Quick Start Guide for using LimeSurvey

NPS Resources:
NPS LimeSurvey: https://survey.nps.edu/admin/
NPS LimeSurvey Wiki: https://wiki.nps.edu/pages/viewpage.action?pageld=121536596 or
https://wiki.nps.edu/display/IT/LimeSurvey

Note, NPS’ version of LimeSurvey is older than the one shown in the LimeSurvey Manual images.
Most actions are still the same, but there may be some differences between the two.

Other External Resources:
LimeSurvey: http://www.limesurvey.org/
LimeSurvey Online Documentation: https://manual.limesurvey.org/LimeSurvey Manual

Disclaimer: The appearance of hyperlinks does not constitute endorsement by the Naval Postgraduate School (NPS) of non-U.S.
Government sites or the information, products, or services contained therein. Although the NPS may or may not use these sites as
additional distribution channels for Department of Defense information, it does not exercise editorial control over all of the information
that you may find at these locations. Such links are provided consistent with the stated purpose of this website.

Basic LimeSurvey Tips:

1. This guide is intended to be a quick reference only, not a complete training guide. Please refer
to LimeSurvey’s website for detailed information when you have questions.
https://manual.limesurvey.org/LimeSurvey Manual

2. To have an account created in LimeSurvey, you will need to contact the appropriate
administrator. Administrators’ contact information can be found here:
https://wiki.nps.edu/display/IT/LimeSurvey

3. Buttons in the images for this guide may be a little different depending on your user
permissions.

4. LimeSurvey will nest similar looking Toolbars as you move deeper into each element of your
survey. Each Toolbar has the name of the Toolbar heading on the left side of the screen.
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5. Click on the Question Mark Button © (upper right) to open the help documentation on the
LimeSurvey website.
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6. Drop down menus can help you quickly navigate between different parts of your survey
depending on which Toolbar you are in.

= Surveys: | imiee a 9

9 QUESLEON Qroups: | o duries o O ﬁ ilﬂﬂ

9 Questions: | g Tew Jeance 7] a iﬂﬂ

7. Clicking your browser’s “Back” button is not recommended. It is better to use the drop down
menus above to navigate back or between sections of the survey. LimeSurvey also does not
have “Cancel” buttons. If you start something that you do not want, and want to cancel the

A
operation, use the drop down menus or click on the Detailed List of Surveys Button leave
the screen that you are on.
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INTRODUCTION

For an overview of basic survey elements, video tutorials, etc., go to:
https://manual.limesurvey.orq/Creating surveys - Introduction

LimeSurveys are organized into three elements: Survey, Question Groups and Questions. A Survey
requires a unique name/title, and allows the user to set specific settings for each individual survey.
Every Survey must contain at least one Question Group. Question Groups allow users to group
common survey Questions together. A Question Group must contain at least one Question. Users
add Questions and answer options, when appropriate, to each Question Group contained in the

Survey.

q Question Group 1 ’ 4 Question Group 2 ’

q Question 1 ’ q Question 2 ’ * Question 3

When you receive access to the LimeSurvey Survey website, go to https://survey.nps.edu/admin/ and
log in using your ERN credentials. Once you are logged in, you will be presented with this screen.

NPS Enterprise Survey

Administration — Legged in as
D
RETS o e 9B @
Welcome to LimeSurvey!
Some piece-of cake SLeps 1O Crele your very own first survey

1. Create a new survey clicking on the ) icon In the upper fight
2. Create & new question group irside your survey,
3, Creata cow Or more questions Insice the new Guestion graup

4. Done. Test your survey using the lcon.

To start a New Survey click on the Create, Import, Copy a Survey Button (paper with the plus sign) ﬁ
in the upper right hand corner.

NPS Enterprise Survey
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https://manual.limesurvey.org/Creating_surveys_-_Introduction
https://survey.nps.edu/admin/

If you have a survey and would like to return to the list of surveys, click on the Detailed List of Surveys

LY
Button in the upper right hand corner.

NPS Enterprise Survey

Adminiwtration - Logged n aa
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*Helpful Hints: As you prepare your Human Subjects Research survey(s), it is recommended that you create
the Informed Consent section first! Be aware, when testing your survey, the Informed Consent logic will only
work when the survey is active. You may need to activate and deactivate your survey at times. Take care to
note that when a survey is deactivated, the results are deleted. But when you expire a survey, you will not be
able to reactivate it. You will have to export your survey and reimport it as a new survey.
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CREATE A NEW SURVEY

For detailed information about creating a New Survey, go to:
https://manual.limesurvey.orq/Survey settings

After you click on the Create, Import, Copy a Survey Button, you will see the Create, Import or Copy
Survey screen.

Administration — Logged = as

LREE B o 9B @

Create, import, or copy survey

Presantation & navigation Publication & access control Notification & data management Tokens Import Copy

=) *Base language: | traish s
= Title : Tezt Survey

Description:

a !l |y -

There are only two required fields for creating a survey, Base Language and Title. (Note: Base
Language allows you to have multi-lingual surveys, but does not translate the survey text for you.) The
Description field is a brief description of your survey. It is used in the system-generated email sent to

your survey participants, as well as the header across the top of your survey questions in some
templates.

Next you will see the Welcome Message field. This field will be the opening screen to your survey.
You can use it to describe the purpose of your survey, general information being requested, etc.

Welcome message: Mo "] Sourca 18 0 ]
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https://manual.limesurvey.org/Survey_settings

For Human Subjects Research, DO NOT use this field! You will be using your recruitment script as your
introduction. Go to “Hiding the Introduction Page” in the Presentation & navigation section (next) to
learn how to turn this section off on your survey.

The End Message field is used at the end of the survey. In this field you can include a thank you
message, instructions on how to close the browser window (if you are not using the End URL), etc. End
URL will place a link on the End Message page for participants to click if you would like to refer them to
a different website with more information about your research, NPS, etc. Use the URL Description
field to insert text to be linked rather than just displaying the raw HTML link itself. Your Administrator
Name and Email information will be automatically entered by the system.

End message:

End URL: ‘nip:y
URL dascription:

Date format: | sm-ddopmey 5]
Decimal mark: | Do i
Administrator vour Name

Adenin @M ey rereikbem sou
Bounce emall youremail@nps eou

Fax baor
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You can explore the tabs across the top of this screen for more features.

Presentation & navigation allows you to adjust how the participant navigates through the survey and
templates for the survey.

Administration -- Lapged » ax:

REE B i 1P @

Create, import, or copy survey

General Presentation & navigation Publication & sccess conmtrol Notification A data management Yokens Import Copy
FOormat: | Group by groep 8!
Templste:  ccash 4

Template preview:

Show walcome screen? ves 3]
Navigation delay (seconds): ¢
Show [<< Prev] button | xo 3
Show question index / allow jumping ~o 3]
Keyboard-less operation  no 2
Show progress bar  ve 3/
Participants may print answers?  no 3]
Public statistics? | No 3/
Show graphs in public statistics? | xe 3]

Automatically load URL when survey  so 31
complate?
Show “There are X questions in this  ves 2
survey”
Show group name and/or group description | Srow som
Show question number and/or code | Nize both

Show “No answer”  ves 3/

(L 4

&

Save

*Hiding the Introduction Page: For Humans Subject Research, you must turn off the welcome/introduction
page on your survey. LimeSurvey displays this by default, and you will need to turn it off. To do this, go to the
Presentation & Navigation tab shown above. On this screen change the Show welcome screen? option to
IINo"I

Publication & access control is where you choose if the survey is listed on the public survey screen (not
recommended for most surveys), dates available (for automatic activation and
expiration/deactivation), etc.

Administration — Logoed n 25

SAEE 3 o e 5 BP) @

Create, iImport, or copy survey
General Presantation & navigation Publication A acoess control Notification & data management Tokons Import Copy
List survey publicly: |~ &)
Start date/time:
Expiry date/time:

Set cookie to prevent repeated No &)
participation? =
Use CAPTCHA for: - - - ¢ Regamanoe ) Sy b ae 13

Save
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*Helpful Hints: If you only want your survey to be available to the participants you send the link to, make sure
that List Survey Publicly is set to “No.”

Notification & data management allows you to send notification emails, and set saved information for
each survey.

Administration - Logged = me:

AREB S S i B0 O

Create, import, or copy survey

General Presentation & navigation Publication & scoess control Notification & dats management Tokens import Copy

Send basic admin notification emall to:
Send detailed admin notification email to:

Date stamp? %o &

Save IP address? | o &

Save referrer URL?  we &

Save timings? | %o &)

Enable assessment mode? se &)

Participant may save and resume later? ves &

Google Analytics API key for this survey?

Google Analytics style for this survey? Do not sse Google Anatics 3]

Save

Tokens are used to invite specific participants to take your survey. This screen allows you to control
how the tokens are used. Tokens are not needed if you plan to send out one general survey link to a
group of participants. Be aware, when you Deactivate your survey, your Tokens will also be deleted.

Administration — Loggad in sa:

AEED =l aX

Craata, impart, oF copy Surwy

Gerseral Presentation & navigation Publication & aoceEs control Metifcation & data managenent Takiens Imipssrt Capy
Anamymized responses? uo_=!
Allow editing responses after completion? | w8
Enable tak Is dr prRisk "_uii
Allow public registration? | s §
Use HTML format for taken emails? | ves 5
Send confirmathon emails? | ves &)

el

Set token bength to:

Save
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Import allows you to bring in past survey information in *.Iss, *.csv and *.txt format. Go to the
LimeSurvey site for more information on how to import survey information. You can use Import to
bring in an exported expired survey.

Administration — Logped in a5
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Create, import, or copy survey

Genorsl  Pressntation & mavigation  Publication & sccess control | Notification & dats mansgement ~ Tokens = Import  Copy

Select survey structure file (*.Iss, *.csv, | Cheoe Fie - 1o ke stectes
*.txt) or survey archive (*.lsa):

Convert resource links and INSERTANS o
fields?

Impeoet survey

Copy allows you to copy a previous survey that is already in LimeSurvey for reuse. This is one method
of recovering an Expired survey, without exporting the survey first.

Administration -- Logged & me:

LREED e D) @

Create, import, or copy survey
General Presentation & navigation Publication & acoess controd Notification & data management Tokens Import Copy

Select survey to COpy:  Mease choose . 8y seousree
New survey title:
Convert resource lnks and INSERTANS ¥

fiekds?
Exclude quotas?

Exclude survey permissions?
Exclude answers?
Reset conditions/relevance? _

Copy survey

When done entering information click Save at the bottom of the screen (or Import Survey/Copy
Survey as appropriate).

Administration -- Logged &= aa:
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Survey Teat Survey(10:1643%6)

o[ %B&@ Question groups: s .a Eo]

Title: Test Survey (1D 364356)
Survey URL - English: Irveyae 5 ¢
Description:
Welcome:
End message:
Administrator: Your Name (youremall@nps.edu)
Start date/time:
Expiry date/time:
Template: defoult
Base language: English
Additional languages:
End URL:
Number of questions /groups: 0,0
Survey currently active: No
Surviy tarndt be activated yet.
| [Y5u nees to adki Guestom
" Renpanses o this survey sce NOT ananymized
It Is presented group by Group.
Participants can save partially finished surveys
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*Helpful Hints: If you ever need to return to these settings, you can find them under the Survey Properties

Button -> General Settings. Tabs above are available except for Import and Copy, along with a few other
settings.

Administration -- Lagged in s

WRBEB B S S B @

Burvay Test Sureey[10- 164356}

.D @/Jﬁ ﬁ E, & ﬁ Question groups: | e i ﬁ aE
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ADDING OTHER USERS TO YOUR SURVEY

If you are working with a group of researchers, or have an advisor that will be working with you on
your research, you will need to add other users to your survey. When everyone has an account, go to
the Survey Properties Button -> Survey Permissions. You do not need to do this for your survey
participants, only collaborators.

Administration -- Logged = as

LAEE B e PR @

Survey Teat Survey (10364556}

'0*3/1@%@&@ Question groups: (1 2 S Py =8

Title: Test Survey (1D 364356)
Survey URL - English: eya
Description:
Welcome:
End message:
Administrator: Your Namae (youremall@nps.edu)
Start date/time:
Expiry date/time:
Template: default
Base language: £nglish
Additional languages:
End URL:
of fgroups: 0/0
Survey currently active: No

Survey tareot be activated yet.

Hintg: o4 e E

Responses to this survey are NOT ananymized.
It is presented group by Growp.
Participants can save partially finished surveys

*Helpful Hints: Each group member will need to have accounts added by the appropriate LimeSurvey
administrator. If you have a large group of collaborators on your survey, please contact your administrator for
assistance on creating a user group and then granting the group permission to access your survey.

From here, you will use the drop down menus to choose users in the system and then click Add User
Button.

Adasiaishintion - Logged 0 &2

LREE B — DR @

Survey Tast Suresy[10:1E4 356

O RPRARP e o f

1
|
|

Survey permissions |

USBIT | s rasis =) Al usir
L2010, S e v——" 1] Add user grewp

Once added, you will need to Set Survey Permissions for that user by clicking the button.

User added.

et survey permissions
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Choose whatever permissions are appropriate for your situation.

Peim s e e Create Where fread wpgane Genle I Engorn

BPPEISSOFOSH
H B
E
i

S raw
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QUESTION GROUPS

For more information on Question Groups, go to:
https://manual.limesurvey.org/Creating a question group

*Helpful Hints: If you are performing Human Subjects Research, your first Question Group will be for a
participant Informed Consent. Skip to the Informed Consent (page 19) section to create your first Question
Group and Informed Consent Question, then return to continue adding addition Question Groups.

Every survey must contain at least one Question Group. To add a new group, go to the Survey
Toolbar, click on the Add New Group to Survey Button.

Administration -- Logged &= as:

NREES

Survey Teat Survey (10364358

2o 2R A RS

Tithe: Test Survey (1D 364356)
Survey URL - English: 1
Description:
Welcome:
End message:
Administrator: Your Name (youremall@nps.edu)
Start date/time:
Expiry date /time:
Yemplate: detauit
Base language: £nglish
Additional languages:
End URL:
Number of questions /groups: 0,0
Survey currently active: No

Survey caret be activated yet.

" Ranponses %o this survey ace NOT ananymized.
It s presented group by Growp.
Participants can save partially finished surveys
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https://manual.limesurvey.org/Creating_a_question_group

For new groups, enter the Title (required) and any other information you would like to add.

Administration - Logped in as

0
QREE S —— B @
Swrvey Tert Survey(l0:352)58) |
PO RRABRB e o)
Add quastion group
English(Base wnguage) Import question group
9 Ththe! Tew Queston Group
Description: | & oA e a3 @ N || @ OO -9 0
B I Y= xx = L & e
: G * . Fovat * . Fome @ X A-
Randomization group:
Relevance equation:
Save quesbon group

To import a Question Group exported from a previous survey, click on the Import Question Group
Tab.

Administration -- Lopged in s
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Burwiry Test Survey[10: I64356)

S R R M ) e 2 S P @8

Add guestion group
English{ Base language]) _ Isport question group

Select MA group file (*lsgS ".cov]i | Crosse fie | no fle selected
Convert resoures links?

Tmpart question group

Click on Save Question Group Button or Import Question Group Button and you will have added the
group to your survey.

Adminisirstion —~ Liggsd o 84

REED ey G B O

Srvay Test Burvap( (D BE415E]

FoirpARS ——— -cpom
a0 ] Questions: (s s s Py @8

Tithe: Test Question Group (57}
Description:
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QUESTION TYPES

For more information on Question Types, go to: https://manual.limesurvey.org/Adding a question

To add a new question to your Question Group, click the Add New Question to Group Button.

Administralion — Logged in 25

QREE D v ‘B @

Sarvey Test §urve ] [0 364 156)

" i a B R % m a QuEStion groups: | o cerme e 8 = a =0

Qumstion groug Tt Juastion Group (I0:57)

a @ GHE @ L Y — B o ﬁ ai=
Tithe: Test Question Group (57} /
Description:

Enter the Code for the question. This can be a number, combination of characters and numbers, or
text. Next, enter the Question text.

Administration — Logged i as

REED e L]

Surviey Tedl Survey(10: J64355)

O RRPRABB e sCf) 863
Question growe Test Questan Sraup (10:57)

B@2uBe e 2Sh ==

#dd @ new guestion
English [Base language)

Save Save and closs
%m:l a1
— Quastian: & o B e g e G| (B 6&O=% 0
B f U N L =R [« & =
St oAl — . A-
Test Quesion &
oty
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https://manual.limesurvey.org/Adding_a_question

Enter any Help text that you would like to include for the question. The Help Text is visible to survey
participants. Then choose the Question Type from the menu. If needed, you can change the Question
Group in the next menu. For Mandatory, choose whether the question requires an answer to proceed.
Relevance Equation and Validation can be left as entered by the system (the system will update them
later if you add conditions to your question). When you have entered more than one question, you
will see an additional drop down menu that allows you to change the position this question appears in
the group. This option is only visible during the new question entry. You can reorder questions and
groups after they have been entered. Use the Helpful Hint at the end of this section to learn how.

Helps | o - - =i 6 O P

e FtION BYPS:  |ong trom -
Qruantion group:  Ted) Qeedtan Coosn 8
Handatory: Yes Ho
Relevance eguation;

Validation;
Podition: Az erd (1]

Ehow pdvanoed setiings

el iasEFTION
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A list of all of the question types in LimeSurvey is shown below. When you hover over an option, a

sample displays to the right of the menu. More information on how each question works can be found

on the LimeSurvey site at: https://manual.limesurvey.org/Question types

Singhe choits qeestions
[ peoin: chaioe
List (dropdow |
List (raadi)
Lisi. with £omser
Arrays
Ay
Aray (13 poirt ¢ hoice)
ATy (5 poim chokce]
ATy (IrsasaSameTheores )
Aty [Mumbers |
Ay [Toois)
Aprdy ¥ i)
U hrdy by cobufth Mo
Aty dusl il
Mamh guastianz i E M
DaieTimg
Efuation | Font
Fil uphoad
it
Languigs swizh
Multiphs numercsl Fpul
hurraresl et
Rarkirg
Tooct dplay
FeeMo
Tant quasions

Yas No

Hug frios st Yk Nz

Lisnyg friss tant
Wulicls shor? lext
Shor from ea
Mukipin chodos puanticas
Wl s
il PR b aell O T TR
Wuigh oho -

When done, click the Add Question or either of the Save Buttons. If you click Add Question or Save
and Close, you should be redirected to the question screen. If not, navigate back to the question

Single choice gque
Tha singha choica questions g

screen. For questions that require choice options, like Multiple Choice or Drop Down List, you will add
answer choices by clicking either of the Edit Subquestions for This Question Buttons ...

Afasinishration -- Logged i a3

WREES

Burvwy Test Sursey (10154756

"o 2B AERES

Quastion group Tast Queston Group [10257)

BEunE

Queestion Test Quesiian {ID: 106}

PR D ® (=

Code: 1 ! [Opthens) gudston]
Question: Test Qs on
Help:
Typa: Hultiple choloe
wa
Diption "Other's No
Hardatory: No
Relevanoe equation: 1
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https://manual.limesurvey.org/Question_types

... or the Edit Answer Options for This Question Buttons.

Administration — Loggad in az

{%a@ g SUMVEVE! | Tout b 3 ﬂ;gﬁ o!

Bwrany Tew Surway 2010 1287 3a)

SO RRPARPH o IR W

Quastisn grows quastian § (06T}

B mueRme Questions: (= 0 S P =E

Question [E0:171)

BEwhe D E —

Code! gt : (andalcvy quashio
Question:

Hiislp:

Typa! List (dropdown]

s}

—
Mandatory vos
Relevance eguation: 1

Enter the Subquestion/Answer text, and then click the plus sign to add more. If you want to remove
an unintended answer, click the minus sign to delete it. Clicking the pencil icon next to the row will
open a WYSIWYG editor for the question. When done editing, this will insert HTML code into the
Subquestion/Answer field. Click the Save Changes Button when done.

Adssinishralions - Logged in as

WREBSB Sy B @

Bursry Test Survey (1D Jed55)

" s a B % % ﬁ a Question groups; | o s _r,':_:ﬁ (= =[]

Queation geoup Test Queston Grawug (10057}

@’ PO — 0 & Y EEE

Quastion Test Juastian (00: 106G

PrumeDE B & —

Edit subquestiars
English | Base language )
Codn Subgquestion Astion
S0001  Some espmple subouestion f r = e
Preduefined labul sots. .. Quick add... Save as labul set
Sawe cRanges e

Last Updated: 9 August 2017



Branching logic can be added by clicking the Set Conditions for this Question Button . For more

information and instructions on how to add branching logic, go to:
https://manual.limesurvey.org/Setting conditions

Adasinishralinn - Logged is a5

VREBS ——

Burvey Tast Surssy[10- 164758

O RBBEB e

Question group Tast Questos Graug [10:57)

El @ Uﬂa@ Questions: | ok T e

Qeedlion Test Questan (D0 L06)

PRl DE B 8

Codes Q1 : [Opth o)
Questions Test Question

Help:

Type: Hultiple cholce

Dption "Other's No
[Hamdatory: Mo

You can quickly view the entire survey by clicking on the Test This Survey Button on the Survey

B @

ﬁﬁ o [x]

ﬁ EEE

EEES

Toolbar. Or you can test the individual question by clicking on the Preview This Question Button on

the Question or Question Group Toolbars.

Apasinighratinn - Logged i a3

LA —

Burewy Tast Survey[10: 164156}

O RBBEB o

)4“ e R

Question Test Questan {00106}

FumeDhE B &

Code: Q1 1 (Optlons) queskion)
Question: Test Question
Helps
Type: Hultiple choice
Option "Other': o
Handatory: Mo

B @

d}ﬁ (=0 x|
: ﬁ EEE

EEE

and drag to reorder.

Adminigteslion — Logged n 2s

Swrvay Tart Survay)DD: JEAT5E]

QREE S ——
il ﬁ B % % ﬁ a Question groups: | et Gous
\

*Helpful Hints: If you need to rearrange your Questions or Question Groups, use the Reorder Question
Groups / Questions Button in the Survey Toolbar. You can click on the Group Name or the Question Name

B @

) S Py EEs
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https://manual.limesurvey.org/Setting_conditions

INFORMED CONSENT & MAX RESPONSE LIMIT (HUMAN SUBJECTS RESEARCH)

For Human Subjects Research, the first question of your survey will need to include an Informed

Consent Question for your participants. Follow these steps to create an Informed Consent Question.

If you do this after your survey is completed, you will need to perform some extra steps to get the

consent to work.

*Helpful Hints: You will only be able to test the consent logic if the survey is active. Consent will not work in
test mode. If you entered your Informed Consent after you started working on your survey, go to the Survey
Toolbar and click the Reorder Question Groups / Questions Button. Click and drag the consent group name
to the top of the list. If you wish, activate your survey and the click the survey link to test to make sure that

the Quota still works. If it does, you will exit the survey when Informed Consent Question is answered “No.”

Administeation — Lisggred 0 55

REBEB S = ‘BP0

Sasrvay Tast Survay|[0: JSI5E]

S REB M @\@ ———— LA

Create a new group to your survey by clicking the Add New Group to Survey Button.

Administration -- Logged &= as:

S Tall e DR @

Survey Teat Survey(10:1643%6)

.D@@%Bﬁa Question groups: | s :.}EE

Title: Test Survey (1D 364356)
Survey URL - English: ey
Description:
Welcome:
End message:
Administrator: Your Namae (youremall@nps.edu)
Start date/time:
Expiry date/time:
Template: defoult
Base language: £nglish
Additional languages:
End URL:
Number of questions /groups: 0/0
Survey currently active: No

Surviy Candt be activated yet.

Hints:

s %0 this survey are NOT ananymized
ented group by Group.
Participants can save partially finished surveys
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Fill in the group Title (required), leave the Description field BLANK, and then click Save Question
Group.

Administration -- logged n as-

LREE S e 9B @

Survey Test Survey(lD:384356)

FOIRBARD e s f)

Add question group
English(Base unguage) Import guestion group
= Titte: Corsant
Description: o, ® B @ R Mo e OO =90
B 7 Y = x x* = & E Y - = - .-..A F e
Syt * P * Fm

Randomization group:
Relevance equation:

Save guestion group

Click Add New Question to Group Button to add your consent statement.

Administration — Ligged 0 35

QREE S v *B7 @

Barvay Tt Burva ) [0; 364156]

e 22803 Question sroupa:  cro & Py EEE

Quastisn growg Carnmant (D0:5%)

a2 S P—— 5 /ﬁ =

Tithe: Consent {59)
Description:
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Enter your question Code and paste your consent statement into the Question field.

Admindatration -- Logged in sx:

WREES3 B G d=hal”)

Burvery Test Gursey(1D; 341561

0T RRABB  —m— {0

Guaslion group Corgeng [I055]

BmulE p——— s C P =a

Add a new question
English { Base langusge]

Save Save and closs
9 Coder |2
P Question: @ 1 NN M e Hlses || @ OO =& 0
B 7 U s ¥ x| I £ W il-. & P e
Saylen = | Foermi = | Fom = | Sim ® e A 0

Informiad coneand indomaton anteed hera

If you wish, you can enter an explanation of what the consent is for in the Help field. Choose “Yes/No”
from the Question Type drop down menu. Change Mandatory to “Yes.” Click Add Question.

Halm i i & A H & 1 Soure = I | 9]

B 7 o= x x| i E " e L R ] P &
Sk - Pomat -| pon =] S . e A

Quistion Lyps: o ny -

Question group: | Conest =

Handatary: res 4 Na
Relevanoe equation: |
Show scvanced satsings

Aded question
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Next, go to Survey Properties -> Quotas to set the exit logic for a “No” response.

Adwministeation — Lisggped o 55

%aﬁ L) e ‘BT O

........ {0 BEATSE]

'P @ - % % m a Questian Groups: | e :1?@ =G
1 AR @ — N

Queskisn [nl o carmsen® milsrmatan antered Ree. [10:112)

(& Uﬂﬂ@ DE -

EMamda iy qualsiion )
uluutlun 1r I'u i Ennsinl infermaban artired e,
Hilp:
Typa! Yea'No
Mandatary: Yes
Relevance eaguation: |

Click Add New Quota. (More information about Quotas can be found here:
https.//manual.limesurvey.org/Quotas)

Administration — Logged » as

REES e 2B @

Survey Test Survey (1D 164356)

PO RRABEH cowmmm— o P

Survey quotas
Quota name Status Quota action Completed Umit Action

No quotas have besn sat for s survey
0 0 Add new quots e

Quick CSV report

Enter a Quota Name, “Consent,” and set the Quota Limit to “0.” Check to make sure that the Quota
Action is set to “Terminate Survey.” Enter a message that the participant will see if they select “No”
into Quota Message. You may also enter a link for the person to visit in the URL field and URL
Description to be linked. When done, click the Add New Quota Button.

Administration — muged n a5

Q&.aﬁ @ Surveys; | tem -.% 0

-" @ @ % % m g QRIBSNION GROUBE! | mesis hame 0 > a as=
éq\wﬂmm-: e B
—> Quarta Bmit: o
—> Quiota BCtion; | temem ey
Mustoboad URL

English[Bass lengusge]

—> QUotE MESSaEE: | Thenk you for monsderng to take s survey

URL:
URL description:

—) Add new quots
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Next, click the Add Answer Button.

Aaministration -- Logges in as:

S Tl o

Survey Teat Survey (1D 364354)

O RPRABDB e

BN @
3

Survey quotas
Quata name Status Quata action Completed Lamit Action
(£
Consert Terminate survey N/A [
Remuve
Questions Answers a Add answer

Add naw quota

Quick CSV report

Choose the consent Question in the Select Question List then click the Next Button.

Administration - Logged n =s

AEW B —

Swrvey Test Survey(lD:384358)

B0 RRPABRDB e

Survey quota: Add answer

\tw answer for quota ‘Consent’

Select question: 1 Ifemmed cormel Wormaton ertered e

Q1 Test Question

Next
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Choose the “No” answer from the Select Answer List and click the Next Button.

Administration -- Logged » ax:

BREESB S 5 ‘B O

Survey Test Survey(10:364356)

'D @ B % g & @ Question Qroups: | s o ,'.Q@ *[o]

Survey quota: Add answer

New Answer for Quota "

Sedoct answer: Yo

Save this, then create
another:

To avoid receiving too many responses to your survey resulting in IRB non-compliance, you will also
need to set a maximum limit to your survey. The maximum threshold for survey completion is the

maximum number of participants approved in your IRB protocol. Setting the maximum number of
participants will also be done with a Quota. Click Add New Quota again.

Administration - Logoed = ax

%ag @ Surveys:  Tost Sunvey a@ o

B0 2 B M ) Quesion grovpen [FERTRE Tl

Survey quotas

Quens nevve Staten Quoms actine Coverered e Artos

edie
Consent Terminate wurwy NA

Remove

Questions Answers Add answer

1 e Remove

0 [ Add new quota

Quick CSV ruport
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Enter a Quota Name, “MaxAnswers,” and set the Quota Limit to your max threshold. Check to make
sure that the Quota Action is set to “Terminate Survey With Warning.” Enter a message that the
participant will see if they select “Yes” after the maximum number of answers has been reached into
Quota Message. You may also enter a link for the person to visit in the URL field and URL Description
to be linked. When done, click the Add New Quota Button.

Adwwinihratien - Logged o o

LA B B e BP) @

Survey Tt Sureey|ID:364354)

"k @ B R B a 3 _ Quastion groups: | Plesse chooso =¢‘ﬁ 23

quota
9 Quota name!  MasArgwerns

e Quota limit: 150

9 Quata action:  Termirate srvey wih waming &

Autoload URL:
English(Base language)

e Quota MessSage:  Sorvy your responses have exceated B QUOTD O TNS Survey

URL:

URL description:

) Add new quota

Next, click the Add Answer Button for the new Quota.

Adwinistration — Logpsd in a5

LAB B D e BP) @

Servey Tew Survey(10:204336)

B8 2 B A B gw ot e (PRGBS LSy ea

quotas
Quina name Mates Qests sctum Liwvgdetoa L Adtam
Edit
Consent Termnate surwy NA
Hemave
Questions Arswers Asd answer
Qs %o Naenove
tan
MaxAnswers Termnme survey wEh warming NA 120
Remove
Questions Asswers ) ASd answer
120 Add new quota

Quick CSV report
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Choose the consent Question in the Select Question List then click the Next Button.

Q&g a Surveys: Tost Survey s a 9
. 4] @ Q % g & B @ Question groups:  Messe chooss s 0 a BG
Survey quota: Add answer

\w anawer for QUOLAE ‘MaxAnswers’

Select question: 1: Irfonmad Consent Irormation arteres tern
Q1: et Quention

Next

Choose the “Yes” answer from the Select Answer List and click the Next Button. You have now

completed setting the exit logic for the Informed Consent. You can now create a new Question Group
and add Questions to your survey (Page 10).

%ag. a Surveys: Tow Suvey : aa 0
. > @ E % B a g Question groups:

Prans chooen : = a ==
Survey quota: Add arawer

New answear for quots '

Select anawer:

Save this, then create
another:

Next
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PUBLISHING YOUR SURVEY

For more information about Managing Surveys go to:
https://manual.limesurvey.org/Managing Surveys

*Helpful Hints: When you are ready to launch your survey, you may perform the following steps. Itis
recommended that you do this if, and ONLY IF, you are ready to launch your survey. While you can practice
activating/deactivating your survey during the testing phase, once your survey is truly active, you will not be
able to edit the survey. If you need to change a question while the survey is active, you will have to deactivate
or expire the survey. Deactivation will delete results already collected, and expiring the survey will require you
to create a new survey and reimport the questions. This will also change the link to your survey. Make sure
your survey is ready to go, to avoid these issues!

As you build your survey, you can easily test the entire survey by clicking on the Test This Survey
Button.

Administration -- Loggesd in mn:

ARRED 3 R d=hall”

Surwey Test Survey[1D:384358)

00 RRABB e o) 58

Tithe: Tast Survey (1D 184354)
Survey URL - English: hir
Description:
Welcomie:
End message!
Administratorn Your Mame [youremaings. )
Start date/time:
Expiry date /time:
Tarmuplata: dolas
Base lapguage: Dnglish
Additional languages: -
End URL: -
Nuwmber of qguestionsgroups; 22
Burvey currently sctive; No
Responses o this survey are NOT ananymized

Hints: [t s presented guesthon by question.
Parthc] pants cam sk partially finished surviys
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When you are satisfied with your survey, and ready to publish, click the Activate This Survey Button

(green arrow) on the left side of the Survey Toolbar.

Adminintration -- Lagges inan

WRBEESD e B O

Burvey Teat Survey[ID-364358)

.l @ B % & & g QuEstian roups: | s e :mr_:)ﬁ =[E]

Tithe: Test Survey (1D 164356)
Survey URL - English: hitps Wy N e il A A
Descripticn:
Welcome:
End message:
Administraton Your Same [youremaihjings. s}
Start date /time:
Expiry date /time: -
Tamplata: dola
Baga lapguags: Inglish
Additional languages: -
End URL: -
HWwmber of qguestions/ groups: 2/2
Survey currently sctive; No

Responses to this survey are NOT anonymized.
Hinks: [t is presented guesthon by question.
Partici pants cam sawe partially finished surveys

You will have one last chance to change how your survey is presented. Review the settings on this
page, and click the Save / Activate Survey Button if you are ready to launch your survey.

Administration — Logged n 25

RETD o 2B @

Swrvey Tost Survay( (D 54156)

B2 2 P M 3 Queston roupe: s o 5P =8

Activate survey(364356)

Warning
READ THIS CAREFULLY DEFORE PROCEEDING

You should only activate 8 survey when you are absolutely certaln that your
survey setup i3 finished and will not need changing,

Orce a survey Is activated you can no longer
* A or delete groups
¢ Add or delete questions
* Add or delete subguestions or change their codes

Tha following settings cannot be changed when the survey is active,
Mease check these setings now, u!gn dick the button below.
Anonymized responses? w 3l
Date stamp? | % )
Save IP address? s &)
Save referrer URL? | w 3)
Save timings?  w &)

Mease note that Once responses Bave collected wilth NG survey and you want 1o
8dd Or remove grougn/questions or change one of the sttings above, you will
rmed o deactivate this survey, which will move all data that has alreacty been

ertured Into a separate archived table,

Save / Activate survey e

Last Updated: 9 August 2017

29



If you have selected an open survey, LimeSurvey will ask you if you would like to change to Closed-
Access Mode and use Tokens instead. (For more information on Tokens, see:
https.//manual.limesurvey.org/Survey participants.) If you do not wish to use tokens, click No,
Thanks.

Adwinistration - Logjes in a5

LRAEE B e LY

Survey Test Survey[10164356)

P"@ 7 2R R A [ B Question groups: | mees s S P =6

Activate survey (364356)

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

This survey IS now active, and responses can be recorded.
Open-access mode: No invitation code is needed 1o complate the survay.
You can switch to the clesed-access moede by intialising & token table with the
button below.

Switch to closad-nccess mode No, thanks, e

Congratulations, your survey is now live! You will see the link to your survey on this screen, along with

a summary of your survey information.

Adminiwtration — Logged n sa:

REBD —— ‘B O

Suresy Tout Survew| DD IS F3E)

3 ﬂ @ % 'B & g QUESHION GrOUPS! | Faus s T:m \—‘L =B

Tithe: Test Survey (1D J642356)
Survey URL - Emglish; ~ot vEydEy . N [Tk [
Description;
Welcome:
End message!
Administraton Your Mame (pouremail@nps.edu)
Start daibe / thme:
Explry daibe /thme:
Tamplata: default
Bada lmnguag: Tnglisk
Additianal languages: -
End WRL: -
af g i Sgraups: 07
Survey cunmently active: ves
Survey table name: Bme_survey_364358

Responses fo this survey ane NOT anony mized.
Hints: It is presented question by question.
Pamicipants can save partially finished sureys
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EXPIRING / DEACTIVATING YOUR SURVEY

For more information on Deactivating Your Survey, go to:
https://manual.limesurvey.org/Closing_a_survey

*Helpful Hints: There are two options for deactivating your survey. Deactivate will delete ALL results
recorded in the survey. Be sure to export your data before clicking this option! Expire the survey will make
sure that participants cannot enter any more data, and allow you to review and export your data on the server.
But, if you need to re-run your expired survey, you will need to delete the expiration date setting, export the
survey and import it into a new survey, or use the Copy tab when you create a new survey. Review the link
above for more information.

When you are ready to review your results and deactivate/expire your survey, log back into
LimeSurvey. You should be directed to the list of active surveys shown below. If not, click on the
Detailed List of Surveys Button in the Administration Toolbar from any screen in LimeSurvey. Click on
the name of your survey to open.

Administration — Loggad in as

S Tl e = [

Surveys
Page 1 of L [T | Wiew L - Lof 1
Status S0 Suggey Oms [ Aeccman | MNORYIL Full Partis Totm Tohsst  Ruspanas
creatnd THE pOnEEE w¢wlable rete
- / =
D 364354 5.03.2013 (EdiL} Open Na i a
Pege 1 of L 25 = View 1-1of 1
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Click on the Stop This Survey Button, small red square, to stop your survey. Most users will need to
click the Expire Survey Button to keep participants from continuing to answer questions, and keep
your data on the survey. Deactivate Survey will delete ALL survey result data! You must export all of
your data before clicking this button. With your survey expired, you are now ready to export your

results.

Administration - Logges in as

NREESB

Survey Teat Survey (1D 3643%8)

P'v3 2 R B

REs

SUIVeYS!  wu teny

QuUESTION Qroups! | s s

Stop this survey{364356)

Warning
READ THIS CAREFULLY BEFORE PROCEEDING

There are two ways 1o stop & survey, Please read carefully on the two options
below and choose the right one for you

Expiration

No resporses are lost.
No participant information fost.

* Ability to change of guestions,

Groups and parameters s sul
limited

An expired survey s mot
sccussibie 1o participants (they
only see o message that the
survey has expired),

Rt's still possitie to perform
statistics on responses using
UmeSurvey.

q Expire survey

Last Updated: 9 August 2017

Deactivation
NI responses are not accessibie
anymore with UmeSurvey). Your
responie table will be renamed

to:
lime_old_364356_20130327085817

Al participact ieformation is lost.
A deactivated survay s not
nccossible to participants (only &
message appeacs that they ace
not permitted to see this survey),
Al questions, groups and
porameters are editadle again

Deactivate survey
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ACCESSING YOUR RESULTS AND EXPORTING DATA

For more information about Statistics, go to: https.//manual.limesurvey.org/Statistics

For more information about Exporting Survey Results, go to:
https://manual.limesurvey.orq/Exporting results

If you are not already in LimeSurvey, log in, navigate to the Detailed List of Surveys if you are not

already on that screen, and click on your survey’s name.

Adasinishration -- Lagged in a3

LA E B e s D) @

Surneys
Page 1 af 1 = View I-Laf 1
Slalus| BID Earweyg Date [ Aopess | AnONymEE Full Partial Telal Taimaa  Raspanas
i wreated i . wemlable refn
Bagend fan M
= HEE?M- 27.03.2083  Iidippal (Edit} Open Mo 5 1 &
Fage 1 af 1 T Wiew 1-1afl

On the Survey Toolbar, go to Responses -> Responses & Statistics.

Administration — Loggad in az

RETS - = L

Survey Test Survep(lD:217518)

HOERBEED omrm=— =37 9

Tithe: Tast Survay (ID 327318)
Survey URL - English; bt
Description:
Welcome:
End message:
Admiinistrator: Your Mame [ yourna reegs, sda)
Start date ftime:
Expilry date ftime: 3605, 3515 04010
Tamplats: defsult
Basd language: Cnglish
Additional languages: -
Ensd LIKL: -
Number of questions /groups; 277
Sairvey curmantly active; Yes
Sarvey table name: lime_survey_ZZT318

REsporses o this survey are NOT anonymized
Himtsi It is preserted group by group.
Participarts can v partially finishbd survinys

To view survey statistics, click on the Get Statistics from These Responses Button.

Browse responses  (Tea Survey)

2 DR LY @Ik

Response summary
Full responses: 9
Incomplete responses: |
Total responses:

To export your data, click on the appropriate Export Results Button.
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Full responses:
Incomplete responses: |
Total responses: o

B ODnR® @@a{a @B

At completion, Human Subjects Researchers must export the survey and data from LimeSurvey.
Copies of the survey and de-identified data must be provided to the IRB when you close the protocol.
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