P:\ADMIN\IT\Vision User Guide\vision user guide.doc

Vision Version 3.0

User Guide

Document Name Vision User Guide
Client eVovle
Project Vision Training

Document Creation Details:

Author Document Contents

Christopher Tue, Apr 29, 2008
Harrington

Document Revision Details:
Editor ‘ Date ‘ Summary of Changes

Nick Brown Mon May 12", 2008 | Review of Document

Author: Nick Brown Page 1 of 24 Printed on:13-May-08



P:\ADMIN\IT\Vision User Guide\vision user guide.doc

Contents
10 o LU o3 1 o] o [0S 3
(7= ] Yo IS = 1 (= [PPSR 4
=0 1511 = 1o o [P 4
(oo Fo 110 [o @ o [PPSR SUUPPPPRPPRR 5
Y= Yo = TS U1 7 6
SUIVEY INBIMIE. .. e 6
1= 1o T 1= 0 T 6
SUIVEY HEAUEIS .. s 7
Adding your Logo, or other images, fromthe Web..............co 7
Adding images from your hard diSK..........ccooeuiiiiiiiii e 8
7= 1V T T 9
F o [0 T aTo I @ TUT=1Sy o] o K= RR 10
HOW t0 Add @ QUESTION .. coviiiiiiii et e et e e e e e e e 10
(%o YaTo [1dToT g - LN @ U T=T] 4o o I TP PP S PPPSRR 10
RESPONSE FOIMALS ..o e 11
LI L =10 D G PP O P PP PPPPPPPPPPPPPPPPPIR: 11
(R F= Lo [ To T =TT ] £ (o] o BT PP PP TPUPPPPRPPOt 11
(O3 aT=Tod 1 =T 0 ) P SOPPPPRRRNE 11
L) A N =T D TP PP TTPPPPTPPPPPPPPIR: 11
Choosing your required number of potential answers and defining their layout in your survey, using
Radio BUttONS @nd ChECK BOXES ......ciiiiiiiiiiiiiee ittt ettt e et e e e e s 12
Constructing a Conditional QUESHION .........cciiiiiiiieiiir e 13
Editing YOUTI QUESTIONS ...eiiiiiiiiiiiiiiiiiiiiiee ettt ettt ee et e e e ee e e e e e e e e eeeeeeeeeeeees 14
Changing the Order Of QUESTION ....... . e 15
Deleting @ QUESTHION ........coiiiiie e 16
DEIEBLING 8 SUIVEY ...ttt e e e e et e e e e e e e r e e e e e e e e e nnnenees 17
PrevieWing YOU SUIVEY ...ttt e e e e e e e e et s s e e e e e e e e e e e e e e e 18
What your survey Will looK lIKe ..., 18
SUDMITEING YOUT SUIVEY ...ttt e e e e e e e e st e e e e e e e e 18
RESPONSE TOOIS ... e e e e e e e e 19
VIEWING FESPONSES ...ttt 19
DOWNIOAAING FESPONSES .....eviiiiieeeeiiiiitt ettt e e e ettt e e e e e s st e e e e e e e e bbb e e e e e e e e e e e nnnnees 20
General INTOIMATION ... 21
Changing your password and email @ddreSsS ..........ccuviiiiiiiieiiiiiii e 21
Forgotten your PASSWOIA?.........oooiiiiiiieeeeee et 22
N0 g A = T o [ 1 o 1 23

Author: Nick Brown Page 2 of 24 Printed on:13-May-08



P:\ADMIN\IT\Vision User Guide\vision user guide.doc

Introduction
Vision is an online training and survey tool.

This document will refer to Training tools and Survey Tools as surveys for the sake of
simplicity.

Vision enables you to create and personalise your own online survey questions.
« Surveys can be branded with your Logo.

« You can view individual or consolidated responses in a real time, online environment,
via our responses tools.

« See responses in graphical format

. Export data for more complex statistical analysis.

Vision can be accessed through visiting

http://vision.e-rm.org/
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Getting Started

Registration

If an account has not been created for the user by pre arrangement with eVolve then a
registration form will need to be completed.

1. Click the new user link on the homepage.

)
AP Using Vision 1
N

Click to REGISTER as a new User

Click to download a PDF
userguide

2. Enter your email address
3. Enter your company name
4. Chose and enter a password, confirming it on the line below.

5. Click on “Register For Vision”

E-Mail Address: 2 |

¥Yerify E-Mail Address: |

Your Mame f Company Namr-;:/¢-| |
3

Password: 4 |

¥Yerify Password: |

5 — Registerfor Vision |

You will then receive a conformation of your registration, and you logon details by e-mail.
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Logging On

You will receive an e-mail in this format:-

Thank you for registering for Vision from Evolve.

To activate your Vision account and begin using Vision you must click or
visit the URL below:

http://vision.e-rm.org/activate.asp?1D=81&Username=GT

Your Username is:PQR

Your Password is:XYZ

Please ensure that you click on the link in the e-mail to login to vision.

This is a security measure that identifies you at your email address.
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Starting a Survey

When you have logged in you will find yourself in the Admin Suite.
1. Click the New Survey link on the right hand side
»
..!F Vision Tasks

|

Survey Name

This is so you can find your survey easily in the Admin Suite.
1. Type your survey name in the box below e.g.

Survey Name:
|rv1y Sunveny |

Tag Name

This allows a 'friendly' URL to be used, so for example, the URL, as seen by the online
users, will be http://vision.e-rm.org/survey/evolve/mysurvey rather than a long series of
numbers.

Tag Mame:

FriyS LIREY

RL:

Author: Nick Brown Page 6 of 24 Printed on:13-May-08


http://vision.e-rm.org/survey/evolve/mysurvey

Survey Headers
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This is the “Welcome to my Survey” page.

You can add your own Logo, and insert free flow text here, which typically should include the
purpose of the survey and how long it will take to complete.

Adding your Logo, or other images, from the Web

1. Click on the “picture symbol”

: [Z] Source BB B F U
: Format - | Font - | Size
(s = U EEE=EE@ F
R =Er L N

2. A new window will pop up. Go to your chosen image on the Internet, right click on the
image, go to properties, go to address URL, highlight it, copy the URL (Ctrl C) go to
the URL field “2” below and paste the URL (Ctrl V)

Image Properties
Image Info  Link Upload Advanced 2
URL
Ihttp'f’.-"www em.orgdimages/tests. pnd Browse Server |
Alkernative Text
Preview
“width . ; B
. i o Larem ipsum dolar sit amet, consectetuer I—
HEIthI adipiscing elit. M aecenas feugiat consequat
diam. Maecenas metus. Wivamus diam purus,
Border I cursus &, commado non, facilisiz vitae, nulla,
Aenean dictum lacinia tortar. Nunc iaculiz, nibh
HSDGCEI nar iaculis aliquamn, orci felis euismod neque, =
VSpaceI zed omare masza mauris sed velit. Nulla
) pretium mi et risus. Fusce mi pede, tempor id,
align I j' cursus ac, ullamcorper nec, enim. Sed tortor,
Curabitur molestie. Duis velt augue.
candimenturn at, ultrices a, luctus ut, orci
Donec pellentesque egestas eros. Integer -
3 — oK | [ Canesl |

3. Click “ok” — the window will close by its self

4. Your image will be displayed in the top left corner

L

S i— = —
s i— n—
£ T

iE G
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Adding images from your hard disk
1. Click on the “picture symbol”

: [=] Source BB B I U

- Format - Font * | Size -

2. Click “Browse Server”

Image Properties
Image Info = Link Upload  Adwanced

LURL
| {Browse Server:

Altemnative Text

Preview
‘width I . . =
) aQ Larern ipsurn dolar it amat, conzectetuer —_—

Helghtl adipizcing elit. Maecenas feugiat consequat

diam. Maecenas metus. YWivamus diam purus,
Barder I cursus a, commada nan, facilisis vitag, nulla.

Aenean dictum lacinia tortor. Nunc iaculiz, nibh
HSpaceI nioriaculis aliquamn, orci felis evismod neque,
YSpace | zed ornare massa mauns sed velit. Nulla

i lﬁ pretium mi et isus. Fusce mi pede, tempoar id,
Align = cursus ac, ullamcorper nec, enim. Sed torkor,
Curabitur molestie, Duis velit augue,

condimentum at, ultrices a, luctus ut, orci,
Donec pellentesque egestas eros. Integer -

| 0K | | Cancel |

3. A new page will pop up. Click “Browse”
4. Select you folder you want

5. Select the image you want

ion.e-rn.org - FCKeditor - Resources Browser - Mozill O 5[

Resource Type | @
I v
I Image -
File Upload |
Look it I 3] Clientmaps ﬂ = £ -
1

@adsptmap

alcimap
%’alcunZ
ﬁalzmap 4
gbusihnk
ﬁsrmthmap
gstaffurdmil\er

5

6
Open I
Cancel
7

File name: IslalMAP

L Lo

0 Fiesoftype:  [alFies

7
| |
Upload a new file in this folder l l
|_| Create New Folder r; B Upload

Done
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6. Click “Open”
7. Click “Upload”

8. Your image should have been located on the server. Click “ok” and you image will be
uploaded.

——‘

Saving

To save your progress so far or through out you build;

1. Click Save Changes button found on the upper left hand side of the page. The page
will auto re-fresh.

ﬁ save changes —_—
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Adding Questions

How to Add a Question

1. Click add new question found on the right side of the screen, under the header
“Survey Tasks”

*
AV Survey Tasks
N

e

2. This will open a new window called “Questions- add/ edit”

3. Type in your Question label. This will normally be “1” for question 1 etc, and is used
to identify the question in the reporting suite

2

@ sawe changes
3 AN

Cluestion Options

Guestion Label and Type |'| - Mame Texthox j Update Question Type
Mandatary Suestion -
Concitional Guestion I This question is kidden unless certain criteria apply. [cick here to add § edi condtional criteris]

Mandatory Questions

This is a question that must be answered for the survey to be completed. If you want the
guestion to be mandatory;

1. Select the check box next to the description.

Mandatory Guestion [[—1

Conditional Questions

Conditional Questions have a primary question followed by secondary questions, where the
secondary questions are conditional upon the response given in the primary question.

If you are not familiar with these types of questions please see the examples below in
“Constructing a Conditional Question”
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Response Formats

There are a number of ways in which you can specify the format of the responses to your
questions. Your choice will depend upon the type of response you require.

Text Box
A box where users can enter text values e.g. their name and address

Radio Button
This is an option based question type. There will be a unique (Only one) response

i
“

Check Box
This is an option based question type. This question type allows for multiple
responses to one question.

|
2

Text Area
This allows the response to comprise a short explanation of up to 500 words, and
can be used to identify opinions or understanding of an issue..
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Choosing your required number of potential answers and defining
their layout in your survey, using Radio Buttons and Check Boxes

1. Select Radio Button or Check Box
2. Update question type
3. Input number of options

4. Enter the number of options per row, this is how many options you would like before
Vision creates a new row

5. Save changes

@ szwve changes — 5
1 2
Cluestion Options \
Gestion Lakel and Type |1 - Mame I Eadio Buttan j Update Question Type
Mandatory Guestion r 3 4
Mumber of Options I Options per Rowe I
Conditional Guestion I This question is hidden unless certain criteria apply. [click hers to add § edit condtional criteria]
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Constructing a Conditional Question

Conditional Questions have a primary question followed by secondary questions, where the
secondary questions are conditional upon the response given in the primary question.

To construct such a question:-
1. Write your primary question as you would for any normal question

2. For each potential response to the primary question, you will need to write a
secondary question.

3. Write the secondary question
4. Select Conditional Question

Concitional Guestion IV This guestion iz hidden unless certain criteria apply. [click here to add [ edit conditional criterial

4 5

5. Click on add/edit conditional question
6. Select Question

7. Select the value (the answer to the question when selected brings up the conditional
guestion) — Currently the values is Case Sensitive.

8. Click add (will re fresh add question page)

t‘_‘) http:/ /wision.e-rm.org - Mozilla Firefox =10 ]

@ Vision :: Criteria Add 7 Edit

Flease =select the gquestion to which the criteria relates, then the matching answer and click "add" to add this to the list.

Guestion Value

I 1- production vI— 6 Itea _T 8
Question Value

1 - production tes FEMmOYE

Your selection will show on the bottom of the page.

9. Save changes on add question page

@ save changes 9
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Editing Your Questions
1. Go to Admin Suite — create / edit survey page

2. Select the edit icon

Admin Suite :; Surveys for Evolve Generic 1

|

Date
[ Acti
ane Submitted ctions
e ) Q) & 63
My Survey 12:09:47
T delete responses download
2

3. Scroll the page down and find the question you want to edit. Click on “amend this
guestion”

Farmend thiz question] | [delete this questian]

Do you prefer yvour coffee either...
 Black
ohite 3

4. A new window will open call “Question — add/ edit” you will now be able to make
changes.

5. Select “save changes” to keep your progress up to date.

3.’_‘_:;}hl:I:p:,.-",.-"vision.e—rm.org - Mozilla Firefox - |E||1|

|»

(§7) vision : Question Add / Edit

4
O save changes - EFC 5
Question Options
Question Label and Type I Texthox j Update Question Type
Mandatory Guestion (|
Condtional Guestion I This question iz hidden unless certain criteria apply. [click here to add J edit conditional criteria

Your Question b

Uze the form below to amend the appearance of your guestion

< [Z] Saurce

é Fommat | Mamal

i= i

Edit errors

/ here

I
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Changing the Order of Question

1. Simple got to the Admin Suite — create / edit survey page. Scroll down the page and
drag and drop the order you wan your questions to fit.

Survey Questions
[add new guestion]

Pmend this guestion
Mame

Fimend this guestion
How old are you?

s - 21
21 - 30
ET



Deleting a Question

1. Go to Admin suite — create / edit questions

Online survey generating

and statistics

1
Admin Suite :: Create / Edit a Survey

2. Find the question you want to delete and click “delete this question”

Birmend thiz guestion] | [delete this question]
Co vou like coffee?

C‘Yes 2
C Mo

3. Click ok on pop up window

The page at http://¥ision.e-rm.org says:

(2)

4. The page will re-fresh and the question removed

This will permanently remove the question from the database.



Deleting a Survey

1. Go to Admin suite

2. Click on the delete icon

Admin Suite :: Surveys for Evolve Generic 1

My Survey 30/04/2008 @ a @ &

12:09:47
edit delete responses download

2

3. Select ok on the pop-up window

The page at http:/ /¥ision.e-rm.org says:

@ Yision warning:

Are wou sure you wish to remove Ehis  survey

Cancel

The Admin suite page will re-fresh and the survey will be removed.

This will permanently remove the question from the database.
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Previewing Your Survey

1. Go to admin suite — create / edit a survey

2. Click preview survey on the right hand side of the page under the header “Survey
Tasks”

-
AF Survey Tasks
r‘\_

Edit Advanced Fields

PrEVIEW SUMVEY —
Save your changes

add a Mew Question

This will bring up a new window showing you a preview of your finished survey.

What your survey will look like

This is a very basic example of what your survey could look like.

@
"‘r’

. ‘;djr A\ ——— Image Header
evOLVE

Marne

Do you like coffee? ‘
 Yes Question breaks

Mo ‘

. Submit when
subimit your sursesy |— happy

Submitting your survey

When you are happy with the way it look you can now submit your survey. You will not be
able to make any changes to your survey after submitting.
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Response Tools

Viewing responses

This tool will enable you to view all the responses of all the users for a particular survey.
You will have the chance to use detailed graphs provided by VISION v3.0 to view trends in
option based questions.

1. Click on “Responses”

My Survey 30/04/2003 @ & @ @

16:39:51 "
edit delete responses download

2. Click on “Response Statistics”

Individual's Responzes

3. Select the question you want to view on the drop down
4. Click “go”

Test Graph for Survey "Customer Survey'

Please select a question: I 1 VI il— 4
I

3

5. A graph will now be displayed underneath showing the selected results.

¥ision - On a scales of 0 - 10 how likely is it that you would recommend the Pharos Team

Responses
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Downloading responses

This tool will enable you to download all of the user responses that have been collected from
a specific survey. The download tool places all the records into a comma-separated file
(.csv) that can be opened in MS Excel / SPSS for further analysis (or any other .csv
compatible program). If there have been no responses for the survey this option will be
disabled and if your survey contains a large number of responses the time taken to
download responses maybe longer.

1. Select the “download” icon

Date

M Acti
ame Submitted cHoens
p=
My Survey 24/04/2008 @ @ @ E%
11:27:05 )
edit delete responses download

1
2. The page will re-fresh. Then click the link highlighted.

Tour file can be downloaded by clicking the link below:

20085211155¥30102-SurveyDownload.csv— 2

3. A new window will pop-up. If you wish to open the file the select open with and what
application you want to open it with.

4. Click “ok”, and the file will open in the selected application.

Opening 20085210557¥30102-5SurveyDow il

‘You have chosen to open

20085210557¥30102-5SurveyDownload.csy

which is a: Microsoft COFfice Excel Comma Separated Walues File
from: htkpsfvision.e-rm.org

~ What should Firefox do with this File?

Microsoft Office Excel {default) j

{ Save to Disc

[T Do this aukomatically For Files like this From now on.

4 —‘ (a4 I Cancel

To save, just click the “save to disc” radio button and “ok”.
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General Information

Changing your password and email address

1. Go to Admin suite — create / edit a survey. Click on the “Amend User Details”, under
the header “Vision Tasks”

-
J‘F Vision Tasks

arnend User Details

Beturn to Survey List

Log St

2. Input you new e-mail address password, confirming it on the line below.
3. Input your new password, confirming it on the line below.

4. Click the “Amend Details” button on the bottom of the page

Vision :: Change User Details

Username: evolve

E-Mail Address: | |

Password: | |

Verify Password: | — |

Armend Details I— 4
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Forgotten your password?

| you have forgotten your password it is very easy to get a reminder of what it is via e-mail.

1. On the login page click the link under the header “forgotten your password?”

Forgotten your Password?

..............

Click hereiif your have forgotten yvour password,
I

1

2. Type in your e-mail address and click “reset password”

E-Mail Address: [example@example.com

2 reset password

You will be sent a new password via e-mail. You may go into “amend user details” and
change this password at any point.
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Need Extra Help?

If you are experiencing technical difficulties or require help beyond that in this manual then
please contact our support team:

Email: it@e-rm.org
Please use the online help before contacting our support team. Most troubleshooting issues
are detailed and explained online.

Support issues are usually dealt with within 48 hours. Support operates from 09:00:00AM
GMT to 17:30:00PM GMT Monday to Friday.
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