Web questionnaires with Webropol 2.0

With Webropol it is possible to create questionnaires to be published on the web that the
respondents fill in themselves. You can also build in controls of mandatory questions,
“‘jump to” questions, etc.

When you have created your web questionnaire and published it, you will obtain a link that
you can distribute to potential respondents (through e-mail or a web page).

The answers are compiled in the form of statistical reports, and you can order the data
stored in an Excel file.

The program is available on http://www.webropolsurveys.com/

As a Hanken student or staff you can obtain a personal user ID and password by sending
an email from your Hanken e-mail address to webropol@hanken.fi including the following
information:

e Name,

e User ID at Hanken (add also “student” or “staff”)

e Phone number,

e E-mail address at Hanken (for students also other E-mail address used regularly)
Your user ID and password will be sent to your E-mail address at Hanken.
You will become a user in a collective user environment for either “students” or “staff”
depending on your role at Hanken. Your Webropol ID is valid as long as your Hanken 1D
is.
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Instructions for creating a questionnaire using Webropol 2.0 can be found on the following
pages. There you will find examples of how different types of questions are created within
Webropol, as well as how the questionnaire is published, responses collected and results
reported.

Contents in brief:

1. Log in 1O WEBTIOPOI 2.0 ..eeiecii e e e e e e et e e e e e e r 2
2. QUESTION LY PES ettt 2
3. Description Of the @XamMPIE TASK ........uiuiiiiiiiiiiiiiiii bbb beeeneneeenes 2
A, Create QUESTIONS .. ittt e e ettt e e e e e e e e e ettt e e e e e e e e e e ae b s e eeaeeeeaseta e aaeeaeeeerrerannes 2
4.1, SEIBCTION ittt e ettt e e e et e e e e 3
g O O =T [ o U 1= 4o 0 =PSRRI 3
A I =5 A 1= o PP 3
4.3. Selection With drop-0OWN [IST .......uuuuiiiiiiiiiiiiiiiiiiiiiiiieieeiiieeeeeee bbb eeeeeeeeaeeenee 4
4.4, SCAIE SEIBCTION .....eeeeieieitt ittt 4
T\ W L E=Y=T =T ot 4o o B PSRPR 5
T = 1] 1 1T o PP 6
5. Survey settings (language, colour, |0gos, paging OptioNS €tC.) ...........uuuuuirriieirmmimiiiiniiiiinnnnns 6
O = 1o o T F= To [ o0} o 11 RPN 8
6.1. MaKing lanQUAaQgE COPIES ....coiiiiiiiiiiii et 8
6.2. SENdING |aNQUAGE COPIBS....oiiiiiiiiiiiiieiieee e 8
6.3. Combining language copies for reports and analySes ........ccccoovvveiiiiiiiiiiii e, 9
A 0] 1T o A =S o Lo g R =2 PPN 9
7.1. Via public link (distributed per e-mail or on a Web Page) ....cccoeeveeevvvviiiiiiiiiieeeeeeeiiiinn, 9
7.2. Via personal links (distributed per e-mail) ... 10
8. REPOItING & FOIOW-UD .o e e et e e e e e e e e e r e e e eaaes 11
8.1. Graphs and tADI@S .....cccoiiiieece e e e e aaaa— 11
8.2. Export data file to Excel (and further to SPSS) ... 12
9. FINISNING @ SUNVEY ..ottt e e e e e e e et ettt et e e e e et e e e et e e s e eeeeeeesstaaaaaeaaees 12
IO Y YAV o] Y o o) ST 13
11. EXaMPIe QUESTIONNAITE ...t e e ettt a e e e e e e e e e ettt e e e e e e e e eenneenn s 14

Hanken 5.3.2012 / S. Taimitarha


http://www.webropolsurveys.com/
mailto:webropol@hanken.fi

1. Log in to Webropol 2.0

http://www.webropolsurveys.com/

Give your user ID and password (obtained from webropol@hanken.fi).

Instructions for creating a questionnaire using Webropol 2.0 can be found on the following
pages. Manuals are also available in Webropol (under Support), with more detailed advice
on creating a questionnaire, publishing and handling the survey.

2. Question types

In Webropol it is possible to choose between different question types. E.g.

¢ Selection — the respondent can choose only one alternative (option buttons ® or drop-
down lists)

Multiselections— the respondent can choose many alternatives (check boxes M)
Scale selection — assessing on an ordinal or quantitative scale

Text field — open questions, e.g. name, address, age

Open ended- open response (space for four A4 pages of text)

Position— assessing on a scale between two statements

* & & o o

3. Description of the example task

A questionnaire for finding out wine preferences is used as an example for the different
guestion types. The example questionnaire is found on the last page.

The questionnaire includes some background variables (gender and year of birth) and

guestions concerning the persons wine preferences

As an example for different question types, the following questions have been created.
1. Gender => Selection

2. Year of birth => Text field

3. Wine preferences =>Selection in drop-down list

4. Influences of food, situation, season => Scale selection

5. Produced=> Multiple Choice

6. With food/as social drink => Position

4. Create questions

A standard survey can easily be created by choosing suitable question types from the
menu and filling in the question texts. The questions can also be edited (layout etc.).

From the heading | | on the menu bar you can access your existing web
surveys
» Click| | on the menu bar.

Survey type: Basic survey,
Survey title: xxx (name your survey)
Then click [Continte

» Thetab | is opened for creating and editing your survey.
There are also tabs for 2.Survey settings (see section 5), 3.Collect responses (see
section 7), Survey summary and Survey preview on this page.

Hanken 5.3.2012 / S. Taimitarha


http://www.webropolsurveys.com/
mailto:webropol@hanken.fi

3

You can change the Form title to the heading you want to be shown on your form, save
by clicking [Applyl. Click and select a question type. The question types are
explained in section 2 above.

In the following sections you will find descriptions of how different questions are created,
and the settings and editing made in the questions in the Wine form (on last page).

4.1. Selection

Question:

Gender

v Question description

Answer options:

Enter aption and press Enter to add next option
hale
Fermnale

Choose Selection for Gender (=only one alternative can be
chosen).
e Question: Gender
e Answer options: Male on row one, Female on row two.
e Question Settings:
Mandatory question — choose yes when needed
Display Answer options — choose if you want the
alternatives to be displayed vertically or horizontally

(or in a drop-down menu, see section 4.3).

Click [Save & Preview|. To be able to preview you have to allow pop-ups from Webropol.

Close the preview window and return to your form (if it is left open no new 1. Gender
pop-up windows for previewing will be opened).
To choose background colour etc. for your form, see section 5.

4.1.1. Edit questions

O Male

O Female

If you want to edit a question choose the question from the list to the left.
e You can add answer alternatives if needed (Add multiple answer options).

e You can change font etc. with the Editor

e By clicking Edit settings beside an answer option you can create a “jump to” link
from an option to a target question (must be done after all questions have been
created) and you can add a textfield next to an option for an_open answer.

e By clicking on Question description you can add a description to the question

e Under More question settings you can change your previous settings (open the

tabs).

Click [Save & Preview|. Close the preview window!

If you defined a jump-to question you must insert a new page after this question and
before the target question by choosing Add new page.

4.2. Text field

Guestion:

‘Year of hirth

Ciuestion description

Answer options:

Enter aption and press Enter to add next option
(e.y. 1935

Choose Text field for Year of birth (=an open question without
ready alternatives, a numeric answer can be required).
e Question: Year of birth
e Answer options: (e.g. 1985) — to specify the format.
e Question Settings:
Mandatory question — choose yes when needed
M Text field size — change if needed.
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2. Year of birth? 4

Click [Save & Preview|. Close the preview window!

(e.g. 1985)

If you want to edit the question further choose the question from
the list to the left. Edit alternatives are described in section 4.1.1. Edit questions.

In addition you can specify Validation settings for a text-field-question (decide the length
of the answer field, require a numeric answer, make the question mandatory, etc). See
below how e.g. the year is restricted.

The following restrictions were made to Year of birth in the example form:
» Click on Edit settings next to the answer alternative:
®Numeric
M Range
Min value=1900, Max value=2010.
Click [Save & Preview|. Close the preview window!

4.3. Selection with drop-down list

Choose Selection for Wine preferences (=only one alternative can

Question:

be selected).

B0 you prefer white of ed vine? e Question: Do you prefer white or red vine?

e Answer Options: Write Please select on row 1 (=the text
© Question description shown in the box on the questionnaire, but not registered as
Answer options: an answer). Then write White, Red, Neither, one per row.

Enter opt
Select
‘White
Red
Meither

ion and press Enter to add next option

e Question Settings:
Mandatory question — choose yes when needed
Display Answer options: Drop Down and exclude first

option (choose from the list)

3. Do you prefer white or red wine?

Click [Save & Preview|. Close the preview window!

Please select

If you want to edit the question further choose the question from the list to the left. Edit
alternatives are described in section 4.1.1. Edit questions.

If you defined a jump-to question you must insert a new page after this question and
before the target question by choosing Add new page.

4.4. Scale selection

Question:

How

following factors:

¥ Gue

Scale values(Columns):

Choose Scale selection for Influencing factors (=evaluations on
scales).
e Question: How is your choice between white and red wine
influenced by the following factors:

is your choice hetween white and red wine i

stion description

@ rumeric seale: [1 |- [5 | e Click on Question description and write: Circle the number on

O Use Other Scale

the scale that best describes your situation. 1 = does not
influence at all,..., 5 = influences a lot.
Include question description after question.

e Scale values (Columns): ®Numeric Scale: 1 -5

Scale rows:

Food

Situationicompany
Season
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e Scale rows: Food, Situation/company, Season, write one alternative per row

¢ Question Settings: Mandatory question — choose yes when needed
Scale type: ®Normal (always choose normal when the respondent must choose one
option per row)

4, How is your choice between white and red wine affected by the following factors:

Circle the number on the scale that best describes your situation. 1=does not influence at all, ..., 5= influences a lot

Click [Save & Preview|.

Close the preview Food
window! Situation/company

il 2 3) 4

Season

You can use different colours for the alternatives to stand out clearer in the list (Style
sheets are first created in MyWebropol, see section 10).

Choose the question from the list, click Edit settings at the statement (Food,
Situation/company or Season) and M Select style sheet. In the example guestion Food
and Season are coloured white to differ from the yellow background.

If you want to edit the question further see the instructions in section 4.1.1. Edit
guestions. Under More question settings the scale type can e.g. be changed to Ranked
scale if you want to rank objects and therefore restrict the answers to only one option per
row and column.)

Click [Save & Preview|. Close the preview window!

4.5. Multiselections

Question:

Inwhich partyparts of the world are your favourite wines produced?

Choose Multiselections for Produced (=many alternatives can be
A edito Chosen)_

e Question: In which part/parts of the world are your

Sueston deserigton favourite wines produced?
Answer options: e Answer options: Europe, Africa, Australia, South
P America, North America, Other please specify: (write
S Amarca the alternatives one per row)
brersee e e Question Settings:

Mandatory question — choose yes when needed
Display Answer options —displayed vertically

Click [Save & Preview|. Close the preview window 5. In Which partparts of the world are your favorite wines produced??
[] Europe

If you want to edit the question further choose the ?] i:;:‘a"a

guestion from the list to the left. Edit alternatives are O South America

described in section 4.1.1. Edit questions Bl

» A textbox is created next to the last alternative by o Omerplease sy

clicking Edit Settings beside “Other, please specify:”and choosing M Add text field after
option for writing own answer. Set Text size to e.g. 20.

Click [Save & Preview|. Close the preview window

If you defined a jump-to question you must insert a new page after this question and
before the target question by choosing Add new page.
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4.6. Position

Question

Do you drinkwine more often with food or 25 social drink? Save

v Question description

Choose Position for With food or as social drink

Eitor (=assessing between two statements).

e Question: Do you drink wine more often with
food or as social drink?

@ Nureni e T[T e Click on Question description and write:

O Uge Other Seale

S Please mark a dot left or right on the scale
R depending on which description you find

e more appropriate.
ooe The middle option = equally often

o @ >

Statements (Rows):
Left statements

Include question description after question.

Right statements

Red wine more ofien with faod Red wine more often as social dink H .
‘White wine mare often with food Wihite wine more often as social drink b @ Numerlc Scale 1 - 7

e Left statements: Red wine more often with
food, White wine more often with food, one alternative per row
¢ Right statements: Red wine more often as social drink, White wine more often
as social drink, one alternative per row
e Question Settings: Mandatory question — choose yes when needed
Hide scale values — choose if you don’t want the numeric scale to be shown

Click [Save & Preview|. Close the preview window!

6. Do you drink wine more often with food or as social drink?
Please mark a dot left or right on the scale depending on which description you find more appropriate.
The middle option = equally often

Red wine more often with food () ) () Red wine more often as social drink

O RO RO B
White wine more often with food (O (O O O (O O (O White wine mare often a3 social drink

You can use different colours for the alternatives to stand out clearer in the list. (Style
sheets are first created in MyWebropol, see section 10).

Choose the question from the list, click Edit settings at each statement in turn (Red /
White) and M Select style sheet.

In the example question the rows are coloured red and light green to separate the wines.

If you want to edit the question further see the instructions in section 4.1.1. Edit
questions. Click [Save & Preview|. Close the preview window!

5. Survey settings (language, colour, logos, paging options etc.)

Click on the tab | on the menu bar. Here you can choose the
guestionnaire language, colour, font, pictures, logos, how questions are divided on pages,
controls etc. Remember to click after each change. Here is a brief overview of
different settings available in the menus to the left.

Basic settings

e Survey language — sets the language that is used on labels and messages etc.
(see chapter 6 for language copies).
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Answer mode — states if respondents can answer only once from their personal
links or if they are able to later modify their answers.

Layout settings

Choose Text styles and Background fill (colour) for your form. To activate a
chosen text style for already created questions you have to open each question and
then click - (under Create/edit survey). If you have used Style sheets in your
guestions remember to change the text style in them also (in MyWebropol).

If you want to choose a Company logo or picture tick M Use logo, then Browse
and Upload it. NOTE! The picture will be saved in a library of logos in Webropol
which is shared by all users in your user environment. See in section 10 how you
make your pictures private.

You can also change the Size and alignment of the form.

Alternatively you can Choose a design template created in MyWebropol. The
library of design templates is shared by all in your user environment.

Function settings

You can choose M Disable automatic numbering of questions if you e.g. want to
number your questions differently than the program does (e.g. 1a, 1b, i, ii, iii, ...).
Then you can write the question number in the question itself.

Here you can choose All questions in one page, One question at a time or
Paged form. If you have more than one page in your form (if you e.g. have defined
jump-to questions) you have to choose Paged form.

By choosing Use dynamic paging you can insert rules and actions to your
questions (the form will perform in a certain way depending on how the respondent
answers while completing the survey, e.g. some of the following questions or
alternatives are not shown). This function is explained further in the Manual, which
you can find under Support.

NB! Always choose M Use CHECK SUBMIT option on the form. If you don’t
choose this option the respondents can by mistake send half-ready answer sheets
by hitting Enter after a question.

If your form is lengthy with many pages you can choose M Use breaks, which
allows the respondent to pause and to complete at a later stage (this works only for
respondents who have personal links to the survey, see section 7.2).

If your form consists of many pages it is good to choose M Display progress bar
and e.g. M Show percentage

You can customize texts that appear on buttons and on different automatic
notifications by choosing Modify current labels.

You can also add/edit e.g. Header text, Thank you page and Form End text.

Notifications

If you want to be notified by email every time an answer is submitted, specify under
Notification to survey creator on answer(s) received. If you want the respondent
to receive an email notification after submission, specify under Notification to
respondent after receiving response.

Remember to click after each change.
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6. Language copies

You can create different language copies of your form.

6.1. Making language copies

Click | | on the menu bar, click Actions V to the right of your original form
and choose Copy. Repeat until you have the desired amount of copies. Click Actions V to
the right of each copy and Rename them according to the languages they are translated
into (e.g. “Wine preferences — form in English”, “Vinpreferenser - formulér pa svenska’, ...).
Create a survey group by ticking all your copies (including the original form) and choosing
Create group down left. Name the new group and Save.

Open one copy at a time by clicking on it.

» Translate the Form title and click [Apply].

» Click on every question in turn and translate the texts (remember also Question
descriptions). Click [Save & Preview| after each change.

> Click | on the menu bar.
Change the Survey language for your copy.
Also remember to translate Header text, Thank you page, Form End text, and
labels on buttons and notifications which you have changed in the original form.

Repeat for all the different language copies you have created.

NOTE! If you after this stage make any changes in one of your language copies (e.g.
change the order of the questions, delete a question or an alternative) you have to make
the same changes in all your copies to keep them comparable.

6.2. Sending language copies

In chapter 7 you will find instructions for collecting responses. Concerning language copies
you also have to decide whether you want to send the correct language version to each
respondent respectively (alternative A below) or if you let the respondent himself choose
the language version (alternative B and C below).

A) You can send different language copies to different respondents using Personal links
and/or Public link (see section 7.1 and 7.2).

B) Alternatively you can let your respondents choose the language from a start page to the
form which you distribute via Personal links in a multilingual cover letter (see section 7.2,
‘Include in message: Link to survey”).

Name the different forms (language copies) carefully in each language so your
respondents are able to choose between them. In the example survey the English copy
could be named e.g. “Wine preferences — form in English” and the Swedish copy e.g.
“Vinpreferenser - formuldr pa svenska’, ...)

C) You can also create a public link to every language copy and paste all links into a
multilingual cover letter or a web page for your respondents to choose in which language
they want to answer (see section 7.1).

Hanken 5.3.2012 / S. Taimitarha



6.3. Combining language copies for reports and analyses

The answers from different language copies can be merged in Excel into one file for
reporting and analyzing (e.g. in SPSS). If you are using the reporting tools in Webropol
your language copies will be reported separately. If necessary the answers can be re-
entered in Webropol from a merged Excel file to enable all results to be reported in a
combined report in Webropol. Please contact webropol@hanken.fi if you need help with
this.

7. Collect responses

Click | on the menu bar. You can collect responses in two ways:

e Public link implies that a www-link is created. All respondents enter the survey
through the same link. You can place the link e.g. on a website or forward it by e-
mail (see section 7.1. below).

Personal link implies that personal links are automatically created for each
respondent in the e-mail invitations, and the respondent can only give one response
through his/her link after which the link is deactivated (see section 7.2. below).

After you have chosen one of the above methods your_survey is locked. In 'lock’ mode you
will still be able to make small corrections to questions and add anything that is missing,
but you will not be able to e.g. delete questions.

In order to make larger changes you must first Open survey for editing.

NOTE! If responses have already come in, these will be erased if you unlock the form.
Also e-mail addresses (see Chapter 7.2) will be erased.

7.1. Via public link (distributed per e-mail or on a web page)

Click Use public link (or Both methods).

Now, your questionnaire is public, which means that you will receive one link from which
all your respondents will answer. All answers sent from this link are anonymous since they
can’t be identified through an email address or similar.

Choose Public link and scheduling to receive the link to your form (Normal or Secured).
You can copy it to an e-mail, and distribute it using your usual mail program (also to
existing mailing lists), or copy it to a webpage.

The link is active until you close it by clicking on Close link.

If you have different language copies of your form, you have to activate a public link to
each one of them: Then you can e.g. paste all the links in the same multilingual cover
letter and let the receiver choose the preferred language (se alternative C in section 6.2).

If you want to schedule a date for the survey to stop you can choose M Deactivate survey
and set the end date under Edit settings.
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If you want to specify a starting date choose M Activate survey and set the date under

Edit settings. You also have to inactivate your public link by clicking Close link
(otherwise the link is active at once regardless of the start date you have given).

7.2. Via personal links (distributed per e-mail)

Click Use personal link (or Both methods).

With this function you can send a personal link to every respondent whose e-mail address
is entered here, and it can therefore not be used for e.g. mailing lists where one address
has many recipients. The programme only allows one answer per link. In case of mailing
lists, use public link (see Chapter 7.1).

Choose Email addresses and list of respondents. In this section you add the recipient
for your survey (their email addresses).
e Add manually - allows you to write the addresses or copy/paste them from any
sources. Write your respondents' e-mail addresses, one per row.
e Import from file — allows you to upload a text or Excel file with the respondents'
email addresses (recommended).
e Copy from Surveys - lets you use the recipients of previous surveys.

Click [Add new recipients| and then

e Fillin the Subject for your email.

e Write your e-mail invitation. You can indicate where in your letter to put the link to
the questionnaire by inserting [#codelink] there (select from the dropdown menu).
Otherwise the link will be inserted at the end of your letter
Don’t use codelink if you are distributing a link which refers to survey group (e.g.
language copies according to section 6.2.B)! A link to a group of copies will always
be inserted at the end of your letter and is not effected by codelink (this command
directs only the link to the selected survey).

If you want to use the same invitation letter more than once you can click Save as
template (if you e.g. want to test it first). Next time you can choose the template
from the dropdown list.

e Choose recipients; send notification To all, Only for those (e.g. who have not yet
participated) or Select recipient from list.

e Include in message M Link to survey
NB! If you want to distribute language copies as a survey group according to
alternative B in section 6.2 choose M Link to group. This link opens a cover letter
including links to all the forms belonging to the survey group. Then by clicking on
the appropriate language link the respondent is transferred to the actual survey in
the selected language.

e Choose sender’s e-mail. Preferably choose Use your own address as Sender. Your
address is automatically available in the list, but if you for example send the survey
in someone else’s name, you must first upload the sender’s email address in
MyWebropol to be able to choose it here (see section 10)
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Remember to Preview (your letter is now shown with the link inserted).

When you have created the e-mail, you can [Send strveyl. Webropol will create a personal
link to the form for every respondent, and automatically enclose it in their letters.

NB! Test the function first by sending the letter only to yourself: Add your name to the e-
mail list, write your invitation letter (and Save as template). Choose To be sent to: “Select
recipient from list” and choose only your mail address, and Send survey. If you also want
to fill in the form, remember to remove your test answer from the data file later (see
Chapter 8).

8. Reporting & follow-up

With Webropol’s reporting tools the results can be presented with graphs, tables, averages
& percentages. This can also be made during the data collection process as a follow-up
(e.g. number of answers, list of respondents). The reports can be exported to PDF and
PowerPoint and the data can be exported to Excel (and further to SPSS).

8.1. Graphs and tables

Click | | on the menu bar and click Actions V to the right of your form.
Choose To report => a report window is opened.

Data from different language copies will be reported separately. If necessary the answers
can be re-entered in Webropol from a merged Excel file to enable all results to be reported
in a combined report in Webropol. Please contact webropol@hanken.fi if you need help
with this.

VIENRER: Answers are presented with graphs and tables.
If you want to edit/change the graphs you have to create a report first (see below).
The report can be exported to e.g. PDF, WORD and PowerPoint =>

OEIEREslelgi: Choose Tailored and give a Report Name. You can select which variables
to be presented in your report - if you don’t want to present the total set.

By clicking on Settings at each graph respectively you can make requested changes.
You can change Layout, chart type (Properties), delete and/or weight options (Settings for
answer options), and write comments (Common). Save after each change!

You can also return to an earlier created report of the same survey and make new
changes => Select report to view when you are in View report mode and make your
changes. Save after each change.

SES el IS Here you can see who has responded if your data is collected via personal
links, and when the answer was sent. Here you can also remove an answer (e.g. if you
have given an answer as a test).
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Publish report: You can publish your report and receive an internet link which can be
distributed to different partners => click on Publish report (when you are in View report
mode). Name the report and click [Publish
You will now receive a link to the report which you can copy and distribute.
When new answers are submitted to your survey your published report will automatically
be updated with them. Also changes made to the tailored report will update your published
report (Select report to view when you are in View report mode and change Settings).

To access links to earlier published reports click Publish report and choose Show
published reports. Choose the report from the dropdown list and copy the link.

8.2. Export data file to Excel (and further to SPSS)

If you want to analyze the data with e.g. SPSS you have to save it in Excel first in a format
described below.

When you are in View report mode choose Export to: Excel data in the dropdown menu
top right. Under Settings “ choose Data format, and remove the tick from Show empty
values as zeros. Then click

The Data format has the following characteristics:

1) the first row contains your questions as “variable names”,

2) unanswered questions are left empty in the file,

3) multiple choice options are coded as separate dummy variables (1=yes, 0=no),

4) scale or position questions will automatically be coded 1, 2, 3, 4, ... in the data file
regardless if other values have been used in the questionnaire (e.g. -2, -1, 0, 1, 2).
This can be changed if you first create a report and change weights in Settings for
answer options (see section 8.1), or by recoding it in Excel

®» |t is recommended to rewrite the question names into shorter variable names which
work in SPSS. It is also recommended not to export text variables to SPSS (delete them
so your working file consists of only numeric variables).

After you have “cleaned up” your Excel file, save it and reopen it in SPSS (M Read
variable names from the first row of data).

Data from different language copies are stored in different reports => export each copy
separately to Excel. You can merge the different files either in Excel or in SPSS.

9. Finishing a survey

When you want to stop a survey so that no new answers can come in, you must click D

\ \on the menu bar and click Actions V to the right of your form. Choose
Summary => a summary page is opened. Under State: Paus click “Yes”. The text
"Resume | Yes” is shown and the survey is filed. If you want to reactivate your survey click
“Yes” for Resume.
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If you want to delete the entire survey from Webropol, you must click | \

on the menu bar and click Actions V to the right of your form. Choose Delete. Everything
will now be deleted (the form, the data, and the reports).

10. MyWebropol

MyWebropol is a place for you to store any elements you want to use in your surveys. This
can include Images, Logos, Form Templates, Email Templates and Login Pages. Create
and edit your own library of resources, which also can be shared with other users at
Hanken. Under MyWebropol you can edit your_user profile and access user manuals in
different languages (they can also be accessed from Support)

e Under Style sheets you can Create a new style sheet. In the example form (Wine
preferences) the scale options in question 4 and 6 have been made easier to follow
by using different background colors. The background colors have been named,
chosen and saved here (choose the same color for all boxes in the Background
column). You can also change the text style to correspond to the rest in the form.
More information is available in the Manual.

e Under Imported files you can upload logos/pictures. Your pictures are saved in a
collective library for imported files which all in your user environment have access
to. Logos which are uploaded under survey settings are also automatically public.
You can make your pictures private by removing the crux by Public and then Save
=> the Picture owner will change to Your own. Now only you can see it, use it and
delete it.

¢ Inyour User profiles you can e.g. change your password.
You can also upload sender addresses when you need to send a survey in
someone else’s name. Fill in the email address under Sender’s email (under your
Contact info) => the person receives a request to accept this whereupon the email
address will be included in your sender list (see section 7.2)
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11. Example questionnaire

Wine preferences

&
1. Gender
O Male
O Female

2. Year of birth?

(e.g. 1985)

3. Do you prefer white or red wine?

Please select

14

4. How is your choice between white and red wine affected by the following factors:

Circle the number on the scale that best describes your situation. 1=does not influence at all, ..., 5= influences a lot

1
Food @)

O

Situation/company

Season O

5. In which part/parts of the world are your favorite wines produced??

Europe

Africa

Australia

South America

North America

Other - please specify:

OO0 O00O0O0O~D

6. Do you drink wine more often with food or as social drink?

The middle option (4)= equally often

1 2 3 4 5 6
Red wine more often with food O O O O O O
White wine more often with food O O O O O O

0 | want to submit my answers
Submit

2 3 4 5

L

~

7

@) Red wine more often as social drink

O White wine more often as social drink
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