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Using this Guide

Each of the chapters is identified as “Reference” or “Tutorial.” Reference
chapters introduce new terms, provide advice on the best use of a particu-
lar feature, and document the dialog controls. Tutorial sections walk you
through setting up a particular feature. Tutorials can usually be completed
out of order—any assumptions about your knowledge will be identified at
their start. You'll find the reference and tutorial chapters are grouped in
three sections: questionnaires, data collection, and analysis.

This guide includes complete information on working with paper ques-
tionnaires and reports. You'll find functions specific to Web surveys in the
NetCollect User Guide, keyed data entry on remote systems in the Key-
Collect User Guide, and kiosk/LAN surveys in the DirectCollect User
Guides.

Additional Resources

Guided Tours

Discussion List and
Newsletter

Knowledge Base

Technical Support

Coaching and Training

Chapter I - Getting Started

Januar, y 15, 2007

These are quick videos that walk you through the main features of Survey-
Pro and acquaint you with how some of the tools operate.

http://apian.com/software/surveypro/tour/

Apian provides a free discussion list for users to ask questions about
SurveyPro and survey research in general. You can opt for either an e-
mail or Web-based interface.

We also recommend signing up for the Apian newsletter to stay posted on
product updates and workshops, and for the tips from our Support team.

http://apian.com/support/forum/
This is a searchable resource for how-to questions and problem-solving.
http://apian.com/support/knowledgebase/

All new orders and upgrades come with a period of free support. Annual
support contracts may be purchased by phone at (800) 237-4565 or
online.

http://apian.com/support/ (206) 547-8392

Apian offers public workshops, on-site corporate training, and one-on-one
telephone coaching.

http://apian.com/training/

Using this Guide 2
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Downloads Updates (patches) to Apian Software products are provided for you to
download free of charge.

http://apian.com/downloads/

Installing SurveyPro

SurveyPro’s installation is a straightforward process, similar to other Win-
dows applications.

1. Download the Install program according to instructions in your download e-
mail (or get it from the CD if you requested one)

2. Run the Install program and follow the instructions

3. Make sure to have your SurveyPro 4.0 serial number available because the
installation will require it.

Installing KeyCollect, Respondent EMailer, or NetCollect Server Application

The installation programs for these supporting applications are placed on
your hard drive while installing SurveyPro. You do not need to install
SurveyPro itself on a system that only needs one of these modules.

The KeyCollect and Respondent EMailer installations are also very stan-
dard. For the NetCollect server scripts, you will need to refer to either the
NetCollect User Guide or the server setup excerpt guide for details on
server permissions.

Opening SurveyPro 2.0 Files

Before opening your version 2.0 files, be sure you have finished all your
data entry and imported all your Collect data files. Once you convert the
file to version 4.0, you can re-publish any KeyCollect or NetCollect sur-
veys which you are continuing to use (see page 89).

When you open a SurveyPro 2.0 file, you'll be prompted to identify the
type of 4.0 Written Answer scale you want for each open-ended question.

If you're unsure of the structure you need, the safest approach is
Unique/Long which allows up to 10,000 characters, and then later you
can change the scale to a shorter countable Written Answer.

In addition, question tiles which were stacked up to appear as grids in ver-
sion 2.0 will be combined into a single tile Question Grid. These can be
broken back into individual tiles via the Edit menu, Split Grid command.

Chapter I - Getting Started Installing SurveyPro 3
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Open SVA File

Thiz iz a 2.0file. 3.0 Files have a more capable tabulation system which requires a slightly different set of
wiitten anzwer scale definitions so vou will need to specify text answer types below. [Survey Pro may have
already zet some to long memo based on the databasze contents).

Usze SIMGLE or MULTIPLE for repeating one line answers under 200 characters each, like vendor names
or | codes, which can be tabulated as virtual checkboxes in reports.

Usze UMIGQUEALOMG for answers generally unigue to each rezspondent like their own name, or comments
that may exceed 200 characters or have paragraph breaks.

‘wiritten answer questions in this file needing classification:

Question | Answer Type
1| =9 Home State (@ Single ) Muttiple ) UniqueLong
2 |e11: Comments Clsingle CMuttiple (8 Uniquelong

QK | Cancel Help

Chapter 1 - Getting Started Opening SurveyPro 2.0 Files 4
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Read This and Avoid Headaches

We know many of you hate to read documentation, but some of the fol-
lowing information will save you time, and some can prevent major prob-
lems with your project.

1. Your SP4 file is your whole project

One file includes your questionnaires, database and reports. Any data
which you want to compare, such as different departments, should be in
the same SP4, but separate projects should be in separate files.

2. SurveyPro is object-oriented surveying

You've probably heard the term “object-oriented”—all it means is that
something is constructed from a number of smaller building blocks. For
documents, the objects are “tiles” arranged in a flow down a page. Ques-
tion tiles consist of the question text and two more objects, the Scale and
Text Styles. SurveyPro's objects are named items, so once you define one
it can be used again and again. Then if you need to edit it later, you
change it once and everything using it is updated.

3. Questionnaires are more than just page layouts

SurveyPro's questionnaire designer may behave like a page layout pro-
gram, but behind the scenes it's creating a database based on your ques-
tion structures. So, if you get creative and start putting underscores
“___”infor entry blanks, you're not creating a place for the data to go
later.

4. Get to know the pencil buttons

EI Insert
EI Modify
@I Delete

g Duplicate

k| Add at end

Within the SurveyPro dialogs you'll see several types of controls used
over and over, always with the same function.

Some or all of these buttons appear whenever a named object is used in a
dialog. Named objects include Text Styles, Scales, and Form Selects.
Insert is used to add a new object, modify edits the object (updating all
tiles referencing/using it), and delete removes it. Duplicate allows you to
create a new object starting with the settings of the currently selected
item. The plus button adds a new item to the end of a list, such as a ques-
tion grid or banner definition.

Chapter 2 - Key SurveyPro Concepts Read This and Avoid Headaches 6
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5. Collect = survey distribution and data collection

Within SurveyPro you'll see references to Collect modules. These are
used to handle the distribution and data collection for surveys:

* NetCollect for Web surveys (see page 9)

» DirectCollect for independent executable surveys for kiosks, LANs
and telephone interviews (see page 9)

» KeyCollect for additional paper survey data entry stations (see page
10)

6. If it feels like you're working too hard, you probably are

SurveyPro has a great deal of power, but sometimes all its features aren't

obvious. If you end up doing something which takes a lot of steps, or feels

like it's a lot of work, contact Technical Support or try the SurveyTalk dis-
cussion list (see page 2) for an easier approach.

Project Planning

SurveyPro was designed to gracefully accommodate the editing and evo-
lution involved in conducting surveys. However, a little planning at the
beginning of your project can prevent headaches later.

While you create your survey, be sure to consider the following issues:
*  What decision am [ making?

*  Who are the respondents?

*  What are the most effective media to reach them?

*  Will I need multiple languages?

*  What types of analysis do I need to make my decision?

* Does the survey include all the questions I need to break down the
data?

* Do the questions have the correct scales for entry and analysis?
(Scales are data structures such as a number or date, single or
multiple answer checkbox.)

Every one of these issues needs to be resolved before the questionnaire is
tested with sample respondents, much less distributed. One of the most
common support scenarios is a user attempting to analyze their results,
only to discover that their questionnaire structure will not produce the
statistics they need. While most problems can be corrected, some cannot,

Chapter 2 - Key SurveyPro Concepts Project Planning 7

Januar, y 15, 2007



Apian SurveyPro 4.0 User Guide

so a little planning time is invaluable. If you have any questions about
your questionnaire, Apian technical support is happy to check its struc-
ture.

Survey Project Files

SurveyPro’s tightly integrated SP4 files contain all the elements of a
project: questionnaires, database, and reports. A single project can con-
tain multiple questionnaire and report documents, but should only include
questionnaires and data which are analyzed together. There’s no limit in
SurveyPro on the size of your database, or the number of projects you can
create.

There are two tools you can use for viewing the contents and status of
your file: the object tree (see page 15) and the File History dialog (see
page 25).

In addition to SurveyPro, you’ll come across several Collect modules.
SurveyPro includes paper questionnaire design, database, and analysis.
The Collect programs are used to deploy surveys and collect data for non-
paper surveys.

Whether you select paper, Web or screen—or a combination of media—
SurveyPro creates surveys, collects data, and generates reports in essen-
tially the same manner. Of course there are differences in the details, for
example skips and branching are a transparent experience via the Web or
computer, but are clumsy via paper. Likewise, some of the paper layout
options are unavailable for Web and screen-based surveys. However,
these differences are more in the respondent experience than in the oper-
ation of SurveyPro.

Chapter 2 - Key SurveyPro Concepts Survey Project Files 8
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NetCollect for Web Surveys

NetCollect refers to Web surveys and the scripts you will install on your
Web server to process the surveys, check passwords, branch, etc. Net-
Collect has two modes: ASP and Perl (set in Document Properties).

Version Features Documentation

ASP The primary mode, with a rich set of NetCollect4UserGuide.pdf
features including randomization, forced SurveyPro’s Help menu
sum tests, forward and back, and CSS-
based layouts. May be used on your own
Windows Web server and on
QuestionWeb.com.

Perl Offers fewer features than the ASP mode, NetCollectPerl-
but allows you to execute surveys on Unix QuickRef.PDF
and Linux Web servers. NetCollect+Perl.PDF

User Guides are located in the Documentation folder under your Survey-
Pro program installation.

Respondent EMailer
The Respondent EMailer is an accessory program where you build a data-
base of respondent information including:
* E-mail address
* Name
* Password
» Additional merge fields such as department, etc.
This is used to e-mail invitations and reminders for NetCollect Web sur-

veys. It can also provide a pipe-in file for pre-loading information in your
Web survey.

DirectCollect for Kiosks

DirectCollect is for the design and distribution of screen based surveys.
Applications of these self-contained surveys are varied, and can include e-
mail, LAN, kiosk, or telephone and personal interviews.

Chapter 2 - Key SurveyPro Concepts Survey Project Files 9
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DirectCollect is documented separately in three user guides which you’ll
find in the Documentation folder under your SurveyPro installation:

Tutorial Guide
Designer's Guide

Interviewer's Guide

KeyCollect for Data Entry

KeyCollect is designed for multi-user keyed data entry, whether you need
additional users at one location or wish to distribute data entry to the sur-
vey collection points. The functionality is identical to the Answer Entry
mode in SurveyPro (see page 121), except for a special Verify feature
which allows for double-entry when you need complete accuracy.

KeyCollect is installed as a separate program from SurveyPro, and has its
own User Guide and Help system. Your SurveyPro serial number will
unlock 10 user seats per KeyCollect installation. If you need more than 10
seats at a site, simply install additional copies of KeyCollect (total seats is
unlimited).

Protecting your Projects

SurveyPro includes several features to protect your projects,:

Optional automatic save, can be set from 5-60 minutes. Turn on the
saves in the Tools, Options dialog.

Automatic save in Answer Entry (the data entry screen) every time
you edit a form in the database. Data is saved to a separate file, which
is then merged into the main SP4 file when you leave Answer Entry.

Automatic creation of a backup file (BAK), which is the last version
you saved. If you ever make a serious error, exit SurveyPro without
saving, then File, Open the BAK copy of your file.

Questionnaire locking when you publish a document (to the Web,
kiosk, etc.). This ensures it will not be edited accidentally and become
incompatible with your data files. Documents are unlocked under the
Edit menu.

Password protection of the questionnaires, database, and/or reports.
Set passwords in the Tools, Options dialog.

Chapter 2 - Key SurveyPro Concepts Protecting your Projects 10
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*  Warning messages on changes which affect the database, such as
modifying the structure of a scale or deleting a question which
contains responses.

However, none of this is a substitute for a formal backup policy!
You will see a reminder to backup your data before SurveyPro performs
certain functions, but it’s always a good idea to regularly copy files to CD,
tape, floppy, or a LAN disk. If you're going to be experimenting with a file,
use Save As to create a working copy.

Chapter 2 - Key SurveyPro Concepts Protecting your Projects 11
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Understanding Questionnaire and Report Documents

A “document” in SurveyPro is a complete multi-page questionnaire or
report. Unlike word processors which create long strings of content with
very little structure underneath, SurveyPro’s document layouts are prima-
rily reflections of your project structure. And while the contents of a ques-
tion are dramatically different than those of a pie chart, the way
SurveyPro works with in building a document are quite similar.

All documents are constructed of “tiles.” The image below shows several
tiles, identifiable by their dotted outlines, or in the case of the selected

tiles, heavier orange borders:

<

1: Long versiarr-

& SurveyPro - [1: Long version--Web] g@
TIFile Edit Yiew Insert Document Database Tools Window Help _|=lx
Dl S| 420 s=5B S| L |¥relas LhO|

zlx =
{3 Project: C:\Documen : . ~
i Getting There

w1 Questionraires : g

-0 Reports b
Howdo you commuteto work sach day?

- Distabisss Duast Please mark any method you use, on average, one day or more per week

#-[C1 Components 4
Ca ™ Fery ™ Light Rail ™ Metra Bus ™ Monorai
I Other:
! i you take the ferry, wha is your primary route?

wihen selecting your commute method, what's most important to you?
Hewwell do the Puget Sound mass transit options serve thoss nesds?

b

Importance to Transit offering's
performance
tigh Lo
12 3454

sl ol ol ol

High Lou
123 48
Total commute ime (sl sl sl ol s

R Minimizing enviranmental impact e e

‘sl el ol ol s Cost Fol ol ol ol s

SRS S S 4 Routes near homelvork
Safaty

Ability to wark of relax en route

Lol AN A
LA AR e e

sl ol ol el ol ol ol s ol &

sslelels

Flesdbility e (8 (e

4: &ll Commuter...| 6 Fenp Report | 5 Femp Survep-.

A tile in SurveyPro is a complete unit, able to stand on its own and be
manipulated without requiring anything from other tiles. It’s a new con-
cept to get used to, but here are four examples of tiles:

Tile

Contains

Text heading

Text, font specification, tile width, indentation

Question

Question text, short report label, scale (data structure),

layout settings

Logo

Graphic filename, sizing dimensions, tile width, placement on

page

Bar chart

Questions being reported, style (2D/3D), labeling style, legend

Chapter 3 - Documents in SurveyPro
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You'll become acquainted with tiles quickly enough as you begin to work
with SurveyPro, because everything is contained in a tile, from the small-
est rule line to a multi-page table.

While each tile does stand on its own, they also have ties to the Compo-
nents you’ll find in the Object Tree on page 15. Tiles in both your ques-
tionnaires and reports may reference the same Text Style to format their
text, and several questions may share the same checkbox scale.

You can have many documents in a single project file. Examples of using
multiple questionnaire documents would be conducting both paper and
Web versions of a survey, or having your questionnaire evolve over time
and maintaining the older versions intact. Multiple reports are often used
for detailed versus overview perspectives, or reporting on verbatims inde-
pendently of quantitative data. Remember that elements shared among
documents remain connected, so if you edit a Scale or Form Select one
place, all instances are updated.

This chapter covers the aspects of documents which are common to both
questionnaires and reports. See also Questionnaires on page 80 and Reports
on page 242.

Document Editing Screen

The main SurveyPro screen is broken into four primary areas:

Menus The full set of tools for working with SurveyPro. (See page 16.)
Toolbars Quick access to common functions.
Object tree Shows all elements present in the file, and indicates which are in use. Ele-

ments can be edited by double-clicking, and right click offers other
options (see page 15).

Documents Open questionnaires and reports for this project file. The tabs at the bot-
tom of the screen show all documents within the file which are open; oth-
ers can be reached through the Document menu's Open Document.

Chapter 3 - Documents in SurveyPro Document Editing Screen 14
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GSuth Menus Ing version--Web]

ok

| e
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3 Non-repeating or Lon
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In addition there are several common dialog controls such as the pencil
(see page 6) which you may want to review if you're new to SurveyPro.

Note that this is the screen for editing questionnaire and report docu-
ments—the Answer Entry screen for data entry and database manage-
ment is covered separately on page 112.

While your questionnaire and report documents are the visual representa-
tion of your project, the Object Tree is the structural. It’s toggled on and
off with the toolbar button or under the View menu. The tree can also be
“undocked” so you can move it around your screen by clicking and drag-
ging the horizontal bars at the top. Within the tree, you’ll find folders and
items grouped under four main sections: Questionnaires, Reports, Data-
base Questions and Components.

The Questionnaires and Reports folders are organized similarly, each con-
taining additional folders for each document you have created. Individual
documents, like the one you see expanded at the top of the tree to the left,
list the tiles contained in the document. (Tiles are questions, graphics, and
figures.)

Database Questions is the master list of fields in the file. If your file con-
tains only one survey, it will be almost identical to the questionnaire doc-
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ument folder. However, if your file contains several questionnaires, or has
evolved over time, the Database Questions folder will be a super-set of
any one questionnaire.

The last main folder, Components, contains the reusable building blocks
which make working with SurveyPro so much easier. When you start a
new file, the Scales and Text Styles will be pre-loaded with components,
ready for your use in constructing surveys. Since the remaining compo-
nents are based on the data you will collect, their folders are empty in
new files.

In addition to this organization, color coding tells you how a tile or com-
ponent is being used. A filled box means it’s in use in your file, while a col-
ored outline indicates it’s in use in the selected tile(s). Empty boxes
indicate tiles or components which exist in the project, but which are not
currently in use.

For the most part, SurveyPro’s tree works similarly to those in other appli-
cations:

» To expand or contract portions of the tree, click the plus and minus
buttons next to the folders.

* Click on an item to select it, and with tiles, jump to its location.

* Double-click on an item to edit it, or in the case of “Add New,” to
insert a new object.

* Right-click to access shortcuts to common commands.

Document Editing Menus

SurveyPro uses two slightly different sets of menus depending on whether
you're editing documents or the database. In addition, menu items will
change slightly depending on whether one is working in a paper survey,
Web survey, or report. See also Answer Entry Menus on page 113.

Chapter 3 - Documents in SurveyPro Document Editing Menus 16
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File Menu
This includes common Windows file functions, such as print, save, and
most recent files.

New Ctrl«N | Creates anew empty SurveyPro project file.

Open Ctrl+0  z2| OpensaSurveyPro SP4 file. Can also be used to open a backup BAK copy, version
3.0 SP3 file, version 2.0 SVA file, or survey tag language STL/ST3 file.

Save Ctrl+S g Saves the current file.

Save As Saves the current file to a new name and/or location.

Page Setup Jumps to the Document | Properties dialog for setting margins, layout
preferences, and other elements specific to that questionnaire or report.

Print Preview t.g| Shows the document with no tile outlines. Pages in preview mode cannot be
modified, so select the preview menu item again to turn it off or go to the Edit
menu and select Inline or Page Graphic tiles to resume editing.

Print Ctrl+P 4| Brings up the Windows system print dialog.

Print Setup Windows dialog for selecting your printer and setting options. This is also where
you set the paper page size.

File List Lists the SurveyPro files most recently accessed by your system.

Exit Alt+F4 Closes the current file (prompting to save changes), and exits SurveyPro.

Edit Menu
Cut, copy, paste, as well as SurveyPro specific functions for changing edit-
ing modes and locking documents.

Undo Ctrl+Z | Undoes up to 5 prior actions.

Redo 4| Undoes the last Undo.

Cut Ctrl+X ¥ Standard Windows functions for cutting, copying or pasting the selected tile or
text. This can be used to copy and paste text or tiles between SurveyPro and

Copy Ctrl+C other applications, as well as within or between SurveyPro projects.

Paste Ctrl+V

Chapter 3 - Documents in SurveyPro Document Editing Menus 17
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Paste Same Enabled in the Options dialog (see page 26) and used in Web surveys. Inserts a

Questions copy of a question tile within one questionnaire which has the same Q number as
the original. See the NetCollect User Guide’s Dynamic Questions chapter.

Modify Enter  =g| Brings up the relevant editing dialog for the selected tile(s). When modifying
multiple tiles only the common values may be changed.

Delete Del gm| Deletes the selected tile from the document. Ifit's a question tile with data, the

field will remain in the database until you delete it from the data fields list in
the tree.

Inline =

Toggles between editing inline tiles which flow down the body of the page, and

Question page graphic tiles which are fixed to a location on a specific page (unless
Tiles anchored to an inline tile).

Page Graphic oy

Tiles

Anchor 5 When you have a page graphic selected you can anchor it to an in-line tile so
Graphic they will move in sync. See page 49.

Merge Into Merges two similar grids or sets of questions together. Questions must use the
Grid same scale. See page 67.

Split Grid Splits one large grid into two or more tiles. See page 68.

Report Changes the figure labels for questions, as well as the statistical labels such as
Labels “Counts.” See page 248.

Lock Changes Protects the questionnaires, database, and reports from accidental changes.

When you publish questionnaires you will be prompted to lock the surveys, so
that the data files will match the questionnaire when you import. See also the
Options Dialog on page 26 for password protection.

View Menu

Preferences for which screen elements to display and how.

Zoom jo Adjusts the display size of the document.

Object Tree = Displays or hides the tree which appears by default on the left side of the
screen.

Document Tabs Displays or hides the tabs at the bottom of the document editing screen which

are used to toggle among open questionnaires and reports.

Chapter 3 - Documents in SurveyPro Document Editing Menus 18
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Toolbar

Displays or hides the toolbar.

Status Bar

Displays or hides the status bar at the bottom of the SurveyPro window.

Open Document

Lists the documents in the current SurveyPro file which can be opened for
editing.

Insert Menu

While a few items in this menu apply to all document types, many vary
depending on whether you have a questionnaire or report as the active
document.

The Insert button <5 drops down a list of the most common selections.

Common Elements:

Inline Text/Graphic

Adds text headings, comments, or images within the tile flow of questions or
figures. See page 45.

Page Text/Graphic

The contents of the tile are identical to the inline text/images, but instead the
tile is on the page graphic layer and fixed to a location on the page unless you
anchor the graphic to an in-line tile (see page 49). This item is disabled when
working in NetCollect documents.

Text Style Similar to styles in word processors, Text Styles in SurveyPro are named styles
for questions, scales, headings, and other types of information. Text Styles can
be overridden for an individual tile or a few characters. See page 42.

Breaks Ctrl+B Inserts page and column breaks within the tile flow. See page 50.

Questionnaire

Adds a new questionnaire document within the open SurveyPro file. Applications
include multiple media (paper and Web), or surveys which evolve over time. See
page 83.

Report

Adds another report document to the open SurveyPro file. Each report can
contain multiple figure tiles (just like surveys contain multiple question tiles),
so examples of report types are overhead slides, summaries, detailed cross-
tabs, subgroup analysis, etc.

Questionnaire Elements:

Question

All questions which will have data associated with them should be added using
Question or Grid of Questions. See page 55.

Grid of Questions

Grids are a set of related items in a compact table format. This can include grids
of open-ended or numeric data. See page 60.

Chapter 3 - Documents in SurveyPro Document Editing Menus 19
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Scale Scales are the data structures associated with questions. These are named
items, so a scale can be created once and then used by many questions. See
page 72.

Report Elements:

Figure Inserts a new figure above the current selection. The type of figure is specified
in the first tab. See page 187.

Clone Figures Allows you to quickly replicate figures for multiple questions in your survey. See
page 206.
Form Select Filter Adds a named filter for use in working with sub-sets of the database. This also

appears when questionnaires are selected. See page 213.

Rescale Creates a layer you can apply to a scale for label changes, regrouping, value
changes, etc. Each scale can have multiple rescales defined, and they're named
objects which can be reused in many figures. See page 217.

Banner Abanneris a set of cross-tab specifications, used for complex settings which
will be reused in multiple figures. See page 225.

Question Group Each question grid column automatically creates a Question Group which can be
analyzed as a single unit, but you can also create new groups which are sub- or
super-sets, or with different orders. See page 232.

Graph Color Fills Projects may contain several sets of color fills, which can be applied both at
Document Properties and in individual figure dialogs. See page 250.

Document Menu

Management functions for the open file's questionnaires and reports.

Properties Opens the Document Properties dialog where you can set preferences for
medium, margins, numbering, headers and footers, etc. Many settings are
specific to the medium, and whether the document is a questionnaire or report.

See page 30.
Skip Patterns Sets rules for skips and branches in a survey. See page 82.
Publish The Publish command takes your SurveyPro questionnaire and packages it up for
Questionnaire distribution. If you don't see an option you expect, check your Document

Properties to make sure the medium is correct. See page 89.

Report On This is like a filter or cross-tabulation at the document level. You specify a
question or Banner and the report is replicated for each answer in the question
or banner point. See page 238.
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Publish Exports either a report document as an HTML page, or a set of images for

Report placement in other applications. The printable images can be saved as a higher
resolution than you can get via copying and pasting tiles from SurveyPro to
another program. See page 251.

New Questionnaire Adds a new questionnaire document within the open SurveyPro file. Applications
include multiple media (paper and Web), or surveys which evolve over time. See
page 83.

New Report Adds another report document to the open SurveyPro file. Each report can

contain multiple figure tiles (just like surveys contain multiple question tiles),
so examples of report types are overhead slides, summaries, detailed cross-
tabs, subgroup analysis, etc.

Copy Document Creates a new questionnaire or report which is a copy of the currently selected
document. For questionnaires, any questions which are shared between
documents will collect in the same database field. See page 83.

Delete Document Permanently removes a questionnaire or report from the current file. Note that
this will not remove questions containing data or sub-elements such as scales.
See also Mass Delete on page 128.

Open Document Lists the documents in the open SurveyPro file which can be opened for editing.

Database Menu

Access to the Answer Entry screens as well as import and export.

Answer Entry F8 & Switches from the document editing mode into Answer Entry, where you can
view, edit, and add individual records. See page 111.

Import from Adds data to your survey file, either as new forms or updating existing forms.
Note that the fields into which you are importing (created by scaled questions)
must already exist. See page 144.

Batch Import Allows you to import multiple Collect data files at once. See page 155.

Export to Creates a data file of selected forms and questions for transfer to another
application. See page 159.
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Tools Menu

Utilities and preferences for working in SurveyPro.

Spell Check  F7 ABE Checks spelling in the current document, including sub-elements such as scales
and figure labels. See page 23.

Spelling Allows you to control what the spell checker should ignore, edit your custom
Options dictionary, and activate the legal and medical supplements.
File History S Displays the current status of your file as well as publish, import, and export

activity through its history. See page 25.

Make PIN File Creates a SurveyPro compatible PIN file for password or field checking. Could be
generated by SurveyPro or a conversion of an ASCII file. See page 88.

Options Preferences for both the current file and for your system. See page 26.

Window Menu

List of open documents and tools for arranging them.

Cascade Stacks up all the open documents so you can see the title bar of each one.
Tile Arranges the open documents on the screen so that you can see each one.
Arrange Icons Aligns the icons of documents which are open but minimized along the bottom

of the screen.

Help Menu
Contents or Index 9 | Jumps to the contents of the Help system.
About SurveyPro Displays the version, serial number, license, and legal notices.
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Managing Documents

New SurveyPro project files start out with four documents:

*  Questionnaire: an empty survey document

+ Executive Summary: an automatic report (see page 243)
» Data Table: another automatic report (see page 244)

* Custom Report: an empty report document

There are several tools for adding, opening, and managing your docu-
ments:

Object Tree Lists all documents in the file, grouped under Questionnaires and Reports.
Double-clicking on a document folder brings up its Document Properties
dialog (see page 30). Right-clicking allows you to copy a document or
insert a new one. See page 15.

Document Menu Allows you to modify the document properties, add a new report or ques-
tionnaire, copy an existing document, delete a document, or open a docu-
ment which exists in the project file but is not currently on display. This is
also the menu for publishing documents, such as screen-based surveys to
file, or reports to HTML.

Document Tabs Displayed at the base of the document screen, these tabs show the open
documents. You can also switch between documents using the Window
menu, but the tabs are generally quicker. In general, you only want to
keep your active documents open to save time on file open and save
(especially if your file includes a few 200 page reports detailing 10,000
respondents).

While a single SP4 file may contain up to 1,000 documents, most consist
of 4-10 documents. If you start working with multiple questionnaire docu-
ments, we strongly recommend you review the information on page 83.
And, if you are generating a large number of reports, you may find Report
On a lifesaver (see page 238). Technical support is also available to dis-
cuss issues of consolidating or breaking apart survey projects.

Spell Check

SurveyPro checks the spelling of everything displayed in the document,
including scale labels and other elements in questionnaires. In reports,
this includes the question names and form select filter names.
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Spell Check

Mot Found: |thanky0u

Change To: |lhank youl

FPage 1 - Figure Tile 3

Change |

Change Al |

lgnare |
Ignore Al |

Suggestions: thank you —

thanked (Tl 4
L

thanks
tharkful
thinks
thanking

[ 22k ]| B v e |

Options...

Cancel |

The Options dialog is where you decide what you want the spell checker
to ignore, whether it's e-mail addresses or specific words you add to your

dictionary. By default, all the words you add in the spell check dialog go

into your system's custom dictionary (which you need to create to enable
the Add button), but you can also exchange dictionaries with co-workers
for sharing industry-specific terms.

-

Spell Check Cptions

lgnore words with numbers

Speci.
v
v
v
™
™
™
v
v

lgnore e-mail or web addresses

Find repeated words

Search Customn Dictionaries

lgroredl list for this project

lgnaore numbers
lgnore parenthesiz in words like [slhe
lgnore all UPPERCASE words

|gnore roman numerals

C:\Program Fileshdpian Software\SurveyPro 304Custom. dxp

Search Extended Dictionary

New | add | | | |
™ Legal words [ Medical words oK | Cancel | Help |

If you know of a set of words you'll need to use, or would like to edit the

words you've added, select the custom dictionary you want to modify and
click Edit. You can type in this dialog as a simple list, adding, changing, or
removing entries.
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Edit Custom Dictionary

Dictionary C:\Program Files'Apian SoftwarehSurveyPra 304 Custom. dsp

‘wiords, one per line:

Apian
DirectCollect
KeyCollect
MetCollect
Question'web
SurveyHost
SurveyPro

Cancel

0K

Help

i

Spell Check
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File History

File History is a great tool for checking the current status of your file, as
well as digging through old log files to see what you've done in the past.

The top panel displays the contents of your file, with the number of ques-
tions in questionnaires, records in the database, and figures in reports.

Below that is a history of the file, including whether it was converted from
an earlier version or started in 4.0.

At the bottom you can disable the dialog from popping up automatically
when you open the current file.

File History

Project l Imports] Exports] Publishing

Open Survey: C:iMy SurvepshCommuter Survey. spd

_._.——q’
I—v) I—v) K :. .I
52 Questions in 709 Fespondent Forms 48 Figures in
3 Questionnaires 4 Reports

Created Aug 5, 2004 12:36
az a new 3.0 survey project

Last saved Jan 12, 2007 22:31; file size was 240 kb
Fi&shd used for this project 386 kb; allocated for this session 432 kb

™ Do not open document windows

Cloze

Project tab On the first tab is a summary of the project, with the name and location,
contents, and a history of its creation. This screen appears when you open
files (unless you turn it off), and is a convenient snapshot after major
transactions such as import and mass delete. At the bottom of the dialog
is an option to not open document windows, which can be a way to
quickly open large files, then individually opening questionnaires or
reports through the Document menu.

Import, Export and Every time data is imported or exported, or a document published (such

Publishing tabs as to HTML), a log is generated. Logs are stored in these tabs until
cleared, and act as confirmation, reference, and troubleshooter. The logs
do not take much space, so we recommend keeping them in the file. See
Publish Logs on page 28, Import Log Files on page 157, and Export Log Files
on page 168.
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Options Dialog

Data Q* and Report
numbering

Automatically delete
questions

Ask tile insert rules

Do not require Enter key

Auto-increment

Go to next form

Date/Time on new forms

Most of the options apply to the file currently open. They are retained
during Save and Save As operations.

COptions

This Project File | Personal |

Master Questionnaire

Data O# and Report numbering based or: |1: Questionnaire j
v Automatically delete questions without data I Ask tile insert rules for multiple questionnaires
Answer Entry

™ Do not require Enter key on single-digits Auto-increment o

™ Goto next form after last question answered
Date/Time on new forms: % mmm d, yp Apr30,99 ¢ ddmm.yy 30.04.33

Pazzword Change Control

Supervizory and Questionnaire Editing: Has Password
Set | Answer Entry and Impart: Mo Password

Set | Report Editing: Mo Password

Questionnaires
™ Allow more than one tile in a questionnaire to refer to a shared question

QK | Cancel | Help |

If you have multiple questionnaire documents, you can select the question
numbers referenced in reports.

Behind your questionnaire(s) is a master database which normally
matches your survey's content. By default, SurveyPro deletes questions
which do not contain data when they are removed from all question-
naires, but you can turn off this option to keep the question for future use.
Use the object tree to manage questions in your project (see page 15).

When you have multiple questionnaire documents, inserting new ques-

tions involves a prompt for whether you want to add the tile to all ques-
tionnaires or just that one survey. At the bottom of that prompt dialog is
an option to stop asking—this setting turns the prompt back on.

To speed data entry, you can have SurveyPro automatically drop to the
next question after entering an answer to single-digit scales.

Select a question to automatically increment as you enter new forms. The
guestion must have a number scale.

After the last field is entered on a survey, Tab will take you to a new form
when this is enabled.

Switch the format for SurveyPro's internal date/time stamp from Ameri-
can to European.
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By default, SurveyPro files are open for any editing. The first level pass-
word prevents unauthorized users from making edits to the questionnaire
or the password settings. You can then add passwords which will restrict
data entry/import, and reporting.

When a protected file is opened, it has these areas locked using the setting
in the Edit menu. To unlock, click on the area, and enter your password.

Note that your internal LAN security can be used to protect entire files
from access by unauthorized users.

Normally, when you copy and paste a question within one document, the
pasted tile is added as a new field in the database. In some advanced sur-
vey designs, you may want the same question (by Q#, not just visible text)
to appear more than once in the survey. Be certain the multiple locations
are exclusive skip paths, as any later instance of a question for one
respondent would overwrite the original instance.

COptions

This Project File  Personal

Iv Enable Document Editing Undo

Survey Project Files
Session Startup Default Directory:

|EI:\M_I,I Survepsh J

Iv Switch during session to last Open/Saveds Directory

™ Automatic file save reminder every minutes [5 to B0)

QK | Cancel | Help |

Session Startup Default
Directory

Switch during session to
last

Automatic file save

€Enable document editing
undo

Sets the default for SurveyPro to look for and save data files.

Has SurveyPro look wherever you were last working for imports, exports,
graphics, and new files. With this off, SurveyPro will look first in the
default directory.

Has SurveyPro save automatically at an interval you specify. The warning
notification will appear just once per session, not per file.

If you do not use the Undo function, disabling it might enhance Survey-
Pro's performance. However, before turning off Undo, try closing any doc-
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uments you're not actively editing as this also speeds file changes. With a
newer system with sufficient RAM, you will rarely need to turn off Undo.

Publish Logs

Publish logs are most useful for NetCollect surveys, where they specify
the filenames, paths, administrator passwords, and other settings for the
surveys.

In other cases, the logs are a useful reference for when a document was
last published and to which format.

Publish logs are accessed through the Tools menu, File History dialog.
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Document Properties

For both questionnaires and reports, Document Properties sets many of
your layout preferences.

For questionnaires, Document Properties also sets the medium (paper,
NetCollect, DirectCollect). Because this can have a significant impact on
your layout options, setting it first can prevent time-consuming redesigns
later.

While some of the controls differ slightly, the dialog sets essentially the
same elements for all media:

* Questionnaire dimensions
* General look and feel, such as colors and checkbox styles

» Translation or customizing of automatic labels for Other blanks, NAs,
and buttons

» Default graph fill set (colors for pie charts, etc.)
* Automatic numbering style

» Passwords (see page 86)

* Logos and titles

* Headers and footers

Since all of these elements are applied at the document level, it’s easy to
quickly change the appearance of a survey or report, and to have very dif-
ferent layouts for the different questionnaires in your project.

All settings that are made in Document Properties carry through the sur-
vey process. For example, if you turn on a password, your settings will
appear automatically in both the Questionnaire Publish dialog (see page
89) and Import Data Cleaning tab (see page 153).

See the NetCollect and DirectCollect User Guides for details on their Doc-
ument Properties options. Several of the tabs are described here as “for
Paper Documents” or “for Paper Questionnaires” when the settings are
specific to surveys for a particular medium.

The two automatic reports, Executive Summary Automatic Report on page
243 and Data Table Automatic Report on page 244, have custom Docu-
ment Properties dialogs.
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General Tab for Questionnaires

Settings to this tab should be made first as they ripple through the rest of
the dialog. Paper surveys are also used for scannable forms, just set the
checkbox style in the Layout tab.

Properties of Questionnaire 1: Questionnaire

General l Title ] Logo Graphic] Footer] Header] Layout] Autonumber

Document Mame

|Questi0nnaire

Questionnaire Medium

+ Paper " Scannable OMR " HTML for NetCollect " Screens for DirectCollect

Frinted Page Setup [inches)

Top: |1 Left: |1 Frint Setup...
Bottam: |1 Right: |1 Paper 8.50 by 11.00 in Portrait

QK | Cancel | Help |

Document Name Document names are for internal reference only in dialogs and lists, and
will not be printed on questionnaires or reports.

Questionnaire Medium The medium setting ripples through many layout and input controls, so
we recommend setting it early. If you need to create a survey in multiple
media, finalize the content in one version then use Document | Copy
Document to create a duplicate, then change the medium on the new ver-
sion. Then adjust the layout in each medium.

Page Setup Sets the margins for your overall document—individual sections can be
overridden through the Insert, Breaks dialog. Page size and orientation are
set in Print Setup.

Chapter 4 - Document Layouts Document Properties 31

January 15, 2007



Apian SurveyPro 4.0 User Guide

General Tab for Reports

Document Name

Graph Color Fill Set

Type of Report

Digits after decimal

Page Setup

Unlike questionnaires, reports can be published to assorted media
(including HTML), even when Paper is selected. See also Automatic Report
Document Properties Dialog on page 245.

Properties of Report 4: Custom Report

General l Title ] Logo Graphic] Footer] Header] Autonumber] Layout]

Document Mame

|Eust0m Fepart

Type of Report Graph Color Fill Set

(+ Paper @| §| l&|
" Overhead Slide Pages |1: Gtamdard Set j

Digitz after decimal in figures

Counts; |auto Percents: |auto Statistics: |auto

Fage Setup [inches]

Top: |1 Left: |1 Print Setup...
Bottam: (4 Right; |1 Paper 8.50 by 11.00 in Portrait

QK | Cancel | Help |

Document names are for internal reference only in dialogs and lists, and
will not be printed on questionnaires or reports.

The set of colors used to fill pie charts and bar graphs can be set at the
document level, as well as overridden at the figure level. See page 250.

Your report can be formatted for paper, or large format for use with pro-
jectors. See Publishing Reports on page 251.

Override the default number of decimal places for counts, percentages,
and statistics such as the standard deviation.

Sets the margins for your overall document. Page size and orientation are
set in Print Setup.
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Title Tab for Paper Documents

Quickly add a title to the top of your document with this tab. If you need
more control over the placement, you can convert the tile to a regular
page graphic or insert one manually.

Properties of Questionnaire 1: Questionnaire

General  Title ]Logo Graphic] Footer] Header] Layout] Autonumber
Iv Place Title on Page 1

Training Class Feedback

Enhancements Flace Title vs Logo
Backgound: [ ]|=| W Bowdwound | Line Below {+ Center Below (" To Right

I™ Conwert to normal inling text for advanced editing after saved

QK | Cancel | Help |

Place Title on Page 1 While in the text box, it will preview all your settings except line breaks.
Use the Text Palette to change the typeface, size, color, etc. You can type
up to 2000 characters, and multiple paragraphs.

€nhancements Places a border around the title. Additional options are available if you
convert the title to a regular graphic tile.

Place Title vs. Logo Either centers the title below any logo you've included using Document
Properties, or places it to the right of the logo. If you have not included a
logo, you can align the title to left, center or right.
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Logo Graphic Tab

Preview logo

Get Logo Image

Show at percent size

Place Logo vs. Title

Chapter 4 - Document Layouts

January 15, 2007

Quickly add a logo to your document with this tab. If you need more con-
trol over the placement, you can convert the tile to a regular page graphic

or insert one manually.

Properties of Questionnaire 1: Questionnaire

General] Title Logo Graphic l Footer] Header] Layout] Autonumber
I¥ Place Logo Graphic on Page 1

Preview logo at original 5.677 wide by 1.563 high:
Get Logo Image

- Apian&

Show at percent size: Flace Logo v Title

width: |30 Height: |30 t* Centerdbove  Toleft

I” Conwert to normal inline graphic for advanced editing after saved

QK | Cancel | Help

Provides a peek at the image. Note that you should always print your doc-
ument or publish it to the final format for a completely accurate represen-

tation.

Select the image from a file or paste it from the clipboard.

Allows you to resize the image. Bitmaps should only be resized down, as
increasing their size will produce a poor-quality image.

Sets the graphic's location within the specified tile.
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Footer and Header Tabs for Paper Documents

These tabs are a quick way to set up your footers and headers. Once
they're done, you can either leave them under the control of this dialog or
convert them to fully editable page graphic tiles.

Properties of Questionnaire 1: Questionnaire

General] Title ] Logo Graphic  Footer l Header] Layout] Autonumber

FPage Footer: ¢ Mone @

" Custom

Left Side Centered FRiight Side
j |F'age1 of 1 j | j
Footer Text Style
v Line above footer v Include on page 1 [§‘]| 4:§| §|
Footer distance above page botton: |aut0 11: Header-Footer j

I™ Conwert to normal inling text for advanced editing after saved

QK | Cancel | Help |

Page Footer/Header

Custom Format

Left Side/Centered/Right
Side

Line above/below

Include on page 1

Footer/Header Text Style
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Select from among pre-loaded headers and footers or switch to custom
for full control.

With custom headers and footers you have free control over the format
and can create multi-line items. Use the variables button on the Text Pal-
ette to insert page numbers, dates and times (variables are indicated by
strike through text).

Pre-loaded headers and footers for left, center, and right alignment based
on the margins you set in the General tab. For custom controls, see below.

Overrides the automatic placement of the header or footer.

Draws a fine line between the header or footer and body of the page. This
can also be done manually with page graphics.

Allows you to exclude the footer or header from the first page. If you need
more control over the page usage convert the footer or header to a page
graphic.

Text Styles provide the basis for your font settings. Use the Insert pencil
point to add new styles for different types of information such as instruc-
tions, or modify existing styles to suit your needs. Remember, when a
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style is changed, all tiles using it are automatically updated. If you need to
override a style for just one tile or a few letters use the Text Palette (see
page 44).

Layout Tab for Paper Questionnaires

In addition to all the question-level layout settings you can make, this sets
up the general attributes such as the shape of checkboxes and coloring.

Properties of Questionnaire 1: Questionnaire

General] Title ] Logo Graphic] Footer] Header Lapout ]Autonumber

Fagination

Starting Page number for Page/Fages: |1

Dresign rules
Checkbox Style: |Dr0p-shad0w square j Iv Dot Fill when scales to right
Other Blank labels: |Dther Entry blank line spacing: ’W
Explicit Mo Anzwer M43 labels: |N.-"A Entry box height: ’W

Banding tint colors

OddBands: [ ]|=| EwvenBands: & Clear ¢ Colared

QK | Cancel | Help |

Pagination If your questionnaire is part of a longer document, you can change the
starting page number for headers and footers.

Checkbox Style Checkbox style is both a preference and a functional setting. The two thin
line styles are used for scanning where drop shadows can confuse the
OMR/OCR software.

Other Blank labels Modify or translate the label used for SurveyPro's Other blanks.

Explicit No Answer Lets you set the label used for SurveyPro's special Not Applicable scale
item (excluded from means and other calculations, but tabulated for fre-
quencies).

Dot Fill Use the dot fill (.......) to provide a visual connection between a question

and its scale at the right margin.

Entry blank line spacing Allows you to adjust the vertical space SurveyPro allows for writing in
responses.
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Entry box height Sets the height of write-in boxes. Width is set in the individual question
dialogs.
Banding tint colors Within grids, you can tint alternating rows to help distinguish items. This

is particularly useful for Web surveys where you cannot use the dot fill.

Layout Tab for Reports

Properties of Report 6: Ferry Report

General] Title ] Logo Graphic] Footer] Header] Autonumber  Layout

Fagination

Starting Page number for Page/Pages: 1|

QK | Cancel | Help |

Pagination If your report is part of a longer document, you can change the starting
page number for headers and footers.
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Set up automatic numbering for your survey using preset styles or custom
formats. Autonumber is applied within an individual question tile, so you
have full control over what is first, second, or third level. When multiple
levels are used, the lower levels reset as soon as an upper level is used.

Properties of Questionnaire 1: Questionnaire

General] Title ] Logo Graphic] Footer] Header] Layout  Autorumber
" Mo Autonumbers  * S

Formats for up to 3 levels:

" Custom Autonumbeing

B
1] [1.2] [1.2.3]
I: I-B: I-B-
I. B. [}
First lesel: &3]
Indantation Second level  |[4)
[ Hang number out to left ;
Second Level: |auto Third level: B

Third Lewvel: |auto

Starting Autonumbers

First Level: |1 Second Level |1 Third Lewel: |1

Custom:

-

QK | Cancel | Help |

Type

Formats for up to 3 levels

Indentation

Starting Autonumbers

Sets whether you want automatic numbering, and if so a pre-loaded or
custom format.

Select from among pre-loaded Autonumber formats. Note that even
though three levels are defined, the application of the levels is left to the
individual tile so you may only use one or two.

Controls whether you want the number to “hang” to the left of the text
string, as well as how far you want levels indented. By default levels 2 and
3 indent slightly, but you can set that to “0” or any other value.

In most cases the starting number will be 1, but if your questionnaire or
report is part of a longer document you can increase the value.
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Custom Autonumbering

With custom autonumbering you can customize the text and format to
match your corporate standards. Text shown with a strike-through is a
variable which will be replaced by the actual value in your document.

Custom:

Usze the buttons to insert a marker for the numbers
a5 a decimal, a roman number or a letter. The rest
iz taken verbatim including any trailing blanks:

Rl A Y
First lesel: ,W
Second level: ,[_1_]—
Third level: ’M—

™ Show cumulative levels (ke 3.6.4]

11iA abuttons Insert variables for numbers, uppercase Roman, lowercase Roman, upper-
case alpha, and lowercase alpha respectively.

First/Second/Third level Type the extra text you want in your format, then use the buttons above
to add the numbering variables. Be sure to include a few trailing spaces to
separate the number from your text. Fonts can be overridden using the
Text Palette (see page 44).

Show cumulative levels Includes the upper level numbers and text in each tile. Applies to all three
levels.

Working with Tiles

Tiles are SurveyPro’s building blocks for constructing documents, and
include graphics, text, questions, and charts. They can be placed either in
the column flow, or fixed to a location on one or more pages. In most
cases, tiles will span the width of the column, but you can also lay them
out side-by-side:

! What are the S-digit Zip codes for your:

' H

When youselected your current residence, was minimizing the ¢ afi

e Absolutely, it was one of the biggest factors
" ltwas an important consideration
27 W tried, but wouldn't compromise other factors
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Editing Tiles
Your primary tool for editing tiles is the pencil:

<H | Insert Adds a new tile above the current selection. To add a tile at the end of a
document, click the blue bar to select it (turning it orange) and then insert.
If you are want to add tiles side-by-side as for an address, first shorten a
tile, then click the vertical blue bar and insert a tile to its left. Right-click
can also be used to insert tiles.

E| Modify Brings up the graphic, question or figure dialog to edit the tile’s settings.
Double-clicking on a tile, pressing Enter when a tile is selected, and right-
click menu can also be used to access the tile’s editing dialog.

El® Delete Removes the tile from the current document. If it is a question tile which
exists in more than one document or contains data, you will have to
delete it from the Object Tree’s Database Questions section to completely
remove it and the responses associated with it from the file. The Delete
key can also be used to remove selected tiles.

Editing multiple tiles In some cases, you can edit several tiles at once. To select a series of tiles
in a flow, click on the first one, hold Shift down, and click on the last. Non-
sequential tiles can be selected with Ctrl+click. When you click Modify
and the editing dialog appears, you will be able to edit settings common
to all selected tiles.

=l Inline vs. Inline tiles are manipulated in a separate mode from page tiles. To switch
modes, use the inline, page, and preview toolbar buttons. If you cannot
switch out of preview mode, it means the document has been locked
under the Edit menu to prevent changes. Tiles cannot be converted from
page to inline or vice-versa. Note: NetCollect surveys can only use inline
tiles.

i Page tiles

Moving tiles In the upper-left corner of selected tiles (orange outline), there is a small
square which is the move handle. When you place your mouse pointer
over the square, it changes to a hand. For inline tiles, click and drag the
tile, releasing when you see a red insertion bar where you want it to move
to. Page graphics can be moved anywhere on a page. Cut and paste can
also be used to relocate tiles.

Resizing Tiles can be resized in width and height with the mouse or numerically
through the dimensions settings in their graphic/question/figure dialog.
With a mouse, move your pointer over the right or bottom edge, until you
see a double-headed arrow. Then click and drag to the desired size. You
may notice that as you change a tile’s width, the height changes also,
reflecting the line wraps at each width. There’s a minimum height and
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width for each tile, which you may be able to adjust by changing layout
and font settings in the editing dialog.

As with other Windows programs, Cut removes tiles to the clipboard,
Copy places a copy on the clipboard, and Paste inserts the tiles back in.
When you copy and paste tiles within SurveyPro, it keeps track of all the
elements including scales, fonts, etc. Pasting tiles into other applications,
such as Microsoft Office, will insert plain text or a graphic depending on
the application and tile type.

You can also paste text into SurveyPro when you’re in a question, grid,
text graphic, or figure tile’s editing dialog. In addition to the usual Ctrl+v
paste, when the Text Palette is visible (see page 44) a Paste Unformatted
(5 option is available to insert plain text.

Question tiles in a multiple questionnaire document files have some spe-
cial issues—see Multiple Questionnaire Documents on page 83 for details.

Within your SurveyPro file, tiles are identified in the following ways:

» The Object Tree groups tiles under the document(s) in which they are
used. Question tiles are also listed under Database Questions.

» Tile number, such as T4, identifies its place in that questionnaire or
report. This is used primarily as a reference in the Object Tree (see

page 15).

*  Question number, such as Q7 or a range Q45-53 for a grid. Q numbers
are their IDs, so you’ll see them used in the object tree, dialogs, and
data files.

» Internal question number, a unique ID which, unlike the Q number,
will not change or be assigned to another question.

* Autonumber, the question or figure number you set up with the tile
definition (activated in Document Properties). When you create
report figures, you may be given the option to number questions in
the figure by their autonumber or Q number.

* Name, required for questions and grids, optional for figures. Names
are used both for reference in the Object Tree and dialog lists as well
as for display in documents. Question names are sometimes referred
to as Report Labels in dialogs.

When working with a single questionnaire document, the distinctions
between these different identifiers are much less important because your
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questions will be organized similarly throughout the project file. However,
in multiple questionnaire document files, the correspondence between Q
numbers and the order of a survey may decrease. For all projects, taking a
moment to type a clear, descriptive name will eliminate having to hunt for
tiles and correct labeling later.

Text Formatting

Typeface

Size

Emphasis

Color
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Each element of text within a tile, such as the caption and labels in a fig-
ure, has a Text Style associated with it. The Text Style is a named compo-
nent which defines the font, size, emphasis and color of the text. This Text
Style can be shared among many tiles, and when it is edited, all tiles using
it will be updated at once.

In addition to this style, you can override the font settings for a letter, a
word, or an entire string of text. Overrides are made by selecting the char-
acters you want to change, and then clicking the control you want to
change in the Text Palette.

Attributes set by Text Styles and the Text Palette are:

The typeface can be a specific TrueType font, or you can select “Best
Sans Serif” (like Arial) or “Best Serif” (like Times Roman). These two
options are recommended for NetCollect and DirectCollect forms
because you cannot ensure respondents will have a specific font.

Font sizes are specified in points (1/ 77 of an inch), but the dialog also indi-
cates the size at which it will publish to HTML.

Bold, italic and underline. Note that long strings of Italic are difficult to
read on-screen for NetCollect and DirectCollect forms, and underline can
be confused with links on the Web.

Common color selections are offered in the mini palette, or you can click
Other to select a custom color.

While SurveyPro’s dialogs and screens do preview your font settings, we
always recommend viewing the document in its final published form—
printed, published to HTML, published to screen—before finalizing your
choices.
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Editing Style 1
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SurveyPro's Text Styles are an easy way to maintain a consistent look
within your documents. New projects come pre-loaded with 12 styles
which are the defaults for questions, scales, figures, and other compo-
nents. While you cannot delete or rename these styles, you can edit them
to match your document's style. Note that even though the pre-loaded
Text Styles may be named for their default use, you can apply them to any
element.

Text Styles may be inserted through the Object Tree and Insert menu, but
the quickest approach to adding and editing styles is right where you use
them. In the question, figure or graphic dialogs, you'll select your style
through a drop-down list. Next to that list are Duplicate, Insert and Mod-
ify buttons which take you directly to adding or editing styles.

Text Style
RS
|T3: Graphic Text j

Since Text Styles are named objects, when you change them one place,
every application is updated. So, if you need a one-time override, use the
Text Palette (see page 50), and if you need another style, just add one. Just
remember they're reusable, so you don't need one style per question!

Text Style
Editing Style 1
Style Mame: Guestion
TrueType Face: [Best Sans Sert ~
Best Serif
Arial
Courier Mew
3of 9 Barcode
*MS Sans Serif w
Height [points): |10 il [perl size 2 2z -1; A5P 13px)
Emphasis: [+ Bold I Italic I Underline Il -| Color
AaBbCc 123
QK | Cancel | Help |

The internal ID of the Text Style, a unique number since SurveyPro allows
you to repeat the name.

Reference name used for the drop-down lists in SurveyPro dialogs. It will
not appear on any documents or output.

Allows you to select among the TrueType fonts installed on your system.
The “Best Sans Serif” and “Best Serif” are primarily designed for Net-
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Collect and DirectCollect projects, where the survey is completed on a
system whose fonts you cannot control. In these cases, SurveyPro will use
the best font available. “Sans Serif” refers to fonts like Arial, and “Serif”
fonts like Times.

Size of the font you will be using. 10-12 points tends to be the most read-
able range for body type. The note “HTML size” is just a reference for
HTML designers, who may want to know how the points are being trans-
lated to code.

Style settings for the Text Style. Note that if you only want a few words to
be bold, italic, or colored, you should use the Text Palette overrides.

Shows a preview of how your settings will appear.

Whenever you are in a text field which allows these overrides, the Text
Palette will appear. Simply select the text to change, and click in the pal-
ette to make edits. In addition to the font formatting, the Text Palette also
allows you to insert variables and special characters.

Text Palette

% |Ba B 151 ) 2

@ﬂé

Owerrides

B|7|u .-
<Baze = Arial> hd
w2 4 o

Variables are wild cards such as page numbers which SurveyPro automat-
ically updates with the final values. Inside a dialog they will appear with a
strike-threugh, but as soon as you close the dialog and look at the docu-
ment, you'll see the substituted value. Most variables are applicable to
headers and footers, but you may also find them useful for comments in
your reports.

To add a variable, click in a text box where you’'d like it inserted, click the
variable button #| on the text palette, and select the variable.

The character map is a convenient way to insert special accented charac-
ters or symbols and bullets. When you click the &| button, SurveyPro will
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Types of graphics

Text

Picture

Line

Box

Placing graphics

= Inline

2 Page

«J» | Anchored
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pop up this palette. Change the font if needed, then click once to insert a
character in your text.

A graphic in SurveyPro is anything which is not a scaled question or
report figure. In general, graphic tiles behave just like any other tile (see
page 39), including editing common attributes of multiple tiles.

Note that titles, headers and footers can be quickly set up using the Docu-
ment Properties dialog for your questionnaire or report (see page 30). If
you need finer control over their design, you can convert those elements
to regular graphic tiles for full editing. See also the Graphic Dialog on page
46.

Text can be used for instructions, headings, and notes—anything which
will not be collecting or displaying data. You can add borders to a text
graphic, so you don’t need to overlay text on a box for that effect.

Use pictures to insert logos, icons, or photographs within your document
flow. SurveyPro supports BMP, TIF, GIE, JPEG, PCX, DIB and TGA file
formats, though only GIF and JPEG should be used for NetCollect sur-
veys.

Lines can be used to add divider lines within the page flow, or as accents
fixed to the page.

Boxes are used only occasionally. More often, a Text or Picture graphic
will be inserted, using their Tile tab to add a box around the heading or
logo.

All types of graphics can be placed in documents three ways:

These behave like question and figure tiles, placed within the main body
column of the document. Inline text graphics may be autonumbered,
which is useful for section headings and captions to imported picture
graphics.

Page graphics are fixed to a location on the document, but can be set to
appear on multiple pages for use as a header, footer or accent.

When you need to make a call-out on your project, use an anchored
graphic to attach a page graphic to an inline tile. It’s great for annotating
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figures, and can even include an arrow pointing to a specific location in
the inline tile. See page 49.

With this dialog, the first option you want to set is the Content Type. This
will rearrange the controls on the screen for Text, Picture, Line or Box
graphics. See Graphics on page 45 for a description of how to use graphics
in SurveyPro, and Working with Tiles on page 39 for more on how tiles
work in a document.

Note that the dimensions in this dialog change depending on whether
you'’re in a paper document (points, inches) or NetCollect document (pix-
els).

Insert Inline Text/Graphic

Tewt | Tie |
Content Type
* Text  Pictue ¢ Lne ¢ Box

Text Content: + Left ¢ Center T Right © Full Justify
Layout
Text Angle [degrees); ™ 0-nomal ¢ 90 ¢ 180 © 270 Length of text: |auto
Indentation
Left Indent: |0 First Line Indent: & Aligned © Indent ¢ Hanging [inches)
Autonumbering Test Style
(" Mone % 1stlevel ¢ 2ndlevel © 3id Level @|<§|§|

|T3: Graphic Text j

QK | Cancel | Help |

Controls for Text graphics

Alignment

Text Content

See also the Tile controls on page 48.

Sets the alignment of the text string within its tile boundaries and indenta-
tion settings.

While in the text box, it will preview all your settings except line breaks.
Use the Text Palette (see page 44) to change the typeface, size, color, etc.
You can type up to 2000 characters, and multiple paragraphs.
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Text graphics can be rotated in 90 degree increments.

By default, the text will fill the width of the tile, but you can use this setting
to specify a shorter length.

Set indentation for the left margin, as well as special indentation for the
first line.

Autonumber can be applied to all question, figure, and inline text graphic
tiles. To activate Autonumber and specify what each level does, see Docu-
ment Properties on page 30.

Text Style for the inline text. Use the Insert pencil point to add new styles
for different types of information such as instructions, or modify existing
styles to suit your needs. See Text Formatting on page 42.

Controls for Picture graphics

Get Picture

Preview at 100%

Sizing

See also the Tile controls on page 48.
Select the image from a file or paste it from the clipboard.

Provides a peek at the image. Note that you should always print your doc-
ument or publish it to the final format for a completely accurate represen-
tation.

Allows you to resize the image. Bitmaps should only be resized down, as
increasing their size will produce a poor-quality image.

Controls for Line graphics

Width
Length
Style

Color

Direction

See also the Tile controls on page 48.

Set the thickness from 1 point to 18 points.
Sets the length of the line within your tile.
Line styles can be solid or dashed.

Pops up a small palette of colors, and with the Other button brings up the
standard Windows color dialog where you can set any color.

Insert a vertical or horizontal line. For other angles, use a picture graphic.

Controls for Box graphics

Border

Line Width (Pts)
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See also the Tile controls on page 48.
Adds an outline to box graphic’s tile edge.

Set the thickness from 1 point to 18 points.
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Line styles can be solid or dashed. With solid boxes a shadow option will

also appear.

Pops up a small palette of colors, and with the Other button brings up the
standard Windows color dialog where you can set any color.

With graphics, the Tile tab is where you set dimensions for the tile outline,
as well as any boxes or backgrounds for Text and Picture graphics. Not all
controls will be available for all graphic types.

Insert Inline Text/Graphic

Picture  Tile l

Tile Size Tile Piosition

wfidth: [autg Height: |auto

Ouitlire: Lire and Fill Settings

{7 None Line width (Prsf [1 =
(+ Baorder Rectangle

(" Edge Line(sk Stle: [Dashed v

Line Color: [l |~

Picture Placement

Horizontally: & Left Yerlicaly & Top

Gap at Top: |auto

Dimenziong in inches or auto

Background Color: [ ]|+

Space contents from vigible edges

" Center ™ Center [auta or under 1 inch):
" Right (" Bottom auto

=]

Cancel | Help |

Tile Size

Gap at Top

Outline

Line Width (Pts)

Style
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By default, SurveyPro automatically sizes the tile based on the contents,
but you can override this with an absolute value.

With inline tiles, SurveyPro puts a small gap at the top of each tile to sep-
arate it from the previous tile. This setting allows you to override the
height of the gap.

Adds an outline to the text or picture graphic. The outline will be around
the tile edge.

Set the thickness from 1 point to 18 points.

Line styles can be solid or dashed. With solid boxes a shadow option will
also appear.

Graphics 48



Line color
Background color

Placement

Space contents from visible
edges

Apian SurveyPro 4.0 User Guide

Pops up a small palette of colors, and with the Other button brings up the
standard Windows color dialog where you can set any color.

Sets the text or picture's alignment within the tile border.

Adds a buffer or margin around all sides of the content.

Anchor Graphic Dialog

To anchor a graphic:
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Anchored graphics exist on the graphics layer, so they can overlap inline
tiles, but are tied to an inline tile and follow it wherever it goes. One of the
most common applications for this feature is call-outs on report figures.
These apply only to paper documents, so the option will be disabled for
NetCollect surveys and annotations will not be included in reports you
Publish to HTML.

1. Select one page graphic (at a time)
2. Clickthe «f | button or select Anchor Graphic from the Edit menu

3. If youwant the connection to be visible, adjust the Show line settings to your
preferences

4. C(lick ontheinline tile to which you'd like the graphic attached

You can change the placement of the graphic relative to the inline tile by
dragging it. The location of the anchor can also be moved within the
inline tile or to another tile.

To remove anchor settings, bring the Anchor Graphic dialog up again and
click Remove.

Anchor Graphic
Callout Line [text only) _
(1] 4

[ Shaws line from text to anchar point

Line weight [pointz); |1 Remove
Callout end style: |Plain - Cancel
Anchor end style: (o -

Help
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Page Breaks & Columns

Depending on your layout, there are several tools you may use to adjust
the inline tile flow:

Page size & margins Set in the Document Properties dialog (see page 30), the “page” size may
be in inches for a paper report, or pixels for a Web survey. Margins are
also set in this dialog, and settings can be used to create page sizes
smaller than your printer offers.

Columns The number of columns can be changed from one to three and back at
any point in the survey. In the Edit, Breaks dialog select New Section and
specify the number of columns. By default, columns have equal width, but
that can be changed to custom widths in the Breaks dialog.

Note: If you want to add a short multi-column section within a longer sur-
vey, first go to the place where you want to resume your normal layout
and insert a New Section (no other settings). Then go to where you want
the multi-column section to begin, and add another section break with its
changed settings.

For Web surveys, multi-column layouts are generally not recommended.
If you do use them, make sure the section is small enough that it fits on
the screen without scrolling—even for respondents with small monitors.

Side-by-side tiles If you want just a few tiles side-by-side, you can resize individual tiles and
manually arrange them. Common applications of this type of layout are
city/state/zip blocks, or any time you have a series of short questions and
want to reduce white space. For details, see Working with Tiles on page 39.
If you're aligning a large number of question tiles, you may want to com-
plete Building Complex Question Grids on page 102 as well.

Page breaks The Insert menu’s Breaks dialog allows you to insert simple page and col-
umn breaks as well as more complex layouts. To remove a break, simply
select the tile following the break and turn off the custom break settings.

Breaks Dialog

Accessed from the Insert menu.

All breaks are inserted just before the selected tile. To clear a break
select that tile again, go to the Breaks dialog, and uncheck the options you
want to turn off.

These are the options for paper questionnaires. Paper reports only allow
single column layouts, though you can place tiles side by side (see page
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New Page/Column

New Section

Number of Columns

Draw a Line Between
Columns

To Set Unequal Column
Widths

Change Margins within
Section

Tip
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39). The breaks dialog and page handling for Web questionnaires is some-
what different—see the NetCollect User Guide.

Breaks

G

[v Mew Page [ Mew Calumn

I

ancel
Iv Mew Section

MNumnber of Columns: |3 - Help

I Draw a Line Between Columns

i

¥ To Set Unequal Column bwidths
Space: |U,5
Space:|0.5

First Column: |au[0

Second Columr: | auto

v Change Marginz *#‘ithin Section
Left:|1 Riight:|1

Starts the selected tile at the top of the next page or column.

Creates a new section where you can change the number of columns
and/or margins.

Sets the number of columns within this section, from 1-4.

Draws a thin line between the columns, a useful feature for tightly-packed
layouts.

By default the columns are equally spaced, but you can override this to
set custom for some or all of the columns.

Allows you to override the Document | Properties margins for the current
section.

If you want to add a short multi-column section within a longer survey,

first go to the place where you want to resume your normal layout and

insert a new section (no other settings). Then go to where you want the
changed area to begin, and add another break with your changes.
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Understanding Question, Data, Report Linkages

All you did was make a small edit in your survey—you added another
checkbox to a custom scale and switched it from single to multiple
answer. All of a sudden the data entry screen is different, your report was
re-built with new legends, bars and columns, and some figures are grayed
out because the statistics you had selected are no longer applicable.

While SurveyPro documents resemble page layouts, in many ways they
are closer to database design tools. Everything you do in a questionnaire
ripples through the program, and while it’s a wonderful thing, this tight
interconnection means that you really want to get your survey right
before collecting data and beginning analysis. A little planning can
have a huge payoff!

Unfortunately you can’t anticipate for every possibility, so SurveyPro
includes tools that let you work with evolving surveys in long-running
research projects. It also adapts to many of the other edits which come
along in the real world. In the example above, no data was lost even
though the structure of the field changed. (Not not all changes are safe,
though, so heed your warning messages.)

Important: Do not edit your questionnaires while data collection is ongoing, whether
via scanning, KeyCollect, DirectCollect, or NetCollect. Doing so creates
differences between your SP4 file and your data files, which can generate
mismatches in your imports and distort your reports. Only make edits
once all data files have been imported, and make a backup copy first.

Questions and Grids

SurveyPro questionnaire documents are constructed from question tiles
and graphic tiles. To add a question, use the Insert <3| toolbar button,
selecting either a single question or a grid of multiple questions. If these
options are disabled, check to see if you are in the inline editing mode
=l (See also Working with Tiles on page 39 and Creating a Questionnaire
on page 91.)

A question is fundamentally a database field, with four core attributes:

*  Question text, up to 2000 characters

* Report Label, up to 200 characters, for use in lists and reports

*  Question number (Q number), an automatically assigned ID

* Scale, the data structure for responses
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In addition, there are layout settings for the tile dimensions, scale, indents,
and fonts—all of which are tile-specific to accommodate questionnaire
documents for different audiences or applications.

New users often make the mistake of treating SurveyPro like a page lay-
out program instead of a database application. Unfortunately, layout is not
a reliable gauge of a question’s contents, as you can see from these ques-
tions with identical layouts but completely different data structures:

Multiple answer checkbox

i ool g

Single answer ordered checkbox

(g~ e iy oy g AP Mg

1-5 Rating

e A T e e e es

gt ot g o U pegm g

Dollars, no decimal &

g ey g

Social Security Number pattern

:"f\ffiﬁ_‘? manswertobetabulated

In practice, users wanting a blank for a question will often specify a Writ-
ten Answer, or even use underscores “_____.” Unfortunately, that doesn’t
allow SurveyPro to enforce formatting on entry or import, or to manipu-
late the data properly in reports. So, when you’re setting up your survey,
be sure to choose the correct scale structure, not just the right layout. See
Selecting Scales on page 69 for more.

Grids let you quickly set up a number of related questions that you can
treat as a single tile for editing and layout.

When you define a grid, you’ll enter question text for rows, and select
scales for columns. Any scale can be used for grids, so you can do any-
thing from a simple Yes/No checkbox column to detailed tables asking for
dozens of data points.

i
Excellent Good Fair Poor

A) Food service & & & &
Bl Mumber of runs par day & & & &
C) Passenger load/unload time & & & &
) Staff courtesy & & & &
E) Timing of ferry schedule . . . .
Fi1 %ehicle load/unload time & & . .
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Each row/scale combination produces a distinct question. In the example
above there are six questions, but if you added another column with an
importance scale, you would have twelve fields which could be analyzed
independently or as part of a group. SurveyPro automatically creates
question groups (see page 228) from each scale column as a starting point
for your analysis.

As a survey evolves, or expands to include multiple questionnaire docu-
ments (see page 83), some rows and columns may no longer be applicable
to your survey. Because the grids are a single unit, you can’t remove indi-
vidual items without deleting your data or affecting all uses of the grid.
However, both question rows and scale columns can be selectively hidden
or revealed as needed—all without disturbing a single response in your
database.

The grid dialog has two modes: Normal one-screen setup and Advanced
option screens. The basic mode is all you’ll need for many grids, since it
allows up to two scales and includes basic layout features. Even if you
know you’ll need the advanced settings, it’s often fastest to rough in the
grid using the basic mode, then switch to advanced.

Creating a Questionnaire on page 91 inserts a grid, and Building Complex
Question Grids on page 102 walks through the advanced settings to give
you a good feel for your options. The Help system includes detailed infor-
mation on specific grid dialog controls.

Question Dialog

The Question and Question Grid (see page 60) dialogs are used to add
anything which will collect data. For elements such as titles, subheads,
and instructions, use an inline text graphic (see page 45).

When you first insert a question, the dialog will be in “wizard” mode step-
ping you through each tab. When editing an existing question, all four tabs
will be visible.
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Edit Question 011

Question | Scaled Entry] Advanced Options | Dimensions

Questionnaire Text

+ Left " Center © Right ¢ Justify

How do you commute to work, each day?
Please mark any method you use, on average, one day or more per week,

Autonumbering
(+ Mone © lstlevel © 2ndLlevel T 3rd Level
Label for Report Figures

Commute via

Text Style for Question Text
RS

| T1: Question A

QK | Cancel | Help |

Left/Center/Right/)ustify

Questionnaire Text

Autonumbering

Label for Report Figures

Text Style for Question Text

Sets the alignment of the text string within its tile boundaries and indenta-
tion settings.

While in the text box, it will preview all your settings except line breaks.
Use the Text Palette to change the typeface, size, color, etc. You can type
up to 2000 characters, and multiple paragraphs. This field can be left
empty.

Autonumber can be applied to all question, figure, and inline text graphic
tiles. To activate Autonumber and specify what each level does, go to
Document Properties (see page 30).

The report label is used both in figures and in drop-down lists, so while
you can have up to 200 characters, shorter is better.

Sets the base style for the question text (scales are set separately). Note
that if you only want a few words to be bold, italic, or colored, you should
use the Text Palette overrides (see page 44).
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Scaled Entry Tab

Note that some additional scale layout options are in the Advanced tab
(see page 58).

Edit Question 011
Question  Scaled Entry | Advanced Dptions] Dimensions]
Scale Selection Answer Entry Lapout
lal| @| §| Flace Scale: (¢ Below question
i3 How do you commute bo work sach d,_a‘lgjj i
Checkboxes, Unordered, Multi-ans: Entry Style:  + Checkboxes
lElar " Write-in box
L?giﬁrtl Rail " Mo visible entry
Metro Bus .
e Box columng: |30

Text Style for Scale Labels
o |5
T2 Scale j

QK | Cancel | Help |

Scale Selection Select a scale, use the Insert pencil point to add a new scale, or Modify
button to edit an existing scale (remember all questions using that scale
will be updated too).

Text Style Text Style for the scale, which is separate from the style for questions and
headings. (See page 42.)

Answer Entry Layout The scale layout options are driven by the questionnaire medium (paper,
NetCollect, DirectCollect), type of scale, and your Place Scale and Entry
Style selections.
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Advanced Options Tab

This tab has additional options for the scale, and which ones appear
depends on its underlying structure.

Edit Question 011

Question] Scaled Entry  Advanced Options | Dimensions

Checkbox Options

Checkbox in Tile Order | Hide | Break |

[v Other Box and Blank Full width

Ordering
+ PerScale  Reversed © Randomize  Drag & Drop List Above

Mote:

Baowes Checked - Minimur: | More | Magimiur: |41

Car
Ferry
Light Feail
Metra Bus
Monarail

i i
i i

These affect the order in thiz tile only. Edit the shared scale to re-order all its uzes.

QK | Cancel | Help |

Checkbox Tile Order

Hide

Break

Other Box and Blank Full
Width

NetCollect n/a box

Ordering

Dot Fill

Boxes Checked

Respondent must answer

Lists the checkboxes in your scale, by default in the same order as the
scale definition. While you can type over the labels in this area, those
changes will not be saved—edit the scale instead (see page 69).

When you have an unordered scale, you can hide boxes that have data in
the database but which are no longer used.

Mark to override the column breaks in checkbox layouts.

By default the Other blank extends across all columns of your checkbox
scale. Turn off to have the Other blank in only one column.

Override the Document Properties setting for the n/a option. See the Net-
Collect User Guide for more.

Reverse (flip), randomize, or manually reorder the answers within the
scale. The options available depends on whether the scale is ordered or
unordered.

Override the Document Properties setting for dot fill between questions
and scales placed to their right (see page 36).

Set minimum and maximum boxes allowed for multiple answer checkbox
scales.

Requires an answer to the question.
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Dimensions includes settings for the size of the tile and layout within.

Note that several of these controls are dependent on the scale layout
(below or to left of question, checkboxes vs. written answer), so if an
option you want is missing, check the Scaled Entry tab (see page 57).

Edit Question 011

Question] Scaled Entry] Advanced Options  Dimensions l

‘width: |auta HTML settings in pisels. 720 pikels available.
Guestion Text Scale Entry
Left Indent: ’r Left Indent: ’r
First Line Indent: & aligned
" Indent
" Hanging

Box Steps |auto
Drown from Top: ’r

QK | Cancel | Help |

Tile Width

Question Text Left/Right
Indent

First Line Indent

Scale Entry Left Indent

Down from Top

Below Question

First Box from Left
Box Steps

By default, SurveyPro automatically sizes the tile to fit the margins, but
you can override this with an absolute value.

Indents the question text from the tile’s left and right edges.

Allows a different indentation for the first line, either further indented
from the left margin, or “hanging” to the left of the margin.

Indents the scale from the question's left margin.

With inline tiles, SurveyPro puts a small gap at the top of each tile to sep-
arate it from the previous tile. This setting allows you to override the
height of the gap.

Adjusts the small gap SurveyPro places between the scale and question.

These layout details vary depending on the scale type and layout. In gen-
eral, they are used to fine-tune the placement of the scale, spacing of
checkbox columns, size of text boxes, etc.
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Question Grid Dialog

General Tab

Question Grids set up multiple items with one or more measurement
scales. The scales can be any structure, from checkbox to numeric, and
mixed within the grid. Grids also automatically create Question Groups
(see page 228), for easy analysis. See also Questions and Grids on page 53.

Even if you know you're going to need some of the advanced layout
options, it's usually fastest to rough in your grid with the two quick setup
tabs. When you're done with them, switch the setting on the first tab to
advanced.

The General tab sets the primary layout style and the reporting label for
the grid. It also gives you the choice of the Quick or Advanced setup
method. You can go from Quick to Advanced at any time, but once you
have used an Advanced feature the Quick option will no longer be avail-
able. You'll also have fewer options if you're editing the questions or
scales of a grid across questionnaires (versus the layout in one question-
naire).

General

-

Setup Level

(+ Maormal one-screen setup "Ratings" or “Importance/Performance”. Questions are the rows and the
" Advanced option screens

Label for Report Question Grid: |Fatings

Grid Style

™ Mo barders o tints

" Harizontal divider lines Praducts
" Full grid barder lines Selection

Grids ask for input on several questions on one or more issues at once, like

columhs are answer scales.

Excellent Good  Faw  Poor

Quality
Vale
Sales Staff
Courtesy
Product knowdedge
Availability

ooo
ooo
oo
ooo

ooo
ooo
ooo
coo

| Mest » | | Cancel | Help |

Setup Level

Label for Report Question
Grid

The Normal one screen setup is the fastest way to create a grid, then use
the Advanced option to access additional controls.

Grid names are the basis of question group names, so this may appear in
your reports.
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Grid Style This sets the basic style of your grid—you can control some finer points in
the Advanced tabs.

Quick Set Tab

Edit Question Grid

General Huick Set

One or more Question Rows

Bl |

fQuestion Row Labels

Service
Walue
Selection
Laocation
Hours

Colurmn 1 [required] Colurnn 2 [optional]

Scale: [512 1 Lowto 5 High Rating | <8|E5| | | Seale: [512 1 Lowto SHigh Rating _~| <8 =

Label: |Imp0rtance ta You Label: |Dur Perfarmance

Entry: | Circle-the-answer j Entry: | Circle-the-answer j
| Horizontal Above j | Horizontal Above j

Delete Column 1 | Swap 1¢2 | | Delete Column 2|

QK | Cancel | Help |

Question Row Labels Type and edit entries directly in the list, or using the larger type-in box.
Enter will drop you down to the next item (or add a new one), or you can
use the plus, insert, and delete buttons to change items. To rearrange
items, click on the gray box at the left of the row once to select it, then
click and drag, releasing when the red line is where you want the item to
go. The three buttons to the right are used to edit items in the list. The
plus sign adds a new item at the end of the list; the Insert pencil point
adds an item above the currently selected one; the Delete eraser removes
the current item.

Scale Select a scale, use the Insert pencil point to add a new scale, or Modify
button to edit an existing scale (remember all questions using that scale
will be updated too).

Label Optional column heading centered above the scale labels. The Advanced
tabs include options for repeating the headings and formatting the text
style.

Entry Layout options for the selected scale.

Column Buttons Rearrange, add, and remove the scale columns. If you need more scales
or greater flexibility, use the Advanced tabs.
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Rows Tab (Advanced Setup)

Row Type

Questionnaire Label

Hide

In the Quick Set dialog, the rows you enter are all scaled questions using
the default font settings. Here you can have:

*  Questions: “Ques.”

*  Column labels: “C-Lbls,” are the optional headings and scale labels
from the Columns tab. Repeating column labels is particularly useful
with NetCollect surveys where the headings can scroll off-screen on
larger grids.

* Headings: “Hdg,” are informational text you can add to separate
different question categories.

You can vary the style of questions and headings by using the Text Palette
which appears when typing in the larger box (see page 44). Note that the
Base Text Style for Questions and Headings can be different.

Edit Question Grid
General Rows l Colurnz ] Answer Entries ] Layout ] Fieport Labels
Question Rows: ol | ED|
Row Type | Questionnaire Label |Hi(le|
1 |Clcues @C-Lbls ClHdg r
2 |@aues CiC-Lbis ClHdg Eervicel 1T
3 |@Gues Cic-Lbls ClHdy |value r
4 |@cues O)C-Lbls ClHdg | Selection r
5 |@aues CIc-Lbls CiHdg Location r
6 |@Gues CIcLbls ClHdy [Hours r
Extended edit raw 2 label:
Service
Question and Row Label Text Style: :81| 4:§| §| Heading Text Style: 181| ‘Z§| §|
|T1: Guestion j |T1: Guestion j
[ Randomize Each Respondent's Order
QK | Cancel | Help |

Set whether the row is a scaled question, column labels, or headings.

Type and edit entries directly in the list, or using the larger type-in box.
Enter will drop you down to the next item (or add a new one), or you can
use the plus, insert, and delete buttons to change items. To rearrange
items, click on the gray box at the left of the row once to select it, then
click and drag, releasing when the red line is where you want the item to

go.

As your questionnaire evolves, or if you have multiple questionnaire docu-
ments, you can hide elements which do not apply.
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Lets you work more easily with longer labels, as well as enhancing
selected words with the Text Palette (see page 44).

Sets the style of the questions in your rows.

Lets you set a different style for any rows designated as Hdg.

Randomizes the row order to reduce order biases. This is best applied
with NetCollect or DirectCollect surveys where it is randomized for each
respondent—paper forms will only randomize on Print.

Columns Tab (Advanced Setup)

This tab stacks up the columns in your grid. By default, the first column is
the row labels “R-Lbls,” but they can be moved to the middle, right col-
umn, or repeated within the grid. Each scale is considered a column, even
if it contains multiple columns for the checkbox or rating entry. You can
also add scales beyond the two allowed in the Quick Set dialog.

Edit Question Grid
General] Rows  Columns lAnswerEntries] Layout] Fieport Labels
Scale Columing: ol | ED|
Column Type | Column Label | Scale |Hi(le|

Scale:

(CScale (@ R-Lhls
(@ Scale CIR-Lbls
(@ Scale CIR-Lbls

Importance to You
Cur Performance

1 Low to 5 High Rat| [~

Lowy to 5 High Rel [

l&|(§|§| Rating from 1 to 5 labeled:
Lo,

121 Low to 5_High Fiating »
Scale Label Text Style: 181| ‘Z§| §|
T2 Scale j

B Yes/Mo [Yes best) A
E: Vez/Mo [Mo best]

7 Yez/Mo [Unordered)

8 Yes/Uncertain/Mo [ves best]

9: Excellence - 4 levels

10: Excellence - B levels

11: 1 High to 5 Low Rating

High

QK | Cancel | Help |

Column Type

Column Label
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Set whether the column is the question labels or a scale column.

Type and edit entries directly in the list, or using the larger type-in box.
Enter will drop you down to the next item (or add a new one), or you can
use the plus, insert, and delete buttons to change items. To rearrange
items, click on the gray box at the left of the row once to select it, then
click and drag, releasing when the red line is where you want the item to

go.
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Displays the scale for the row. Select the scale from the list that appears
when you click in the cell.

As your questionnaire evolves, or if you have multiple questionnaire docu-
ments, you can hide elements which do not apply.

Sets the style of your scale labels in the columns.

Answer Entries Tab (Advanced Setup)

This tab is devoted to the layout of your grid’s scales. Be sure you've set
the Document Properties to the correct medium before getting too
detailed.

Edit Question Grid

General] Fows ] Columns  Answer Entries l Layout] Fieport Labels

Scaled Column(s] Defined:

Answer Entry Lapout

Row Question Labels

Entry Style: ' Circle-the-anzwers
Se:.Importance to You ]  Chaskh
Sc: Our Performance eCkhoxes
" Mumbered ruler
" Un-numbered ruler
Fiating from 1 to 5 labeled: 7 Wirite-in box
hPV\;{ " Entry linez] to fill column
10 .
Label Style: ¢ At rating ends

Scale's Text Style

{+ Horizontal Labels Above
" 45-degree labels Above
" Stacked Labels Above
" Wertical labels Above

Labels Lines: ’F

eS|

T2 Scale j

Entry Order
(+ PerScale ¢ Reversed

=]

Cancel | Help |

Scaled Column(s) Defined

Answer Entry Layout

Scale’s Text Style

Entry Order
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Every element in this screen is driven by the item you have selected in
this list.

The scale layout options are driven by the questionnaire medium (paper,
NetCollect, DirectCollect), scale structure, and the selection in the first set
of layout radio buttons.

Text Style for the scale labels, which is separate from the style for ques-
tions and headings.

Lets you choose the layout order for elements in the scale: Per Scale,
Reversed, or Randomized. Note that the Per Scale layout of the scale is
normally from the first box at the left to the last at the right. Reversed is
the opposite order of Per Scale.
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Appears in NetCollect documents, allowing you to set a total for the
selected scale column. Error notices are specified in the Answer Tests dia-
log.

Layout Tab (Advanced Setup)

Additional layout items which apply to the grid overall.

Edit Question Grid

General] Fows ] Eolumns] Answer Entries  Lavout l Fepart Labels]

Dimensions
Tile ‘wWidth: |auto| Border Space Height: |auta Indent Question Rows:  |auto

Down from Top: |auta Border Space Width: |auta Indent Heading Rows: | auta

Dot Fill Options
" PerDocument  Force On % Faorce OFf

Autonumber Levels Text Justify
Question Rows: & Maone & 1st ¢ 2nd ¢ 3id Column Labels: O Left % Center
Heading Rows: & Mone © 13t ¢ 2nd ¢ 3rd Column Headings: ¢ Left % Center

Heading Row Heights: |auto

Colurmn Label Formatting:

Grid Column | Wi(lth|
1 |Row Lhls auto
2 |Sc Importance to You 1.75
3 |Sc Our Performance

QK | Cancel | Help |

Tile Width

Down from Top

Border Space Height/Width

Indent Question/Heading
Rows

Heading Row Heights

Line Between Scales

Column Label Formatting

By default, SurveyPro automatically sizes the tile based on the contents,
but you can override this with an absolute value.

With inline tiles, SurveyPro puts a small gap at the top of each tile to sep-
arate it from the previous tile. This setting allows you to override the
height of the gap. This is most often overridden to 0 in order to close up
the gap between a grid and its instructions.

Borders are the padding between rows and columns.

You can set different indentation levels for the question and heading rows.
Both are from the left tile edge.

By default heading rows are the same height as questions, but you can set
a value up to 1 inch.

Adds a vertical line between the scales. NetCollect surveys only.

Allows you to specify the width of each column in the grid, including the
question column.
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Dot Fill Options For this grid, choose whether to leave the dot fill (.....) Per Document (to
match the document's default setup), Force On (no matter what the
default is), or Force Off. See page 36.

Autonumber Levels Autonumber can be applied to all question, figure, and inline text graphic
tiles. To activate Autonumber and specify what each level does, go to
Document Properties (see page 38).

Text Justify Change the alignment of column headings (question columns are left
aligned).

Report Labels Tab (Advanced Setup)

Each grid row creates a data field with a SurveyPro Q code for each scale
used, so in this example, with 5 question rows and 2 scale columns, there
will be a total of 10 fields, each one of which needs a unique report label.
By default, SurveyPro generates these labels by combining the row prefix
with the column suffix. Of course, if you only have one column, this isn't a
critical setting.

Edit Question Grid

General] Fows ] Eolumns] Argwer Ertries | Lapout  Report Labels

Fiow Report Labels:

Grid Row | Report Label Prefix
1_|calLbls
2 |Qu Service Service
3 |Qu Yalue Walue
4 |Qu: Selection Selection
5 |Qu: Locstion Laocation
6 |Qu Hours Hours

Column Report Labels:
Grid Column | Report Label Suffix |
Rowe Lhls
S Importance to You Importance
Sc: Our Performance Performance |

Mote: these labels will apply to each grid question unless it's Report Label has been overidden by hand.

QK | Cancel | Help |

Row Report Labels Lists the text of the question in the row, and allows you to override that
with a report label prefix for the row.

Column Report Labels When a grid has more than one column, each you can set a suffix to each
row to indicate what aspect is being measured.

Note about overrides Labels set in this tab can be overridden through the Edit menu’s Report
Labels on a question-by-question basis (see page 248). Once you have set
your own report labels, they do not change if you later change the grid’s
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labeling. You can re-set them to the defaults in the Report Labels dialog.
See also Question Groups on page 228 for changing the labels in specific
figures.

Merge into Question Grid

This can be used to merge one or more grids into a single grid, or one or
more questions into a grid (particularly helpful with SurveyPro 2.0 files).
The advantage of this function is that it can be used with questions that
have data.

Create a backup copy of your file before making these changes, and do
not make any questionnaire edits while data collection is ongoing. Note
that you can create Question Groups for reporting from individual ques-
tions (see page 228).

Select the questions or grids you want to combine, then Edit menu, Merge

into Grid.
Merge into Question Grid
Merging into Grid
Mew grid to be created from questions
Into Scaled Colurnns: |1 j
Mame of merged grid: |F|atings
To be merged
Add rows using questions: 044, 045, Q46, 047, 048, 049
()3 | Cancel |
Into Scaled Columns In most cases, this will be one column. However, if your individual ques-

tion tiles alternate scales you can specify a dual scale grid. If your ques-
tions contain data, make sure they end up in the columns you expect.

Name of merged grid The name of the question grid. Used as part of the name in the automatic
question groups, and can be edited after the new grid is created.
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Split Question Grid

Split on

Name of grids

Since question grids must fit on one page, this is a way to divide a grid
into two grids or individual question tiles. You can apply this to questions
that have data.

If you're conducting Web surveys and simply want the headings to stay
visible as the respondent scrolls, you can add C-Lbls rows to your grid to
repeat the headings (see page 62).

Create a backup copy of your file first, and do not make any questionnaire
edits while data collection is ongoing. Note that you can create Question
Groups for reporting from individual questions (see page 228).

Select the grids you want to divide, then Edit menu, Split Grid.

Split Question Grid

Spliton: 7 Two grids at a Row % s " Twa grids at a Column

=
=
]

k | Grid Question Rows |
Knowledge
Courtesy
Efficiency
Wit time
Clarity of instructions
Availabilty of forms

RS
mnininimin!

Mame of remaining grid: |E valuations

()3 | Cancel |

You can divide a grid into two sets of rows or two sets of columns. For this
division, mark the row or column which will be the first one in the new
grid. If you need to split into more than two grids, just repeat the Split
command.

You can also extract individual question tiles from a grid, marking all the
questions you want to pull out.

The name of the question grid or grids. Used as part of the name in the
automatic question groups, and can be edited after the split.
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Selecting Scales

A scale is the structure of a question, from a Yes/No “checkbox,” to writ-
ten answers, to dates. The two questions to ask when selecting a scale are:

What’s the best respondent experience?
How am I analyzing this data?

Usually these questions produce the same scale, but in cases when they
don’t, Rescales are there to bridge the gap (see page 216).

To insert and edit scales, you can use the Insert menu, the Object Tree
(see page 15), and most commonly, dialog boxes where you select scales:

Scale Selection
RS

|5 Excellence - 4 fevels i

Checkboxes, Descending values:
Excellent
Good
Fair
Paor

You can also insert a copy of a scale through the Object Tree or the dupli-
cate button g in a dialog. Note that scales are named components, so
once one is defined you can apply it as many places as you need, and
edits to one instance will update all questions using the scale.

SurveyPro includes 32 common scales for use as-is or with modifications,
as well as several structures for adding your own custom scales.

Unordered scales

These scales consist of answers or options which are not inherently
related. For example, New York is not better or worse than Los Angeles,
and one person's comment is not greater or less than another. In Survey-
Pro, they include:

* Long Non-Repeating Written Answers
+  Short Countable Written Answers
» Pattern Scales

¢ Unordered Checkboxes
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Ordered scales

Ordered scales consist of items which have an inherent relationship, such
as Excellent/Good/Fair/Poor, -3 to 3, or dates. Often, the spacing
between the options is consistent (the fourth option has twice the value of
the second), though that is not required. SurveyPro’s ordered scales are:

* Ranking Scales

* Ordered Checkboxes
* Rating Scales

» Date/Time Scales

¢ Number Scales

Most of the scales will quickly become familiar, especially if you complete
a few tutorials. This table’s detailed breakdown is primarily for your refer-
ence and for troubleshooting. For an explanation of the analysis terms,
see Statistics in SurveyPro on page 207.

Long Non-Repeating Written Answers

Applications Comments, essays, and other unique long responses. Can also be used for
shorter items, such as the respondent's name or address, which you do not
expect to be repeated.

Layouts Write-in blanks or type-in boxes.

Analysis Bulleted lists. You can use Rescales to extract keywords, but that it is more
effective to add a short written answer scale and manually postcode responses
into categories (see page 125).

Short Countable Written Answers

Applications Departments, products, locations, and other items where you expect
respondents to repeat answers. The Multiple Answer version of this scale is used
when respondents may provide several answers to the question, such as
products they use. These scales may be paired with a long comment to postcode
a respondent's comment.

Layouts Write-in blanks or type-in boxes

Analysis Counts and percentages. May also be used in crosstabs and Form Selects to
analyze sub-groups (see page 212). For best results, countable written answers
should be “cleaned” during entry or import (see page 123) so SurveyPro has
consistent responses to tabulate.
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Pattern Scales

Applications Telephone numbers, social security numbers, Zip codes, IDs.
Layouts Write or type-in blanks, pattern boxes, bubble grids, barcodes.
Analysis Same as written answers—the type of written answer is specified in the pattern

scale definition.

Unordered Checkboxes

Applications Products, locations, interests, services. Unordered checkboxes can accept
single or multiple answers, and may include an Other blank for less frequently
used responses.

Layouts Checkboxes, drop-down lists, or write-in blanks.

Analysis Counts, percents, confidence interval cross-tabs, chi-square. “Other”

responses are tabulated with the checkboxes by default.

Ranking Scales

Applications Relative importance of items being evaluated, such as features, issues,
services. Does not provide information on how much more important one item is
than another. Note some features, such as using each number only once, are
only enforced in grids.

Layouts Checkboxes, write-in blanks, circle-the-answer, drop-down lists.

Analysis Counts, percents, mean, weighted mean, median, top/bottom boxes, cross-
tabs, chi-square.

Ordered Checkboxes

Applications Excellence, importance, agreement/Likerts.

Layouts Checkboxes, circle-the-answer, write-in blanks, drop-down lists.

Analysis Counts, percents, mean, weighted mean, standard error of the mean, median,

top/bottom boxes, cross-tabs, chi-square.

Rating Scales

Applications Excellence, importance, agreement, Stapels, semantic differentials. Only
allows labels at ends and midpoint.

Layouts Checkboxes, circle-the-number, rulers, drop-down lists, write-in blanks.

Analysis Same as ordered checkbox.

Chapter 5 - Questions, Grids and Scales

January 15, 2007

Selecting Scales 71



Apian SurveyPro 4.0 User Guide

Date/Time & Number Scales

Applications Birth date, time of visit, income, age, and other values which will be used in
calculations. A pattern can be applied to enforce a custom format of the
response.

Not for use with IDs, SSNs, Zip codes, or telephone numbers (use pattern or
written answer).

Layouts Write or type-in blanks, pattern boxes, bubble grids.

Analysis Everything, though some actions such as crosstabs require responses be binned

into groups through the Figure dialog or a Rescale.

Scale Dialog

Common Elements

Name

Type

Because SurveyPro structures its questionnaires and database from the
scale definition, it impacts:

» Layout options

* Respondent experience for DirectCollect and NetCollect surveys
* Data import and entry

* Analysis options

There are a wide range of Tech Support reporting calls where the first
step is to go back to the scales of the questions involved, so an investment
in getting your scales right is well worth the time. In fact, Tech Support is
more than happy to check subscribers’ questionnaires for structural
issues—before you distribute copies to everyone.

If you're new to surveying, start with Selecting Scales on page 69 to learn
about the impact they have on your reports. Experienced researchers may
want to review Modifiers & Rescales on page 216 and Postcoding on page
125 for some of the advanced manipulations you can perform.

By default, SurveyPro puts the question label in for your scale name, but it
can be anything. The name is just for reference in dialogs, so shorter is
better.

The scale type can have a significant impact on your layout options, data
input, and analysis, so if you're not sure which one you need see Selecting
Scales on page 69.
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Checkbox scales are the most common custom scales, used for both
ordered information such as importance, and unordered lists such as loca-
tions.

Note that this dialog is a composite, with some options only available for
unordered or ordered scales.

Scale Definition
) % Checkbowes  Dates/Times { Pattemn
Mame: |Performance Type: i
" Ratings " Mumbers " Force Rank
Box Statistical Yalues Checkbox labels: ar | ‘Z§| ED|
~
Unordered, No Values Label | H(Ig| Lg(l| val |
1| Outstanding I 1 10
2 |Grest r 2| 20
™ Set Own Yalues 3 |Good N 3 30
Answers l F:Er 1 P 4] 40
+ Single, or [ Multiple
I~ Add Other Blank
v &dd Explicit MAA Extended edit for label of checkbox &:
Fieporting Faar
Iv Automatic Legends
I Sortz Box 1 as Best/First
QK | Cancel | Help |

An unordered scale is used for scales such as locations, names, or prod-
ucts, where one option is not better or worse than the others. The other 3
options are different ways of approaching ordered scales (like impor-
tance), and their values are used in reporting to calculate means and set
axis labels.

Unordered checkbox scales can be single or multiple answer. With multi-
ple answers, you can specify minimum and maximum numbers of boxes
that can be marked while Publishing some document types.

Unordered scales can have an Other blank which adds a checkbox and
text box. The Other label is set in the Document Properties dialog.

Differentiates a missing response from Not Applicable. Not Applicables
are also automatically dropped from mean calculations of ordered scales.
The NA label is set in the Document Properties dialog (see page 36).

By default SurveyPro uses a simple alphanumeric legend for reports, but
you can override this with your own 1-2 digit labels.

Applies in analysis when you're working with top box and bottom box set-
tings, and simply tells SurveyPro whether you consider the first answer to
be best (top) or worst (bottom).
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Hdg (Heading)

Lgd (Legend)

Val (Values)

Extended Edit

Dates/Times

Answers

Format(s)
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Type and edit entries directly in the list, or using the larger type-in box.
Enter will drop you down to the next item (or add a new one), or you can
use the plus, insert, and delete buttons to change items. To rearrange
items, click on the gray box at the left of the row once to select it, then
click and drag, releasing when the red line is where you want the item to
go. Labels can be up to 200 characters.

Unordered scales can have headings intermixed with scale items. This is
useful for longer scales and multiple answers containing multiple catego-
ries of information.

To activate this type-in area, turn off automatic legends. You can enter
one or two alphanumeric digits.

Values used for calculating means and other analysis functions. You can
activate this column by turning on Set Own Values. In addition, you can
use Rescales to modify the values without editing the underlying scale.

While in the text box, it will preview all your settings except line breaks.
Use the Text Palette to change the typeface, size, color, etc. You can type
up to 200 characters in a single line/paragraph.

Dates and times can be in almost any format, and the format can be mod-
ified at any time without affecting the data (unless you change whether it's
looking for a date or time). SurveyPro is somewhat flexible on entry, rec-

ognizing variations as long as they are in the same order or unambiguous.

Scale Definition
(" Checkboxes (¢ Dates/Times { Pattemn
Name: |Date m/d/ Type:
vl " Ratings " Mumbers " Force Rank
Answers Farmat(z)
" Dates only [midiywpy 4/30/2006 =]
" Dates and Times
" Times only
Answer Limits [optional] Fixed Anzwer Pattern [optional]
[V SetEarliest: ™ Enable Patter:

|01/ /2007
I~ SetLatest:

Motes: 2-digit pears are 1980 to 2079,
4-digit years cover 1600 to 2200,

QK | Cancel | Help |

Date/time scales can include both measures, or just a date or time.

Select from the drop-down lists the formats you'd like for dates and times.
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Set the minimum and/or maximum acceptable responses to the question
by entering values in the same format as your scale. These will be
enforced during data collection.

You can apply a pattern to a date scale. See the next section.

Pattern scales are saved internally as written answers, but screened on
collection to match a set format. Once input and reformatted by Survey-
Pro, the information stored is exactly what you see on the screen. Before
you define your own pattern, check the scale list as the most common
ones are pre-defined in SurveyPro.

The pattern codes are similar to Microsoft Access' input masks, with
some enhancements for greater flexibility of input.

Scale Definition
Name: |Customer ID's T " Checkboxes  Dates/Times % Patten
" Ratings " Mumbers " Force Rank
Pattern hints Fixed Answer Pattern
0 -- Zero for a required number L0000
9 -- Optional digit |
# - Optional digit, plus, minus, or space
L - Required letter a-z aor &2 Test Answer |B'29?83
? - Optional letter a-z or A2 & fits path
A - Required alphanumeric MISWE [k patiem
a -- Optional alphanumeric
& - Any required character Angwers
C - Any optional character " Repeating answers, countable into virtual checkboxes

" Multiples separated by semicolons, countable

- Ay whitespace is optional here s 3 . -
- Fallowing literal optional (+ inique to each respondert, like phone or Social Securib
1} - Brackets a set of altemative literals

% - Treat next character as a literal

» - Convert following to upper-caze

< - Convert following to lower-case 0K | Camcel Help

Reference of pattern characters.
Type-in box for the pattern.

Type an answer you think should or should not be accepted, and click the
Test Answer button. An message will appear saying if the entry was OK,
or if there was a mismatch at a character number.

Patterns are based on written answers, and these options correspond to
the 3 types. The first two options can be autopostcoded (tabulated) by
SurveyPro, and are useful for Zip, organization, and similar codes, while
the third assumes values are unique or seldom repeated. Uniqueness will
not be enforced unless the question is set as a password field.
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To get you started, here are some sample patterns (several built in to
SurveyPro). The first acceptable answer listed is the format in which data

will be stored.

Pattern

Acceptable Answers

~(~000~{)-. }* ~000~{-. }~0000

(206) 555-1212
206-555-1212
206 555-1212
206.555 1212

000~"-~00~"-~0000

5565-88-1234
555881234
555881234
555 - 88 - 1234

00000~~-~9999

98103-1234
98103
981031234
98103 - 1234

>LLLL~"\#~009999

ABCD#*123456
abed 12
aBcD #1234

{NANaHAX\x}~*-~0000

AX-1234
ax1234
aX - 1234
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Rating scales are used for semantic differentials and other ordered scales.

Scale Definition

(" Checkboxes  Dates/Times { Pattemn

Mame: |Imp0rtance Type:
+ Ratings " Mumbers " Force Rank

Answer Bange Labels [optional]

From Mirimur: |0 Minirriurm: |Nat Needed

To Maximum: |10 Middle: |

Answers and Reports

I Reports sort minimumn as best/first iz |Eritically Importand

IV Add Explicit M/,

Mote: Ratings are for subjective opinions.

Usze a Mumber scale for numeric facts like
ages or incomes. Use a‘Wiitten scale for

|0, phone or zip code "numbers"', perthaps
with a Pattern.

=]

Cancel | Help |

Endpoints can be from any low to high numeric values, including ranges
around 0 such as -3 to +3.

Applies in analysis when you're working with top box and bottom box set-
tings, and simply tells SurveyPro whether you consider the first answer to
be best (top) or worst (bottom).

Differentiates a missing response from Not Applicable. Not Applicables
are also automatically dropped from mean calculations of ordered scales.
The NA label is set in the Document Properties dialog (see page 36).

Rating labels are optional, and can be placed at the ends and midpoint of
the scale. If you need to label all the levels, use an ordered Checkbox
scale (see page 73).

Number scales should only be used for fields which are going to be com-
puted, such as income or age. SurveyPro stores 6-7 significant digits inter-
nally, so if you're collecting data on very large numbers we recommend
changing the units, and asking respondents to provide answers in thou-
sands or millions.

For IDs, zip codes and other values which may be numeric but are not
computed, use pattern (see page 75) or written answer scales (see Select-
ing Scales on page 69.)
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Scale Definition
Name: |Da_l,ls T (" Checkboxes  Dates/Times { Pattemn
" Ratings + Mumbers " Force Rank
Answer Limits [optional] Farmat
Iv Set Minimum Yalue: Fized decimal  [123.45) j
|D Digitz past decimal: |g
e |83?5Maxlmum\u"alue: Currency Symbal: ’—_|

Motes: Llse a humber scale for answers ] s e e

like ages or incomes that you want to I Enable Pattern:
compute mean and other statistics on.

Mwiitten scales are generally better for

"numbers" like phones, zip codes or
employes or department codes.

QK | Cancel | Help |

Set the minimum and/or maximum acceptable responses to the question
by entering values in the same format as your scale. These will be
enforced during data collection.

There are assorted formats for displaying the numeric data (it’s always
stored simply as a number). When a currency format is selected, you can
change the symbol used.

You can apply a pattern to number scales. See Pattern on page 75.

Forced rank scales are used almost exclusively with question grids, where
SurveyPro can enforce the answer tests. Note that you can have 8 items in
your question grid, and ask respondents to rank their top 3.

Scale Definition
) " Checkbowes  Dates/Times { Pattemn
Mame: [Top 5 Type: i
" Ratings " Mumbers + Force Rank
Answers L
Fricrity level labels:
Mumber ta be Ranked Best: |5 =
ZI Label | Lad | Pts |
I Allaw ties T |Frat al 5
™ Allow skipping levels Z Second 4
Iv Require all levels be answered 3 |Third ¢l 3
4 |Fourth d 2
¥ dd Explicit N/ Eéhl e
Feports
v Automatic box vate values ; .
e T e e g, Extended edit for label of choice 5:
Fifth
QK | Cancel Help
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Label
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Set the number of ranking levels with the up and down arrows.

By checking this you will allow respondents to mark 1, 2, 2, 3 and similar
entries. This can be a good option with paper surveys where the answers
cannot be enforced when the respondent is completing the survey.

Allows respondents to mark “1, 2, 4” and similar entries. As with allowing
ties, this can be a good setting for paper surveys.

Enforces the completion of each ranking level.

Differentiates a missing response from Not Applicable. Not Applicables
are also automatically dropped from mean calculations of ordered scales.
The NA label is set in the Document Properties dialog (see page 36).

Turn this off to set custom values in the Points column.

By default SurveyPro uses a simple alphanumeric legend for reports, but
you can override this with your own 1-2 digit labels.

If you need to add or remove ranking levels, adjust it at the left. Type
labels directly in the list, or using the larger box below. Labels can be up
to 200 characters.

To activate this type-in area, turn off automatic legends. You can enter
one or two alphanumeric digits.

Values used for calculating means and other analysis functions. You can
activate this column by turning off Automatic box vote values. In addition,
you can use Rescales to modify the values without editing the underlying
scale.

While in the text box, it will preview all your settings except line breaks.
Use the Text Palette to change the typeface, size, color, etc. You can type
up to 200 characters in a single line/paragraph.
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Designing for Specific Media

The steps to create a questionnaire for paper, scanning, Web and screen

are the same—the only differences are in the details of the content and
layout. SurveyPro projects can contain surveys with multiple question-
naire documents for cases when you need to use multiple media. The
same question (based on Q number) appearing in multiple documents will
save data to just one field. Of course you can break the data apart for
analysis by document if you wish. See Multiple Questionnaire Documents on
page 83 for details on working with linked questions.

Different media have different strengths and weaknesses, so depending
on your audience one medium may have a significant advantage over the
others. This table provides a brief summary of their attributes.

Medium

Pros

Cons

Paper surveys for keyed
entry

Anonymous
Reaches widest audience
Most flexible layouts

Slow turnaround
Answer format not enforced at time of response
Data entry costs

Scanned surveys

Anonymous
Reaches wide audience
Fast, automated entry

Slow turnaround

Answer format not enforced at time of response
Start-up investment in scanner, software, time
Some systems require particular form layouts
Handwritten responses still require keyed entry

NetCollect Web surveys

Fast turnaround
Reaches wide audience
Industry-standard
technologies

Less anonymous (real or perceived)

Potential ballot box stuffing without unique
passwords

Uncontrolled respondent environment (layouts
flex on different systems)

DirectCollect
€-mail/LAN/Kiosk surveys

Fast turnaround
Interactive interface

Less confidential (real or perceived)
Some e-mail systems block EXE files
Requires Windows 95/98/NT/2000/XP

DirectCollect
telephone surveys

Fast turnaround
Interactive

Long/complex surveys difficult for respondents
Interviewer costs
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Skips and Branches Dialog

Pages to skip or branch
from

None

Skip/Branch

Chapter 6 - Questionnaires
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Skips and branches allow you to direct a respondent’s experience based
on his or her responses. They are best used with NetCollect and Direct-
Collect surveys, where the skips and branches can be enforced at the time
of collection, but paper surveys can use skips too.

Both skips and branches target pages, not individual questions, so be sure
you've set the page breaks you need before you start (see page 50).

Skips are forward jumps to a page. They're based on single answer ques-
tions, such as Yes/Uncertain/No, where Yes and Uncertain continue in
question order, while No and a missing answer might skip ahead to the
next topic.

Branches work with single or multiple answer questions, sending the
respondent one or more pages of questions for each option they select.
This works well for product evaluations, where you might have a multiple
answer asking which brands they use, and then a page with detailed ques-
tions for each one.

When you go to Skip Patterns under the Document menu, the first screen
you see shows the status of the current project. From there, click Set Skips
or Set Branches to configure individual pages. Be sure to test your settings
thoroughly after publishing the questionnaire.

Skips and Branches

FPages ta skip or branch fram:

ers

Page 4: Mon-telecommuters haz no skip, branch or goto

Page & Commute via branch on 011 = 2 include B, after gota 7

Page E: Ferries has no skip, branch or goto

Page 7: Comments, contact [finish send answers page] has no skip, branch or goto
FPage 8 Thanks [no questions done-thanks page)

C More @ Skip  Branch  GoTo  Edit. 0k | Concel | Hep |

Displays the pages and status of the current questionnaire. Skips &
branches are document-specific, so you can have different settings for
each questionnaire. However, each page can only have one skip or
branch.

Removes the skip or branch from the document.

Brings up the detailed dialog (following) for setting a destination for each
response to a question.
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Brings up a simpler dialog for jumping ahead everyone who arrives at a
survey page, regardless of what they mark for answers.

Modifies an existing Skip, Branch or GoTo definition on the page.

To set up a skip or branch:

Select a question from the list in the upper-left. Valid questions from
the current page and all prior pages will be displayed.

Decide whether or not to require an answer.

Click on a response in the left list, then click on its target pages on the
right (Shift+click to select a range).

Set Skips
Skip from Page 2 Commute general
On Answers to Question:
C |
|QB: Telecommute j ance
I Require Answer to question Help
Answers: Goes to page for selected anzwer:
1 taMext on‘Yes Mext page. no skip
2toPage 4 on Mo i |Page 3 Telecommuters
to Mest an Ma Answer Page 4: Hon-telecommuters
FPage 5 Commute via
Page E: Feries

Page 7: Comments, contact
Page & Thanks
Exit survey completed

Copy to Clipboard

Multiple Questionnaire Documents
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SurveyPro’s multiple questionnaire documents are designed for projects
where you’re analyzing data from several related survey versions. Appli-
cations include:

Multiple media

Longitudinal studies and other ongoing surveys where the
questionnaire evolves

Long and short versions of a survey, or overlapping question sets for
different audiences

Distinct layouts for different clients, brands, etc.
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* Postcoding, adding fields to the database for information beyond what
the respondent supplies (see page 125)

The main “don’t” for multiple questionnaire documents (and the reason
for the warning when you add a document) is to have two independently
analyzed surveys in one file. While nothing bad would happen, it unneces-
sarily increases the file size and complicates analysis, since you would
need to sort through the master question list for the questions from a par-
ticular document.

Working with Linked Question Tiles

Question Numbers Q#

Inserting new questions
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The whole purpose of multiple questionnaire documents is to have ques-
tions in different surveys linked to a common data field. SurveyPro bases
these connections on the internal Q number, not the content of the ques-
tion text or scale, so there are a few special ways to work with the tiles.

With single questionnaire documents, the internal question numbers sim-
ply track the order in the survey. With multiple questionnaires, you tell
SurveyPro which document to use to control the question ordering by
specifying a Master Questionnaire in the first tab of Tools, Options.

If you do change this setting, make sure it’s either before or after all your
data has been collected—otherwise you’ll encounter import mismatches
between the new question numbering and older documents’ data sets.

When you add a new question or grid to a document, the setup screens
appear as usual—the difference is that when you reach the end, Survey-
Pro displays a dialog asking how many places you’d like the question
inserted:

Insert Questionnaire Tile

There are multiple questionnaires to accept thiz new tile,
In addition to the selected questionnaire D5, where else would you like a tile for it added?
All Others | Between Q5 and Grid 2 of all other questionnaires
M azter The M azter Questionnaire D1

Mo Others

ilr

I Use the zame option in the future without showing this dialog again

This is a fast way to insert questions in several documents at once—even
if the order of the other documents is different and you need to do some
rearranging.
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Moving tiles within a Rearranging linked question tiles is just like working with unlinked tiles.
document Drag and drop, or cut and paste to the new location.

Copying and pasting If you have a question in one survey document which you also want in
between documents another, copy it from the first document, and paste it into the second.
Breaking the link on a Sometimes you want to use a linked question as a template for a new
question field, but first you need to break the link so you can freely edit the tile. To

do this, copy and paste the tile within one document. When the second
instance is pasted, it will be with all the same settings, but a new Q num-
ber unique to that tile.

Editing linked questions Because the question text, report label and scale are integral to the ques-
tion definition, an individual tile can only edit layout attributes. When you
bring up the editing dialog for a question or grid, you’ll be given the fol-
lowing options in the lower-left corner of the first tab:

» Selected questionnaire only, which allows you to edit the text styles,
scale layout, and tile dimensions such as width and indentation.

* All documents of the same media, same as above but applies changes
to several surveys at once.

»  All questionnaires, which allows all settings to be edited.

Surveys in Multiple Languages

SurveyPro considers the question text and scale labels part of the field
definition, so they have to be identical in all questionnaires.

The technique for working with multiple language versions is to finalize
your “master” survey in one language (usually the language you will use
for reports). When that’s done, save your SP4 project to a new file and
translate the questionnaire in the copy.

All data should be entered or imported into the master project file for
common analysis. This includes open-ended responses in different lan-
guages. You may want to add a question which identifies the language
version the respondent used.

NetCollect and Chinese, You can create “double-byte” surveys when working with NetCollect’s

Japanese, Arabic, ... HTML output. While SurveyPro uses only the ANSI character set’s
accented letters, you can translate its HTML files after export to double-
byte character languages. Data files may be imported for analysis of
checkbox, rating and numeric data. Written answers cannot be analyzed
in SurveyPro without translation (they appear as a series of random
accented characters), but they will export cleanly to comma delimited
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ASCII files for analysis in MS Access and other applications which will
properly encode the double-byte characters.

Impacts on the rest of the project

Answer Entry

Import

Analysis

Passwords
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As with everything else in questionnaires, multiple survey documents
affect other aspects of your project.

When you enter the Answer Entry screen you’ll be asked which question-
naire you'd like to use for entering new forms. This can be changed mid-
session using Edit, New Form Questionnaire.

As with Answer Entry, Import needs to know the document into which
you want new records placed. This setting is made on the first screen.
(Collect data files remember the document which created them.)

By default, analysis is made to the entire database. However, you can set
up Form Select Filters (see page 212) to analyze results from one or more
questionnaires.

Passwords can be a double-edged sword in surveying. On the positive
side, they ensure respondents are qualified, and in some cases, that there
is only one submission per respondent. Unfortunately they also reduce
the real and perceived anonymity of the project and may increase the
administration costs. If a survey is particularly sensitive (such as
employee evaluations), the use of unique passwords often requires the
buffer of a consultant or third-party hosting service such as Apian Survey-
Host.

Passwords are most applicable for NetCollect and DirectCollect surveys.
SurveyPro supports two main password modes:

» Single value, with or without case sensitivity

» File of multiple values, allowing either one or many submissions per
password

When checking against a file, the most common application of multiple
use passwords is to segment the respondent base. Different passwords
can be issued to individual departments or customer segments, identify-
ing their group while maintaining individual anonymity.
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Generating password PIN files

Whether you supply a list of values (such as employee IDs, e-mail
addresses, or department codes) or have SurveyPro create a set, it needs
to be converted to a PIN format. PIN files are specially structured and
sorted for fast checks and marking of used values.

Valid passwords are alphanumeric, with some special characters such as
“@,” “-,” and “_” allowed, but no spaces.

SurveyPro generated passwords are 4 or 5-letter alphanumeric values, or
longer pure numeric values. One advantage of using the 4 and 5-letter
PIN values is that NetCollect and DirectCollect will automatically substi-
tute for several common typing errors, such as “O” for “0.” These PINs
are also generated from a large supply, so there is a low probability of ran-
domly typing a valid password.

Whether you are generating a PIN file from scratch or converting your
own file, the utility to use is Make PIN File under the Tools menu. Make
sure you generate enough passwords for your full respondent population,
including some spares for testing.

Seeding a database with passwords

While the Make PIN File utility generates an external PIN file, there’s
another option for generating PINs within a database. The primary appli-
cation for this tool is mail merges, such as printing paper surveys with a
unique barcode, or creating a list of passwords and e-mail addresses for a
mass mailing.

Fill Passwords is located under the Database menu when you'’re in
Answer Entry. When you specify a question that uses one of the Apian
PIN scales, it will add a unique password to forms which do not already
have one. Before running Fill Passwords, you will need to have entered or
imported the forms you would like filled.

Then, to generate an external PIN file for administering your survey, use
the Make PIN File utility.

Specifying a question as a password

Chapter 6 - Questionnaires

Januar, y 15, 2007

For NetCollect and DirectCollect surveys, you can quickly add a password
using the Document Properties dialog. On the Welcome tab there’s a
checkbox for “Enable Password,” which allows you to select an existing
question or add a new one.
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Then when you Publish the document, you specify the type of password
check (single, multiple, unique) you’'d like to use.

Screening and cleaning

Data cleaning tools exist both in the Import dialog and in the Data Clean-
ing dialog under the Answer Entry Tools menu. If the survey was pub-
lished with password settings, they will be pre-set in the cleaning dialog.
Or, if no password has been set (or you need to change it), you can do so
at this time.

Paper survey password screens are performed both at import and in the
Data Cleaning dialog.

Make PIN File Dialog

As passwords are most frequently used in Web surveys, configuring logins
and creating PIN password files are covered in the NetCollect User Guide
and Help system.

Alternative access restrictions

LAN or Web security

Must Answer Pattern Scale

Cookies (Web only)

Chapter 6 - Questionnaires

January 15, 2007

Depending on your project’s media, respondent base, etc., you may find
an alternative access restriction method more effective than a SurveyPro
password.

Use your existing server security to restrict access to NetCollect or
DirectCollect projects. This can work particularly well on Intranets where
extensive user-based security is already in place.

Add a question to the survey which uses a pattern scale, such as a the one
used by your customer IDs, and set it as a Must Answer question. This is
similar to checking against a password file, but can be used when you
don’t have access to the values.

This is the loosest way to restrict access, and should only be used in nar-
row circumstances. Cookies place a small file on the server which says
something like “respondent completed survey.” This is a browser-specific
setting, so if a computer is shared it will block additional respondents. At
the same time, cookies can also be refused or deleted by the respondent,
so in spite of the block they may return many times.
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Publishing Questionnaires

Publish is the point at which a document leaves SurveyPro’s design envi-
ronment and becomes accessible to a wider audience. Settings in the
Document menu’s Publish dialogs are highly medium-specific to accom-
modate features as diverse as Web server script locations and interviewer
start-up screens.

Text to Clipboard/File Send the contents of the entire questionnaire to the clipboard or a text
document for use in another application. This does not include any of the
formatting, so if you're interested in a mechanism for electronically dis-
tributing copies of a paper survey we recommend using the Adobe Acro-
bat PDF format.

DirectCollect Template Creates the survey template file which will be used with the DirectCollect
run-time application. Some of the settings made at this point are the dis-
tribution method (e-mail, kiosk, telephone interviewer), and answer tests
with your custom error messages. See the DirectCollect User Guide for
details.

KeyCollect Template KeyCollect Publish is the simplest because it’s creating a mirror of the
SurveyPro Answer Entry screen—all you do is specify a filename. See the
next section.

NetCollect File Set Generates a set of HTML files for the questionnaire, as well as the config-
uration file used to drive the scripts. See the NetCollect User Guide for
details, including a tutorial.

KeyCollect Publish Dialog

This dialog specifies the location of the SDT (survey data template) which
will be used by the KeyCollect user to create a SDE (survey data entry)
file.

The template contains information for all questionnaire versions, includ-
ing the question structures, skips, and other enforcements you may have
configured.

Note: After you publish, your questionnaires will be “locked” to prevent
changes which would create import problems. Use the Edit Menu, Lock
Changes item to unlock.
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KeyCollect Publish
Template File Save Az
|E:\My SurveysiCustomer Survey 2007, sdi

QK | Cancel | Help |

Publish Logs

Publish logs are most useful for NetCollect surveys, where they specify
the filenames, paths, and other settings on your server. See the NetCollect
User Guide.

In other cases, the logs are a useful reference for when a document was
last published and to which format.

Publish logs are accessed through the Tools menu, File History dialog.
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Chapter 7
TUTORIAL Creating a Questionnaire

This first lesson walks you through the core questionnaire design features
in the creation of a one-page survey.

In this tutorial you’ll learn how to:

Set up a title and footer in Document Properties
Place a logo on the page

Add questions

Insert a basic question grid

Create scales

Add text comments, headings, etc.

Format text

In addition to this tutorial, there’s a lesson about building more complex
question grids on page 102. The NetCollect and DirectCollect guides also
cover questionnaire features for the Web and screen, but assume you're
familiar with the fundamentals of questions and scales covered in this les-
son.

Tutorial Notes

General You can save your file and take a break any time you’re in the
main document screen.

Tutorial Files  Are in your SurveyPro Samples folder, by default under:
C:\Program Files\Apian Software\SurveyPro 40\

Hotel Ombreux, an older hotel which currently serves tourists, is attempt-
ing to upgrade its image, facilities, and services to attract business and
luxury travelers. Based on past comments, they know that room service
has problems, so they’re beginning their surveying with that department.

Note, while this tutorial works with a paper form, what you learn will
translate to your Web and screen based surveys.
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When you have completed the lesson, your survey should look like this

example.

& SurveyPro - [1: Questionnaire] E]@
P4 Eile Edit Yiew Insert Document Database Tools ‘Window Help _ = ﬁ
DCEE & © B 2 ¥icBS ?

1=l

= Project: C:hMy SurvepshSurveyF [
—-[Z] Questionnaires N B O uEREL

=123 1: Questionnaire

O T1: Picture Page Gl Room Service SE."Ney

O T2 [auta] Footer Lir

O T3 [auta] Center Fe Please take a few momentsito let 0s know abont your experience.

O T1: [auto] Ti.tle Survey envelopes may be kit on the room senice tray orplaced

O T2 TestInline Gra In the box at the Conciege desk.

O T3/01-6/G1: Roor

O T4/37 Comments? Excellent Good Fair Foor

0 TH0E SEI\TICE Eri Menu Selection ... ... a a a a

O T& TestInline Gra H

O T7/09 Name: OUFS ... a a a

O T8I0 Check t: Delivery Time ............. a [w] a a

O T3 TestInline Gra Waiter's Manner ... a u] a a
+-[Z1 Reports Meal Presentation ... ..... m] a m] m]
+-[[] Database Questions Food Quality ............. o o o o

+-(Z1 Components Comments?

Are there any services you would like to see enhanced?

Q Hours Q Food selection
O Hightbefore breadifast ardering O Beverage selection
QO Other:

Optiona ! nformmation:

Mame:

Check #

Thank you for your Gme!

Seallte, Washinglorn

b

< >

a D 2 Ewecutive 5.1 3 Data Table | 4: Custom Report 1: Questionnaire

MM

1. Start SurveyPro, login, and if the window isn’t filling the screen, maximize it.
2. Saveyour file as YourName Questionnaire Tutorial.SP4.

The screen should be showing an empty new questionnaire, with addi-
tional tabs at the bottom for the Executive Summary, Data Table and Cus-
tom reports. At the left you may see a tree containing all the information
about the current project, so right now it’s empty except for the pre-
loaded scales and text styles under Components.
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€diting Document Properties

Let’s quickly add a title and footer through the Document Properties dia-
log:

1. Click the Document Properties toolbar button or go to the Document
menu, Properties.

2. Let’s change the name from “Questionnaire” to something more descriptive—
in the first field on the General tab, type Room Service Survey.

We want this to be a small form, so we’re going to convince a letter size
piece of paper it’s smaller. When it goes to the printer, they will trim it
down to size, 8.5” x 5.5”

3. Change the page setup dimensions to:
Top0.75
Left 0.5
Right 3.5
Bottom 3.5

4. Atthe top of the dialog, click the Title tab and turn on Place Title on Page 1.

There’s nothing on this tab which cannot be done manually with in-line
graphics tiles, but Document Properties is usually the fastest approach.
Titles created in this manner must be edited in the Document Properties
dialog, unless you click the “Convert” option at the bottom which will
allow free-form editing.

5. Type the title Room Service Survey and for Place Title To select Right.

6. Click the Footer tab, and change it to Select from Standards. Take a quick
look through the options which are pre-loaded (all three lists are identical).

7. Forthis project a different footer makes more sense, so change the setting to
Custom.

The type-in boxes may include text with some words formatted in a strike-
through. This indicates a variable, which is inserted using the Text Palette
floating on top of the Document Properties dialog. Just place your inser-
tion point where you want the variable, click the button #4| to drop down
a list of numbering and other options, and select the variable you want.

Because this is a single page survey, we actually want some simple, static
text in the footer.

8. Clear any existing text, and type in the Centered section:
Seattle, Washington
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9. Inthe lower-left, change the Footer distance above page bottom to 3. Click
OK.

Note that SurveyPro will update the left/center/right alignments if you
later change the page margins.

Adding page graphics
Now let’s add a logo to the top of the page.
1. Click on the Page Tile mode & in the toolbar.
2. C(lick the Insert button <8|, select Page Text/Graphic.

3. Atthetop of the dialog, change the tile type to Picture.

4. Click the File button for the source, and from the SurveyPro Samples folder
select HotelOmbreux.)PG.

Picture

Content Type
(" Test * Pictwe  Line { Box

Get Ficture Sizing
Paste ||| File: HotelOmbreus. jpg
Original Image Size:

‘width 3.365
Preview at 100% size: Height 2.073

Sized by:

S OIE® OMBREUX ¢ e

™ Dimensions
" Fitto Tile

wfidth: 100
Height: {100

| Mest » | Finizh | Cancel | Help |

The logo is a little large, so let’s scale it down a little.

5. Inthe lower-right corner, change both scaling dimensions from 100 to 40.
The setting just above, on percent by default, can be used to change the
scaling method.

6. Thenexttab is dimension settings for the tile, which we don’t really need
here, so click Finish.

7. The Hotel Ombreux logo should be in the center of the screen with an orange
outline (if itisn’t outlined, click to select it). Move your mouse over the small
box in the upper-left corner until it turns into a hand.
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8. Click and drag until the logo is in the upper-left corner of the page, similar to
the image below:

Fage 1

S 10T NG SR

Room Service Survey

We could have placed the logo in the Document Properties dialog like we
did the title, or as an inline graphic, but it wouldn’t have let us place the
image outside the margins.

Inserting a rating grid
1. Click on the Inline Tile mode & so we can add questions.
2. Insert 8 a Grid of Questions.
3. Inthe first tab, give it the Report Label Room Service Ratings.
4. Change the layout style to Alternating tinted bands and Click Next.

5. Click at the top of the dialog, in the white box next to Row 1. Type the
following questions with Enter after each item:
Menu Selection
Hours
Delivery Time
Waiter’s Manner
Meal Presentation
Food Quality

6. Justbelow, inthe Scale drop-down list, select §9: Excellence -- 4 levels. Click
Finish.

Fage 1

= NLONE (i

_______________________________________________________________

Room Service Survey

R LnEREEEEL & !

Delivery Time .............

a a
a a
;Waiter's Manner. ... ..... .. ] ]
Meal Presentation a g

] ]

Chapter 7 - Creating a Questionnaire 95

January 15, 2007



Apian SurveyPro 4.0 User Guide

That was relatively painless, wasn'’t it? Of course there’s a great deal more
to grids, which is why Building Complex Question Grids on page 102 delves
into all their details.

Adding a comment question
1. Click Insert <& again, this time for a Question.

2. The big box at the top is for the question text, in this case just type
Comments?

Note that as you typed, the Label for Report Figures below the question
text followed along. SurveyPro copies the first 200 characters of your
question text (which can be up to 2,000 characters) into this field for use
in the object tree, drop-down lists, and figures. In general, shorter labels
are much more useful.

3. Click Next.

4. Aswiththe grid, we’re going to select a scale—choose 3: Non-repeating or
Long Memo Written Answer from the list in the upper-left.

While it may be confusing when you start out, when you get to analysis
you’ll be glad SurveyPro doesn’t treat all written answers alike. For details
on scale applications, see Selecting Scales on page 69. When you selected
the scale, a brief explanation also appeared below the scale. Your layout
settings also appeared, and we’ll set those now:

5. Ontheright hand side, change the Entry Lines to 4. Click Finish.

Creating a custom answer scale

So far, we’ve only selected scales which were pre-loaded in SurveyPro.
However, often you’ll need something unique.

1. Insert <8 another question, giving it the text:
Are there any services you would 1ike to see enhanced?
and Report label Service Enhancements.

2. Click Next.

3. SurveyProhasremembered your scale setting from the previous question, but
in this case we need a new scale. In the upper-left, above the Non-repeating
or Long Memo scale showing in the list, click the Insert button <.

The dialog picked up your question’s report label as a name, so we can
leave that as-is. Next to the name, at the upper-right, are the six types of
custom scales SurveyPro creates (see page 72). This setting drives the
controls for the remainder of the dialog, so it should be the first item set in
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creating a new scale. New scales always default to Checkbox as that’s the
most common custom scale.

4. Ontheleft hand side, change the Answers setting from Single to Multiple.

5. Turn on Add Other Blank just below, which will add both a checkbox labeled
Other (or your override from Document Properties) and a text field to collect
the responses.

6. Ontheright hand side, click in the white box next to row 1, just like we did
with grids.

7. Typethe following labels, with Enter after each one:
Hours
Food selection
Night before breakfast ordering
Beverage selection

As you typed in the grid, the text was mirrored in the larger box below.
This box is convenient when you have long labels (text can be up to 200
characters), and is also used for overriding the formatting with bold, italic,
etc.

It would probably make more sense to have the second and fourth items
next to each other, so let’s rearrange them:

8. C(lick once on the gray number 3 next to the breakfast item to select it.

9. Click onthe number 3 again, but hold and drag the item upward until you see
ared line between items 1 and 2, then release.

10. Click OK, and click Finish to close the Question dialog.

When you have responses in your database, it’s critical that you rearrange
scale items in this manner so SurveyPro can track which data goes with
which item. If instead we had manually swapped label text for the items,
or added a new item where we wanted to move the breakfast question
and deleted the old one, data would have been lost. Of course this project
has no data yet, so maintaining its integrity isn’t an issue, but it’s good to
get into the habit. The same principles apply to rearranging question tiles
(see page 39).

Adding instructions and editing Text Styles
1. Click Insert <&, this time for an Inline Text/Graphic.

2. TypeOptional information: inthe text box.
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The current Text Style is too close to questions and scales, but changing it
to italic would set it apart. We could override the formatting using the
Text Palette which appeared when you started typing, but there are going
to be two other text graphics in this survey so we might as well change
the Text Style.

3. Inthe lower-right corner, next to the Text Style drop-down list, click Modify

=

4. Reduce the Height to 11 points, and turn on Italic. The preview box should
reflect the changes.

5. Click OK, and click OK again to close the graphic dialog.

Just two more quick questions and a little copy/paste to go!
1. Insert <8 a Question with text Name:

2. Click Next, and again select scale 3, Non-repeating Written (although
responses will be short, we won’t be tabulating them).

3. Ontheright-hand side, change the Place Scale setting To right of question.
4. C(lick Finish.

5. Insert <8 asecond Question with text Check #:

6. Click Next, then Finish.

While the hotel is planning on using different paper colors to identify
feedback for the different meals, if the customer provides the check # they
will be able to pull in details about that order’s staff, selection, and time—
as well as the customer’s other orders and feedback. Importing Data on
page 172 uses this scenario to demonstrate an import merge.

Copying and pasting tiles

Now let’s quickly add a few more headings by copying the one we already
created.

1. Click once on the “Optional information:” text graphic in your survey to
select it.

2. Copy thetile, either through the toolbar button %, keyboard shortcut
Ctrl+c, or right-click menu.

Ctrl+v, or right-click menu.
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4. Click on the grid (with the blue shading), and paste E

5. Double-click on the copy you placed above the grid to open its editing
dialog.

6. Highlight the text, and change it to:
Please take a few moments to let us know about your
experience.

Survey envelopes may be left on the room service tray or
placed in the box at the Concierge desk.

7. Click OK.

8. Double-click on the copy of the text graphic you placed at the end of the
survey.

9. Highlight the text, and change it text to
Thank you for your time!

10. And let’s add a little emphasis, so highlight the text you just typed and click
the Bold button B in the Text Palette floating to the side of the main dialog.

11. Click the Tile tab at the top of the dialog.

12. In the upper-right corner, change Gap at Top to 0. 25 to separate it a little
more from the previous question. Click OK.

You can also adjust the gap by dragging the bottom of a tile down (see
page 39), but if you're adjusting the space for multiple tiles this gives you a
bit more precision.

Well, that was it! Your survey should look like the one on page 92, and if it
doesn’t you may want to open the sample file Questionnaire Tutorial
End.SP4 to compare your file.

From here, you could continue with Building Complex Question Grids on
page 102, or skip ahead to Working in Answer Entry on page 132 to start
working with the database.
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Chapter 8
TUTORIAL Building Complex Question Grids

Question grids are sets of related questions which are analyzed together.
Creating a Questionnaire on page 91 inserted a basic grid, but this lesson
plays with the more advanced settings.

In this tutorial you’ll learn how to:

Use the one-screen setup dialog
Customize layouts and headings using the advanced dialog settings
Create a table of write-in boxes

Tutorial Notes

General You can save your file and take a break any time you’re in the
main document screen.

Tutorial Files  Are in your SurveyPro Samples folder, by default under:
C:\Program Files\Apian Software\SurveyPro 40\

Note: While this lesson is designed for a paper form, the concepts are fully
applicable to NetCollect and DirectCollect surveys. For screen-based sur-
veys you will often need to use more compact layouts than paper, though.

1. Start SurveyPro, login, and if the window isn’t filling the screen, maximize it.

2. Saveyour file as YourName Grid Tutorial.SP4.

Inserting a rating grid
1. Insert <3|, Grid of Questions.
2. Inthe Label field, type Evaluations, and click Next.

3. Atthetop of the dialog, click in the white box for the first Question Row
Label.
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4. Type the following questions with Enter after each item:
Knowledge
Courtesy
Efficiency
Wait time
Clarity of instructions
Availability of forms

5. Forthescale, select $9: Excellence -- 4 levels, and click Finish.

Excellent Good ~ Fair  Poar

:Knuwledge ...................................... Q Q Q Q
Coutesy a o '
EMCIBNCY oot e =
WEILHME o o
;CIarity afinstructions ... a a

2 ]

Though this grid needs a little tuning, you can see how fast inserting a
basic grid can be. Even if you plan on using the advanced features to mod-
ify a grid, it’s usually fastest to rough it in using the two-screen Quick Set.

Adding a second rating column
Assuming your grid looks like this one here, let’s proceed:
1. Double-click on the grid, and click Add Column 2 in the lower-right corner.
2. Select S18: Importance -- 4 levels.

3. Add aLabel for the second column
Importance to you
and a Label for the first column
Qur performance today.

4. Click OK.

Well the grid just got more detailed, but it lost some clarity along the way.

Using Advanced tabs to add headings
1. Double-click on the grid again.
2. This time, click the General tab at the top of the dialog.

3. Change the upper-left setting to Advanced option screens and notice a lot
more tabs just appeared.
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4. Change the Style to Alternating tinted bands.

5. Click the Rows tab at the top and notice that the questions we typed are all

present.

Unfortunately the rows are somewhat mixed, so a couple subheads will
clarify the questions for respondents.

6. Click on Row 2, Knowledge (row 1 is the column labels or “C-Lbls” for the

scale), and click the Insert button <&| at the upper-right.

7. Change the radio button setting for this new row 2 to Hdg for an unscaled

heading.

8. Typeasthe label:

Please rate the staff member(s) who assisted you:

and note that as you type in the row, the text is mirrored in the larger editing

box below.

9. Inthelarger editing box, highlight all the text you just typed.

10. Click the ltalic button 7] in the Text Palette.

Edit Question Grid

General Rows lEqumns] AnswerEntries] Layout] Fieport Labels

Question Rows: ar | ED|

Row Type | Questionnaire Label | Hide |
1 |Clcues @C-Lbls ClHdg r
2 | O Ques O C-Lhlz @ Hely Elease rate the staff member(s) who assisted you: | r
3 |@Gues Cic-Lbls ClHdY |Knowledge r
4 |@Gues CiC-Lbis CIHdg | Courtesy r
5 |@Gues Oc-Lhls ClHdg | Etficiency r
6 |@cues O)C-Lbis OlHdg Wit time r
7 |@iGues Cic-Lbls ClHdg | Clarity of instructions r
5 |@Gues CIC-Lbls ClHdy | Availabiity of forms r
Extended edit raw 2 label:

Flazse rale e wfa¥ mambansl who ssviiad s
Question and Row Label Text Style: :81| 4:§| §| Heading Text Style: 181| ‘Z§| §|
|T1: Guestion j |T1: Guestion A
r
()3 | Cancel | Help |

=

Text Palette

el & 8] 2

Overides

B[Z]u m.-
= B

11. Now for the second heading, click on row 6, Wait time

12. Click the insert button <&| at the upper-right.

13. Change the new row 6 to a Hdg, and type:
And please rate this branch:

14. Again, highlight the text and click italic £]in the Text Palette.
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Streamlining the scale columns

Another problem with the original layout was the clutter of all the scale
and column labels, so the next step is changing their format.

1. Click the Columns tab at the top.

As in the Rows tab, you have a set of columns for the grid: one containing
Row labels (questions), and two scale columns. The column labels are
probably fine if we simplify the scales.

2. Click on the scale for row 2: Excellence -- 4 levels.

3. Inthe new areathat appeared at the lower left, select scale 12: 1 Low to 5
High Rating.

4. Repeat for the Importance column’s scale.

5. Click OK to see the revised version.

CQur Importancel
performance to you
today

Low  High Low Hig

Pliease rate the staff member(s) who assisted you:

kKnowledge 12345 12344

Courtesy 12345 12344

Efficiency 12345 12344
Wind please rate this branch:

wWait time 12345 12344

Clarity of instructions 12345 12344

Availability of forms 12345 12344

That’s a little too tight, so let’s play a little more with the scale layouts.
6. Double-click on the grid again, and click on the Answer Entries tab.

The settings in this tab are driven by the column selection at the upper
left, since each scale column could potentially have a different layout.

7. Select Sc: Our performance today from the column list at the upper-left.
8. Ontheright-hand side, change the Label Style to Vertical Labels Above.
9. Select the second column, Sc: Importance to you.
10. Change its Label Style to 45-degree labels Above.

11. Click OK.
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i CQur performance Importance to you
today
z =y ) 5
5 T 2 &
| . [
Please rate the staff member(s)who
s isted you!
knowledge 12 3 4 5 1 23 4 5
Courtesy 12 3 4 5 1 23 4 5
Efficiency 12 3 4 5 1 23 4 5
Wind please rate this branch.
Wait time 12 3 4 5 1 23 4 5
Clarity of instructions 12 3 4 5 1 23 4 5
Availability of forms 1 2 3 4 5 1 2 3 4 5

It’s not a combination you’re likely to use for a real survey, but this gives
you a look at another feature for this style of grid. Both these styles appear
for paper documents, but will be missing from the dialogs for Web surveys
since HTML doesn’t support rotated text.

Creating a grid of number entries

The other type of grid is sometimes referred to as a table, and consists of
write-in fields for numbers, text, dates and other scales.

1.

2,

Insert <3| a new Grid.

Switch the dialog mode to Advanced options screens—you won’t see the tabs
change because it’s in wizard mode.

Name the grid Employee time breakdowns. Click Next.

At the top of the Rows screen, click in the white box for row 2, the first
question.

Type the following questions with Enter after each item:
Billable hours

General correspondence

Meetings

Web surfing

Filling out forms

Other (please specify below)

Click Next.

We want a column for every work day, so type labels for Monday through
Friday.
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8. Clickin the cell next to Monday which currently says “<select a scale>.” From

the scale list that appears in the lower-left, select 21: Number, no fraction.

9. Repeat for the other four rows.

Columns

Scale Columing:

&=l

Column Type Column Label

Scale | Hi(Ie| fd

3 |@Scale CR-Lbls Tuesday

4 |@Scale CR-Lbls Wednesday

5 |@Scale CIR-Lbls Thursday

6 |@Scale CR-Lbls Friciay

Seale: @|(§|§| Mumbers
14: Agree/Disagree - 4 levels ~

15 Agree/Dizagres - 5 levels

16: Agree/Dizagres - B levels

17 Agree/Dizagres - 7 levels

18 Importance - 4 levels

19: High/Low checkboxes--5 levels

20: Rank Best 3

21; Number, no fraction HEYS

Scale Label Text Style: 181| ‘Z§| §|
T2 Scale j
< Back | Mest » |

Mumber, no fractio | [~
Mumber, no fractio | [~
Mumber, no fractio | [~

piumber, no fractio] [~
b

Cancel

Help

10. Click Next.

11. We actually do want a write-in box for each of these (it’s why we left the grid

style so plain), so click Finish.

T

Monday Tuesday

YWednesday

Thursday Friday

Billable hours ... ..., .. [

[General correspondence . . [

eetings ... ... ... [

ehsurfing ... [

Filling out forms ... ... .. [

Dther (please specify below) [

Setting column widths

|_|

The grid is sizing the entry blanks based on the column labels, which are
different lengths, so let’s make that more consistent. However, if we make
them all as wide as Wednesday, the grid won't fit on the page so let’s

adjust the label size as well.

1. Double-click on the grid to reopen the editing dialog.

2. Click on the Columns tab.
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3. Inthe lower-left, where it says Column Label Text Style, click the Insert
button <& next to its drop-down list.

4. Give the style the Name Scale size 9.
5. Reduce the Height point size to 9 and click OK.
6. Now on to the entry blank, so click on the Layout tab.

On the right-hand side is a list of all the columns with an “auto” next to
them for their width.

7. Leaving the first item Row Lbls on “auto,” change the settings for Monday
through Friday to 0. 75.

8. Atthetop ofthedialog, change the Border Space Width to (.05 and click OK.

T

Eillable hours
[General correspondence ... .. [ | | | | | | |

eetings . ..

eh surfing

Filling out forms ... ... . ... .. [ | | | | | | | |

Monday Tuesday Wednesday Thursday Friday

Dther (please specify below) .. | | | | | | | | |

On a Web survey, you can set the grid to a forced sum for each column.
The option appears on the Answer Entries tab.

Adding a blank for Other responses

The layout is much improved, but since the grid requests the respondents
specify their Other response, we need to add one before we’re done:

1. Click the grid below the table we just finished, and Insert <8| a new Question.

2. Leave the question text blank, but give it the report label
Time breakdown Other text

3. Click Next.
4. Forthe Scale, choose 2: Short Countable Written -- Multiple answers.
5. Set the Entry Style on the right side to Write-in box.

6. Click Next twice to get to the Dimensions screen.
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7. Make three adjustments:
Question Text: Down from Top = 0
Scale Entry: Entry Width = 2
Scale Entry: Below Question = 0. 1

Dimensions
Tile
Width: |auto
Guestion Text Scale Entry
Left Indent: |auta Left Indent: |auta
Right Indent: [ata Entry Wwidth: |2
First Line Indent: & aligned Below Question: (0.1
" Indent
" Hanging

Dowen from Top: |0

< Back Finizh Cancel Help
| | | | |

8. Click Finish to see the entry blank below the Other rating item.

Those are the essentials of creating complex grids. For the remaining con-
trols which were not covered here, simply press the Help button when
you'’re in the grid dialog.

In the SurveyPro Samples folder you’ll find a file called
Grid Tutorial End.SP4 with the finished tiles.
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Working with the Database

Working with SurveyPro’s database may involve:

» Entering forms directly into the program

+ Importing data from a Collect add-on or another source
* Deleting individual or selected forms

* Replacing responses in a question for selected forms

*  Correcting formatting

* Screening for passwords

* Removing duplicate records

* Printing surveys with data filled in (mail merge)

» Exporting data for use in another application

With the exception of import and export, all these functions are per-
formed in SurveyPro’s Answer Entry mode. When you launch SurveyPro,
you're in the main or document editing mode, an environment that is opti-
mized for creating questionnaires and reports. Answer Entry is optimized
for adding new forms, searching for forms based on a variety of criteria,
and changing responses.

The Answer Entry screen is broken down into two main sections: the
questionnaire and the data entry controls. Each survey entered or
imported is represented as a filled in questionnaire in the database—just
as it appears in the design screen. On the left hand side, there are a type-
in box where you enter responses, and a reference list of acceptable
answers or existing data (depending on the question type).

Database Fundamentals

If you're new to databases, here are some concepts and terms which will
help you understand SurveyPro.

Form = Record = In your SurveyPro file, each respondent (unless they've answered several
Respondent times) is represented by one form in the database. That respondent's form
includes all the information they've submitted.

Field = Question When you're designing your survey, each question you add creates a field
in the database. This field definition includes information on the values it
can accept, such as numeric, date, written, or multiple answer checkbox.
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In some cases, a single question tile will actually add several fields, such
as with grids, or checkbox scales with Other blanks.

These two terms crop up when you get into import and export, and unfor-
tunately the lines are somewhat blurry. In that context, a data file (such as
delimited ASCII) consists of the respondents' answers. A database will
include the respondents' answers as well as definitions of the fields
(numeric, text, etc.).

Each form in your SurveyPro database includes a Form ID such as 9c46-
03cm-1fc. This ID is created when each response is completed when
using NetCollect, DirectCollect, KeyCollect, or SurveyPro's data entry
screen. If you are importing files from another source, the ID will be gen-
erated on import. The IDs are designed to be unique, combining the date
and time of the submission with other variables for almost no chance of
duplication.

Answer Entry Screen

Menus

Data Entry Panel

Questionnaire Image

Navigation Palettes

Go to Answer Entry from the Database menu or toolbar & to:

* Add new forms (see page 121)

* Navigate to forms based on form number, an answer, or a filter
» Edit or delete forms individually or in batches (see page 123)

*  Print forms with data for a mail merge or to view individual responses
(see page 118)

About the only data manipulations you can't do in Answer Entry are
import/export (see page 141) or change field structures (scale definition).

The Answer Entry screen includes several elements:
Specialized for database management. See page 113.

The left-hand panel contains a type-in box for entering responses, and the
Answer List which contains answer options for pre-set scales, or previous
responses for written answers.

The main area of the screen is an image of the questionnaire, with the cur-
rent question highlighted in orange.

When navigating the database, you can opt to find questions matching
certain criteria, and SurveyPro will pop up one of these palettes for quick
jumps. See Data Cleaning on page 123.
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Form Information In addition to the questions you create, each form has several other
attributes such as the source and internal unique ID.
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Note: When you first go to Answer Entry, you may be prompted by these
dialog boxes:

Automatic Save To properly protect your data, SurveyPro needs to be able to save fre-
quently to the file. If you're just experimenting, click No and then Save As
to a new filename before going into Answer Entry.

Questionnaire for New If your project contains multiple questionnaire versions, such as paper

Forms and HTML, you'll be asked which one to use for entry. You can change
this at any time via the Edit menu, and can scroll through forms using
other questionnaire versions.

Answer Entry Menus

SurveyPro uses two slightly different sets of menus depending on whether
you're entering/editing forms or working with documents. See also Docu-
ment Editing Menus on page 16.

Chapter 9 - SurveyPro’s Database Answer Entry Menus 113

January 15, 2007



Apian SurveyPro 4.0 User Guide

File Menu
Common Windows file functions, such as print, save, and most recent
files.
Save Ctrl+S  Saves the current file.
Print with Data Ctrl+P  Allows you to print the forms filled in with all or some of the data. This is useful
for “mail merges” of address information or ID barcodes, or for looking at
individual responses in the context of the survey. See page 118.
Print Setup Windows dialog for selecting your printer and setting options. This is also where
you set the paper page size.
Quit Answer Entry  Ctrl+F4 Returns you to the document editing screens.
Exit SurveyPro Alt+F4 Closes the current file (prompting to save changes), and exits SurveyPro.
Edit Menu
Cut, copy, paste, and other functions.
Cut Ctrl+X  Standard Windows functions for cutting, copying, pasting, or deleting the
Copy Ctrl+C  selected text. This can be used to copy and paste text between SurveyPro and
Paste Ctrl+V  other applications, as well as within or between SurveyPro projects.
Delete Del
Clear Answer Ctrl+  Clears the current answer.
Del
Copy Last Form's F7 Copies either the answer from the same question in the previous form, or the
Answer entire contents of the last form—in either case, overwriting the current answers.
Cony Last F Ctrl+E7 If you are doing this frequently to copy session or batched answers, you can also
Opy Last Form "1 Use the View menu's Preload Answers to add answers in each new form.
Protect Answers Prevents accidental changes to forms in the database. See page 118.
New Form In a multiple questionnaire project, changes the document used for adding

Questionnaire

forms to the database. See page 131.
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Preferences for which screen elements to display and how.

Zoom

Adjusts the display size of the document.

Preload Answers

Preloads some of the answers in new forms for batch entry of responses. When
you switch to the Preload mode the screen looks normal except that the form
number will say “PRELOAD.” Enter whichever answers you want to preset (during
entry answers can be changed for exceptions). Select the Forms, Preload menu
item again to switch back to normal entry. See also the €dit menu's Copy Last
Form's Answer and Copy Last Form.

Form Menu

Navigate among forms.

Next Form F10

Step forward and back through the forms. When you reach the last form, F10 will
add a new one.

Last Form F9

A set of tools for navigating and cleaning the forms and the database. Each one
pops up a small palette which lists forms matching a Form Select, the response
of the current question, or is a duplicate. Within the palettes, click on a form
number to jump to that record, or Refresh to update the list when you make
changes to your criteria or the data. See also Data Cleaning on page 123.

Find Form

Select

Find Same

Answers

Find

Duplicates

Delete Form  Ctrl+
F11

Void Form Ctrl+
F12

With Delete, the form is completely removes, which renumbers the forms after it
in the database. Void leaves a placeholder to maintain form numbering, but
also eliminates the form's data. See also Mass Delete on page 128.
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Functions for changing many forms at once.

Mass Delete

Deletes forms matching a Form Select, within a range of form numbers, or for
the entire database. See page 128.

Mass Replace

Replaces the response to a question based on a Form Select, within a range of
form numbers, or for the entire database. See page 129.

Answer Replace

Replaces one particular answer to a question with another—a quick way to
consistently code short written answers. See page 130.

Fill Passwords

Seeds forms in the database with a password value, for use with mail merges or
other notifications. See page 119.

Tools Menu

Utilities and preferences.

Spell Check F7

Checks spelling for responses in the current question, form or the entire
database. See page 23.

Spelling Options

Allows you to control what the spell checker should ignore, edit your custom
dictionary, and activate the legal and medical supplements.

Refresh Answer
Lists

Forces an update of the Answer list in the left panel. To speed performance,
SurveyPro updates this list with new entries instantly, but only removes
deletions on Refresh or Save.

Data Cleaning

Similar to the import cleaning screen, this allows you to clean the contents of
your database, checking for required fields and pattern matches. See page 126.

File History Displays the current status of your file as well as publish, import, and export
activity through its history. See page 25.

Make PIN File Creates a SurveyPro compatible PIN file for password or field checking. Could be
generated by SurveyPro or a conversion of an ASCII file. See page 88.

Options Preferences for both the current file and for your system. See page 26.
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Data Collection Options

There's now a wide (and sometimes dizzying) array of data collection
options for surveying. What are the best choices given the respondent
base, survey content, time frame and budget?

A basic run-down of your alternatives is:

Collection Technique Requires

Keyed data entry SurveyPro, or KeyCollect for more economical
multi-user entry (see page 10)

Web or Intranet NetCollect document (see page 9)

€-mail, phone, disk, DirectCollect document (see page 9)

kiosk, LAN

Scanning Third-party scanning software compatible with

SurveyPro's forms

Enterprise databases or  SurveyPro
other sources

Note that a single project can be administered via a scanned paper form,
the Web, a kiosk, and any other combination you need. The advantage of
the Collect programs is their tight integration with SurveyPro, which
allows you to use sophisticated functions for Web surveys without coding,
and streamlines data import. However, SurveyPro's import filters (see
page 144) can handle just about any file type, so you can use many third-
party data collection tools for specialized applications.
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Protect Answers

Accessed from the Edit menu in Answer Entry.

Use this dialog to protect responses from accidental change. If you're
interested in restricting access to editing, use the administrative pass-
words in the Options dialog (see page 26).

Protect Answers

Select az many pratections as apply

v Foms already verified
Iv Prior session's forms
Iv Other people's forms

I¥ 3/am before saving changes to a foms

ok | Cancel | Help |

Forms already verified Verification is a KeyCollect option where two different clerks enter forms
to confirm accuracy, so this may not apply to your project.

Prior sessions’ forms Sessions start with the launching of SurveyPro, and end when you exit.

Other people’s forms SurveyPro prompts you for an ID when you launch a Workgroup license
or go to Answer Entry for a Personal License. This ID is embedded in
forms which are entered directly into SurveyPro or with KeyCollect.

Warn before saving changes Pops up a confirmation warning when you leave a form which has been
changed.

Print with Data

Accessed from the File menu in Answer Entry.

Print with Data allows you to merge database information into a question-
naire form. For example, you may want to do a mail merge where you
place respondent names and addresses on the questionnaire, or to merge
an ID into a barcode for scannable forms. Another application is printing
respondents' answers in the context of the questionnaire (see also the
Data Table Figure on page 204).

The primary control in the dialog is your ability to select a range of
forms—see Form Select Filters on page 212 for details on their construc-
tion.
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Print With Data

Far these forms

™ Al 709 Forms in D atabase
{* From Form |1 to |50 inclusive Cancel

" Selected by: | JJJJ Help

FPage Mumbers
+ Re-number within each report document ¢ Cumulative through this print job

Text style for wiitten answers
TZ Seale ===

Show theze question's answers

Questions | Show | | Showal
@1: Login Assigned Resume D r
Q2 Home " Show MNone

@3 Office

@4 Commute impact residence

@5 Commute lencth

GE: Telecommute

Q7 Telecommuting schedule

@8 Company telecommuting policy

@9 Company subsidize telecommuters
@10: Reazons not telecommuting

ARIKRRRR

E3]

Accessed from the Database menu in Answer Entry.

This is a great little utility for seeding a database with passwords. Just

import your respondent contact information, adding a couple extras just
in case. Make sure you have a question with a SurveyPro 4, 5, or all num-

ber PIN scale. Then go to Answer Entry, Database Menu, and click Fill
Passwords. SurveyPro will add passwords to any forms which don't

already have them, checking to make sure the values are unique.
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Fill with PINs

Questions with PIN4, PINS or all-digit-pattern written scales:
G1: Please enter vour password:

The zelected FIN4 scale has a pool of 450000 PIMz available. The databaze now has 0
forms equaling 0.000% of that pool [under 1% iz recommended].

Click Ok tafill empty values in databaze.

Cancel
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Data €ntry in SurveyPro

Moving from field to field

Moving from form to form

Tools, Options dialog

Chapter 10 - Entering and Editing Data
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Data entry has been optimized for both the mouse and keyboard, includ-
ing features such as single keystroke entry for shorter checkbox and rating
scales. The Answer Entry screen is automatically created from the ques-
tionnaire definition(s), and accessed from document editing through the
Answer Entry toolbar button #% or Database, Answer Entry.

Entry and editing are primarily handled in the left-hand side of the screen:

Current Form, with
forward and back buttans

ﬂl Mews Form 711 ﬂ
Jump to Form =

Single text line [11%):

Prompt for answer format I

Carpool; Ride my bike

‘T\,rpe in boxes for answers.

Anzwers [10] Reference:

Bizycle
Eike
Carpool
Don't--| telecommute

Ride my bike

Follerblade

Wwalk

Walk dowwnstairs bo home office
W alk framm bermi
Walking

List of answears

inthe datahase,
ar of availahble
answers for
fixed scales

Fefresh Lists

The panel is driven by the question selected in the current form (as indi-
cated by an orange highlight on the right side of the screen), so any cur-
rent response is highlighted in the list and may be edited in the type-in
box.

To move the highlight from question to question, you can use the mouse,
Tab/Shift+Tab, or Enter keys. The only time Enter does not work is when
you are editing a long written answer.

At the top of the left panel is the current form’s number and two buttons
for stepping back and forward one form at a time. F9 and F10 move back
and forward through forms as well. Below the buttons is a field for typing
in a form number for a direct jump. In addition to these basics, there are a
number of “Find” functions under the Form menu.

The first tab of the Options dialog includes two settings to streamline data
entry. The first, Do not require Enter key on single-digits, means that
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when a checkbox or rating has less than 10 items, one numeric keystroke
will mark the response and drop you to the next question. The second, Go
to next form after last question answered eliminates the need for clicking
next | or pressing F10.

Under the View menu is a Preload option which lets you set the initial val-
ues in a new form. When you select Preload, the form number in the
upper left changes to indicate you’re entering initial values. When you're
finished, select View, Preload again to resume normal entry. This is pri-
marily used for batch entry or session information, where a number of
forms share common answers, but is easy enough to change that it can be
practical for even small batches.

The Edit menu includes two commands for copying responses from the
previous form. Copy and paste can also be used to paste text into the
entry box.

Spell checking may be applied to written answers in a single response, a
form, or the entire database.

Entering data by scale type

Single answer checkboxes,
Ratings and Rankings

Multiple answer checkboxes

Number scales

Dates and times

Patterns

Depending on the current question’s scale, you will need to enter the
answer in a particular format. Just above the type-in box is a prompt line
which will remind you of the scale type.

Type the number of the response or double-click on an answer in the list.
You don’t need to enter the complete label.

Type one or more numbers to indicate the box or boxes checked. As each
checkbox number is entered, a highlight will appear in the Answers list.
Numbers may be separated by spaces, commas, periods, plus +, minus -,
or slash / keys. For mouse entry, click on the first answer you’re marking,
then Shift+click for sequential entries or Ctrl+click to turn on and off non-
sequential items.

Enter the number value without any “$,” “%” or other symbols. The
Answers list will also display existing responses which you can click to
select.

Check the prompt line above the type-in box for the scale’s preferred for-
mat. SurveyPro will accept any unambiguous response in the same
month/day/year or hour/minute/second order as the scale structure.

The underlying structure of a pattern is one of the three Written Answer
formats (short, short multiple, long unique). SurveyPro’s strictness on the
entry (allowing spaces, etc.) depends on the definition of the pattern.
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Type in the response, up to 200 characters (the prompt line will let you
know how much space you've used). If it is a multiple answer scale, use a
semicolon “;” to separate distinct responses such as “cat; dog.” The
Answer list will display up to 64,000 unique responses, which you can
select by clicking. Short countable written answers are always one line, so

Enter will drop you to the next field.

Long/unique answers may be up to 10,000 characters, and as with short

written answers the prompt line will keep track of your capacity. Normally
long written answers allow multiple paragraphs, but they can also be set

to Single Line for shorter unique answers such as names.

So what is data cleaning, why do you need to do it, and why doesn't
SurveyPro do it automatically?

Data cleaning exists because usually we're happy if respondents complete
the survey—reading the instructions is icing on the cake.

When you receive forms with dates in the wrong format, rankings that go
“1,2,2,4,5,” or “Wash” when you're using 2 letter state abbreviations,
you’ll need to do some data cleaning. Because it is a normal part of the
survey process, SurveyPro includes a suite of tools both for minimizing
and performing data cleaning.

Questionnaire Definition

Publish

The place to start is with a well-designed survey.

Make sure your scales have the proper structure for single/multiple
answer checkboxes, date scales, etc. Questions should include clear
instructions about how you'd like respondents to answer. Make sure skips
and branching are explicit for paper forms, and properly constructed for
DirectCollect and NetCollect.

If you are conducting the survey with a DirectCollect or NetCollect form,
most potential problems can be caught while the respondent is complet-
ing the form. Do make sure the answer formatting tests are enabled in the
Publish dialog and properly tested, though. Also, while your instructions
may not need to be quite as detailed as for paper forms, you still need to
tell respondents what you want so they're not frustrated by unnecessary
error messages.
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Import

Every SurveyPro import has the option of cleaning the data. This includes
whether you'd like to enforce pattern scales (such as telephone numbers),
required answers, and passwords. Responses which do not match a set
format, such as a date or number scale, are brought up for manual correc-
tion. This cleaning pass is usually the fastest way to correct entries, so
even if you're in a hurry to see your results, we strongly recommend tak-
ing a couple minutes to perform the scan during import.

Answer Entry

Both SurveyPro and KeyCollect data entry screens will pick up your ques-
tionnaire structure and enforce the entry rules as new forms are entered.

For existing forms, there are several tools available:

» Tools, Data Cleaning performs a scan similar to the one in Import. It
can also apply a password to paper survey data. See page 126.

* Form, Find commands bring up navigation palettes which list all the
forms matching your criteria. Click on a form number to jump to it for
editing. A marker * will be placed next to forms which have been
changed. See also Form Select Filters on page 212.

» Database, Answer Replace takes answers in one question and
replaces them with another. This is a great time saver for consistently
coding Other blank responses and short written answers. See page
130.

» Database, Mass Replace is a super-set of the Answer Replace
function. The rule for selecting the forms whose value you want to
replace can be far more complex than in Answer Replace’s. See page
129.

» Database, Mass Delete clears forms from the database based on a
form range, or filter, or for all forms. See page 128.

Analysis

If for some reason you want to exclude forms from your analysis, use a
Form Select Filter (see page 212). This can be done quickly for an entire
document with Report On (see page 238). Rescales (see page 216) may
also be used to group similar responses, though coding them consistently
in the database is usually a better approach.
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Postcoding

Postcoding is modifying a questionnaire and/or data after collection to
optimize it for analysis. Many of the common applications, such as Zip
code grouping and product name tabulations, are handled through

SurveyPro’s data cleaning (see page 123), and rescales (see page 216).

Postcoding can also be used to add questions to the survey which allow
you to enhance the respondent data. Two examples are:

Coding comments

A wonderful way to work with open-ended responses is to pair them up
with a multiple-answer short countable written scale. By adding this field
to the questionnaire after printing or publishing, you can keep the verba-
tims intact while encoding them about subject, attitude, or any other fac-
tor.

If you are encoding answers on several dimensions, such as product name
and attitude, you may want to add a question for each aspect. Or, if you
use a multiple answer written scale you can include several attributes in
one, such as “Negative; Products; Services.”

During analysis, you can use the short written scales in Form Select Fil-
ters (see page 212) to extract sub-groups of respondents, or even to cross-
tab the written answers themselves (see page 211).

Merging information

When respondents are identified with a unique customer or employee ID,
you can merge information from other sources with your survey data for
common analysis. For a customer survey, rather than asking respondents
to provide purchase history (since this type of question is hard work for
them and produces inaccurate responses), simply ask for their customer
ID. Then add questions to the survey that can receive the additional infor-
mation, and merge in the information from your invoicing system using
their ID as a key (see page 151).
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Data Cleaning Dialog

Screens column

Must Answer Question

Accessed from the Tools menu.

This dialog is very similar to the ones during import, and allows you to
manage your database after collection.

The options in the lower half of the dialog depend on the structure of the
selected question or grid, so if you don't see an option you need, check
your scale definition. Questions which don't have a screen indicated in the
first column will be ignored when you click Apply and Clean. Must
Answer is the only one which applies to all question types—the other con-
trols are covered further down this page.

Data Cleaning
Screens Guestion or Grid Column Its Scale ad
@34 Ride ferry as Ferry drivehnalk
Q35; Proposed ferry tax Tax increase
@35: Cther Blank Text
Q36; Comments Mon-repesting or Long Memo Writter
Q37 Mame Short Courtable Written -- Single ans
Test ESS: E-mail address | E-mail Addrezzes
ooy
£ >
Migc Question Properties Apply Scale Input Filkers
™ Must Answer Question (+ Test { Ewpand Pattern ( Accept Al
Pazsword Question
+ Mo " OnFized¥alue © OnFile of Yalues
Apply and Clean ak. | Cancel |

The first column lists the “test” which will be performed on the data, such
as a password screen or pattern check for an ID.

Must answers are the only universal settings, and are absolute, so they
should generally only be used when the form is invalid without an answer.
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Cleaning Navigator

Once you click Apply and Clean, this navigation palette will pop up:

———
Cleaning Mavi...

(3 Office

Form answer is required
for thiz question

Farms:

Setup... 3

Refresh :
Cloze

To jump to a matching record, just click on a form number in the list. Click
Setup to bring the main dialog back, and Refresh to update the form list
after you make edits.

Checkbox and Rating Scales

For multiple answer checkbox scales, you can specify a minimum or max-
imum number of boxes which can be selected:

Boxes Checked -- Minimum: | Mone | Maximiurn:

Written Answer and Pattern Scales

For each import there can be only one password field, whether it's a single
value or file.

Password Question
" Mo { OnFixed¥alue * OnFileofYalues v Skip record one I lgnore password on impart

|c:'\M_I,J SurvepshCustomen| D C5V J Type: |ESV 3 j

In addition, pattern scales can be enforced or loosened to allow data
through.

Apply Scale Input Filkers
+ Test ©° ExpandPattern © Accept &l
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Accessed from the Database menu in Answer Entry.

Individual forms can be deleted one by one, but if you want to clear out a
block of forms Mass Delete is the tool to use. You'll find Mass Delete
inside Answer Entry, under the Database menu. This is a permanent
operation, so we recommend creating a backup before beginning.

Mass Delete

Far these forms
(+ Al 709 Forms in D atabase

" Fram Farm to inclusive
" Selected by the filter:
===

" oid forms

Feminder: Did you back up thiz file?

QK | Cancel | Help |

Select among these options for a range of forms or the entire database.
Remember that you can perform analysis on a subset of the data without
deleting records.

Regardless of whether you choose Delete or Void, the data will be gone.
The only difference is that Void leaves a placeholder so the form numbers
after the deleted forms remain the same as before the Mass Delete.

When you click OK, you'll be prompted with a confirming dialog. You can
either delete the forms one-by-one, keep them, delete all at once, or can-
cel the operation.

Confirming Deletion

Form 1 [Created by MC Data.csv Mow 29, 04 00:00) has been selected
to be permanently deleted.

Keep Form

Or the 709 selected forms remaining, including this one, can be deleted

all at once. Delete &l

Cancel Help
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Accessed from the Database menu in Answer Entry.

Mass Replace changes the answer to a question in forms which match
your selection criteria, whether it's for the entire database or a complex
filter. However, if all you want to do is a simple replacement of one answer
for another, you can use Answer Replace on page 130. This is a perma-
nent operation, so we recommend creating a backup before
beginning.

Mass Replace

Far these forms
™ Al 709 Forms in D atabase

" Fram Farm to inclusive

+ Selected by the filter:

|F‘I: Route Mame Fix j@%@
Feplacing
Set Question: |Q12: Fermy route j

To dnzwer |Vash0ri

Feminder: Did pou back up this file?

QK | Cancel | Help |

The criteria you use to select the forms can be completely unrelated to
the question whose answer(s) you're replacing.

Select a question you want to update, and the value you'd like to set. For
the answer, type it just like you would in Answer Entry, such as the box
number for a checkbox value.

When you click OK, you'll be prompted with a confirming dialog. You can
either update the forms one-by-one, update all at once, or cancel the
operation.

Confirming Replacement

Form 101 [Created by NC Data.csv Jun 15, 04 00:00) has been selected
to have its answer replaced.

Skip Form
Or the 36 selected forms remaining, including this one, can be updated
all at once. Set Al

Cancel Help
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Answer Replace

0#: Name

Select Answer(s)

Change to this answer

Chapter 10 - Entering and Editing Data

January 15, 2007

Accessed from the Database menu in Answer Entry.

Answer Replace literally replaces one answer with another within the
same question. Mass Replace can also do this, but takes a little longer
since it's geared for more complex replacements (see page 129).

The most common application is consistently coding short written
answers for tabulation, such as replacing instances of “Wash” with “WA.”
However, it can be applied to any scale type, not just text. You can also
replace just one answer within a multiple answer checkbox or written
scale.

To replace answers, just select the question in Answer Entry mode, then
select Answer Replace from the Database menu. You'll be provided with a
list of all current responses, and can use Ctrl+Click or Shift+Click to
select multiple answers to replace. The value you use to replace can be
either from the drop-down list or click Type Answer to add a free-form
response.

After clicking OK, you'll see a confirmation dialog and then a message
indicating the number of replacements.

-

Replace Answers

(11 [Other]: Commute via

Select Anzwer(z] to thiz question to be replaced in all forms:

Bicycle
Eike

wialk

walk downstairs to home office
' alk from terminal

Wwalking

[no answer]

Change to this answer:

|Bic:_l,lc:|e j
To Type Anzwer Iv Update all Answer Reference lists after

QK | Cancel | Help |

The question whose answers you're replacing. If it's not the right question,
click Cancel, select the right field, and try again.

List of all current responses to the question. To access Other blank text
entries, you have to select the Other blank itself, not the block of check-
boxes.

List of current responses from which you can select a replacement
answer. For type-in scales (written answers, dates, etc.) you can click Type
Answer to add a new response.
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Type Answer Toggles the drop-down list to a type-in field and back. Only appears for
written, date, number and pattern scales.

Update all Answer Updates the answer list for the current question when you finish the

Reference lists after replacements. Generally you will only want to disable this if you are doing

repeated replacements on the same question in a very large database.

Questionnaire for New Forms

Accessed from the Edit menu in Answer Entry.

When a project contains multiple questionnaire versions, SurveyPro
needs to know which document to use when entering new forms. This
dialog allows you to select the questionnaire for entry, and will not affect
your ability to view or edit any existing forms.

To select other survey for data entry, you can choose this option again
from the Edit menu (or exit and reenter Answer Entry).

Questionnaire for Mew Forms

Select the questionnaire to uze for new forms

1: Long version-w'eb
5 Fery Survey--Scannable
7. Fery Survey-FKiosgk verzion

Applies to Form
The zelection above will apply to the next new form

Cancel Help
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Chapter 1l
TUTORIAL Working in Answer Entry

While not everyone needs to enter new forms, searching and editing the
database is an almost universal task.

In this tutorial you’ll learn how to:

Enter new forms in the database

Set entry preferences for faster input
Replace answers on multiple forms at once
Find forms based on a Form Select Filter

Tutorial Notes

General You can save your file and take a break any time you’re in the
main document screen.

Tutorial Files  Are in your SurveyPro Samples folder, by default under:
C:\Program Files\Apian Software\SurveyPro 40\

1. Start SurveyPro, login, and if the window isn’t filling the screen, maximize it.

2. File, Open Data Entry Tutorial.SP4 and save as
YourName Data Entry Tutorial.SP4 when prompted.

3. TheFile History dialog gives you a brief overview of the project’s contents.
Click Close.

Entering forms with the mouse

This is a fairly typical project, with a rating grid, multiple answer check-
box, long comment, short tabulated written answer, and a date. First let’s
enter a couple forms, so you get the idea of how editing the different scale
types work.

1. Select Answer Entry from the Database menu, or click the toolbar button £ .
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The screen changed dramatically when you switched into Answer Entry,
because this area of SurveyPro is optimized for data collection instead of
document editing.

& SurveyPro - [Apian Data Entry Tutorial.SP4:5] E]@

File Edit Wiew Form Database Tools Help

ﬂ Mew Form 533 ﬂ had
Jump to Form =
One checkbaox number:
Answers:
14ery Impartant
5. May we have a moment?
3
4-Unimportant
Thank vouo for visitihg Hotel Ombreuxt
I you have 2 morment, wonld you please share your expenence and interests with us so
we may belter serve you In the future?
ey
Impaortant Unimp artant Excellent Poaor
FrontDesk ............... oo o o o aQ
Hotel Room .............. u] a a =] o o o aQ
Dining Room .. ........... [m] a a a o o o aQ
Room Senice. . ........... [m] a a a o o o aQ
Concierge . ............... a a a a o o o o
Commerts?
WMhenyou travel, what are vour favorite hotel amenities? Pleas e mark up to 3: ]
T3, Q1, Form created Jan 20, 07 08:20 by a, ID hcn4-3jc5-5nn MM

On the right is an image of your questionnaire, with the first field selected
for entry.

The status bar at the bottom of the screen indicates the current field,
when the form is being added and by whom, and the unique ID this form
will have (Form numbers can change if records are deleted).

On the left are three sections: a simple navigation panel around “New
form 533,” a type-in area for responses just below, and a list of possible or
existing answers to the current question.

Data entry can be done by either keyboard or mouse—let’s try the mouse
first. With the mouse, you can select an answer from the list with one
click, or double click to select and jump to the next question.

2. Double-click on answers in the list on the left until all ten rating grid
questions have responses.
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Note that the highlight jumped between separate small fields in the scale
columns. If you ever want to select and edit a grid response, you need to
click on the scale instead of the question text.

3. When your highlight has landed on the Comments question, click in the type-
in box at the upper-left and enter an answer—anything you’d like, including
paragraph breaks.

One or more text lines [1%]:

Hotel wasz great except for the
noisy kidz next door,

Fleaze get better inzulation.

There are three things to note while in this question. First, the line of text
above the type-in box says “One or more text lines,” letting you know that
this is a long written answer. Second, the percentage next to that prompt
is an indicator which will track how many of the 10,000 possible charac-
ters you've used up. Third, the Answer Reference List below the type-in
box is grayed, because these responses are assumed to be unique.

4. Enterwill just add another paragraph break for this type of question, so press
Tab to move forward.

This is a multiple-answer checkbox scale, as you can tell from the prompt
“One or more box numbers.” With a mouse, you treat this like standard
Windows multiple-select lists.

5. Clickinone of the answers in the list, then Ctrl+click on additional responses.
You can also use Shift+click to select sequential items.

6. Make sure one of the boxes you select is 6-0ther.
7. PressTab to move to the next field.

8. That question had an answer test, so SurveyPro may have popped up an error
message. If it did, click Correct, reduce the number of boxes selected to
three or fewer, and click Tab.

Because you selected the Other box, your highlight is now on the Other
blank for a text entry—otherwise SurveyPro would have skipped ahead to
the next question. The Answer Reference List is filled up with the existing
answers in case you're trying to code responses for tabulation.

9. Double-click on any of the items in the Answer list.

10. Double-click on an answer for the trip purpose question.
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Now for the date. While SurveyPro will list up to 64,000 unique dates in
the Answer list, sometimes you need the one that’s missing. Above the
type-in box, you’ll see the prompt is letting you know the entries should
be like Apr 30, 2007, but SurveyPro is actually a bit more flexible on what
it will accept.

11. Click in the entry box, type 31 8 07 and press Tab.

Answer Entry Mismatch

® Cannat uze

"3 807

because answer iz not usable for this question

lgnare

12. Click Correct on the error message.
13. This time, try typing 8 31 07 and pressing Tab.

Now SurveyPro takes the value, because even though it wasn’t a very
descriptive entry, it does match the Month-Day-Year order of the scale.
SurveyPro will take other formats as well, such as “F/28/07” for February
28th, but not “A 28 2007” because “A” could apply to either April or
August. Whenever it accepts an entry, SurveyPro reformats it to match
the scale style.

14. Your highlight should now be on the State question, and the Answer list
populated with entries. Double-click on one of the existing answers.

15. The form is complete, so click the Forward button | at the top-left of the
screen or F10 to move ahead.

You probably noticed the little “saving” message as you advanced.
SurveyPro saves each form as you leave it, whether it’s an addition or edit.
The saves are to a working data file to save time, and when you leave
Answer Entry, SurveyPro confirms that you want to merge the changes
with your SP4 file.

Changing data entry preferences

If you're a keyboard enthusiast, you'll find SurveyPro’s data entry very
fast. Many of the commands can also be made on a 10-key pad.

1. First, go to the Tools menu and select Options.

2. Inthe middle of the dialog is an Answer Entry panel—turn on Do not require
Enter key on single-digits.
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3. Click OK.

This will speed things up quite a bit, since for each of those rating items in
the grid you’ll just have to type one character, with no Tab or Enter
required to advance fields.

Entering forms with the keyboard

1. Clickinthe entry box in the upper-left.

2. Usingyour regular or numeric keypad, type a value from 1-4 for each of the
grid items.

3. Youknow how the comments work, so just press Tab or Enter to skip over it.

4. Like dates, multiple answers may be entered in several formats. Type
1.3-4
and note the highlight added to the Answer list with each new number.

5. Press Enter to advance.

Data cleaning text answers

Any time you need to change an answer in the database, you just go to the
form, click on or Tab to the question, and change it. Or, if you need to
change several items, you use one of the tools we’re covering next.

1. PressF9orusethe back button <] to skim through a few forms. Note that the
responses change on the form each time you move.

Cleaning data by going form-by-form would take forever so let’s give it a
try with some tools for finding and replacing answers.

2. Click onthe Home State question at the end of the survey.

In the Answer list you’ll see that most of the data is 2-character abbrevia-
tions, but a few exceptions could be problems for analysis—especially
since Washington is listed three ways and would therefore tabulate as
three items.

3. Under the Database menu, select Answer Replace.
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Replace Answers

015: Home State

Select Anzwer(z] to thiz question to be replaced in all forms:

AL Ll
fovd

EC

Ca

co

Ga

IL

kS w

Change to this answer:

AL [~
To Type Anzwer Iv Update all Answer Reference lists after

Cancel | Help |

At the start, both the tall scrolling list and the drop-down list below it con-
tain the same answers. The assumption is that you're trying to consis-
tently code written answers, consolidating similar entries.

4. Scroll the top list until you reach the end. Click on Wash, then Ctrl+click on
Washington.

5. From the lower drop-down list, select WA.

6. Click OK, Yes at the confirmation dialog, and OK to close the report about the
number of forms updated.

7. Once again, go to the Database menu and select Answer Replace.
8. This time, select New York in the upper list.

9. Since NY is notin the database yet, click the To Type Answer button at the
bottom of the dialog.

10. Type NY in the entry blank that just appeared.

11. Click OK, Yes at the confirmation dialog, and OK to close the report about
updating 1 form.

The same dialog can be used to consolidate the similar entries in the
Amenities question’s Other blank.

Another tool for replacing answers is Mass Replace, also under the Data-
base menu. While Answer Replace is limited to replacing values within
one question, Mass Replace can use a variety of criteria to set answers.
For example, if a batch of data wasn’t marked with a location code, you
could create a Form Select Filter on a range of data entry dates and
change the location for all forms matching the filter. In general, if you
need a replacement that Answer Replace can’t handle, use Mass Replace.
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Finding forms for data cleaning

Under the Form menu are three “Find” functions Each one has a specific
application, and the one we’re going to use here is Find Form Select.

1. Pull down the Form menu and click Find Form Select.
2. There are no filters defined, so click the Insert button g] to add one.

Form Selects can be typed manually, but usually they’re built in the dialog
by selecting a question, relationship, and values.

3. Inthe upper-left corner, type the filter Name Other responses.

4. From the Pick a Question or Form Property drop-down list at the upper-right,
select Q12: Amenities.

5. Click the = Equal radio button below.
6. From the list of answers, select Other.

7. Click the button labeled Insert on the left side of the dialog to transfer the
filter to text.

Form Selects (Filters)
Inserting a news rule at #1. Pick a Question or Form Property:
Name: | 012 Amenities j
|Da:e. Rescale [optional):
ther responses |
MHone - E
Selectionhiile) 4 Feltd Fick a Relationship:
ui2=8 + =Equal " » Greater Than ¢ < Less Than
" <> MNotEqual © »=GreaterEqual © <= Less-Equa
" ==Equal Only

Pick Walues to be =:

Airport limousgine
SpasSalon
Swimming pool
Exercize facilities
Childcare
Other

0 Ahswer

Test Rule Mﬂ Ingert

S A L0 o

Sample Weights...
Ok | Qancel| Help |

8. Click Test Rule to find approximately 35 forms (depending on your entries),
and click OK.

Now the palette is filled with a list of forms matching your Form Select.
You may not have noticed, but some of the forms which had the Other
box marked but no text in the entry blank.

9. Click onthe Other blank to select it—that way you can see its responses in the
Answer list as we search.
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10. Click on the form numbers in the navigation palette until you find a form with
no Other text.

11. When you get to a matching form, click on the multiple answer checkbox
scale.

12. Ctrl+click on 6-Other in the Answer list to turn it off.

13. Click another form number in the navigation palette list.

e ——
Selection Mavi...

Faorm Select:

F1: Other rezponze «
Blgs

Farms: |2 ~

Refresh :
Cloze | |74

Note that the form number of the record you edited is now marked with
an asterisk “*” to indicate it was edited. To save time (especially on large
files), SurveyPro doesn’t update the Answer list with every edit, so even
though the form you changed no longer matches the rule, it’s still in the
list.

14. Click the Refresh button on the navigation palette, and see the form number
disappear.

While there’s a great deal more to data cleaning, those are the essentials
of adding, updating, and finding forms. See also SurveyPro’s Database on
page 110 and Data Cleaning on page 123.

Finishing your session

Generally you’ll return to the main document editing screens after a data
entry session:

1. Close the navigation palette.

2. From the File menu, Quit Answer Entry.

Quit Answer Entry

9P

\‘_./ Do you wank o merge this Answer Entry session into the main Database for this survey project file?
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Most of the time you’ll click Yes on this dialog, merging you data entry
session into your main SP4 project file. On very rare occasion, such as an
“Oops” during data cleaning, you’ll discard the session with No.

3. ClickYes to save your changes, then Exit SurveyPro.
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Import/Export Fundamentals

If you have not already done so, you may want to read Database Funda-
mentals on page 111 to acquaint yourself with some of the terms.

SurveyPro can import and export a variety of data formats. Some formats
are fairly sophisticated, containing information such as the field structure
(date, number, text), while others contain only the basic data. While data
files with more information minimize the transfer time and potential
errors, they're not always compatible with the applications or operating
systems you're using.

More Structure
SurveyPro family files
Survey Tag Language

MS Access or ODBC
Comma/Tab Delimited or Fixed ASCII
Less Detail

SurveyPro family files

When you're moving data among SurveyPro and the Collect programes,
your best choice is one of these formats.

DirectCollect SDD

For exchanges with DirectCollect, both for empty Import on page 146
templates and for files with completed responses. To
create a DirectCollect file with data, use Publish.

KeyCollect SDE Primarily for importing from KeyCollect or filling Import on page 146
KeyCollect files with data for additional entry or editing,  Export on page 160
but can also be used to exchange data between SurveyPro
project files. To create a KeyCollect file with data, use
Publish.

NetCollect SDH Format saved to your Web server by the NetCollect scripts. Import on page 146

In addition to the responses, the file includes a date/time
stamp, page number, form 1D, and Q numbers.

Survey Pro 2.0 SVA

SurveyPro 4.0 will open a 2.0 SVA file and save to a SP4, Import on page 146
converting elements such as written answer scales and File Open on page 3
grids. If you need to exchange files with someone on an

older version of SurveyPro, export to Survey Tag Language

2.0 (STL).
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SurveyPro 3.0 SP3 You can open a 3.0 SP3 file and save to a SP4 with very Import on page 146
little impact to the documents. If you need to exchange  File Open
files with someone on an older version of SurveyPro, export
to Survey Tag Language 3.0 (ST3).

SurveyPro 4.0 SP4 The best format for combining entire SurveyPro databases Import on page 146
(to merge only part of a database, export to KeyCollect File Open
SDE, then import into SurveyPro).

Survey Tag Language files

Survey Tag Language files can be opened to create a new project file, as
well as used to exchange data among Apian's products and our partners’.

Version 2.0 STL STL files are compatible with SurveyPro 2.0, so you can Import on page 146
export a SurveyPro 4.0 project to STL, and users with older Export on page 160
versions can open it. File Open

Version 3.0 ST3 A more detailed file format, including specifications for ~ Import on page 146

the new scale types introduced in SurveyPro 3.0, this is the Export on page 160
better approach for users. Can also be used by SurveyPro  File Open

4.0 to create templates by exporting a file with no data

but all the file’s scales or exchange files with SurveyPro 3.0

users.

MS Access and ODBC

For many users, these will be the primary tools for transferring data
between SurveyPro and other applications.

Microsoft Access .MDB Compatible with a wide range of applications, and Import on page 148
includes field information. Export creates a MDB file from Export on page 163
scratch.

SQL Allows you to exchange data with enterprise databases.  Import on page 148

Export on page 165
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ASCIl Data
We're down to the workhorses of data transfer, used for the vast majority
of imports and exports because they are the least common denominator.
ASCII formats are not only compatible with a wide range of applications,
but are also cross-platform.
Delimited csv Comma and tab delimited ASCII are structurally the same— Import on page 147
T the only difference is whether a comma or a tab is used to Export on page 162
TAB separate the fields. Delimited ASCIl is the best choice for

files with text fields, and also makes it easier to match up
fields when importing into the final application.

Import Dialog

Steps for any import

Import can be used to add entire new forms to the database, or to merge
information from a data file into the existing database. The second tech-
nique is called “keyed” import in SurveyPro, as it requires a common key
field in both the existing data and the import file to match them together.
Keyed import is most often used for merging together data files from
multi-page NetCollect surveys, or adding information from a customer or
other company database to the survey data.

The two most common sources of import problems are:

» Editing the questionnaire after documents have been printed or
published. If the Q numbers and/or scale structures have been
changed, it becomes difficult or impossible for SurveyPro to
automatically match up fields.

» Exporting data from a third-party application without checking
SurveyPro’s data file preferences.

Both of these can cause a number of time-consuming problems, and both
are easily avoided. We recommend always testing the entire survey pro-
cess—from the content of the questionnaire to collecting the data to pro-
ducing test figures—before launching your study.

Regardless of the type of file you are importing, you will go through these
steps:

1. Selectafile type

2. Selectafile name and location
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3. Choose a previously created import map, and/or specify details of the file
format and forms to be included

4. Match the import file's fields to questions
5. Set key controls to merge import data into the current forms (optional)

6. Clean for passwords, duplicates, coding open-ended responses, etc.
(optional)

7. Type a name for the export map you've just created (optional)

Field names If the data file includes field names, you can use them to automatically
match up the data file’s fields to SurveyPro’s questions. SurveyPro
includes default matchups, or you can define custom sets (see page 170).

Data values The compatible file formats are listed on page 142. Ideally, checkbox and
rating data should be coded with the numeric value, not the plain text
label, though the Scale Value Matchup dialog can take care of mis-
matches. For written answers, SurveyPro can take any ANSII characters,
and will safely import and export double-byte languages (Chinese, Arabic,
etc.), though characters will not be legible within SurveyPro.

Import maps For each import file type (ASCII, MDB, etc.) SurveyPro will store a set of
import maps which remember all your file format, field matchup, key and
data cleaning settings. Saving your settings can streamline any repeated
imports.

Log files At the end of every import you will see a log file with detailed information
about the file source, forms added, mismatches, and other aspects of the
import. If SurveyPro encountered any difficulties, this is where they will
be reported. Logs are also stored in the Tools menu, File History dialog
for later reference.

Importing Data on page 172 provides a detailed walk-through of the
import process, from matching up your fields to questions, to key settings,
to data cleaning tools. While the Collect programs automate many of
these settings, if SurveyPro encounters a problem you will need to use the
standard dialogs.
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General Tab for SurveyPro Family Files

This includes SurveyPro project (SP4, SP3), Survey Tag Language (ST3,
STL), KeyCollect data (SDE), NetCollect data (SDH) and DirectCollect
data (SDD) files.

You can merge information from different SurveyPro files using the SP4
import. Or, if you only want to import a few forms from a SurveyPro file,
export first to the Survey Tag Language (ST3), then import that file.

Whenever you're importing a SurveyPro family file, the software will look
at the questions and scales and attempt to match up all the fields. Pay spe-
cial attention to the notice at the top of this first screen as it will tell you
whether the files are a match or if you need to check the Field Matchup
tab (see page 149).

SurveyPro Database Import
General l Field Matchup] Key ] [rata Cleaning
Import File: C:5\ky Surveps\Commuter 2006, :p3
Import has 709 records. Field match found there were INCOMSISTEMCIES between the import and the open
project - please CHECK, FIELDS carefully!
Test Import
Select Import Map
Settings
M ame: |2DDB Scannable Data
Questionnaire ko et as form default; |05 Fery Survey-Scannable j
ok | Oose | Hen |
Notice Before you see this dialog, SurveyPro has already scanned your file selec-

tion for possible problems. Be sure to check this panel for any warnings.

Import Map If the import may be repeated, it's helpful to save the settings as a named
map. Maps are specific to a file type, and include settings in all four tabs.

Questionnaire to set as If your file contains multiple questionnaires, you’ll need to tell SurveyPro
form default which version you want to use for the new forms.
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General Tab for Comma/Tab Delimited ASCII

The controls for comma and tab delimited ASCII are identical, so both are
documented here. For the pros and cons of delimited ASCII see
Import/Export Fundamentals on page 142.

If you don't have any Import Maps saved, you'll go through the four dialog
tabs as a wizard. Only the General and Field Matchup screens are
required to import data—the others serve specialized needs for merging
pieces of records and cleaning respondent data. As with all SurveyPro
tabbed dialogs, it's best to make your settings in the General tab first since
they can affect the remaining tabs.

Comma Delimited ASCII Import

General | Field Matchup] Key ] [Drata Cleaning

Import File: C:4\ky SurvepsiCustomer Mames. cav
Found 8 fields and 353 records.

Test Import
Select Import Map
| Contact Information jJ
Settings
M ame: |E0ntact Information
Questionnaire to set as form default: |D1: Guestionnaire j

First record: |5 nommal data @ s

Multiple-anzwer checkboxes are:
+ Combinedinonefield Separate sequential import fields ¢ Mon-sequential separate figlds

ok | Oose | Hen |

Notice

Import Map

Questionnaire to set as
form default

First record

Multiple-answer
checkboxes are

Before you see this dialog, SurveyPro has already scanned your file selec-
tion for possible problems (such as irregular record lengths or field
counts). Be sure to check this panel for any warnings.

If the import may be repeated, it's helpful to save the settings as a named
map. Maps are specific to a file type, and include settings in all four tabs.

If your file contains multiple questionnaires, you’ll need to tell SurveyPro
which version you want to use for the new forms.

The first record of ASCII data files often includes field names instead of
labels. If so, tell SurveyPro here.

There is no database standard for multiple answer scales, so the two for-
mats are as a single field separated by semicolons “2;4;5”, or as a set of
yes/no or on/off fields “0,1,0,1,1”.
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General Tab for Access MDB and SQL Databases

Import allows you to select a table within your MDB file or SQL database
and bring it into SurveyPro. You can add the information from additional

tables by keying on a unique value.

SOL Database Import
General | Field Matchup] Key ] [rata Cleaning
D atabase Provider="Microsoft.Jet OLEDB. 4.0'.D ata Source=1:4Customer D atabase\Customers.mdb';U ser
|D="admin’
iz not connected for import
Use the [Connect SGL] button, or select a different import map first and then connect it.
Connect SOL | Test Import |
Select Import Map
|E0ntact Details j [& Q=] @
Settings
M ame: |E0ntact D etails
Questionnaire to set as form default: |D1: Guestionnaire j
Multiple-anzwer checkboxes are:
+ Combinedinonefield Separate sequential import fields ¢ Mon-sequential separate figlds
ok | Oose | Hen |

Notice

Connect SQL

Import Map

Questionnaire to set as
form default

Multiple-answer
checkboxes are

Before you see this dialog, SurveyPro has already scanned your file selec-
tion for possible problems (such as irregular record lengths or field
counts). Be sure to check this panel for any warnings.

Click the Connect SQL button to connect to create a new import connec-
tion. Or, to use a previously defined setup, select an import map and then
click this button to connect. See page 169.

If the import may be repeated, it's helpful to save the settings as a named
map. Maps are specific to a file type, and include settings in all four tabs.

If your file contains multiple questionnaires, you’ll need to tell SurveyPro
which version you want to use for the new forms.

There is no database standard for multiple answer scales, so the two for-
mats are as a single field separated by semicolons “2;4;5”, or as a set of
yes/no or on/off fields “0,1,0,1,1”.
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Depending on whether you're importing a SurveyPro file or a general file
format such as ASCII, this screen may be automatically filled in for you.

Unless SurveyPro finds a discrepancy between your open SP4 and the file
you are importing, you should not have to manually set field matchups.
For Collect files, if SurveyPro gives you a warning in the General screen it
often means the survey was edited after the Web, kiosk or KeyCollect data
collection began, which means you need to very carefully check the
match-ups. With SP4, SP3, and ST3 imports, it’s not uncommon to be
merging slightly different sources, so just be careful to check the match-
ups.

In the Field Matchup screen you're just linking the import file's fields to
the correct questions in the file. This is done manually by clicking in the
field column and typing the field number you see in the peek window at
the bottom of the screen. If your import file's field numbers (or a subset)
are in the same order as the SurveyPro questions, you can use the Fill
Next button to set field matchups after the first.

If the first record of your file contains field names (and you indicate it in
the General tab), there's an automatic approach you can take called the
Field Name Set. The sets already defined are for standard SurveyPro
question IDs, such as Q numbers and report labels. If your source file uses
a different set of labels, use the insert button next to the field name set to
add your own. Then, when you select a Field Name set which matches up
the import file's first record to your questions, SurveyPro automatically
fills in the first column matchups. See page 170.

Note: If the question names do not seem to match the questionnaire, it is
because their Report Labels need to be updated. See page 248.
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Comma Delimited ASCII Import
General  Field Matchup l Key ] Drata Eleaning]
Field | Field Hame | Question Its Scale | ad

29 | Street G128 Street Short Countable Wiitten -- Sin
3005 City Q29 City Short Countable Written -- Sin
3|6 State Q30; State States

32 | Zip Code @31 Zip Code US ZIP or Canada postal code:

33 Customer I @32 Customer ID Short Countable Wiitten -- Sin
34 | Last Purchase Date | Q133 Last Purchase Date Lazt Purchase Date

35 Form's Doc Form's Guestionnaire Mumber (key or [
Field Mame Set: |Questi0n Report Labels j l&|£§|§| | Fill Mext | Test Impart

Field 1: Customer 1D, 12784, 12812, 12845, 12857, 12968, 12936, 13024, 13052...
Field 2: Mame, Jane Doe, Joe Stone, Mancy Kennedy, Percival Knight, Gabriel ...

Field 3 E-mail address, Jane@domain. com, Joet@domain. com, N ancy@Edomain. com
Field 4: Address, 123 Oak Lane, 456 &lder Way, 123 Fir Street, 456 Pine Aven...

Field &: City, Portland, Seattle, Seattle, Seattle, Seattle, Portland, Seatt...

Field B: State, OR, Wit WA, Wit WA, OR WA WA WA WwWh, OR, DR, WA, W WA
Field 7: Zip, 97209, 98107, 95103, 98134, 98107, 97209, 98199, 98107, 98103

Field 8: Last Purchase, 12/5/2006, 8/26/2008, 9/15/2008, 1/2/2007, 6/2/2008

Type the field number which matches the question, or type the first in a
series and use the Fill Next button to enter the rest.

Questions and scales in the file. This is the master list, not just the con-
tents of a single questionnaire.

If your data files include field names in the first record (and you'll be
repeating the import), create a Field Name Set to automatically match
fields to questions.

Fill Next increments field matchups for quick setup when your import
file's fields are in the same order as the SurveyPro file’s questions.

If you're uncertain of your settings, the Test Import button is a quick
check to ensure everything is fine. It produces a report similar to the Log
you'll see on a completed import.

The lower half of the dialog shows the first few records of your data
source.
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Key Tab
By default, SurveyPro adds imported data as complete forms at the end of
your current database. However, you can also use a “keyed” import to
merge information from the import file into existing forms. Two common
applications are:
* Adding individual respondent information from another source, such
as from a customer contact database
* Coding data similar to a Rescale, such as adding city names based on
a Zip code
To do a keyed import, the first step is to select the question, such as a cus-
tomer’s e-mail address, which will be used to match imported records to
the existing data. Everything else on the screen is used to handle the
exceptions, such as having two forms containing the same e-mail in either
the imported file or existing SurveyPro data.
It's a bit confusing at first, but if you're ever unsure just set everything to
Error and try Test Import. This way SurveyPro will report any problems
before importing anything.
Comma Delimited ASCIl Import
General] Figld Matchup  Fey Drata Eleaning]
Select Key
" Add all import records as new forms Test Import
+ ey import records to open SurveyPro project file's Question:
|026: E-mail =]
Import File Rules
|f duplicated import key use " First Record + Last Record " Ermror
IF empty or invalid import key + Add Mew Form " Skip Record " Ermror
Open SurveyPro Project Rules
If impart key matches more than one form © Set All Forms {+ Errar
If o match found for import key &+ Add New Form " Skip Record " Enmor
Feplace an exizting answer + sze Import Always " Use Import if Mot Empty © Mo
ok | Oose | Hen |
Select Key For most imports, this defaults to “Add all import records as new forms.”

If you're importing a Collect file including the Form ID (FID), then it
defaults to keying on that value (to prevent duplicates) or adding new
forms if it doesn't find a match. When you switch this to Key import, you
can select one of the questions you're importing into as the shared link.
The key does not have to be a unique value in SurveyPro or the import
file.
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If the file which you are importing contains more than one record with the
same key, then would you like SurveyPro to use the first instance, last, or
stop and produce an error?

If the file you are importing has a form with nothing in the key field, would
you like a new form added, the form skipped, or an error?

In the SurveyPro file's existing forms, a key value is used in more than one
form. Would you like the import file's data merged with all instances or an
error?

One of the key values in the import file does not exist in the SurveyPro
database. Would you like a new form added, the import form skipped, or
an error?

Among the fields being imported, data may already exist in the SurveyPro
database. If so, would you like this replaced with the import file's data,
only replaced if it's not a blank field, or never replaced?

Form Unique ID Rules

If missing or invalid
imported 1D

If ID of added record is
already used

If import and open project
are different IDs

This last set of controls only appears in the fringe case of a Collect Form
ID (FID) being imported, but not being used as the key. Regular Key-
Collect, DirectCollect and NetCollect imports key off this automatically
generated but unique ID to prevent double imports of the same forms. If
you do encounter this condition, you may want to contact Technical Sup-
port, because many times we can find an easier way.

Form Unique ID Rules

I mizsing or invalid imported I " Create Mew Form (D " Skip Record {+ Emrar
IF1D of added record iz already used " Add with New Form 1D ¢ Skip Record + Enmror
I import and open project are different IDs  Use Imported [0 " Keeps Open Survey D+ Emor

If an individual record within the import file does not have a Form ID,
then you have an option of creating a new FID or having SurveyPro skip
the form.

This is a very unlikely case, so it's best to leave it on Error. If your SP4 file
contains Form IDs, and the import file contains Form IDs, and there's a
form where its FID is the same as an existing record in the SP4 but which
isn't the one to which it is merging, then you can add the record with a
new FID or skip it. If you do encounter this condition, you may want to e-
mail your files to Tech Support for assistance.

When you match up an SP4 and import record using your key question,
they should have the same Form ID or the SP4 record should be empty.
However, if they both have FIDs and they're different, you can select
which one to retain.
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Data Cleaning Tab

The Data Cleaning tools let you:
»  Specify Must Answer questions
*  Screen for passwords

» Enforce or loosen pattern checking on telephone numbers, zip codes,
etc.

* Map data within a field which doesn't match the checkbox labels
(such as a,b,c,d instead of 1,2,3,4)

»  Manually check all responses to a question for coding open-ended
answers

»  Correct responses which don't match your scale's format, such as
dates or numbers

While you can also use the data cleaning tools in Answer Entry (see page
123), that is generally reserved for consistently coding responses. The
import cleaning dialog is critical for correcting any answers which do not
match the scale format (dates, numbers, patterns) and therefore would
not import into the file.

You'll see the settings in the dialog change depending on the scale of the
selected question. Must Answer is the only one which applies to all ques-
tion types—the other controls are covered further down this page.

With Collect files, all of your Publish settings for passwords and other field
checking will be pre-loaded in this dialog.

Comma Delimited ASCII Import

General] Field Matchup] ey DataCleaning

Screens | Field | DQuestion or Grid Column Its Scale | ~
Key Test 3 GI26: E-mail E-mail Addresses
- Q27 Gender “our gender:
4 Q28 Street Short Courtable Written -- Single a
5 Q29 City Short Courtable Written -- Single a
B Q30; State States
Test,Corr 7 §231: Zip Code JUS ZIP or Canada postal codes
1 @32 Customer D Short Courtable Written -- Single 5 || 4

Sample of File Answers: |Field 7: Zip, 97203, 38107, 98103, 38133, 38107, 97209, 88139, 35107, 98103

Misc Question Properties Apply Scale Input Filkers
™ Must Answer Question (+ Test { Ewpand Pattern ( Accept Al

Pazsword Question
* Mo " OnFized¥alue © OnFile of Yalues

Manual Cleaning

" Mome O Review Al @ Mismatches Onlp 38t Comections Test Impart
ok | Oose | Hen |
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Screens Lists all the screens set for the question, including ones from answer tests
and passwords defined during your questionnaire design.

Field The import file's field which you will be cleaning. “--” indicates there is no
field being imported into a question.

Sample of Answers Shows the first few records in your import file for reference.

Must Answer Question Rejects the entire record if a response is not received to this question.

Test Import We strongly recommend testing your import, especially if you're new to

the process or working with complex settings. This button makes Survey-
Pro to scan your file, and brings up a report indicating any possible prob-
lems. See page 157.

Checkbox and Rating Scales

Multiple answer checkboxes For multiple answer checkbox scales, you can specify a minimum or max-
imum number of boxes which can be selected:

Bozes Checked -- Minimum: | Hone | b aximium:

Scale Value Mapping Map individual data values to the checkbox labels, such as a,b,c,d to
1,2,3,4. See page 171.

Scale Yalue Mapping

| State Abbreviations j@ﬂ%@

Written Answer and Pattern Scales

Single line When you’re using scale 3, Non-repeating or Long Memo Written Answer,
the data can contain paragraph breaks. Marking this box restricts the
import to a single line instead.

[ Single-ling Answers
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For each import there can be only one password field, whether it's a single
value or file. You can use a prepared PIN password file (see page 86) or
simply reference a particular column in a CSV file. If you're using the CSV,
you can ignore the first record, which is often field names. If for some rea-
son the password was defined elsewhere but you don’t want to enforce it
on import, mark the Ignore option.

Pazzword Question
" Ma  OnFixed¥alue * OnFileofYalues v Skip record one I Ignore passwaord on import

|c:\My SurveyshCustomern| Dz C5V J Type: |I:SV 3 j

For written answer, pattern, date and number data you can review the
answers on import. This can be for all of the answers, or just for ones
which fail to match the scale's format. Select your cleaning option, then
click Set Corrections to go through the responses for that question.

M anual Cleaning

™ Mone © ReviewAl & Mismatches Only  Set Comections

In addition, pattern scales can be enforced or loosened to allow data
through.

Apply Scale Input Filkers
* Test O ExpandPattern € Accept &l

Batch Import Dialog

Accessed from the Database menu while in the document editing mode.

Batch Import is used for importing multiple KeyCollect and DirectCollect
files at once. (For NetCollect, use the Get Latest Data command in the
Web Survey Setup dialog.) Batch Import automatically matches up import
forms and performs all the data cleaning tests from Publish.

When you select Batch Import, SurveyPro will ask you for the name of
one data file. If that file is not a perfect match with the current project, it
will redirect you to the regular import dialog (see page 144).

If the file is a perfect match, SurveyPro scans the directory for other com-
patible files (or in the case of multi-page NetCollect surveys, file sets), and
asks which files you would like to import. The import itself is completed
using the default settings for that file type, so if you have any concerns,
you should review the settings in a manual import first.
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Import file list
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As always, be sure you review your log files (see page 157) when finished.

The first dialog tells you it found sets, and asks if you'd like to proceed

with all files or just the ones it hasn't imported before. Since SurveyPro

scans all the files between the first and second dialog, selecting Batch

New Only can save time.

KeyCollect Batch Import

X

Found 4 mare files in C: My Surveysh
like Customers_Bellevue_2.

1 are in the File History az apparently imported before and 4 are new ones.

Hows would you like to import them?

Feminder: has thiz project been backed up?

BatchNewOrly | This File Oriy |

Cancel | Help |

Scans all the files found for compatibility problems. You will still have a
chance to review the files and un-select ones already imported.

Scans only the files it does not have a record of importing in the logs.

Switches from batch import mode into the standard dialogs.

When you reach the second dialog SurveyPro will indicate which sets

have been imported already, and gray out any sets with which it encoun-
tered problems.

KeyCollect Batch Import

X

Filez like C:\My SurvepshCustomers_Bellevue_2 sde

Im|)ort| Done |

Files

Last Written

WSS
alcimiSl

Customers_Sesttle_5

Customers_Sesttle &

Customers_Bellevue_1

Customers_Bellevue_2
Customers_Bellevue_3--open survey mismatch

Key on Unique Respondent |D

Clear &l

|<N0ne>

-

Jan 15,1 06:38:20
Jan 15,1 06:38:20
Jan 15,1 06:38:20
Jan 15,1 06:38:38
Jan 15,1 06:45:14

Set AlNot Imported | Setal |

|

CBiart Tmport | Cancel | Help |
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Files

Key on Unique Respondent
ID

Clear All/Set All Not
Imported/Set All
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Lists all file sets found, as well as any problems encountered. In this case,
the third file has been imported already, and the last is a mismatch with
the questionnaire so it cannot be imported as a batch (but can through
regular import).

If the project uses a unique password, the key will revert to that ques-
tion—otherwise it will revert to the form's unique ID.

Buttons for selecting file sets. Sets can also be manually selected or unse-
lected by clicking in the first column.

Import Log Files

Accessed from the Tools menu, File History dialog.

Import logs generally serve as a confirmation that the import was per-
formed and a record of which fields went where. Most of the complexity
in the example below is due to the keyed aspect, so if you're simply add-
ing forms your log will be quite a bit simpler. A complete description form
matchup table is below the annotated version.

To print a record of the log, just copy the contents to the clipboard, and
paste into Notepad or a word processor.

Logs are retained in the File History (under the Tools menu) until you
remove them. Note that removing logs also removes SurveyPro’s memory
of what it has already imported.

One of the most important elements to watch for is the mismatches. At
least one mismatch in each field usually means you forgot to indicate the
first record was field names on the General tab. Other mismatches, such
as the state below, can often be fixed in the Data Cleaning tab so the
response isn’t skipped.
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Log of Comma-Separated ASCIH Import Project file and
on file Gy Surveys\Custamer Mames. csv Jan 15, 2007 07:04  jmported file name
into Gy Surveys\Retail Survey.spd Jan 15, 2007 06:45

There was no password test. Data cleaning settings

Mo must answer guestions
Indexed imparted key Field 3 with open survey file's key Question 26 and found:

11 Import records matched into open survey file

Import Rule Exceptions: Keyed import settings
5 Import keys duplicated, use last record and results

0 Import keys empty or invalid

Open Survey Project File Exceptions:
0 Import records matched more than one open survey form
335 Import records not matched in open survey file, adds as new farm
Existing open survey answers will be replaced by import answers

IMPORT FIELD INTO MISMATCHES ) _
Import field number, the guestion
into which it was imported, and

2 Q25 [Text] Namg u the number of mismatches with

3 Q26 [Text] E-mail 0 record number

4 028 [Text] Street 0

5 029 [Text] City O

6 Q30 [Checkbox] State 1 mismatches (1st @ 190). Reason(s): Mot Usable

7 Q31 [Text] Zip Code 0

1 Q32 [Text] Customer 1D 0

8

Q33 [DateTime] Last Purchase Date 0O

Questionnaire document into

Added unknawn farms inta D1: Gluestionnaire which forms were added

Open survey project file had 88 forms before this import.
Import file had 352 records (field names in record 1)
Import added 335 new forms.

Number of forms
added to SurveyFPro

Table showing how

Table of import records disposition by target form number or reject reason: each import record
was matched or
1] 1 2 3 4 [ [ 7 3 g added into the

SurveyPro database

89 0l o2 93 55
10 96 B 93 9T 100 101 102 103 104 105

20 106 107 18 108 110 111 112 113 114 115
30 116 117 Quprep1is 118 120 121 122 123 14

In the keyed import above, only a few forms were matched to the data-
base, with the majority added as new records. Let’s look at the table at the
end which lists all the records in your import file. This takes a little prac-
tice to read at first. The columns 0-9 indicate the ones digit of record
numbers. The rows [blank] to end are the tens and hundreds of your
imported record numbers. The four circled records are 1, 3, 6, and 32:

* Record 1 is the field Names in the database
* Record 3 was added to the SurveyPro database as form number 90

* Records 6 and 32 were skipped in the import file because they had the
same Key values as records later in the file

Here’s the full set of codes which may occur based on your import Key
(see page 151) and Data Cleaning (see page 153) settings:
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Must

Record rejected as one or more responses did not meet Must
Answer requirement (s)

Pwd

Missing valid password

DupKey

Import file contained multiple instances of a key, and based on
your key settings (First/Last), this record was not the one used

NoKey

Record was missing a key, and your settings were Skip rather than
Add New

NoFind

SP3 file did not contain a matching key, and your settings were Skip
rather than Add New

DupUid

Import record contained a unique Form ID which already existed in
your project, and your settings were Skip rather than Create New

NoUid

Import record was missing a unique Form ID, and your key settings
were Skip rather than Add

Superscript next to the form number, indicates the record was
added with a new Form ID

Superscript next to the form number, indicates an existing Form ID
was replaced by the import record's Form ID

Names

Appears only for record 1, indicating it contained field names
instead of data

Void

Keyed import on form number, attempting to merge into a form
which has been voided (meaning the data is gone, and only a form
number placeholder is left)

Export Dialog

Accessed from the Database menu while in document editing mode.

Export is a very straightforward function in SurveyPro, with compatible
file formats listed on page 142.

For any export to a file (not SQL), you will specify the:

1. Filetype

2. Filename and location

3. Apreviously created export map, and/or details of the file format and forms
to be included:
SurveyPro ST3/STL/SDE on page 160
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Comma/Tab Delimited ASCII on page 162
MS Access MDB on page 163
SOL on page 165

4. Questions to export in the Field Selection Tab on page 164
5. If SQL, merge options for adding information to your database on page 167

6. Name for the export map you've just created (if you're going to repeat the
process)

At the end of every export you will see a log file with detailed information
about the file created, and forms and fields exported. This is an excellent
reference for matching the data file into the application which will be
using it. Logs are stored in the Tools menu, File History dialog for later
reference. See page 168.

General Tab for SurveyPro ST3, STL and SDE&

Accessed from the Database menu while in document editing mode.

The controls for Survey Tag Language 2.0 (STL) and 3.0 (ST3), as well as
KeyCollect SDE data files are identical, so all three are documented here.

A great way to make a template is to export an ST3 file with all scales and
no data, then you can open that in SurveyPro when you need to start a
new file.

If you use ST3 Export as a template when using Remark 5.1 for scanning,
it saves you the trouble of setting up a template in Remark question by
question.

See also the Field Selection Tab on page 164.
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STL 3.0 Export

General | Field Selection

Select Export Map
Select: |Sc:a|e Details j%@

Settings

Mame: |Scale Details

v Export all scales

Test Export

[rata Forms to Export

" AllForms * MoDataOut Form Select Filter:

QK | Cancel | Help |

Scale Export Map/Name All the settings in both the General and Field Selection tabs can be saved
as Export Maps. Maps are linked to the file type for future use. If you want
to save your settings as an Export Map, type a name for your reference.

Export all scales (ST3/STL  Exports all scales in the file, not just the ones used by the questions you're
only) exporting. This is very useful for creating templates.

Data Forms to Export Depending on the file type you will have an option of all forms, no forms,
or a sub-set determined by a Form Select Filter (see page 213).
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General Tab for Comma/Tab Delimited ASCII

Comma and tab delimited ASCII files are identical except for the delim-
iter, so both are documented here.

See also the Field Selection Tab on page 164.

Comma Delimited ASCII Export

General | Field Selection |

Select Export Map
Select: |Dpt-in MNames
Settings

Mame: |Dpt-in Mames
Iv First ASCI record gets figld names
Multiple-anzwer checkbowes are:  Separate export fields  ©* Combined in one field
Checkbox and ranking answers export as: % |ndex numbers from 1 € Label text
Put quates around answers:

Answer length limit:  Mone  © Truncate at length

[rata Forms to Export
" &llForms % Form Select Filter:

~ e gl

Iv One blank character in emphy witten answers

(" &g required for clarity (Al witten answers

F4: Opt-in

j@% Test Export

=]

Cancel | Help |

Scale Export Map/Name

First ASCII record gets field
names

One blank character in
empty written answers

Multiple-answer
checkboxes

Checkbox and ranking
answers

Put quotes around answers

Chapter 12 - Import and Export
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All the settings in both the General and Field Selection tabs can be saved
as Export Maps. Maps are linked to the file type for future use. If you want
to save your settings as an Export Map, type a name for your reference.

Adds the field names as the first record in the data file. If the importing
application supports this, including the names helps prevent mismatches.

Some applications prefer a placeholder, such as a single space, be added
to empty fields.

There is no standard data file format for multiple answer fields, so you can
export them as either a single field such as “,3;7;12,” or separate fields “, ,
1,,,.1,,,,,1,”. If you are uncertain what format your software prefers,
separate fields is generally the safer choice.

You can export either the checkbox number or the label used in Survey-
Pro. Note this is the automatic number, not a custom value you may have
added.

Within ASCII data files double quotes " indicate that the following text is
to be taken verbatim, and that special characters such as commas or line
breaks should be disregarded until the closing " is encountered. Although
some applications only enclose data in quotes when it contains one of

Export Dialog 162



Answer length limit

Data Forms to Export
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these special characters, we recommend doing so for all written fields.
Any quotes within a response will be doubled, becoming "".

Allows you to truncate the length of written answers.

Export all forms or a sub-set determined by a Form Select Filter (see page
213).

General Tab for Microsoft Access MDB

Accessed from the Database menu while in document editing mode.

Microsoft Access MDB files can be a great way to transfer data among
applications which support the format. This is also the most common
approach for interfacing with ODBC databases.

When SurveyPro exports data to MDB, it creates a new single-table data-
base with your responses.

See also the Field Selection Tab on page 164.

Access Database Export

General | Field Selection |

Select Export Map

Select: |Dpt-in Names j@@@

Settings

Mame: |Dpt-in Mames

Multiple-anzwer checkbowes are: (¢ Separate export fields © Combined in one field

Checkbox and ranking answers export as: % |ndex numbers from 1 € Label text

Answer length limit. © Naone & Truncate at length 1000 I¥ Truncate field names at 64

[rata Forms to Export

" AllForms (% Form Select Fiter: |F4: Optin j@% Test Export
QK | Cancel | Help |

Scale Export Map/Name

Multiple-answer
checkboxes

All the settings in both the General and Field Selection tabs can be saved
as Export Maps. Maps are linked to the file type for future use. If you want
to save your settings as an Export Map, type a name for your reference.

There is no standard data file format for multiple answer fields, so you can
export them as either a single field such as “,3;7;12,” or separate fields “, ,
1,,,.,1,,,,,1,”. If you are uncertain what format your software prefers,
separate fields is generally the safer choice.

Chapter 12 - Import and Export Export Dialog 163

January 15, 2007



Checkbox and ranking
answers

Answer length limit

Truncate field names at 64

Data Forms to Export

Apian SurveyPro 4.0 User Guide

You can export either the checkbox number or the label used in Survey-
Pro. Note this is the automatic number, not a custom value you may have
added.

Allows you to truncate the length of written answers.

Truncates the field names in the table at 64 characters. This is usually
only an issue if you select the Question Report Labels as the field names
to export on the Field Selection tab (see page 164).

Export all forms or a sub-set determined by a Form Select Filter (see page
213).

Field Selection Tab

All the file formats except SQL use this screen to mark the questions you
want to include in your export.

Note: If the question names do not seem to match the questionnaire, it is
because their Report Labels need to be updated. See page 248.

Comma Delimited ASCII Export
General Field Selection |
Include | Field Hame | Question Its Scale | ad
EiN I Food service 128: Food service Excelence -- 4 levels
32 | I Murmber of runs per |G29; Mumber of runs per day Excellence -- 4 levels
33 | I Passenger loadiunl |G30; Passenger loadiunlosd time Excellence -- 4 levels
34 | I Staff courtesy Q31 Staff courtesy Excellence -- 4 levels
35 | I Timing of ferry sche| @32 Timing of ferry schedule Excellence -- 4 levels
36 | I Wehicle loadiunload |33 Yehicle loadfunload time Excelence -- 4 levels
Il I Ride ferry as @34 Ride ferry as Ferry drivehnalk
38 | I Proposed ferry tax |&35: Proposed ferry tax Tax increase
39 | I Proposed ferry tax- | G35 Proposed ferry tax -- Other's wri
40 | I Comments Q36; Comments Mon-repesting or Long Memo
4| I Mame 3T Mame Short Countable Wiitten -- Sin
42 | I E-mail address @135 E-mail address E-mail Addresses
43 | I Opt-in Q39 Opt-in YesMo (Unordered)
44 | I Service-Importance | G40; Service-Importance 1 Lowy to 5 High Rating
45 | I “alue-mportance | G41: Value-Importance 1 Lowy to 5 High Rating
45 | I Selection-Importanc | Q42 Selection-Importance 1 Lowy to 5 High Rating £
Clear &ll] Setal | Field Name Set: | Question Report Labels j 181| ‘Z§| | | Test Export|
QK | Cancel | Help |

Include Selects the fields to export. At the end of the list are system fields such as
the date and time a record was submitted online, or form number.

Clear All/Set All Use these buttons to mark or clear all fields.

Field Name Set When you export the field names as the first record, you can select the
names you'd like to use or add a custom set. See page 170.
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If you're uncertain of your settings, the Test Export button is a quick
check to ensure everything is fine. It produces a report similar to the log
you'll see on a completed export (see page 168).

General Tab for SQL Databases

Accessed from the Database menu while in document editing mode.

SQL exports are slightly different from the others because instead of cre-
ating a new data file, they add information to an existing database. It uses
a Field Matchup tab on page 166 which is similar to imports, as well as a
Key tab on page 167 to specify how to handle overwriting information.

Export to SQL Database

General l Field Matchup ] Key and Scale Label Maps

Select Export Map

Select: |Dpt-|n j@@@

Settings

Mame: |Dpt-|n

Multiple-anzwer checkbowes are: (¢ Separate export fields © Combined in one field

Checkbox and ranking answers export s € Index numbers from 1 Label text

Answer length limit: % Mone  © Truncate at length

Target D atabase: Provider="Microsoft. Jet. OLEDB. 4.0%:Data Source=":\Customer
[ atabasehCustomers. mdb';User |D="admin’ using T able: Contact Info is connected, ready for

export
Found 3 fields and 352 records
[rata Forms to Export

" AllForms (% Fom Select Fiter: |F4: Optin j@% Test Export
QK | Cancel | Help |

Scale Export Map/Name

Multiple-answer
checkboxes

Checkbox and ranking
answers

Answer length limit

All the settings in both the General and Field Selection tabs can be saved
as Export Maps. Maps are linked to the file type for future use. If you want
to save your settings as an Export Map, type a name for your reference.

There is no standard data file format for multiple answer fields, so you can
export them as either a single field such as “,3;7;12,” or separate fields “, ,
1,,,,1,,,,,1,”. If you are uncertain what format your software prefers,
separate fields is generally the safer choice.

You can export either the checkbox number or the label used in Survey-
Pro. Note this is the automatic number, not a custom value you may have
added.

Allows you to truncate the length of written answers.
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Click the Connect SQL button to connect to create a new export connec-
tion. Or, to use a previously defined setup, select an export map and then

click this button to connect. See page 169.

Export all forms or a sub-set determined by a Form Select Filter (see page

213).

Field Matchup Tab for SQL Databases

Use this screen to link the export file's fields to the correct questions in
the file. Click in the field column and type the field number you see in the
peek window at the bottom of the screen. If your export file's field num-
bers (or a subset) are in the same order as the SurveyPro questions, you

can use the Fill Next button to set field matchups after the first.

Export to SQL Database
General  Field Matchup l Key and Scale Label Maps
Field | Question Its Scale [l

36 | @133 Yehicle loadfunload time Excelence -- 4 levels

Il @34 Ride ferry as Ferry drivehnalk

38 | Q35; Proposed ferry tax Tax increase

39 | @35 Proposed ferry tax -- Other's written answer

40 | Q36; Comments Mon-repesting or Long Memo Whitten
LAl Q37 Mame Short Courtable Written -- Single ans

42 F |Q38: E-mail address E-mail Addresses [
Field Name Set: |None j l&|£§|§| | Fill Mext | Test Export

1[ID=integer}: 1.2,3.4.5,6,7.8.9,10,11,12,13, 14,15, 16,17, 18,18, 20, 21, 22,23

2 [Customer ID=text-w255]: 12784, 12812, 12845, 12897, 12968, 12996, 13024, 13052, 13080, 13108

3 [Mame=text-w255] Jane Doe, Joe Stone, Mancy Kennedy, Percival Knight, Gabriel \Wing, Kevin Smit...

4 [E-mail address=text-w255] J ane@domain. com, Joe@domain. com, Nancy@domain. com, Percival@domain...
5 [&ddress=text-w255] 123 Oak Lane, 456 Alder Way, 123 Fir Street, 456 Pine &venue, 789 Oak Lane...

E [City=text-w255]: Portland, Seattle, Seattle, Seattle, Seattle, Portland, Seattle, Seattle, Sea...

7 [State=text-w2B8]: OR, Wia, Wa, Wia, Wa, OR, WA, WA, WA, WA, OR, OR, WA, WA, wWa, wWa, OR, W, wi
8 [Zip=integer]: 37209, 38107, 98103, 93193, 35107, 97209, 93199, 98107, 93103, 98133, 97203, 372

9 [Last Purchase=text-w255]: 12/5/2006, 8/26/2006, 3/15/2005, 1/2/2007, 6/2/2006, 7A19/2005, 12/5...

QK | Cancel | Help |

Field Type the field number which matches the question, or type the first in a
series and use the Fill Next button to enter the rest.

Question/Scale Questions and scales in the file. This is the master list, not just the con-
tents of a single questionnaire.

Fill Next Fill Next increments field matchups for quick setup when your import
file's fields are in the same order as the SurveyPro file's questions.

Test Export If you're uncertain of your settings, the Test Export button is a quick
check to ensure everything is fine. It produces a report similar to the Log
you'll see on a completed export.

Chapter 12 - Import and Export Export Dialog 166

January 15, 2007



Field Name Set

Preview Window

Apian SurveyPro 4.0 User Guide

Because SQL databases tend to have their own field naming conventions,
Field Name Set field is not typically used for SQL export. However, when
needed you can select an automatic set or create a new one (see page
170).

The lower half of the dialog shows the first few records of your database.

Key and Scale Label Maps Tab for SQL Databases

Use this screen to fine tune information about database keys, export rules,
and scale mapping.

Important: SQL databases have their own rules for adding fields, such as

requiring unique values or prohibiting NULL (empty) values. Be sure your
export rules here are consistent with the SQL rules. Otherwise, the export
is likely to fail and you may receive cryptic error messages from the SQL
system.

Export to SQL Database
General ] Field Matchup  Fey and Scale Label Maps

Select Key
" Add all export farms as new records Test Export
+ Key target SOL records using open SurveyPro project file's Question:

|Q38: E-mail address j
SurveyPro Project Rules
If duplicated export key use " First Form + Last Form " Ermror
IF emply export key + Add Mew Record " Skip Farm " Ermror
SOL Target Rules
If expart key matches more than one form  + Set All Becords " Ermror
If o match faund for expart key " Skip Farm " Ermror
Scale Label Mappings
Checkbox/Rating/Ranked Duestions: | j
Apply Map [optional]: | j J@JJ

Select Key

If duplicated export key use

If empty export key

Often you’ll be merging information into existing records. A Key question
is used to match up forms in the import file to those in the existing data-
base.

If your SurveyPro file contains more than one instance of a key, do you
want the export to update your SQL database with the first instance, last
instance, or stop with an error?

If your SurveyPro file contains forms with no key entered, do you want
them to be added as new records to your SQL database, skipped, or to
halt the whole export with an error?
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If the database to which you are exporting contains more than one
instance of a key, then would you like SurveyPro to update all instances or
stop and produce an error?

One of the key values in your SurveyPro file does not exist in the SQL
database. Would you like a new form added, the export form skipped, or
an error?

Among the fields being exported, data may already exist in the SQL data-
base. If so, would you like this replaced with the SurveyPro file's data, only
replaced if it's not a blank field, or never replaced?

Scale Label Mappings lets you to override what is exported for specific
scales to match what the SQL database expects. See page 171.

Export Log Files

Accessed from the Tools menu, File History dialog.

Export logs generally serve as a confirmation that the export was per-
formed and a record of any form or field sub-sets. They are invaluable
when you don't export first record labels, or when you'll be passing the
data file to another person.

To print a record of the log or e-mail to another person, just copy the con-
tents to the clipboard, and paste into Notepad or a word processor.

Logs are retained in the File History until you remove them.

Log of Comma-Separated ASCI Export

Form Select = Cpt-in [ Q33 = 1] forms were exported or

Export option settings:

FIELD MAME CONTENTS Field number in the export file,
name of the field, and the contents

1 Formn Mumber  Form Mumber including Q number, scale type

2 Mame Q37: [Aitten] Name and internal question name

3 E-mail address Q358 [Written] E-mail address

4 Opt-in Q39: [Checkbox] Opt-in

Qutput 51 records. Total number of forms in the exported file

Data file created and

of file C:My Surveysidan Opt-in. cev project file name

written at Jan 11, 2007 13:08
fram project C:¥y Surveys\Commuter Survey.spd
last saved at Jan 11,2007 1305

Indicates whether all

a Form Select sub-set

Answer widths unlimited. . .

Recard ane has field names. ggg:‘,?g:giofﬁ:(:ﬂ;e_
Blank written answers will have a space character.  exported

All written answers will be enclosed in quotes.

Multiple-answer checkboxes will be output in one field with semicolon delimiters.
Checkbox and Ranking answers will be output as box numbers.
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SQL Connection Dialog

Accessed from the General tab of SQL Imports and Exports.

Whether you are importing or exporting to a SQL database, when you
click the Connect SQL button, you'll arrive at this dialog. You must con-
nect to the database before you can test an import, or proceed with the
import or export.

SOL Database Connection

Connection String

Server Type: |AccessJet4.D[.mdb] j Pravider= |Microsoft.Jet.DLEDB.4.U

D ata Source= |I:\Eust0mer [ atabasehCustomners. mdb

Uszer D= |ad

i Password= |

Other: |

Shing

Connection Status
|5 connected 0K

Combined |Provider="Microzoft.Jet. OLEDB.4.0'.0 ata 5 ource=":\Customer D atabasehCustomers. mdb':User |D="admin’

Iv Remember password

Table in D atabase

Contact Info

Subscriptions

Disconnect

Cloze | Help |

Connection String

Connection Status

Table in Database

Close
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Choose a server type from the list. Your choice affects the other connec-
tion options that appear. SQL Server, MySQL, Oracle, and Oracle From
Microsoft let you connect to those SQL server products. Access Jet lets
you go to a MDB file. Data Link Files lets you use a predefined connection
referenced by name. DSN lets you use an ODBC registered name. <Cus-
tom> offers the same entries as SQL Server but without the server name
pre-loaded.

Click to connect to the database. When connected, this button is renamed
to Disconnect.

After connecting to the database, select the database table you want to
use. If there is only one, it is selected automatically. SurveyPro can only
exchange data with one table at a time.

After connecting to the database and selecting a table, click Close to
return to the import or export process.
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Field Name Sets

Field Name

SurveyPro Question/Its
Scale

Accessed through the Field Matchup Tab on page 149 during imports or the
Field Selection Tab on page 164 during exports.

Use Field Name sets to match your data file's or database's field names to
the SurveyPro question labels.

To match a field name, click in the first column, then click on a field name
in the bottom left list.

Note: If the question names do not seem to match the questionnaire, it is

because their Report Labels need to be updated. See page 248.

Field Hames

Field Hame SurveyPro Guestion Its

1| @1: Login Assigned Resume D Short Countabl

2 |Home @2 Home Fip--5 digits on

3 |Office Q3 Office Fip--5 digits on

4 ezidence G Commute impact residence Factor

I @5 Commute lencth Commute length

& | Q6 Telecommute YesMo (Unord

7| Q7 Telecommuting schedule Telecommuting

& | @8 Company telecommuting policy Dogs your Com|.,

£ >

[atabaze field names - click to copy into list above: Copy To Clipboard

Home S

Office

Residence \ )

Length Set's Mame:

Telecom |Dne ‘whord Field Mames

Wia

iaOther

H_oute » ak. | Cancel | Help |

Lists the names currently associated with questions.

Questions and scales in the file. This is the master list, not just the con-

tents of a single questionnaire.

Database field names

Copy to Clipboard

Field names used in the file you are in the process of importing,

Copies the field name, question ID and scale matchups to the clipboard.

They can be pasted into a text editor, word processor, or spreadsheet.

Set’s Name

Copies the field name, question ID and scale matchups to the clipboard.

They can be pasted into a text editor, word processor, or spreadsheet.
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Scale Value Mapping for Import and Export

To create a scale mapping:

Accessed through the Data Cleaning screen during imports.

While you select a checkbox question in the Data Cleaning screen during
import, you’ll see a control labeled Scale Mapping. What this control lets
you do is select or create a scale mapping that translates SurveyPro’s
scale box values into the answers to be read from or written to your exter-
nal sources.

To map multiple values into one scale item, separate them with semico-

«,»

lons “;”.

Scale Import-Export Mapping
On Scale States
Scale kems | Import-Export File | ad

1| Alabama AL

2 |Alaska AR

3 |Arizona AT

4 | Arkanzas AR

5| California CA

£ |Colorado Co

7| Connecticut CT

& |Delaware DE

8 |Florids FL

10 | Georgia GA

11 |Haveeaii HI

12 |Idaho 3]

13 [linois IL

a Dt i .
Map Name: |2 Lette[ States |, ............ DK\l Eancel | Help |

1. Select the question you want to map on the Data Cleaning tab
2. Insert a mapping

3. Typethevalue which is used in your ASCII file or SQL database next to every
scale item (rows left blank will not save an answer)

4. Givethe map a Name and click OK to save

As with all named objects in SurveyPro, once a scale map is created you
can apply it to other questions with the same scale. However, remember
that any changes will also ripple to all uses, so if you're using a mapping
that was defined by someone else for an import or NetCollect piping, you
may want to duplicate the mapping before editing.
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Chapter 13
TUTORIAL Importing Data

The basics of importing forms is straightforward, but there are many fla-
vors of data files and possible combinations, so SurveyPro includes a
large number of controls in its Import dialogs.

While the Collect programs take care of most of the matchup and merging
for you (especially with batch import), if a file isn’t a perfect match, you’ll
be using these same controls.

See Database Fundamentals on page 111 and Import/Export Fundamentals
on page 142 for definitions of database terms.

In this tutorial you’ll learn how to:

Importing new forms into SurveyPro.

Saving settings in an Import Map.

Merging information into existing database forms (keyed import).
Screening for incorrect responses.

Tutorial Notes

General You can save your file and take a break any time you’re in the
main document screen.

Tutorial Files  Are in your SurveyPro Samples folder, by default under:
C:\Program Files\Apian Software\SurveyPro 40\

1. Start SurveyPro, login, and if the window isn’t filling the screen, maximize it.

2. File, Open Import Tutorial.SP4 and save as YourName Import Tutorial.SP4
when prompted. Close File History.
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This is a modified version of the survey created in Creating a Questionnaire
on page 91. The original questionnaire asked respondents for their room
service check number, and for those who provided it, we’ll be able to
merge information from the hotel’s invoicing system with the respondent
data. So, the original questionnaire was copied into a new version, “D5:
Data Entry Version,” and a few fields were added to a second page for the
invoicing data. All entry and import will be into this questionnaire docu-
ment.

Selecting the file and format

The files we’'re working with are comma delimited ASCII, also known as
comma separated values (CSV). These are the most common data file
imported apart from the Collect files.

1. Under the Database menu, select Import from, Comma Delimited ASCII.

2. Select Import Tutorial 1.CSV and click OK.

General

Import File: C:5\ky SurvepsiSurveyPro Samplesiimport Tutorial 1.cav
Found 16 fields and 79 records.

Select Import Map

Settings
Mame: ||
Questionnaire to set as form default: |D1: Guestionnaire j

First record: @ |5 normal data ¢ s Field names ¢ Doesn't contain data, skip over it

Multiple-anzwer checkboxes are:
+ Combinedinonefield Separate sequential import fields ¢ Mon-sequential separate figlds

] 5|

| Mest » | | Cloze | Help |

Chapter 13 - Importing Data
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Before SurveyPro even brought this dialog up, it scanned your file for pos-
sible errors and reported what it found in the top panel.

3. Inthe first active field, give your settings the Name Ratings.

While this setting has little meaning for a one-time lesson import, it’s
extremely handy for real projects. SurveyPro will save all settings we’re
about to make under this name, so next time you import a file from the
same source, all you would have to do is select the Import Map and click
Finish.

4. Change the Questionnaire setting to D5: Data Entry Version.
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5. This file’s first row does contain field names, so click the radio button for

First Record: Is Field names.

Apian SurveyPro 4.0 User Guide

The next setting relates to multiple-answer checkbox scales, which do not

have a universal formatting in data files. The first option, combined,

would mean there was a single field indicating the boxes marked, such as
“1;2;5,” while the separate fields uses a separate field for each box with a
1/0 or Yes/No switch such as “1,1,0,0,1.”

6. Set the Multiple-answer control to Separate sequential import fields and

click Next.

7. Click OK to close the warning dialog.

Matching import fields to questions

The Field Matchup screen is just that—connecting fields from the data file
into your SurveyPro questions.

At the top is a list of the SurveyPro questions in Q order. At the bottom is
a list of the fields in the file you’re importing. Next to each field number is
a peek at the first few forms in the file, to help you match the right data to
the right question.

Between the two is a control which is a real timesaver, and we’re about to
use it to have SurveyPro match our fields for us.

Chapter 13 - Importing Data
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1. Inthe middle of the dialog, change the Field Name Set to Question Report
Labels.
Field Matchup

Field | Field Hame Question Its Scale | fad
2 |3 Hours @2 Hours Excelence -- 4 levels
3 |4 Delivery Time @3 Delivery Time Excellence -- 4 levels
4 | Waiter's Manner G Wiater's Manner Excelence -- 4 levels
5 |6 Meal Presentation | @S: Meal Presentation Excelence -- 4 levels
& |7 Food Guality Q6 Food Quality Excellence -- 4 levels
7| Comments? Q7 Comments? Mon-repesting or Long Memo
g |9 Service Enhanceme|QE; Service Enhancements Service Enhancements [
Field Mame Set: |{Huestion Report Labels j l&|<§|§| | Fil Next | Test Import
Field 1: Check #, 329-85246, 944-74487, 947-57923, 863-64691, 7O6-66301, 84164216, 204-48455, 31 |a
Field 2: Menu Selection, 3,1,3,2,3,4.3,2.3,1,1.4,4.1.4.2.41.4.2.1.1.3.1
Field 3: Hows, 1,1.2,3,2,1,4.1,1,2,2.21,3,3,2.3,4.23.3,.21.1.2.1.3
Field 4: Delivery Time, 3,2,1.1.2,4,.2,3,3,3.1,3,1, 221,21, 2.21.1.1. 2.1
Field 5: ‘Waiter's Manner, 1.3.1,2,2,2.2. 4,3,2. 22,21, 22.2.1,2.2.2.1.2.4
Field £: Meal Presentation, 2, 3,1, 4, 2,31, 2, 4.4, 2,23, 4,4.1,3,2.4.3.4. 2.4
Field 7: Food Qluality, 1.1,2,3,2,2,3,3,3.1,2,2.2.1,2,2.2 21,33, 2.3, 4.1
Field 8: Trip Purpose, 3,1,2,3,3,3,1.3,1,1,2.1.1,1,2.1,1,3.1,3, 2. 3. 2.3.3
Field 3: Service Enhancements, 1.1.1.1.1.1,1.1.1.1
Field 10: Service Enhancements, 1.1.1,1,1,1.1.1,1. 1.1, % O O U U P D DR O -
Cirld 11 Crriiimm Conlbnmimmmrmminbs 101 10104 404 0144 44 1 1 1

< Back | Mest » | Finizh Cloze Help
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Because the field names in the imported file are identical to the report
labels, SurveyPro entered the field numbers in the first column for us.
SurveyPro has several built-in field name sets, but you can also add cus-
tom sets to match existing databases.

2. It’salways a good idea to double-check automatic settings, so scroll down
the top list, comparing the field number in its first column against the data
in the lower window.

Questions 4 and 7 didn’t match up because of different punctuation in the
SurveyPro and import file labels.

3. Clickin the Field column next to Q4: Waiter’s Manner and type a 5 to match it
to the fifth import field.

4. Type 15 next to Q7: Comments?

Note that Q8: Service Enhancements only has one field number, 9, even
though the peek shows several fields with that label. This is the multiple
answer question, and since it has 5 boxes, SurveyPro automatically looks
to 9 and the following 4 fields.

Q8: Service Enhancements also has two rows in the upper list, the second
with “Other” after the Question name. This checkbox scale had a write-in
blank, which is a different database field in SurveyPro. It also wasn’t
matched by the Field Name Set, so we’ll need to fill it in.

5. IntheField column for Q8: Service Enhancements Other, type 14 to match it
to the field number labeled “Other” in the lower list.

6. Theremaining empty fields will be filled in with our second import, so click
the Test Import button to see whether we have any errors so far.

Results

Test results on an import.
Thiz log will not be kept unless you copy it to the clipboard now.

1 Q10 [Text] Check #0 ~
2 Q7 [Checkbox] Menu Selection 1]
3 (2 [Checkbox] Hours 0

4 (3 [Checkbox] Delivery Time 0

5 (4 [Checkbox] ‘W aiter's Manner 1]
E (5 [Checkbox] Meal Presentation 1]
7 QB [Checkbaox] Food Quality O

9 (8 [Checkbox] Service Enhancements 0
14 Q8 [Other___ ] Service Enhancements 0
15 Q7 [Text] Comments?

16 Q9 [Text]Name 0O

Open survey project file had O forms before this import.
Import file had 79 records [field names in record 1),

Import added 78 new forms. »
Back Help
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It’s always best to correct problem files or incorrect settings before
import, so clicking Test Import and reviewing the test log is worth a few
moments. It’s also better to learn about problems from the import log than
an “off” report, so be sure you check the final log even on routine imports.
Import logs are saved for your review in the Tools, File History dialog, and
the Help system includes detailed information about their contents.

7. Inthis case, no mismatches show mid-way down the log, so click Back to
close the log screen.

8. Click Next to go to the Key tab.

Keyed import merges information from the imported file into existing
forms in your database. For right now, we’re just adding forms, but the
second import in this lesson merges information based on the Check #.

9. Click Next to see the Data Cleaning tab, which we don’t need to use since we

have no mismatches.
10. Click Finish, Yes at the prompt to save the map, and OK to close the log file.

11. Click on the 2: Executive S... document tab at the bottom of the screen for
the automatic Executive Summary report.

We have data in all the questions the guests answered. The remaining
fields are ones we’re going to fill in based on the Check #.

Matching forms for a second import

Chapter 13 - Importing Data
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1. Gotothe Database menu, and select Import, Comma Delimited ASCII again.
2. Select Import Tutorial 2.CSV.

This time the dialog looks different, with tabs instead of a wizard, because
SurveyPro brought up the settings for the Ratings import map we just cre-
ated.

3. Thefirst control is a drop-down list asking for the Import Map to use. In this
case we need a new one, so click the Insert button ﬂ next to the list.

4. Ifyou’re prompted to save changes to Ratings, click No.
5. Clickinthe Name field and type Check # Merge.

6. Again, clickin the list below to change the Questionnaire drop-down list to
D5: Data Entry Version.

7. Set the First Record to Is Field Names again, and check your screen against
the one below.
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Comma Delimited ASCII Import

General | Field Matchup] Key ] [Drata Cleaning

Import File: C:4\ky SurvepsiSurveyPro Samplesiimport Tutorial 2.cav
Found 5 fields and 79 records.

Test Import
Select Import Map
|Eheck # Merge j < J

Settings
Mame: |Eheck # Merge

Questionnaire ta set as form default: |D5: Data Entry Yersion j

First record: |5 normal data (% " Doesn't contain data, skip aver it

Multiple-anzwer checkboxes are:
+ Combinedinonefield Separate sequential import fields ¢ Mon-sequential separate figlds

ok | Oose | Hen |

8. Click on the Field Matchup tab at the top of the dialog.

9. Inthe middle of the dialog, change the Field Name Set to Question Report
Labels again.

10. Scroll down the question list until Q10: Check # is at the top.

11. In this case, only two field names matched SurveyPro’s, so click in the Field
column next to Q11 and click the Fill Next button.

12. Click Fill Next twice more to set the next two questions.

Comma Delimited ASCII Import

General  Field Matchup l Key ] Drata Eleaning]

Field | Field Hame | Question Its Scale | i
a1 1 Check # @10: Check # Mon-repesting or Long Memo
12 ]2 Order date @11 Order date Drate like Apr 30, 2001
13 |3 Waitperson G112 Wisitperson Waitperson
14 14 Check tatal @13 Check total Dollars, 2 decimal
15 Meal Grl4: Meal Meal
ﬂ Form's Doc Form's Guestionnaire Mumber (key or |
17 | Form Source Form's Originator Name (key or adds o ]
Field Name Set: |Questi0n Report Labels j 181| ‘Z§| §| Test Import

Field 1: Check #, 486-46714, 315-656723, 234-75517, 840-34036, 347-67323, 603-82367, 954-58450, 96...
Field 2: Date, 8-MNov-01, 8-Jun-01, 14-Jul-01, 24-Aug-01, 25-40g-01, 24-Naw-01, 14-Map-01, 29-Map-...
Field 3: Staff, 100237, 100297, 100687, 100244, 100171, 100852, 100412, 100215, 100486, 100588, 1...
Figld 4 Amount, $58.41, $22.17, $29.73, $10.60, $73.16, $53.92, $63.26, $18.41, $63.34, $63.82

Field 5: Meal B.L.L.5.0.0.0.L.0.D.5.5.0.L.D.0.B.D.L.5.0.D.5.0.B.D.L.5...

QK Cloze Help
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Setting the import to update records instead of add
1. Click on the Key tab at the top of the dialog.

Now things are going to get interesting, since the next step is to match the
information in this data file to the records already in the SurveyPro data-
base. Keyed import has a somewhat confusing array of controls because
the scenarios for merging data are so different. For your own projects, you
may want to try a test run with a temporary file until you're sure it’s doing
exactly what you want.

2. Select the radio button for Key import records.
3. Fromthe drop-down list that appeared under the radio, select Q10: Check *.

The drop-down list only displays questions into which data is being
imported. An “ideal” keyed scenario is a 1:1 relationship between records
in the existing data and the imported file, but those rarely exist. Most of
the controls in this dialog are for dealing with exceptions.

In the next set of controls are settings for exceptions in the CSV file we’re
importing. Because this data file originated in an invoicing system, every
record should have a check number and there should be no repeats. If
there are any problems, we want to know about it before importing.

4. For both Import File Rules, change the settings to Error.

The Error setting in keyed imports stops the import, produces a warning
dialog, and will not let you proceed until the key settings and/or data file
are corrected to eliminate all errors. Generally this setting is only used
when the file should produce absolutely no errors, so getting one means
the file is corrupted in some manner.

Next in the dialog are controls for exceptions in the existing SurveyPro
data. Again, we need to make a change for this particular scenario, where
many forms in the SurveyPro database don’t contain a key value (it was
an optional question), and the import file is a super-set of the responses
(not everyone answered the survey).

5. Change If no match found for import key to Skip Record, since we don’t want
to add forms for which we have no feedback.

6. Checkyour screen against these settings, and then click Test Import.
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Comma Delimited ASCII Import
General] Figld Matchup  Fey Drata Eleaning]
Select Key
" Add all import records as new forms Test Import
+ Key import records to open SurveyPro project file's Question:
[010: Check # =]

Import File Rules

|f duplicated import key use " First Record " Last Record {+ Errar
IF empty or invalid import key " Add Mew Form " Skip Record {+ Errar
Open SurveyPro Project Rules

If impart key matches more than one form © Set All Forms {+ Errar
If no match found for import key " Add Mew Form " Ermror
Feplace an exizting answer + sze Import Always if Mot Empty ¢ Mo

As you read through the log, note that it matched up only 30 records and
skipped 48, and that it encountered mismatches for the Meal question. If
you remember from the peek on the Field Matchup tab, it was encoded as
“B,L,D,S” while the SurveyPro scale is “Breakfast, Lunch, Dinner, Late
Night Snack.” Since the “L” in the import file could be applied to both the
second and fourth checkboxes and “S” doesn’t match the first letter of any
labels, SurveyPro reported them as mismatches. Don’t worry, the next
step is to fix it!

At the end of the log, instead of the solid grid of numbers which you saw
in the first matchup, there are numbers interspersed with “NoFind,” which
indicates the import file records for which it couldn’t find a match in the
SurveyPro database.

7. Click Back to close the log.

Mapping import data to scale values

1. Atthe top of the dialog, click the Data Cleaning tab.

2. Scroll down to the end and note that the Key setting is indicated in the first
column for Q10.

3. Click on Q14: Meal in the center column of the last row.

Notice that just below the question list a sample of the import data
appeared. Now you don’t need to jump back to the Field Matchup tab for
a peek at the values we need to fix.
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4. Click the Insert button <g| next to the Scale Value Mapping drop-down list
(you can have several sets for different sources).

5. Inthe Import-Export file column, type B, L, D and S next to Breakfast, Lunch,
Dinner and Late Night Snack respectively.

6. Click in the Map Name field and type Invoice Values.

Scale Import-Export Mapping

On Scale Meal

Scale kems | Import-Export File |
1 |Breakfast B
2 |Lunch L
3 |Dinner D
4 |Late Night Snack E ]
Map Mame: |Inv0ice Walues | ok | Cancel | Help |

7. Click OK, and note that Svl has appeared next to Q14 in the Data Cleaning
question list.

8. C(lick Test Import, confirm the mismatches are gone, and click Back to close
the log.

9. Click OK to finish the import, and Yes to save your import map settings for
future use.

10. Click OK to close the final log, and notice all the questions in the Executive
Summary now have data!

In most cases, you'll need to become familiar with only a few of the
import controls because you’ll be importing data from only a few sources.

Even if you never manually enter data, you may want to take a look at
Working in Answer Entry on page 132, so you can learn how to find and
edit individual responses.
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Understanding Report Elements in SurveyPro

Chapter 14 - Figures
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SurveyPro creates report documents which are structured of tiles just like
surveys, but instead of question tiles it uses figures. A figure can be a
table, or bar chart, or pie, and can change as needed. Using Figures Effec-
tively on page 185 is an excellent place to start if you are new to analysis.

Again, just as questionnaires reference Text Styles and Scales in their def-
initions, figures reference an assortment of components which enrich and
streamline your analysis. The components are referenced throughout this
chapter, and used in Creating a Report on page 253 and Breaking Data
Down on page 268, but their specific coverage begins on page 210.

SurveyPro’s reporting engine is designed to be used from a novice to
expert level, with automatic reports you can print as-is, to an array of
options for fine-tuned analysis.

Note: If the figure dialogs and reporting tools don’t offer you a statistic or
function you expect, double-check your questionnaire definition. For
example, if on your survey you asked a date question but used a written
answer scale, the reporting will not give you the option to group dates by
days, months, etc.
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Using Figures Effectively

Text

Chapter 14 - Figures

January 15, 2007

You're constructing a custom report, you click the Insert button, and a list
of nine figure types drops down. Not only do the different figure types
provide different visual representations, they also report on different
types of questions and work with different sets of statistics. So which to
choose?

Table+Bar Figure
Figure Selection
O Test Highest E ducation Level
" Table Courts Percents
o 0
- :'Ba[ et - High Schaol 290 |
 Pie Chart Bachelor's Deogree 177 _
 Stacked Bars Graduate School a2 .
" Line Chart Totals =18
" Compare Group Pairs i=E] ST 4%
(" Data Table
| Mest » | | Cancel | Help |

The best way to discover the pros and cons of different figures, as well as
your personal preferences, is to experiment with your own projects. Creat-
ing a Report on page 253 walks through many of these figure types, but
you can also insert a bar chart, change it to a table, modify the statistics,
change it to a pie chart, and so on. When you finish playing with test fig-
ures, clean them up for use in your final report or simply delete them.

In general, the figures do have certain strengths and weaknesses though,
which we’ve described here. All figure types have some common dialog
elements which are covered beginning on page 187. Each figure dialog
will offer the statistics applicable to that format (many more in tables than
pies), and which are allowed for the selected questions’ scales—see Statis-
tics in SurveyPro on page 207.

Text figures are minimally formatted, so while they can be used to report
on a wide range of statistics, they are normally used to analyze written
answer scales. Written responses can be reported for the entire database
or a sub-set of respondents, and may also be crosstabbed (broken down)
by another question. See page 193.

Using Figures Effectively 185



Table

Table + Bars

Bar Chart

Pie Chart

Stacked Bars

Line Chart
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Tables may be used when you need to pack a page with many statistics,
questions, and crosstabs, but can also make effective presentations of
smaller amounts of numeric data. If a table appears awkwardly long or
wide, try tinkering with the layout settings to create a more balanced look.
See page 193.

The default for Executive Summaries, Table + Bars combine numeric data
with a visual representation. In this case, the table displays counts, while
the bars show percents. See page 194.

Bar Charts are the classic graphs, excellent for reporting frequencies in a
question, or even means for items in a question group (see page 228).
They are not very effective for crosstabs, where they produce a figure for
each breakdown, so for that type of analysis you may want to try a
Stacked Bar figure. See page 195.

Pie Charts are a popular figure type, but tend to be limited in their applica-
tions. If you use a pie, take a look at the sorting function and rescales to
simplify the chart, and 3D styles to maximize the impact. As with bar
charts, crosstabs can become difficult to compare with pie charts, so you
may want to consider a stacked bar or other figure. See page 196.

A Stacked Bar is like a pie chart in that it contains slices for each response
in the frequency distribution, but its strength is that you can stack these
slices up for a quick visual comparison. See page 198.

Line or profile charts are similar to stacked bars in that they present
results for different groups in a concise visual format. See page 199.

Compare Groups Pairs

Chapter 14 - Figures
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Compare Groups figures can take several forms: bar charts, scatterplots,
or line charts. In all cases, the figure is about comparing the results for two
question groups or two customer segments on one question group, and
only the layout changes. See page 201.
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Figure Dialogs

General Tab
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In addition to the Data Table report, individual data tables may be
inserted into custom reports. One very effective use for these figures is to
report on one group of customers for whom you want a more complete
profile. For example, you can create a figure with a few key questions and
a Form Select of records containing comments. See page 204.

Figures act just like questions, added with the Insert pencil point and
assembled in a document as tiles. Also like questions, when you initially
insert a figure it will be in “wizard” mode stepping you through the tabs,
but on editing all the controls will be available.

Many of the figure controls are used repeatedly in the dialogs, so start first
with the following sections on the tabs. Then see the individual figure
types for additional details.

You'll skip this tab when you use the pencil point to insert a specific figure
type. After a figure is defined, you can change a tile to another figure type,
but this can lose some layout and statistics settings so you may want to
experiment on a copy.

Table+Bar Figure

General ForQuestion[s]] Far Statistics | By Erosstab.-"FiIter] Layout] Title-Caption

Figure Selection

O Test Highest E ducation Level

£ Tabl Courts Percents
- :

 Bar Chatt High School 290 _
 Pie Chart Bachelor's Deogree 177 _
 Stacked Bars Graduate School a2 .

" Line Chart Totals =18

" Compare Group Pairs i=E] ST 4%

(" Data Table

QK | Cancel Help
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For Question(s) Tab

Select a question or group of questions as the primary elements in the fig-
ure. This tab is almost identical for every figure type except the Line
Chart, which is covered on page 199.

Table Figure

General For Question(s) ForStatistics] By Erosstab.-"FiIter] Layout] Title-Caption

Table For

™ A Question Fick the Duestion Group: 4:§| §| 181|
g AQUESUUnGTUUB G1 [Auto on grid 1-C1]: Commute Criteria--lmportance to pou
" Multiple Items [stub list) G2 [&uto on gnid 1-C2]: Commute Criteria-Transit offering's performance

™ Use Group like a ‘crosstab’
Question Group as:
" Components and Whole
" Components Only
+ Whole Only
Modifiers
(+ Maone
" Rescale

G3 [Auto on grid 2] Fery Performance
G4 [Auto on grid 3-C1]: Ratings-Importance to ou
G5 [Auto on grid 3-C2]: Ratings-Our Performance

QK | Cancel | Help |

Table For

Pick the

Question/Group/Stub Item

Question Group as

Modifiers
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The figure can be for a single question, a question group, or a set of ques-
tions known as a stub list. See Question Groups & Scores on page 228 and
Stub List Dialog on page 206.

For questions, this displays the complete list within your project. For
Groups, it lists the existing groups and has Insert, Modify, and Duplicate
buttons for adding new groups. For Stubs, it lists the items in the stub list
you've created, and as you click on each item in the list you can selec-
tively apply modifiers, or click Apply To All to set them at once.

Groups can be presented as a single unit, showing each question within
the group, or both. The best choice usually depends on the type of figure
and whether you're using a cross-tab. Try experimenting with all the set-
tings to see how they appear.

You can apply an optional Rescale to change the labels, grouping or struc-
ture of the selected question(s). With date and number scales you'll also
see options for quick binning into common categories, and written
answers are autopostcoded. See Modifiers & Rescales on page 216.
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This tab will include the statistics applicable to your figure type and
selected For Question(s). In figures without this tab, the statistics and sort-
ing options will appear in other tabs.

For Text and Table figures, the dialog is identical, with a set of statistics in
the lower half of the dialog and the ability to select individual Stub items
in the upper half (will appear gray if a single question or group is the For
Question).

Table+Bar and Bar Chart figures have a different arrangement of options
due to the format of the graphs, but the meanings of the settings is the
same.

Note that some of these settings also appear on other tabs. If they appear
on a Layout tab (such as for Pies) then they apply to the For Question. If
they appear on a By Crosstab/Filter tab, then they apply to the crosstab
question.

Table Figure
General] For Question(z] For Statistics | By Erosstab.-"FiIter] Layout] Title-Caption
Fick the [tern:
11: Telecommute
Apply Stats To Al

Frequency Measures
I~ Percent

v Countz | Cumulative percent

I Wwith No &nswers

Statistical Measures

[~ Mean [ Median [ StdDew (682 | 22 5td Dev[35%) [~ Forms [ Replies
™ | J r | J ™ Minimum [~ Maximum [ Sum

Significance Measures
Confidence Interval on Frequencies at [ 68% [ 95%
I Crosstab significance by Chi-Squared

Standard Eror of Mean at [~ Ba% [ 95%

=]

Cancel | Help |

Pick the Item
Apply Stats to All

Frequency/Statistical/
Significance Measures
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When working with a Stub list, you may be mixing items which support
different statistics. Click on each item to set individual statistics, or click
Apply Stats to All and SurveyPro will apply whichever of your selected
stats are valid to each question.

See Statistics in SurveyPro on page 207 for a description of all the statistics.
Which ones appear depends on the type of figure and scale.
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With No Answers

Sorting

Move counts at orunder ____
into Others
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Includes a category for the number of people who skipped the question.
This is distinct from marking a NA you configured in the scale definition
(see page 72). When you include No Answers, they’re added to the
denominator for percentage breakdowns.

The options offered depend on the type of scale and modifiers applied.

By default, SurveyPro will count all repeated responses to Other blanks
and short written answer scales (including telephone and Zip pattern
scales). Use this setting to adjust the number of times an answer has to be
provided before it shows as a unique response or is combined with other
outliers into “Other.”

By Crosstab/Filter Tab

In addition to the primary question(s) and statistics in your figure, you can
break down your analysis by the responses to a question, Group, or Ban-
ner. Banners are useful when you need more flexibility than is available
here, or plan to re-use your settings (see page 223). This tab also includes
statistics which apply to the crosstab question.

Crosstab By

Crosstab Label
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Table Figure

General] ForQuestion[s]] For Statistics By Crasstab/Filter l Layout] Title-Caption

Crozstab By

n " One Group/Score © Banner  Crosstab Label

| 35: Commute length j |Commute length

Modifiers
~

" Rescale
" Autopostcoded

(* Mumber Bins of Width: [10

Show
I 'with No Answers I Counts
Ovwerall Column: & First © Last ¢ Maone

I~ Percents
Iv Show Empty Crosstabs

Sorting: |Sart by number - Move counts at or under |0 inta Others
Faorm Select Filker
|AII Farms j@%@
QK | Cancel | Help |

Select a question, Group, or Banner to break down your For Question's

responses.

An optional label override for the crosstab. Banners offer additional label

controls.
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Modifiers

With No Answers

Overall Column

Show Empty Crosstabs

Sorting

Move counts at orunder____
into Others

Form Select Filter

Layout Tab

Question Numbers

Color Fill Set

Text Style for Contents

Dimensions
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You can apply an optional Rescale to change the labels, grouping or struc-
ture of the selected question(s). With date and number scales you'll also
see options for quick binning into common categories, and written
answers are autopostcoded. See Modifiers & Rescales on page 216.

Includes a category for the number of people who skipped the question.
This is distinct from marking a NA you configured in the scale definition
(see page 72). When you include No Answers, they’re added to the
denominator for percentage breakdowns.

Adds a column for all responses to the For Question (after applying the
Form Select), in addition to the breakdown columns. Banners offer addi-
tional options.

Includes a column for By Question or Banner categories which did not
receive any responses, such as keeping a column for Alaska even though
no respondents had marked it as their residence.

The options offered depend on the type of scale and modifiers applied.

By default, SurveyPro will count all repeated responses to Other blanks
and short written answer scales (including telephone and Zip pattern
scales). Use this setting to adjust the number of times an answer has to be
provided before it shows as a unique response or is combined with other
outliers into “Other.”

Form Selects subset the database based on answers to questions, form
numbers, and other criteria. Select among the Form Selects already
defined, or use the buttons to duplicate, insert, and modify filters.

See also the individual figure types for layout options. Common controls
include:

With a single questionnaire document, the question numbering is quite
straightforward. However, if you have multiple questionnaire documents
and/or ones which have evolved over time, you may want to use an inter-
nal question number rather than the primary survey's autonumber values.

The fill set for a graph can be set at the document level or overridden on
an individual figure. Use the Insert, Modify and Duplicate buttons to add
and edit sets. See page 250.

Sets the base Text Style for the figure's labels and data.

Sets the width of the tile, placement of the figure within it, and the size of
the figure itself. See also Working with Tiles on page 39.
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Title-Caption Tab

These titles and captions are tied to the figure, and will stay with it in the
document. You can also add titles, subheads and comments using text
graphics (see page 45) and annotations with anchored graphics (see page
49).

Table Figure

General] ForQuestion[s]] For Statistics | By Crosstab/Filer | Layout  Title-Caption

Caption

For future surveys, we may want to ask respondents to break the total down so we can better evaluate time
zpent waiting for feries.

Text Style: Justify: & | eft ¢ Center ¢ Right ¢ Fully
|iT6; Repart Caption j@%@ Placement:  Below or ™+ Above Figure
Title

Total commute time for fery travelers

Text Style: | T5: Report Mame j@%@
Autonumbering
(" Mone % 1stlevel ¢ 2ndLlevel ¢ 3rdLevel f* OnCaption " On Title

QK | Cancel | Help |

Caption While in the text box, it will preview all your settings except the basic
typeface. Use the Text Palette to change the typeface, size, color, etc. You
can type up to 2000 characters, and multiple paragraphs. If you need
additional characters, insert a text graphic after the figure.

Justify Sets the alignment of the caption within its tile boundaries and any inden-
tation settings.

Placement The caption defaults to below the figure. If you place it above, it will still
appear below any title text.

Title As with the caption, allows up to 2000 characters and line breaks.
Appears centered above the figure.

Text Styles Text Styles provide the basis for your font settings. Use the Insert pencil
point to add new styles for different types of information such as instruc-
tions, or modify existing styles to suit your needs. Remember, when a
style is changed, all tiles using it are automatically updated. If you need to
override a style for just one tile or a few letters use the Text Palette.

Autonumbering Autonumber can be applied to either the title or the caption. See page 38.
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Text figures and tables are very similar, both producing the greatest range
of statistics. Their primary use is for reporting comments and other non-
repeated text strings, but they can be applied to any scale type.

Most of the functions are covered under the descriptions of the shared

tabs starting on page 187.

Special Layout Tab Options

Written Answers

Preferred columns

Questions as

Tables
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Text Figure

General] ForQuestion[s]] For Statistics | By Crosstab/Filter  Layout l TitIe-Eaption]

Style

Wwiitten answers (s

Freferred columns for frequencies:

r " Connected by ...

Auto hd

Labeling
Question Mumbers: |Questionnaire Autonumbersﬂ

Questions az * Full Text, or  Report Name

Comments and Other responses which are not tabulated may be pre-
sented as a bulleted list or a continuous paragraph with responses sepa-
rated by ellipsis.

When the Text Figure contains frequencies, this sets the number of col-
umns in which they are reported (SurveyPro's automatic setting is to cre-
ate the most compact layout).

Specify whether you want the questions listed with their complete text or
just the short report labels.

Tables are the best way to present a great deal of numeric information,
particularly with complex cross-tabs. When tables are pasted into a
spreadsheet or word processing software, they will come through as edit-
able text.

Most of the functions are covered under the descriptions of the shared
tabs starting on page 187.
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Special Layout Tab Options

Table Figure
General] For Question[s]] For Statistics | By Crosstab/Filter  Layout l TitIe-Eaption]
Style Labeling
For question statistics as @ Fows © Columng [~ Percents below counts [ Wertical Labels
Lines and Tints: (' Lines around major blocks Question Mumbers: [Nome j
™ Lines between all cells
" Grey behind tites, no lines
Dimensions
Tile ‘width: Down From Top:  Figure Indent:
|aut0 |aut0 auto
Text Style for Contents Left Labels: Column widths:
T4: Report Figure j@%@ |aut0 |aut0
QK | Cancel | Help |

For question statistics as By default the For question is the row, and the By the columns, but you
can swap layouts for style preferences or to better fit on a page (often this
will eliminate a wrap in a table).

Lines and Tints Changes the style of the table.

Percents below counts If your table includes both percentages and counts, by default they are
side-by-side in a cell. You can change this to a stacked arrangement.

Vertical Labels Rotates the column labels for a more compact arrangement. Rescales (see
page 216) and Banners (see page 223) can also be used to edit labels.

Left Labels Overrides the automatic column width settings, which are to make col-
Column Widths umns as narrow as possible given the contents and Text Style. You can set
the first column (row labels) separately from the other columns.

Table + Bars

These charts are a great hybrid of a table's numeric data and a visual rep-
resentation of the responses. Table+Bars can display almost as much
information as Text and Table figures—the only absence is the Stubs.

Most of the functions are covered under the descriptions of the shared
tabs starting on page 187.
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Special Layout Tab Options

Be sure you set the Bar Graph Portion statistic on the For Statistics tab
before overriding the axis ends.

| Table+Bar Figure

General] ForQuestion[s]] ForStatistics] By Crosstab/Filter ~ Layout l TitIe-Eaption]

Bar graph Labeling

Leftend: |awto  Rightend: |auta  Color [/~

Left/Right end By default, SurveyPro will set the bar axis ends based on the contents,
such as 0 to 100 for percentages, or the scale end points for the mean. You
can override those endpoints by typing values in these boxes. To re-set,
simply type “auto” as the value.

Color Select a color from the drop-down palette or click Other for more options.

Bar Chart

Bar charts are at their best when working with a single question or group,
though as with all reporting there are many uses for the figure types. If
you're cross-tabbing your bar chart, you may want to look into stacked
bars (see page 198).

Most of the functions are covered under the descriptions of the shared
tabs starting on page 187.

Special Layout Tab Options

Bar Graph Figure
General] ForQuestion[s]] For Statistic | By Crosstab/Filter ~ Layout TitIe-Eaption]
Style Labeling
. (+ Harizontal Bars ¥ Show Counts I Show Yalues
o " Vertical Bars Place bar labels: ¢ Coded legend
(+ At bar bottam

Frefenred label lines: |Agtn

Question Mumbers: |Questionnaire Autonumbersﬂ

Bar Calor Fill Set
|Use Feport's Set jﬂJJ
Axis Dimensions
Start: W End: |auto Tick Marks: W Tile ‘width: Down From Top:  Figure Indent:
|aut0 |aut0 |aut0
Text Style for Contents Az Indent: Az Length:
|T4: Feport Figure j@%@ |aut0 |aut0

QK | Cancel | Help
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2D/3D

Horizontal/Vertical Bars

Show Counts/Values

Place bar labels

Preferred label lines

Axis

Axis Indent

Axis Length

Pie Chart
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Bar graphs are 3D by default, but you can change this for a more compact
layout.

With vertical graphs, SurveyPro automatically rotates any question labels
and numbers you have at the bar ends.

Place the counts and/or values at the ends of the bars. Values are what-
ever you selected in the statistic tab, whether percentages, mean, etc.

Unless you have extremely long labels, having them at the bar bottom is
generally the easiest way to read them.

Override the number of lines labels wrap onto to adjust spacing.

Mark the beginning and end points for the axis (typically the scale end
values), and if desired, the breakdowns in between.

Type a value in inches for the start of the axis, regardless of the length of
labels at bar bottom.

Overrides the automatic scaling of the axis. Enter a value in inches.

Pies very quickly and intuitively convey the breakdown of responses to a
single question, particularly with 10 or fewer answer options. They can
also be used for cross-tabs and larger distributions, but in those cases you
may want to look into Bar Chart on page 195 and Stacked Bars on page
198.

Most of the functions are covered under the descriptions of the shared
tabs starting on page 187.
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2D/3D

Answers

Explode wedge

Labeling

Counts/Percentages

Pie Diameter
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Pie Chart Figure

General] ForQuestion[s]] By Crosstab/Filter  Lavout | Title-Caption

Style
™ 2D Flat (+ 3D |zometric
Answers

I Wwith No &nswers

Sorting: |Scale box order -

Labeling
+ O pie wedges v Counts
" Az legend below pigfs) ™ Percents

Question Mumbers: |Questionnaire Autonumbersﬂ

Pie Color Fill Set
Lurnp courts at or undsr |1 az Others |Use Fepart's Set j@JJ
Explode wedge [cntl-click more than one]:
Wedne 1
Wedge 2
Wedge 3
wegge g Dimensions
W:dg: I Tile ‘width: Down From Top:  Figure Indent:
Wedge 7 |aut0 |aut0 auta
Text Style for Contents Fie Diameter:
T4: Report Figure j@%@ auto

QK | Cancel | Help

Create circular 2D pies, or angled 3Ds.

These controls are identical to those on the For Statistics tab of other fig-

ures. See page 189.

Wedge 1 is the first clockwise of vertical, and you can explode as many

wedges as you like.

Labels on pie wedges have an angled line tying them to a slice. Legends

tend to work best when there are many tightly packed slices, or with a

cross-tab where there are many pies and a single legend works for all of

them.

Click these to display the percentages and/or counts with the slice labels.

Allows you to specify a size for the pie(s) in inches.
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Stacked bars are the densest visual approach for cross-tabs and detailed
question group analysis.

Most of the functions are covered under the descriptions of the shared
tabs starting on page 187.

Special Layout Tab Options

Stacked Bar Figure

General] ForQuestion[s]] By Crosstab/Filter ~ Layout TitIe-Eaption]

Labeling
{* Horizortal Bars I™ Shaw Counts

" Wertical Bars

Answers
I Wwith No &nswers

Sorting: |Scale box order -

Freferred label lines: [Auto

Question Mumbers: |Questionnaire Autonumbersﬂ

Lump counts at or under |1 az Others

Bar Calor Fill Set
| Usze Report's Set

~l<l=]e

Dimensions

Tile ‘width: Down From Top:  Figure Indent:
|aut0 |aut0 auto
Text Style for Contents Aziz [ndent: Axiz Length:
T4: Report Figure j@%@ |aut0 |aut0
QK | Cancel | Help |

2D/3D

Horizontal/Vertical Bars

Answers

Show Counts
Preferred label lines

Axis Indent

Axis Length
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Bar graphs are 3D by default, but you can change this for a more compact
layout.

With vertical graphs, SurveyPro automatically rotates any question labels
and numbers you have at the bar ends.

These controls are identical to those on the For Statistics tab of other fig-
ures. See page 189.

Place the counts at the ends of the bars.
Override the number of lines labels wrap onto to adjust spacing.

Type a value in inches for the start of the axis, regardless of the length of
labels at bar bottom.

Overrides the automatic scaling of the axis. Enter a value in inches.
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Line Charts have two modes: crosstab and question group. Statistic versus
Crosstab charts lines for each crosstab “by” or column. Compare Groups
is similar to the compare group pairs figure (see page 201), but offers the
ability to chart up to 8 groups or group/filter combinations.

Most of the functions are covered under the descriptions of the shared

tabs starting on page 187.

Statistic versus Crosstab For Question(s) Tab

On Question(s)

Show

On Statistic

Modifiers
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When line graphs are in crosstab mode, two tabs appear to select the pri-

mary (For) and crosstab (By) questions or groups.

Line Graph Figure
General For Question(s) l By Erosstab.-"FiIter] Layout] TitIe-Eaption]
Line Graph of On Question(s) Shaw
(% Statistic versus Crosstab | | © A Question ™ A Group @|§|@| " Components
iy

" Compare Groups |GB: FRiatings--Performance = ;V'h:le Group

ol
On Statistic

Frequency: ' Percent: ¢ Counts ¢ Cumulative Percents  © Cumulative Counts

[~ Mo dnswers
Measures:  Mean  Median (" Std Deviation (58%) 2« Std Deviation (35%) ¢ Sums
lﬂ| J lﬂ| J " Minimums ¢ Mawimums

Modifiers
&+ Mone

" Rescale

QK | Cancel | Help |

The figure can be for a single question or question group.

Groups can be presented as a single unit, showing each question within
the group, or both. The best choice usually depends on the type of figure
and whether you're using a cross-tab.

These controls are identical to those on the For Statistics tab of other fig-
ures. See page 189.

You can apply an optional Rescale to change the labels, grouping or struc-
ture of the selected question(s). With date and number scales you'll also
see options for quick binning into common categories, and written
answers are autopostcoded. See Modifiers & Rescales on page 216.
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Compare Groups For Question(s) Tab

Line Items

Question Group

Rescale

Form Selection

Label

On Statistic
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The Compare Groups mode for line graphs allows you to chart up to 8
customized lines. In this case, a question group is being graphed for the
overall results and for breakdowns by business size. Another set of lines
could be added for a second group using the same breakdowns.

Controls on the right-hand side of the dialog are driven by the item
selected in the left-hand list.

Line Graph Figure

General Line Graph l Layout] Title-Caption

Graph on
(™ Statistic versus Crasstab

Line Items

1: GSE/F1 Performance for Telecommuters

2 GSE/F2 Performance for Mon Telecommuters
3 G57/F1 Importance to Telecommuters

4 G57/F2 Importance to Mon Telecommuters

Line # Settings
Question Group:

| GE: Ratings--Performance

Fiescale [optional]:

~lg=e

|N0ne

Farm 5 election:

~e=]ed

| F1: Telecommuters

Label:

~lg=e

|Perf0rmance far Telecommuters

Move Up Insert Mew
Move Down Delete
On Statistic
* Means { Medians |T0D Box

j i |Bott0m Box

|

=]

Cancel | Help |

Click the buttons below the list to rearrange, add, and remove list items.
Each line is identified with the Question Group number, any Form Select
Filter you’ve added, and then the label you specify.

Select among existing groups or use the Insert, Modify and Duplicate but-
tons to add new ones. See Question Groups & Scores on page 228.

You can apply an optional Rescale to change the labels, grouping or struc-
ture of the selected question(s). See Modifiers & Rescales on page 216

Form Selects subset the database based on answers to questions, form
numbers, and other criteria. Select among the Form Selects already
defined, or use the buttons to duplicate, insert, and modify filters.

Set the legend labels for the chart.

These controls are identical to those on the For Statistics tab of other fig-

ures. See page 189.
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Line Graph Figure
General] Line Graph ~ Lawout TitIe-Eaption]
Line Graph Orientation Labeling
Place line labels: (& vertical at line bottom end
" Stacked harizontally under
Axis Freferred label lines: |Auta
Start: | avto End: |auta Tick Marks: | auta Question Numbers: |N0ne j
Dimensions
Tile ‘width: Down From Top:  Figure Indent:
|aut0 |aut0 auto
Text Style for Contents Aziz [ndent: Axiz Length:
T4: Report Figure j@%@ |aut0 |aut0
QK | Cancel | Help |

Line Graph Orientation

Place Line Labels

Preferred label lines

Axis

Axis Indent

Axis Length

Lines may be charted horizontally or vertically in the figure.

Shorter labels work well vertically under the figure, while longer labels
may be accommodated stacked. This is for the axis labels, not the line
labels which are contained in a legend.

Override the number of lines labels wrap onto to adjust spacing.

Mark the beginning and end points for the axis (typically the scale end

values), and if desired, the breakdowns in between.

Type a value in inches for the start of the axis, regardless of the length of

labels at bar bottom.

Overrides the automatic scaling of the axis. Enter a value in inches.

Compare Groups Pairs
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Comparison graphs do simply that—compare the results for two question
groups (i.e. importance vs. performance), two demographic groups, or a
combination of the two. These can be laid out as scatterplots, bar graphs
showing differences in means, or line graphs. If you need to compare
more than two items, see the Line Chart on page 199.
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Compare Groups Figure

General Compare Groups l Layout] Title-Caption

Compare Between

(+ Twa Groups with optional Form Select ¢ One Group by Two Form Selects

™ Custom Advanced

First

Question Group:

Second
Question Group:

|G‘I [Auto on grid 1-C1] Commute Eljﬂ%@

Fiescale [optional]:

|G2 [Auto on grid 1-C2]: Commute Eljﬂ%@

Fiescale [optional]:

ore el | ore el =]
Form Selection: [Same Form Selection]

|AII Farris jﬂJJ

Label: Label:

|E0mmute Criteria-Importance to you |E0mmute Criteria-Tranzit offering's performance

On Statistic

* Meanz ( Medianz ¢ |TopBox | |BottomBox |

QK | Cancel | Help

Compare Between

Question Group

Rescale

Form Selection

Label

On Statistic

The Custom setting is a super-set of the two more common applications:
comparing two groups or comparing two respondent segments across
one group.

Select among existing groups or use the Insert, Modify and Duplicate but-
tons to add new ones. See Question Groups & Scores on page 228.

You can apply an optional Rescale to change the labels, grouping or struc-
ture of the selected question(s). See Modifiers & Rescales on page 216

Form Selects subset the database based on answers to questions, form
numbers, and other criteria. Select among the Form Selects already
defined, or use the buttons to duplicate, insert, and modify filters.

Set the legend labels for the chart.

These controls are identical to those on the For Statistics tab of other fig-
ures. See page 189.

Special Layout Tab Options
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Layout settings are driven by the Graph Type in the upper-left corner. In
particular, the settings below and to the right of the Graph Type will
change greatly based on the chart style.

Below are the settings for X-Y Scatterplot as that is the unique layout for
this figure. The controls for the bar and line styles overlap with layout
options for Bar Chart on page 195 and Line Chart on page 199.
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Graph Type

Hide axis numbers

Grid as quadrants

Scatter marks

Preferred label lines

Axis

Axis Indent

Axis Length
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Compare Groups Figure

General] Compare Groups  Layout | Title-Caption

Graph Type Labeling
(" BarGraph ¢ Line Graph * Y Scatterplot

Style

Frefenred label lines: [Agtn

™ Hide axiz numbers | Grid as quadrants

Scatter marks: & Colordots © Legend letters e |N0ne j

Horizontal Axiz

Start: |1 End: |5 Tick Marks:|auta

Wertical Auis Dimensions

Start: [1 End: |5 Tick Marks: | auta Tile ‘width: Down From Top:  Figure Indent:
|aut0 |aut0 auto

Text Style for Contents Az Indent: Az Length:

|T4: Feport Figure j@%@ |aut0 |aut0

QK | Cancel | Help |

The best way to determine which style suits your report is to try a few set-

tings, edit the figure, try a few others, and so on.

Removes the axis numbers from the scatterplot, leaving only the distribu-

tion of dots.

Adds quadrant lines within the scatterplot.

Switches between colored dots and lettered points for black and white

reproduction.

Override the number of lines labels wrap onto to adjust spacing.

Mark the beginning and end points for the axis (typically the scale end

values), and if desired, the breakdowns in between.

Type a value in inches for the start of the axis, regardless of the length of

labels at bar bottom.

Overrides the automatic scaling of the axis. Enter a value in inches.
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Data Tables are a more flexible version of the Data Table report. You can
also intermix them with other figures in a longer report, such as a figure
containing comments along with the respondent name and the rating they
gave service.

Select among a few key questions or include them all.

Data Table Figure
General Contents l Layout] Title-Caption
Data Table For
Questions and Form Properties | Show | i
Farm Mumber I
" Full Cantral of It d Ord
vl -ontiet of flems and Jrder @1: Login Assigned Resume D I
Q2 Home I
Q3 Office I
G Commute impact residence I
Q5 Commute lencth I
Q6 Telecommute I
GI7: Telecommuting schedule I
Shows Al Q8 Company telecommuting policy I
@9 Company subsidize telecommuters I
Show None| {010 Reasans not telecommuting | e
Faorm Selection Sort On
" &l 709 Forms 10 |35 Commute length ~ | Up Down
I Range From: to: 2 |<Mo Sorts »| & Up® Down
(+ FiIter:|F1: Telecommuters - “ﬁ%@ 3 [<No Sorts | ™ Up(" Down

QK | Cancel | Help |

Data Table For

Questions and Form
Properties

Form Selection

Sort On
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By default, the dialog lists all questions in the survey with Show All and
Show None buttons for quick marking or clearing of the list. Select Full
Control to switch to a Stub List mode where you can change the sort
order and labels for each column (see page 206).

Lists all questions in your project, as well as question groups and system
fields such as the form number and date/time stamp.

Select the forms you'd like to include by a form number range or with a fil-
ter. See page 212.

Sort the data using up to three questions, including ones which are not
shown in the table.
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Special Layout Tab Options

Boxes

Show Other Text

Show row numbers

Force Breaks At

Columns

Figure Type
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Data Tables are primarily designed for content, and have just a few layout
settings.

Data Table Figure

General] Contents  Layout l Title-Caption

Contents
Bowes:  Mumbers ¢ Legends

Question Mumbers: |Questi0nnaire Autonumbers j I Show row numbers
Force Breaks &t

Fiow(z]: | Colurnn(s]: |

Columris
Minimum Width — Maximurn Wwidth: — Maximumn Lines:

I Show Other Text

|aut0 |aut0 auto

Figure Type Dimensions

" Bulleted Text (+ Table, Vertical Labels Tile width: Diown From Top:  Figure Indent:
" Table, Horizantal Labels |aut0 auto auto

Text Style for Contents

T4: Report Figure j@%@

QK | Cancel | Help |

Sets whether to display the checkbox number, the 1 or 2 digit legends, or
the full text label. If you'd like to modify the legends, go back to the Scale
definition (see page 72).

Select to include the text of Other responses as well as the number of peo-
ple who marked an Other box.

Numbers each row of the table. Another option is to include the Form
Number for each respondent.

Allows you to specify row and column numbers at which you would like
the table to break.

Override the default spacing with the minimum and maximum column
widths, as well as the maximum number of lines to wrap a cell.

Select Bulleted Text for a format which focuses on an individual respon-
dent and allows for a great deal of data. Select a Table format for a more
compact view which also copies and pastes well into spreadsheet soft-
ware.
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Stub List Dialog

Stub lists are used to select multiple questions for inclusion in a text figure
or table. Unlike Question Groups, stub lists do not have to have compati-
ble scales—you can assemble any combination you like. Stubs are not
named items, so if you'd like to reuse one, copy and paste the figure, then
make edits on the copy.

Set ltems
Buestions and Groups to pick from: Items in this figure:
31: Login Assigned Resume 1D A Add - | Item | Label (may be overridden) |
H2: Home 1| Qe Tel e |Tel it
03: Dffice Add All > | |22 TEECOmMULE | TElecommute

[X]

@7 Telecommutin | Telecommuting schedule

Q5 Company tele |Company telecommuting policy
@9 Company sub |Company subsidize telecommuter
@10 Reasons not |Reasons not telecommuting

34: Commute impact residence
Q5: Commute length

Q6: Telecommute

Q7 Telecommuting schedule

(38 Company telecommuting po —
[39: Company subsidize telecon

[

=

[

310: Reasons not telecommuti
Q11: Commute via

012: Fery route

013 Commute time

@14 Environment | <<-Remove Al
Question group: @%@

Cancel | Help |
Add/Insert/Remove Click to add and remove items from the master list of questions to the
stub list for this figure.
Questions and Groups The list will display questions and groups, to be added to the Stub list. At

the bottom of the list, you can insert, modify and duplicate groups.

Items in this figure Type edits directly into the grid rows. To rearrange items, click on the
gray box at the left of the row once to select it, then click and drag, releas-
ing when the red line is where you want the item to go.

Clone Figures Dialog

Accessed from the Insert menu.

Use Clone Figure to quickly replicate a figure for several other primary
questions (the For Question tab). Note you can also copy/paste figures for
just one or two, and you can embed the results for several questions in a
single figure with Stubs (see page 206) or Groups (see page 228).

Unlike questions where copying and pasting between documents main-
tains a link (see page 83) copied figures are completely independent and
can be freely edited.

All you have to do is select the items you want to use in the right column,
decide whether you want a page break before each one (removable later
using the Breaks dialog), and click OK.
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Clone Figure
Using the Table Figure for 323: Mumber of runs per day
ta make copies for these checked questions:
Questions | Clone | 2
Q26 Flexibility I
Q27 Other key factors I
Q28 Food service I
@130: Paszenger loadiunload time I
Q31: Staff courtesy I
@32 Timing of ferry schedule I
Q33 Yehicle loadiunioad time
Q134: Ride ferry as I
Q35; Proposed ferry tax I
Q36 Commerts I .
I Start each copy on a new page SetAll Clear All
Ok | Cancel | Help |

Statistics in SurveyPro

Frequency Measures

Counts

Percents
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When you look in the figure dialogs, you’ll see up to three groupings of
statistics: Frequency Measures, Statistical Measures, and Significance
Measures. (The specific controls which appear depend on the figure type
and questions.) In many cases, you may apply more than one statistic to a
figure. For example, with a table you could include a half dozen calcula-
tions, and even a bar chart graphing percentages could add the counts at
the end of the bars.

Depending on the content of the survey, decision being made, and statisti-
cal knowledge of the decision makers, it’s entirely possible that the Execu-
tive Summary report containing only frequency measures is a perfect fit.
Greater statistical complexity does not always enhance the decision-mak-
ing process.

Frequency measures are simply counts and percents, and cumulative per-
cents. The other settings in this section affect what is being counted and
how it is being ordered.

Counts and percents will also appear in the Figure dialog’s By
Crosstab/Filter tab when you have a crosstab selected. Some charts also
have the option of adding counts and percents to the graphic

The number of respondents who marked each answer.

Calculated as the number of respondents to a question divided by the
total number of replies to that question.
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Cumulative % Applied to ordered scales, by arranging them in order, then keeping a run-
ning total of the individual percentages. A specific cumulative percentage
is referred to as a “percentile.”

With No Answers Adds an answer category reporting on how many people didn’t answer. If
this is turned on, it affects the number of replies by which percentages are
divided.

Sorting When applied to unordered scales, Sort orders responses alphabetically

(written scales), in scale order, or by frequency. It can also be used to sim-
plify figures, reporting on only the most common responses.

Move countsatorunder___  As with Sorting, Move counts simplifies figures by reducing the number of

into Others answers being analyzed. A setting of “0” will force SurveyPro to report
every answer, including singles, while increasing the threshold will display
only the most common responses.

Statistical Measures

Where frequency measures look at individual responses, statistical mea-
sures tend to look at a question as a whole. Measures include:

Mean Also known as the average, the mean is the sum of all responses divided
by the number of responses. For checkboxes, the mean is based on the
box number, and depending on the scale order, a low mean may be better
than high.

Median For continuous data (dates, numbers) you arrange all the responses in
order and go halfway down the list to find the “middle” value (equal to
50th percentile). For checkbox and rating scales, a formula is used to cal-
culate how far into a bin the middle would fall, so you will see a number
like 2.3 instead of simply 2. The median complements the mean, as it is
less likely to be distorted by a few extreme responses.

Standard Deviation Standard deviations calculate a range around the mean in which 68% or
95% of your respondents replied. For example, if your mean were 30 and
your 95% standard deviation *8, then all but 5% of your respondents
answered between 22 and 38.

Forms/Replies Forms is the total number of forms in the database, while Replies is the
number of people who marked a particular question.

Top/Bottom Box If you just want to know how many people were happy, you would select
Top Box, or Top 2 Boxes, and SurveyPro would produce a number for
everyone who marked Excellent and Good. While this is a handy snap-
shot, focusing only on the top or bottom boxes can be misleading.
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Sum
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These can be applied to any ordered scale, including checkboxes, but tend
to be used most for reporting the highest and lowest answers to number
and date questions.

The sum is a total of all answers, and most commonly applied to number
scales (you may also want to take a look at scoring on page 228). Sums
can also be applied to other ordered scales, where they will produce a
weighted total (3 replies * box 1 = 3, +, ...).

Significance Measures

Confidence Interval on
Frequencies

Standard Error of Mean

Chi-Squared

Chapter 14 - Figures
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Significance measures look at the data in your file—the data reported by
frequency and statistical measures—and estimate how accurate it is for
predicting the people who didn’t reply. If you have a census (100%
response rate) or close to it, then there’s little need for these predictions.

When significance measures produce an estimate, they do so to a degree
of certainty. For confidence intervals and standard error of the mean, you
select a certainty of 68% or 95%. Chi-square on the other hand, tells you
the likelihood that there is a relationship.

A statistic frequently seen in newspaper polls, this provides a range
around percentage frequencies.

Calculates a range around the mean into which the population should fall
with 68% or 95% certainty. This will be a wider range than the standard
deviation which only reports on the data in your file.

In a crosstab, patterns will appear, such as a relationship between the fre-
quency someone purchases and their satisfaction. Chi-squared (pro-
nounced “kai”) tells you the likelihood that the relationship is a real
pattern and not just random noise. (See Crosstabs & Banners on page 223.)
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Slicing, Dicing, and Rearranging Data

The figures and statistics are just the beginning of SurveyPro’s analysis.
Everything covered already can be enriched by comparing answers from
one group of respondents against another’s or just looking closely at one

group.
Here are some ideas of what you can do with SurveyPro:

+ Create a figure analyzing a subset of the respondents, such as just the
females, with Form Select Filters (see page 212).

» Add questions or other dimensions to a crosstab with a banner (see
page 223)

* Run areport for the latest quarter’s data, or repeat the report for every
quarter, using Report On (see page 238)

» Show differences between related questions—typically done by
looking at means, medians, or perhaps the percentages of who
marked the best or worst choices. Most often, the related questions
are in a grid, and analyzed with a Question Group (see page 228)

* Include more than one question in a table row, also known as using a
stub list, as covered in Breaking Data Down on page 268.

* Change the labels on the questions to make labels and graphs
clearer—there are two places for this: Report Labels under the Edit
menu, as well as in the individual question tiles. In many places,
question labels can be overridden for an individual figure. Scale
answer labels can be selectively edited using Rescales (see page 216).

* Combine answers into categories using Rescales (see page 216).

* Change the way statistics are computed or scored by modifying the
values underlying the labels—another Rescale (see page 216).

e Score a test for a total, or calculate a score for a satisfaction index on
a survey or other application with Groups (see page 228).

Creating a Report on page 253 and Breaking Data Down on page 268 will
introduce you to more possibilities, as well as getting hands-on with
Rescales, stubs, and other tools.
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Form Select Filters

Form Select Filters are used in both Answer Entry and analysis, although
they are most commonly applied to reports. For example, you would cre-
ate a figure analyzing respondents over age 55, or people who answered
an open-ended question. You can also apply a Form Select to an entire
report at once through Report On (see page 238).

Filters are one of the named components you’ll find under the Object
Tree (see page 15), so once you define a filter it can be reused for many
figures. When using filters for data cleaning or experimentation, it’s often
useful to create a filter called “Working” which is edited again and again
as needs change.

Form Select structure

Building Filters

Filters are in the format:

Item Relation Value

05 = “500-999”

Items can be questions (with or without Rescale), document names, entry
date and time, or even another Form Select Filter.

Relationships are things like =, <, >, and not equal.

Values are the pre-set scale options, existing data, or hand-typed data as
in this range.

As with other components in SurveyPro, filters are most frequently
inserted and edited through the dialogs that use them—just look for the
insert button next to the filter drop-down list. If you need a similar figure,
and don’t want to alter the original, use the duplicate (camera) button.

The right-hand side of the Form Select dialog is a point-and-click interface
for building filters. This is the best approach to create a filter, even if you
plan on hand-editing it later.
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Form Select Filter Dialog

While filters can be manually constructed using the text box on the left,
the easiest approach is to have SurveyPro build it. The AND rule pictured
below selects all auto commuters who drive more than 45 minutes. It’s
built with the following steps:

1. Select the first question from the upper right drop-down list—in this case Q5
Commute length.

2. Click >= Greater-Equal.

3. Select 45 (minutes) from the list.

4. Click the button labeled Insert on the left side.

5. Click AND to add the parentheses.

6. Selectthe second question, Q11 Commute via.

7. Click = Equal.

8. Select checkbox 1, Car.

9. Click your mouse inside the second set of parentheses.

10. Click Insert.

Form Selects (Filters)
Inzerting a news rule at #3. Pick a Question or Form Property:
Name: |Q‘I 1: Commute via j
ame - Rescale [optional):
|L0ng diztance auto commuters |N ” E
one A
Selsctioniile) 4 Falld Fick a Relationship:
(05 >=45) AND (011 = 1) + =Equal " » Greater Than ¢ < Less Than

" <> MNotEqual © »=GreaterEqual © <= Less-Equa
" ==Equal Only

Pick Walues to be =:

TestRule] AND| OR Ingert 1 Car

A0| 0n| et | || S

Found 7 Forms. 3 Light Rail
4 Metro Bus
5 Monarail
E Other

Sample Weights... Mo Anzwer
Ok | Lancel | Help |

You'll find it takes longer to read these instructions than to create the rule
itself. If you create complex rules with many ANDs and ORs, be very
careful to check your parentheses.

It's always a good idea to use the Test Rule button to check your syntax
and see if you're getting about the right number of forms.
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Selection Rule

Test Rule

And/Or

Insert

Sample Weights

Pick a Question or Form
Property

Rescale

Pick a Relationship

Pick Value
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Filter names can be up to 200 characters and will appear in figures
(though some figures allow label overrides).

The actual specification of what forms to find. Rules can be created or
edited by hand, but generally it's easiest to build them with the right-hand
panel.

Provides either the number of forms it found or an error statement if it has
a problem with the rule's syntax.

Add parentheses around the existing rule, the word AND or OR, and an
empty set of parentheses at the end of the rule. Depending on the rule you
are constructing, you may need to adjust the parentheses.

Transfers the rule you constructed on the right-hand side into the text
box. If the Insert button is grayed out, you need to first click in the text
box to tell it where to insert.

An advanced capability to correct for sampling biases. See page 215.

Lists the questions in the file, form attributes such as the date/time stamp
or questionnaire, and any Form Selects you have already defined.

Applies a rescale to the question, handy if you have already grouped some
checkboxes into categories, or dates and numbers into ranges. When a
rescale is applied, it will read R7(Q3) in the rule, meaning the 7th rescale
applied to the 3rd question. See page 216.

Sets the relationship between the question or form attribute and the value.
Equal Only == will pull a response which is exactly equal to the selected

Value, and equal to no others (applies primarily to multiple answer check-
boxes and written answers).

Lists the values applicable to the selected question/rescale combination.
Dates and numbers without a rescale will list the actual data. Written
answers and patterns give you the option of displaying the whole Answers
or extracting Keywords to fill the value list. Form Selects can be True or
False. If the value you need is not listed (such as January 1, 2007) you can
select a similar value to get the correct syntax, then edit the value within
the Selection Rule box.
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Sample Weights Dialog

Pick 1 to 3 Questions

Chapter 15 - Analysis Components
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Sample weights are a specialized capability for correcting sampling biases
or for forcing a bias to favor a respondent sub-group. They should be used
with care or the results will be a distortion rather than an improvement.
Related to Sample Weights are Scores for answers.

This is a weighting of the samples; it weights all the answers in each form.
Sometimes the term “weights” is used instead for assigning values to
responses for statistical or test evaluation purposes, which Survey Pro
does through rescales (see page 216) and scoring (see page 228).

The sample weights in Survey Pro are tied to a form select to allow for the
cases where the bias differs from one part of the database to another, say
differing by quarter on a repeated survey. The sample weighting will only
be applied to a figure where its parent form select rule has been applied.
Since you can leave the actual selection rule blank, you can still apply
weights to all forms.

If you want to weight an entire document, you can apply a Form Select
Filter through the Report On settings (see page 238). The Sample Weights
button displays the dialog below, which shows one weighting question set.

Sample Weights
Pick 1 to 3 Questions Set based on
Eel + Target frequencies

{35 Gender j o " Weights values directly
MHone >

| =
|N0ne j o

Cancel
Help
Form weights by question answer
Answers |Sam|)le| Target |Weight|

1 |Female 2615 3000 1.147
2 |Male 7385 FO.00) 0945
3 |Tatal % 10000 10000 ]

You can set 1, 2 or 3 questions to weight. Each pull-down list contains all
the questions using single answer scales. A multiple-answer scale or
rescale cannot be used for sample weights. The Set column of radio but-
tons determines which question’s weights are being edited.

The order of the questions does not matter, just like any other multiplica-
tion problem. Thus if you correct on both Gender and Age questions, it
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adjusts for Age and for Gender as separate ratios, then multiplies them
when they overlap.

You can set target frequencies, as for correcting demographic imbalances,
or weights, such as when you want to emphasize one group's contribu-
tions. This setting determines which fields are active in the lower section
of the dialog.

When adjusting the Target Frequencies, as shown here, you will be pro-
vided with the distribution (subset by the parent Form Select Filter). You
must make the target frequencies add up to 100%. The last column,

Weight, is for your reference and calculated automatically by SurveyPro.

When you set Weights Directly, SurveyPro ignores the sample’s frequen-
cies and target, leaving the right side with two columns.

In either case, you can then edit the Target or Weight by clicking to select
it and then typing in the box below. Enter will automatically drop you to
the next answer to be weighted.

Modifiers & Rescales

Building Rescales

Rescales add a layer on top of a question, allowing you to change the way
data is grouped, ordered, and valued. Examples include:

* Combining Zip codes into regions
* Changing the labels on a scale

»  Setting custom values for computations (instead of 1,2,3,4, perhaps 1,
4,7,10)

Since it isn't changing the question or data, you can still analyze responses
in their original format or use as many different Rescales as you need.

In addition the custom Rescales you can build, most figures include sev-
eral Modifiers which can be used to quickly group dates into months, or
numbers into ranges.

Rescales are most frequently inserted and edited through the dialogs that
use them—just look for the insert button <& next to the filter drop-down
list. Rescales are tied to a specific scale type, so only the ones which are
valid for the current question will appear in the list.
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Rescales are built in four stages:

1. Selecting the scale or scale type to which it will apply

2. Processing the raw responses for written answer, number or date/time scales
3. Setting the mapping/grouping/binning of the responses

4. Adjusting the output labels and values

Checkbox and rating scales already have a set of fixed answers, so you
simply use the Answer Mapping Tab on page 220 to combine responses,
and Output Bins Tab on page 222 to adjust labels and values. For other
scale types, you need to create sets of responses first. See Written Answers
Tab in the next section, Number Inputs Tab on page 219 and Date-Time
Inputs Tab on page 219.

See also Modifiers & Rescales on page 216.

-

Insert Rescale

Fick a data type or zcale to be rescaled:

Any wWiritten Answer Scale ~
Any  Mumber+Currency+% Scale
Ay Date/Time Scale

Any 1 to B Rating Scale

Any -3 to 3 Rating Scale

55 Yes/Mo[ves best]

5B Yesz/Mo [Mo best]

57 Yesz/Mo [Unordered)

58 Yes/Uncertain/Mo [ves best]
59 Excellence - 4 levels

510: Excellence -- B levels

514: Agree/Dizagres - 4 levels
515 Aaree/Disaares - 5 levels

()3 Cancel

Written Answers Tab

Written answers can be rescaled in their entirety, or you can work with
prefixes, suffixes, or keywords (such as area codes). To construct the Res-
cale, you first need to create the raw answer inputs, which will be used by
the other two tabs beginning on page 220.

For written answers in particular, it is much easier to construct a Rescale
if your data has been cleaned. There are also circumstances where post-
coding is a better approach than Rescales. See Data Cleaning on page 123.

You can build your Raw Answer list by extracting responses from one or
more written answer questions, or manually by typing answers. To
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remove items, simply select them in the list and click Delete Selection.
Note that the order does not matter at this point, just the content.

Written Answers

Search Databaze For B Raw Answers as Inputs
|W’h0|e Answers j Bainbridge

Bremerton
Add All Answers ta Question Eﬂ;g{;ﬂs
Q12: Femy route v| Add Orcas
| J J W ashon
Add Typed Answer
|Edmonds Add
Edit Faw Inputs

Undo Last Delete Selection | Clear All Inputs |
| Mest » | | Cancel | Help |

Search Database For

Add All Answers to Question

Add Typed Answer

€dit Raw Inputs

Raw Answers As Inputs

Whole Answers work well for short entries, like product names and loca-
tions. Keywords work best for longer comments. Prefixes and suffixes are
best for IDs, Zip codes, and telephone numbers.

Select the question from which to extract responses. You may select more
than one question, clicking Add after each one.

Manually construct or modify the list by typing entries not yet in your
database.

Undo the last addition, delete a term in the list, or completely clear the
list.

Includes all answers you wish to use in the rescale. Answers not included
will be ignored in figures which use the rescale.
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Number Inputs Tab

You can enter the endpoints and increments, manually enter the bin
edges, or both. Don't worry about the Below and Above values if you
won't need them—they can be taken care of in the Answer Mapping Tab

on page 220.

Mumber Inputs

Farmat Default
Mumber of digitz after decimal: |2

Add Edges from Range

Fram: | To: | Step: |

Add Bin Edge

|49.994

Edit Faw Inputs

Add

Undo Last | DeleteSeIectionl EIearAIIInputs|

Fiaw Answers as Inputs

Below 20.00

20.00 to 29.99 inclusive
Above 29.99 to include 39.99
Above 39.99 to include 49.99
Above 4399

| Mest » | | Cancel | Help |

Format Default

Add Edges from Range

Add Bin Edge

€dit Raw Inputs

Raw Answers As Inputs

Sets the sensitivity of the bin edges, and will not necessarily be displayed
in the final outputs.

To quickly set ranges, enter low and high values, along with how often
you'd like them broken. You can always manually add bins above, below,
and in the middle.

Bin edges are the inclusive upper edge.

Undo the last addition, delete an edge point in the list, or completely clear
the list.

Includes all answers you wish to use in the rescale.

Date-Time Inputs Tab

The main figure dialogs allow you to group dates into days, weeks,
months, quarters and years, and times into several intervals, so you only
need to define a Rescale when you need special periods.

Note that you can rescale a sub-set of a date/time scale. For example, if
you were collecting the date and time someone visited, you could create
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one rescale which grouped respondents by the time of day, and a separate

rescale grouping them by month.

Date-Time Inputs

Bins Bazed On

" Dates and Times

" Times Only

Dates: |m/dAyw  4/30/2008

Add Automatic Bing

|

From: [141/07 To:[12/30/07
Daps | Weeks | Months |

Quarters | Years |

Add Bin Edge
Add

Edit Faw Inputs

Undo Last | Clear &ll Inputs |

| Mest » |

Fiaw Answers as Inputs

Before 12/31/2006

12/31/2006 to 141472007 inclusive
After 1/14/2007 to include 1/28/2007
After 1/28/2007 to include 2/11/2007
After 241172007 to include 2/25/2007
After 2/25/2007 to include 3/11/2007
After 341172007 to include 3/25/2007
After 3/25/2007 to include 4/8/2007
After 4/8/2007 to include 4/22/2007
After 4/22/2007 to include 5/6/2007
After 5/6/2007 to include 5/20,/2007
After 5/20/2007 to include 6/3/2007
After 6/3/2007 to include 6/17/2007
After 6/17/2007 to include 7/8/2007
After 7/8/2007 to include 7/22/2007
After 7/22/2007 to include 8/5/2007
After 8/5/2007 to include 8/13/2007
After 8/19/2007 to include 3/2/2007
After 3/2/2007 to include 9/16/2007
After 316/2007 to include 3/30/2007

| Cancel |

After 9/30/2007 to include 10/14/2007  |[¥

Bins Based On

Add Automatic Bins

Add Bin Edge

&dit Raw Inputs

Raw Answers As Inputs

Select whether you're rescaling the dates, times, or both, and the formats
you'll use for your Rescale. The format does not have to match the scale

definition's.

Select whether you're rescaling the dates, times, or both, and the formats
you'll use for your Rescale. The format does not have to match the scale

definition's.

Type here to manually add a date/time bin edge in the format you speci-

fied above.

Undo the last addition, delete an edge point in the list, or completely clear

the list.

Includes all categories you wish to use in the rescale.

Answer Mapping Tab

This screen serves two functions:

*  Grouping the Raw Answers

*  Ordering the Output Bins (can also be done in the Output Bins tab)

The way this works can get a little tricky, but here's a typical scenario:

1. Scroll through the list on the left and select responses you want in one

category, such as California, Washington and Oregon. Click Combine which

results in all their Qutput Bins changing to a common “1: <Untitled>.”
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2. Click onthe "1: <Untitled>” bin label and click First to bring it to the top of
the list—note that the left list was reordered as it brought its items with it.

3. Switch to the Qutput Bins tab to assign a name to your new bin.
4. Switch back to Answer Mapping to create another group.

5. Combine another bin, but notice you missed an item, so click on the Answer
you need to add, then click on the Output Bin, and click Combine again.

6. Combine athird bin, but notice you had an extra item, so click on that extra
in the Answers column, then click on the Qutput Bin you need to extract it
from, and click Split.

Answer Mapping
Select| Raw Answers Output Bins |Select| -~
W 13 linois 7 linois I
W 14 Indianz 3 Incianz I
W 15 lovwes 9 lovwa I
W 16 Kansas 10 Kansas I
[~ 17 Kentucky 11: Kentucky I
[~ 18 Louisiana 12 Loisisns I
[~ 19 Maine 13 Maine I
[~ 20 Maryland 14: Maryland I
[~ 21 Massachusetts 15 Mazsachuszetts I
22: Michigan 16: Michigan r
W 23 Minnesota 17: Minnesota I
[T 24 Missizsippi 18 Missizsippi I
W 25 Miszouri 19 Missouri I
[T 26 Montana 33 =Urtitlec= i+
Input Answers Output Bins
Combine Split Sort | | | |
| Mest » | | Cancel | Help |

Lists all the checkboxes or rating levels in the scale, or the answers you
set up in the first tab for Written Answer, Date or Number scales.

If you are grouping several Raw Answers into new Output Bins, this col-
umn will show the new categories. When you first combine categories,
they show as “Untitled.”

Use the column next to the Raw Answers bin to mark several Raw
Answers you want to Combine. Or use the column next to Output bins to
select a bin you want to Split, or to rearrange the items.

Combines any checked Raw Answers together into a new Output Bin, or if
a bin is also selected, combines the answers into that bin. Any answers
combined with No Answer will be treated like missing responses in fig-
ures.

Splits an Output Bin apart into its original Raw Answers. If you have spe-
cific Raw Answers checked, it will split them out selectively.
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Sorts the lists in order of the label number.

Arranges the Output Bins, moving them up, down, and to the top and bot-
tom of the list. Note that a bin consisting of many Raw Answers moves as

a single unit (clearer if you sort on the outputs).

Output Bins Tab

Rescale Name

List of Bins

Value

Legend

Chapter 15 - Analysis Components
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It's very helpful to alternate between this screen and the Answer Mapping

if you're doing a lot of rearranging to your scale.

This is the final step, where you set labels, values (for means, scoring,

etc.), and legends.

Cutput Bins

Rescale Mame: |Regions

| Value | Legend |

Wiest
Michaest
South

)
hd
=

orthesst

|U‘| s w|m|—\

| M

Mo Answer

Extended edit for label of output bin 4:

HA,

Statistical ¥alues Out:

Mortheast

|Drdered, MHo'alues j

Output 4 haz input(s): 7: Connecticut; 19: Maine; 21:
Mazzachusetts; 29: Mew Hampshire; 30: Mew Jersey:

32 New “ork: 38: Pennsylvania; 39: Rhode |sland; 45: =

™ Automatic Legends
™ Sort Outputs Low-best

ad Up First

< Back | Cancel | Help |

| [ Fnsh ]

Rescale names are displayed in some figures, so it helps to make this
descriptive.

Includes a row for each Output Bin from the Answer Mapping tab. If
you’ve combined categories, this will come in as empty, so use the gray
area in the lower-left corner to see what it contains.

By default Rescales have no values, so they will only produce frequencies,
but you can override this with automatic values or custom ones. When
Set Own Values is selected, that column in the grid becomes active, and
you can type them in.

Legends are used in a few figure types. Turn off Automatic Legends to
activate this column.
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While in the text box, you can use the Text Palette (see page 44) to change
the typeface, size, color, etc. You can type up to 200 characters in a single
line/paragraph.

Offers a peek at the items you've grouped into the selected bin.

Arranges the Output Bins, moving them up, down, and to the top and bot-
tom of the list.

By default Rescales have no values, so they will only produce frequencies,
but you can override this with automatic values or custom ones. When
Set Own Values is selected, that column in the grid becomes active, and
you can type them in. See Selecting Scales on page 69.

By default SurveyPro uses a simple alphanumeric legend for reports, but
you can override this with your own 1-2 digit labels.

Applies in analysis when you're working with top box and bottom box set-
tings, and simply tells SurveyPro whether you consider the first answer to
be best (top) or worst (bottom).

Crosstabs & Banners
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If you've read a magazine’s poll results, you’ve seen a crosstab. It’s simply
a comparison of the responses to one question against another:

Overall  Store Credit
Account

Mo fes
77 45 28
TimesVisited (Last 6 manths)

Oto2 50.0%  591% 357%
2to4 38.9%  31.8%  50.0%
4106 8.3% 45%  143%
Gtog 0.0% 0.0% 0.0%
Sto10 1.4% 2.3% 0.0%
101012 1.4% 2.3% 0.0%
Totals 100.0% 100.0% 100.0%
Mean 1.92 1.70 225
ChiSg Significance A Under 50%*

*Mote: ChiSg has over 20% low count cells.

In this table, the number of store visits was selected on the For Questions
tab, then Store Credit Account was selected on the By Crosstab/Filter tab.
When you look at the data, it appears cardholders visit more frequently,
but the Chi-Squared (Ch Sq) of “Under 50%” indicates that’s likely to be
random variation, not a reliable relationship. The table also has an auto-
matically generated footnote that the results could become more certain
with more responses.
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Generally you’ll want to analyze crosstabs with percentages, since they
make it easier to see the relationships and not be distracted by signifi-
cantly different response numbers. In the example above, note the dra-
matic difference between the number of respondents in the three
categories (in gray bar), which would make finding patterns with counts
very difficult.

SurveyPro will apply crosstabs to most figure types, although it’s better
suited to some than others (see page 185).

Banners are commonly used to create crosstabs, but they can also be
used for much more. A Banner is another SurveyPro Component, in this
case a saved definition of one or more column specifications. Yes, they
can be applied to pie charts as well, but it’s easiest to describe them in
terms of columns.

The simple crosstab example in Banner form would consist of two items:
the first a Filter item to select all forms for the Overall, and the second a
2D crosstab using the Trip Purpose question. For this case, it’s clearly
simpler to use a regular crosstab, but what about stacking another 2D
crosstab next to Trip Purpose? Or another Form Select column, this time
restricted to last quarter’s responses? Or a 3D crosstab comparing the
Amenities question against two others at once? Banners can contain up to
500 columns, and while a crosstab could produce several columns, that
still leaves plenty of room for heavy-duty analysis. Since they’re named
components, you only have to define a Banner once, then it’s available in
almost any figure type.

Another advantage of Banners is that you can completely customize the
labeling, even adding additional headings across multiple items.

As with other components in SurveyPro, Banners are most frequently
inserted and edited through the dialogs that use them—just look for the
insert button =& next to the filter drop-down list.

Breaking Data Down on page 268 creates a Banner (among other table
tricks), and the full description of the dialog controls is in the Help system.
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Banners are a very flexible mechanism for defining cross-tabs within
SurveyPro. Banners allow you to run a cross-tab on combinations of ques-
tions and/or form selection filters, as well as providing control over label-
ing and certain tabulation features beyond the basic Figure Definition
dialog. Like Question Groups and Form Select Filters, Banners are named
building blocks, so once you define one you can select it from any figure
dialog.

The easiest way to think of a banner is in a basic cross-tabulation table
where the cross-tab appears across the top of the table columns. So even
though banners can be used with graphs and Report On, we will use the
terminology of columns throughout this section.

In SurveyPro, a banner consists of a series of items where each item can
be a Form Select, a 2D cross-tab question or a 3D set of nested cross-tab
questions. If you have used a simple cross-tabulation question in the main
Figure Edit dialog, then you have already seen a simple 2-item banner
consisting of an optional “Overall” column and a 2D cross-tab question.

The settings below would produce the following columns:
+ Database-wide values
*  Western region (Form Select 5) values

* A set of columns, one for each quarter, for the Western region (2D
Crosstab using Q3 with FS5)

The grid in the upper portion lists the banner items, each one of which
could be one or many columns. When you click on a banner item you can
change its type from filter to 2D or 3D cross-tab, modify the questions, or
change the Labels and Modifiers.

Chapter 15 - Analysis Components Banner Dialog 225

Januar, y 15, 2007



Name

Item List

Sort On

Labels

Item Type

Form Select Filter

Crosstab

More
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Banner
Mame K
|W’estem Region Quarters

- Cancel
Item List
Item Description | Sort On | ﬂ Help |
1|~ Forms [T @
2 |FS5only (e ﬂ
3 |EDonGawinFss 10

Item Type

" Filter Only  * 2D Crosstab ¢ 30 Crosstab

Faorm Select Filker Crozstab

‘Z§|§|l&| + Question © Group/Scare

F5: “Western Region j |Q3: Last Vizit D ate j Moare...

The banner name is used both as a reference in dialogs and in figures.
Shorter names are typically best.

Lists the items currently defined in your Banner with an internal label
reflecting their contents. Click the buttons to the right to add new items at
the end (+), insert above, or delete. To rearrange items, click on the gray
box at the left of the row once to select it, then click and drag, releasing
when the red line is where you want the item to go.

Sorts the figure's rows based on the selected item's values. Does not apply
when the figure's primary question is an ordered scale.

Allows you to override the default column labels, as well as to set “head-
ing” labels across multiple banner items. See below.

Items can be a simple filter, a 2D cross-tab which breaks down with one
question, or a 3D which breaks down by two questions. For example, a 3D
cross-tab using gender and Yes/No would result in columns for Female
Yes, Female No, Male Yes, and Male No.

Form Selects subset the database based on answers to questions, form
numbers, and other criteria. Select among the Form Selects already
defined, or use the buttons to duplicate, insert, and modify filters.

List of all questions in the project.

You can apply an optional Rescale to change the labels, grouping or struc-
ture of the selected question(s). See below.
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Labels in Banner Dialog

Another reason for using a Banner instead of a simple cross-tab is that
you have complete control over the labeling. In addition to overriding the
labels for any filters and questions, you can also create header labels that
stack above the columns.

If you use a Header label, it will go continuously across all adjacent ban-
ner items specifying the same label. Note that this dialog applies only to
the currently selected banner item.

ftem 3: 2D on 03 with FS5

Header1: " Mone @+ Start

|Base|ine and Western Results

Header 2: + Mone  Start

Header 3: + Mone  Start

Iv Overide Filter Label |W'estem FRegion

I Overide Crosstab Label |L58t Wisit Date

QK | Cancel Help

Modifiers in Banner Dialog

Modifiers

These settings are scale dependent, so you may not see all for all ques-
tions. They apply only to the selected question, so you make settings for
each question in a 3D cross-tab independently.

Item 3 Crosstab Q3: Last Visit Date

Modifiers
~

" Rescale

" Autopostcoded

" Dayz ‘Weeks  Monthe & Quarters  Years

Answers
I Wwith No &nswers

Sorting: |Sort by date | Move counts at or under |1 into Others

QK | Cancel | Help |

You can apply an optional Rescale to change the labels, grouping or struc-
ture of the selected question(s). See Using Modifiers for all the details.
With date and number scales you'll also see options for quick binning into
common categories, and written answers are autopostcoded.
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With No Answers Check this to add a category for missing responses, so your cross-tab
breakdown would be Female/Male/No Answer.

Show Empty Crosstabs In some circumstances the combination of data, cross-tab setting, and
Form Select can create empty cross-tab categories, such as quarters or
states with no data. Check this box to display those missing categories.

Sorting Sorting options apply to unordered scales (written, pattern and unordered
checkboxes). By default all responses will be displayed, but you can over-
ride this to show only the 5 most popular answers, or only answers with a
minimum number of responses—in either case, the rest will be grouped
into an “Other” category.

Move countsatorunder___ By default, SurveyPro will count all repeated responses to Other blanks

into Others and short written answer scales (including telephone and Zip pattern
scales). Use this setting to adjust the number of times an answer has to be
provided before it shows as a unique response or is combined with other
outliers into “Other.”

Question Groups & Scores

Question groups are collections of questions which are analyzed collec-
tively. There are three types of groups which produce significantly differ-
ent figures and statistics.

On Scales/Rescales

These are the simplest of the groups, basically just a grouping of ques-
tions for common analysis. Typical applications of this type of group are
importance/performance scatterplots, bar graphs of group means with an
overall line, and frequency distributions. This is the type of group auto-
matically created from question grids.

Whenever you create a question grid, SurveyPro will create a group for
each of the scale columns, and these groups can be modified for any
required label overrides.

Unlike the scoring groups, On Scales/Rescales requires the scales have
compatible structures so they can be analyzed together:

Checkbox Same scale (based on ID, not labels)
Ratings Same end-points, suchas 1 to5or-3to 3
Forced Rank Same number of levels

Chapter 15 - Analysis Components Question Groups & Scores 228

Januar, y 15, 2007



Point Scores

Apian SurveyPro 4.0 User Guide

Written Answers and Patterns Same rescale must be applied to all questions

Dates Same rescale

Numbers Same rescale

Point Scores can be used for exams, or for certain types of assessments
such as risk level for a disease. Compared to Weighted Scores these
groups are quite straightforward.

In our example here, we're looking at a sample adrenaline addiction
assessment:

True False
| habitually drive ower the speed limit a o
| drink caffeinated beverages to make it through the day a o
I'm frequently late far appaintments o o
I'tend to speak guickly, often dominating conversations a o
| pace or fidget a o
| rarely complete "Ta Da" lists o

This is very straightforward, since we just want to give True 1 point, and
False or No Answer 0. Whenever you have a situation like this, you only
need to set the points for one question, and then you can apply them to all
others with the same scale.

In other cases, you may have a mix of scale types, and have to address
each answer individually. Values can be either positive or negative, so if
you wish to discourage guessing, wrong answers could have -0.25 points
on the Points tab

When SurveyPro computes the score for this respondent, it will simply
total the points for each question marked (including multiple answer
checkboxes).

Scales can be of any type, though written, pattern, date and number
scales require a rescale to “bin” them before applying points.

The point scores themselves can also be “binned” into ranges (similar to a
rescale or other modifier), such as grade ranges or addition levels in our
example. This is very useful if you're planning on cross-tabbing the scores
against other questions or want to apply plain text labels to score ranges
on the Output Bins tab.
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To illustrate the way weighted scores work we'll look at creating a “satis-
faction index” for a spa survey. The questions we're working with are a
rating grid and a yes/uncertain/no scale. Scales must be discrete and
have values, so you may need to apply rescales to some of your own ques-
tions (such as written answer and number scales) when creating your
groups.

Huow would you rate your experienc e on this visit?

Sublime Dizappointing
1. Front desk (including making appointment) 4 3 @ 1
2. Environment 4 @ 2 1
3. Technician's skills 4 @ 2 1
4. Technician's manner @ 3 2 1
5. Refreshments 4 3 2 (1)

m

. Do youw have any comments on our facilities, staff or services?

7. Would you recommend Sublime Spa to a friend?
J& ves O Uncertain O No

Weighted scores take the answers for each respondent and create a
numeric score for that respondent. While the score won't appear on their
form in Answer Entry, you can treat it like any normal number question
for analysis. This means the scores can be reported respondent-by-
respondent in a data table figure, or analyzed across all your respondents
with means, medians, cross-tabs, and other tools.

In this example we have a mix of scales, so while the best answer for the
grid is a 4, the best possible answer for Q7 is only a 3. To eliminate this
distortion, we can convert all values to a 1-10 range on the Weighting tab
(don't worry, SurveyPro calculates the intervening values).

Question | ScaleValue | Converted 1-10 Value
01-05 4 10
3 7
2 4
1 |
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Question | ScaleValue | Converted 1-10 Value
Q7 3 Yes 10
2 Uncertain 5.5
1 No 1

While we could consider each question equally important, it's more com-
mon with this type of group to “weight” certain questions as more or less
important. In our case, we want to make the referral question, Q7, twice
as important as the others, and Q5 regarding refreshments half as impor-
tant. If you look in the table below, you'll see this reflected by weights of 1
for Q1-Q4, 0.5 for Q5, and 2 for Q7 (by default, SurveyPro gives all ques-
tions a weight of 1). Note that weights apply to the group overall, so
they're identical for both respondents in the table.

First Respondent Second Respondent
Score Score
Converted (Weight Converted (Weight
Answer Value Weight | *Value) Answer Value Weight | *Value)
01 2 4.0 1.0 4.0 [blank]
02 3 7.0 1.0 7.0 2 4.0 1.0 4.0
03 3 7.0 1.0 7.0 4 10.0 1.0 10.0
04 4 10.0 1.0 10.0 [blank]
05 1 1.0 0.5 0.5 3 7.0 0.5 3.5
07 Yes 10.0 2.0 20.0 Uncertain 5.5 2.0 11.0
Raw Totals 6.5 48.5 4.5 28.5
Final Score 7.5 6.3

Chapter 15 - Analysis Components
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Where Final Score = Total Score + Total Weight.

Note that the second respondent didn't answer two grid questions, reduc-
ing the total weight used in the calculation of their final score. You can
also opt to have missing values scored at the lowest or highest possible
values, which would have given that respondent scores of 4.7 and 7.5
respectively. [See Weighting tab.]

In addition to analyzing the scores numerically, you can also “bin” them
into ranges (similar to a rescale or other modifier). This is very useful if
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you're planning on cross-tabbing the scores against other questions or
want to apply plain text labels to score ranges.

Question Groups Dialog

In SurveyPro you can evaluate sets of questions as a single unit. There are
three different structures to groups, two of which are fairly complex, so
we strongly recommend reviewing this conceptual information on page
228 before diving into the dialog controls.

As with other components (such as Rescales and Form Selects), once you
define a group you can reuse it in many figures, and when you make a
change, it will automatically update all reports using the group.

Creating Groups
The first two tabs of the group dialog are common to all types:
1. Name the group (Select Items Tab in the next section)
2. Select the questions to include
3. Order the questions (Select Items Tab or £dit Items Tab on page 233)
4. Apply rescales to questions as needed (€dit Items Tab)
5. Modify question labels and legends
6. Specify the group type

If you are creating a Point or Weighted Score, you'll have two additional
tabs to:

7. Specify the calculation details (Points Tab on page 234; Weighting Tab on
page 236)

8. Optionally group score ranges into bins (Output Bins Tab on page 237)

Select Items Tab

In this first tab you give the group a name, select the questions, and have
the option of arranging the group order.
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Edit Group
Select ltems l Edit Items ]

Fieparting Mame of Group: |W’alk-on Fermy FRatings

Questions and Groups | Scales |In Grou|)| Hems ~
GI26: Flexibility S11: 1 High to 5 Low Rating I
Q27 Cther key factors 52 Short Countable Witten -- I
128: Food service =9: Excellence -- 4 levels I 1: Food service
@29: Number of runs per day |59 Excellence -- 4 levels I 2 Mumber of runs per day
@30: Pazsenger loadfunlosd tim| 59 Excellence -- 4 levels I 3: Pazsenger loadiunload time
Q31 Staff courtesy 59: Excellence -- 4 levels I 4: Staff courtesy
@32 Timing of ferry schedule | 59: Excellence -- 4 levels I fo: Timing of ferry schedule
@133 Yehicle loadfunload time |59 Excellence -- 4 levels I
@34 Ride ferry as S41: Ferry drivefovalk I
Q35; Proposed ferry tax S35 Tax increase I
Q36; Comments 53 Mon-repeating or Long Mem I I

Sort Question/Group List Fie-order |tem List
By Question By Scale By ltem | Up | First | By Questions |
| | By Scales |

QK | Cancel | Help |

Reporting Name

Questions and Groups

In Group

Items

Sort Question/Group List

Re-order Item List

Edit ltems Tab

Group names will appear in some figure types, and can be up to 200 char-

acters.

Lists all questions in your file with their scales. Not all groups can include
all scales, so see the details on the three group types on page 228.

All questions in your file with their scales. Not all groups can include all
scales, so see the detailed pages on the three group types.

The number at the beginning indicates the order in the group. This can be
adjusted using the buttons below, or in the second tab where you modify
labels and rescales.

Changes the display of the list for your convenience. This does not impact
the order of questions within the group (use the buttons to right or the
second tab).

Click on an item in the right column and move it up or down in the group.
Note that this will be indicated by a change in the number before the item,
and not in the rows unless you update the sort.

Like the Select Items screen, this one is common to all group types.

The lower half of the dialog is driven by the item selected within the grid.
Some scale types, such as numbers and dates, require rescales before the
group can use them. See also the detailed information on each group type
for its requirements.
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Edit Group

Select lterms  Edit Items

Item Label

| Legend |

Rescale |

Order
p

Food service

Murmber of runs per day
Paszenger loadiunlosd time
Staff courtesy

Timing of ferry schedule

Edits for Item 5
G032 Timing of fery schedule

EAGREE

RE3: Yalue Reversal
RE3: Yalue Reversal
RE3: Yalue Reversal
RE3: Yalue Reversal
RE3: Yalue Reversal

59: Excellence - 4 levels

ElEEL

Label: |Timing of fery schedule

Iv Automatic Legends Rescale: |R2: Value Reversal j@%@

Output Evaluations
+ 0nScales/Fescales " Paint Scores " Weighted Scores

QK | Cancel | Help |

Select an item in the list to change its rescale or label. You can also type
label changes directly into the grid.

Rearrange the group, moving the selected item up or down in the list.
Indicates the original label and scale for your reference.

Change the figure label for the selected group item. While they can be up
to 200 characters, shorter is generally better.

Uncheck this box to type custom 1 or 2 digit legends in the list.

Select from among existing rescales or insert a new one. Note that groups
are sensitive to the numeric values underlying scales, so make sure yours
are set up properly to produce the calculations you want.

Sets the type of group you are creating. See Question Groups & Scores on
page 228.

This dialog only appears if you selected Point Scores on the Edit Items
tab.

With a Point Score you need to specify a value for each possible answer
within the group. This is done by selecting a group item in the left side and
typing points on the right.

If you have a simple assessment, such as our adrenaline test where the
points are the same for each item, you can set one question and then use
the “Apply to Same Scales” to set the rest.
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Edit Group
Select ltems ] Edit Items Points | Output Bins
11 habitually drive over the speed limit: =1, M=0, ot=0 Answers | poim5|
2| diink caffeinated beverages to make it thro...: v=1, M T 1
3 'm frequently late for appointments: =7, N=7, ot=0 e
4] tend to speak quickly, often dominating con...; =7, b 2M Mo m
51 pace or fidget: =7, N=7, at=0 Fot Mo Answer i}
B rarely complete "Ta Da" lists: =7, N=7, ot=0
Minimum items answered to score form: [&ll 6 - Apply To Same Scales

QK | Cancel | Help |

Question List

Answers/Points

Minimum items answered

Apply to same scales

Lists the questions in the group, along with a peek at their current points.

If you need to adjust the order, return to the Edit Items tab.

Lists the possible answers of the selected item. A point value is required

for each possible response, and can be positive, negative, or decimal.

By default, a respondent receives a score if any item is marked, but you
can change this to all items or a number in between. Note that with Points

you provide a value for No Answer as well as the other possible

responses.

Applies the current item's points to all other items using the same scale.
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This dialog only appears if you selected Weighted Scores on the Edit

Items tab.

If you have not read the detailed information on page 230, please do so
first—this section assumes you already understand how the calculations

are made.

Edit Group

Select Items] Edit Items ‘#eighting l Clutput Bins]

Item |

Raw Answers

| Low To [ High To | weight

Food service

Murmber of runs per day
Paszenger loadiunlosd time
Staff courtesy

Timing of ferry schedule
Wehicle loadiunload time

1to4
1to4
1to4
1to4
1to4
1to4

Score Mo Values &g

™ Addin as Law value

[ N R pr g
in

Output score
Total Weights = 7

Fiaw weighted sum ranges 1 to 4

Make sum be: |0 to {100

Fequired values to score:
Any one -

QK | Cancel | Help |

Item

Raw Answers

Low To/High To

Weight

Score No Values As
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Lists the questions in the group. If you need to adjust the order, return to
the Edit Items tab.

Values from the question's scale or rescale. This is a critical component to
your calculations, so it's worth double-checking that the low and high
ends correspond to the answers you think they do.

When working with scales with different ranges, you can minimize bias by
converting them to common end points.

By default all questions are weighted 1, but this can be changed to any
positive value. The easiest approach is to vary the exceptions as here
since the weights are relative to each other and not absolutes.

If you are allowing scores on incomplete groups you have three options
for how to calculate the missing responses. The Low and High options
provide worst and best case scenarios, while Remove from decision
weight tends to be a middle-ground. This is easily changed, so you may
want to experiment with the three settings to see their effects on your
data.
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You can produce a score on partially complete groups or require all ques-
tions be marked for calculation.

By default SurveyPro converts your score to a 1-100 range. Aside from
being an intuitive range, this is very handy when comparing information
across groups with different scale levels.

Output Bins are only available with Point and Weighted Scores.

With the Output off, SurveyPro will report the numeric score you set up in
the Points or Weights tab. If you prefer to bin score ranges and apply text
labels, you can either turn on the Output Bins or selectively apply
Rescales in the figures.

Basically what you do is tell SurveyPro the lower edges of your bins, and it

manages the ranges. Then you provide text labels, and optionally legends
and values.

Edit Group
Select ltems ] Edit Items ] Wweighting  Dutput Bing
Iv Enable output bing on values Wwieighted sums can range from 0 to 100
Bin Range | Bin Label | Legend | Value |

1 |Below 50 Unacceptable a 1
2 |From 50 to Below 70 Wiatch Problem Areas b 2
3 |From 70 to Below 90 Satizfactory =] |
4 |&tor Above 90 [Cutstanding |d 4
5 |Mo Answer Mo Answer na

Labels and Legends

Label: |Dutstanding Iv Automatic Legends

Change Binz Bin Statistical Yalues

" NoYalues &+ Agcending from 1 by 1
Add Mew Bin | at edge Delete Bi :
& see N " CustomValues ¢ Descendingtol by
QK | Cancel | Help |

€nable output bins

Weighted sums can range
Bin Range

Bin Label

Without the output bins, the score will simply produce a numeric total for

each respondent. With the output bins, the score instead acts like a check-
box scale in figures.

Lists the possible score range for your group.
Lists the possible score range for your group.

Labels can be up to 200 characters, but shorter is usually better. You can
type directly in the list, or in the larger box below.
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Labels can be up to 200 characters, but shorter is usually better. You can
type directly in the list, or in the larger box below.

The values are used for calculating means and other statistics on the bins.
To manually override them, choose Custom Values below.

Labels can be up to 200 characters, though shorter is generally better.

By default SurveyPro uses a simple alphanumeric legend for reports, but
you can override this with your own 1-2 digit labels.

To add a bin, type the lowest value you want it to contain in the box and
click Add. Remove bins by selecting them from the list and clicking
Delete.

Values are used for means, medians, and other statistics in your figures.

This is one of the greatest time-savers you will encounter in SurveyPro.
With just a few clicks it will let you:

» Tailor an entire report document to the last quarter’s results.

* Repeat the report for each answer in a question (similar to a crosstab),
such as creating a custom report for each employee being evaluated
in a 360 analysis. It'll handle up to 64,000 repeats, so you can use this
for larger organizations.

* Create reports tailored to each division, but with company-wide
summary data included as well.

Report On has two main settings, which can be applied separately or
together: a Form Select Filter and a Repeat Report setting. The first exam-
ple is using a filter, and the second two a repeat. The third does something
really special—instead of applying the Report On settings to the entire
report, it’s only going to change the data in figures using a special filter
called “Report On Selection.”
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Switching between repeat versions

Once you turn on Report On, a small navigation palette appears. This will
show the number of “steps” in your current settings, and allows you to
jump to a step or click through. Remember that these are only views of
one document, so that if you edit a figure tile in one step, it will update in
all of them.

Report On Settings [Doc 4] |
Filter: 2007 Results Edit
Fiepeat: Home J
Step:J 1 - j

Identifying the report version

You really don’t want to change the headline, print a version, change it
again, and so on for all 64,000 possible repeats—or even for one filter.
The solution is to use the variables in the Text Palette (see page 44). Insert
an inline text graphic, and type something like “Results for,” then click on
the Report On variable you need. These will be replaced with real infor-
mation as soon as you return to the document.

Page Mumber
Mumber of Pages
Time H:MM amfpm
Tirme HH:MM

Date mm d, vy
Date mmm d, yyyy
Date mfdiyy

Date d.m.yy

.5p3 File Mame only
.5p3 Full Path Mame
Taotal Forms

Rpton Doc Sel
Rpton Sel Sel
RptCn Doc Repeak
RptOn Sel Repeat
RptCn Doc Step
RptOn Sel Step

The best way to get a feel for Report On is to play around with the dialog
a little and seeing what it does. For example, if you have a demographic
question, put a figure using it into a report, then apply a Report On Repeat
using that same question. As you move through the report versions you'll
have a clear indicator of what's going on. This is exactly what’s done at
the end of Breaking Data Down on page 268, so you may want to give the
tutorial a try.
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Report On Dialog

Apply Filter

Whole Report/Report On
Selections Only

Apply Repeat

Show Overall

Step Using

Optional Modifications

To remove a Report On, just un-click the two checkboxes for Apply Filter
and Apply Repeat.

Report On

Faorm Select Filker
v Apply Filker to: - ™ wWhole Report
" Report-On Selections Only

F3: 2007 Results

Fiepeat Uzing
¥ Apply Repeat to: ™ wWhole Repaort
" Report-0On Selections Only

Step On

(* Question: |Q2; Home j
" Banner:

Optional Modifications
~

+ Rescale |R1: Cities j@@%

" Autopostcoded

QK | Cancel | Help |

Applies a Form Select Filter to the document, just as you could do manu-
ally figure-by-figure.

By default, Report On settings are made to the entire document. How-
ever, you can choose the “Report On Value” option and it will only apply
your settings to the figures using the Report On Value Form Select. This
way you can interleave in a single document the “overall” results for your
entire database with ones tailored to your Report On settings.

Creates a report version for each answer in the selected question, or each
column in a Banner. For example, if you apply a Repeat using a regional
scale of West, Central, East, you'll end up with three steps of your report,
each one reflecting only the respondents from one region.

Creates a version reflecting your entire database (after applying your
Form Select) as the first step.

Select among your questions for the repeat, or use a Banner (see page
223) to generate more complex selections. Your combination of Form
Select and Repeat can create a maximum of 64,000 steps.

You can apply an optional Rescale to change the labels, grouping or struc-
ture of the selected question(s). With date and number scales you'll also
see options for quick binning into common categories, and written
answers are autopostcoded. See Modifiers & Rescales on page 216.
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If your Report On includes a Repeat, when you print you'll first be

prompted with the steps you'd like to include. An “Empty” step is one
where the combination of data and report settings produce nothing to

analyze (like a region whose responses are not yet entered).

See also Publishing Reports on page 251 for how to create one HTML doc-

ument for each step.
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Report On Print

Fepaort On Settings
Filter: 2007 Results
Fiepeat: Home
Steps: 15

Stey i
o

i
" Step range from ’_ ta ’_

Al steps

I Prirnt Empty Steps

Fage Mumbers
+ Re-number within each report document

" Curnulative through this print job

QK | Eancel| Help |

Report On Dialog
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Executive Summary Automatic Report
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The Executive Summary is a quick run-down of responses to your survey,
and uses either table+bar figures or straight text. Best of all, the report is
automatically maintained in your project file, so you can take a look at
your results before beginning your custom reports.

& SurveyPro - [2: Executive Summary] E]@
[EB|File Edit View Insert Document Database Tooks Window Help _ = x
DEd & “ HPE VL eBE s 7

=l

4 Project: CADocuments Compary & Ecomm g polior [iad
-1 Questionnaires Conts |Pewerts | Pemerts
-1 Reports ° 100
-] Distabase Qusstior WO, M 01 dne by exceptin B

e B qued Brceran e

#-[C1 Components Caricer

25 walabk 1ol nphyes HEEE
1EQUE SR CEtal PO DT

ot 55 oeon |
e S

Q9: Company subsidize telecommuters

Compary £ib:HE: BRo IR

Conts |Pemerts Percerts
o 100

ves B

[ EN D

EEEIREE
[

Q10: Reasons not telecommuting

Feasons 1ote kcanmithg

conn [recarn [
o 100
Compary doss 'takou 1t sa| 1%
— hd

< >

; 1: Lang version. . 2 Executive Su..| 3 Data Table | 4 All Conmuter..| 5 Fen Survey-.] 6: Fery Repot

By default, the report will include results for every question in your
project. This can be tailored to a sub-set if needed. You can also adjust the
statistics used, although of course you don’t have the fine control which
comes with a custom report.

While the Executive Summary document cannot be deleted, you can
close it if you are working with other aspects of your project. To re-open
the report, use the Document menu’s Open Document command.
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Data Table Automatic Report

While the Executive Summary views the database overall, the Data Table
looks at individual respondents. The report has one row per respondent,
and by default includes all the questions as columns (if there are too many
to fit across they will wrap onto additional pages).

@ SurveyPro - [3: Data Table] =[]
K3 File Edit Yiew Insert Dogument Database Tooks Window Help _|= ﬁ
DEd & « W RE | TRz ?

x|

4 Project: CA\Documents it
w1 Questionraires 2 =
-2 Rsports 5 -

-1 Database Questior o _ g E g
-2 Comporents e 55|22 |Be| = °

g5 £ |3|5|5|e |32 |88 |2 |. £lg
£ |8 zal2|E|E|z |zE|zE |2 |2 z| 2
2 |< s[5 5 |EE|ZE [2 |2 Z|E
I le |= |Ez|E|l5|2|E5[85|55 (2 E|E
Sle.|E |£ |E%|5/ 2255|5858 [E |E El=|Z
g [Sa|z 5 on|s|Elg|cE|dr|er |6 |& S|a|s
1 sg130 [omzz | 1]z 2 12| BRE
2 98113 | 98008 1| 5| 2 1 4 Il 2|1
3 53134 [9041 | 3 2 5 3] 2] 2
4 98146 (98115 4135 1 Il 2|1
5 sg10z [9e118 | 3[30] 2 1 5] 4] ¢
B 98146 | 98108 210 1 41 3] 3
7 ss00z [omss | 1[30] 2 14 HBE
8 98053 | 98184 427 2 4 a8 4| 4
5 R EEE 3 HBE
10 98168 | 98208 15| 2 1,23 4 a1 5] 4
" sg110 [9s0s | 2[20 5 el
v
< >
A o1 | 1 Long version..] Z Eveculve 5. 3 Data Tabls |4 AllCommuter.] 5 Fery Survey-.] 6: Fery Repor

In addition to providing a look at individual respondent responses, the
Data Table is also a valuable data cleaning tool, allowing you to quickly
pinpoint the form numbers of records needing edits (see Data Cleaning on
page 123).

The initial settings are designed for the most compact layout, but through
the Document Properties dialog you can change the data from checkbox
numbers to labels. Document Properties also contains the controls for
omitting questions or adjusting the range of forms being reported.

If you need additional controls for this type of report, you can insert a
Data Table figure in a custom report document.

The Data Table document cannot be deleted, but you can close it if you
are working with other aspects of your project. To re-open the report, use
the Document menu’s Open Document command.
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Automatic Report Document Properties Dialog

The Executive Summary and Data Table Document Properties dialogs are
a blend of the regular Document Properties and figure controls. This sec-
tion covers the first two tabs, which are the unique elements. See also
Logo Graphic Tab on page 34 and Footer and Header Tabs for Paper Docu-

ments on page 35.

Executive Summary Tab

Figure Types

Question Grids

Contents
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The Executive Summary is a quick run-down of responses to your survey,
and uses either table+bar figures or straight text (both can be published to
HTML). This dialog allows you to change some basic settings on the con-

tents and appearance.

Properties of Report 2: Executive Summary
Executive Summary l Title: ] Loga Graphic] Footer] Header]
Figi Question Grids
o Al Text + Groups (" EachQuestion " Bath
Coi
fQuestions |Show| ”~
v F'erc:fent W Count | Show Mo Answers Q1 Login Assigned Resums ID "
¥ Replies [ Mean [ Standard Desiation @2 Home ~
Maximum non-other checkboxes: (15 - Q3 Office i
X G Commute impact residence I
Question Mumbers: @5 Commute length I
|Questionnaire Autonumbers j Q6 Telecommute I
GI7: Telecommuting schedule I
ReportText Style: Q5 Comparry telecommuting policy =
|T4: Feport Figure j@% Q3 Company subsidize telecommuters I
Gr0: Reazons not telecommuting I —
Y F T r— —
Fage Setup [inches]
Shiow &ll Show Mone
Top: |1 Left: |1 Frint Setup...
. I aster Questionnaire Dnly
Bottom: |1 Right: 1 Paper 850 by 11.00 in Portrait ;
QK | Cancel | Help |

By default, the report consists of Table+Bar figures, but you can override

this to plain text if desired.

The Executive Summary can report on grids as a group, individually, or
both. This does not impact the list of questions, where you can un-select

individual questions within a grid.

Select among the statistics you want in the report overall. SurveyPro will
only apply statistics relevant to the questions, so if you don't see some-

thing you want, check your scale definition.

Automatic Report Document Properties Dialog
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Report Text Style

Questions

Page Setup
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For unordered checkbox scales you can limit the number of boxes dis-
played to the most popular responses—everything else will be grouped
into an “Other” category.

With a single questionnaire documents, the question numbering is quite
straightforward. However, if you have multiple questionnaire documents
and/or ones which have evolved over time, you may want to use an inter-
nal question number rather than the primary survey's autonumber values.

Sets the base Text Style for the figure's labels and data.

Lists all questions in your project, as well as system fields such as the
date/time stamp (though the latter are not selected by default). Click on
the checkboxes to include individual questions, or use the buttons below
to select all at once.

Sets the margins for your overall document. Page size and orientation are
set in Print Setup.

The Data Table has one row per respondent, and by default includes all
the questions as columns (if there are too many to fit across they will wrap
onto additional pages). This dialog allows you to change some basic set-
tings on the contents and appearance. You can also create a data table fig-
ure (see page 204) within a custom report where you have more options
and overrides.

To review and edit responses on a form-by-form basis, go to Answer
Entry. See Working with the Database on page 111.
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Question Numbers

Report Text Style

Page Setup
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Properties of Report 3: Data Table
Data Table l Title ] Logo Graphic] Footer] Header]
Fom fows Questi 1 Form Properti | show ||~
uestions and Form Properties how
Al & 1 to:|200 of 709 @1: Login Assigned Resume D I
Contents &2: Home I
Q3 Office I
Boxes: & Mumbers ¢ Legends ¢ Labels Q4: Commute impact residence I~
I Show Other Text Q5 Commute length ¥
Q6 Telecommute I
Question Mumbers: Q7 Telecommuting schedule I
|Questionnaire Autonumbers j @5 Company telecommuting policy v
@9 Company subsidize telecommuters I
FieportText Style: G0 Reasons not telecommuting I~
. - @11: Commute via I
T4: Report Figure MEEIS]
| J JJ Q12: Ferry route I
2 e da tima = v
Fage Setup [inches] T— —
o ow Mone
Top: |1 Left: |1 Frint Setup...
Bottom: |1 Right: |1 Paper 8.50 by 11.00 in Portrait
QK | Cancel | Help |

Include all records, or just a range based on the form number. To use a
Form Select for more detailed filtering, create a Data Table figure in a cus-
tom report.

Lists all questions in your project, as well as system fields such as the
date/time stamp (though the latter are not selected by default). Click on
the checkboxes to include individual questions, or use the buttons below
to select all at once.

Sets whether to display the checkbox number, the 1 or 2 digit legends, or
the full text label, as well as whether you want the Other text included or
just a count for the number of Others. If you'd like to modify the legends,
go back to the Scale definition.

With a single questionnaire documents, the question numbering is quite
straightforward. However, if you have multiple questionnaire documents
and/or ones which have evolved over time, you may want to use an inter-
nal question number rather than the primary survey's autonumber values.

Sets the base Text Style for the figure's labels and data.

Sets the margins for your overall document. Page size and orientation are
set in Print Setup.

Automatic Report Document Properties Dialog 2417



Title Tab

Title/Introduction

Enhancements

Place Title

Apian SurveyPro 4.0 User Guide

Because you cannot add individual tiles to the Executive Summary or
Data Table, you'll need to use this tab for a title and introduction.

Properties of Report 2: Executive Summary

Executive Summary  Title ]Logo Graphic] Footer] Header]

Iv Place Title on Page 1

Quick Report
Enhancements Place Title To
Backgound: [ ]|=| W Bowdwound | Line Below (" Left & Center (" Right

I¥ Place Intraduction on Page 1:

Fepart generated: bbbt D00
Replies: TatatFarms

Detailed analysis will be available after the survey concludes |

QK | Cancel | Help |

While in the text box, it will preview all your settings except line breaks.

Use the Text Palette to change the Text Style or make character overrides
for Italic, color, etc. You can type up to 2000 characters and multiple para-
graphs. You can also insert variables, which will appear in the dialog with

a strike-threugh but display properly once you close the dialog. See also
Text Palette on page 44.

Places a black border around the title or a line below.

Either centers the title below any logo you've included using Document
Properties, or places it to the right of the logo. If you have not included a
logo, you can align the title to left, center or right.

Report Labels Dialog
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Accessed from the Edit menu when a report document is selected.

By default, SurveyPro sets the report labels as the first 200 characters of
your question text. This can be changed question-by-question in the ques-
tion or grid dialogs, or for many questions at once using this dialog. These
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short names not only appear in figures, they’re also used within dialogs to
refer to questions, such a the Object Tree and Import dialog.

Once a question name is overridden, it will no longer automatically
update when the question text is modified. Be careful of this if you have
files which have evolved a great deal over time.

You can also change the labels (indicated with a L. number) used for statis-
tical functions, either for translation or preference. Some of the labels
include wildcard characters which are substituted for other values, so be
very careful to leave these portions intact. (Note, unlike variables you can
insert through the text palette, the statistical labels using these wildcards
expect a specific function to be present.)

%d Inserts an integer value in the label, such as for Top Box where
it inserts the number of boxes.

%.0f Inserts a decimal value in the label. You can set this from no
through decimal “3” up to 6 decimal places “3.141593.”

%.6f

%% Only used immediately after wildcard value such as %. 1f.

Inserts a “%” symbol in the text.

| For labels which include footnotes, this symbol separates the
“pipe” symbol in-figure label from the note text. An asterisk “*” in the figure
referring to the note is inserted automatically.

Report Question and Statistical Labels
Mames and Labels: Label Drefault:
(48: Location-Performance | ||Multiple answer percentage-count totals not meaningful

051: DirectCollect

L1: Percents
L2: Cournts

345 Hours-Performance
(50 Comments - Kiosk pop-up

(052 MetCollect Pages

L3: Cumulative Percent
: ive Count Edit Mame:

Screens

L7: Overall
L&: Whole Group
L3: Frequencies:

L11: Replies
L12: Forms

o]

L10: Frequency [%)

""""""""""""""" : [Multiple answer percentage-count totals not meaningful

b

Cancel | Help | Fieset All Labels | MakeDefauIt| HesetLabeI|
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Lists first the question labels by internal Q number, then the statistical
labels.

If a question is selected, displays the full text for your reference. If a statis-
tical label is selected, displays the default, or in this case, both SurveyPro's
default and the one you have set as your personal default.
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Type the label text you want to use for the figures. Shorter is generally
better.

Sets the statistical label as your personal default for new projects.

Resets question labels to the first 200 characters of question text, or sta-
tistical labels to SurveyPro's default.

If a question is selected, this resets all question names to their default, the
first 200 characters of question text. When you have questions with no
visible text, you’ll have to manually give them labels before leaving this
dialog. Or, if a statistical label is selected, it resets to their defaults.

Graph Color Fills
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By default, SurveyPro comes with a mixed set of graph colors. The initial
set may be modified, or you may insert additional sets for specialized
applications, such as creating bar charts of all one color when a legend is
not needed. Graph fill sets are specified in the Document Properties and
in individual figures.

To change the settings, just click on the drop-down lists for each of the 16
items and select from one of the pre-set colors or add a custom color. The
Side Color is for shading on 3D pie and bar graphs.

You can repeat colors within the fill definition, and you don’t have to set
all the custom colors if your figures will not use them.

Graph Color Fill Set
Mew Fill Set 2
M ame: |B|UES|
tain Color Side Colar tain Color Side Colar

o Il || 5 - 13 | | 1z
o Wl | |+ .| 3 MRy I
@ Y 15 H| 15

QK | Cancel | Help |
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Publishing Reports

This feature allows you to publish SurveyPro’s custom and automatic
report documents to either HTML or individual image files. Note that you
can also copy and paste individual figure tiles from SurveyPro into other
applications.

After each Publish, a log is created with the results. You can retrieve this
later through the Tools menu, File History.

Web HTML Reports

Target Directory

Base Filename

Target System Frame

Report On
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In addition to posting HTML reports on a server, these files can also be
opened in Microsoft Word and other applications. If you're conducting
Web surveys, see also the NetCollect User Guide for the real time server-
based reports.

Publish Report to Web
Output Files
Target Directory: |E:\My SurvepsiCommuter Survey Web Reporth,

Basze Filename: |Eit_l,l_F| eports

Target Syztem Frame
MNorminal width [pixels): | 760 Position: + Left  Center © Right

Fieport On

" Curment step 1 only " A&l steps into one html page  * {E ach step inta itz own html page

Screen Image Files Optimized
+ ForSize  For Quality

QK | Cancel | Help |

Set the destination for the HTML pages and image files.

The individual files exported will add a document number prefix such as
“D5” and name suffix to this base filename.

760 pixels will fit on an 800x600 SVGA screen without a horizontal scroll
bar. For users with larger displays, set whether you want that column to be
left, centered, or right aligned within their browser.

When the document has a Report On Repeat set, you can specify whether
you want to save just one “step” or all of them. When you select Each
step into its own HTML page the step number will be appended to the
HTML and image file names.
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Screen Image Files
Optimized

Printable Images

Target Directory

Base Filename

Tile(s) to print

Tables and Text Figures As
Report Converted at

Resolution

Print Image Files
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Images are exported at screen resolution. This option simply determines
whether they’re saved as high quality JPEGs or with some compression. If
you need higher resolution images, use the Printable Images Publish.

This is a convenient way to save all your figures to print quality images for
use in a page layout or other application.

Publish Report Figures for Printing
Output Files
Target Directory: |E:\My Survepsi\Commuter Survey Report Figures',

Basze Filename: |E0mmuter_F| eport

Tilefz] ta print

" Allin report + Selected only
Tables and Text Figures As Fieport Converted at Resolution
(" Tabbed Text ™ Graphic Images (" 300 dots-perinch GO0 dots-per-inch

Frint Image Files
" JPEG [high compression)

QK | Cancel | Help |

" DIB [ho compression)

Set the destination for the image and text files.

The individual files exported will add a document number such as “D5”
and tile number to this base filename.

Select either all tiles in the document or just the selected item. Note you
can also paste SurveyPro tiles into most applications.

Tables and text can be saved as editable TXT files, or they can be saved
as images just as they display in your SurveyPro document.

Select 300 or 600 DPI for the images.

Select the preferred format of your graphic designer. Only JPEG files
should be used on the Web.
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Chapter 17
TUTORIAL Creating a Report

SurveyPro is designed to create reports, not just independent figure tiles.
This lesson is a complement to Creating a Questionnaire on page 91, which
uses additional document editing tools in the creation of a questionnaire.

In this tutorial you’ll learn how to:

Insert different figure types

Create cross-tabulations

Apply form select filters

Work with question groups

Adjust Other groupings and Sorting
Summarize written answers

Tutorial Notes

General You can save your file and take a break any time you’re in the
main document screen.

Tutorial Files  Are in your SurveyPro Samples folder, by default under:
C:\Program Files\Apian Software\SurveyPro 40\

1. Start SurveyPro, login, and if the window isn’t filling the screen, maximize it.

2. File, Open Report Tutorial.SP4 and save as YourName Report Tutorial.SP4
when prompted.

3. Close File History.

The Hotel Ombreux departure survey was created to help prioritize
improvements in the hotel, as well as track changes in the feedback as
improvements are implemented.

At the bottom of the screen are tabs for the four starting documents in a
file: Questionnaire, Executive Summary, Data Table and Custom Report.
The Custom Report is empty, waiting for your content, while the Execu-
tive Summary and Data Table are automatically maintained reports which
display results as soon as a single form is in the database.
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4. C(lick on the Questionnaire tab and take a moment to acquaint yourself with
the survey we’re going to analyze.

5. Click on the Executive Summary tab, and scroll through the report.
6. Click on the Data Table, and scroll through the respondent answers.

Both the Executive Summary and Data Table have a few customization
controls through their Document Properties dialogs [, but they’re a sub-
set of the normal reporting tools. So, let’s make a custom report!

Adding a bar graph
1. Click on the Custom Report tab.

2. Inthetoolbar, click the Insert button <@/ and select Bar Chart from the drop-
down list.

3. Inthe For Question(s) tab, select Q12: Amenities.

As you clicked on the question, the section below added a selection:
Count writtens into virtual checkboxes. This is available because the
amenities question includes an Other blank. SurveyPro assumes you're
going to want to count the write-ins as well as pre-loaded checkboxes, so
if it finds repeats it will report them in bars just like the original boxes. If
you don’t want SurveyPro to tabulate the Others, you can always turn the
setting back to None.

4. However, in our case, we want the Others counted, so click Next.

5. Leave the statistic setting at the top on Frequency

6. Check the box for With No Answers to add a bar for missing responses.
7. Click on the Sorting drop-down list and change it to Sert by Frequency.

Bar and pie charts are among SurveyPro’s simplest figures, as you can see
from the limited set of statistics active on the screen. This is an unordered
scale, so it’s even simpler because the options for means, medians, and
standard deviations are not applicable (see Statistics in SurveyPro on page
207).

The one setting we didn’t change, Move counts at or under 1 into Others,
is related to the selection we made on the first screen to count written
responses.

8. Click Next, and Next again (we’ll come back to the crosstab screen).

The Layout screen includes a variety of options, both for the display of the
bar and the dimensions of the tile itself.
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9. Inthe upper-right corner, under Labeling, turn on Show Counts.

10. Click Finish to see your chart.
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Not bad for a few clicks, and best of all, it will automatically update as
new data is received. In order for SurveyPro to tabulate the three
repeated write-ins, they had to be entered consistently in the database.
See Data Cleaning on page 123 and Working in Answer Entry on page 132
for more information.

Adding a crosstab to the bar chart
Let’s play some more with the bar chart.
1. Double-click on the bar chart.
2. Click on the For Statistic tab, and turn off With No Answers.
3. Click on the By Crosstab/Filter tab.

A crosstab (A.K.A. cross-tab or cross-tabulation) is simply a breakdown of
one question’s responses by another. Common examples would be break-
ing down an opinion poll by region, gender, or political party. Sometimes
there’s a relationship in the breakdown, and sometimes there isn’t. (See
also Crosstabs & Banners on page 223)

In our case, we’re going to look at whether the amenities requested vary
based on whether a guest is traveling on business or pleasure.

4. Click on the One Question radio button at the top.
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5. From the list which appeared just below, select Q13: Trip Purpose.

6. Nearthe bottom of the dialog is a setting for Overall Column—click to select
First.

7. Click OK.

Well, we now have four charts, one for overall and three for the Trip Pur-
pose answers, but they break across the pages and it’s difficult to compare
the respondent groups. While we could tighten up the layouts so they're
closer together, another approach works better for cross-tabbed bar
charts.

8. Double-click on the bar chart again.
9. Click on the General tab.
10. Change the figure type to Stacked Bars and click OK.

Much more concise! Stacked bars and line charts tend to be the best
visual representations of cross-tabulations, with tables the winner in
detailed data.

T
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Creating a table of dates
So onward with a table...
1. Click onthe blue insert bar beneath the stacked bars.
2. Insert <8 aTable.
3. Fromthe list, select Q14: Arrival Date.

Again, some more modifiers appeared based on the question’s scale defi-
nition. If you have a date question in your survey but didn’t see these
options, go back to the questionnaire and check your scale.
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4. For Put dates into bins by, select Months.
5. Click Next.

6. For the statistics, turn on Percents, Confidence Interval on Frequencies at
95%, and Crosstab significance by Chi-Squared.

7. Click Next.
8. Change the Crosstab By setting to One Question again.
9. Again, let’s use Q13: Trip Purpose, so select it from the drop-down list.

Here we can take advantage of the additional statistical detail you can dis-
play in tables.

10. In the bottom half of the dialog, in the Show section, turn on Counts and

Percents.
By Crosstab/Filter
Crozstab By
" Mone  OneQuestion  One Group/Score ¢ Banner  Crosstab Label
|Q13: Trip Purpoze j Trip Purpoze
Modifiers
+ Mone
" Rescale
Show
I 'with No Answers ¥ Counts v F' ]
Ovwerall Columr:  First © Last & Mone I¥ Show Empty Crasstabs
Sorting: |Sart by frequency - Move counts at or under |0 inta Others
Faorm Select Filker
|AII Farris j@%@
< Back | Mest » | Finizh | Cancel Help

11. Click Finish to see the table.

Since we used the SurveyPro automatic binning for the dates, it will con-
tinue to add rows as data is collected. Or, if we just want to look at Q1, we
can do so with a Form Select Filter.

Adding a Form Select Filter
1. Double-click onthe table.
2. C(lick on the By Crosstab/Filter tab.

3. Atthe bottom of the dialog, click the Insert button <g| next to the Form
Select Filter drop-down list.
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Form Select Filters tell SurveyPro to focus on a sub-set of your database,
based on the rules you set up. Rules can be as simple as Q13=1 (the first
checkbox), or complex nested filters with nesting, ANDs, and ORs. See
page 212.

4. Inthe upper-left corner, type the filter Name Q2 2001.
5. Inthe question list at the upper-right, select Q14: Arrival Date.

Note that at the end of the list are form properties, such as the question-
naire document used and date it was collected, all of which can also be
used to look at specific forms in your database.

6. Below the question listis a set of radio buttons for the Relationship—select =
€qual.

7. SurveyPro lists the existing data below, which is a good starting point. Click
on Apr 2, 2001, scroll down until you can see Jun 30, 2001, and Shift-click on
Jun 30, 2001.

8. Youshould nowsee ablock of selected values—click the button labeled Insert
on the left side of the dialog to transfer the rule you specified into the text

area.
Form Selects (Filters)
Inserting a news rule at #1. Pick a Question or Form Property:
Name: |Q‘I 4: Arrival Date j
ame: Rescale [optional]:
a1 2001 Nore e
Selectionile) 4 Faltd Fick a Relationship:
%04.]:.. pr 2, 20017 "Jun 30, + =Equal " » Greater Than (" < Less Than
" <> MNotEqual © »=GreaterEqual © <= Less-Equa
" ==Equal Only
Pick Walues to be =:
TestRule| AND| OR Ingert Jun 23, 2001 A~
4 J J 4 Jun 24, 2001
Jun 26, 2001
Jun 28, 2001
Jun 30, 2001
Jul 1, 2001
Sample Weights... Jul 2,200
Jul B, 2001
0K | Concel | Hep || [dul7 2007 =

Note that your settings in the right panel all translate to a text-based rule,
which SurveyPro interprets and which you can manually edit. In this case,
we do need to make one change because the first date in our database
falls after the beginning of the quarter.

9. Clickinthe typing area on the left side of the dialog and change the rule so it
reads Q14 = "Apr 1, 2001".."Jun 30, 2001".
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10. Click the Test Rule button, and you should see a line appear below the rule
box “Found 179 Forms.”

11. Click OK to return to the table dialog, and note your new rule is already
selected in the Form Select drop-down list.

Once a filter is defined, you can apply it anywhere, from Answer Entry
searches to other figures to exports. Filters are organized under the
Object Tree in the Components section (see page 15). Other reporting
components, such as Rescales, Banners, Question Groups and Graph Fills
can also be defined once, then applied again and again.

12. Click OK to see the revised table.

The last line of the table, Chi Sq Significance, reads “Under 50%.” This
means that there’s a less than 50% chance that the guests’ Trip Purpose
varies with the date they arrived. Now if the comparison were done across
a year, it’s possible at trend would be visible for summers and holidays.

If you're interested in exploring tables more, see Breaking Data Down on
page 268 for a walk-through of its interactions with complex filters, ban-
ners, and other settings.

1. Click onthe thick blue insertion bar beneath the table, and Insert <2|a Pie
Chart.

2. Inthefirst screen, select Q15: Home State from the list.
3. Click Next twice to reach the Layout screen.

4. Atthe upper-right, in the Labeling section, click to select On Pie Wedges and
Percents.

5. Click Finish to see the chart.
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iHome State

It’s colorful, but if you want the full breakdown a table or bar chart would
be better. Let’s clean the pie up to the biggest groups.

Showing only the most common answers

1. Double-click on the pie chart, and click on the Layout tab.

2. Ontheleft-hand side is a drop-down list labeled Sorting, currently set on
Sort Alphabetically. Change this to Biggest 5.

3. Just below, click on Wedge 1 to in the list to select it.

4. C(lick OK.

BC
10.5%

12.4%

137%

Home State

With the Sorting setting, SurveyPro pulls out the largest segments and
groups the rest into an “Other” category. In this case, we end up with a
clear regional picture. There’s one other way to approach this type of con-
solidation.

5. Double-click on the pie chart again.
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6. Change the Sorting drop-down list from Biggest 5 back to Sort alphabetically.

7. Just below the drop-down list is a control for Lump counts at or under 1 as
Others. Change this to 25 and click OK.

This setting achieves a similar effect to the Biggest 5, but from a different
direction. These controls are available in most figures (though typically on
the For Statistics tab), so you can apply them whenever you want to
quickly consolidate data. Rescales can also be used to group responses
(see page 216).

Showing question groups in bar graphs

Now we’re going to do something with that importance/performance grid
from the questionnaire. SurveyPro automatically created a question group
for each of our scale columns, so we can get started immediately. (See
Question Groups & Scores on page 228.)

1. Click on the blue bar below the pie and Insert a Bar Chart.

2. Inthe upper-left, change the setting from A Question to A Question Group.
3. Selectthe group name ending with Our Performance.

4. Change the setting on the left to Components and Whole.

5. Click Next.

Note that when you’re looking at a group in this manner you can only
choose among statistics which produce a single value per question.

Because the graph will be of the Mean, another set of controls is available
at the bottom, which allow you to chart a range around questions.

6. Select Standard Deviation at 68% from the lower panel.

7. Click Next, and Finish to see the bars.

ERatings—-Ourperrormance

iFrontDesk—Ourperrormance
;Hotel Roor O ur perfarmance
iDining Roor O ur perfarmance
;Room Service-Our performance

EConcierge-Ourperrormance

ERatings—-Ourperrormance

0.00 1.00 2.00 3.00 4.00 5.00
Std Dev
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Each bar represents one question in the grid. The vertical line in the mid-
dle of each bar is the mean, and the range around it is the standard devia-
tion, the range in which 68% of respondents fell for each question. The
axis numbers relate back to the original scale definition, with 4=Very
Important, and 1=Unimportant. (Standard deviation is calculated as a
symmetrical range, which is why some of the bars go past the maximum
possible response of 4.)

Now we’re going to make three changes to the figure so we can look at
the group’s data in another way.

8. Double-click on the bar chart you just inserted.
9. Click on the General tab, and change the figure type to Table + Bars.

10. Click on the For Question(s) tab, and turn on the checkbox for Use Group like
a ‘crosstab’.

11. Click on the For Statistics tab, and turn on Percent in the top panel.

Note that the dialog is broken into two main sections: one with check-
boxes allowing multiple statistics for the table portion, and one with radio
buttons for the bar graph statistic.

Table+Bar Figure

General] For Question(z] For Statistics | By Erosstab.-"FiIter] Layout] Title-Caption

Table Partion
Frequency Measures
[7 Counts | Cumulative percent

Answers
Statistical Measures
v Mean [ Median | StdDev (682 [ 2¢StdDev[35%] [ Fomms [ Replies
™ | J ™ | J I Minimum [ Maximum [ Sum

Significance Measures

Confidence Interval on Frequencies at [~ 68% [ 95%  Standard Emor of Mean at [~ B88% [ 9953

Bar Graph Portion
" Percent Frequency ™ Mean { Median Std Deviation [68%)

" 2% Std Deviation [95%)

* J . | J " Minimums ¢ Maximumz  © Sums
’Tl Cancel Help
12. Click OK.

Table + Bar figures are handy because you can have the numeric informa-
tion as well as a graphical representation—in this case the table contains
the frequency distribution, mean and standard deviation, while the bars

show the mean.
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Scatterplots for pairs of groups

1.

2.

3.

Double-click on the group table + bar for one more variation.

Click on the General tab, and change the figure type to Compare Group Pairs—
note the tabs changed again to reflect the different feature set of this
figure.

Click on the Compare Groups tab.

Compare groups does just that: compare the results of two related Ques-
tion Groups. In our case we’re comparing the importance and perfor-
mance ratings from the grid, but it could also be a comparison between
two types of respondents on a single Question Group.

4,
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The left-hand side of the dialog shows the first group, which we’ve been
working with already. On the right side, select G2: Ratings--Importance from
the Question Group drop-down list.

At the bottom of the dialog are Label settings, one for each side. On the left,
type the label Performance, and on the right, Importance.

Click the Layout tab.

Compare groups can take several forms, in this case we want a X-Y
Scatterplot, so select that as the Graph Type in the upper-left corner.

Click OK.
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It looks like our data is very spread out for the different factors, but when
we look more closely we see the axes have automatically scaled them-
selves to fit the data. Let’s change them to the scale endpoints instead:

9. Double-click on the scatterplot—you should already be on the Layout tab.

10. Change the Horizontal and Vertical axes from “auto” to a Start of 1 and End
of 4.

11. Click OK.

Now there’s a much tighter cluster in the quadrant for higher importance
and better performance.

On your own projects you might want to tighten up the labels, which can
be done either by editing the question grid Report Labels tab (see page
66) or creating custom Question Groups (see page 228).

Summarizing and cross-tabbing comments

OK, we’re down to the last figure for this tutorial: a look at the open-ended
comments respondents made.

1. Click onthe blue bar at the end and Insert a Text Figure.

2. From the Question list, select Q11: Comments.

3. Click Next twice to get to the By Crosstab/Filter screen.

4. Select the radio button for One Question.

5. Inthelist that appeared just below, select Q13: Trip Purpose.
6. Click Finish.

If this is the last figure in your report, it’s just broken across two pages
which is a little awkward.

7. Click once on the Text Figure you just inserted and under the Insert menu (not
the button), select Breaks.

8. Click New Page and click OK.
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|
Comments?

Trip Purpose = Business

+ Mewy staffis certainly more upscale, but less friendly than before. Concierge in particular seemed to
gravitate toward the suit-clad before tourists.

+ Great movie selection for my kids.

* In-room coffee service wasn't restocked one day.

* Please change your housekeeping schedule--8 am is too early even for business travelers.

+ Restaurant recommendation by Concierge was outstanding!

+ Concierge never produced pramised theatre tickets, leaving me danaling with a client atthe last minute.

Trip Purpose = Pleasure

+ Great mattress and block-out cuttains--had a great night's sleep after late nights out!

+ Slow checkout--what about an automated system?

+ Appreciate the free local and 800# calls--a small thing, but soirritating in hatels which charge.

* My "nansmoking' raom had a horrible lingering smell of cigarettes.

* Front desk toak 10 minutes to find my confirmed reservation. Everything else was great thaugh!

Trip Purpose = Bath

* |'mavegetarian, and while | don't require an extensive menu, a prapetly trained staff who doesn't serve
me chicken stock or fish sauce is critical!

Andteach your kitchen staff notio slop meat around soit doesnt get in oy food again!
|

That’s all there is to creating reports. Of course there’s some additional

polish to finish it off, such as titles, footers, and figure numbering from the
Document Properties dialog (see page 30), but these are the essentials of
working with figure tiles. If you got off track at some point, you can open
the file Report Tutorial End.SP4 for a look at the final settings.

Breaking Data Down on page 268 has more details on delving into data.
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Chapter 18
TUTORIAL Breaking Data Down

While Creating a Report on page 253 introduces the report and figure cre-
ation process, this tutorial gets into the tools which help you slice and dice
your database. In this lesson we use a table to demonstrate the features,
but most of what we do can be applied to any other figure type—tables
just happen to be the densest figure type for conveying detailed data.

In this tutorial you’ll learn how to:

Create Rescales for restructuring and rearranging scales
Use Stub lists to include multiple questions in a figure
Build complex crosstabs with Banners

Clone figures to insert many at once

Replicate entire documents with Report On

Tutorial Notes

General You can save your file and take a break any time you’re in the
main document screen.

Tutorial Files  Are in your SurveyPro Samples folder, by default under:
C:\Program Files\Apian Software\SurveyPro 40\

1. Start SurveyPro, login, and if the window isn’t filling the screen, maximize it.

2. File, Open Report Tutorial.SP4 and save as
YourName Components Tutorial.SP4 when prompted.

3. Close File History.

4. Ifyouhave not completed Creating a Report on page 253, click on the
Questionnaire tab at the bottom of the screen and review the survey we’ll be
analyzing.

Adding a table of state names

1. Click on the tab at the bottom of the screen for the Custom Report.

2. Fromthe toolbar, Insert <8 a Table.

Chapter 18 - Breaking Data Down 268

Januar, y 15, 2007



6.

1.

Apian SurveyPro 4.0 User Guide

From the list at the top of the dialog, select Q15: Home State.

Click Next.

In the middle of the dialog, turn on Percent.

In the center-right, change Move counts at or under 1 into Others, to (.

Click Next, and Finish.

OK, here’s the first iteration of the table: an automatic tabulation of the
short written answer State. While we could have SurveyPro automatically
reduce the table to the most frequent responses as with the pie chart in
Creating a Report, what about regions?

Copying and pasting figures

Adding figure numbers

Rather than continuing to edit the same figure, we’re going to add a copy
so you can see how it evolves and compare settings in your final file.

1.

Click on the table to select it, and press the Copy button in the toolbar or
Ctrl+C.

Ctrl+V.

Unlike questions which can remain linked when pasted across documents
and may have data linked to a specific tile, pasted figures are independent
from the original.

1.

These versions could get confusing, so click on the Document Properties
toolbar button [ .

Click on the Autonumber tab.

Select the radio button for Standard Choices, and click OK.

Grouping states into regions with a Rescale
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1.

2.

Now double-click on Figure 2, the table at the end.

It should open to the For Question(s) tab. At the bottom of the screen,
change the Modifiers setting to Rescale.

Since we don’t have any Rescales in this file yet, click the Insert button <g
next to the drop-down list that appeared.
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~lalse

Rescales modify the way SurveyPro’s reports work with your data, but do
not change the underlying responses so you can have many rescales for
each scale, applying them in different situations. For example, on this
question we could have one rescale which groups respondents based on
the distance traveled to the hotel, while another rescale might be based
on traditional regions.

Each Rescale is tied to a specific scale type, whether it’s written, date, or a
specific checkbox scale, and the rescale dialogs are slightly different for
each—see Modifiers & Rescales on page 216 for more.

4. Leave the first drop-down on Whole Answers, and change the second to Q15:
Home State.

5. Click the Add button next to the Home State question.
6. Clickinthe list below, type TX and click Add next to your entry.

Since we don’t have all 50 states represented in the database, this would
be the way to add in the gaps. That way when you do collect additional
answers in the future, SurveyPro knows how to handle them.

7. Click Next.

Now that we have our raw entries, we need to group them into regions.
For simplicity, we’re just going to use Western, Central, Eastern, and Can-
ada. The next two dialogs are common to all rescale types.

8. Inthe first column, click on the checkboxes next to:

2: AZ

4: CA

5: CO

10: MT

11: NM

12: NV

14: OR

18: WA

and click the Combine button on the left hand side of the dialog.
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Answer Mapping
Select| Raw Answers Output Bins |Select| i
- |eca 3 G4, r
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I &ks 5 KS r
[mELL 6 M r
- 1omT 11: <Untitiect r
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[ 11: <Untitiect r
[mEEL 7MY r
- 140R 11: <Untitiect r
- 15Pa 8 PA r
- e T 9 TH r
- |[17va 10: WA, r
[ 11: <Untitiect u .
[T Mo &nswer Mo Answwer |
Input Answers Output Bins
[ [ 5 [l |50 | | | |
< Back | Mest > | | Cancel | Help |

Yes, this is the way it’s supposed to look. The items you marked are all
grouped into one “Output Bin” called 11: <Untitled>. It is a little distract-
ing all broken apart, and since the alphabetical listing on the left means lit-
tle in this case, we’ll clean it up.

9. Atthe bottom of the dialog are two sets of buttons, one labeled Input
Answers and the other Output Bins—click the Sort button for the Output Bins.

10. Click on the first 11: <Untitled> (next to AZ).

11. The First button on the lower-right should have become active; click it to
move this group to the top.

We’re going to go back-and-forth a little in this dialog because it’s the eas-
iest way to do this type of grouping.

12. Click the Next button.
13. Click in the first row and type Western.

SurveyPro provides a peek at the contents of each row in the lower-left
corner of the dialog—a valuable double-check for more complex
Rescales.

Below our new Western group is our lone Canadian, BC. A rescale can be
simply a re-labeling of responses, so let’s take care of that now.

14. Click in the third row, BC.

15. Backspace over the current text and type Canada.
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Cutput Bins

Rescale Mame:

| Value | Legen(l| i

Wiestern
AL

a

anadal

G
IL
K
1]
MY
P

X|m|m|~q|m|m|h [ m|—\

a

Extended edit for label of output bin 3:

IR G

b

Statistical ¥alues Out:

Canada

Output 3 haz inputfs): 3: BC

< Back |

|Un0rdered, MHo'alues j

Up First Iv Automatic Legends
Down Last

| Finizh | Cancel | Help |

16. Click the Back button so we can group the remaining states.

17. Now for the central states. In the first column, click on the checkboxes next

18.
19.

20.

21.

22.

23.

to:

1: AL
6: GA
7: 1L

8: KS
9: Ml

16: TX

Click Combine again, then Next.

Click in line 6, the row for the new bin, and type Central. Click Back.

In the first column, click on the checkboxes next to:

13: Ny
15: PA
17: VA

and click Combine, then Next one last time.

For the last group, line 4, type the label Eastern.

The Canada group doesn’t belong in the middle of the others, so select it and

click the Last button.

At the top of the dialog, type the Name for this rescale: Regions.

Rescales with their Output Bins are very similar to checkbox scales. Just
like checkbox scales can be unordered or ordered, and have values, so can
Rescales.
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24. On the lower-right, change Statistical Values Out to Ordered No Values which

will keep this sorted in figures.

25. Check your dialog against the one below.

Cutput Bins
Rescale Mame: |Regions
| Value | Legen(l|

1 |western a

2 | Central b

3 |Eastern c

4 [Earada | d

5 |Mo Answer na

Extended edit for label of output bin 4: Statistical Walues Out:

|Eanada |Drdered, Mo Walues| j
Output 4 has inputls): 3: BC Up First V' Automatic Legends

™ Sort Outputs Low-best
< Back | | Finizh | Cancel | Help |

26. Click Finish to save the Rescale, and OK to close the figure dialog.

This time the table got a lot smaller, with an understandable distribution
for a hotel located in Washington. Let’s complicate the table some more.

Using multiple questions in a table

1. Click once on the second table, Figure 2, and press the Copy button in the
toolbar or Ctrl+C.

2. Click onthe blue bar just below the table, and Paste with the toolbar or
Ctrl+V.

3. Double-click on the table at the end, Figure 3, to edit.

4. Inthe For Question(s) tab, change the upper-left setting to Multiple Items
(stub list).

While question groups produce calculations on the group as a whole, stub
lists are a way to create sets of questions which may use completely dif-
ferent statistics. Stubs are only available in tables and text figures, because
charts cannot present diverse scale structures.

5. Click the &dit Item List button that appeared just below your radio selection.

6. We’'ll keep this somewhat simple, so scroll down the left-hand list and click
on Q12: Amenities. Shift+click on Q15: Home State.
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Set ltems
Buestions and Groups to pick from: Items in this figure:
(4: Room Service-lmportance || 4 | """"" Agd s I Item | Label {may be overridden) |

(5 Concierge-Importance to yo
[E: Front Desk-Our performanc Add All >
[7: Hotel R oom-Our performaru
[38: Dining Foom-Our performar
(39 Room Service-Our performe
[10: Concierge-Our performant
(11: Comments

G012 Amenities

013: Trip Purpose

Q14 Anival Date

(15: Home State

G1 [Auto on grid 1-C2]: Ratings

G2 [Auto on gid 1-C1]: Ratings|» | <<- Remove Al
Question group: @JJ

e |
setAtbs |
ererovel

1|12 Amenities | Amenities
2 |@13 Trip Purpoze | Trip Purpose
3 |@14 Arrival Date | Arrival Date
4 |@15 Home State | Home State

()3 | Cancel |

Help |

We’re saving time setting up these figures because when the question was
inserted, a short, clear report label was set. Otherwise, not only would we
be overriding labels, we’d be hunting through lists of questions with

names like “Q12: When you are...”

8. Click OK.

Now instead of a list of questions for the entire project, we have the set of
four which will be included in the table.

9. Click through the items in the list and notice that the Modifiers controls at
the bottom of the dialog change with the selection.

10. So we don’t have a 20 page table, click on Q14: Arrival Date and set its

Modifier to Months.

11. Click on Q15: Home State, click Rescale, and select the one we just added,

R1: Regions.
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Table Figure

General For Question(s) ForStatistics] By Erosstab.-"FiIter] Layout] Title-Caption

Table For

A Question Pick the Stub [tem:
" A Question Group 012 Amenities
" Multiple ltems [stub list) (713: Trip Purpose

) . G14: Armival Date
Edit Item List G315 Home State

Modifiers
" Maone
{+ Rescale [H1:Fegions v |8 %@

" Count writtens into virtual checkboxes

QK | Cancel | Help |

12. Click the For Statistics tab at the top of the dialog.

Again, we see a list of the stub items because they have very different sta-
tistical needs. We could use the “Apply Stats to All” button, and SurveyPro
would apply your selections to all the questions for which they were valid,
but let’s be a little more specific here.

13. Click on I1: Amenities in the top list.

14. Amenities has an Other blank which we don’t want cluttering the table, soin
the center-right of the dialog set Move counts at or under to 5.

15. The rest of the settings should be fine for all, so click 0K to see the table.

Adding columns with Banners

We’ve expanded the number of questions in the rows, now let’s see what it
looks like when we start adding more columns.

1. Scroll up and double-click on Figure 2, our short table with the Rescale.
2. C(lick the By Crosstab/Filter tab.

3. Select One Question, and from the list that appears, choose Q1: Front Desk-
Importance to you.

4. C(lick OK.

Chapter 18 - Breaking Data Down 275

January 15, 2007



Apian SurveyPro 4.0 User Guide

Frant Desk-Importance to you
Unimpartant WVery lmportant
Horme State

Western 21.8% 27 84.4% 54 827% 124 81.3% 148
Central 30% 1 % 2 8.0% 12 BE% 12
Eastern 00% 0 1.6% 1 07% 1 22% 4
Canada 182% & 109% 7 7% 13 959% 18
Totals 1000% 33| 1000% 64| 1000% 150 | 100.0% 182

Figure 2:

Simple enough, so let’s add a Banner to put more information in the table.
5. With the table still selected, press the Copy button in the toolbar or Ctrl+C.

6. Paste with the toolbar or Ctrl+V.

7. Double-click on the new Figure 3.

8. Youshould be back in the By Crosstab/Filter tab, so change the radio
selection at the top to Banner.

9. None are defined yet, so click Insert <g| next to the drop-down list.

Banners are named, reusable column specifications, though a “column”
can also be applied to pie charts, stacked bars, etc. Columns can consist
of a simple Form Select Filter (July’s responses), a 2D crosstab such as the
one we just inserted, or a 3D crosstab which compares several customer
groups. Each banner item, Filter/2D/3D, can produce one or more col-
umns, as you can see in the 2D crosstab above which produced four col-
umns. Banners may include up to 500 columns, so they should be able to
accommodate whatever you need.

Aside from the ability to stack up all these items in a figure, Banners also
allow you to override the labeling and set statistics individually for each
item, just as we did with the stub list. Since these are saved settings, defin-
ing a banner can save you time when you use the same crosstab many
times.

10. At the top of the dialog, type the banner Name 3D Table.

|H

11. Having a first item as an “overall” is useful, so leave item 1 on Filter only, All

Forms.
12. Click the Add button k| to insert a row item at the end of the list.
13. With the new item selected, set it to 2D Crosstab at the lower-left.
14. At the lower-right, select Q1: Front Desk from the drop-down list.

15. Click OK, and OK again to close the figure dialog.
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Except for the Overall column (which the simple crosstab can add), the
two are identical.

16. Double-click on Figure 3 again.

17. Click the Modify button | next to the banner selection.

18. Click the Add button k| to insert a row item at the end of the list.
19. Set this new item to 3D Crosstab.

3D crosstabs have an “inner” and “outer” question, with outer being the
one on the top of the column heading. You’ll see in a moment. We’re
going to compare the respondent’s visit date against their trip purpose.

20. In the lower-right corner, set the Outer Crosstab to Q14: Arrival Date.
21. Click the More button to the right of the question selection.
22, Set the Modifier to Quarters and click OK.

23. Now set the Inner Crosstab to Q13: Trip Purpose.

Banner
|30 Table
Cancel
Item List 4
Item Description | Sort On | ﬂ Help |
1| &l Forms ® il
2 |2Don @i C ﬂ
3 |EC on Outer 24 and Inner G s 1C
Labels...
Item Type Outer Crozstab
+ Question © Group/Scaore
" Filter Only ¢ 2D Crosstab % 30 Crosstab - 2
|Q14: Arrival D ate j More...
Faorm Select Filker Inner Crosstab
‘Z§| | + Question © Group/Scare
All Farms j {13 Trip Purpose j More...

24. Click OK, and OK again to see the table. You’ll have to scroll a little, since it’s

wrapping to three lines and breaking across the page.

Changing table layouts

One option for tables is to use a larger or landscape page layout, some-
times as a separate report document from the rest of the figures. There
are also layout options which let you condense a table or change its orien-

tation.

1. Inthetoolbar, click Document Properties [= .

Chapter 18 - Breaking Data Down

January 15, 2007

277



Apian SurveyPro 4.0 User Guide

In the General tab, click the Print Setup button.

Change the paper size to Legal, with a Landscape orientation.
Click OK twice, and notice the table is still wrapping.
Double-click on Figure 3.

Click on the Layout tab.

In the upper-right corner, click to turn on Percents below counts and Vertical
labels. Click OK.

Finally! Of course if we start adding more columns, maybe we’ll have to
shrink the font size as well.

When you look at the table, you’ll see the three items: Filter set to All
Forms, 2D crosstab, and 3D crosstab. The filter could be any Form Select,
and you could have several stacked up. You can also apply filters to the
2D and 3D crosstab items. In the 3D, the “Inside” question Trip Purpose is
repeated inside each of responses for the Outer Arrival Date question.

Cloning figures for a series of questions

Another way to display data for several questions is the Clone Figure
command—sometimes this makes it easier to compare results than a sin-
gle really wide table. First let’s create our template figure.

1.

2,
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Scroll to the bottom of the document and click the blue bar at the bottom.
Insert another Table.
Click Next twice to reach the By Crosstab/Filter screen.

Change the selection to One Question and pick Q13: Trip Purpose from the
drop-down list.

Turn on Counts and Percents near the middle of the dialog.
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By Crosstab/Filter

Crozstab By
" Mone  OneQuestion  One Group/Score ¢ Banner  Crosstab Label
|Q‘I 3 Trip Purpose j Trip Purpoze

Modifiers
&+ Mone

" Rescale

Show
I 'with No Answers ¥ Counts v
Ovwerall Columr:  First © Last & Mone I¥ Show Empty Crasstabs

Sorting: |Sart by frequency - Move counts at or under |0 inta Others

Faorm Select Filker

|AII Farris j@%@
< Back | Mest » | Finizh | Cancel Help

6. Click Next.
7. Onthe left-hand side of the Layout screen, click Gray behind tiles, no lines.

8. C(lick Finish.

Trip Purpose

Business Fleasure Both
56.1%, 291  33.9%, 176 10.0%, 52

Fraont Desk-lImportance to you

Unimpartant a 33 2

19 36 16

93 45 23

Wery lmportant E ﬂ ﬂ

Totals 257 161 52

Mean 341 2.66 2.83
Figure &

Now for the cloning:
9. Click once on Figure 5 to select it.
10. Under the Insert menu (not the button), select Clone Figures.

11. Every question except the one used in the For Question tab is listed. In the
Clone column, click on the remaining grid questions, Q2-0Q10.
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Clone Figure

Using the T able Figure for 31: Front Desk-lmportance to you
to make copies for these checked questions:

Questions | Clone | 2
2 Hotel Room-Importance to you
@3 Dining Room-Importance to you
@4 Room Service-Importance to you
@5 Concierge-mportance to you
@6 Front Desk-Our performance
@7 Hotel Room-Cur performance
@ Dining Room-Our performance
@9: Room Service-Our performance
@10: Concierge-Cur performance
1 Comments

I Start each copy on a new page Setall Clear All
QK | Cancel | Help |

'Ii?l?l?l?l?l?l?l?l

b

12. Click OK, and OK again at the confirmation for 9 figures.

Of course you could do this with copy/paste and editing the new version,
as we did earlier, but this is the fastest way to replicate figures.

Using Report On to filter and replicate reports

There’s one more tool in this lesson, and it applies to an entire document,
not just one figure: Report On. Report On acts like a filter or crosstab at
the document level. Common applications include creating quarterly or
divisional breakdowns, as well as employee 360 surveys.

1. Thechanges are easiest to see graphically, so scroll to the top of the report
and double-click on Figure 1.

2. C(lick on the General tab, and change the figure type to Table + Bars.

3. Click on the For Question(s) tab, and at the bottom change the Modifiers
setting to Rescale. Select R1: Regions from the list.

4. C(lick OK.
5. Under the Document menu, select Report On.

There are two panels, for filter and repeat, which can be used separately
or together. Since filters we’ve touched on filters in other tutorials, we’ll
skip ahead to a repeat.

6. Click on the box for Apply Repeat.
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The first option is whether you want this to be a global setting or only
impact figures using a special Form Select called Report On Selection.
Using the second setting is a great way to embed a database-wide Overall
column in a table, while the rest of the columns vary with the Report On
setting.

7. Leave the Step Using setting on Question, and select Q13: Trip Purpose from
the list.

8. Click Show Overall, and OK.

Report On Settings [Doc 4]

Filter: Mone
Fiepeat: Trip Purpose

Step:J‘I - j

A little navigation palette popped up, which allows you to scroll through
the report views which were just created. These are just views of one doc-
ument, and that if you edit a figure in one of the views it will ripple to all.

9. Click Forward and Back through the steps, and note the changes to the bar
lengths and counts as you do so.

10. Scroll down until you can see Figure 3, the Banner table, and note the
columns disappearing on all but step one (the Overall).

That’s it for this lesson, though the features we used can be applied and
combined in many other ways as well. If you are done playing with the
reports, exit SurveyPro. There’s a copy of the finished lesson file called
Components Tutorial End.SP4 in the SurveyPro Samples folder for your
reference.
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License Agreements

YOUR AGREEMENT TO LEGAL CONTRACT:

CAREFULLY READ THE FOLLOWING TERMS AND CONDITIONS
BEFORE USING THE SOFTWARE. YOUR USE OF THE SOFTWARE
INDICATES YOUR ACKNOWLEDGEMENT THAT YOU HAVE READ
THIS LICENSE, YOU UNDERSTAND IT, AND YOU AGREE TO BE
BOUND BY ITS TERMS AND CONDITIONS. IF YOU DO NOT AGREE
TO THESE TERMS AND CONDITIONS, RETURN THE SOFTWARE
AND USER MANUALS TO THE PLACE OF PURCHASE WITHIN 30
DAYS FROM THE DATE OF PURCHASE AS EVIDENCED BY A COPY
OF A VALID RECEIPT AND YOUR PURCHASE PRICE WILL BE
REFUNDED.

Single User License ....... ..., 283
Workgroup (Multi-user) Site License .................. 285
NetCollect Server Application ....................... 288
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Single User License

APIAN SOFTWARE LICENSE AGREEMENT for SurveyPro 4.0
SINGLE USER LICENSE

This Apian Software License Agreement (“License Agreement”) is a legal agreement
between you and Apian Software, Inc. (“Apian”) for the use of Apian Software product pro-
grams and files identified above (“Software”). Software consists of the computer program,
its accessory programs and included files, and may include associated media, printed
materials, any “on-line” or electronic documentation and also includes any updates and
supplements to the original Software provided to you by Apian. By installing, downloading,
accessing, copying, or in any way using the Software, you agree to be bound by the terms
of the License Agreement.

Ownership of Software, Copyright, Trademarks Retained

The Software is the property of Apian Software, Inc. The Software is protected by copy-
right laws and international copyright treaties, as well as other intellectual property laws
and treaties. The Software is licensed, not sold. All rights not expressly granted are
reserved by Apian.

Grant of License. Apian grants you the non-exclusive, non-sublicensable, limited license to
use the Software so long as you comply with all the terms of the License Agreement for
the Software use you have paid for.

Single User License. You may install and use this Software under a Single License as either
(1) a PERSONAL Configuration or as (2) a SINGLE-USER SITE Configuration, but not
both.

In a PERSONAL configuration you may install the Software wherever you are working, so
long as it used by one individual and no other. You may install the Software in machine-
readable form on any computer(s), including on a network server, solely for one person’s
individual use, and so long as no other person can access the Software. You may NOT
allow more than one individual to use the Software at any time under this option.

OR

In a SINGLE-USER SITE configuration you may install the Software at a single Site. It may
be used by any person who normally works at this site, so long as the Software is used by
no more than one person at a time. You may install the Software in machine-readable form
on one computer only (workstation or LAN server). The Software may be accessed by a
person who normally works at the site on the one network server over a dial-up connec-
tion, Local Area Network, Virtual Private Network, or its equivalent where the program is
executed directly from the single copy on that server.

You may not combine elements of the PERSONAL and SINGLE-USER SITE Options.

If you need the right for more than one person to use the Software, please contact Apian
Software for Workgroup License information.

Backup Copy. You may make one (1) copy of the Software in machine-readable form solely
for backup purposes, provided that you reproduce all proprietary notices on the copy.

Transfer of Software. You may transfer your rights in the Software one time, from you to
one other person, provided you permanently transfer all rights under this Agreement, and
not for the purposes of a single project or segment of a project.
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Limits on Modifications. You may not modify, translate, reverse engineer, decompile, dis-
assemble, create derivative works based on, or copy (except for the backup copy) the Soft-
ware or accompanying materials (except for sample code). You may not use or modify
sample source code except as required for its use with licensed Apian Software products.
You may not remove any proprietary notices, labels or marks on the software or accompa-
nying materials.

NetCollect Web surveys. You may install on any Online server(s) HTML surveys exported
from NetCollect. Perl, ASP and other server application components included with Net-
Collect may be used with NetCollect HTML surveys by licensed users of NetCollect, but
may not be distributed separately, reverse-engineered or used for other purposes.

DirectCollect surveys. You may distribute as many copies of the run-time survey data col-
lector and team interviewer modules as needed, or offer network access to them for
respondents, without additional licenses. Visual Basic source code included with Direct-
Collect may be modified and used with DirectCollect by licensed users of DirectCollect,
but may not be distributed separately, reverse-engineered or used for other purposes.

KeyCollect. You may install as many copies of the KeyCollect accessory program as you
wish for data entry to SurveyPro projects developed under this license.

Respondent EMailer. You may install as many copies of the Respondent EMailer accessory
program as you require to support SurveyPro projects developed under this license. The
Respondent EMailer is not licensed or supported for general use. Apian supports responsi-
ble bulk mailing. The Respondent EMailer may be used only for mailings which comply
with: current “Spam” or Unsolicited Bulk E-mail legislation, Acceptable Uses or similar
contractual obligations you may have with your Internet service provider(s) and opt-in
mailing lists.

Evaluation Software. Software identified as “Evaluation” or “Demonstration” may not be
resold, transferred or used for any purposes other than demonstration, test, or evaluation.

Upgrades and Conversions. If the Software is an upgrade of an earlier release, a conver-
sion from another Apian Software product, or fulfillment of a Beta Subscription, then you
must cease using all earlier versions except for transitional use during the upgrade. You
may not loan, rent, sell or otherwise transfer any earlier version. This license agreement
replaces all prior license agreements effective with installation of the Software, and prior
Licenses for earlier versions are hereby terminated. Following installation, the Entire
agreement of both parties is governed by the terms of this current license agreement,
which supersedes all earlier versions.

Termination of License. Unauthorized copying of the Software (alone or merged with other
software) or the accompanying materials, or failure to comply with the restrictions in the
License Agreement automatically terminates this License Agreement. Upon termination
of the license, you must remove the Software from all computers on which it is installed,
and destroy or return to Apian the Software, accompanying materials, and any copies
made by you.

Limited Warranty and Disclaimer. Apian Software, Inc. warrants the media on which the
Software is furnished to be free of defects in material and workmanship under normal use
for a period of ninety (90) days from the date of delivery to you as evidenced by a copy of
your receipt. If any media does not conform to this limited warranty, your exclusive rem-
edy is replacement of the media or, if Apian is unable to deliver replacement media, refund
of the purchase price and termination of the License Agreement.

NO OTHER WARRANTIES. EXCEPT FOR THE ABOVE WARRANTY, THE SOFTWARE
AND ACCOMPYING MATERIALS ARE PROVIDED WITHOUT WARRANTY OF ANY
KIND, EITHER EXPRESS, IMPLIED, STATUTORY, IN ANY COMMUNICATION WITH
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APIAN SOFTWARE, INC., OR OTHERWISE, INCLUDING WITHOUT LIMITATION
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR
PURPOSE. APIAN SOFTWARE, INC., DOES NOT WARRANT THAT THE FUNCTIONS
CONTAINED IN THE SOFTWARE WILL MEET YOUR REQUIREMENTS OR THAT
THE OPERATION OF THE SOFTWARE WILL BE UNINTRRUPTED OR ERROR FREE.
THE ENTIRE RISK AS TO THE USE, QUALITY, AND PERFORMANCE OF THE SOFT-
WARE IS WITH YOU.

SOME STATES DO NOT ALLOW EXCLUSION OF IMPLIED WARRANTIES SO THE
ABOVE EXCLUSION MAY NOT APPLY TO YOU. THIS LIMITED WARRANTY GIVES
YOU SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHERS, WHICH VARY FROM
STATE TO STATE.

LIMITATION OF LIABILITY. TO THE MAXIMUM EXTENT PERMITTED BY APPLICA-
BLE LAW, APIAN SOFTWARE, INC,, SHALL IN NO EVENT BE LIABLE FOR ANY SPE-
CIAL, INCIDENTAL, INDIRECT, OR CONSEQUENTIAL DAMAGES WHATSOEVER
(INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITS,
BUSINESS INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANY OTHER
PECUNIARY LOSS) ARISING OUT OF THE USE OF OR INABILITY TO USE THE
SOFTWARE OR THE PROVISION OF OR FAILURE TO PROVIDE SUPPORT SERVICES,
EVEN IF APIAN SOFTWARE, INC. HAS BEEN ADVISED OF THE POSSIBLITY OF
SUCH DAMAGES. IN EVERY CASE, APIAN SOFTWARE, INC’S MAXIMUM LIABILITY
UNDER ANY PROVISION OF THE LICENSE AGREEMENT SHALL BE LIMITED TO
THE AMOUNT ACTUALLY PAID BY YOU FOR THE SOFTWARE OR USD $5.00,
WHICHEVER IS GREATER.

General. This agreement will be governed by the laws of the State of Washington. Any suit
regarding this License shall be brought only in King County, Washington. This Agreement
is the entire agreement between us and supersedes any other communications with

respect to the Software and accompanying materials. If any provision of this Agreement is
held unenforceable, the remainder of this agreement shall continue in full force and effect.

U.S. Government Restricted Rights. Government Use. The Software and accompanying
documentation are deemed to be “commercial computer software” and “commercial com-
puter software documentation,” respectively, pursuant to DFAR Section 227.7202 and FAR
Section 12.212, as applicable. Any use, modification, reproduction, release, performance,
display or disclosure of the Software and accompanying documentation by the U.S. Gov-
ernment shall be governed solely by the terms of this License Agreement and shall be pro-
hibited except to the extent expressly permitted by the terms of the License Agreement.

If you have any questions, please contact the manufacturer in writing: Apian Software,
Inc., 115 N 85th Street, Suite 204, Seattle, WA 98103.

Workgroup (Multi-user) Site License

APIAN SOFTWARE LICENSE AGREEMENT for SurveyPro 4.0
WORKGROUP SITE LICENSE for simultaneous users.

This Apian Software License Agreement (“License Agreement”) is a legal agreement
between you and Apian Software, Inc. (“Apian”) for the use of Apian Software product pro-
grams and files identified above (“Software”). Software consists of the computer program,
its accessory programs and included files, and may include associated media, printed
materials, any “on-line” or electronic documentation and also includes any updates and
supplements to the original Software provided to you by Apian. By installing, downloading,
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accessing, copying, or in any way using the Software, you agree to be bound by the terms
of the License Agreement.

Ownership of Software, Copyright, Trademarks Retained

The Software is the property of Apian Software, Inc. The Software is protected by copy-
right laws and international copyright treaties, as well as other intellectual property laws
and treaties. The Software is licensed, not sold. All rights not expressly granted are
reserved by Apian.

Grant of License. Apian grants you the non-exclusive, non-sublicensable, limited license to
use the Software so long as you comply with all the terms of the License Agreement for
the Software use you have paid for.

Workgroup Site License. If you have purchased use of the Software under a Workgroup
License, you may install the Software in machine-readable form for use at a single site. A
Workgroup License is limited to a specified number of simultaneous users (the number of
which is specified at the top of this license and is controlled and/or monitored by a serial
number placed within the master disk provided to you) who work at one site. A Workgroup
License does not allow the Software to be installed at more than one physical site. The
Software may be shared subject to these limitations by the licensed users in one of the
ways outlined below.

You may:

1. Install the Software in machine-readable form, on one server and/or one or more
independent computers (not exceeding the total number of licensed simultaneous users)
at one site. Users who normally work at the site may access the Software on the one net-
work server over a dial-up connection, Local Area Network, Virtual Private Network, or its
equivalent where the program is executed directly from the single copy on that server;

2. Allow up to the number of licensed users who work at one site to use the Software at
one time; and

3. Physically move the Software from one computer to another, provided the Software is
installed on no more computers than, and used by no more than the number of licensed
users at one site at any one time.

Backup Copy. You may make one (1) copy of the Software in machine-readable form solely
for backup purposes, provided that you reproduce all proprietary notices on the copy.

Transfer of Software. You may transfer your rights in the Software one time, from you to
one other person, provided you permanently transfer all rights under this Agreement, and
not for the purposes of a single project or segment of a project.

Limits on Modifications. You may not modify, translate, reverse engineer, decompile, dis-
assemble, create derivative works based on, or copy (except for the backup copy) the Soft-
ware or accompanying materials (except for sample code). You may not use or modify
sample source code except as required for its use with licensed Apian Software products.
You may not remove any proprietary notices, labels or marks on the software or accompa-
nying materials.

NetCollect Web surveys. You may install on any Online server(s) HTML surveys exported
from NetCollect. Perl, ASP and other server application components included with Net-
Collect may be used with NetCollect HTML surveys by licensed users of NetCollect, but
may not be distributed separately, reverse-engineered or used for other purposes.

DirectCollect surveys. You may distribute as many copies of the run-time survey data col-
lector and team interviewer modules as needed, or offer network access to them for
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respondents, without additional licenses. Visual Basic source code included with Direct-
Collect may be modified and used with DirectCollect by licensed users of DirectCollect,
but may not be distributed separately, reverse-engineered or used for other purposes.

KeyCollect. You may install as many copies of the KeyCollect accessory program as you
wish for data entry to SurveyPro projects developed under this license.

Respondent EMailer. You may install as many copies of the Respondent EMailer accessory
program as you require to support SurveyPro projects developed under this license. The
Respondent EMailer is not licensed or supported for general use. Apian supports responsi-
ble bulk mailing. The Respondent EMailer may be used only for mailings which comply
with: current “Spam” or Unsolicited Bulk E-mail legislation, Acceptable Uses or similar
contractual obligations you may have with your Internet service provider(s) and opt-in
mailing lists.

Evaluation Software. Software identified as “Evaluation” or “Demonstration” may not be
resold, transferred or used for any purposes other than demonstration, test, or evaluation.

Upgrades and Conversions. If the Software is an upgrade of an earlier release, a conver-
sion from another Apian Software product, or fulfillment of a Beta Subscription, then you
must cease using all earlier versions except for transitional use during the upgrade. You
may not loan, rent, sell or otherwise transfer any earlier version. This license agreement
replaces all prior license agreements effective with installation of the Software, and prior
Licenses for earlier versions are hereby terminated. Following installation, the Entire
agreement of both parties is governed by the terms of this current license agreement,
which supersedes all earlier versions.

Termination of License. Unauthorized copying of the Software (alone or merged with other
software) or the accompanying materials, or failure to comply with the restrictions in the
License Agreement automatically terminates this License Agreement. Upon termination
of the license, you must remove the Software from all computers on which it is installed,
and destroy or return to Apian the Software, accompanying materials, and any copies
made by you.

Limited Warranty and Disclaimer. Apian Software, Inc. warrants the media on which the
Software is furnished to be free of defects in material and workmanship under normal use
for a period of ninety (90) days from the date of delivery to you as evidenced by a copy of
your receipt. If any media does not conform to this limited warranty, your exclusive rem-
edy is replacement of the media or, if Apian is unable to deliver replacement media, refund
of the purchase price and termination of the License Agreement.

NO OTHER WARRANTIES. EXCEPT FOR THE ABOVE WARRANTY, THE SOFTWARE
AND ACCOMPYING MATERIALS ARE PROVIDED WITHOUT WARRANTY OF ANY
KIND, EITHER EXPRESS, IMPLIED, STATUTORY, IN ANY COMMUNICATION WITH
APIAN SOFTWARE, INC., OR OTHERWISE, INCLUDING WITHOUT LIMITATION
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR
PURPOSE. APIAN SOFTWARE, INC., DOES NOT WARRANT THAT THE FUNCTIONS
CONTAINED IN THE SOFTWARE WILL MEET YOUR REQUIREMENTS OR THAT
THE OPERATION OF THE SOFTWARE WILL BE UNINTRRUPTED OR ERROR FREE.
THE ENTIRE RISK AS TO THE USE, QUALITY, AND PERFORMANCE OF THE SOFT-
WARE IS WITH YOU.

SOME STATES DO NOT ALLOW EXCLUSION OF IMPLIED WARRANTIES SO THE
ABOVE EXCLUSION MAY NOT APPLY TO YOU. THIS LIMITED WARRANTY GIVES
YOU SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHERS, WHICH VARY FROM
STATE TO STATE.
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LIMITATION OF LIABILITY. TO THE MAXIMUM EXTENT PERMITTED BY APPLICA-
BLE LAW, APIAN SOFTWARE, INC., SHALL IN NO EVENT BE LIABLE FOR ANY SPE-
CIAL, INCIDENTAL, INDIRECT, OR CONSEQUENTIAL DAMAGES WHATSOEVER
(INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITS,
BUSINESS INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANY OTHER
PECUNIARY LOSS) ARISING OUT OF THE USE OF OR INABILITY TO USE THE
SOFTWARE OR THE PROVISION OF OR FAILURE TO PROVIDE SUPPORT SERVICES,
EVEN IF APIAN SOFTWARE, INC. HAS BEEN ADVISED OF THE POSSIBLITY OF
SUCH DAMAGES. IN EVERY CASE, APIAN SOFTWARE, INC.’S MAXIMUM LIABILITY
UNDER ANY PROVISION OF THE LICENSE AGREEMENT SHALL BE LIMITED TO
THE AMOUNT ACTUALLY PAID BY YOU FOR THE SOFTWARE OR USD $5.00,
WHICHEVER IS GREATER.

General. This agreement will be governed by the laws of the State of Washington. Any suit
regarding this License shall be brought only in King County, Washington. This Agreement
is the entire agreement between us and supersedes any other communications with

respect to the Software and accompanying materials. If any provision of this Agreement is
held unenforceable, the remainder of this agreement shall continue in full force and effect.

U.S. Government Restricted Rights. Government Use. The Software and accompanying
documentation are deemed to be “commercial computer software” and “commercial com-
puter software documentation,” respectively, pursuant to DFAR Section 227.7202 and FAR
Section 12.212, as applicable. Any use, modification, reproduction, release, performance,
display or disclosure of the Software and accompanying documentation by the U.S. Gov-
ernment shall be governed solely by the terms of this License Agreement and shall be pro-
hibited except to the extent expressly permitted by the terms of the License Agreement.

If you have any questions, please contact the manufacturer in writing: Apian Software,
Inc., 115 N 85th Street, Suite 204, Seattle, WA 98103.

NetCollect Server Application

APIAN SOFTWARE LICENSE AGREEMENT for the NetCollect Server Application

This Apian Software License Agreement (“License Agreement”) is a legal agreement
between you and Apian Software, Inc. (“Apian”) for the use of Apian Software product pro-
grams and files identified above (“Software”). Software consists of the computer program
and included files and may include associated media, printed materials, any “on-line” or
electronic documentation and also includes any updates and supplements to the original
Software provided to you by Apian. By installing, downloading, accessing, copying, or in
any way using the Software, you agree to be bound by the terms of the License Agree-
ment.

Ownership of Software, Copyright, Trademarks Retained

The Software is the property of Apian Software, Inc. The Software is protected by copy-
right laws and international copyright treaties, as well as other intellectual property laws
and treaties. The Software is licensed, not sold. All rights not expressly granted are
reserved by Apian.

Grant of License. Apian grants you the non-exclusive, non-sublicensable, limited license to
use the Software so long as you comply with all the terms of the License Agreement for
the Software use you have paid for.

Backup Copy. You may make one (1) copy of the Software in machine-readable form solely
for backup purposes, provided that you reproduce all proprietary notices on the copy.
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Transfer of Software. You may transfer your rights in the Software one time, from you to
one other person, provided you permanently transfer all rights under this Agreement, and
not for the purposes of a single project or segment of a project.

Limits on Modifications. You may not modify, translate, reverse engineer, decompile, dis-
assemble, create derivative works based on, or copy (except for the backup copy) the Soft-
ware or accompanying materials (except for sample code). You may not use or modify
sample source code except as required for its use with licensed Apian Software products.
You may not remove any proprietary notices, labels or marks on the software or accompa-
nying materials.

Evaluation Software. Software identified as “Evaluation” or “Demonstration” may not be
resold, transferred or used for any purposes other than demonstration, test, or evaluation.

Upgrades and Conversions. If the Software is an upgrade of an earlier release, a conver-
sion from another Apian Software product, or fulfillment of a Beta Subscription, then you
must cease using all earlier versions except for transitional use during the upgrade. You
may not loan, rent, sell or otherwise transfer any earlier version. This license agreement
replaces all prior license agreements effective with installation of the Software, and prior
Licenses for earlier versions are hereby terminated. Following installation, the Entire
agreement of both parties is governed by the terms of this current license agreement,
which supersedes all earlier versions.

Termination of License. Unauthorized copying of the Software (alone or merged with other
software) or the accompanying materials, or failure to comply with the restrictions in the
License Agreement automatically terminates this License Agreement. Upon termination
of the license, you must remove the Software from all computers on which it is installed,
and destroy or return to Apian the Software, accompanying materials, and any copies
made by you.

Limited Warranty and Disclaimer. Apian Software, Inc. warrants the media on which the
Software is furnished to be free of defects in material and workmanship under normal use
for a period of ninety (90) days from the date of delivery to you as evidenced by a copy of
your receipt. If any media does not conform to this limited warranty, your exclusive rem-
edy is replacement of the media or, if Apian is unable to deliver replacement media, refund
of the purchase price and termination of the License Agreement.

NO OTHER WARRANTIES. EXCEPT FOR THE ABOVE WARRANTY, THE SOFTWARE
AND ACCOMPYING MATERIALS ARE PROVIDED WITHOUT WARRANTY OF ANY
KIND, EITHER EXPRESS, IMPLIED, STATUTORY, IN ANY COMMUNICATION WITH
APIAN SOFTWARE, INC., OR OTHERWISE, INCLUDING WITHOUT LIMITATION
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR
PURPOSE. APIAN SOFTWARE, INC., DOES NOT WARRANT THAT THE FUNCTIONS
CONTAINED IN THE SOFTWARE WILL MEET YOUR REQUIREMENTS OR THAT
THE OPERATION OF THE SOFTWARE WILL BE UNINTRRUPTED OR ERROR FREE.
THE ENTIRE RISK AS TO THE USE, QUALITY, AND PERFORMANCE OF THE SOFT-
WARE IS WITH YOU.

SOME STATES DO NOT ALLOW EXCLUSION OF IMPLIED WARRANTIES SO THE
ABOVE EXCLUSION MAY NOT APPLY TO YOU. THIS LIMITED WARRANTY GIVES
YOU SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHERS, WHICH VARY FROM
STATE TO STATE.

LIMITATION OF LIABILITY. TO THE MAXIMUM EXTENT PERMITTED BY APPLICA-
BLE LAW, APIAN SOFTWARE, INC,, SHALL IN NO EVENT BE LIABLE FOR ANY SPE-
CIAL, INCIDENTAL, INDIRECT, OR CONSEQUENTIAL DAMAGES WHATSOEVER

(INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITS,
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BUSINESS INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANY OTHER
PECUNIARY LOSS) ARISING OUT OF THE USE OF OR INABILITY TO USE THE
SOFTWARE OR THE PROVISION OF OR FAILURE TO PROVIDE SUPPORT SERVICES,
EVEN IF APIAN SOFTWARE, INC. HAS BEEN ADVISED OF THE POSSIBLITY OF
SUCH DAMAGES. IN EVERY CASE, APIAN SOFTWARE, INC.’S MAXIMUM LIABILITY
UNDER ANY PROVISION OF THE LICENSE AGREEMENT SHALL BE LIMITED TO
THE AMOUNT ACTUALLY PAID BY YOU FOR THE SOFTWARE OR USD $5.00,
WHICHEVER IS GREATER.

General. This agreement will be governed by the laws of the State of Washington. Any suit
regarding this License shall be brought only in King County, Washington. This Agreement
is the entire agreement between us and supersedes any other communications with

respect to the Software and accompanying materials. If any provision of this Agreement is
held unenforceable, the remainder of this agreement shall continue in full force and effect.

U.S. Government Restricted Rights. Government Use. The Software and accompanying
documentation are deemed to be “commercial computer software” and “commercial com-
puter software documentation,” respectively, pursuant to DFAR Section 227.7202 and FAR
Section 12.212, as applicable. Any use, modification, reproduction, release, performance,
display or disclosure of the Software and accompanying documentation by the U.S. Gov-
ernment shall be governed solely by the terms of this License Agreement and shall be pro-
hibited except to the extent expressly permitted by the terms of the License Agreement.

SERVER APPLICATION EXTENSION:
NetCollect is an extension of your SurveyPro Software.

This optional installation adds the following to the contract terms, conditions, warranties,
and limitations of liability in Apian’s Software License Agreement above:

You may install on any Online server(s) HTML and ASP surveys exported from NetCollect
along with the Apian Server Application components to support them. Any ASP, perl,
DLLs, sample code or other server application components included with NetCollect may
be used with NetCollect HTML surveys by licensed users of NetCollect, but may not be
distributed separately, reverse-engineered or used for other purposes.

CONTACT INFORMATION:

If you have any questions, please contact the manufacturer in writing: Apian Software,
Inc., 115 N 85th Street, Suite 204, Seattle, WA 98103.
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+ button 6 camera button 6
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Numerics Cascade windows on screen 22
360 surveys 238, 240 character map 44
characters, special 44
A charts see figures
About SurveyPro 22 checkbox scales 71, 73, 122, 127
access controls 10, 26 Chi-squared 209, 223
Access database files 143, 148, 149, 163 cleaning data see data cleaning
Add button 6 Clear Answers 114
Advanced options Tab, Question dialog 58 clipboard 17, 114
Anchor Graphic dialog 45, 49 Clone Figure dialog 206, 268
annotations 45, 49 coaching 2
Answer Entries tab, Question Grid dialog 64 Color Fill Set 191, 250
Answer Entry 21, 86, 112, 113, 121, 124, 131, 132 colors 37
answer lists 116 column widths in grids 65
Answer Mapping tab, Rescale dialog 220 columns 50
Answer Replace 116, 130, 132 Columns tab, Question Grid dialog 63
answer tests 58, 64, 153 comma delimited ASCII files 144, 147, 149, 162
Arrange Icons 22 comments see written answer scales
ASCII data files 144, 147, 149, 162, 172 compare groups figures 185, 192
automatic save 10, 26 Compare Groups tab, Figure dialog 201
Autonumber 41, 56, 65 components 15
Autonumber tab, Document Properties dialog 38 confidence interval 209
Contents tab, Figure dialog 204
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backup files 10 Copy 17, 114
BAK backup files 10 Copy Document 20
Banner dialog 225 Copy Last Form 114
Banners 190, 211, 223, 225, 268 Copy Last Form’s Answers 114
bar charts 185, 188, 189, 190, 192, 195, 201, 253 copying answers 122
Batch Import dialog 155 counts 207
bold text 42 crosstabs 190, 206, 211, 223, 225, 253
bottom box 208 CSV data files 144, 147, 149, 162, 172
branching 20, 82 cumulative % 208
Breaks dialog 50 currency scales 77
bubbles for scanning 36 Cut 17, 114
bullets 44

By Crosstab/Filter tab, Figure dialog 190
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data cleaning 123, 125, 126, 130, 132, 153, 172,
185, 204
Data Cleaning dialog 126
Data Cleaning tab, Import dialog 153
data collection 117
data entry 26, 112, 121, 130, 131, 132
data files 111
data structures 69
data table figures 185, 192, 204
Data Table report 244
Data Table tab, Document Properties dialog 246
Database menu 21, 116
databases 143, 169
exporting to 142, 163, 165, 166, 167
importing from 142, 148, 149
key terms 111
SurveyPro’s 111
date scales 72, 74, 122
Date-Time Inputs tab, Rescale dialog 219
decimal scales 77
Delete 6, 17, 40
Delete Document 20
Delete Form 115
deleting
documents 20
forms 115, 128
Dimensions Tab, Question dialog 59
DirectCollect 9, 31, 81, 89, 117, 142, 146, 155
discussion list 2
Document menu 20
Document Properties dialog 30, 31, 32, 33, 34, 35,
36, 37, 38, 91, 245, 246, 248
Document Tabs 18
documents 13, 14, 23, 131
adding 20
copying 20
deleting 20
opening 18, 20
publishing 89, 123, 251, 252
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see also reports
dot fill 65
dual scale grids 61, 63
Duplicate 6
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é button 44

Edit Items tab, Question Groups dialog 233
Edit menu 17, 114

e-mail survey invitations 9

e-mail surveys 9

Executive Summary report 243
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Executive Summary tab, Document Properties dialog
245
export 142, 159, 162, 171
Access MDB files 143, 163
ASCII data files 144, 162
field names 170
figures 251, 252
KeyCollect data 142, 160
logs 168
SDE files 142, 160
SQL databases 143, 165, 166, 167
ST3 files 143, 160
STL files 143, 160
Export dialog 159, 160, 162, 163, 164, 165, 166,
167

F

Field Matchup tab, Export dialog 166
Field Matchup tab, Import dialog 149
Field Names dialog 170
Field Selection tab, Export dialog 164
fields 111
Figure dialog 187, 188, 189, 190, 191, 192, 193,
194, 195, 196, 198, 199, 201, 204
figures 15, 183, 185, 187, 192, 206
colors 191, 250
duplicating 206, 268
exporting 251, 252
labels 56, 248
numbering 38, 268
rearranging 39
resizing 39
File History 25, 90
File menu 17, 114
Fill Passwords 116, 119
filters see Form Select Filters
Find Duplicates 115
Find Form Select 115
Find Same Answers 115
fixed response options 72
flip scales 64
fonts 42, 43
Footer tab, Document Properties dialog 35
footers 30, 35
footnotes on figures 248
For Questions tab, Figure dialog 188, 199
For Statistics tab, Figure dialog 189
forced rank scales 78
forced sum scales 65
FormIDs 111
Form menu 115
Form Select Filters 132, 190, 211, 212, 213, 225,
238, 240, 253
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forms 111, 208 Import dialog 144, 146, 147, 148, 149, 151, 153
deleting 115, 128 indentation 59, 65
forums 2 Inline graphics 46
frequency measures 207 Inline Text/Graphics 45
Insert 6, 40
G Insert menu 19
General tab, Document Properties dialog 31, 32 instructions 46
General tab, Export dialog 160, 162, 163, 165 italic text 42
General tab, Figure dialog 187
General tab, Import dialog 146, 147, 148 K
General tab, Question Grid dialog 60 Key and Scale Label Maps tab, Export dialog 167
GoTo 82 Key tab, Import dialog 151
Graph Color Fills dialog 191, 250 KeyCollect 10, 89, 117, 142, 146, 155, 160
graphics 34, 45, 46, 49 kiosk surveys 9, 31, 81
graphs see figures knowledgebase 2, 6
grids of questions see question grids L
H labels in figures 56, 66, 225, 248
Header tab, Document Properties dialog 35 labels in questionnaires 30, 36
headers 30, 35 languages, surveys in multiple 85
headings 33, 46, 192, 248 Last Form 115
Help menu 22 Layout tab, Document Properties dialog 36, 37
hide Layout tab, Figure dialog 191, 193, 194, 195, 196,
grid columns 63 198, 199, 201, 204
grid rows 62 Layout tab, Question Grid dialog 65
scale items 58 layouts 31, 32, 37, 57, 58, 59, 60, 64, 65, 250
high-low scales 77 license agreements 22, 282
HTML questionnaires 9, 31, 89 Likert scales 73
HTML reports 251 line charts 185, 190, 192, 199, 201
Lock Changes 17
1 locking documents 10
ID scales 71, 75 locking forms 118
IDHH_KCPUB 89 Logo Graphic tab, Document Properties dialog 34
images 34, 46 logos 30, 34, 91
import 86, 142, 144, 147, 149, 155, 171, 172 logs 25, 90
Access MDB files 143, 148, 149 export 168
ASCII data files 144, 147, 149, 172 import 157
DirectCollect data 142, 146, 155 publish 28
field names 144, 170 low-high scales 77
KeyCollect data 142, 146, 155
keyed 151 M
logs 157 mail merge 118
maps 144 margins 30, 31, 32, 50, 59
merge 151 Mass Delete 116, 128
NetCollect data 142, 146 Mass Replace 116, 130
SDD files 142, 146, 155 maximum 209
SDE files 142, 146, 155 maximum scale boxes 58
SDH files 142, 146 MDB files 143, 148, 149, 163
SQL databases 143, 148, 149 mean 208
ST3 files 143, 146 median 208
STL files 143, 146 medium for questionnaires 31, 81

SurveyPro 2.0 files 142, 146
SurveyPro 3.0 files 143, 146
SurveyPro 4.0 files 143, 146
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menus 14, 16, 113
Database menu 21, 116
Document menu 20
Edit menu 17, 114
File menu 17, 114
Form menu 115
Help menu 22
Insert menu 19
Tools menu 22, 116
View menu 18, 115
Window menu 22
Merge into Question Grid dialog 67
Microsoft Access 143, 148, 149, 163
minimum 209
minimum scale boxes 58
mismatches during import 153, 157, 171
modifiers 216, 217
Modify 6, 17, 40
multiple questionnaire documents 83
Must Answer questions 126

NA 30, 36
NetCollect 9, 31, 81, 89, 117, 142, 146
New 17
New Form Questionnaire 114
New Questionnaire 20
New Report 20
Next Form 115
No Answers 208
Not Applicable 30, 36
Number Inputs tab, Rescale dialog 219
number scales 72, 77, 122
numbering
figures 38, 268
pages 30, 35, 37, 44
questions 26, 30, 38, 41, 56, 65, 191

o

Object Tree 14, 15, 18

OCR 36

OMR 36

Open 17

Open Document 18, 20

open-ended questions see written answer scales
Options dialog 26, 121, 132

ordered scales 70

Other blanks 30, 36

Other responses 189

Output Bins tab, Question Groups dialog 237
Output Bins tab, Rescale dialog 222

P
page breaks 50
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Page graphics 46
page numbering 30, 35, 37, 44
Page Setup 17, 30
page size 31, 32
Page Text/Graphics 45
paper size 31, 32
passwords 10, 26, 86, 116, 119, 127, 153
Paste 17, 114
patching SurveyPro 3
pattern scales 71, 75
pencil buttons 6, 17
percentage scales 77
percents 207
pictures 34
pie charts 185, 188, 190, 192, 196, 253
PIN files 87, 119
plus button 6
postcoding see data cleaning
Preferences dialog 26
Preload Answers 115, 121
Print 17
Print Preview 17
Print Setup 17, 31, 32
Print with Data 118
profile graphs 185, 190, 192, 199, 201
project status 25
Protect Answers 114, 118
Publish 20
logs 28, 90
questionnaires 10, 89, 123
reports 251
Publish Report Figures for Printing dialog 252
Publish Report to Web dialog 251

0
Question dialog 55, 56, 57, 58, 59
Question Grid dialog 60, 61, 62, 63, 64, 65, 66
question grids 53, 60, 61, 62, 63, 64, 65, 66, 77, 78,
91, 102
splitting 68
tinted bands 37
question groups 60, 199, 201, 206, 211, 228, 253
Question Groups dialog 232, 233, 236, 237
question labels 248
question library 14, 15
question names 248
question numbering 26, 30, 53
Question Tab, Question dialog 56
questionnaires 13, 30
locking 10
medium 31, 81
publishing 89, 123
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questions 15, 53, 55, 56, 57, 58, 59, 91
linked tiles 84
merging into grids 67
numbering 38, 41, 56, 65, 191
rearranging 39
resizing 39
see also question grids
Quick Set tab, Question Grid dialog 61
Quit Answer Entry 114

R

randomize 58, 62, 64
ranking scales 71, 78, 122
rating scales 71, 77, 122, 127
read only forms 118
rearranging scales 58
see also Rescales
records 111
Redo 17
Refresh Answer Lists 116
replies 208
report labels 56
Report Labels tab, Question Grid dialog 66
Report On 211, 238, 240, 268
Report On Value filter 240
reports 13, 32, 37, 185
copying 238
filtering 238
HTML 251
publishing 251, 252
Rescale dialog 217, 219, 220, 222
Rescales 211, 216, 217, 268
respondent 111
Respondent EMailer 9
reverse scale layouts 58, 64
Rows tab, Question Grid dialog 62

S

Sample Weights dialog 215
Save 17
automatic 10, 26
Save As 17
Scale dialog 72, 73, 74, 75, 77, 78
Scale Value Mapping dialog 171
Scaled Entry Tab, Question dialog 57
scales 15, 57,61, 63, 64, 65,69, 72,73,74,75,77,
78, 91
forced sum 65
mapping labels and values 171
rearranging 58
see also answer tests
see also Rescales
scannable surveys 36, 81, 117
scatterplots 185, 192, 201, 253
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scoring 211, 228, 232

SDD DirectCollect data files 142, 146, 155
SDE KeyCollect data files 142, 146, 155, 160
SDH NetCollect data files 142, 146

SDT KeyCollect template files 89

security 10, 26, 86, 119

Select Items tab, Question Groups dialog 232
semantic differential scales 77

serial number 22

Set Items dialog 206

significance measures 209

Skip Patterns 20

skip patterns 82

Skips and Branches dialog 82

social security number scale 71

sorting in figures 189, 208

SP3 SurveyPro 3.0 files 143, 146

SP4 SurveyPro 4.0 files 6, 143, 146

spelling check 23, 122

Split Question Grid dialog 68

SQL Connection dialog 169

SQL databases 143, 148, 149, 165, 166, 167, 169
ST3 survey tag language files 143, 146, 160
stacked bar charts 185, 188, 190, 192, 198, 253
standard deviation (std dev) 208

standard error of mean 209

statistical labels 248

statistical measures 208

statistics 207

Status Bar 18

STL survey tag language files 143, 146, 160
Stub Lists 206, 268

sum 209

support 2

survey tag language 143, 146, 160
SurveyPro 2.0 142, 146

SurveyPro 3.0 143, 146

SurveyTalk list 2

SVA SurveyPro 2.0 files 142, 146

T

tab delimited ASCII files 144, 147, 149, 162
table+bar figures 185, 188, 189, 190, 192, 194
tables 185, 188, 189, 190, 192, 193, 206, 253
tables of questions see question grids

tabulations 207

technical support 2

telephone interviewing 9, 81

telephone number scale 71

test scoring 228, 232

text figures 185, 188, 189, 190, 192, 193, 206, 253
text formatting 42, 43

Text Palette 44

Text Styles 42, 43, 91
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Tile windows on screen 22
tiles 13, 39, 53
numbering 41
time scales 74, 122
tinted bands for grids 60
Title tab, Document Properties dialog 33, 248
Title-Caption tab, Figure dialog 192
titles 30, 33, 248
toolbars 14, 18
Tools menu 22, 116
top box 208
training 2
tree 14, 15
typeface 42, 43

U

Undo 17
unordered scales 69
updating SurveyPro 3

\")

validation see answer tests
variables 44, 239

verbatims see written answer scales
View menu 18, 115

Void Form 115

W

Web reports 251

Web surveys 9, 31, 89

weighting 211, 215, 228, 232

Weighting tab, Question Groups dialog 236

Window menu 22

Wingdings 44

written answer scales 70, 123, 127, 253
reporting 193

Written Answers tab, Rescale dialog 217
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Zip code scale 71
Zoom 18, 115
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