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Introduction

1. Introduction

The “evasys Quick Start Guide” offers a quick overview of the most important evasys
functions. It is designed as a step-by-step introduction for subunit administrators and
administrators who want to get accustomed with workflows and procedures in evasys.

At the end of this manual you will find a short glossary explaining the most important
evasys terms.

1.1. Login: Accessing evasys

evasys is controlled via a web browser. We recommend the use of Microsoft Edge,
Google Chrome or Mozilla Firefox in a current version.

Log in to the system with the user name and password you have received.

1.2. User Interface

G/’D €VASYS | susuniTs QUESTIONNAIRES SYSTEMSETTINGS SYSTEM INFORMATION EXTRAS Q) Search  (Z) Hels acs 2
Subunits LiSt of all SUbunitS S ] O show alt subunits  [J Show subunit administrators
{at  Overview
Central Evaluation Subunit User Details Delete
(] Generate Surveys @) Education 203 § ®
i] Display s ) oo
(i) Display Surveys & Computer Sciences %8¢ 45 ®
(] Delete Surveys
&) Medicine 298 17 O]
Tree Structure
Instructor 's Optional Questions
¥= Batch Events Subunit User Details Delete
5 Display Courses &  Office of Administration 202 2 ()]
& .
(1) Scheduled Tasks &) IT-Trainings 502 1 ®

5] DataImport
[3: Data Export
Participation Tracking
= Process Scans
Quality Management
(%  Quality Management Dashboard
E4 QM Report Dispatch

QM Notification

Expand permanently Create new subunit

Figure 1: evasys Main Menu and Side Menu (Administrator)
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Introduction

After having logged inside successfully a list of subunits will be displayed. In the
header of the page you will find the main menus “Subunits”, “Questionnaires”, “Sys-
tem Settings”, “System Information” and “Extras”. On the left side you will find a sub
menu displaying the functions contained in the respective main menu.

Menu Subunits
e Generate, administrate, print and send surveys

e Open, print and send reports

@ €VaASYS | susunits |QUESTIONNAIRES SYSTEMSETTINGS SYSTEM INFORMATION EXTRAS Q) search () Help acs 2
SUhunits List of a.l.l subunits e KRSl D Show all subunits D Show subunit administrators
{a}  Overview
Central Evaluation Subunit User Details Delete
I:‘,‘_, Generate Surveys %) Education 802 5 ®
(1] Display Surveys ! pr e
5 G2 Computer Sciences 202 45 ®
(] Delete Surveys
D Medicine 292 17 ®

Tree Structure

Instructor 's Optional Questions
v= Batch Events Subunit User Details Delete
{5 Display Courses &  Office of Administration 20% 2 ®
(el 0
(1) Scheduled Tasks &) IT-Trainings 228 1 ®
5] DataImport
[3: Data Export

&=  Participation Tracking
Process Scans
Quality Management
(%  Quality Management Dashboard
E4 QM Report Dispatch

QM Notification

Expand permanently Create new subunit

Figure 2: Menu Subunits

Menu Questionnaires
e Create, configure and administrate questionnaires

e Create and administrate the question library

6 © evasys GmbH



Introduction

o‘/:) eVaSyS SUBUNITS SYSTEM SETTINGS SYSTEM INFORMATION EXTRAS Q 5 @ Hel, l’%
Questionnaires o . %
Questionnaire List
[}  Questionnaire List
O show all questionnaires of the Subunit Administrators
[§] Create Questionnaire
) < 2 Adams, John
[E] Question Library - Default Folder (32) Selectall O
jis] Abbreviation a = Title Engine Pages Status  Action
12093 Course_evaluation test format 2022/01/31 VF Editor 1 _Ja) Select... w
12077 Demo_2020 2020/11/26 VF Editer 1 Select... ~
12066 Demeo_Seminar Questicnnaire 2019/05/20 VF Editer 1 [ =) Select.. v O
Figure 3: Menu Questionnaires
Menu System Settings
¢ Define system settings
e Documents and Templates
e Report settings and administration
e User profile
@ eVaSyS SUBUNITS QUESTIONNAIRES SYSTEM INFORMATION EXTRAS %

Tools

[} Text Templates
[} Documents

¢4 Report Settings

73 Online Templates

Configuration

#5  evasys Seftings

& Define Tree Structure
[ Course Types

[ Periods

£ Custom Titles

@  Process Defaults

= Interfaces & Plug-ins
2 Language Sets

El  Panel Administration
[f DataBridge
Profiles

& User Profile

e Administrators

{;t  QOrganization

evasys Settings

® Basic O Extended O Technical O all

General

Data Privacy

Survey

Survey Online

Data Import and Export
User Data Fields
Functions

Central Evaluation
Email Functions & Accounts
Color Settings
Instructor Accounts
VividForms

Network Settings
System Security

Maintenance

Title Login Window
Sample University
System Language

English (Higher Education)

View: Sort options to categories + m

Text of the title line on the start page

Sets the default language of the evasys interface as well as
all generated report documents. Users (instructors, report
creators, etc.) can change the language in their settings.

Figure 4: Menu System Settings
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Introduction

Menu System Information

e Search
e Usage statistics

e Maintenance functions and license administration

e Documentation

&~) evasys

SUBUNKITS

Information
Q. Search

B4 Write Email

I Utilization Statistics
(I System Summary
(B evasys Website

[i] Info Center
Maintenance

> License

4 Send Email to Support
“) System Cleaning

i) System Status

—= Scanstation Setup
Documentation

(7 Online Help

[[] Manuals

i] Sample Files

¢ About evasys

Protocols

[E Deliveries

[E  LogBook

[E Deletion Log

[El  Web Service Log

Mail Service Log

[[= Data Import Log

QUESTIONNAIRES SYSTEM SETTINGS SYSTEM INFORMATION

EXTRAS

License Management

Product

Version

Web server [ Database

Paper Surveys

Online Surveys

Handwriting recognition

Use in Research and Teaching
VividForms Designer Licenses
Scanstation Licenses

Scan Upload

Data Bridge

LTI*® Interface

SOAP API and Plug-ins

User licenses

[ show EULA

License Key

Customer name:
evasys GmbH

License key:

VividForms Designer Licenses

MName
1 Adams, John
2 Notin use yet.

3 Notin use yet.

©)]
[o

Q, search

evasys
Central Evaluation

IIS / MySQL (127.0.0.1)
Licensed

Licensed

Licensed

Licensed

5 (Version 1.5.0.33)
5

Licensed

Extended
Professional
Extended

unlimited (Campuslicense)

Last used public templates

(0 2016/06/2011:21:43 m] @

Figure 5: System Information
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Introduction

Please do not use the browser navigation to browse through the system as some-
times not all functions can be performed as desired. Use the buttons and menus in the
system instead.

Hint:
If you tend to use the browser navigation, it can be a good idea to switch your

browser to full screen mode. In most of the browsers, the full screen mode can be
started by using the key “F11”.

© evasys GmbH 9



Introduction

Menu Extras
e Add-ons

e Questionnaires

e Manuals

e Trainings

e Hosting

G/O €VASYS  susumrts QUESTIONNAIRES SYSTEM SETTINGS SYSTEM INFORMATION| EXTRAS Q) search (3) Hely {%,

evasys Extras
EXTRAS EEINEWS WPLUGINS X TOOLS

In this section you will find enhancements, add-ons and services. You will find ipt itional i ion and for each ftem.

Figure 6: Menu Extras

1.3. Help

The question mark icon is always displayed in the upper right corner. The button
opens the detailed user guide in the relevant chapter.

Q Search @ Help %

N

Questionnaire Li 9

Figure 7: Question mark Icon
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Introduction

1.4.

Adapt your Own Profile

Before you start working with the system, you should check your user profile and
change your password. You will find your user profile in the menu “System Settings/

Profiles”.

@ eVAaSYS  susunits QUESTIONNAIRES

Configuration
@3 evasys Settings

Define Tree Structure

[ Course Types
] Periods
L, Custom Titles

Process Defaults

o7 Interfaces & Plug-ins
[J Language Sets

E Panel Administration
[/ DataBridge
Profiles

2, User Profile

Administrators

{at  Organization

Expand permanently

SYSTEM SETTINGS [SYSTEM INFORMATION EXTRAS —d, Search t’; Help é

User Profile of Administrator

Form of Address: neutral v

Title:

First name: Clyde

Last name™: Bell

Phone:

Email: John.Adams@example.com
Language: English (Higher Education)

Login name*: 2022136658496658
Password:
New password: (D)

Confirm new password:

Report Creator
Data Entry Assistant
Verifier

o | e |

Additional roles

Figure 8: User Profile

Mandatory fields are marked with a red asterisk. If you want to change your password
you will first have to enter the old password. Below this, you can define your new
password. The new password has to be entered twice. Thereby wrong entries can be
avoided. After clicking the green button “OK” your profile will be saved.

© evasys GmbH
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Build up the evasys Structure

(@) Information

The user information has been updated.

User Profile of Administrator

Form of Address: Mr. v
Title:
First name: John

Last name™: Adams

Figure 9: Updated User Profile

2. Build up the evasys Structure

The organizational structure in evasys consists of three levels:

e Subunits (e.g. departments, faculties)
e Users (e.g. instructors, deans, report creators)

e Courses (these are always assigned to instructors and deans)

Your
University

&

-

[ T 1 [ == ===
Subunit Prof. Einstein Prof. Algebra Report Prof. Curie Report Prof. Christie
administrator (instructor) (instructor) creator (instructor) creator (instructor) 2nd Level
N N
M : Introduction of The table of Study of
athematics | Algebra elements literature
b, b,
I ™\
Practice Practice
Mathematics | Algebra |
J J
N ™
Theoretical 3rd Level
arithmetic
~ J

Figure 10: Three Levels

12
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Build up the evasys Structure

2.1. Surveys: General Principle

In evasys, a survey is created by connecting a course (i.e. an item on the third level)
with a questionnaire and a period. A questionnaire can be used for as many surveys
as you like.

Your
University
1
Physics Anglistics
|
1
Report Prof. Curie Report Prof. Christie
creator (instructor) creator (instructor)

™) ) ™)
bduction of |_| The table of Course Study of
Algebra elements literature
-/ . J
) ) N
Practice . Crime
Algebra | Stories
- L J J
— Period
neoretical
rithmetic
— Questionnaire
)

Survey

I

Figure 11: Survey: General Principle

Each connection can only be done once so you can never accidentally run into creat-
ing a survey twice. To create a survey you always need all three levels.

© evasys GmbH 13



Build up the evasys Structure

2.2.

Create a Subunit

If you are a subunit administrator or an “evasys Cloud Standard” user, you cannot cre-
ate new subunits yourself. In this case, please proceed with chapter A 2.3. "Edit a
Subunit".

As an administrator you can create new subunits. Go to the menu “Subunits” and click

the button [Create new subunit] in the subunit overview.

£
(J
J

(B

& B

&) evasys

Subunits

Overview

Central Evaluation

Generate Surveys

Display Surveys

Delete Surveys

Tree Structure

Instructor "s Optional Questions
Batch Events

Display Courses

Scheduled Tasks

Data Import

Expand permanently

SUBUNITS JQUESTIONMAIRES SYSTEMSETTINGS SYSTEM INFORMATION

List of all Subunits <o noveie

Subunit
&2 Education
G Computer Sciences

&) Medicine

Subunit

G2  Office of Administration

G2  IT-Trainings

Create new subunit

EXTRAS

Details Delete

Details Delete

Figure 12: Create new subunit

14
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Build up the evasys Structure

In the first place it is important to enter the name of the subunit. Please enter the

name and click [OK].

Subunit details

Subunit
Name* Number
IT-Trainings 103

Online template
default - User licenses

http://localhost/evasys_8.1_fonline/ URL

Subunit visibility
Unrestricted -

Handling of Handwritten Texts in Reports

@ Direct display (Displays the original text as a scanned image)

menu "System Settingds / evasys Settings / Data Privacy")
O Never display (No open questions displayed in the report)

Logo File

) system logo - I@l
Expand contact datav

unlimited

O Display after manual collection (Display as electronic text; note customizable threshold in the

Figure 13: Create Subunit

© evasys GmbH
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Build up the evasys Structure

The new subunit will now appear in the list.

C/‘O €VAaSYS  susunrts QUESTIONNAIRES SYSTEMSETTINGS SYSTEM INFORMATION EXTRAS Qsearch @Help 0O 9
Supos List of all Subunits o o o O] Sanshsubomie L], gtex
at  Overview
Central Evaluation Subunit User Details Delete
[} Generate Surveys G5 Education 20¢ § ®
l:'i'J OiplaySurveys &) Computer Sciences 802 45 @
[x] Delete Surveys G5 T i ®
Tree Structure
Instructor 's Optional Questions
— Batch Events Subunit User Details Delete
fT‘j Display Courses &0 Office of Administration er 2 @
{9 Scheduled Tasks €& IT-Trainings / 208 1 ®
@ Data Import

Expand permanently Create new subunit

Figure 14: List of Subunits

Click on the name of the subunit to enter the subunit (or use the menu bar on the left).
In the following, the user list of the subunit will be displayed. At the moment it is still
empty as you have not yet created a user.

2.3. Edit a Subunit

Depending on the level of your evasys access you can edit one or more than one sub-
unit. To edit a subunit, click the pencil icon in the subunit overview.

16 © evasys GmbH



Build up the evasys Structure

LiSt Of a.l.[ SUbunitS (2 Subunit(s) not visible) [ Show all subunits [J Show subunit administrators
L< 2UDUMIELS) NOt visiDle)
Subunit User Details Delete
@) Education 202 5 Y. ®
& Computer Sciences 202 45 4 ®
@ Medicine 9%2 17 ; ®
Subunit User Details Delete
& Office of Administration 202 2 ®
¢ IT-Trainings 802 1 S ®

Figure 15: Edit subunit

© evasys GmbH 17



Build up the evasys Structure

You can, for example, change the name of the subunit or modify the anonymization
settings for open questions or the online template for online surveys.

Subunit details

Subunit
Name* Number Logo File
IT-Trainings 103 & system logo - ‘@]
Expand contact datawv
Online template - User licenses unlimited
Subunit visibility
http://localhost/evasys_8.1_/online/ URL @ Uneingeschrankt -

Handling of Handwritten Texts in Reports

® Direct display (Displays the original text as a scanned image)

O Display after manual collection (Display as electronic text; note customizable threshold in the
menu "System Settings / evasys Settings / Data Privacy")
O Never display (No open questions displayed in the report)

Figure 16: Subunit details

18 © evasys GmbH



Build up the evasys Structure

2.4. Create a User Account

As explained above, click on the name of your subunit to enter the user list. Click the
button [Create new user].

Users in subunit IT-Trainings

Name Courses Surveys Created Actions
(9,_, Bellmore, Lauren 1 o/1 2022/04/27 &0
Selectall O

Create New Module

Create New User

Figure 17: Create New User

Step 1: Select User Type

Create New User ®

Please choose a user type
@ Instructor
O Dean of Studies

O Dean

O Report Creator

O Data Entry Assistant
O Verifier

O Subunit Administrator

Cancel

Figure 18: Step 1 Choose user type

The user type “Instructor” is preselected. Click [Next].

© evasys GmbH 19



Build up the evasys Structure

Step 2: Define User Attributes
Enter the data of the user. Then click [Next].

Please define the attributes of this user

Form of Address

Mr. -

Title

First name

John

Last name*
Doe

external ID
jd@example.com

Email

0O Inform user about profile creation via email

Search same user

Phone:

Address

Profile image
No file selected. Browse...

Department ID
0

Language
Default language -

Login name*

20220608125105620860

New password*

L P P (:)

Confirm new password®

L

Figure 19: Create user — Step 2

20 © evasys GmbH



Build up the evasys Structure

Step 3: Define User Rights

Assign the access rights for quality management views and the questionnaire editor.
These rights are only relevant if your instructor is allowed to log into the system and
create his/her own questionnaires. If you are using evasys as a Cloud user, the

instructors you create cannot create their own questionnaires. The user rights are
deactivated.

Please define the user rights

QM Views
No QM Views

additional subunits for QM views:
Archive
Education
Computer Sciences
Medicine

Office of Administration
Demo DSC

Questionnaires
Only extend templates

D

Figure 20: Create User-— Step 3

After having clicked the button [Save], the new user account will appear in the user list
of your subunit.

Users in subunit IT-Trainings

Name Courses Surveys Created Actions
O, Bellmore, Lauren 1 0/1 2022/04/27 &0
o Doe, John 0 0/0 2022/06/08 b 0

Selectall O

Figure 21: User list in a Subunit

© evasys GmbH 21



Build up the evasys Structure

2.5. Create Courses

Click on the number in square brackets [0] in the column “CO”. You will find the col-
umn in the user list next to the user name. The list of courses (at the moment still

empty) will be displayed.

Users in subunit IT-Trainings

Name Courses

Bellmore, Lauren \ 1

O Doe, John 0

-]

Do

Surveys
0/1

0/0

Created Actions
2022/04/27 &0
2022/06/08 &0

Selectall O

Figure 22: Enter Course List

Click [Create new course].

22
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Build up the evasys Structure

Add course to Doe, John

in subunit IT-Trainings

Course name * 1D

Evaluation 101 Eva-1013D

Program of Study Period

Evaluation Repetitive -
Course Type ™

Lecture - Locaticn

Expand user data fields v

Participants * data

Enrollment *

23

@ Anonymous survey participants
O Non anonymous survey participants (panel)

Administrate participants

Additional report recipients (secondary instructors)

O exist for this course

® sort by subunit
O sort by user name

Secondary instructors

Save Cancel

Figure 23: Create Course

Fill in the form as shown in the example.

Name: Evaluation 101
Program of Study: Evaluation

ID: Eva-101-JD
Enroliment: 23

Confirm your entries by clicking [OK].

© evasys GmbH 23



Create Questionnaire

The new course will now appear in the course list.

Courses of Doe, John [ Stow additiona felds
Number Course name = Program of Study 1D Period Course Type Participants
948 Evaluation 101 Evaluation Eva-1011D Repetitive Lecture 23 (i |
Selectall O

Figure 24: Course list

Click [Back] to get back to the user list. You will now see a [1] in the column “CO” of
your instructor because you have just created a course.

Now all levels required by the system (Subunit, Instructor, Course) are created. In the
next step you can create the questionnaire you want to use for your survey.

3. Create Questionnaire

In this chapter you will learn how to create a VividForms questionnaire.

@ evasys SUBUNITS | QUESTIONNAIRES | SYSTEMSETTINGS  SYSTEMINFORMATION  EXTRAS

1e air . 5 5
e o S Questionnaire List
Questionnaire List
O show all guestionnaires of the Subunit Administrators
Create Questionnaire

Adams, John

Question Library F
Default Folder (32) Selectall O
12093 Course_evaluation test format 2022/01/31 VF Editor 1 E Select... w o
12077 Demo_2020 2020/11/26 VF Editor 1 Select... v a

Figure 25: List of all questionnaires

Open the main menu “Questionnaires” by clicking the link in the header of the evasys
system. A list of available questionnaires will be displayed. The questionnaires are
sorted according to users and folders. If you are a subunit administrator, you will see
your own questionnaires and the questionnaires of the administrator which are pub-
licly available.

Click on “Create Questionnaire” in the left menu bar to start creating a new question-
naire.

In the following screen you can now either select the VividForms Editor or the Vivid-
Forms Designer to create your questionnaire. The VividForms Designer can only be
used when it is licensed. This manual only refers to the VividForms Editor.

Click the VividForms Editor to create a new questionnaire.

24 © evasys GmbH



Create Questionnaire

Questionnaires Create Questionnaire

Ouest: Feati
Questionnaire List Please choose between the VividForms Editor and the VividForms Designer:

e

Web-based questionnaire editor.
Questionnaires with numerous layout options can be created
in a quick and easy manner directly in the evasys interface.

Create Questionnaire

Question Library VividFerms Editer

b 4

Click the graphic to start the editor; a separate installation is
not necessary.

VividForms Designer

™|
| =P iaForms

Questionnaire designer as desktop application.
Elaborately designed questionnaires can be flexibly created
as long as Java is installed on the client.

When run for the first time, the application is transferred to
your local system. This may take a few minutes. If your
browser displays a file, open it to start the designer. The
VividForms Designer can only run on Windows® systems.

Figure 26: Start the VividForms Editor

The questionnaire editor will open and the “Form Wizard” will be shown. Fill in the

form. Please note the following:

Abbreviation:

5-25 characters, no space characters, system-wide unique abbreviation

Title:

Name of the questionnaire, may be used more than once in the system. The Paper
format should be set to A4/Letter. The template mode should not be activated.

Note:

The template mode is supposed to be used when creating questionnaires which can
be adapted by instructors. This function is not described in this manual. For further

information please refer to the evasys User Guide.

© evasys GmbH
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Form Wizard

— Form creation information
Abbreviation: Eval_01
Title: BI U|¢UYS @|D

Course Evaluation

Paper size: Ad v

Instructor 's Optional @ Customizable optional questions
e @ (please activate template mode)

Questions: QO Predefined optional questions

QO oOutcome-based evaluation

max.:

Template: @ D Activate/deactivate template mode
[ New items can only be added at the end.

Max. Pages: 2

Max. Items: 20

Figure 27: Form Wizard

Click [Apply] to proceed creating the questionnaire.

3.1. Questionnaire Editor: Overview

| Save and Exit | 8 Form Properties [Eval_1] |IE£1 Paper Previewl “{] Online Preview |I — Switch paperfonline viewl | < 1w |2 @
Editor Control ~ Question Library I—-
~ Add
(5 Add Question Group evasys | | asys
[ORGANIZATION] [AUTHOR]
[SUBLUNIT] [SURVEY] @
Hark &% shown OEOOO |wase
Cariection OBORO [CORRECTICH
Open Manual
Switch to Online View
Generate PDF Print Preview
» Edit
¥ Clipboard
+ Move
* Form Properties
¥ Question Library
* Form Information

Figure 28: VividForms Editor
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3.2. Add Question Group

First of all you have to add a question group to the questionnaire. Question groups are
chapters of your questionnaire. All questions and items are stored in a question group.
Therefore you must remember the rule "No question without a question group”.

To add a question group, click on "Add Question Group" in the section "Add" of the
Editor Control. In the following wizard you can enter the name of the question group.

Question group Wizard

— Details of the question group

Presentation Slide

Name: BI U|x,X|AvZ~X|U% | B|B
Quality of the Course

Text: 2

Indicator: No indicator v

Font Size: 12 pt v

Text Element: a (converts this question group into text, e.g. for introduction text; no questions can be
added)

Type of Dual Scale  guality and Importance %7

Figure 29: Add Question Group

Click [Apply] to add the question group to the form. The title will now be displayed in
the preview. You can now add questions or further items to your questionnaire.

lis) Save and Exit | 5 Form Properties [Eval_04] Paper Proview ] Online Praview | & Switch paperfonline view Lo | B :_:7\, -
Editor Control ~ Question Library I— 1
A =l Table of contents
B Add Question Group BVASYS l Course Evaluation m avasys [1. Quality of the Course]
® Add Question [ORGANIZATION] [AUTHOR]
[SUBUNIT] [SURVEY] 2
= Extended Pole Labels ot
— Line Space 1. Quality of the Course
— Separator
T Text Box
== Picture
% Page Break
== Column Separator
T Pas agraph Separator
Figure 30: Added Question Group in the Editor
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3.3. Questions

3.3.1. Question Types

Each question has a defined question type and a special analysis. In VividForms there
are seven different question types. The question types define the layout and analysis
of your questionnaire.

In addition, you can add text boxes for explanation texts or design elements such as
pictures, line spaces, separators and page breaks to you form.

3.3.2. Scaled Questions

Scaled questions are questions about the quality. They can later on be used for estab-
lishing quality guidelines and norming. You can add 2-11 point scaled questions.

The course focuses on the current professional strongly strongly abst
discussion agres disagree

Figure 31: Scaled Question

Analysis: Histogram or others.

= 20% 60% 0% 0% 20% 0%
The course focuses on the current professional Strongly dis-agree - 1 . Strongly agree n=5
- Il y

by tm=24
discussion. dev.=15

Figure 32: Analysis of Scaled Question

3.3.3. Open Questions

These questions are used to capture free comments and notes of the participants. For
paper based surveys, these handwritten comments can be anonymized.

1.9 What was the best aspect of this course?

Figure 33: Open Question

Analysis: As text (online survey) or as image (paper survey). Further options are ano-
nymization and categorization.
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3. Questions about the course

Please give us your feedback about the course as well as suggestions for improvement:

HQelec\ RieQauadon e olessiona W .
Moy Coven) whot™adion. - Loy e\, —T\'\M\JS.:

\"\me ‘m\m \‘m\\oc\ Concennimyy \\'\e CQ\((«\\ Q‘O\- &%Qo;s\ot\ .
TL\(_ e WA L\«(“\/ f}fn(&a/{%

Figure 34: Analysis of Open Question

3.3.4. Single Choice Questions

Single choice questions (e.g. questions about age, sex etc.) have several answer
options. The participants may select only one option.

What is your age?

18-29 30-39 40-49 50-59

60-69 Older than 69

Figure 35: Single Choice Question

Analysis: Bar diagram

How long do you need for the preparation and follow-up work of the course?

n=36

| do not spend any time 0%
one to two hours 80.6%
more than two hours 19.4%

Figure 36: Analysis Single Choice Question
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3.3.5. Multiple Choice Questions

Multiple choice questions (e.g. language skills etc.) have several answer options. The

participants may select more than one option.

| attend the course... (Check as many as apply)

because | am interested in the topic

because | need to eamn the credit hours

because the instructor is really good

because it is important for my professional life

for the preparation of my exam

for other reasons.

Figure 37: Multiple Choice Question

Note:

In the editor view multiple choice questions are marked with a red “MC” note so they
cannot be mixed up with single choice questions. Please be careful to always select
the correct question type. As single and multiple choice questions cannot be distin-
guished by the participants, it can be a good idea to add a note to the question text
such as “Only mark one option” / “More than one answer is allowed”

Analysis: Bar diagram

| attend the course, because... (check as many as apply):
| am interested in the topic.
| need to earn the credit hours.
the instructor is really good.
it is important for my professional life.
it is important for my exam.

Other reasons

60%

60%

60%

60%

40%

0%

Figure 38: Analysis of Multiple Choice Question

30
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3.3.6. Ranking Question

The ranking question allows the user to rank items by placing them into a preferred
order. This way, answer options can be ranked according to importance, for example.

|-¢ . Questions about the choice of a seminar |

31 Which aspects are particularly relevant for you when choosing a seminar? Please rank the following answer options according to their
importance.
1. 2.3 4
Topicality of the subject 11O
Practical relevance OO0
Provision of a seript OO
venue OO0

Figure 39: Ranking Question
The results are evaluated in a bar diagram.

3.3.7. Segmented Handwriting (ICR)

This question type is used to capture short handwritten segmented texts such as num-
bers (age, date of birth, postal code etc.) or names. If you have an ICR license, you
can do an analysis based on frequencies.

1.1 Date of Birth

1.2 Place of Birth

Figure 40: Segmented Handwriting (ICR)

Analysis: If the question contains only numeric values, they results are displayed in 10
groups as a bar diagram. If other characters are used, the question is treated like an
open question.

" Date of Birth
W 10/23/1988
Hm 12/06/1993

B 12/24/1991

Figure 41: Analysis of ICR Question
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3.3.8. Matrix Field

This question is used to capture numbers such as participant IDs, postal codes etc.
Horizontal: Up to 5 digit numbers (99.999)

Vertical: Up to 10 digit numbers (9.999.999.9999)

1.1 Please enter your Participant Code oon DOOOOOOOOO
Horizontal o JOOOOOO0O000
o O0O0O00000000
wO0O000O000000
x0 x1 x2 x3 x4 x5 x6 x7 x8 x9
1.2 Please enter your Participant Code II]
1oOoog
20000
: sgO0On0
Vertical sO0OOoo
sOO0O0
sOO00O0O
o000
sOO0O0
sOO0On0
ocOOOO
Online 1.2  Please enter your Participant Code |

Figure 42: Matrix Field

Analysis: Bar diagram, it is possible to choose how many groups are used.

" Enter Your ZIP-Code

00001 - 10000 () 2 2
10001 - 20000 () 1
20001 - 30000 S

30001 - 40000 (] 1
50001 - 60000 (] 1
60001 -70000 ] 1

90001 - 99999 ] 1

Figure 43: Analysis of Matrix Field

3.3.9. Grade Value Question

The grade value question can be used to capture grades (e.g. “What is the grade of
your school gradation?”). It is based on the German grading system and covers a
grading scale from 1.0 to 5.0.

{0 =0 0 .0 -0

0 1 2 3 4 5 8 7 3 35

o0ooooooooao

Your last grade:

Figure 44: Grade Value Question

32 © evasys GmbH




Create Questionnaire

Analysis: Mean value and standard deviation

1.0 20 30 40 5.0 -
Your last grade: | = ‘ 2;,;362 g
s=|

Figure 45: Analysis of Grade Value Question

Note:

The grade value questions cannot be used for comparisons or quality guidelines.
You should therefore not use it to have the participants grade a specific aspect but
only to capture existing grades. To grade a course or instructor, you should instead
use a scaled question.

3.4. Add Question

Please keep in mind that you first have to create question group before you can create
a question. (See chapter A 3.2. “Add Question Group”)

Click on “Add Question” in the menu “Add”.

&l Save and Exit Ja Form Properties [Eval_04] |~ Paper Preview *=llOnline Preview | & Switch paper/online view

Editor Control Question Library

ORG | THOR
- Add [ORGANIZATION] [AUTHOR]

(3 Add Question Group [ IMTT] [SURVEY]

) Add Question Opens the dialog box for creating a new question

Extended Pole Labels

— Line Space Bi Wefcome.-'
—— Separator

Text Box

Figure 46: Add Question

A question wizard opens. In the first step select the question type. If you move the
mouse over the info icon, a preview of the question type will be displayed.
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Question Wizard
—Please choose a question type:

= = Scaled Question

ABC &

[:I Open Question

711 ICRQuestion (Handwriting recognition)

(wrabc

L] at i i i
Oat Single Choice Question
(W abc

gaf‘ Multiple Choice Question

F el w(
abc 4 Ranking Question
O g

ret
Matrix Field
0

© 0|6 e | e 6|6 e

02 Grade Value Question

Please note that the VividForms Editor does not apply the English hyphenation rules to the texts
entered (question texts, pole labels, text boxes etc.). Please place line breaks accordingly.

o o

Figure 47: Question Wizard: Question Types

After having selected the question type, click [Next]. A dialog appears allowing you to
enter settings for the question text and answer options.
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In the following example you will see the dialog for the scaled question and the dialog

for the single choice question.

Question Wizard

—Scaled Question

BIU|x A~-Z~-J|dS| BB

Number of checkboxes: 5 0O O o oo
Abstention: deactivated v

[0 Add individual pole labels

O Apply settings to existing scaled questions

[O Display this scaled question as an image scale in online surveys.
(Image can be defined in online templates)

o [0

Figure 48: Question Wizard: Scaled Question

Question Wizard

— Single Choice Question

BJU[xx|Ar#-FIO%| BB
Your gender?

List of answer male ,T\
options: fermale
divers
JV
Paper Display: Default Questionnaire Layout v
Online Display: Answer options as check box list v
Mean: disable calculation v

Picture: Integrate picture

o Ji00

Figure 49: Question Wizard: Single Choice Question

The lecture was well prepaired
\ Cussalion taud

Pole labels directly at

the question

Left Pole: Right Pole: Abstention: In ut for Ole Iabel text
BIUYS R BIU| Y MB BIUI@W p P :
£l 13
Report
Type of Diagram: Histogram v

O set this scaled question as mirrored question
Settings O use these settings as default for new scaled questions

dh——— Qecstion text

Option text
Answer aption: BIU|Xx,x A~Z~ | dY | B|B /

Add option
one by one

© evasys GmbH
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Change your settings and click [Apply]. The question will be added to the question-
naire.

3.5. VividForms Editor: Usage

Where am 1?

In the VividForms Editor all items are added below each other. To add a question or
another item between two questions or items, click the item which shall be located
above the new one. The item is now marked (you can recognize this by the blue back-
ground color). A new item will now be placed below this marked item.

(3 1 Questions about the quality of the course k
selcted question group

1.1 The lead time of the course is adequate.

1.2 The course focuses on the current ( ) [ )

professional discussion. P! & bt s
"™ selected question

1.3 The course perfectly prepares me for my

professional life.

Figure 50: Insert Position

The question group which is currently active is marked by square brackets and bold
characters.

Edit
To edit an item you just need to double-click it.

Move

You can move each single item with the help of drag & drop. Do not drag an item into
a blank area of your form. You always have to drag it onto an existing item.

e If you drag it onto the upper part of an item it will be placed above.
e If you drag it onto the lower part of an item it will be placed below.

36 © evasys GmbH



Create Questionnaire

rse. Strongly[ Il
N Disagree
a new tlon |n l;ﬁ‘ Ctranaham (|

1

found imp s Ly 2'9 This course has given me a new direction in li

Figure 51: Move

Question groups cannot be moved by drag & drop, but they can be moved with all
questions and items contained therein by using the “Move” menu in the Editor Control.
Undo, Cut, Copy, Paste, Delete

e Undo (Ctrl+2)

e Cut (Ctrl+X)

e Copy (Ctrl+C)

e Paste (Ctrl+V)

As an alternative, all functions are available in the “Clipboard” menu in the Editor Con-
trol.

v Clipboard

O Undo (Ctrl+2)
K cut (Ctrl+X)
[@ Copy (Ctrl+C)

® Delete (Del)

Figure 52: Clipboard Menu

For further information on creating questionnaires with the VividForms Editor please
refer to the VividForms Editor manual, which can be opened by clicking Help in the
Editor.
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3.6.

Questionnaire Preview

The editor view is not exactly equal to the print view of the questionnaire. Click on
“Paper Preview” to open a PDF version of the questionnaire.

® #

I

[

Editor Control

- Add

Add Question Group
Add Question

Extended Pole Labels
Line Space

Separator

Question Library

&l Save and Exit | 2% Form Properties [Eval_04] | Paper Preview

r— ; - : 2
= Online Prewewl | 22 Switch paper/online view |

< 1w > |

|_

evasys | Course Evaluation
[ORGANIZATION] [AUTHOR]
[SUBUNIT] [SURVEY]

Mark as shown OEO O O Mary]
Correction OMOE O [CORRECTION]

[1. Welcome!
Dear Participant,

Figure 53: Paper and Online Preview

The PDF view shows the questionnaire in the way it will be used for your survey when
printing the form. The placeholders in the questionnaire header (such as [ORGANIZA-
TION], [SUBUNIT] etc.) will be substituted with the information of your survey when
printing the forms in the hardcopy procedure.

-

DRAFT

_I

EvaSys Course Evaluation Cuesbonnaire

[ o

(a CREATIVE

(u] [u]|u]

wan asstows [0 ] 0] 0] Poese une a bat-potet pen or & thin et 1, Ths form will be processed Sstomaticaly
comecnan

e reamng Reun.

O Chemical Enginesring

a degree of
2. Questions about the i

Dear Participant,

Which gender do you belong 107
What is your age?

What is your age?

What is the grade of your [ast school graduation?

How many terms have you been studying 50 far?
1 2

Do you aiready have & university degres (or
anothes nstitute @ tertiary education|?
ngtructor

The instructor is always well prepared.
The instructor
comprehensible way.

The instructor handies the technical equipment
(widea projector #c.) without any problems.
Please grade the instructor for his course:
Please gove us your fesdback about the instructor as

wxplains even compilex topkcs in 3

canmot ghve wrong. Of course, the dats is complstely
1. Guestions about you

o [m]
O+ os
gr Oe
0w an
Main sutgect:
O Anglstics. O Amercan Studies
O Automason Engineering O Business Studies
O Computational Linguistes O Gealogy
L[] Geeman Literabure and Linguisses [ Informatics
O Aercspace Enginesnng Mathemat:
O Media Stadies O Mineralegy
[ Physies
O Poltical Economics O Business i

O 203 [ 4048

0O eo-2e O Oider than 88
= 0000000000
= 0000000000

(.

O because it is nportant for my
professional iife.

3. Guestions about the course

| attend the course. . [check as many as appiy)
[ because | am interested in the topee. [ because | need 1o sam the credit
hours.

[ for the preparatan of my sxam.

[0 becsuse e imstructor is really good.

0 for other reasons.

T

DRAFT

TRTIEETL Fage 12

.

Figure 54: PDF Preview
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Click on “Online Preview” to open a preview of the questionnaire for the online survey.

1 2 3
2. Questions about the instructor
The instructor ts always well prepared ) Abstention
The instructor explains even complex topics in a | Abstention
comprehensible way
The instructor handies the technical equipment (video ( Abstention
projector etc ) without any problems.
Please grade the instructor for this course faded ) very good abst

Please give us your feedback about the instructor as
well as suggestions for improvement.

{maximum 200 characters)

Close Window

Figure 55: Online Preview

In the end, close the preview and exit the VividForms Editor by clicking “Save and
Exit” in the upper left corner. You will now be directed to the details of the question-
naire.
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L
w
=
L=

4. Questions about the refectory

The temperature of the meals is.. Very Very Very Very
bad good unimportant important

The freshness of the meals is.. Very Very Very Very
bad good unimportant important

The taste of the meals is.. Very Very Very Very
bad good unimportant important

5. Questions about the studying conditions

Strongly Strongly Abst,
disagree agree

The university is connected to the public transportation
very well,

The technical equipment of the university is excellent.

| got access to the technical resources (computer
centre etc.) very quickly.

Figure 56: Questionnaire Details

Please ensure that your questionnaire is allowed to be used in your subunits, for your
course types and periods. If this is not the case, select the required subunits, course
types and periods in the select boxes at the bottom of the page (use Ctrl + mouse click
for multiple selections) and click [Apply].

You can also open the details of the questionnaire by clicking on the name of the
questionnaire in the questionnaire list.
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4. Paper Based Surveys

When you have created your instructor and course and your questionnaire, you can
now generate your survey. In evasys, two different types of paper surveys are avail-
able: hard copy surveys or cover sheet surveys.

Cover Sheet Procedure

¢ No personal data or survey data on the questionnaire. The form is neutral, which
means it is not assigned to a specific course. The forms are assigned to the course
during scanning with the help of a cover sheet.

e You can use one questionnaire to do surveys for different courses and periods.
e You can mass produce questionnaires.

e You will not have remainders.

evasys Course Evaluation [ evasys
Markas shown: ]88 [J [J [ Please use a ball-point pen or a thin felt tip. This form wil be processed automatically.
Correction [ ] X ] Please follow the examples shown on the feft hand side to help optimize the reading results.
Dear Participant, Subunit: Medicine
We are very interested in your opinion about the course as well as about the university in general. Therefore we would like E
to ask you to take the time, read the_questionnaire thoroughly and complete it. Only your own judgement s important, you
cannot give wrong. Of course, the data is completely anonymous.
1. Questions about you Program of Study: Medicine|Biochemistry|Human
Which gender do you belong to? O Male O Female Biology|Therapeutics
Do you already have a university degree (or a O Yes ONo
degree of another institute in tertiary education)?
Your age? O 18-29 O 30-39 O 40-49 . Ph.D. Kelly Avilla
0 5059 0O 60- O Older than 69 Instructor: v
The grade of your last school graduation? o1 02 0s
04 Os Oe
How many terms have you already studied? &
01 02 O3 Course: Directed Research
04 Os Os
o7 Os Ose
010 aon O More than 11
Main subject: . 02-MED-49870
O Applied Informatics 0O Business Informatics 0 Business Studies ID:
0 Chemical Engineering O Environmental Geology O Geophysics
[ German Literature and Linguistics (] Industrial Engineering and O Logistics
Management s "
[ Mathematics [ Media Studies [ Physics Questionnaires: 47
2. Questions about the instructor
S,
%, . . "
%, T o4, T, Questionnaire: Train_en2
%y, %, %, By
% %, % 2
2, Y, O O % %
T T T 8 8 & % .
The instructor is well prepared. 0000 oaQg m] Number of returns:
The instructor explains even complex topics OO0OOoOagao u]
in a comprehensible way.
The instructor handles the technical equipment OOoooaoao [u]
(video projector etc.) without any problems.
Please grade the instructor for this course: Faled O O O O OVerygood [JAbst
Please give us your feedback about the instructor as well as suggestions for improvement
Thanks for attending the survey and helping us improve the course!
Your Evaluation Commissioner
Signature
FIZ00GUPTPLOVD 2020614 Page 172 et

Figure 57: Cover Sheet Survey

© evasys GmbH 41



Paper Based Surveys

Hard Copy Procedure

e Forms are clearly assigned to a course by means of the questionnaire header and
barcode.
e You can add serial numbers (which means that a set of questionnaires in one
batch cannot be mixed up).
¢ You can scan forms from more than one survey at the same time. The question-
naires will be automatically assigned to the correct survey.
M 1
evasys | Course Evahuation |65 evasys)
)
[res— I I Proeet st & it o T e 1, T v i e prosened suscrnaticnly
Comecsion OomO®D > e

\Wee are very inserested in your opinion about e course as well as about the uriversty in genaral, Therefore we would like
o dsk you 1o 1ake the time, read the questionnaire torcughly and complete it Oaly your own judgement is impontant, you
cannol give wrong. Of course. the dala is completely ananymous.

1. Questions about you
Which gender do you belong ta?

Do you already have a univessity degree {or a
degree of ancther institute in tertiary education)?

amale

i

Yout age?

2
28

The grade of your kast school graduation?

00ooo 0o
®
00oo 0o

it
TNEE F

How many terms have you aiready studied
1

Smmm

00 OoooS

in subject:
[ Applied Informatics Business Informatics

[ Chemical E
O German

ngneering
Literature and Lnguistics.

O Mathematics
2. Questions about the Instructor

The instructoe is well prepaned
In & comgrehe way.

(vicea projecion eic. ) without any problems

The instructor explains even complex fopics.
nsibie
The instructor handies the technical equipment

Please grade the instructor for this course:

:
3
:
H

[ Media Studies

%,
5

9

&

s DO Ocﬁfﬁ.
oo oo f"
oo Dl:‘?ﬁf‘

&
oo Dnaga?ﬂa'&
O 0O 0o #\-

il

0O 000 Ooooo

Piease give us your feedback about the

3. Questions about the course

H
£

for

1 atiend the course... (check as mary as applyy

O because the instructor ks realy good.

O because itis.

professional

e

L

[ because | am interested in the topic. [ because | need 10 eam the credit
hou

impartant for my
Iife.

01 for the peeparasion of my exam 1 for ather reasons.

page 2

-

R P

ol talmy

Figure 58: Hard Copy survey

Select the cover sheet procedure if you want to mass print your questionnaires and if
you want to use them for more than one course. When using this procedure you must
ensure that you are able to assign the correct cover sheet when collecting the sur-
veys.

Select the hard copy procedure when you are not able to ensure that you know in
which courses the forms have been used when they get back to you. With the help of
questionnaire header and barcode these forms can be assigned automatically.
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4.1. Generate a Paper Survey

Open the main menu “Subunits”. Then click on “Generate Surveys” in the left side

@ evasys SUBUNITS ~ QUESTIONNAIRES  SYSTEMSETTINGS  SYSTEM INFORMATION  EXTRAS Q searcr &
Subunits Generate Surveys
Gl Overview O switch to Module Surveys
Central Evaluation 1. Subunit 2, Survey Period 3. Course Type 4. Questionnaire
E Education m Excursion Course_evaluation
E| Generate Surveys [Computer Sciences Spring 2022 Lab Demo_2020
tedicin Show all periods SermaSerminar
LL Display Surveys Office of Administration Seminar DSC_MNPS_und_weitere
IT-Trainings EDU_Basis2
[x] Delete Surveys EVAL_01
Eval_02
5 Tree Structure Eval_04
EVAL_2
. " tioh - 2 =
Instructor 's Optional Questions O Select program of study
Batch Events
5. Course(s)
[ Display Courses Abeyta Arévalo, Rogue ' - " . = +
= , ™ 5 a
X Computer Animation (09-CSC-36432) |5 Paper survey Hybrid (Online + & Online
{i] Scheduled Tasks Allen, Stephanie @ Hard Copy Paper) O PSWOD based
0 Procedure X
== Directed Research (09-CSC-36314) Q Hybrid Survey ;
{5 Datalmport Introduction to Digital Logic (09-C5C-36338) O Cover Sheet _ o Single Fassword
Parallel and Distributed Computation (09-CSC-36309, Procedure O Verific
Data Export Principles of Software Development {09-C5C-36289) O Verification &
Arriaga Zepeda, Cindy, Ph.D. )
Participation Tracking Computer Communications (09-C5C-36329) Al
Cryptography: Secure € ation and G
= Process Scans Discrete Methods in Computer Science (09-C5C-3628 G ST
Generate Sury
Introduction to Computer Science (09-C5C-36337)
Quality Management Introduction Ta VLSI Systems (09-CSC-36495)

Meural Control of Movement: A Computational Persped

Figure 59: Generate Surveys

Select the desired options:
1. Subunits

2. Survey Period

3. Course Type(s)

4. Questionnaire

5. Course(s)

Survey Type: Paper Survey - Hard Copy Procedure or Cover Sheet Procedure

Click [Generate Surveys].
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Hint:

If the desired course or questionnaire does not appear in the list, check if you have
already generated the survey in this period. You cannot create a survey in a period
more than once. If you have not yet generated the survey, please check the follow-
ing:

e Have you assigned the course to a specific period in the course details?

e Is your questionnaire allowed to be used in the selected subunit, for the course
type and period?

The survey you have just created will now be displayed in the survey list of the sub-
unit. You can enter this list by clicking on the name of the instructor or by selecting the
desired subunit, instructor, period and questionnaire in the menu “Display Surveys”.

Computer Sciences: Abeyta Arévalo, Roque

1 Year 2022

Type Name &

Computer Animation (09- In Progress N000 00 % g EVAL_01 Show Questionnaire
CSC-36432)

Figure 60: Generated Survey in Survey List

Click on “Show Questionnaire”.
Please note the personalized header of the PDF questionnaire.

[ 1

evasys FEVOR Questionnaire |&D evasys]
Example University Roque Abeyta Arévalo G/’)
Computer Sciences Computer Animation

Mark as shown: [0 84 (] [ [ Please use a ball-point pen or a thin felt tip. This form will be processed automatically.
Correction: ] M [0 B [ Please follow the examples shown on the left hand side to help optimize the reading results.

Figure 61: Personalized Header

At the bottom of the page the questionnaire shows a 2D barcode which will be used to
identify, assign and process the survey when scanning the forms.

F12080U1134815817P1PLOVO 2022/06/14, Page 1/2

L =) |

Figure 62: Bottom of the Questionnaire
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4.2. Print and Fill in Questionnaires

You can print the questionnaires via the survey list or the survey details.

. Education: Bowlin, Demetrius

Survey Details Print Questionnaire
Year 2022
ame & ocessed Form Report Export Actions
Challenges in Urban Education (06-EDU-72502) 2000 00 % 13 EVAL_O1 Show Questionnaire
Figure 63: Print Questionnaire

Survey Details
[] Survey Challenges in Urban Education

2 Instructor Bowlin, Demetrius
™ Course Challenges in Urban Education
1 Survey Period Year 2022

2 Subunit Education

[F Type Paper based (Hard Copy)

[B Questionnaire EVAL_01
(i Status In progress (ready for data)
5 Survey Created on 2022/06/20 at 09:27:25

Actions Survey Data

Show cover sheet/form in browser Maintenance

(1]
[ SurveyID 307008113

Number of participants for calculating response rate: 17

Finish Data Collection, Close Survey
® Delete Survey
2+ Assign survey to substitute instructor

# Edit/Show notes

Coeons | o

Figure 64: Print Questionnaire in Survey Details

If you have generated a survey with the cover sheet procedure, you must print the
cover sheet in addition to the neutral questionnaire. The cover sheet must be placed
on top of the batch when scanning the forms. It assigns the forms to the survey.

2 Comp i Clark, ¥ h, Ph.D.

] Spring 2022

Type Name & # Forms Processed Form Report Export Actions

1000 00 % 4 [8 Eval_D2 @

Introduction to Algorithms and Theory of
Computing (09-C5C-36290)

Figure 65: Generate Cover Sheet
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The PDF is set by default to the printing option “Actual Size”. You should not change
this setting. evasys is able to process shrunken forms, but you should avoid any
unnecessary changes to the print image.

o — |

Printer:' XPS Document Writer v] [ Properties ] [ Advanced l Help &)

Copies: |1 2

Pages to Print Comments & Forms

®al Document and Markups v
O Current page
Opages |

» More Options

8.5 x 11 Inches

Page Sizing & Handling (&)

[ Size l H:I? Poster l [ @ Multiple

Size Options:
OFit /
(® Actual size

(O shrink oversized pages

[ E Booklet l

[[]choose paper source by PDF page size

Orientation:
(®) Auto portraitflandscape
O Portrait U —

O Landscape e e
Want to print colors as gray & black? @ J

Page 1 of 2

[ Print ] [ Cancel ]

Figure 66: Printing Notice

4.3. General Notes on Printing

e Use white paper (no colored paper) of at least 80g/m?

e Printin Letter / Legal

e Page adjustment is deactivated by default and should not be activated
e Do not copy forms! Questionnaires always have to be printed!

e Pay attention on the printing quality (enough toner, clear printing)
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4.4. Scan Questionnaires

When the questionnaires have been printed and filled in they can be scanned with the
help of a document scanner (recommended) or multifunctional device. The scanning
device must be able to produce files in TIFF format (multipage TIFF).

There are, depending on the system and license, various software options to transmit
the completed questionnaires to evasys for processing.

Scanstation Scanstation light + Scan Upload
evasys Suite Available per default Licensable Add-on
Cloud Standard Licensable Add-on Available per default

Hint: Which way to choose?
Scanstation

With the Scan Station you can remotely control your scanner if it has a so-called
TWAIN interface. If the Scanstation is once configured, the scans are taken directly
from the scanner with the correct settings and uploaded to your evasys for direct
processing. The Scanstation offers extensive configuration options and an optimum
error analysis. With an appropriate document scanner you achieve the best results.

Scanstation light

The Scanstation light is a simple form of the Scanstation with limited configuration
options. If licensed, it can be downloaded directly from evasys and installed on your
local computer. The scans are captured via a connected document scanner and
uploaded to your evasys system for direct processing. The scanned batches are
shown in the "Process Scans" menu in evasys and can be further processed there.

Scan Upload

The Scan Upload function can be selected if your scanned questionnaires are
already available as files and if you do not want or cannot install additional software
on your PC. Besides, you should select this method if your scanning device does
not support a TWAIN interface. When using the Scan Upload you have to ensure
that your scanning device is configured correctly (multipage TIFF, 200dpi, duplex,
black&white mode).

If licensed, both Scanstation light and Scan Upload are available as transmission
paths, which means both variants can be used.

The Scanstation can be operated in addition to Scanstation light and Scan Upload.
However, be aware of the following: A Scanstation light and a Scanstation cannot be
installed at the same time on the same client!

Regardless of the selected transfer method, the scanning device has to fulfill the
requirements for paper processing in evasys. We recommend using scanners which
have the following functions:

e ADF (Automatic Document Feeder)
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e Duplex Scanning (front and back page are scanned at a time)
The scanner has to be configured in the following way:

e Paper format A4/Letter

e Black&White mode

e 200 dpi resolution

¢ Duplex mode

The scanner should use the compression procedure TIFF group 4 b/w resp. CCITT
Fax b/w in order to work with evasys.

Note:
You should adhere to the following rules when scanning your forms:

e Before scanning, please do a quick visual check of your paper questionnaires.
Ensure that on all pages at least three corner stones are visible and undamaged
and that the barcode is not stained, colored or damaged. If more than one corner
stone is missing or if the barcode is damaged, the form cannot be automatically
processed.

e Remove scribbling paper from the questionnaire batch.

¢ |If you have stapled your questionnaires, remove the staples before scanning the
forms. Please cut off the corner neatly and do not remove the staples with the
help of pincers, as this may lead to paper jam in the scanner due to jammed
pages.

e Put the paper into the paper feeder of the scanner. Make sure that it is put
straightly in the feeder.

¢ |If you have more questionnaires than fit into the feeder, scan your forms in sev-
eral batches one after another.

e If you have not used serial numbering, please ensure that you scan your forms in
the correct order so that the questionnaire sets are kept together. If multipage
questionnaires have been mixed up and you have not used serial numbering,
the datasets cannot be held together correctly. This does not affect the overall
result of the survey, but it affects further subgroup analysis.

e Clean your scanner regularly.

e Check the state of the rubber roles.

Hint:

Before printing and distributing a large amount of questionnaires, always make a
test scan in order to check if your scanner is able to produce suitable TIFF files for
evasys.
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4.5. evasys Scanstation

In general, the evasys Scanstation is installed on the client PC which is connected to
the document scanner. It controls the scanner and transfers the scanned images to
the evasys server. The evasys server communicates back to the Scanstation and
delivers information on batch processing.

<¢# evaexam Scanstation V3.6 —_ 4

&) evasys Scanstation

Status information
Settings Manual

ready
Processed batches: 0

§can Processed pages: 0
Stopped batches: 0

Remaining volume: 2000
Job Created Pages Status

Figure 67: evasys Scanstation

4.5.1. Scanner Settings for the Scanstation

The Scanstation is already configured during installations, which means that the cor-
rect settings are already defined. To check the settings, start the evasys Scanstation,
click on the button [Settings], enter the password (by default “evasys”) and click the
button [Test Scan] in the “Scanner” tab.
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e Settings (3]

[ Scan Destination Scanner General Settings I VividForms Reader ]

Scanner

@ Scanner
() Existing files
C:AProgramD ata'\Electiic Paper\EvaSys Scanstationharchive

Delete the source files

Settings

(] Always show driver settings dialog before scanning

Test scan

Automatic batch creation

] Create automatic batches from the TIF-files of a source directory

C:\ProgramD ata\Electric Paper\E vaSys Scanstation Processing specifications

Batch processing
"] Suspend the processing of VividForms batches before transmitting the data for checking

(V] Stop pracessing if unrecognized pages are found, so as to verify dataset consistency.
(V| Display error status for batches with 100% NonForms in the Scanstation.
"] Process pages in &3 format as two single pages in 44 format.

V] Automatic Blank Page Remaval

The recognition of blank pages depends on the Tif file size of the page in byte. Remove all pages of the
batch with less than:

2800 Byte

[ oK J [ Manual

Figure 68: Scanner Tab

A scanner specific dialog opens where you can check the settings.
The correct settings are:

e Black&White mode

o Paper Size A4 / Letter

e Resolution: 200 DPI

e Duplex scan

e Brightness: Threshold slightly darker than the average

e Automatic Corrections should be deactivated
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4.5.2. Scanning Process

Start the evasys Scanstation and put the filled in questionnaires into the feeder of the
scanner. When using the cover sheet procedure, the first sheet of the batch has to be
the cover sheet. You should only scan forms from one cover sheet survey per batch.

When using the hard copy procedure forms of more than one survey may be in one
batch. You should never mix up cover sheet and hard copy surveys.

Click [Scan].

<¢# evaexam Scanstation V3.6 - X

&) evasys Scanstation

Status information
Settings Manual

ready
Processed batches: 0

§can Processed pages: 0
Stopped batches: 0

Remaining volume: 2000
Job Created Pages Status

Figure 69: Start Scan

After having scanned the forms a message appears. We recommend scanning not
more than 200 pages per batch. You can process surveys in several batches without
any problems. Click [Finish batch] to initiate the image files transfer to the evasys
server.
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P ™~

s Scanning process completed

X

\?/ You have scanned 6 pages. Would you like to continue scanning pages from this
batch, release this batch for further processing, or discard it ?

Continue scanning ] [ Discard batch ] [ Finish batch ]

Figure 70: Scanning process completed

By releasing the batch all scanned images will be transferred to the VividForms
Reader for processing. After processing the images, the VividForms Reader will trans-
fer the data to the evasys server.Scanstation light

Open the menu “Process scans” in the “Actions” menu and click on the image labeled
“Scanstation light”. Now the setup file for the scanstation software will be downloaded.

i e
\"/.’\_"5’ CREATIVE SUBUNITS ~ QUESTIONMAIRES  SYSTEMSETTINGS  SYSTEM INFORMATION  EXTRAS

Subiuhits Process Scans
Please choose between Scan Upload and Scanstation light:

Central Evaluation
Scan Upload Scanstation light

=3
Scanstation

[E—
=0 =

Figure 71: Selecting the Scanstation light

A download message is shown. Please start the download by clicking [OK].
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-

Message from webpage

The Scanstation light will be downloaded.
l . Please save the file and run the setup.
Do not change the predefined file name,

Figure 72: Download Message

Note:

Do not change the file name of the downloaded setup file, as your configuration set-

tings are encoded in the file name. If you change the file name, the scanstation will
not be operable.

Run the setup. After the installation, the Scanstation light can be started.

i Scanstation light /3.6 (o] @ (=

Scanstation
light

[ Status information

Settings ]
ready
Processed batches: 0
Scan Processed pages: 0

Figure 73: Scanstation light

Settings in the Scanstation light
Click the [Settings] button to open the settings menu for the Scanstation light.

The settings menu has two tabs: Scanner and General Settings.
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Scanner Tab

In the Scanner tab you can configure the scanning device. Besides, you can activate
automatic archiving of the scanned batches in a local directory.

o Settings
I Scanner [ General Settings }
Scanner
© Scanner Select Scanner
~—
ge
() Existing files

C:\ProgramD ata\Electiic Paper\EvaSys Scanstation light\archive

Delete the source files

Settings

[V] Always show diiver settings dialog before scanning

| «—— Scanner Settings

Test scan

Archiving
|| Store a backup copy of the batch in the archive directory

Archive directory:
C:\ProgramD ata\Electric Paper\E vaSys Scanstation light\archive B

[V] Also save backup copies of existing files

[¥] Also save backup copies of automatically created batches

Archive scanned batches

Figure 74: Scanner Tab

The document scanner should be installed before you start the Scanstation light. Via
the button [Change] you can select the scanner.

54 © evasys GmbH



Paper Based Surveys

Note:

The scanner must have a TWAIN interface. It must be able to produce group 4 com-

pressed multipage TIFF files, 200dpi, black&white mode, and duplex scan should

be available. Most of the document scanners will be able to produce such files.
After you have selected the scanner, you can configure it via the button [Test scan].

The settings dialog looks a bit different depending on the scanning device. If in doubt,
consult the scanner documentation.

The following settings are important:
e Color: Black&White (b/w)

e Resolution: 200dpi

e Page size: DIN A4

e Duplex

e Lightness slightly darker than the medium value

Further scanning options such as automatic page scaling etc. should be deactivated.

Scanning with the Scanstation light

Put the questionnaires into the feeder of your scanner. Then start the scanning pro-
cess by clicking the button [Scan] in the Scanstation interface.

i Scanstation light /3.6 [ B |3

Scanstation
light

Status information

[ Settings }
ready
Processed batches: 0
Scan Processed pages: 0

Figure 75: Start Scanning Procedure
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After the scans of a batch have been scanned you are asked if you wish to scan more
questionnaires (if, for example, not all pages fit into the feeder), if you wish to delete
the batch (if, for example, there was a double feed or paper jam), or if you wish to
release the batch (if everything went fine).

P —

. Scanning process completed | 3|

) ? / You have scanned 6 pages. Would you like to continue scanning pages from this
R batch, release this batch for futher processing, or discard it ?

Continue scanning] [ Discard batch ] [ Finish batch

Figure 76: Complete Scanning Procedure

Do not scan too many pages within a batch. We recommend not to scan more than
200 pages within a batch.

If the batch has been successfully uploaded, this will be shown in the status informa-
tion. The systems indicates how many batches and pages have been processed.
Blank pages are removed automatically.

k. Scanstation light V3.6 o] @ =

Scanstation
light

= Status information
| Settings
Batch was uploaded successfully.

Processed batches: 1
Scan Processed pages: 12

Batch successfully scanned
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4.6.

Scan Upload

The Scan Upload can be also accessed in the menu "Subunits/Process scans".

SYSTEM INFORMATION

Scan Upload

EXTRAS

Please choose between Scan Upload and Scanstation light:

reviously scanned
mage 1o open the

Select Scan Upload, if you are not allowed to install software on your

computer, if your scanner does not support TWAIN or if your computer does

dows®. In this case, the scans must be created by your

scanner in the required format (multipage TIF, 200 dpi, black&white,

gﬁ CREATIVE SUBUNITS QUESTIONMAIRES SYSTEM SETTINGS
Subunits Process Scans

Overy
Central Evaluation
@
T —
£
g  Tree Structure

Instructor 's Optional Questions

Batch Events
— Display Courses

2 Tasks meny
) DatalImport
Use Case

Jata Expor

Participation Tracking not run on

Process Scans duplex),

Expand permanantly

@ oo
Scanstation light
[pop=sse—— |

Scanstation

_— o
-
— [}

Scan L— [

the image to d

the Scanstation lig con seanner, A

o0 light an 110 yours scanning,
barches can be checked and processed in the menu “Process scans®,
Use Case

Select Sca

tion light, if you are allowed to install software on your

computer, if your scanner supports TWAIN and if your computer runs on
Windows®, The Scanstatien light has to be configured on first use. Then it
will control the scanner and the data transfer process 1o the evasys system,

Thereby, the error rate of the scanning process is minimized.

Figure 77: Start Scan Upload

Scan your questionnaires with your document scanner and produce a TIFF file.

Click the button [Browse...] and select the TIFF file of the questionnaires you want to
upload to the system. Click [Process new batch] to upload the file and start processing
the forms.

Process Scans

Scan Upload

Mo file selected.

Process new batch

Scanned Batches

Refreshin 13s

Created Source Survey Questionnaire Pages [Status

@ 2022/06/09 N 4
at13:58:26

» Waiting for processing

Note: The list will be automatically refreshed every 30 seconds. Please, click on "Refresh in ..." to reload the list manually.

Show hidden batches | Advanced Settings

Figure 78: Upload scan
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The file will now be uploaded. At first, the status “Waiting for processing” will be
shown. When the forms have been recognized by the system, the status will change
to ,Processing finished®.

Process Scans

Scan Upload

Mo file selected.
Refreshin 13s

Scanned Batches

Created Source Survey Questionnaire Pages [Status
@ 2022/06/09 E3 2_frain-en 4 > Processing finished
at 13:58:26

Note: The list will be automatically refreshed every 30 seconds. Please, click on "Refresh in ..." to reload the list manually.

Show hidden batches | Advanced Settings

You are currently using the Scan Upload. If you want to use the Scanstation light instead, please click here.

Figure 79: Processing Finished

Note:

Please keep a backup of your TIFF files and do not delete them immediately after
uploading. This way, in case of problems you will later be able to upload the files
again without having to scan the paper sheets a second time.

If there have been issues when processing the forms a message will be shown in the
status window. In the figure below a batch was moved to the NonForms folder
because the forms could not be recognized.
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Process Scans

Scan Upload

Mo file selected.
Refreshin 13s

Scanned Batches

Created Source Survey Questionnaire Pages |Status
@ 2022/06/09 9 4 » Batch moved into
at 13:58:26 MNonForms folder
@ 2022/06/09 8 Evaluation 101 2_train_en 4 » Processing finished
at 13:58:26

Note: The list will be automatically refreshed every 30 seconds. Please, click on "Refresh in ..." to reload the list manually.

Show hidden batches | Advanced Settings i

You are currently using the Scan Upload. If you want to use the Scanstation light instead, please click here.

Figure 80: Scan Upload Error

When clicking on a status message (marked by the pencil icon “Edit”) an error
description will be shown. In this case, the system could not find any valid forms (only
so-called NonForms). It is possible to view these invalid forms by clicking the button
[Show NonForms]. You can then discard the batch and delete it without processing.

Identifier: WEBSCAN_220621_171019_62b1df5b7e132
Current status: Batch moved into NonForms folder (1240)

Created on: 21.06.2022 at 17:10:19

Total number of pages in batch: 8

A NonForm is a scanned page that is not recognized as a questionnaire.

Number of NonForms: 8 View NonForms

Proceed

® cancel batch Back

Figure 81: Batch Information

4.6.1. Advanced Settings of the Scan Upload

If the scanning device cannot be configured in a suitable way and if your scans are too
light or dark or cannot be created in black & white mode, then you can adapt the OMR
thresholds and the processing mode in the advanced settings of the Scan Upload. To
do this, click [Advanced Settings].
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Process Scans

Scan Upload

Mo file selected.
Refreshin 13s

Scanned Batches

Created Source Survey Questionnaire Pages Status
@ 2022/06/09 =N 2 train_en 4 v Processing finished
at 13:58:26

Figure 82: Open Advanced Settings

By adapting the OMR thresholds you can optimize the reading results for too light or
dark scans. If your scans are too light or dark, select the corresponding option from
the drop-down list.

If the scanning device is not able to produce black & white images, you can switch to
grayscale processing. This should only be done if there is no way to configure the
scanner for black & white scanning. In this case, activate the corresponding option
and set the brightness manually. Check the results with the help of a test scan.

Process Scans - Processing grayscaled images

The automatic reading of checkboxes (OMR) is by default optimized for
scans with an average brightness. If your scanner produces very light
or dark images, you should first try to optimize the brightness in the

OMR Threshold: MNormal Scan v

scanner settings so that checkmarks are clearly visible, If the
brightness cannot be set correctly in the scanning device you can use
the drop-down menu on the left to adapt the default settings for OMR
recognition. For very light scanning results select "Light Scan”, for very
dark results select "Dark Scan". The forms are then processed using
the corresponding OMR thresholds.

O Allow processing of grayscaled images: We generally recommend the use of the black and white mode for
processing questionnaires. Should the scanner not allow you to set the
: ' brightness of the black and white image and forms cannot be
recognized reliably, you may switch to gray scale processing. Please
— check the results by means of a test scan. Please be aware that with

grayscale processing, the data volume increases significantly and
uploading TIF documents will take longer.

Figure 83: Advanced Settings of the Scan Uploads

Note:

These settings should only be adapted in case of absolute need. Please always try
to configure the scanner first.
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4.6.2. Change the Transfer Method

You can change the transfer method of your scanned paper forms at any time. To do
this, click on the link below the batch list. You will then be redirected to the selection
page for the transfer method.

Process Scans

Scan Upload

Mo file selected.
Refreshin 13s
Process new batch

Scanned Batches

Created Source Survey Questionnaire Pages Status
@ 2022/06/09 ER 2_frain-en 4 » Processing finished
at13:58:26

Note: The list will be automatically refreshed every 30 seconds. Please, click on "Refresh in ..." to reload the list manually.

Show hidden batches | Advanced Settings

You are currently using the Scan Upload. If you want to use the Scanstation light instead, please click here.

Figure 84: Change the Transfer Method

5. Online Surveys

In evasys there are two different kinds of online surveys: PSWD based online surveys
and single password online surveys.
PSWD Based Online Survey

A PSWD is provided for each participant. This PSWD can be either printed and distrib-
uted to the participants or sent by email. The PSWD based online survey is character-
ized as follows:

¢ Individual passwords

e Defined number of participants

e Participants can only take part once (afterwards participation PSWD becomes
invalid)

Single Password Online Survey

A general password is used for the whole survey which can be distributed to all partic-
ipants. It can be opened as a QR code and, for example, be published on a flyer or
poster. The single password online survey is characterized as follows:

e General password (5-25 characters)
e Any number of participants
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e Participants could take part multiple times

Select the PSWD based online survey if you know your group of participants and if
you want to guarantee, that every participant fills in the form only once.

Select the single password online survey if you want to reach a large group of partici-
pants even without knowing the individual people and if you can accept that a partici-
pant might fill in the form twice.

5.1. Generate an Online Survey

Open the main menu “Subunits”. In the left side menu select the option “Generate
Surveys” and select your subunit, survey period, course type, questionnaire and
course. Select “PSWD based” and click [Generate Surveys].

Generate Surveys

O switch to Module Surveys

1. Subunit 2. Survey Period 3. Course Type 4. Questionnaire
Education Year 2022 Lab Sa mT)ls_l
Computer Sciences Spring 2022 E  sanuee
Medicine Show all periods Seminar SAT2PP
Office of Administration Testbow
train_3

Train_8.2
Train_en
Train_enl

0O select program of study

5. Course(s)
Dos: Johis (5] Paper surve Hybrid (Online + Paper) % Online
Evaluation 101 (Eva-10130) LA Y y P
Harwood, Donna O Hard Copy Procedure O Hybrid Survey @ PSWD based

Web Design/XHTML 1 (DEMO171)
Hernandez, Carlos

Introduction to the New Economy (DEM0O100) O verification All O Use Time Control

Legal environments (DEMO110)

Organizational Ethics (PHIL140)

Personal financial planning (DEMO120)

Sociology 101 {DEMO105)
Huddle, Grace enerate Surveys

Human Resource Management (DEMO104)

Leadership Development (LDRSHP140)

Organization and Management (DEMO101)
Meyer, Richelle

O single Password based

O Cover Sheet Procedure O ver

Figure 85: Generate Online Surveys

The survey will be displayed in the survey list..

2 IT-Trainings: Doe, John

7 Year 2022
Type MName & Status # Forms Processed Form Report Export Actions
Evaluation 101 In Progress 000 00 % EALtrain_en Show PSWDs ®
(Eva-10131D)

Figure 86: Online Survey in Survey List

Click “Show PSWDs” to open a PDF file containing the passwords for the survey.
These passwords can now be distributed.
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Mobile Access

Computer Access
This PSWD allows you to participate in an online survey.
Please use a web browser to open the following web
address:

e e

TFPLV

Prof. Dr. Adam Smith - SS14 - History of liberalism

Your PSWD:

Mobile Access

Computer Access

This PSWD allows you to participate in an online survey.
Please use a web browser to open the following web
address:

Y Yo athost L We e

vourrswp:  2G89R

Prof. Dr. Adam Smith - SS14 - History of liberalism

izt = |

Mobile Access Computer Access Mobile Access Computer Access Md
This PSWD allows you to participate in an online survey. This PSWD allows you to participate in an online survey.
E E Please use a web browser to open the following web E E Please use a web browser to open the following web n
address: address:
= -
-, hp Mocal b M ocaihost casschmate onbne L
Figure 87: PSWDs
5.2. Send PSWDs
. IT-Trainings: Doe, John
Year 2022
lame & Status # Forms Report Export Actions
Evaluation 101 In Progress Show PSWDs

(Eva-1013D)

000 00 % l A train_en

Figure 88: Send PSWDs

If you click the envelope symbol you can send the PSWDs directly to your partici-

pants.

A warning message opens stating that the email delivery will start. When clicking [OK]
a mask opens where you can enter the participants email addresses. The email
addresses have to be entered below one another and not in a row as each participant
receives his/her own email with an individual PSWD.

The addresses can be inserted by copying them from an Excel file. You can adapt

sender name and email address.
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Send PSWDs by email to respondents

Survey: Software Management and Economics - Instructor: Bell

There are 28 PSWDs available.

Language: French ~
Recipient:  john.doe@example.de

amiller@example.de
marthsmith@example.de

Sender (name):  evasys Admin

Sender (email): admin@example.com

Figure 89: Email Input Mask

After clicking [Submit] the mailing window will open.

Here you can change the email text. Please do not delete the placeholder
[DIRECT_ONLINE_LINK] as it will be automatically substituted by the link and pass-
word to the survey. If you delete the placeholder, people will not be able to take part in
your survey!

Click [Check emails] to check if the syntax of all entered email addresses is correct.
Click [Send Email] to finally send the emails. Do not close the window until the button
[Close] will be presented. Otherwise you will interrupt the mailing process.
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Edit Email Text:

Subject: Online survey
YRIBIUSXKX|E=EE
Font Vv | Size

small M

Egy B IR HE

Av B

This email entitles you to respond to an online survey. Please follow the link to open the guestionnaire

e S s & o

E

Note: This email has been created automatically. The password indicated in this E-MAIL cannot be traced to you. Your
responses are guaranteed anonymous.

Ne.

o 0 3 o0 !

Email List

Email
sophie.butler@example.com
joshua.buckland@example.com
sue.nolan@example.com
dorothy.butler@example.com
justin.russell@example.com
abigail.hart®example.com
angela.chapman@example.com
irene.reid@example.com

nicholas.graham®@example.com

Send Email

Status

Check Emails for Correct Syntax
Check Emails for Correct Syntax
Check Emails for Correct Syntax
Check Emails for Correct Syntax
Check Emails for Correct Syntax
Check Emails for Correct Syntax
Check Emails for Correct Syntax
Check Emails for Correct Syntax

Check Emails for Correct Syntax

Figure 90: Edit Email Text & Check Emails

© evasys GmbH

65




Online Surveys

5.3. Generate more PSWDs

In case the number of PSWDs should not be sufficient, you can create more PSWDs
in the details of a survey (which can be accessed by clicking on the name of the sur-

vey).

Survey Details

Survey Advanced Mobile Devices and Game Consoles
Instructor Bell, Clyde
5 Course Advanced Mobile Devices and Game Consoles
= Survey Period Year 2022
1 Subunit Education
& Type Online (using PSWDs)
No. of PSWDs 47 of 52 PSWDs are still available
8 Questionnaire EVAL_01
(D) Status In progress (ready for data)
9 Survey Created on 2022/06/15 at 17:25:06
Actions

Show PSWDs in browser

Receive PSWDs by email

Send PSWDs by email to respondents
Download PSWDs in CSV File

! Send reminder to respondents

Generate more PSWDs: 0

Number of participants for calculating response rate: 52

Accapt
Preview online survey

Online template: Design Template d OK

3 Online Layout: Use questionnaire default v

Evaluation for participants:  Use questionnaire default v

H
=

Scheduled Tasks

Figure 91: Generate more PSWDs
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5.4. Scheduled Tasks

With time control you can automate the procedure of online surveys. Time control can
be activated when generating the survey or later on in the survey details (via the
option “Scheduled Tasks”).

Generate Surveys

O switch to Module Surveys

1. Subunit 2. Survey Period 3. Course Type 4. Questionnaire
Education Lab Testbow
Computer Sciences Spring 2022 train_3
Medicine Show all periods Seminar Train_8.2
Office of Administration train_en
Train_en

Train_en2
train_en3
train_end

O select program of study

5. Course(s)

WEphaitoy WS, Bt
Harwood, Donna O Hard Copy Paper) @® PSWD based
Web Design/XHTML 1 (DEMO171) Procedure O Hybrid Survey O Single
Hernandez, Carlos O Cover Sheet 5 g Password
Introduction to the New Economy (DEM0O100) Procedure O Verification based
Legal environments (DEMO110) O Verification Al v Us_e Time
Organizational Ethics (PHIL140) = - Control
Personal financial planning (DEMO120)
Sociology 101 (DEMO105)

A 4
Huddle, Grace
Generate Surveys
Human Resource Management (DEMO104)

Leadership Development (LDRSHP140)
Organization and Management (DEMO101)
Meyer, Richelle

Figure 92: Activate Time Control (Scheduled Tasks)
You can configure four different actions:

PSWD to respondents

Here you can define a date when the passwords are supposed to be automatically
sent to the participants.

Online survey reminder

You can define a date when the system will send reminder emails to participants who
have not yet taken part in the survey.

Response Rate Notification

The system can send an automatic notification to one or more persons in your system,
if the survey has not reached a defined response rate at a certain time.
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Finish survey

You can define a date when the survey will be closed. After this, it is no longer possi-

ble to participate. If you would like to, the PDF report can be sent automatically to the
instructor.

Scheduled Tasks
Evaluation 101 (Train_enl, Year 2022)
® 1. PSWD to respondents Deactivated
O 2. Online survey reminder Deactivated
O 3. Response Rate Notification Deactivated
O 4. Finish survey Deactivated
Date: O Inform the course instructor about the dispatch.

(Please use the text template “Motification to the instructor about the survey

Note: Please note that due to the execution start” for this task. It can be edited in the “Text Templates” menu.)

of additional tasks, there could be small
delays in processing.

Sender (email): Sender (name): Recipient (max. 23}
admin@example.com evasys Admin
Reference:

Online survey

Text:

¢WIBIUsxXliE=sss==s=|# B8 7RO

Schriftart v Grofie ~

Av B
You can edit the text.
Do not remove the placeholder

DIRECT_ONLINE_LINK] [Server] and [PSWD] or
[DIRECT_ONLINE_LINK]! -

Note: Merging of scheduled emails Is activated, so the guestionnalre uses the default text template {or the system-wide template). Changes o

10 the text template displayed here will be ignored.

F

igure 93: Scheduled Tasks
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6. Hybrid Surveys

Hybrid surveys are combined paper and online surveys. The participants can decide
whether to fill in the paper form or take part online. It is guaranteed that every partici-
pant can only take part once in the survey.

6.1. Prepare Questionnaire

To conduct a hybrid survey you must add the placeholders [PSWD] and [SERVER] to
your questionnaire header. These placeholders are then substituted by the password
and URL to the online survey. If you would like to, you can substitute the logo in the
questionnaire header with a QR code.

Note:

It is important to extend the placeholder [SERVER] across both columns of the
questionnaire header so that the server address will not be cut off.

- ‘ | I | [ORGANIZATION] [AUTHOR]
Placeholder Wizard
— Form header settings
ole =
Number of lines 3 v
— Define Placeholders
Default Placeholder: [SURVEY]
Please choose a placeholder and/or individualize the form header. ol
Placeholder: ' !] ﬁ@ further...
(= Online Participation Server: [SERVER] O
| Participant Placeholder : First Rama: 7
(]
.~ | |Placeholder across hoth (Note: The placeholder in the other column of this line will be deleted
= columns: automatically.)
25
=1 oloue Level. arTesmnarn OSopnomuoe
s | ! l M<eaninr Mzradn

Figure 94: Placeholder for Online Server
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Online Participation Server: http://192.168.241.128/evasys/online/

Password: 5GQAUZ

| EvaSys | Course Evaluation Hybrid [ @ EtectricPaper |
EvaSys Academy Donna Harwood
Department Training EvaSys User Types

Mark as shown: OB 0 O [ Please use a ball-point pen or a thin feit tip. This form will be processed automatically.
Correction: ] M 0 & [ Please follow the examples shown on the left hand side to help optimize the reading results,

Figure 95: Hybrid survey Questionnaire Header

6.2. Generate a Hybrid Survey

In the menu “Subunits / Generate Surveys” you can generate your hybrid survey.
When clicking the [Generate Surveys] button, a warning message is shown which
reminds you to check that your questionnaire has to contain the placeholders [PSWD]

and [SERVER].

Office of Administration
Train_en

Meyer, Richelle
How to Survive College - Study Skills (DEMO106)
Starting your Own Business (LDRSHP144)

Tima Manadamant (MEMMAT N2

Generate Surveys
O switch to Module Surveys
1. Subunit 2. Survey Period 3. Course Type 4. Questionnaire
Education Lab Testbow
Computer Sciences Spring 2022 train_3
Medicine Show all periods Seminar Train_8.2
train_en

Train_en2
train_en3
train_end
O select program of study
5. Course(s)
[£] Paper survey % Hybrid (Online + & Online
Hernandez, Carlos O Hard Copy Paper) O PSWD based
Introduction to the New Economy (DEMO100) Procedure @® Hybrid Survey O si
Legal environments (DEM0110) O Cover Sheet glans%elg Password
Organizational Ethics (PHIL140) Procedure O verification .
Personal financial planning (DEMO120) O verification Al v D éjgit:éﬂm
Sociology 101 (DEM0O105) :
Huddle, Grace Al v
Human Resource Management (DEM0104)
Leadership Development (LDRSHP140) G ]
Organization and Management (DEM0O101)

Figure 96: Generate Hybrid Surveys
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6.3. Print Hybrid Surveys

Hybrid surveys are printed by means of serial printing. You can print a PDF file con-
taining the questionnaires for all participants. Each set of questionnaires has its own
PSWD and its own barcode.

To print the forms, open the menu “Batch Events” in the main menu “Subunits”. Select
the option “Print Cover Sheets / Forms” and select your subunit, period, course type,
questionnaire and course.

Subunits
Overview
Central Evaluation
Generate Surveys
Display Surveys
Delete Surveys

Tree Structure

"_’ CREATIVE SUBUNITS QUESTIONNATRES SYSTEM SETTINGS SYSTEM INFORMATION EXTRAS

Instructor s Optional Questions

I'—' Batch Events

T} Display Courses
Y Scheduled Tasks
L) Datalmport
Data Export
Participation Tracking
- Process Scans
Quality Management
1% Quality Management Dashboard
1 QM Report Dispatch
OM Natification

Expand permanently

Do

Batch Events

@ Print Cover Sheets | Forms O Print PDF reports
O Send Cover Sheets / Forms O Send PDF reports
© send PDF reports as instructor profiles

Hide surveys with documents which have already been sent
Hide surveys with existing data

1. Subunit 2. Survey Periad 3. Course Type 4. Questionnaire
Education evaL ol |
Spring 2022
Medicine

O select program of study

5. Course(s)
Abeyta Arévalo, Roque

Computer Animation (09-C5C-36432)

O Print only master versions of cover sheets and
questicnnaires

Note: VividForms hybrid surveys are not considered

® Create complete sets of questionnaires based on number of
participants

25 Default value, if enroliment information is missing

Add serial number for automatic sorting

Figure 97: Batch Printing of Hybrid Surveys

Select the printing option “Create complete sets of questionnaires” and click
[Request]. You will be forwarded to an overview on the print job. The number of ques-
tionnaires equals the number of PSWDs available for this survey. If you need more
questionnaires, you have to generate further PSWDs in the survey details.
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Questionnaire batch print

£ Computer Sciences: Abeyta Arévalo, Roque

Select all

Croges | e |

(£ Year 2022
No. of
MName Form Already printed Participants Copies
Computer Animation MEVAL_01 [0 35 35

Pages to print: 70

Figure 98: Questionnaire batch print

When clicking [Request] the PDF file will be created. You can print and distribute the
forms.

(@[]

-

EvaSys [ Course E ion Questionnaire

= What is your gender? Om of
i What is your age? 0O 1820 0 20-39 0 4049
- O s0-50 0O so-82 [0 Older than 69

r = - What is your age? w 0000000000
g inininininnininin

2 What is the grade of your last school graduation? W0, 30, 10, 4
1 B St

w—'

Example University Prof. Dr. Adam Smith

Business Studies
Online Participation Server: http://192.168.241.128/evasys/online/
Password: MEUSX

Introduction into macroeconomics

Mark 3s shown: OB O[O Piease use a balk-point pen of 3 thin feit tp. This form wil be processed automatically.
Coection: O WO X O Piease toiow the exampies shown on the it hand side to halp optimize the reading results.

Dear Participant,

We are very interested in your opinion about the course as well as about the university in general. Therefore we would like to
ask you to take the time, read the questionnaire thoroughly and complete it. Only your own judgement is important, you cannot

give wrong. Of course, the data is completely anonymous.

1. Questions about you

How many terms have you been studying so far?
01 02

Figure 99: Batch Print PDF

When processing the paper forms, evasys will only consider questionnaires whose
PSWD has not yet been used. When a paper form has been scanned the correspond-
ing PSWD will be invalid. This way it is ensured that each participant can only take

part once.
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7. Analysis

If you want to open the analysis of your survey, open the menu “Display Surveys” in
the main menu “Subunits”.

([ CREATIVE c_._,.,a.....;..v, svite

Subunits Display Courses

Central Evaluation

List of courses

Figure 100: Display Surveys

Select the relevant subunit, instructor, period and questionnaire and click [Show]. The
survey will then be displayed in the survey list.

7.1. Open HTML Report or PDF Report

The HTML or PDF report can be retrieved either in the survey overview or in the sur-
vey details.

) Spring 2017 Send Result
Tor . Form

e MName Status # Forms Processed \ Report Export Actions
Challenges in the Forefront of Biomedical Data available 3015 88%  2016/06/1  E4[F Train_en2 y - @

Ethics (02-MED-49881) \ 4] / k

Survey Details PDF Report HTML Report

Figure 101: Download and Send Reports

The HTML report offers a first look into the general evaluation results. In addition, you
can filter the results directly by simply clicking on the respective answer options and
thus carry out an initial analysis. Further information can be found in the evasys User
Guide.
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Example University

Computer Sciences

Stephanie Allen

Directed Research

Results - Directed Research

O Tabular report

Responses

I Reached '__\\
[ Missing 5
R

Response Count: 35 of 80

1. Questions about you ~

Which gender do you belong to?

Male | 0%
Ferale. | 1

1} 20 40 &0 80 100

Your age?

1829 | 0%
30-39 s
a0-43 W4
so-59 [ 12
60-59 | -7
Oider than 69 |G :-:

1] 20 40 &0 &0 100

n 26

Do you already have a university degree (or a degree of another institute in
tertiary education)?
Yes | 0% n 28

No. I 1(0::

a 20 40 60 80 100

The grade of your last school graduation?

1 | 27

Figure 102: HTML-Report

The PDF report contains the answers to closed and open questions of your question-
naire. It can be comprehensively configured to your needs (see chapter A 7.2. “PDF
Report Settings”) and it can be automatically dispatched.
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Clyde Bell, Advanced Game Projects

Clyde Bell

Advanced Game Projects (09-CSC-36324)
No. of responses = 186

Overall indicators

)

1 2 3 4 5 &
V=5

Global Index S ) R o

_ : 1 2 3 4 g [ .
Questions about the instructor [ [ — — oo

: 1 2 3 4 5 [ »
Questions about the course [ | ——] - Sevesa

N 1 2 3 4 5 2] .
Questions about the refectory [ ] I — - i

: 7 o 1 2 3 4 5 [ s
Questions about the studying conditions [ i | —F—] - i 8

SUmey Results

Legend Relative Frequencies of answers  Std. Dev. Mean Madian

5 0% 5% 25% 25% 5% 0% |
Question text Lettpole T — 3 e Right pole i

L) md=Madian
dev.=Std. Dev.
ab.=Abstention
&
Scale Histogram E
\Clmllty index
Description of quality symbol Mean value is below the 3 Mean is within the range of Mean value is within the
P QuaKty sy &l quality guideline. i tol?uralr)ce for the quality quality guideline.
guideline.

Figure 103: PDF Report in Adobe Reader
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Survey Details

[ Survey

& Instructor

= Course

5 Survey Period
2 Subunit

[E Type

[ Questionnaire
(1) Status

i1 Survey Created on

[# No. of Returns

Actions

“ Restore Survey

® Delete Survey

(7 Last data collection On

Show cover sheet/form in browser

Challenges in the Forefront of Biomedical Ethics
Avilla, Kelly, Ph.D.

Challenges in the Forefront of Biomedical Ethics
Spring 2017

Medicine

Paper based (Hard Copy)

Train_en2

Data available, report available

2016/06/10 at 10:53:05

2016/06/10 at 10:54:01

15 of 17 course participants (Response Rate 88 %)

Survey Data

= Results in HTML format

German i Comparison Report
. None selected v
Number of participants for calculating response rate: 17 Results in PDF format
m EvaSys PDF report ~
Finish Data Collection, Close Survey E German ¥

@ Raw datain SPSS format

Codebook

Figure 104: Generate PDF Report in Survey Details

If you would like to, you can also send it to the instructors by email.

Furthermore, the raw data of the survey can be downloaded as a CSV or SPSS file.
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7.2. PDF Report Settings

In the menu “System Settings / Report Settings” you can adapt the layout and content
of the PDF report. You can create different versions of the PDF report, for example a
short and easy version or a complex and detailed report.

¢ » CREATIVE

SUBUNITS

Tools
[8] Text Templates

[ Documents

Report Settings

@  Online Templates
Configuration
evasys Settings
Define Tree Structure

[ Course Types

QUESTIONNAIRES SYSTEM SETTINGS SYSTEM INFORMATION EXTRAS

Report Settings

= Administration of PDF reports

Description User
EvaSys PDF report Adams, John
Extended Report Adams, John

Report (Arabic) Adams, John

PDF Report Plug-ins

Description: File name: Mof

Do

LS

e selected, Browse... Save

1 Periods

Figure 105: Report Settings

Only the administrator is allowed to configure the default evasys PDF report. Subunit
administrators are only allowed to copy the report and work on the copy.

Report Settings

= Administration of PDF reports

EvaSys PDF report Adams, John &3 1
Extended Report Adams, John =4 ®
Report (Arabic) Adams, John (5 o ®

Figure 106: List of Report Plug-ins

In the column “Configuration” you can rename the report, adapt the layout and con-
tent. If you click on the icon, the report editor opens. Here you can make general set-
tings as well as settings related to the individual report elements. For all settings the
effect is described in the column on the right.
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lisl s0ve | e
POF Reports Details
am ";:‘::’ ::::;5 peage jed Report | Report El & Settings |
General Settings
Position Show  Element
1 e O coverLemter
2 NP Repart Header
3 Y H r Overview
& LA O Kemed indicators Overview
5 bt O oualityGuidetine Ovenview
& L Single Question Analysis
7 Lot O Lasge Histograms Ovenview
8 Jopr HE CrossTabulation Cverview
9 Jr E O ProfieLine
10 LA DO NormedProfite Line Ove
11 LA DO Profile Line for Indicators
12 L Dusi Seale Dverview
13 L4 B openGuestions
14 L O suveyNotes
13 L Soarces and Fter Settings (Report Creator only)
18 A4 O rresentation stde

Actions

Singhe Question Analysis Available Elements
r— Question texts: Show intemal question number

Shows the internal question numbers,

values: Rel,
Activated

The PDF reports show the distribution of the responses to closed
questions with relative values (actvated) of absolute values

[dea ted). This setting is not valid for displaying scaled questions
with small histograms. For this. a separate configuration entry can be
made.

—Legend: Display
Activated

Display legend in PDF report

— Quality Guidelines: Show trattie lights

ed. the quality indices of the items will be shown asa
ght symibol in the POF report. Flease note that indices will only
be shown for items used in quality guidelines.

[ Single questions analysis: Show text boxes
Deactivated v

If activated the textbox of VividForms forms will be shown in the POF
Teport.

Display mode for i

Désplay separated fram 1he closed questions «

Figure 107: Report Editor

Click [Save] to save your settings and click [EXxit] to leave the report editor.
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8. Further Information

In the menu “System Information / Documentation” you will find further manuals and

sample files for your work with evasys.

It Utilization Statistics
(1) System Summary

& evasys Website

[[ InfoCenter Guide

Maintenance
> License

) System Cleaning

[I] System Status

= Scanstation Setup

Documentation
Active

(@ Online Help

[[] Manuals |

[i] Sample Files Guide

&> About evasys

gjﬂ CREATIVE SUBUNITS QUESTIONNAIRES SYSTEM SETTINGS

Information Manuals
)  Search
& Write Email Type Manual

User Guide

evasys Quick Start

What "s new in
evasys V9.0?

Manual

VividForms
Designer Manual

Scanstation
Manual

User

Manual

evasys Technical

£4 Send Email to Support VividForms Editor

SYSTEM INFORMATION | EXTRAS Q, seach (B Halp

Description

This detailed documentation offers a wide range of information concerning all
subjects of evasys. It can be used as a reference work as well as a means for
private study.

These brief instructions provide an overview of the most important features of your
work with evasys. It is designed as a guide for beginners and helps you offto a
quick and easy start.

The features list is a compact summary of all improvements and technical
innavations offered by evasys V9.0.

This manual describes how to create forms using the VividForms Editor.
This manual shows and explains how to create forms using the VividForms
Designer.

The manual explains how to set up and use the Scanstation. You will also find tips
on achieving optimal scan quality.

The manual describes the functions of the active user account. Active instructors
can access the manual directly in their user account.

The comprehensive documentation offers detailed information on all technical
evasys topics. It is mainly designed for IT system administrators and technically
interested user.

o
=

Figure 108: Further Documentation

Additionally you can open the comprehensive user guide when clicking the [Question
mark] button at many places in the system. The user guide will open in the correspon-

dent chapter.

Questionnaire Li

9

Figure 109: Question mark icon
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9. Glossary

Administrator

The administrator can access the whole system and does the basic settings for
course types, periods and reports. If desired, s/he can create subunit administrators to
delegate administrative tasks for one or more subunits.

Bar code

Every paper questionnaire shows a bar code in the footer. This bar code assigns a
questionnaire to its survey when processing the forms. The bar code may not be over-
ruled or changed. Questionnaire without bar code cannot be processed.

Report

After data has been transferred to the evasys database you can immediately open an
HTML or PDF report. This live report is created for the survey on the basis of the cur-
rent data pool.

Cloud

evasys Cloud Systems are hosted by Electric Paper Evaluationssysteme GmbH. A
user of evasys Cloud Standard works as a subunit administrator in one subunit. Cloud
Standard solution has a reduced functional range. Nevertheless it provides all neces-
sary functions to conduct and analyze a survey.

Cover Sheet (Procedure)

The Cover Sheet procedure allows you to mass print large numbers of neutral ques-
tionnaires and use them for different surveys. The cover sheet helps to assign a batch
of questionnaires to the correct survey. See also Hard Copy Procedure.

Evaluation period

The evaluation period connects a survey to a specific time frame such as a semester,
trimester, quarter of a year etc. Periods are predefined by the administrator.
Questionnaire

In evasys, a questionnaire is not the same as a survey. The term refers to the paper/
online form you create. Thus, the questionnaire is a tool to conduct surveys.
Questionnaire header

The questionnaire header contains placeholders and/or static text. When creating an
online or hard copy paper survey, the placeholders are substituted by the information
on the survey. For hybrid surveys the questionnaire header can also contain a QR
code.
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Question Group

Question groups are chapters on the questionnaire. All items added to the form (such
as questions, texts, pictures) are contained within a question group. You need to have
at least one question group on your form.

Question Types

There are seven different question types in evasys. For further information see
chapter A 3.3.1. “Question Types”.

Scheduled Tasks

Also called Time Control. The scheduled tasks are a tool to automate online surveys.

For further information please refer to chapter A 5.4. “Scheduled Tasks”.

Courses

A survey is always conducted for a specific course. As a rule, the name of the survey
equals the name of the course. Courses are always assigned to instructors. Each
course can only be evaluated once in a specific evaluation period with a specific ques-
tionnaire.

Single Password

The single password is a general access password for online surveys.

Online Survey

There are two types of online surveys: PSWD based and single password online sur-
veys. In PSWD based online surveys each participant receives his/her own individual
password (PSWD) to enter the survey. In single password surveys there is only one
general password for all participants.

PDF Report

Immediately after you have scanned the forms or captured data in an online survey,
you can open the analysis as a PDF report. This report can be configured by the
administrator and subunit administrator.
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Placeholder

evasys uses placeholders in text templates, questionnaire headers and PDF report
headers. These placeholders are automatically substituted by information on the sur-
vey (such as survey name, instructor name etc.). Placeholders can be recognized by
capital letters and square brackets. As an example, evasys uses the following place-
holders:

[SUBUNIT] - Subunit
[PERIOD] — Evaluation period
[SURVEY] — Name of the course / survey
The complete list of placeholders can be found in the evasys User Guide.

Pole Labels

Pole labels define the direction and value of scaled questions (such as “Agree / Dis-
agree”).

QR Code

Allows to access online or hybrid surveys by scanning a code with the help of a mobile
device.

Scanner

To scan paper forms we recommend using a document scanner with feeder which
can produce black & white multi page TIFF files in 200 dpi resolution.

Scanstation

The evasys Scanstation is a software tool which controls the document scanner and
transfers the scanned forms to the evasys system. The Scanstation communicates
with the evasys server and can deliver information on the processing status of the
scanned forms.

Scan Upload
evasys Cloud Standard users do not use the Scanstation to process their forms but
use a reduced scanning function in the evasys interface, the Scan Upload.

Hard Copy Procedure

Questionnaires produced in hard copy procedure carry information about the survey
in the questionnaire header and bar code. This way they can be automatically
assigned to a specific survey. The placeholders in the questionnaire header are sub-
stituted by the survey data. See also Cover Sheet Procedure.
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PSWDs

Individual Passwords for participants in online surveys. A PSWD consists of an arbi-
trary combination of numbers and letters. It allows participants to access an online or
hybrid survey. In evasys there is no connection between the PSWD and the partici-
pants’ survey data, so anonymity can be guaranteed.

Subunit

The subunit is the top level within the organizational structure. A subunit administrator
can have one or more subunits. evasys Cloud Standard users can only have one sub-
unit.

Survey

In evasys, a survey is a combination of a course, a questionnaire and an evaluation
period. This combination is unique. A survey can only exist once in the system.
VividForms Editor

The VividForms Editor is a web based tool to quickly and easily create questionnaires
directly in the evasys interface.
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