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This step-by-step instruction shows how to create a survey and summarize results using “Webropol Surveys” site.
In order to better learn the material given in this manual, we suggest you create your own survey.
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To begin, open webropolsurveys.com
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Enter your login here: students1!
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6
Password:riseb@92

This password was chosen, because RISEBA is founded in year 1992 and for safety reasons “a”  replaced by “@”.







7
This page will be opened
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In this section you can see all previously made surveys.
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Click here to create a new survey.
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Enter a name of survey.
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You can choose a template for your survey.
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Click here to change survey location.
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This window will be opened
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To create a new folder for your survey, click “To survey folders” and select an existing folder; then click “Create folder”

New folder creation is not obligatory, but, if you choose to do it, then these actions should be done before survey creation .
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When the survey name, template and location are choosed, click “Continue”.
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Here you can change the name of the survey.
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To make changes in text, click here. Using the  “Editor” window you can make changes in the text. 
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Option to change the text similar to Microsoft Word.
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When finished editing, click “Ok”.
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Click here to save your changes.
Here you will see html code, but not how the text will look like
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Click here to add a question.
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You will see following question type  selection form:
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Each type is different, and is designed to get different results.
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Here are types of questions where answers have to be chosen
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Here you have different type of questions where each option have to be evaluated









31
These types of questions have to be answered by  entering the text in the window.
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Hierarchical-select the answers that will depend to the next choice.
Noting with points - note the dot between the X and Y values.
Numerical - similar to text, with additional options that affect the answer.
Calendar - select date or period
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Pictures have to be putted in right order.
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Start with a simple form of a question - select one answer.
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To post a question, click here.
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Here you can ask a question.








37
Here are the answers which respondents have to select
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Here you can choose conditions of the question.
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Enter a question here.
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To separate the answers one from another, write the first answer,
and the “ENTER” button to separate them.
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“Mandatory question” means that it is necessarily to answer the question in order to submit the survey.
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Now choose “yes”
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“Display answer option” means, in what form answers will be shown.
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“Drop down” shows answers in this way: 
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Means to mix the sequence of answers in the question.
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Choose  “Yes”








50
To finish and save the question, click “Save”
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Always save your changes,
because it will not  be done automatically.
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Now the question is saved. You can change it later.
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To preview your survey, click here
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So the user will see a poll created here.
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58
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To submit the survey, click here.
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Close this window.
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The star indicates that this question is mandatory.
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Add a new question.
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Now select the question type where more than one answer is possible. 
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The principle on which this and other similar questions are created, is the same:
enter the question, then provide possible answers.
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Save changes. 
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Click to preview the survey. 
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Unlike the previous question, here it is possible to choose more answers.
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Finish your survey.
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Now we have 2 questions.
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First question is mandatory, second isn’t.
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In this list you can easily view survey questions.
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At the moment the second question is opened. The content can be seen to the right of the list.
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Click on a question to make changes.
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Now we will make changes in the additional terms of the 1st question to get 
the default view, like in the 2nd question.
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Save changes.









88
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Check changes we made.
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Now, answers are ordered differently.
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Create a new question.
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Pictured selection questions are similar to the previous two types, but there will be pictures instead of text.
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First type allows to to mark one answer, 
Second allows to mark more answers.
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Click here to post a question.
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For these questions, it is desirable to add a picture and a text.
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To add a picture, click here.
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Now, click here.
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Click “Browse” to upload an image.








106
Choose what you want to upload from your PC.
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Now, click “Open”.
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Click “Upload”.








110
It is advisable to enter a name for the pictures.
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When the first image is placed, repeat this process 
up to three images.
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When images are uploaded, save the progress.
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To add two more images, you need to make more fields. To do this, click here, divide text with “Enter” and enter two more names.
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 Should appear such a result.
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When all necessary fields are added , click here.
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Click “Edit settings” to edit the answer option.
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“Dog” and answers above are already filled.
You need to upload pictures for two more answers that you have added.
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To save your work, click here.
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Click here to see a new question.
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Click to select an answer
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The question takes a lot of space on the sheet.
Try to reduce the size.
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Click here to view more settings.
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133
Here we can change the number of pictures in a row.
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Save the work done, then check new look.
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Doesn't look good. Let’s change to 3 pictures in a row.
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Answers are listed in order that is easy to view and easier to fill.
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To add a question, click here.
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Now, we will add the question, where each answer option contains multiple data values.
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The approximate form of this question is outlined here.
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Enter your question
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Here you can chose which values will be used (numbers or text). In our case, text will be chosen .
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In this case a respondent should choose a value that describes an answer better 
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Here you enter options that a respondent have to evaluate, separating each with “Enter”
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When finished, save your changes.
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At the moment, your question looks like this
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161
View survey.
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The question looks similar as in this example.






164
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So a respondent fill this question.
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Let's add another question.
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169
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This type of questions is similar to the previous, with only one difference -  
instead of a single value, several can be entered.
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View survey.
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A question design is similar to the previous
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180
Answers gained from this form have different characteristics. 
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Let's add another question.
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For the following question type respondent should chose the answer most fit for the situation. 
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The first position in this list complies to leftmost, and the last - to rightmost position in the scale
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Save the question.
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View survey.
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So looks this question filled with answers. 
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When your survey has become large, it is recommended to distribute questions between sheets, so a respondent does not have to wait long for a page loading.
Add a sheet here.








197
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Will appear this section.
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Add a final question
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To add a question, click here.
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If you need, you can specify the maximum and the minimum number of characters.
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Save the question.
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View survey.
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To see question on the next page you should click “next”.
Try to leave the first question without answer 
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You will see this window, because the first question is mandatory.
Click OK, answer the first question, and press next.
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If you need to place any text before, after or between questions, you should press “Add label”, but we won’t describe this process here.
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We have finished creating a survey, now we will publish it.
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Click here to continue.
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There are additional survey settings available.
You can change the configuration, appearance, language and so on. Usually that’s not necessary
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Click here to continue.
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Here are options to publish a survey.
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By selecting this option, you will publish your survey as public. This means that the survey will have one internet addres, which will be available to anyone.
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By selecting this option, each respondent receives a personal link to your survey. 
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This option contains both pre-mentioned method
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Click this method.
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Remember that you have to distribute the survey link yourself.
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You will see this page.
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This is the link to your survey, that will be available to everyone who uses it.
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Now, our survey is published.
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Click here to continue. 
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Here you can change parameters of the survey which has already been published.
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Also you can see results.
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Click here to find your survey when you want to view or edit it. 
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You can see here a lot of surveys, but there is no survey that you just created.
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To find your survey, it is important to remember where you saved it.
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We have saved our survey in «Main Folder».  Click here to view.
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Here is a survey that we made.
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Here you can see when survey was answered, whether it is open or closed, who created it and when it was last edited.  
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Point on your survey, then click here:
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Here are actions that we can do with the survey.
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 If you wish to remove a survey, click here.
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Try to change survey status, that  allows you to edit the survey.
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Try to change the status of the survey from “Active” to “Inactive”.
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We have closed the survey, now try to open it.
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Click here to view survey results.
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Because no one filled out our survey, the are no results.
Results look like this:
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To export survey results to Word Excel, Powerpoint or PDF,  click here.
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265
Choose Word format
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Choose what you wish to export and click “ Export” to continue.
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269
Results may look so 
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272
Now you are able to create surveys with different kinds of questions,
edit them and export the results to MS OFFICE programs.
Keep up the good work!
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