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SURVEY DESIGN AND SETTINGS

How to create a survey? | QuestionPro Help Document

Create a survey
There are 3 ways you can create a survey using QuestionPro:

1. Create a survey from scratch in your account
2. Use a predesigned survey template
3. Upload a survey using a Microsoft word document

The goal of creating a survey is to elicit holistic information from a target audience
that provides enough data points to generate actionable insights.

How do I create a survey?

To create a survey from scratch, follow these simple steps:

e Go to: Login » My Surveys.
o Click on the new survey button.
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There are two ways of creating a survey:

1. Create a survey from scratch: Click new survey » enter the survey name of your

choice » click on the create survey button.

Your survey will be created, and you can begin adding question types that you prefer,

and customize their settings in accordance to your survey goals.
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2. Use a template to create a survey: Click new survey » use a template » select

the survey template of your choice.
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A pop-up will appear giving a preview of the selected template. Click on use this
template button to create a survey using the selected survey template.

If you like, you can customize the questions or answer options within the template.

3. Upload a survey using a word document Click new survey » enter the survey
name » click on the create survey button » click on Add questions from MS
word.

P Surveys v| Demo

Add Logo

Create a survey

X Block1
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A pop-up will appear giving you the option to upload a word file or download a
sample document. Click on Sample Microsoft Word Document button to download a
sample file for reference. Once your file is ready for upload, drag and drop the file
and click on upload to create your survey.

Add questions

Once you have created your survey, you need to add questions as per your
requirements. QuestionPro allows you to add questions to your survey from a pre-
defined set of questions.



How do I add questions to a survey

To add questions to your survey:

Go to: Login » Surveys (select a survey) » Edit » Workspace.
o Click on Add Question button.
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Add Questions from M3 Word

You can select the questions from the categories mentioned as follows:
e Basic

« Advanced

P Surveys v
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The added question will appear in your survey edit page and you can add/update the
question text and answer option text.

You can also add questions from library or by uploading MS Word template.



Deleting single question:

o Hover or click on a question that you want to delete.

o Click on delete icon at the bottom-right corner on the question.

e A pop-up will appear to confirm whether you want to proceed further to delete
the question. Click on delete question to delete the question permanently.

Edit Distribute Analytics Integration

a1 How often do you canduct surveys?

Deleting multiple questions:

e Go to: Tools » Compact View.
Select the questions those you want to delete.
Click on the delete icon.

A pop-up will appear to confirm whether you want to proceed further to delete
the question. Click on delete question to delete the question permanently.

Surveys =

Edit  Distibute  Amalytics  Integration

2 Selected

« Delete action permanently deletes the question and all associated data. Please
double check before deleting questions with data.

o If you delete a question and you have set up branching/logic based on the
question, branching/logic will not work after you delete the question.



Will the questions be deleted if | delete a block?

Yes. When you delete a block, all questions within the block will be deleted.

Is there any limit to number of questions | can add to a survey?

Yes. For Essentials and Advanced licenses there is a limit of 100 questions that you
can add to a survey, with the Team Edition and Research Edition license you can
add up to 300 questions to a survey.

Customizing the survey look and feel

When your respondents receive your surveys, it's important that they can easily
recognize your brand. With QuestionPro you can customize the appearance of your
surveys to align it with the look and feel of your brand.

In addition to our customization features, you can use any of our standard themes.
Each of them were designed to perfectly fit your brand regardless of browser or
device.

How can | change the look and feel of my survey?

Go to: Surveys (Select Survey) » Edit » Design

Here you can select from the professionally designed themes under differnet survey
layouts

Product Satisfaction Surv...

Edit Distribute Analytics Integration

a1
i i ) ., i . 9 o H8 hitps://questionpro.com/t/AW22Zi% A n

Survey layout @

= :

.
Classic Focus Visual & E
Satisfaction Survey

o |
M’

Themes Customize Settings

Aa Aa Aa Aa Aa Y Y
o— o— —_ o— o— O W
O O o O
[ |
Aa Aa Aa Aa Aa
o— —_ o— o— o—
[m] =] o [m]
Aa Aa Aa Aa Aa
o— o— o— O— T —_
[m] o o o a
Aa Aa Aa Aa
_ o— o— o—
O o O
Ta
i— €
Custom Color
Save & Apply



How can | exactly match colors with my brand colors?

You can select the color using the color picker or you can enter the HEX value for the
color. For more information on color codes, please visit:HTML Colors -
w3schools.com

Once you have copied the color code. Click on the Custom Color theme to open the
color picker and paste the hex code for your color and save.
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How can | change the default theme of my survey?
To change the default theme of your Survey

Go to: Surveys (Select Survey) » Edit » Design

Click on the Wrench Manage Themes icon.
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Select the default theme from the drop down.

Manage Themes @

Default Theme Blue

Blue

White

O custom Ther Gray

Graphite
Brown
Green
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Red
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Once the default theme has been changed, any new survey that you create will have
the selected theme set as default.

Branching or skip logic on a question

Branching or skip logic gives you the ability to create “intelligent” surveys that allows
respondents to answer selected/relevant questions based on their answers to the
screening questions. Skip Logic interrupts the default survey flow and
jumps/redirects the respondent to another location. This location can be another
question, another survey, thank you page, or simply terminate the survey.

How do | add branching or skip logic to a question?

Before adding any logic, you should set up the entire survey with all the necessary
questions. This will make it easier to test and verify the intended logic for the survey.

o Go to: Login » Surveys (select a survey) » Edit.
« Select the question you wish to apply logic and click on logic.



Edit Distribute Analytics Integration Tools¥  Responses:2

Restaurant satisfaction survey

Q1 Overall, how would you rate your dining experience with us?
llent
Edit Opt n Bulk
Validation | |
S5 Fage Break - & Separator

>

Q2

« On the popup, skip logic will be selected by default.
o For each answer option, you can set the If selected, Jump to question logic.

Skip Logic - @

Answer options If selected, jump to question Piping Text © Variable Assignment @

2. [02] what went wrong with your visit? Bad service Custom 1

Bad service

Mo Branching Average service
2.[02] what went wrong with your visit?

i _ Good service
3. [03] What can we do better to change your rating?

4. [04] What was the post important reason for your rating? Excellent service

5.[05] Please leave your feedback in as much detail as possible
Default Branching: T

--Goto Thank You Page--

--Chain Survey--

e If you wish, you can update the Piping Text and also assign it to a Custom
Variable. Piping text can be used on the following questions. Assigning the
piping text to a variable will allow you to use it throughout the rest of the survey
and also with reporting. Click here to learn more about piping text.

o Setting up Default Branching is optional. Default Branching logic will be
executed in case none of the branching options are selected.

o Click Save Logic button to complete the set up.

When logic is added for a question, a page break is automatically inserted. This
page break is necessary for branching to function properly and cannot be removed.
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What are the different jump to options?

For each answer option, respondents can be directed or skipped to the following
jump To options:

« Survey Questions: You can select from any of the questions that are after the
source question.

« Terminate Survey: Select this option if you wish to terminate the survey
response. Respondents will be directed to the terminate survey page and the
response will be marked as a Terminated response.

« Thank You page: Select this option if you wish to direct respondents to the
Thank You page. Response will be marked as a completed response.

o Chain Survey: Select this option to take respondents to a different survey.

Design and Brand your surveys

Designing your surveys to look like an extension of your brand is a great way to
remind your respondents that they are engaging with your brand, customize their
experience with the survey and ensure high response rates.

Checklist to design and brand surveys

e Addalogo

o Customize the look and feel of the survey

o Personalize the Browser Title

o Personalize the survey color and font theme

e Activate the accessible theme so your surveys are inclusive
e Use a custom CSS for full control on the UX of the survey

Add a logo to the survey

To add a logo to your survey go to: Login >> Surveys (Select a survey) >> Edit >>
Workspace Click on the Add Logo button

2 Surveys ¥ | My Surveys Product Sat

Edit Distribute Analytics Integration Tools~  Responses: 0

. ; https:/ /questionpro.comt/ADh &
—
Add Logo
Product Satisfaction Survey

Q1 How satisfied are you with our product?

O Very Dissatisfied O Not Satisfied O Neutra O satisfed O ve
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In the displayed pop-up you can add your logo from the media library or upload a
new image. You can add a new image by clicking on the " + " symbol or simply drag
and drop the image file into the pop-up.

Customize the look and feel of the survey

Go to: Login >> Surveys (Select a survey) >> Edit >> Deisgn

P Surveys w | My Surveys Customer Feedback

Edit Distribute Analytics Integration

Design media Library Languages

Display Settings | Standard Themes  Custom Themes

proress tar Woder - e Satisfaction Survey
Start Button Start

Questions marked with a * are required
Next Button Next
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Finish Button Done —

O Yes
Back Button ® o O No
Exit Button ® o —
Exit Button Tooltip Exit Survey
Exit URL o
Validation Instruction ® o
Instruction Text Questions marked with a * are required
Question Numbers L)

save & Apply

Personalize the Browser Title

The Browser title is what you see in the browser tab while taking the survey.
Personlaize your browser tab with the brand name and name of the survey

P Customer Feedback - Questio X

& questionpro.com,

Customer Feedback &

1. This is a choose one question. An “Other” may be added by adding a series of underscores to a choice. The number of underscores
determines the size of the box input box. You can format the answer options (Bold, Italic etc.)

(O choice1
(O choice2
QO choice 3

(O other
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Personalize the survey color and font theme

To change the colors and the font in your survey, click on Standard Themes Here
you can select any of the pre defined themes and select your preferred font style.

P Surveys v
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Satisfaction Survey
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-

If you're on any of our paid licenses you can further customize these elements under
Custom Themes
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My Surveys Customer Feedback
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Save As

You can create a custom theme for your surveys and click on Save As to save the
theme across surveys.

Survey distributions methods

The method you choose to send surveys to an audience impacts the overall survey
completion rates and results. QuestionPro offers 13+ ways to distribute surveys. You
can choose more than one option to ensure the highest number of completions for
your market research projects. All surveys are mobile-enabled to ensure an optimal
respondent experience on every device used.

Methods to send surveys

1.

2
3
4
5.
6.
7
8
9.
1

Survey URL: Copy and paste the share system-generated survey URL

Email survey: Distribute surveys from QuestionPro’s email tool.
Export batch: Send trackable surveys from a third-party email system.

SMS surveys: send text invitations

SMTP: Simple Mail Transfer Protocol.
Embed survey in website.

Share via social media

QR code surveys.

QuestionPro Community: Send surveys to your online or mobile community.

0.QuestionPro Audience: Purchase respondent sample to distribute a survey.
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11.Third-party sample firm URL Connect with QuestionPro support for link.
12.Offline mobile survey: for field research via IOS or Android devices
13.Print and distribute surveys.

If you are looking for transactional surveys, pop-up surveys, or automated surveys,
we do offer these distributions options with the customer experience platform,
QuestionPro CX.

Sending survey invitations via email

One of the most popular ways to distribute surveys to potential respondents is
through email invitation. Email invitations are highly customizable and gives you the
ability to create templates that can be used for a specific survey or across all the
surveys.

How can | send a survey via email invitation?
To send an email invitation:

e Go to: Login » Surveys (select a survey) » Distribute » Email >> Compose
e In"To" section, you can either add email addresses or select email list that you
have created from the drop-down as shown below:

P Surveys v

=SURVEY_LINK=

Pleasa conlact aditya. datarfquestionpro. com with any guestions.

% W% : B B I U Fo - Sz - A-B- E = = E i E ow B Bsauwe L

Survey invitations are survey-specific. Please make sure you have selected the
correct survey. The active survey name is always displayed in the top left corner.

How can | change the email template?

o The email body/message that you see is a default template which is provided
for each survey. You can create your own email templates (survey specific and
global) and use them while sending out the survey.

15


https://www.questionpro.com/help/questionpro-mobile-app.html
https://www.questionpro.com/help/print-survey.html
https://www.questionpro.com/cx/

To change the email template, click on the default template drop-down. Here,
you can either create new template or select an existing email template that
you have created from survey specific templates. You can also select email
templates from the global list based on your need.

Smartphone Preferences

<SURVEY_LINK>
Global List
Flagse contact aditya datarfliquastionpro.com with any quastions

Tharik You
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You can also edit the following:

Email body: You can edit the email body either in plain text, images or use
HTML to customize the look and feel.

From email: You can update the email address of the sender.

From name: You can update the Name of the sender

Insert survey link: Select from either the tracked respondent link (will appear
as SURVEY_LINK= ) or the anonymous respondent link (will appear as
ANONYMOUS_SURVEY_LINK= ). This is also where you can update the
survey link text that will be displayed when a respondent sees the email. By
default, the survey link text is "start survey".

Insert variables: Insert First name, last name or custom variables from 1 to 5
using point and click.

Language: If your survey is multilingual you can select a default language, so
the respondents will receive the survey directly in one language.

Email embed: You can embed the first question of your survey in the email
body itself. Check how to embed questions

Once you have done with the editing, click on send button to send out the email
invitation for your survey.

Can | schedule a email invitation?

Yes, you can schedule survey invitations by clicking on schedule button where you
can define the future date and time when the invitation has to be sent out. Check
how to schedule survey invitations via email.
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Links in the email are not clickable and the survey cannot be opened.

If respondents have received the email but are not able to click on the survey link,
check if the email is marked as SPAM or junk. Move the email out of SPAM/Junk
folder and the links should be clickable and respondents should be able to access
the survey.

Some email clients may remove the hyperlink if the from email address is not part of
their safe sender list. Ask them to add the email address as a safe sender. Some
clients may remove the hyperlink and display the entire URL in plain text.
Respondents can copy this URL to open the survey.

If emails are getting caught in SPAM filters, asking recipients to mark your emails as
safe improves the inbox delivery rate for emails.

Create and manage email list

To send surveys within QuestionPro’s email distribution tools requires you to create,
upload, and manage emall lists. You can accomplish this by manually adding
contacts or uploading an external file (CSV format) containing contact information.
When it's time to send email invitations, simply select the desired email list, update
your email invitation, send out your survey.

To manage your email list, you can delete, edit, or add contacts to the existing email
lists. Create and manage the global and or survey-specific email lists.

How do | create email list?
To create email lists go to:

e Go to: Login » Surveys (select a survey) » Distribute » Email.

o Click on the Lists tab. Here you can see all your email lists and create new
ones.

o Click on New List button.
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My Survey Product Experience Survey
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UPGRADE LIMIT

o Enter the list name.

« By default, the list will be survey specific. You can change to a global list if you
want to access this list on other surveys.

o Click on the Create List button.

My Survey Product Experience Survey
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UPGRADE LIMIT

o Anew email list will be created.
e Now, you can upload email addresses in this list.
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P Surveys v Product Experience Survey
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= Agvanced Settings

What are the list management options?

Under the lists page, you can click on the more menu to access options to manage
your email lists.

Following list management options are available:
« Delete Click on the delete icon to delete an email list.
Deleting an email list will invalidate all tracking links sent out.

« Rename Click to rename your list.

o Bulk Unsubscribe Click to open the popup where you can unsubscribe emails
in bulk.

o Automated Import Tool You can use this tool to upload and send invitations
remotely by emailing a unique email address with the list attached.

« Export Batch Click to export the survey invitation links for external distribution.

« Data Sync Use this option to update/edit your email lists or associated custom
variables.

« Email Filter Use this option to filter emails when sending to this list.

o Email Template Setting
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P Surveys v Product Experience Survey ( B (?) (a) (s)
Edit Distribute Analytics Integration Responses: 0
) 55 7 » = z
hitps://www.questionpro.com/t/APSIkZglo # = Preview
o a < Al -
+ New List
| Lists List Name Type Active Unsubscribed Bounced Total
2 i O
r-% Repame
= Email Addresses -] I - Z B2 Bulk Unsubscribe
1323 of 100000 Used 13 avtomated Import Tool

UPGRADE LIMIT
ok Expont Batch
= Datasync
FE  Email Filter

B email Template Settings

How do | add email addresses in the email list?

There are 2 methods to do so:

Method 1 - Import Contacts:

o Step 1: Create an excel sheet with all the email addresses and data associated
with it.

o Step 2: Upload it in the system.

« Step 3: Skip header ( optional) [ You need to do this if the 1st row in the sheet
are only headers and not any value].

P Surveys v QOuiz competition Hollywood Quiz

Edit Distribute Analytics Integration Responses: 12

L= i) el bt fam ) https:/ {www.questionpro.com(t/APNIFZ o

Lompose
Sant Quiz-Email-List-2
Scheduled

I [yl e elail Input Contacts (Manual Entry}

Templates

File Requirements

The first rew must have the field name
fazesch calumn. Drag a CSV here or browse to import.

Each row must have a primary email
address [Email). All ether felds are
optional (First Name, last Name, etc)

Kcample File @

+ Advanced Settings Upload
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o Step 4: Map the values from the dropdown. In that way, the system knows
which value means what.

Import Contacts Preview: "emailListUploadedFile.xlsx"

First Contact Next Contact

Emailfddress adi.d@gmail.com john.k@yahoo.com

| FirstName Aditya lohn
EmailAddress
FirstName Datar K
LastName
Phone Pune New Jersey
Custom Field 1
Custom Field 2
Custom Fisld 3
Custom Field 4
Custom Field 5 CANCEL SAVE
Adi ressLinel
AddressLine?

Password

Language

Username

Participant ID (Tokens)
Custom Field &

You can also use custom data format for mapping the values in the uploaded excel
sheet.

o Select Advanced settings » Custom Data Format.

P Surveys v

Edit Distribute Analytics Integration Responses: 12

] w7 e § o =]
] i Likd e ke https:/{www.questiongro.com t/APNIFZ & m

Email

Compose
— Email-List-6
Scheduled

I cts Input Contacts {Manual Entry)

Templates

File Requirements

The first row must have the field name
for each celumn,

. i Drag a CSV here or browse to import.
Each row must have a primary email

address (Email). All other fields are
aptional (First Name, last Name, tc)
W

W Ecample File @ Quiz-Email-Listxlsx  »

= Advanced Settings Upload

Custom Data Format :

select Format

o Select the suitable data format from the drop-down. Click on upload.
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Edit  Distribute  Analytics  Integration

Email-List-6

Responses: 12

https:/www.questionpro.com/ [t/ APNIFE m

| BERYCTIERER (nput Contacts (Manual Entry)

Select Format
Emailaddress

Emailaddress Firsthame, LastName

EmailAddress,Custom Field 1,Custom Field 2,Custom Field 3,Custom Field 4,Custem Field 5

Emailaddress FirstName, LastName,Custom Field 1.Custom Field 2,Custom Field 3,Custom Field 4,Custom Field 5

Emailhddress Language, Field 1,Field 2, _Upto 255 variables etc.

Emailaddress Field 1, Field 2,.-Upto 255 variables etc

Emailhddress FirstName LasiName,Field 1,Field 2....Upto 255 variables etc.

Ermaflhridrre s € redbia i | arsbiarmn Barrsned Febnm Einld 1 Factnm Bnld 3 fiebnm Enld 3 Fuartam Beld & foetnm Einld 1

Select Format

e Click on save.

Method 2 -Input Contacts (Manual Entry):

With this method you can add email addresses and its data manually in the email
list. This method can be used when you have a small email list.

o Step 1: Click on Input Contacts (Manual Entry).
o Step 2: Select respective column headers from the drop-down.

2 Surveys *

Edit  Distribute  Analytics  Integration

Scheduled

Responses: 12

https:/jwww.questionpro.com/t/APNFFZ & m

I Lists IGERECGCHIEAEN |nput Contacts (Manual Entry)

Templates Add Email Addresses @

Copy | Paste Email Addresses

EmailAddress b FirstName
Emailaddress -
FirstName

LastName

Phone

Custom Field 1

Custom Field 2

Custom Field 3

Custom Field 4

Custom Field 5
AddressLinel
AddressLine2

City

State

ZipCode

IPAddress

Passward

Language

Username

Participant 1D {Tokens)
Custom Field & b

o Step 3: Add the values below it.

L+
e

LastName ¥ Phone v

Upload
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o Step 4: Click Upload.

Hollywood Quiz

Analytics Integration Responses: 12

o hitps: !wwa.questionpro.com/t/APNIFZ #

Compose
Sent Email-List-6

Scheduled

I ste [LERACTIETSEN (nput Contacts (Manual Entry)

Templates Add Email Addresses @ Copy | Paste Email Addresses

EmailAddress v [FirstName v LastName v | City v g

aditya.datar@questionpro.com Aditya Datar

Upload

You can also copy and paste email addresses

o Step 1: Click on Copy / Paste email addresses.
o Step 2: Select a predefined format.

Hollywood Quiz

Integration Respenses: 12

v Wi ad ke hittps: fwaw.questionpro.com [t/ APNIFZ & m
Embed Shar Comenunit hudience Mobile App

I i [ULLT S IETSEN Input Contacts (Manual Entry)

Templates Add Email Addresses @ Copy | Paste Email Addresses

EmailAddress L3 | FirstMame i LastName v City v o

-]

o Step 3: Enter the values based on the format.
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Copy/Paste Email Addresses @

Custom Data Format (Eomma Separated)

Emailaddress

aditya.datar@guestion pro.com

Farmat : One Email Address Per Line

o Step 4: Click on Upload.

Share survey on social media - Facebook, Twitter, and LinkedIn

QuestionPro provides a simple one-click solution to post and share your surveys on
social media /social networking sites such as Facebook, Twitter, and LinkedIn. You
can post the survey as a plain URL that users can click on and navigate to your
survey page to respond to the survey. This allows you to collect responses and
feedback from a wide variety of audiences for your surveys where you do not want to
specify your respondent base.

How do | share a survey on social media?

To share a survey on social media:

o Go to: Login » Surveys (select a survey) » Distribute.

e Click on share.
« Under the share tab, you will see icons for Facebook, Twitter, and LinkedIn.

Clothing brands survey

Edit Distribute Anahytics Integration

Bl e s

f in L

Facebook Linkedin Twitter

« Click on any of the social media icons, for example, Twitter.
e A pop-up will appear to post your survey on your Twitter account.
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e T s i\ 5
r Sunveys ¥ € Post a Tweet an Twitter - Goagle Chrome

o comyt/APMIFZAO6L

Edit Distribute Anal] @ twitter.com/intent/tweet?text=CuestionPro®205ur - 32 0htEps:/www.questic
ol w f’ AdityaD_QPra B p——— m

What's happening?
Share @ . ka3 i

5]
o

Facebog

o Click on the tweet button to share your survey.

Can I copy survey URL and share it on social media?

Yes. To copy and share survey URL on social media:

o Go to: Login » Surveys (select a survey).
o Copy the survey URL shown in the red box in the below image.

Clothing brands survey

Toals = Responses: 20

L5 i i E -

Edit Distribute  Analytics  Integration

Clothing brands survey

1 How satisfied are you with the following (enter yes wherever applicable]:

-

validation

e Login to your social media account (Twitter).
o Paste survey URL on your Twitter account and click on tweet.
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Q https://www.questionpro.com/t/APNrFZfQ6L

e -
i = ()

Your survey will be posted on your Twitter wall.

Can | customize the look and feel of the post on my social media page?

No. Currently, there is no option to customize the look and feel of your survey while
posting it on your social media page.
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ANALISE SURVEY

Responses - raw data

Responses that are collected for your surveys are available to view in the raw
(unprocessed) data format in the response viewer. It's a real time view of your data.
Use the response viewer to view, edit, or delete individual responses. You can also
use the response viewer to access individual spotlight reports, email individual
responses, print individual responses, or delete responses.

Where can | see the responses collected for my survey?
Go to: Login » Surveys (select a survey) » Analytics
Select the responses option from the drop down under dashboard.

=] Surveys -

Edit Distribute Analytics Integration Responses: 243

- - - v

| Dashboard

S QuestionPro Phone Research 1. o0

Responses Preferences and common habits of respondents aroun e o

Datapad Y Male Like Samsung or OnePlus : 94.75% of total responses

InfoGraphic

r] Gender Selected Male
) f f s your... Selected Samsung , OnePlus
I Summary o
695 14 108 94.74% 6 3 mins
@ Viewed $¢ TotalResponses M Completed (@) Completion Rate () Dropouts (© Average Time

All your responses are available in the Response Viewer
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P Surveys v

Edit Distribute Analytics Integration Responses: 243
o . . . . ] .
Response Viewer @ Q All Responses -

Display Questions [} show/Hide Columns XL 1-1000f333 ~ >

\7| Response ID Status Timestamp (dd/mm /yyyy) Time Taken (Seconds) Country Code

Following options are available in the response viewer:

« By default, question and answer data is not displayed. To see this data, switch
on the toggle switch for Display Questions.

e You can control which data you want to see by using the Show/Hide Columns
option.

e You can export the raw data by clicking on the XLS icon.

e You can search for responses in the search bar.

e You can search using the response id's. You can search multiple
response id's using a comma separated list.

e You can also search using an email address.

e You can search using either the external reference variable or custom
variables 1-5.

o By default, all responses are displayed under the response viewer. To view
responses by particular status, you can click open the All Responses drop-
down and select from the following options to view:

o All responses (default selection)

e Completed

o Started but not completed

o Terminates

o Data segments - all user created data segments
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Can | search for specific responses?

Yes. You can search the response viewer for responses using either the response
ID, email address, external reference variable, or custom variables 1-5.

To search for a specific response, if you know the response ID or the email address,
you can search by entering this data. You can also search by response ID for
multiple response ID's separated by a comma.

For email address, external reference variable, or custom variable 1-5; comma
separated search for multiple search terms is not possible. Please use a specific
search term.

Can | view, edit, download individual responses?

Yes. You can click on the response id to open the response in a popup. You can edit
the response or view the spotlight report here.

? Surveys - Product Satisfaction Survey

Edit Distribute Analytics Integration

Responses: 202

Response Viewer @ Q

Bl rttps/iqa.questionpro.com/al frame.doTmadesresp itor 0224563091 - Google Cheome - o %

# hitps//ga.questionpro.com,a//frame

Edit Response Spotlight Report =

D: 24568091 External Reference:

Timestamp: 21 Jun, 2017 09:38:32 PM 15T Custom Variable 1:
IP Address: Custom Variable 2

Custom Variable 3

Time Taken:
Back Button Usage: Motused Custom Variable &
Score: o Custom Variable 5

Survey Language:

Source ldentifier:
Email Address:

Email List:

Following download and export options are available for the individual response.

o PDF: You can download the individual report in PDF format.
e Excel: Download the individual response in Excel.

o Email: You can email the individual report.

e Print: You can print the individual report.
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How can | update custom variables in bulk?

You can update the External Reference variable along with custom variables 1 - 5 in
bulk.

Go to: Login » Surveys (select a survey) » Analytics

Select the Responses option from the drop down under dashboard.

Restaurant Feedback Surv...

P Surveys v

Edit Distribute Analytics Integration PY TR
) j 8
Dashboard alysis ~ alysis ~ h g - tanage Data
Dashboard
Particpant Statstis Restaurant Feedback Survey LooBoE
Responses
Datapad
I Summary e
10 10 10 100% 0 1 sec
@ Viewed :: t M Com @ Completion Rats ° Dr @ Ti

Select the responses you wish to update the variables for.
Click on update variables.

P Surveys v

Restaurant Feedback Surv...

Edit Distribute Analytics Integration

Responses - - t An - - Manage Data ~
Response Viewer @ Q Search All Responses -
5Selected | Delete [peF POF Export
D Response ID Status Timestamp (dd/mm fyyyy) TTime Taken (Seconds) External Reference Custom 1 Custom 2 Custom 3 Custom &

1 B 64954867 | Completed | 05/12/2025 11:40:24 7 | Advertising Newspaper
2 0 64954866 | Completed | 05/ 3 | Advertising Flyer

3 Completed | 05/ 11 | Advertising TikTok

4 Completed | 05/12/2024 113940 13 | Advertising TikTok

5 64954861 | Completed = 05/12/2024 11:3549 12 | Advertising Instagram
6 [ 64954859 | Completed | 03/12/2024 11:35:31 14 | SEO B

O 64954858 | Completed | 03/ 9 | SEO B

s 0 64954855 | Completed | 05/ SED Googl

9 64954854 | Completed | 05/12/2025 11:3430 7 | Advertising Instagram
0 64954853 | Completed | 05/12/2024 11:34:18 9 | Advertising Instagram

Enter the text with which you wish to update the variables. You can update the
External Reference variable along with custom variables 1 to 5.

30



Edit System Variable ®

@& System Variables

Custom Variable 1: Social Media

Custom Variable 3:

Custom Variable &:

Custom Variable 5:

Save the changes.
Important notes about editing responses.

« If your survey has looping - there will be multiple responses generated for the
same questions - you cannot use the response editor if your survey has
complex looping logic or extraction.

« Rank order and constant sum validation: When editing responses directly,
the system does not validate any of the validation options.

« Branching logic / skip logic: None of the branching logic or skip patterns are
applied when editing responses directly. If you have branching/skip logic,
please make sure that you do not enter in data that cannot be validated or is
inconsistent with the branching logic that you have setup.

Can | delete a single response or specific responses?

Yes. Select the response or responses you wish to delete and click on the delete
option that is displayed upon selection.

Responses once deleted cannot be retrieved.
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P Surveys v Product Satisfaction Survey Upgrade Now _ telp [\ w (¢ )=
Edit Distribute Analytics Integration Responses: 102
[}
Response Viewer @ Q Search Resp T All Responses -
2 Selected # Update Variahles >
Response ID a IP Address Country Code :_.-g on Country Longit ide Latitude Radius Browser Device Opér iting System Lar

Can | show or hide columns in the response viewer?

Yes, you can choose which data is important to you and only view and download that
particular data points using the Show/Hide Columns option.

P Surveys -

Edit Distribute Analytics Integration Responses: 243
Eﬂ - - I - ! - E;a -
Responses Analysis Text Analysis Choice Modelling Manage Data
Response Viewer @ @ search Response ID or Email All Responses -

Display Questions i 1-1000f333 ~ >
|:| Response 1D Status Timestamp (dd/mm fyyyy) Time Taken (Seconds) Country Code Gender Do you use a smartphone? Which 05 do you

1O Android
: O Android
3] I na

4 D Ui Android
5 0 us ndroid
5 D 6693191 U No, einacave Android

On the popup, you can select which data points you want to see.
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Show/Hide Columns @

Response Tracking

Custom Variable

Metadata

Country Code

Questions

Gender, Do you use a smartphene?, Which 05 do you prefer?, Which of the following is your favorite or preferred mobile brand?, What is the most im...

Show Question Not Displayed

Show Report Labels

Show Answer Value 9

Display Looping Data Columnwise

Questions mentioned below are not shown in response viewer, hence won't be
displayed in edit mode:

1. Conjoint

Max-Diff

Complex Grid/ Flex Matrix
Heatmap

HotSpot

Custom Logic Engine
Lookup Table
Randomizer

9. Store Locator

10. Text Marker
11.Presentation Text

12. TubePulse

O Nk WN

Question mentioned below are shown in response viewer but are not editable, hence
will not be displayed in edit mode:

1. Attach/Upload File

2. Signature

3. Flex Matrix

4. Reference Data

5. Multi Tier Lookup Table
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Data segmentation and filtering analysis

Data segmentation allows you to filter your survey responses by using data filter.
You can filter data based on certain parameters such as survey status, date filter,
qguestion, custom variables, geo location, email list code, device type, and language.
How can | create data filters?

o Go to: Login » Surveys (select a survey) » Analytics » Analysis » Data Filters.

P Surveys v

Edit Distribute Analytics Integration Responses: 244

Data Filte -
Trend Analysis

Trend Dashboard

Cross-Tabulation

Correlation Analysis

TURF Analysis Response Status Time Filter Responses Compact View
GAP Analysis
Completed - Add
Survey Comparison
Consolidate Report Completed - Add
TubePulse . .
All Responses - add
HeatMap Analysis
. All Responses - Add
HotSpot Analysis
Device Audit Completed - Add

Live Cast Analysis <

o The following page will appear:

Smartphone Preferences

Edit Distribute Analytics Integration Responses: 16
: s B . . g
Data Filters @

Data Filter Hame Responze Status Time Filter Responses
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Click on new data filter. A pop-up will appear where you can create and apply
filter.

Data Filter @

Data Filter Name: Response Status: Date Filter:

Filter Criteria:

*  -Select-

Enter a name for the new filter. Select options for the following parameters to
filter out the data.
« Response status: All, completed, started but not completed, terminated
or over-quota.
o Date filter: You can set a start date and end date to filter out the
responses within the date range.

Data Filter g

Data Filter Name: Response Status: Date Filter:

Female respondents Al = [elect time filts m

Bl oo von qooner vew
Last 30 days

Last 50 days

Last Year

Al Time

Custom Range

talxieng

apply [T

Filter criteria: You can set "if condition" on question, system variable, geo
location, email list code, device type, and language.

For example, if you want to set filter criteria for female respondents only, then set if
condition as follows:

In the first drop-down, select "Question".

In the second drop-down, select the question on which you want to apply filter
criteria - "Gender".

In the third drop-down, select operator from the drop-down - "is".

In the fourth drop-down, select the answer option - "female".
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Data Filter @

Data Filter Name: Response Status:

e Click on save filter.

e Your criteria will now be listed under current data filters and will be
available anywhere that the option data set filter appears (Trend Analysis,
TURF Analysis, etc.).

The data filters will be displayed in the list as follows:

P Surveys v
Edit Distribute Analylics Integration Resparses: 18
=
Data Filters @
+ New Data Filter
Data Filter Narme Response Status Timefilter  Responses
: [r= |

ender Selected Fomale

The list of data filters can be viewed in detailed or compact view. You can select
these options from the drop-down next to detailed view as shown in the above
image. If you select compact view, then the question on which filter condition is
applied will not be displayed.

You can change the response status, add time filter (date filter) to your data filters
and go to response viewer by clicking count mentioned under responses (19). You
can also perform few more operations with the help of the following icons displayed
in the red box:

e Firsticon is to view the filtered report on dashboard.

e Second icon is to view the text report.

e Third, fourth and fifth icons are for downloading reports in Excel, PPT and
Doc formats respectively.

e Sixth icon is to delete the data filter.
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However, depending on your license level there is a limitation on the total number of
filters.

License level Filters
Essentials 1
Advanced 10
Team 15
Research 30

How can | add muiltiple filters to the same group?

e Clickon +.

e Select the logical operator (and/or). Now again select another question, choose
the operator and then choose the answer option.

e After adding the filters, click on save filter.

Data Filter @

Response Status:

System variable / Geo Location

This data segment type allows you to choose custom variables or system variables
to filter data. The variable names should match the names used in the survey or in
the email list that was uploaded. If you want to use a custom variable assigned to
slot 6 or higher, use the Extended Variables section, enter the variable number in
the Index field, then the value assigned to that custom variable in the Value field.
You can also use the geo location filter. Select city, state/county, or country
code, then enter the value desired in geo location value. If you want to filter to a
specific email list, choose the list from the drop-down provided.

How can | share a report for the created data segment?
To share a report for the created data segment go to:

e Login » Surveys (select a survey) » Analytics. Click on view more icon.
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Overall Product Satisfaction for users, surve

P Surveys v

Edit Distribute Analytics Integration

Dashboard

ReportLink  https://www.questionpro.com/t/PHBL G @' Download Data & Reporis = A

Overall Product Satisfaction - Dashboard

83.33% 10 23 12 2 1min
@ Completion Rate M Completed @ Viewed @ Started Q Dropouts @ Average Time
T Response Distribution Countries Responses

[ ]
P Surveys v
Edit Distribute Analytics Integration Responses: 10

:E;\\DJGVC T M M M
Reportlink  hitps://www.questionpro.com/t/PHBL & @' Download Data & Reparts ~ v
Filter Data @ Y Save Filter C* Reset Filter
Saved Groupings - —Select— -
£X ReportsSettings [ Title &loge @ Customize Theme
Overall Product Satisfaction - Dashboard
83.33% 10 23 12 2 1 min
@ Completion Rate M completed @ Viewed G) Started e Dropouts @ Average Time
+ Response Distribution Countries Responses

» ‘_g? . oo e -, Unknawn %
49-;-"\-—_ i (‘ o " EET%
i ¥
2 Total 100.00%

b "% x 9

e Select the data segment filter you saved. A permalink will be generated that you
can use to share your data segment dashboard.
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My Surveys Overall Product Satisfaction Global search for use eys, tickets Admin ‘ -m

Edit Distribute Analytics Integration

5 Response Distribution Countries Responses

e - -

g SABN "

> d aeenS =

Do | need to set up the filters before people start taking the survey?

NO! You can create the data filters any time during your data collection. It is
independent of the data collection process.

Can | use this data filter functionality in combination with advanced analysis tools like
Trend and TURF Analysis?

Yes! - The Trend and TURF modules are integrated with the data filters.

| have created the filter, but | don't see any count for the created segment. What have
| done wrong?

This might happen if the page is cached on your browser. Please refresh the Create
Data Filters page after you have created the segments. Make sure that you set the
correct operator for the filter (Equals/ Greater than/ Less than, etc.). All the matched
responses are included in the segment.

Cross-tab reports

The QuestionPro cross-tabulation tool allows you to measure the interaction
between two questions (variables). The table will only show respondents that
answered both of the questions, meaning the frequencies shown may differ from a
standard frequency table. The cross-tab report will also show Pearson’s Chi-Square
Statistics, which shows the level of correlation between the variables using the chi-
square, p-value, and degrees of freedom.
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How do | access cross-tabulation?
Go to: My Surveys (Select Survey) » Analytics

Select Cross-Tabulation from under the Analytics drop down menu.

Edit Distribute Analytics Integration

Data Filters

Trend Analysis

Trend Dashboard New Cross-Tabulation
Cross-Tabulation
Correlation Analysis
Report Name @ Created
TURF Analysis

GAP Analysis
Survey Comparison
Consolidate Report
TubePulse
HeatMap Analysis
HotSpot Analysis

Device Audit

Click on the cross-tabulation report to open the report or you can create a new
report.

40



P Surveys v

Edit Distribute Analytics Integration

iy 28

- 2 = & - ! - ﬁ -

Cross Tabulation Text Analysis Choice Modelling Manage Data

Cross-Tabulation > QuestionPro Phone Research - Sample Crosstabulation Report @ Report Link:  https:/fwww.questionpro.com/sr/P33wl G2  iZ Options o [t [eor

¢ Cross-Tabulation Table

[Q6] What is the most important aspect when buying a phone?

0s Screen size Processor speed Camera quality Battery life Row Total
i0s 26 18 2 10 6 a3
[Q4] Which OS do you prefer?
Android 9 7 69 52 n 168
Column Total 35 35 2 62 7 251

You can share this report using the Report Link
You can also download this report in XLS or PDF formats.

PDF report export is disabled if the cross-tab table width exceeds 1800 px in width.

How do | select questions to analyze and apply filters?

Click on the settings icon for your cross-tabulation report

P Surveys v

Edit Distribute Analytics Integration

iy 28

Cross-Tabulation Text Analysis Choice Modelling Manage Data

Cross-Tabulation > QuestionPro Phone Research - Sample Crosstabulation Report @ Report Link:  https://www.questionpro.com/sr/P33wl GD  iE Options o [ [0

@Cross-TabLlla:iam Table

[Q6] What is the most impartant aspect when buying a phane?

0s Screen size Processor speed Camera quality Battery life Row Total
i0s 26 18 23 10 6 a3
[Q4] Which OS do you prefer?
Android 9 7 69 52 n 168
Column Total 35 35 2 62 7 251

Here, you can update your rows and column options. Select the questions you wish
to add as rows
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QuestionPro Phone Research

Edit Distribute Analytics Integration 182 248
Rep Text Analysis
Cross-Tabulation > QuestionPro Phone Research - Sample Crosstabulation Report @ ReportLink:  https://www.questionpro.com/sr/y0ujfi GD S Optiens A 1:'3 E=
> Report Settings Cross-Tabulation Table
Ro\ Columns Filters
’
Select All
fer?

[Gender] Gender
[Smartphene usage] Smartphone U...

[Q4] Which 0S do you prefer?

afe..

[as] Which of the following is your ...

[Q6] What is the most important as...

Update

Update your report and similarly you can also select the questions to display as
columns.

To apply filters, click on the Filters tab under report settings

Edit Distribute Analytics Integration

Text Analysis Choice Modelling
Cross-Tabulation » QuestionPro Phone Research - Sample Crosstabulation Report @ Report Link:  https://www.questionpro.com/sr/y0ujfi GD = Options - E‘; E
3 Report Settings Cross-Tabulation Table
Rows Columns Filters [Q6] What is the most important aspect when
—_— buying a phone?
® Filters 2
0s Screen Processor Camera Battery Row
size speed quality life Total
Respanse Status i .
105 25 14 20 7 2 68
[s] which 0S do you prefer?
Select Status: Android ! 13 61 %2 7 11
Completed - CoumnTotasl B 7 81 It 1 209
iPhone 7 7 12 4 2 52
[Smartphone usage] Smartphone Usage (]
Samsung 4 6 15 12 3 40
OnePlus 1 9 4 15 [ 72
[05] Which of the following is your
Yes favorite or preferred mobile brand? Google 1 5 10 9 3 28
to LG 0 0 0 & 0 &
Isgr\ously live 0 0 3 5 5 3
in a cave!
Update
Column Total 3 il 81 49 " 209

You can apply multiple filters along with following options:

o Filter based on responses to questions
o Response status based filters

o Custom variable filters

o Pre-defined filters for your data
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what are the display and statistical analysis options available for the cross-tabulation
report?

Following display options are available:

Count: Displays the count for the cross-tabulation report

Row Percentage: Displays the row percentage for the cross-tabulation report
Column Percentage: Displays the column percentage for the cross-tabulation
report

Column Percentage (Base N): Displays the column percentage (Base N) for
the cross-tabulation report

Overall: Displays the overall column for the cross-tabulation report

Row Mean: Displays the row mean

Column Mean: Displays the column mean

Following analysis options are available with the Research license:

Statistical analysis License

Heatmap Rows Research Edition
Heatmap Columns Research Edition
Pearson's Chi Square Research Edition
Column Proportion Test Research Edition
Fisher's Exact Text Research Edition
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QuestionPro Phone Research

P Surveys v

Edit Distribute Analytics Integration

Cross-Tabulation > Phone Research - Cross-tabulation @ Report Link https://www.questionpro.com/sr/4fkwc GD PD)
N . Count
* Cross-Tabulation Table
[013] Battery |
Overall Percent;
Not at all slightly Mod Row
important important imp ol 1 Percentage (Base N) n Total
o 5 3 -
; > —_— i . veral
iPhone 4 23.81% 15.79% 7 Queral 0
21.26%
Row Mear
47 Cotiimnear 39
Samsung s 952% 26.32% 1 Column Mean )
Heatmap Rows
Qnem 86 a3 208 ; Heatmap Columns o 8
3.86%
[Q5] Which of the following is your favorite or Pearson's Chi-Square
preferred mobile brand? .
37 30
Google i 19.05% Fis ?
14,57%
4+ Column Proportions Test Disabled
1
] 5
LG e 4.76% 0.00% 2 Enable Weighting )
S 5 2 2 & 4 7 "
LoE iy asitints A 9.52% 0.53% 15.38% 5% 7.29% 420 5
6%
Column Mean 3.50 kR 6.50 8.83 16.00
27 19 39 53 9%
Column Total 254 228
9221% 833% 1711% 2325% 421%

Analyzing open-ended text data

QuestionPro offers six ways to analyze open-ended text collected in a survey. These
tools will enable you to make sense of responses and strengthen the quality and
value of the data for those using it to smart business decisions. The goal for
reviewing open-ended text is to be able to identify word themes and patterns that
offer deeper insights into the overall survey. You can categorize and calculate the
open-ended text with these tools based on respondent profile, custom variables, or
responses given.

Open-ended text tools

1. Text report - Looking at all the open ended text data together

Data segmentation text report - Filtering the data by open ended text
Search and Adhoc query - Searching your open ended data for keywords
Word cloud - looking at what words were used in majorirty

Text tagging and categorization - tagging data to further analysis
Sentiment analysis - Understanding the sentiment of your open ended data
PathosAl - Using our in-house Al model

Text Highlighter - Understanding the sentiment of your open ended data

O NGk WN

Text report

To access the text report, go to: Login » Surveys » Analytics » Text Report.
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https://www.questionpro.com/help/open-ended-text-data-analysis.html#:%7E:text=open%20ended%20data-,Text%20report,-To%20access%20the
https://www.questionpro.com/help/open-ended-text-data-analysis.html#:%7E:text=for%20the%20dashboard.-,Data%20segmentation,-To%20discover%20what
https://www.questionpro.com/help/search-text-data.html
https://www.questionpro.com/help/word-cloud.html
https://www.questionpro.com/help/text-analysis.html
https://www.questionpro.com/help/sentiment-analysis.html
https://www.questionpro.com/help/pathos-AI.html
https://www.questionpro.com/help/text-highlighter.html

Edit Distribute Analytics Integration Responses: 2
I
Dashboard il A:J ysis T Text :m’ms 3 T Choice Modelling T Manage Data -
Text Report
ReportLink  NLPS://WW  search @ § Download Data & Reports = v

. Word Cloud
Text Analysis

Sentiment Analysis

100% 2 2 2 0 29 secs
@ Completion Rate M completed @ Viewed @) stared @ Dropouts (O Average Time
+ Response Distribution Countries Responses

= N 100.00%

Total 100.00%

What customization options are available?

You can expand the section to Filter data or access additional Settings

01 Take Survey > Text Input

Edit Distribute Analytics Integration Responses: 2
Reports 7 Analysis T T .R:Es - [ 1l N uﬂan%?:au T
Report Link  https://www.questionpro.com/t/FGsw &2 [y Download Data & Reports =
Display Text  English -
Filter Data @ T save Filter C* Reset Filter
Survey Status - Al - @ @
And Question hd Select Question- ~ @ @

M Title&Logo @ Customize Theme

Text Input - Text Dashboard

100% 2 2 2 0 29 secs
@ Completion Rate M completed @ Viewed @ Started e Dropouts @ Average Time

Following settings are available for the dashboard:

« Filter Data: By default, the survey status filter is set to all responses. You can
add additional filters and the dashboard will be updated in real-time. You can
also save frequently used filters to access directly as and when needed.

« Title and Logo: You can update the title for the report as well as add description
and also add logo for the dashboard.

o Customize Theme: Here you can customize the theme of the dashboard.

« Share Settings: Click on the globe icon to open share settings for the
dashboard.
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Data segmentation

To discover what specific segments of respondents say, use the data segmentation
tool to download the results. For example, If you want to analyze comments from
males vs females, the data segmentation tool makes it very easy to do a side by side
comparison.

To access data segmented text, go to: Login » Surveys » Analytics » Analysis » Data
Segmentation

P Surveys v

Text Input

Edit Distribute Analytics Integration Responses: 2

Text Analysis Choice Modelling Manage Data

Reports

Data Filters @

4 New Data Filter

No data filters created. Start by setting up a new data filter.

Select ‘New Data Filter’ to create filters based on questions, custom variables, etc.,
and click ‘Save filter.’

Data Filter @
Data Filter Name: Response Status Date Filter:
Grouping Name All - Select time filter
Filter Criteria:

IF Question 2.103] Email Address - is not answered

AND Device Type is Tablet / Smart phone

Language is English

Review the newly created segment and apply response and time status (optional).
To the right, access the text report for the segment.
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01 Take Survey > Text Input

Edit Distribute Analytics Integration

Reports Data Segmentation Text Analysis Chaice Modelling Manage Data

Responses: 2

Data Filters @

-+ New Data Filter

Data Filter Name Response Status Time Filter Responses Compact View =

Name All - Add 1

M Dpashboard

B  TextRepont

[ Excel Repont
\
[ Powersoint Report

[8:  Word Repart

Delete

Click on text report for the segment to analyze, print, or share with others.

01 Take Survey Text Input

Edit Distribute Analytics Integration

ata Segme n ext Analysis Choice Modelling Manage Data

Responses: 2

Data Segment > Name

ReportLink  https://www.questionpro.com/t/FGsw &2 [y Download Data & Reports = v

Text Input - Text Dashboard

100% 1 2 1 0 23 secs

@ Completion Rate M Completed © Viewed @ Started ° Dropouts @ Average Time

I Contact Information

Al awanrpsg Zolin
03/31/2020 34307050
S Gonsalves

Export Data - Excel and CSV Downloads

The QuestionPro platform provides you the ability to download your raw survey data
directly to Microsoft Excel. You can then create charts and run detailed analysis,
offline with the survey data.

How can | download data into Excel?
Go to: My Surveys(Select Survey) » Analytics

Select the Export option from the Manage Data drop down menu.
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P Surveys « Restaurant Satisfaction Surv...

Edit Distribute Analytics Integration % &

Dashboard + Analysis + Text Analysis + Choice Modelling + Ma =
| My Dashboard —— 00
o R Btz Restaurant ¢ westine Survey Lo B2 0
Scheduler
Import
I Summary Merge b
Data Quality
7 4 100% 0 Tmin
Download Center
@ Viewer ™~ ted @ Completion Rate e[ pouts @ Ti

Delete

Select the output file format as Microsoft Excel or CSV

P Surveys v

Restaurant Satisfaction Surv...

Edit Distribute Analytics Integration - TS

Raw Data Export @

Output File Format | Microsoft Excel (.xlsx)

Single Header Row Microsoft Excel (.xlsx)

5V - Comma Separated Values (.csv)
Include Open-Ended Text Data —

Include Raw Data o

@ pisplay Answer Codes/Index

O pisplay Custom Scale Values/Answer Codes
O Display Custom Scale Values/Answer Values
O pisplay Answer Values @

Display Question Codes instead of Text
Represent Unselected Checkboxes with '0"
Show Question Not Displayed
Display Report Labels
Exclude Content URLs (Upload Question Data)
Include Geo Code & Additional Info
Include Randomization Data

DataFilters  --Entire Dataset—

Filter Data Cuts ( maximum upto5) | Select Some Options

What different options are available for downloading?

o Single Header Row:The default file has 2 header rows to display additional
information associated with some question types. Enable this option to merge
the row headers in to one single row header.

e Include Open-Ended Text Data: When enabled Open-Ended Text Data is
included in the file. This option is enabled by default.

48



e Include Raw Data: A separate Raw Data sheet is included in the Excel file.
This option is enabled by default.

« Display Answer Codes / Index: By default answer code / index are not
included in the reports. To download answer code / index, enable this option.

o Display Custom Scale Values/Answer Codes or Values: You will see these
options only if you have enabled custom scaling for any of your questions. You
can select this option to export data withe custom scale values or codes.

« Display Answer Values: By default answer option text / values are not included
in the reports. To download answer option text, enable this option.

« Display Question Codes instead of Text: Check this option if your question
has large amount of text or includes Images/HTML. Instead of Question Text,
Question Codes will be downloaded for easier understanding of the Reports.

« Represent Unselected Checkboxes with '0': By default, selected check
boxes are representated by 1, unselected or hidden check boxes are blank. To
identify options that were visible but not selected, switch on the toggle for
represent unselected checkboxes with 0.

« Show questions not displayed:Include questions in the export that were not
shown to the respondents.

« Display report labels:Display report labels instead of the question text in the
export file.

o Exclude content urls (Upload question data):Exclude the upload question
data from the export file.

e Include Geo Code & Additional Info: Collect geo code data for the survey if
you would like. You would need to toggle this filter on.

« Data Filter - Date: You can filter the report based on date, so data for only a
particular time period is included.

« Data Filter - Response Status: You can download data based on the
Response Status.

o Started But Not Completed: Users who have clicked on the "Continue"
button but have not completed the survey so far.

o« Completed: Users who have completed the survey.

o Terminated Via. Branching If you have branching logic for termination
(screen outs) these responses are flagged as terminated.

Excel file showing Raw Data and Individual Question Data

A B C D E F G H I 1 K L
|Respunse 1D |IP fddress  Timastamp [MM/dd/yyyyl Duplicate Time Taken to Complete (Saconds)  Seq. Number External Reference  Custom Variable1  Country Code Region 1-a1 2.02

83166985 123.252.193.14 02-02-201803:30  FALSE 60 1 test_response us IN 16 1
¥

83167538 123.252.193.14 02-02-201803:53  FALSE & 1 test_response IN 16 2 India
"

83167545 123.252.193.1« 02-02-201803:53  FALSE 4 1 us IN 16 1us

Introduction Overall SHatistics al
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https://www.questionpro.com/help/question-code.html
https://www.questionpro.com/features/ms-excel-export.html

A

B

= D

E

F

G

H

Grouping f Filter Analysis

Select Country:
us
India

|Total

Mean
Standard Dev.

Variance

2

133
0.58
0.23

66.67%
33.33%

| Introduction | Overall Statistics | Raw Data I a1 IQZ |

CSYV file showing Raw Data

O

A | B | C D E F H

|Data Export Generated on Wed Feb 07 00:28:46 PST 2018

| Survey 1D 5985275

|Response ID IP Address Timestamp (MM/dd/yyyy) Dupli Time Taken to C ds) Seq. Number External Reference Custom Variable 1
23166985 123,252.192.143 02-02-2018 03:30 o B0 1 test_response us
33167538 123,252.192.148 02-02-2018 03:53 o 8 1 test_response

l 83167545 123.252.193.148 02-02-2018 03:53 0 4 1 us

:l:oumr'f Code Region Response Status Country Longitude Latitude Radius Browser

N 16 Started 0 [1} 0 CHROME

N 16 Completed 0 0 0 CHROME

L 16 Completed 0 0 0 CHROME

Device Operating System Language 1-01 2-02

(COMPUTER WINDOWS_10 English us

COMPUTER WINDOWS_10 English India India

COMPUTER WINDOWS_10  English us us

RawData--5985275-2-7-2018-15179 (o) i [4]

If responses are more than 5000, we split them into multiple sheets and export a zip

file.
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VIDEOS
1. QuestionPro Getting Started Creating Survey
Key moments in this vido

e Introduction to Survey Creation

e Editing Questio and Answer Options
e Adding a New Question

e Customizing User Experience

e Adding Logic to the Survey

e Changing Order of Questions

e Renaming and Updating the Survey
e Conclusion and Additional Resources

https://www.bing.com/videos/riverview/relatedvideo?&g=QuestionPro+Survey+Creati
on&&mid=8E7A57D5B2098DF7F1488E7A57D5B2098DF7F148&mmscn=mtsc&aps
=1&FORM=VRDGAR

2. How to create a Survey in QuestionPro
Key moments in this video

¢ Introduction to Survey Creation

e Key moments in this video.

¢ Introduction to Survey Creation

e Using Survey Templates

e Creating a Survey from Scratch

e Adding logic to the survey

e Uploading and importing Questions from MS Word
e Conclusion and Recap.

https://www.bing.com/videos/riverview/relatedvideo?g=question+pro+videos+how+to
&mid=65CD2998509B074475B865CD2998509B074475B8&FORM=VIRE

QuestionPro: Help Center
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https://www.questionpro.com/help/
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