language encoding (see language encoding) and click 'Export’. This will export the question
library into XML format and the user will get a'download file' notice when the export process is finished.

Export library
¥ my ibrary @

select encoding IS0-E8591 [Latine1] v

| mportant

All Opinio administrators can create question libraries. Other users need an administrator to grant them such
access, as they can not create question libraries by default. See the section called “User management” for
more information. Administrators can also grant and restrict access to existing question libraries.

Headers and footers

Headers/footers are used to display atext, image, or HTML based items at the top, or at the bottom, of the survey or
report pages.

Create new header /footer

To create a new reusable header/footer, click on the 'New header/footer' item in the Menu box. Type in the name in
the first field and the content in the second. You can use HTML code in the header/footer, but remember that the
header/footer is part of aweb page, and must therefore not include any header tags (<html>, <body> etc). See HTML
hints for more info.

Edit header /footer

To edit areusable header/footer click on the header/footer in the list.

| mportant

The user needs permission to modify the header/footer to be able to make changes.
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CSSfiles

CSSfiles give the survey authors more control over how survey pages are displayed.

Resources

& @
Commdn c5s files
K &€ » A A
Rowes Displayed

5 rafults found, displsying L ta S

J blueSurvey.css Cownload | Drelete
=] defaultReport.ces Cownload | Delete
li) defaultSurvey.csos Crownload | Delete
=] graySursay. css Download | Delete
=] light_greenSurvey.css Crownload | Delete

Upload a CSSfile

To upload a reusable CSS file click on the 'Upload' tab when viewing the list of CSS files (either 'My css files' or
'‘Common css files). Locate the css file that you want to upload by clicking on the '‘Browse' button. Type in the new
name (optional) and select the list (‘(My cssfiles' or ‘Common cssfiles) to which you want the css file to be uploaded
(applicable for 'super users only). If a file with the same name already exists in the list you will need to either
specify another filename or check the 'Replace if exists' checkbox, in this case the existing file will be overwritten.

MU TIEY aa LIS

) New 35 fie @
Upload
C35 fie to uplosd: |I' Sdewirdaad oS tple . Biowe,
P e name for the C55 I .’.' by
Upload ko location = My filez {O  Common files
Replace if fie exists: O
Upload | Cancel

The upload file must be avalid CSSfile.

| mportant

Please note that existing surveys using the CSS files that is overwritten will be affected. Make sure your
modified CSSfilesis correct before replacing an existing CSSfile. Thisis particularly true for CSSfilesin
the common-list.
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Edit a CSSfile

To edit areusable CSSfile click on the CSSfilein the list (only 'super users can edit files in the 'Common css files
list).

Eait CS5 file
i) defaultiurvey.css o

HT#AL § L

BOD §
background-color: 2 5ESE by
color: #OO0000;

font-famdy: srisl

padding: Opx;

™ Survey page [all surmay content i contained in this table) =/
TABLE. page {
border: Fdhéesd 1p tal]lu
padding: Ops;
background-color: $FFFFFF;
margin: 10p:;
margin-bokbom: 10ps; L

Save || Cancel

Download a CSSfile

A CSSfile can be downloaded to disk by clicking on the ‘download' link in the Action column. Downloading a CSS
file is useful if you want to use another CSS editor to edit your CSS files, or if you want to use the same CSS file
within another installation of Opinio.

Images

Images can be used in various places when designing a survey, i.e. for buttonsin a survey and for imagesincluded in
aquestion.
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Resources

Hy images
2 rasults found, displaying 1 ta 2
Y 1 q -
&) mylmagel.jpg
)

&) mylmage2.jpg

Current preview:

Mot avaisble

Upload an imagefile

k « ¥ .)"! 10 w

I\.m.s Displayed

Download | Delete

Download | Delets

To upload a reusable image file click on the 'Upload' tab when viewing the list of images (either '"My images or
'‘Common images). Locate the image file that you want to upload by clicking on the 'Browse' button. Type in the
new name (optional) and select the list (‘My images or ‘Common images) to which you want the image file to be
uploaded (applicable for 'super users only). If a file with the same name aready exists in the list you will need to
either specify another filename or check the 'Replace if exists checkbox, in this case the existing file will be

overwritten.

Add new image

adny Wew image
% e

mage file bo upload:
Men fils mame for the mags:
Upload to locatan

Feplace if fie axists:

| mportant

7]
Uplcead
|C:\domndnadiimage ipg Becwirse
madmage ] jog
(3 by fila ) Comman files
Upload | Cancel

The upload file must be avalid image file. If not, Opinio will reject it as a security measure.

Download an imagefile

An image file can be downloaded to disk by clicking on the 'download' link in the Action column. Downloading an
image file is useful if you want to edit your image files, or if you want to use the same image file within another

installation of Opinio.

HTML files
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HTML files, in this context, are html files used to embed the survey pages within an html page. This html file can be
used as a 'template' for surveys, which makes it easy to integrate surveys with the layout of your existing web portal,
for example.

Resources
& @
My HTHL files

!{ {{ » ﬂ | Rn::: Eli-:pl::l-d

3 results found, displaying 1 to 2

|22 sita_tarnplata, hitmnl Download | Dalata
|22) ke st bt Download | Dalate
_’J tastZ htm Download | Dalats

Upload an HTML file

To upload a reusable HTML file, click on the 'Upload' tab when viewing the list of HTML files (either 'My HTML
files or '"Common HTML files). Locate the html file that you want to upload by clicking on the 'Browse' button.
Type in the new name (optional) and select the list (My HTML files' or 'Common HTML files) to which you want
the css file to be uploaded (applicable for 'super users only). If a file with the same name aready exists in the list,
you must either specify another filename or check the 'Replace if exists' checkbox, in which case the existing file will
be overwritten.

Add new HTML file

1_‘-;; s FTAL files (=]
Uprload
HTAL file to upload: ||_ S hemmph st bl [ Browse..
e Tile name for the HTML files: bessk bkl
Lisioad to location: -’f Sy i ":: COrmiman Tike
Replace if fie axists: O
Uplaad ancal
| mportant

The upload file must be avalid HTML file and must include the survey tag <survey> at the position where
you want the survey to be displayed.

Editan HTML file

To edit a reusable HTML file click on the HTML file in the list (only 'super users can edit files in the ‘Common
HTML files' list).
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Edit HTML files
test.hibml 7

chtml
bty

Thig 2 & very Simple example. Balow, the turvey-tap includes the Zurvey in the page:

SLFWE >

< fhitmi:

Sawve || Cancel

Download an HTML file

An HTML file can be downloaded to disk by clicking on the ‘download' link in the Action column. Downloading a
HTML fileis useful if you want to use another HTML editor to edit your HTML files, or if you want to use the same
HTML file within another installation of Opinio.

Files
Files, in this context, can be used to share any type of file with other Opinio users.
Resources
& @
My Miles
K€ PN e
2 rasults found, displaying 1 bo 2
) MyDoosrment. doc Download | Delete
| myPdfDocsment. pdf Download | Delate
Upload afile

To upload areusable file click on the 'Upload' tab when viewing the list of files (either 'My files or '"Common files).
Locate the file that you want to upload by clicking on the 'Browse' button. Type in the new name (optional) and
select the list (‘My file' or '‘Common file€") to which you want the file to be uploaded (applicable for 'super users
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only). If afile with the same name aready exists in the list, you must either specify another filename or check the

'Replaceif exists checkbox.

Add new file

_'!_ e fie

File to upload:

Mew name for the file:

Upload tis location:
Replace if file exists

Download afile

Upload
|C:Wempuhitepapes, do Browse,,
‘wWhitepapes, doc
(&) W fieg )} Common fies

O

Upload = Cancel

A file can be downloaded to disk by clicking on the 'download’ link in the Action column.
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Chapter 11. My profile

For changing your profile. Login name cannot be changed - it is assigned when the user is created. All other info can
be changed:

User settings

.
D03

{q ]

LOSin rusimes: bBiabs

Created date November 58, 2006 J:d0 PW
Last login

Lzer name: Bob Adams

"Confirm password

Email; bob2 358E0gn

Language Erghst W
Time 2ore: [GMT 1:0) EuropasBerlin b
A eate Hbrari

dhemio

Location of uploaded tiles

Images: uplsad fimages 153/

e T

upload fess M153/

I passwanrd Tield 15 empty, the current password will be kept

* Login name: Login nameis used as identification when logging in, along with the password.

» Created date: Date when your account was created. It may not be set, because created date has been added in
version 6.

* User name: Thereal name of the user, if known. Used only as helpful information in this screen.

» Password/confirm password: Allows changing of the password. Type the password twice to confirm you want to
change it. If the password fields are left empty, the current password will not be changed. It is not possible to set
the password to empty/blank.

e Email: Set the email address. This is optional, but recommended, to ease filling out some of the screens that
requires email address (invitations, for example). Also, it makes it easier for the administrator to contact you if
needed.

« Language: Your preferred language. Thisrefersto all the screen texts/labels in the entire system. More languages
will be added |ater.

« Time zone: Your time zone. It is necessary to specify the timezone, so that dates are displayed correctly. If thisis
not set according to your location, the server date/time will be used, and could be many hours different than the
timezoneyou arein.

» Location of uploaded files: When uploading images, cssfiles etc. they will be placed on the server in the location
indicated here. If you need to write your custom HTML-code to display images (in the question text, for
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example), you can look in your profile to see where your uploaded files are.

User preferences

User preferences are settings to control the behavior of the user interface.

User preferences
8y aomin 7

Confirmation messages and warnings

o [EE

cotfrmation page b i

[ig
i
o

L3NCE

e Show warning pop-ups. Many screens in the system shows a warning before an action is executed. It is not
recommended to turn this feature off unless you know the system really well. For instance, when you start to edit
asurvey, amessage is displayed to warn you that the survey will be locked and that respondents will not be able
to respond.

«  Show information pop-ups: Many screens in the system show a pop-up before an action is executed. For example,
when creating afiltered report, the system displays a warning that this might take some time due to the resources
needed. Sometimes it is very helpful to know this (especially for new users), but if you know them all you might
want to disable this to reduce the number of clicks needed while using the system.

»  Show changes saved confirmation:: When saving values in a form, you can set the behavior of confirmation
messages.
¢ No: Do not show confirmation messages.

« On confirmation page: Show the save confirmation on a separate page, with an OK-button to go to the next
screen.

¢ |n embedded confirmation box: Will show the confirmation in the next page that is being displayed, as a box
above the main content.

Permissions

This page displays all resources you have access to, and the type of access you have on these resources. Y ou can not
change these permissions, they will have to be changed by a user with user-management access rights to your user
account. If you have super user access, another super-user must edit your permissions.
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Permission list

~ Permissions for user: boba

3

Resource name Resource type mmm

Quastion librarias Foldar

Main folder Falder

Administration Folder

cugtomar satisfaction survay Survay
[ Cancal

Permissions

ADRAIN Parmission to dio ewerything with the resource

R Permission to read

Lo Parmizsion o create nes brarses in the specified foider

R
B
ADMIN

Edit
Edit
Edit
Edit

Oo0o0oao
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Chapter 12. Administrators guide

The administrators guide is for configuring global settings, top-level user management and plugin setup. Plugins are
optional modules, which provides specialized functionality.

It isimportant to understand the setup options/features, to make sure Opinio runs as intended. Some settings must be

set, others are optional. For some of the settings, default values will often work OK, but since Opinio runsin awide
variety of environments, it isimpossible to have a common setup scheme that fits all.

Setup

The setup screen displays the current settings, in addition to other system information.
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System settings

%
Versien and edition

Version:
Edition:

Internationalization

Defaiilt Languags:
Character encoding:

Mail and cache
Maxin mail server (smtp):

Alternative madl server (smitp):

Ernail from - name:
Email from - address:
Cache size in ME:

Search index
Physical path to index
Resourcas indexed

Security
I a user doesn’t have access
to a survey/folder:

Error handling

Error vigibility in survey module:

Send errors to email:
Maximium store attempti:

Other
System base UFL:
Preferred IP address:

Database information
Database product name:

Database product version:
JDBC driver name:
JDBC driver version:

Database WRL:
Open connections:

Java infermation
Janva version:
Java vendor:

Version and edition

7.0 rev10989 (22-Dec-2014 15:03)

Lite

English

UTF-8

e — User name: Hat specified Password:
Encryption: Hone Part:

—— e e m User name: Hat specified Password:
Encryption: Hane Port:

"= . ._

P -
Fil

ciitempllucens
Surveys, Folders, Users

Rebuild search index

Shows suresy/folder name as text

Don't show error messages (log file only)

5

Hot specified
Hot specified

MySOL
5. 1.4T-community
MySOL-AB JDBC Driver

rysgl-connector - java-3.0016-ga | S0ate: 200400530 0F:15:03 5, SRevision: 1.27.0.44 5 )

jleezrmeaglsd Mlocalhast: 3306,/
o

1.8.0_40
Oracle Corporation
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e Version: Lite, Corporate, Enterprise.

< Edition: The edition is determined by the license installed: Lite, Corporate, Enterprise.

I nternationalization

e Default language: The default language for a new user. The user can then set the language by clicking on the
"my profile" link at the top of every screen.

e Character encoding: The encoding used to display al admin- and author-screens in the system. Read more in
the installation guide.

Mail and cache

¢ Main email server: This is the main email server to use when sending email. Only SMTP servers are
supported. Other server types will be added in later versions. Enter user name and password if your main
email server requires authentication for sending email.

e Alternative email server (optional): The SMTP email server to use if the main server is down (cannot be
contacted). This ensures that the mail will be sent. Enter user name and password if your secondary email
server requires authentication for sending email.

e Email fromname: From time to time, Opinio needs to send emails to users or the administrator. The email
sent will use name as the sender. For survey specific emails, it will be used if the from name/addressis not set
for aparticular survey, and name/addressis not set in the user profile for the survey author.

* Email fromraddress: Same as above, but thisis the actual email address.

e Cache size in MB: This is the survey cache. Each survey takes on average 64K memory. This is a very
uncertain number. If your surveys are very large, it may take 100kb-500kb (or more), or less than 50K if they
are small. The “average” size is set to 64K. This means that 16 surveys will fit in a IMB cache, no matter
how big the actualy are. If you have many surveys running, we recommend to set the survey cache even
higher (5-10MB).

Search index

To facilitate a search in opinio (top menu bar), a search index is built in the background. The searches will use
this index instead of direct searches in the database. This is done for several reasons. speed, full text search
ability and more advanced searches (most of these are planned search features and not implemented yet). Another
reason is to avoid unnessesarily complex calls to the database, since Opinio supports several database platforms
and versions. For guide on searching, see Search field

e Physical path to index: Shows the current physical path to the search index. This can be configured in the
opinio.properties file (see the property file for more information).

¢ Resources indexed: The items currently set to be indexed. The more resources indexed, the more time it takes
to index, and the more disk space will be used. If these settings have changed since the last full index, an
indication of this is displayed above the "rebuild search index" button. A rebuild is necessary to reflect
changes in the index settings. The expandable panel in the search field (top menu bar) reflects these settings.
Only resources currently being indexed will appear in the search panel.
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A full search index is performed every night (around 3-4 am). It can also be done manually by clicking on the
"rebuild search index" button.

Rebuild search index button: Build the entire search index now. If the index exists from before, it will be
deleted and re-created. A progress indicator will be displayed next to the button once the process has started.
The process will run as a background process, and the system can be used normally during this time. An
immediate rebuild of the index might be desired if many changes is users permission settings are done.
Resources are not currently reindexed to reflect changes in permissions, due to the potential additional load
that it could put on the system. Especialy if permissions on folders are changed, it may require rebuilding of
all resources within the folder and all of the subfolders to reflect the change. This may demand a lot of
processing, and is delayed until the next automatic or manual rebuild of the index. Until such a rebuild,
searches may include or exclude resources incorrectly due to permission settings (this do not apply to
SUperusers).

Security

If a user doesn't have access to a survey/folder: Controls the visibility of surveys and folders. Select show
survey/folder name as text if you want users to see al surveys and sub-foldersin afolder. Select hide survey/
folder name if you want usersto see only surveys and folders they have access to.

Error handling

Error visibility in survey module: Controls the visibility of errors. If you want the survey respondents to see if
an error occurs while responding to the surveys, select show error messages (screen and log file). Otherwise,
select don't show error messages. If you are not monitoring the site regularly, you might want the
respondents to see the errors, so they can report to you about it. If errors are not shown, Opinio will let the
respondent continue to respond, despite the fact that it cannot store the responses in the database. It will then
keep trying to store the response at 1 hour intervals (see above). On very high loads, it is not recommended to
do this, because it requires more memory than normal operation.

Send errors to email: If errors occur while establishing connection to the database while respondents are
trying to complete the survey, the error is reported to the email recipient specified here. Any other error
occurring while saving a survey response to the database is al so reported to this email address.

Maximum store attempts: If errors occur while storing a survey response, Opinio will keep trying to store it
with 1 hour intervals. This setting specifies how many times Opinio will try, until it will give up and discard
the respondent. This feature allows the database to be down for a short period, and still keep the responses, as
long as the web server (servlet container) is up during this period. When the database is back up, the
responses will be stored. Note that the responses will be kept in memory during this period, and if the site is
busy, it may require alarge amount of memory to keep all the responses. They will be removed from memory
once the database is back up and the responses are stored, or Opinio has given up after the specified number
of retries. It is always recommended to check the log file periodicaly for errors.

Other

System base URL (optional): Opinio will by default create the URLSs for entering the survey, reports URLSs
etc. - al automatically. But sometimes you need to set the base URL manually, for example if you are
running in clustering mode (in that case, each cluster member will create a different URL). In clustering

213



http://www.objectplanet.com/Opinio/

mode, you must set the base URL to the load balancer. So, if your load balancer is
http://www.myaddress.com/opinio, and you have 2 cluster members at http://10.0.2.10/opinio and
http://10.0.2.11/opinio, the base address should be set to http://mwww.myaddress.convopinio

Preferred 1P address (optiona): If the server has more than one Network Interface Cards (NIC), then you
should assign which card you prefer to use for your Opinio installation. Java returns a list of NICs installed
on your server. Opinio will by default use the first NIC in this list, and if this ip address isn’'t your preferred
ip address for the Opinio installation you will need to set the preferred ip address. Also, if a new NIC is
added, the ip address for which you have registered your Opinio installation, will not necessary be the first
NIC found by Java, and the license will no longer be valid if you don't set the preferred ip address.

Log files: Click to download all logfiles in the (Opinio home)/WEB-INF/log folder on the server. The files
are compressed into a zip file and then downloaded by the browser.

Database information:

Database product name: Name of the database engine currently used by the system.

Database product version: Version of the database system used.

JDBC Driver name: Name of the JDBC driver. JDBC is the technology used as a bridge between the system
and a database. It facilitates the connection between Opinio and the database. See Sun's JDBC site
[http://java.sun.com/products/jdbc/] for more information.

JDBC driver version: Version of the JDBC driver.

Database URL: Used by the JDBC driver to find and connect to the database.

Javainformation:

Java version: The version of Javayou are running.

Java vendor: The vendor of the Java version you are running.

To edit these settings, click on "edit system settings' in the left menu box.

Plugin setup

Plugins are used to extend the functionality of Opinio. To add a plugin to Opinio, simply place the plugin Jar file in
the Opinio/WEB-INF/plugins. To do this, you must have file system access to the application server. If the plugins
folder does not exist, then create it. Most likely it will exist, because a sample plugin isincluded with Opinio.

Free and commercial plugins are available here:

http://www.obj ectplanet.com/opinio/plugins.html

Plugin configuration will vary depending on the plugin. Some plugins require no configuration at all. Refer to the
documentation included with the plugin for more details.

See the appendix creating plugins for information on how to create your own plugin.
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License setup

The license page lets you set up al the license keys for your Opinio installations, whether it isasingle installation, or
if there are multiple cluster members.

Administrate Licenses
o @
Local hast id PLZ
IP-based system URL g 10,34, 2 S| R0 T
License key L
Edition Entarprize
Expira if 399 ol

Each Opinio installation will have a unique HostID. This is used to generate the license key. The host ID of the
current Opinio installation is shown at the upper part of the screen.

When entering this screen the first time, the HostI D for the current Opinio installation will be shown at the top of the
form. Enter the IP-based URL and avalid license key in the other columns, and click 'save'.
e Local Host id: The unique ID that identifies each Opinio installation. This is used to generate the license key

after purchase.

e |p-based system URL: This is the URLs Opinio uses for communication (mostly for transferring files) between
cluster members. It does not apply if you are running Opinio in single-server mode. It is very important that all
URLSs are set correctly when running in clustered mode.

» License Key: Thisis the license key that enables various features in Opinio. It is the license key that determines
the edition you are running.

» Expiration: The number of days until anew license key must be obtained.

e Users: The number of Survey authors/admins allowed in the system. This number indicates named users. This
means that the license determines the number of users you can register/create in the system. Once you reach this
number, you will no longer be able to add more users, unless existing users are deleted.

The number of survey respondents is unlimited, no matter what kind of license you have. Even without a license
key your surveys will still run, and Opinio will still accept responses.

e Clustered: Showsiif clustering is turned ON or OFF for this particular Opinio installation. This is determined by
the license key.

e Satus: Showsif thelicense key isOK or invalid.

If you enter a clustered license key in the screen above, and then click on license setup again, you will see the
following screen:

215



http://www.objectplanet.com/Opinio/

Administrate Licenses

af L=
Local host id PLZE22
|P-baced system URL: http: £710.0.2. 26: 5030/ opinio
Licensa key: =1
Edition: Enterprise
Expiration: i 399 days
Users I%0
Chestered on
Seatyg: [

Cluster members

Bw/E258 | (httpe/0034.2 578080 aprio | C Enterprise in 399 days 350 &n Ok

Save Cancal

This alows for configuring the license key for all members in the cluster. The top part of the screen is the same as
when in single-server mode. The license key at the top part of the form is for the server you are currently connected
to. The lower table is for configuring other members in the cluster. Note that if you are connected to the cluster
member through the load balancer, you could be connected to any of the members.

To test if al cluster members have their IP-based system url set up correctly, click on Test IP-based system URL in
the left menu box while in license setup for clustering. Once the test is complete, you will receive a status screen that
will indicate if al cluster members are up and running and the IP addresses are configured correctly.

Test |IP-based system LIRL

B9 Cluster member 10.0.2.26 @
Al sErvers in the chsber sre hibad Balow. |E 5 mportant that sl should show 'OR' 53 3tatus. S&rders i Bhe chister that cafmot be connectad
are marked with ‘error, The reazons might be

1) the URL iz incorrect
21 the seneer cannot be contacted [firewal issues) ar

30 the server is down,

rou might nead to be inside the Intranet to check UPL connection

btk 10,0, 2, 26: 2080/ opinila (]'4

hithp 110,24, 2. 57 2020/ opinio Mot availabla

Finizh

System status
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The system status page lets you get a general overview of the detailed information on various ongoing activities, and
the resources being used in the survey system.

[y Sipns

system status

Q =
Current activity

COnline user count: 1

Running surveys:

O

Online/onpoing respondents:
Respondents started last hour:

Respondents completed la

otal running invit

Next scheduled invitation:

Most active surveys

Resource counts
otal surveys:
Total

Total

Total folders:

Total report portals:

e e e N e O P S T |

Total invitations:

3}'536?{": resource status

Nemory usage: 12.9 MB
Dizk usage for uploads and reports: 20.3° KB
Application uptime: 0 days 2 hours 16 minutes 39 seconds

Current activity summarizes ongoing activities and system usage information, including:

¢ Online user count: The number of online users

* Running surveys: The number of surveys currently running. A running survey is defined as having start date prior
to the current date, and stop date preceding the current date.

* Onlinelongoing respondents: number of respondents that are online and answering survey questions for all
surveys in total. These respondents have not completed the survey. If a respondent has left the survey without
completing, he is removed from this count after 20 minutes of inactivity.

» Respondents started last hour: number of respondents that has begun answering survey questions during the last
hour for al surveys in total. This includes those who have finished the surveys. The average number of
respondents per minute started within last hour islisted in the parenthesis.

» Respondents completed last hour: number of respondents that has finished answering survey questions during the
last hour for all surveysin total. The average number of respondents per minute finished within last hour is listed
in the parenthesis.

« Total running invitations: number of invitation tasks whose status is 'PENDING' or 'RUNNING' for all surveys
in total.
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* Next scheduled invitation: next scheduled invitation task whose statusis currently 'PENDING'.

* Online panelists: number of panelists who have started responding to surveys but not yet finished for all panelsin
total.

Most active surveys lists up to 10 surveys that have the most number of responses within the last 24 hours. Surveys

are listed from the most active to least active. The table lists the survey names and their corresponding responses.

Resour ce counts summarizes total numbers of various application resources, including:

» Total surveys: total number of surveysin the system.

» Total respondents: total number of respondents for all surveys.
» Total users: total number of users (authors).

» Total folders: total number of folders.

» Total report portals: total number of report portals.

» Total pandlists: total number of panelistsfor all panels.

» Total invitations: total number of invitations for all surveys.
System resour ce status summarizes ongoing activities and system usage information, including:

«  Memory usage: memory used by the application
» Disk usage for uploads and reports: disk space used by uploaded files and reports generated

« Application uptime: the time elapset since the application was started. Time is measured in days, hours, minutes
and seconds.

User management

Opinio offers a powerful set of features that enables administrators to perform detailed user administration.
Administrators (with super-user access), can create users, give them access to various resources in the system, and
even delegate user management.

The user management features are accessible by clicking "users' from the main menu.

Lsers
G A users (¥}
Page |
il‘-‘\-:': Bob Adams Viaw \awf Edik I_ |_|
"_.J'mr Joa Srmilth Viaw ey Edlit D D
& bay Kay Walbars Viaw Viaw/Edit O O
L Lie Deete
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There are two different user list views. "All users' lists all existing users with symbols indicating whether they are
online at the moment or not and the "online" view lists only the online users. Only users you have administration
access to are shown. It is aso possible to make a search using login name, user name or a substring of these.

Create a new user

To create anew user, click the "new user” link in the left menu box. For more information about the el ements on this
page, see My Profile. After the user is created, it will appear in the user list.

Creating users can only be done with alicensed edition of Opinio.

User list
Clicking on "Users' from the top menu will list the users you are allowed to manage.

While viewing the user list you can see which users are online. They will be indicated by a green icon. If you want to
see the online users only, click on the "Online users' link in the left menu box.

Y ou can search the user list by using the search bar at the top of the list. Opinio will display all users whose login or
full name contains the search string. Y ou can only search through the users you have admin-rights to.

From the user list, you can:

» Edit user: Click on the user name to edit the user profile.
e Membership: View and edit the user membership in user groups. See user groups for more details.
* Permissions: To view the permissions of the user. See permissions for details.

* New permission: To add permissions to one or more users. Select the users you want to give permissions to, and
click on "continue" at the bottom of the column. See“ new permission ” for details.

User groups

If you are going to manage a lot of users, it might be a good idea to organize them in separate groups (and perhaps
delegate the administration of each group). A user group is simply what the name implies - a set of users grouped
together with the intention of giving group administrators a way to manage these users. A user group manager can
add new users to the group, delete users, and give permissions to resources (but only to resources the group admin
aready has accessto). Click "new user group” in the left menu box.
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New user group
S Create news usar group T

[T Sales dept auithoi

Enter the user group name and, optionally, a description of the group. Then save the user group.

To add users to a group, edit a user group, and click on "add members'. Select the users to be added to the group,
and click "Save". On the user group page you will see all the users listed.

Permissions

To add permissions to a user, select "new permission” for the users you want to add permissions for, then click
"continue". Now select the resource type you want to set the permission for:

Survey/folder: Survey or folder resource type. With this type, you must navigate to the correct folder or survey.
Question library: Question library resource type.

User group: User group resource type. A user group is a set of users that can be managed by a user group
administrator.

Dropdown: Dropdown list resource type.
Header: Header resource type.

Footer: Footer resource type.

Invitee list: Reusable invitee list resource type.

ALL (Superuser): Give full accessto everything

Now that you have selected a resource type, click "next" to set the permission type per resource. The permissions are
asfollows:

ADMIN - Permission to do everything with the resource. Giving this type of permission to a folder, gives the
user all access rights to the folder and all subfolders, including all surveys. This kind of "recursive" permission
applies only to this kind of permission. All the other permission-types must be set for all folders or sub-folders
and surveys separately.

R - Permission to read
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e M - Permission to modify

* Sr- Permission to create reportsin asurvey

e Srv - Permission to view responsesin asurvey

e Sra- Permission to administrate responses in a survey

e S -Accesstoinvitationsin asurvey

e Mbl - Permission to modify a survey by using question libraries

» Cf - Permission to create new foldersin the specified folder

* Cs- Permission to create new surveysin the specified folder

e Cl - Permission to create new libraries in the question library folder
e UGA - User group administrator

Permissions are additive. This means that when setting permissions for a user, it is added to existing permissions for
this user.

New permission

Adding permissions is done through awizard of 2 or more screens.
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The steps are:

1.  Select the user(s) to which you are adding the permission. If you are viewing details on a user, and click on "add
permission”. If you are viewing the user list, you can select one or more users and click "continue".

2. Select the resource type you want to apply the permission to. Click on "continue".

3. Select the permission type(s) to add for the user(s)/resources. Click on save.

Performance hints

Many factors determines the scalability and performance of Opinio. Some of these issues requires understanding of
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the underlying database structure.

Remember, that the performance of the application is not better than the weakest link. In other words, the weakest
item of one of the below:

e The server hardware. This seems very obvious, but it cannot be stressed enough. If you have very high loads on
your surveys, you may need to upgrade your server. Opinio is disk-intensive, because it needs to store responses
constantly. This dictates a fast storage system. If you are running the database on a different server than the
application server, then it is most important with afast disk for the database.

Opinio itself is mostly CPU intensive, so if the database resides on a separate server, you will be well off with a
fast CPU on the server running the application.

* The network. Without a fast network connection, you may never be able to reach high loads for Opinio. Thisis
especially important if the database is on a separate server - then you will need afast link between the application
server and the database. Also the network link between the application server and the users are important.

» The database. A properly tuned database is important to get the most out of your current setup. We have tried to
identify al the needed database indexes for fast lookups. But it is difficult to guess at the usage pattern of all
users. So if you are using the product differently than how we predicted, then you may have to tune the database
in some way or another. Please refer to the tuning section in the documentation for your database.

» The JDBC driver. This piece of software provides the connection between Opinio and the database, and is very
important. Choose a driver that is proven to work even at high loads. If you are using the built-in database
(Apache Derby), then you do not need to obtain a JDBC driver. For any other database, you will need to get one.
See ingtallation instructions for how to use other databases systems. For an extensive list of available JDBC
drivers: http://industry.java.sun.com/products/jdbc/drivers

Other considerations: If you are concerned with network bandwidth, and you have lots of respondents in your
surveys, you should be careful with using images on your survey pages. Images consume bandwidth very quickly. A
normal survey page will vary from 20 to 100 kilobyte. A single image could be larger than this.

Memory usage is a key item to look out for. Generaly, high loads and large surveys (many and complex questions)
will cause Opinio to use more memory. Often times, assigning 256 megabyte to Opinio is enough. But under heavy
load, 512mb or more is necessary. Especialy if you have many questions in your survey. The reason this consumes
more memory is that the respondent session is cached to improve performance. This will take more memory the
more questions the survey has. The respondent is cleared from cache when all questions are completed, or if the
survey is abandoned (after 20 minutes).

To assign more memory to the application, the java virtual machine (the platform Opinio runs on) must be told to
allow more memory. The java processis started by the application server.

If you are using Tomcat, open up catalina.bat (or catalina.sh) in the tomcat bin folder, and put this line at the top of
thefile:

Wndows in the catalina.bat file:
set CATALI NA OPTS=%CATALI NA OPTS% - Xnx512m

On linux in the catalina.sh file:
JAVA OPTS=" - Xnk512m - Dj ava. awt . headl ess=true "

This exampl e sets the Java memory usage to 512mb. Set it to even more if you have enough memory on your server.
See the documentation for your application server if you are not running Tomcat on how to allocate more memory.

Logging may affect performance. If log-level is set to debugging, Opinio will write alarge amount of |og-statements
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tothelog file. Thiswill slow the server down. The default log-level isinfo, which will log most user actions (usually
one per screen). This level does not cause much performance loss. If your server is operating under extreme
conditions (lots of authors and respondents using the server at the same time), there might be a little performance
gain by setting log-level to warning. Note that logging at info-level is usually very helpful for the Opinio support
staff when diagnosing problems, enabling them to see the history of actions leading to the problem. See Log file for
more information about the log file settings.

The Opinio log file

The log file is very helpful to diagnose problems. Opinio will log messages to the log file with information about
user actions and other events in the system. By configuring the log file properties, logging can be set to various
levels, for specific modules.

The log configuration file is [opinio-home]/WEB-INF/log4j.properties

The log files are located in the [opinio-home]/WEB-INF/log folder. There are up to 5 log files, called opinio.log,
opinio.log2, .., opinio.log5. The size, number, name and location of these files can be changed by editing the
properties in the log4j.propertiesfile.

For further details about the log file, view the file with a text editor (Notepad, for example). It contains many
settings, with explanations for each setting.

A very useful feature of the logging module is error reporting by email. See Email report appender.

Application maintenance

To ensure smooth operation at al times, the application should be maintained properly. The maintenance required
for Opinio isin most cases very little. The following items are recommended to watch at regular intervals. The more
usage your application handles, the more important is the maintenance.

* Monitor thelog file. It is helpful to monitor thisfile for any signs of problems. See Log file for details.

e Monitoring current system status. Access page http://server-address/opinio/admin/sys.do to see the current
system status. The page will report if system is up and if database connection can be established. This page can
be used for uptime monitoring.

e Manage your database. A smooth operation of your database is of paramount importance for the stability of
Opinio. Opinio relies on a stable database. Make frequent backups of the database. Refer to the documentation of
the database you are running for more information.

« Make frequent backups. Make backups of the entire Opinio folder structure. Preferably backups with history, so
that the state of the application can be rolled back in time to fix problems, look at log files etc.

» Monitor your server. Monitor your server for potential problems, such as memory usage, disk usage, network
bandwidth usage, processor usage, etc. Needlessto say, Opinio relies on a stable server.

Email report appender

It is possible to activate an email report handler if you want more advanced reporting than is provided by the
reporting feature accessible through the Opinio setup screen. When activated, the appender can report all types of
events, not just database connection errors. All events written to the log will trigger the appender to check if you
should be notified. The feature is configurable by setting the email report appender attributes in the log4j properties
file (opinio/WEB-INF/log4j.properties).

log4j.properties configuration:
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Invoke the email appender by adding it to the rootL ogger attribute at the top of the file:

log4j.rootLogger=info, R, email Report

Uncomment the emailReport attributes. Only uncomment the username and password attributes if mail server
requires authentication.

Set the options:

Set to and from address and mail server:

log4j .appender.email Report.From=<from address>

|og4j.appender.email Report. To=<to address>

log4j.appender.email Report. SM TPHost=<mail server>

Set triggering level. The default is ERROR which triggers on error and fatal events. Another recommended
level is FATAL which only triggers on the critical errors. When a triggering event occurs, the appender
checks if areport should be send by email. Whether an email is send or not is affected by the time interval
since last error mail and the interval attribute.

|og4j.appender.email Report.triggeringL evel =ERROR

Set minimum interval between mails in minutes. A mail will be sent on the first occurrence of a triggering
event. Then a new mail will not be sent before the interval time has elapsed. Events occurring during the
interval period are stored in a queue system. The first triggering event that happens after the interval has
elapsed includes the events from the queue. The queue contains the five first and five last events reported in
that period. If theinterval is set to 60, the default, you will receive maximum one email per hour.

log4j .appender.email Report.interval=60

Set layout; The layout can be configured according to the log4j manual, but it is recommended to keep the
defaults.

log4j.appender.email Report.layout=org.apache.log4j.PatternL ayout
log4j.appender.email Report.layout.conversionPattern=%d %-5p [%-10t] %c{ 2} - %m%n

Set authentication details if your email servers requires authentication. Only uncomment these attributesiif it
is needed.

log4j .appender.email Report.UserName=<mail server username>

log4j.appender.email Report.Password=<mail server password>
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Chapter 13. Appendix

This chapter describes afew issues that are useful in various places in the system.

Pre-population format

Pre-population makes it possible to fill out responses to questions before the respondent views the survey form. It is
possible to use pre-population by adding parameters to the survey URL or by adding attribute to invitee data. Both
URLs and invitee data use the same format.

All pre-populated responses are based on parameters name and parameter value pairs. The parameter name identifies
which question to pre-populate and the value specifies the response. The format of the value defines how to populate
amulti-value response (for example a multiple choice or a matrix question).

Parameter name and value format:

e Rating:

Examples:
pre_ql=2

Description:
Therating parameter has a single value. N/A has the value 0.

The general format for rating question typeis:

pre_g[ questi on_nunber] =[ val ue]

e Multiple choice:

Examples:

Mul tiple selection off: pre_ql=4

Mul tiple selection on: pre_g2=1-3-5

Mul tiple selection on: pre_qg3=1-3-5(othertext)
Description:

The multiple choice question type can have multiple selection on or off. When multiple selection is off the
parameter can have only one value, otherwise it can have multiple values separated by “-”. To pre-populate the
“other” field, add text in parentheses. “Other” field can only be used with the last choice. If some of the text
value containsthe “-" character it must be preceded by “" escape character (single quote).

The general format for multiple choicefieldsis:

pre_g[ questi on_nunber] =[ i ndexval ue-i ndexval ue-i ndexval ue-...-indexval ue(ot hertext)]

e Numeric:

Examples:
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I nteger: pre_ql=100
Deci nal : pre_qg2=5.75

Description:
Numeric value can be integer or decimal. There can be only one value for this parameter type.

The general format for numeric question typeis:
pre_q[ question_nunber] =[ val ue]

Dropdown:

Examples:

pre_gl=itentext
pre_g2=itentext1-itentext4

Description:

The dropdown question type can have multiple selection on or off. When multiple selection is off the parameter
can have only one value, otherwise it can have multiple values separated by “-". The pre-populated text must
match the dropdown item value, not the label.

The general format for dropdown question type parameter is:

pre_g[ questi on_nunber] =[itenval ue-itenval ue-itenval ue-...]
Matrix:
Examples:
1 2 3 4

iterm (=}

item? (@

itermna

itermn4 Q

Rating matrix group type: pre_ql=2-1--3
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iterm
itermz
iterma

iterm4

iterm
iternl
iterma
iternd

iterm
itermnz
itern3

iternd

Ranki ng matri x group type:

pre_qgl=3-2-4-1

Intersection matrix group type: pre_ql=7

Any cel

H0O&E -«
EO0&EO=

matri x group type

pre_g1=1010001101001011
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1 2 3
1 2 a3 itern 1 v
itern 1 @ itern 2 v
itermn 2 (@ iterm 3 rimri
itern 3 (= itern 4 v v

Age: (30 | Gender | F - Employed: |¥

Advanced matrix: pre_ql=010011110101-3-1-2-30-F-1

Description:;

A matrix may contain many input values and types. Each value is separated by “-". The number of parametersis
the same as the number of input values. Cells with no input are empty cell, labels, images. For example, a text
field, dropdown list, checkbox or arating value are all input types. The matrix input fields are traversed from top-
left to bottom-right, with the exception of cell groups. They are traversed independently like a matrix within the
matrix. The number of values within a group depends on the type. Rating and ranking has one index value per
row, intersection has a single index value, a group with checkboxes has a 0 or 1 value per cell. If no values are
specified for some cells, separators must still exist.

The general format for matrix is:

pre_g[ questi on_nunber] =[ val ue- val ue-val ue-. . .]

(value represents a cell or group value)

In-text fields:

Examples:
Text field: pre_qgl_intxt=nytext
Nureric field integer: pre_g2_intxt=20
Nureric field decinmal: pre_q3_intxt=17.45
Dropdown list: pre_g4_intxt=itentext

Checkbox: pre_g5_intxt=1
Mul ti ple val ues: pre_q6_i ntxt=mytext-20-17.45-itentext-1

Description:

There can be unlimited number of in-text fields per question. Each value is separated by “-”. If some of the text
value contains the “-" character it must be preceded by “™ escape character (single quote).

The general format for intext fieldsis:

pre_g[ questi on_nunber] _i nt xt =[ val ue-val ue-val ue-...]
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e [Freetext:

Example:
pre_gl_ftxt=mytext

Description:;
A single text value only can be specified per question for the free text input box.

The general format for freetext is:

pre_g[ questi on_nunber] _ftxt=[text]

All text values for al input types might contain the value separator “-". To prevent Opinio interpreting this as a value
separator, it can be escaped by a single quote preceding it.

The format described above is for pre-population using URL parameters. Some characters are not valid in a URL,
because they are reserved as special URL characters. Examples are /,?,& ,#. In order to get around this problem all
URL parameters must be URL-encoded. See Wikipedia [http://en.wikipedia.org/wiki/Percent-encoding] for more
information.

Pre-population can also be done using invitations and custom data. Example of a CSV file for importing invitees:

email, pre_ql, pre_q2, pre_q2_ftxt
nyemai | @mil.com 2, 1, nytext
yourenai | @mil.com 4, 3, yourtext
heremail @mi |l .com 8, 6, hertext

Asyou can see the parameter names are specified in the first line and the values are from the second line. The format
of each valueisthe same asfor URL parameters.

Using this format, it is possible to pre-populate the survey form with individual values per respondent. See the
section called “Invitee data format” for more information on the invitee format.

Color codes

It's pretty easy to understand the word color codes, but those hex codes are rather strange. Here's a quick explanation.

The three primary colors are red, blue, and yellow. They're called the primary colors because there are no two
"lesser" colors that make them up. Purple is not a primary color because it can be created through combining equal
parts of blue and red.

In the world of mechanical things that make color, like a television, or a computer screen, color is created through
the mixing of three basic colors to make other colors. It's a process known as "additive color".

Y ou would think that the TVs and computer monitors of the world would simply use the three primary color to start
with, but nothing in life can just be that easy. The three colors used to start additive color mixing are red, green, and
blue. Why, you ask? Because by starting with one composite color, green, you can still create yellow because it's
contained in the green. In addition, now you are actually starting with four colors, red, green, blue, and yellow. Stay
with me here...

To go on, | need to explain a second process of working with colors, "subtractive color." Subtractive color is the
concept of combining colors to make another, like mixing red and blue paint to get purple. That may sounds like
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additive color, but in reality, colors are made by subtracting a hue out of the color scheme by adding more of
another. Adding more white to black makes it more silver subtracting more black as more whiteis mixed in.

One other big difference between additive and subtractive color, and this is the key, is what you get when you add
them all together.

If you add all the colors together in a subtractive color method, you get black. Why? Because you added them all
together and all those colors subtracted from all the othersleaving no set color...or black.

A computer, on the other hand, works with light, not paint or any other goofy stuff. Mix a computer's additive colors,
red, green, and blue, together, you get white.

No kidding, you really do. Shine a white light at a prism or a lead crystal glass. You'll get a rainbow of colors.
Actually, that's how a rainbow is created. White light is being shown through water in the air. That separates the
white light into the "rainbow" of colors.

Now on to the 6-digit representation of color known as the hex code.

Basic Hexadecimal Notation:

Hex numbersuse 16 digits:. 0123456 789ABCDEF

Zero, "0, is the smallest representations of a color. It's amost the total absence of color. F is 15 times the intensity
of the color of 0. Combinations of these digits create different shades of a particular color. Double Zero, "00," is
equal to zero hue. FF isequal to apure color.

This color representation is done three times, once for red, once for green, and once for blue, in that order. Put the
three, two-digit, codes together and you get a 6-digit hex code. The hex code isjust a representation of the red, green,
and blue intensity, in that order. The computer creates the three intensities, mashes them together, and you get a
single shade of color.

For an example, here are the opposite ends of the color scale;

FFFFFF

The code above is equal to white. Why? Natice the three colors are all set to FF. That means the highest level of red,
green, and blue. As | said above, in a computer, or television, the combination of all three primary colors creates
white. Now here's black:

000000

Thisisjust the opposite. All three settings of red, green, and blue are set to a total absence of color. Black.

Now, here are afew other codes and their breakdown:

FFFFOO

Let's start with the concern from up above, yellow. The code above produces pure yellow. Notice the red and the
green are at full tilt. There is no blue. By mashing the red and green up against each other, the red cancels out the
blue and all that isleft isthe yellow. It's actually a subtractive color method being employed in an additive world.
DC143C

The code above creates a shade of red called "crimson.” The red setting, DC, is pretty intense. There's not much
green. Blueis set alittle less than halfway up.

EES82EE

That's violet. The Red and the Blue are at pretty high levels. The green isthere, but at alower level. Now, thisis not
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purple, but violet. Purple, as | said above, is a combination of red and blue alone. The code is 800080. Notice there's
no green at all. Just an equal amount of red and blue.

FFAS500
That's orange. There'slots of red, not quite an equal level of green, and no blue.

That's how the hex codes work. This lesson probably won't make you an expert in color creation, but at least you'll
be able to understand the creation of color in acomputer.

So, are there more hex code colors that what | show above? Oh, yes. There are thousands upon thousands covering

every color in the scale from pure black to pure white. Every time you change even one of the red, green, or blue
levels, you change the color.

Html help

Y ou can customize the look of your surveys by adding your own HTML code to the question text, survey description
etc. Most HTML codes can be used, except the start and end tags of an HTML document. You code must not
include the following:

<HTM_>

<HEAD>

<TITLE>A titl e</ TI TLE>
</ HEAD>

<BODY>

and ...

</ BODY>
</ HTM_>

Examples:

<b>Thistext is emphasized (bold)</b>

<hr> (horizonta line)

<font color="red">This text will be red</font>

For more information on HTML, go to http://www.w3school s.com/html/

Language encoding

When exporting your survey or questionsto XML files, the system needs to know what encoding is suitable for your
texts. Otherwise, Opinio will not be able to read the XML files.

Some XML encoding references:

* Wikipedia[https://en.wikipedia.org/wiki/List_of XML_and HTML _character_entity references)
» Unicode.org [http://www.unicode.org]
¢ XML FAQ [http://www.opentag.com/xfagq_enc.htm]

* W3Schools.com: XML Encoding [http://www.w3schools.com/xml/xml_encoding.asp]
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Please contact us at http://www.objectplanet.com/support.html if any of these links becomeinvalid.

Other languages in PDF reports

The specific characters for languages other then English are not displayed in the PDF reports by default. It is possible
to turn them on by specifying font that will be used in the PDF report. The font should support characters to be
display and should be defined in the opinio.properties file, example: The defined font should exist on the server at

obj ect pl anet . survey.report. pdf.font=c:\\w ndows\\fonts\\ ARI ALUNI . TTF

display and should be defined in the opinio.properties file, example: The defined font should exist on the server at
the given path.

Translate Opinio

Opinio support several languages for the administration screens. Users can select the preferred language on the My
Profile screen. Only supported languages will be shown in thelist.

New languages can be easily added to the system. To add a new language you will need to create a resource file to
hold your localized texts.

The resource files are located in the OPINIO_HOME/WEB-INF/classes/i18n folder.
1. Copy ApplicationResources.properties to a new resource file. Add your language code to a new file, for
example:
e ApplicationResources ru.properties - for russian resource file
» ApplicationResources it.properties- for italian resource file
If your language uses other than latin characters, add '_native' to the end of the file name. Example:

ApplicationResources ru.properties native

2. Trandate al messagesin the file to your language. The resource file is atext file and can be edited in any plain-
text editor. For non-Latin characters the editor must support UTF-8 and the file must be saved with UTF-8
encoding.

Thefile contains key-value pairs. Only values must be trand ated.

English version:

MeNu. surveys=Surveys
menu. user Adm n=User s
menu. syst em nf o=Set up

Norwegian version:

menu. surveys=Spgarr enunder sgkel ser
menu. user Adm n=Br uker e ‘
menu. syst eml nf o=Konf i gur asj on

3. Resulting resource files must be saved in ASCII. For non-Latin characters you will need to convert the file from
native encoding to ASCII. Use built-in native2ascii Javatool to do this (it must be in one line only, but due to
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space limitations, it was broken up in two lines here):
native2ascii -encoding UTF-8 Applicati onResources_ru.properties_native Applicati onResourc

4. Restart the application server. All language files in folder OPINIO_HOME/WEB-INF/classes/i18n will be
automatically loaded after server restart.

Create your own plugin

Introduction to plugins

A pluginis a piece of software that can be "plugged into" a software system without any modification of this system.
Opinio provides the framework that makes this possible. Plugins was implemented to make Opinio more extensible
and customizable. No matter how much functionality is included in the product, there are aways some specia
features needed by various users.

The plugin framework imposes certain requirements that the plugin must meet, but no restrictions on the design on
what type of functionality this plugin can offer. This section describes what a plugin must do, in order to meet this
reguirements.

To write a plugin, Java skills are required. Some time must also be spent to understand how Opinio works. This
knowledge is done by using the product, and looking through the plugin API (included in the Opinio distribution).

The plugin API is limited to the method calls that was regarded as useful to plugin developers. There is even more
functionality availablein Opinio, but not yet offered through the Plugin API. ObjectPlanet welcomes any suggestions
to improve or extend this API, if the suggested change is reasonable. Please et us know, and we will gladly consider
your suggestions. Please go here to let us know: http://www.objectplanet.com/Opinio

| mportant
Writing a plugin puts great responsibility in the hands of the plugin author. A small and simple plugin can

potentially break the stability of the entire system. The Plugin APl must be understood before using it. And
before you go live using the plugin, test it well. Then test it again.

Plugin architecture

Below isa UML diagram of the classes and Plugin APl used by the plugins. The class "MyPlugin” is written by the
plugin developer (you).
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As seen from thisimage, your plugin must inherit from the class Plugin:

public class MyPlugin extends Plugin inplenents | EventListener {

e If you want the plugin to act on some events in Opinio, then your plugin must implement the IEventListener
interface. This is necessary for the plugin to receive Events from the PluginBus (more on that in the next
chapter).

e If your plugin will have some other functionality, then it must implement the corresponding interface. For
example, to do your own login check you can write a LoginPlugin, which must implement ILogin interface.

Your plugin will inherit from the Plugin class, which is declared abstract. In the current version (6.0), there are no
abstract methods, so your plugin does not have to implement any methods. This may be changed in later versions.
For the plugin to do anything useful, you should override one or more of the plugin methods, like the start() and
stop() methods. The included example, the ResponseNotifierPlugin, shows how to do this.

| mportant

The plugin name must end with "Plugin”.

235



http://www.objectplanet.com/Opinio/

The event bus

The event bus classes are important if you want your plugin to act on certain events in Opinio. For example, when a
respondent has completed a survey, you want to do something with the data (like sending an email). To know when
this respondent has completed, you need to receive an event notification.

To receive this notification, the plugin must register itself on the event bus. There are several bus types and many
event types in each bus. See om.objectplanet.survey.event.EventBusManager in the plugin documentation.

Examples of bus types:

e BUS TYPE_SURVEY - Survey response bus: handles the events in the Survey module. Examples of event types
are: DisplayQuestionEvent, NewRespondentEvent, RespondentCompl eteEvent, ResponseEvent and so on.

e BUS TYPE_SURVEY_MANAGEMENT - Qurvey design bus: handles administration module events. When a new
survey is created, for example, a NewSurveyEvent is fired. Examples of event types are: NewSurveyEvent,
SurveyDel etedEvent, QuestionDel etedEvent and so on.

e BUS TYPE_USER - User event bus. handles user administration events. When a new Opinio user is created, for

example, a NewUserEvent is fired. Examples of event types are. NewUserEvent, PreUserDeleteEvent,
UserDeletedEvent and so on.

There are several addListener(**) methods in the EventBusManager. Y ou can register to listen to:

» al eventsin the system (every single one) - use addListener(I EventListener listener) method
« all events on a specific bus type - use addL istener(lEventListener listener, int busType)
» gpecific event type sent on the specific bus - use addListener(IEventListener listener, int busType, int eventType)

« gpecific event type sent on the specific bus for a particular resource - use addListener(lEventListener listener, int
busType, int eventType, long resourcel d)

There are several addListener(**) methods in the EventBusManager. Y ou can register to listen to:

IMPORTANT: Try to register events on as low level as possible to maximize the performance.

Example 13.1. Plugin example

Implement com.objectplanet.survey.event.|EventListener interface.

In the start() method of your plugin, you can register your plugin to listen to the administration events:

public void start() {
Event BusManager event Mgr = Event BusManager. i nstance();
event Myr. addLi stener (this, Event BusManager.BUS_TYPE_SURVEY_MANAGEMENT, Event BusManag

Implement the handleEvent() method from IEventListener interface, so that the events received are handled
correctly. For example:

public void handl eEvent ( Pl ugi nBusEvent event) ({
if (event instanceof NewSurveyEvent) {
NewSur veyEvent nsEvent = (NewSurveyEvent) event;
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| ong surveyld = nsEvent. get Surveyld();

/1 Do something with the survey; send an emuil,
/1 call an external systemetc.

Plugin setup

All plugins can have a setup screen accessible from the plugin list. The setup is available only for users with all
access rights (super users). To create a setup screen for your plugin, implement the two methods

e getSetupHTML (HashMap resources) - the method is called by Opinio when displaying the setup screen for the
plugin.

» processSetupHTML (HashMap resources) - the method is called when user clicks on the Save button. The values
from the setup screen are sent to the method.

Method getSetupHTML (HashM ap resour ces).

Gets the HTML code for plugin setup screen. The code must include all HTML needed between the form tags. For
example, the code could be:

public String getSetupHTM.(HashMap resources) ({
StringBuffer htm = new StringBuffer();
ht m . append(" <t abl e>");
htm . append(" <tr>");
ht m . append(" <td class='"form | abel'>Nane: </td>");
ht m . append(" <td class='form val ue' ><i nput type=text nanme=pl ugi n_nanme cl ass="w d
ht m . append(" </tr>");
ht m . append(" <tr>");
ht m . append(" <td class='forml abel ' >Address: </td>");
ht m . append(" <td cl ass='form val ue' ><i nput type=password name=pl ugi n_address cl a
ht m . append(" </tr>");
ht m . append(" <tr>");
ht m . append(" <td class="form ></td>");
ht m . append(" <td class='form val ue' ><i nput type=submt val ue=' Save' name=pl ugi n_
ht m . append(" </tr>");
ht m . append("</tabl e>");
return htm .toString();

}

example, the code could be:

| mportant

All input field names must start with "plugin”. This is to avoid any conflicts with any fields produced by
Opinio.
example, the code could be:
The example includes two fields: "plugin_name" and "plugin_address’. When the user enters the values and clicks
the submit button (must also be provided in the code), Opinio will receive the form and return it through a call to the

processSetupHTML (HashMap resources) method. It is then up to the plugin to process the setup html. This method
is not required by the plugin. If not implemented, a standard no-op text is returned.

It is recommended that the look & feel of Opinioisused.
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M ethod processSetupHTML (HashM ap resour ces).

The processSetup() method is called by Opinio, and may look like this:

public ProcessResult processSet upHTM.(HashMap resources) {
/! retrieve request object fromresources
Ht t pSer vl et Request request = (HttpServlet Request) resources. get (Pl ugi nConst ant s. RESO
String naneVal ue = request get Par amet er (" pl ugl n_name");
String addressVal ue = request. get Paraneter ("plugin address );

/1 do something with the val ues

return new ProcessResult("The plugin configuration was saved successfully", false);

}
The processSetup() method is called by Opinio, and may look like this:

It is up to the implementor (developer) of this method to process the values appropriately. The method returns the
result object with message to show to the user. Let the user know what happened with the processing of the form
values. If null returned, the plugin list screen will be displayed. If result of type confirmation is returned,
confirmation message will be displayed, based on user preferences. If result of type error is returned, the error
message will be displayed over the setup screen html. Note that ProcessResult of type error is returned, the
getSetupHTML (HashMap) will be called again. Implement the logic that retrieves the values from the request and
put the values to the form fields, so that user can correct them.

Remember, it is up to the plugin author to make the setup values persistent. Functionality for making this easier will

be added in future versions. Look in the example plugin included with the distribution on how to make the
configuration persistent.

Plugin functions

Plugins can be appended to the Menu box by implementing one of the interfaces in package

com obj ect pl anet . survey. pl ugi n.interfaces. nenu
Plugins can be appended to the Menu box by implementing one of the interfaces in package

One plugin can have multiple functions. Each function will appear as alink in the Menu box.
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Number of functions.

Number of functions provided bu the pluginsis returned by getFunctionCount() method in the Plugin. If your plugin
provide 2 functions, just return the number 2.

Function label.

Method getFunctionLabel(int functionNo, HashMap resources) should return a descriptive name of the plugin
function. The name will appear in the Menu box as link label.

public String getFunctionLabel (int functionNo, HashMap resources) {
switch (functionNo) {
case 1:
return "Recogni ze address";
case 2:
return "Recogni ze nane";

return "Unsupported function";

}
function. The name will appear in the Menu box as link label.

Function security.

Plugin is self responsible for permission checks. This can be done by implementing method hasFunctionA ccess(long
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userld, int functionNo, HashM ap resources)
Function html.

Gets the HTML code for plugin function. The code must include all HTML needed between the form tags. Here is
example plugin with two function: When the user enters the values and clicks the submit button (must also be

public String getFunctionHTM.(int functionNo, HashMap resources) {
StringBuffer plugi nFuncti onHTM. = new StringBuffer();

switch (functionNo) {

case 1:
pl ugi nFuncti onHTM.. append( " <t abl e>");
pl ugi nFuncti onHTM.. append(" <tr><td class='form | abel'>Your nail address:</t
pl ugi nFuncti onHTM.. append(" <td cl ass='form val ue' >");
pl ugi nFuncti onHTM.. append(" <I NPUT TYPE='text' class=wi dth20
pl ugi nFuncti onHTM.. append( " </td>");
pl ugi nFuncti onHTM.. append(" </tr>");
pl ugi nFuncti onHTM.. append(" <tr><td></td><td cl ass=buttons>");
pl ugi nFuncti onHTM.. append(" <I NPUT TYPE=submt cl ass=button
pl ugi nFuncti onHTM.. append( " </td>");
pl ugi nFuncti onHTM.. append(" </tr>");
pl ugi nFuncti onHTM.. append( " </t abl e>");
br eak;
case 2:

pl ugi nFunct i onHTM.. append( " <t abl e>");

pl ugi nFuncti onHTM.. append(" <tr><td class='form | abel'>Your nane:</td>");

pl ugi nFuncti onHTM.. append(" <td class='formval ue'>");
pl ugi nFuncti onHTM.. append(" <I NPUT TYPE='text' class=w dth20
pl ugi nFuncti onHTM.. append(" </td>");

pl ugi nFuncti onHTM.. append(" </tr>");
pl ugi nFuncti onHTM.. append(" <tr><td></td><td cl ass=buttons>");

pl ugi nFuncti onHTM.. append(" <I NPUT TYPE=submt class=button

pl ugi nFuncti onHTM.. append( " </td>");
pl ugi nFuncti onHTM.. append(" </tr>");

pl ugi nFuncti onHTM.. append( "</t abl e>");

br eak;

}
return plugi nFuncti onHTM.. t oSt ring();

example plugin with two function: When the user enters the values and clicks the submit button (must also be
provided in the code), Opinio will receive the form and return it through a call to the processFunctionHTML (int
functionNo, HashMap resources) method. It is then up to the plugin to process the html. It is recommended that the
look & feel of Opinio is used.

Processing function html.

The processFunctionHTML (int functionNo, HashMap resources) method is called by Opinio when user submits the
function page. Example of the method implementation:

public ProcessResult processFuncti onHTM_(int functionNo, HashMap resources) {
/1 retrieve request object

Ht t pSer vl et Request request = (HtpServl et Request) resources. get("HttpRequest")

/1 process the htm based on function nunber
switch (functionNo) {

case 1:

String email = request.getParaneter("plugin_email");

if (email == null || email.equals(""))

return new ProcessResul t("Emai| cannot be bl ank!", true)

return new ProcessResult("Entered enail is " + email, false)
case 2:

String nanme = request.get Paraneter("plugi n_nane");

if (nane == null || nane.equals(""))

return new ProcessResul t ("Nane cannot be blank!", true);
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return new ProcessResult("Entered name is " + nanme, false);

return super. processFuncti onHTM_(functi onNo, resources);

}

The method returns ProcessResult object with message to show to the user. Let the user know what happened with
the processing of the form values. If null returned, the plugin function screen will be displayed again. If result of type
confirmation is returned, confirmation message will be displayed, based on user preferences. If result of type error is
returned, the error message will be displayed over the function html. Note that ProcessResult of type error is
returned, the processFunctionHTML (int, HashMap) will be called again. Implement the logic that retrieves the
values from the request and put the values to the form fields, so that user can correct them.

Plugin sour ce. The source of this plugin example can be found in the distribution: SurveyFunctionExamplePlugin

Plugin interfaces

The previous chapter demonstrates how to add more functionality to Opinio. But sometimes functionality in the
administration module must be changed to best suit your needs. For this reason, the plugin interfaces have been
developed and added to the plugin architecture. Now a plugin can "overwrite" some parts of default Opinio code.

To do this the plugin must implement an interface defining the plugin behavior. All existing interfaces can be found
in the package com.objectplanet.survey.plugin.interfaces. More interfaces will be added in the upcoming versions.

For example, LoginPlugin implements login functionality, which will be used instead of default login procedure.

Then it must implement ILogin interface. This example is included in the distribution. Refer to the ILogin api for
more details.

public class LoginPlugin extends Plugin inmplenents |ILogin {

Attention: The plugin will be automatically registered in the system on web-server start-up. Only one plugin for each
interface can exist. If there are more than one plugin, it's impossible to say which of the existing plugins will be used.

Plugin screens look and feel

It's recommended to use the same look and feel as other Opinio screens. Here are some main classes used in html
forms:

e tables- use"table" class "sectionTable" for the main form table

e heading - use "td" class "sectionTitle" for the main heading

e Labe cel - use"td" class "form label" for text 1abels (1abel before the input fields)

e Input field/value cell - use "td" class "value" for cells with inputs, like text field, textarea, checkbox, etc

* Input field/Textarea - use "input" class "width100"/"width200"/"width300". To highlight the error field, add class
"error". For example "width200 error"

e Checkbox - use "input" class "checkbox"
e Radio - use"input" class "radio"
» Buttonscell - use "td" class "buttons’

e Button - use "input" class "button"
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The plugin api

The plugin APl provides access to the functionality of Opinio. To get access to the plugin API, add this import
statement at the top of your Plugin java class: To get an understanding of the API classes, and their methods, ook

i mport com obj ect pl anet. survey. pl ugi n. api . *;

statement at the top of your Plugin java class: To get an understanding of the API classes, and their methods, 1ook
them up in the API (javadoc) documentation. A closer ook at the included Plugin example will also help.

The properties

All plugins need a property file, so that Opinio can get certain basic information about the plugin. This includes the
plugin name (as displayed in the Opinio setup screen), author, version, build number, help file URL (not used yet).
The property file should be in the same folder as the java and class files when building/compiling the plugin.

The name of the plugin property file should be MyPlugin.props

These lines must be included in the propertiesfile:

pl ugi n. ResponseNoti fi er Pl ugi n. name=My first plugin
pl ugi n. ResponseNoti fi er Pl ugi n. aut hor =Pet er Pl ugi nson
pl ugi n. ResponseNoti fi er Pl ugi n. versi on=1. 0

pl ugi n. ResponseNoti fi er Pl ugi n. bui | d=beta 1

pl ugi n. ResponseNoti fi er Pl ugi n. docs=MyPl ugi nHel p. ht ni
pl ugi n. ResponseNot i fi er Pl ugi n. depend. j ava=1. 4

pl ugi n. ResponseNot i fi er Pl ugi n. depend. Qpi ni 0. maj or =4

pl ugi n. ResponseNoti fi er Pl ugi n. depend. Opi ni 0. m nor =0

These lines must be included in the propertiesfile:
Compiling the plugin

To compile and build the plugin, we recommend using the ANT build tool from Apache. It can be found here:
http://ant.apache.org. The sample plugin includes a build script for Ant (build.xml) that builds the entire plugin, and
creates a Jar file ready for use.

To compile, you need to specify the path to the opinio.jar file, which is located in the WEB-INF/lib folder after
installation (or you can simply unzip the opinio.war file). The following lines in the build.xml file needs to be
configured:

<property nanme="opinio.lib.dir" value="../lib"/>
<property nane="jar.name" value="M/Plugin.jar"/>
<property nane="jar.dir" value="."/>

<property nane="depl oy.dir" val ue="opi ni o/ VEB- | NF/ pl ugi ns"/>

configured:

o opinio.lib.dir: Thelocation of the opinio.jar file.

e jar.name: The name of the plugin. If your plugin is called MyPlugin, this file name must be MyPlugin.jar.

e jar.dir: Thefolder where the newly compiled/packaged plugin should be placed.

« opiniolib.dir: If Opinio isinstalled on your system, then you can run the "dist_copy" target to copy the plugin jar

file directly into the Opinio plugins folder, to make it easier to develop the plugin. (an Ant target isa"step" in the
build script, and each target can be run independently, or in sequence, depending on how the script iswritten).
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Once these lines in the build.xml script are correctly set up, the plugin should compile. Once compiled, all the files
for the plugin is packaged in a jar file. This should be inserted into the opinio/WEB-INF/plugins folder. Opinio will
try to load the plugin automatically when starting. If you don't see the plugin in the setup screen after restart, look in
thelog files for the application server for any errors.

If the plugin is placed in a java package, there are a couple of things to remember. Y ou must place the .javafilesin
folders that equals the package names, so that the compiled .class names are placed in these folders.

Also, in the properties file (.props), you must use the full name of the plugin, like this: There is sample plugin,

pl ugi
pl ugi
pl ugi
pl ugi
pl ugi
pl ugi
pl ugi
pl ugi

n
n
n
n
n
n
n
n

. t est package.
.t est package.
. t est package.
. t est package.
. t est package.
.t est package.
.t est package.
.t est package.

My Pl ugi
MyPl ugi
My Pl ugi
My Pl ugi
MyPl ugi
MyPl ugi
My Pl ugi
My Pl ugi

n. name=MyPl ugi n

n. aut hor =Tor gei r Lund
n.version=1.0

n. bui | d=beta 1

n.
n
n
n

docs=MyPl ugi n. ht m

. depend. j ava=1. 4
. depend. Opi ni 0. maj or =4
. depend. Opi ni 0. m nor =0

Also, in the properties file (.props), you must use the full name of the plugin, like this: There is sample plugin,
NewSurveyL ogger, included in the distribution file that isimplemented this way.
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