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. About the System

National Chengchi University’s (NCCU) “LSurvey” is a questionnaire production platform
customized for faculty and students of NCCU. Based on the source code from LimeSurvey
(https://www.limesurvey.org/), the platform focuses on providing services to all faculty and
students of the university. This questionnaire platform, which can be logged into directly from
INCCU, allows users to complete the design of a questionnaire in just 4 simple steps and to
easily import survey participants with diverse and efficient tools. The platform can also
effectively help users gain insights regarding participants' responses during and after the
questionnaire filling process, and further provide both simple and advanced statistical reports.
Please feel free to use it!

1. User Login/Logout and Personalized
Settings

1. Authorized system user
All faculty and students of NCCU.

2. Login methods
a. Through the INCCU website:
After entering the INCCU website, click “NCCU LSurvey NCCU
Questionnaire” in “Campus Information System”. LSurvey
Questionnaire
b. Log in via URL: https://Isurvey.nccu.edu.tw/
If you have not logged into iNCCU, you will be directed to the INCCU login
page automatically after attempting to open the web page. If you are logged in,
you will be directed straight to the NCCU LSurvey Questionnaire
Management interface.

3. Login reminders
In order to prevent system abuse or unauthorized advertising, we must .
ask you to accept the “LSurvey Agreement” before creating your first e
survey with LSurvey. Please click on the user name in the upper right

corner and select “LSurvey Agreement” and read it carefully. For more
details, please see: NCCU LSurvey Questionnaire Terms of Service

LSurvey Agreement

My account

) ) Logout
4. Personalized settings

Click “[Your username] — My account — My personal settings” in the upper right
corner
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After entering the system, check the upper right corner and click “[ Your username] —
My account — My personal settings” to modify the interface language and other
settings.

My profile My personal settings My personal menus My personal menu entries

My personal settings

Interface language:

English - English -

Preselected question type:

Long free text

Date format:

yyyy-mm-dd
Show script field: Directly show edit mode:
Yes v No
Non-Numerical answer option prefix: Non-Numerical subquestions prefix:
AO sQ
Lock question organizer in sidebar by default: Create example question group and question:
Yes v Default

Log out

Simply click on the user menu in the upper right corner — “Log out”.

19



I[11. Create a New Survey in 4 Easy
Steps

Start by clicking “Create a new survey”

Create survey

@

Create a new survey

Step 1. Enter a title and select a base language, then click “Create survey” to proceed
to the next step

© Create £) Import ] Copy

Survey title:

Required

Base language:

Chinese (Traditional; Taiwan)

Survey group:

TR ERE

Administrator:

Default = Currentuser  Custom

Step 2. Add question group

20



< Settings m € import group « Back  +Save &add question
+ Save & add group

LALGLE G © Add question & &

= HOBE—EmE 1 N Add question group

[Q00] - E—REMRIE - H/E...
Chinese (Traditional; Taiwan) (Base language)

Title:
Description:

% [9 source (1 = [ERGEE] QM PFL QBE MEG-Q |BIUS xx == R
EESEE | e Styles. Format -  Font Sze - WS A-DO-

Click “Add question group”, enter the title and description of the question group, and
click “Save & add group” in the upper right corner to proceed to the next step.

Step 3. Create question

Create question

Code @
G01Q02

Switch question type

& Long free text

Question  Help  Seript

3% B source {1} = @ @ @

B=®-Q BIUS x x 1= E=

€ L) Styles - Fomat Font Size
~® A-@-

Set the question type, and complete the “Question” and “Help” sections according to

the question type.
Step 4. Activate this survey

< W Structure Activate this survey @ Preview survey (' R Tools ~ & Export

Survey settings
Survey summary : 2024111 3test (ID 552933)

l = Overview
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Click “Settings” -> “Overview” to select “Activate this survey”.

Note: Please review your
survey carefully before
activating

Once a survey has been activated you can no longer
add or delete questions, questions groups, or
subguestions. You will be still able to edit questions,
questions groups, or subquestions.

Notification & data management

Additionally, the following settings cannot be
changed once a survey has been activated.
Please check these settings now:

Ancnymized responses @ No v Date stamp @ No v
Save IP address @ No ~ Anonymize IP address @ No ~
Save timings @ No v Save referrer URL @ No ~

Tip: Please note that you need to deactivate a
survey if you want to add or delete
groups/questions or change any of the settings
above. The changes will cause all collected data
from respondents to be moved and archived

Save & activate survey Cancel

After confirming the settings, click “Save & activate survey”.
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V. Import to Create a New Survey

1. Select from Previous Surveys and Export

Overview
Activate this survey @ Preview survey (& R Tools ~

2. Choose “Survey structure (.Iss)” as the export format.
Export

Survey structure (.Iss)

Survey archive - only available for
active surveys

queXML format (*.xml)

queXML PDF export
Tab-separated-values format (*.txt)
Printable survey (*.html)

Printable survey
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3. Create a new survey by clicking “Import”, and select the survey that was just exported.
Click “Import survey” after completion.

Create, import, or copy survey

© Create %) Import ) Copy

Select survey structure file (*.Iss, *.txt) or survey archive (*.Isa) (maximum file size: 2.00 MB)

Choose File | No file chosen

Convert links and exp ion fields?

4. A summary will appear once the survey is successfully imported.

Success

Survey structure import summary

Surveys: 1
Languages: 1
Question groups: 1
Questions: 1
Question attributes: 0
Answers: 0
Subquestions: 0
Default answers: 0
Assessments: 0
Quotas: 0
Quota members: 0

Quota language settings: 0

Themes: 1
Import of survey is completed.

Go to survey

V. Copy to Create a New Survey

LSurvey Homepage > Create a new survey > Copy

e Under “Select survey to copy”, the drop-down list shows all the surveys
accessible to the current account. Please select the name of the survey you wish
to copy.
Please fill in the required “New survey title”.
Default values can remain unchanged for other fields, which can be modified
later through the settings page.

e To finish, please remember to click “Copy survey”.
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VI. Survey List Management

Survey list
O Action
O o o
O o o
O i o
O o o

Selected survey(s)... ~

Create, import, or copy survey

Survey ID~

257381

552933

397986

321161

@ Create &) Import ) Copy

Select survey to copy:
Please choose...

Required

New survey title:

Required

New survey id:

Optional

Status ~ Title~
u 20241113test
[ ] 20241113test
> 240516 —
] 240516 B —

Group~

FARAERHE

FRM A 2R

FRmERR

RS EE

Search:

Created~

2024-11-13

2024-11-13

2024-10-25

2024-10-25

Owner~

109207440

109207440

109207440

109207440

Copy survey resource files and adapt links

Exclude quotas

O

Exclude survey permissions

O

Exclude answers

O

Reset conditions

O

Reset start/end date/time

O

Reset response start ID

O

Status:  (Any)

Anonymized responses ~

No

No

No

No

~ Group:  (Any group)

Partial

Full

Total

y o [

Closed group

No

No

Yes

No

0 v

e Survey ID: Each survey can be quickly found through its unique and independent
survey ID.
e Status:

b

Activated survey that accepts responses

Not-yet-activated survey/Survey that has stopped accepting
responses

Survey with a set closing date

Survey that has exceeded its closing date (expired)

e Title: The title displayed in the survey.
e Created: The date on which the survey was created. Click to sort in
ascending/descending order by date.
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Owner: Survey owner, the default value is set to the survey creator.
Anonymized responses: Yes - means anonymous responses are allowed.
Partial: The number of surveys that have been initiated but not yet completed.
Full: Number of completed surveys.

Total: The sum of partially completed surveys and fully completed surveys.
Limited list of survey participants:

Yes - means that it is a restricted survey with a limited list of participants.
No - means that it is an open survey with no limited list of participants.

VI1I. Survey Question Group
Management

[Survey] > Settings > Survey menu > Question group list

Navigate to the question group overview to edit and preview the question
group.

Create question and add it to the question group.

Delete the question group as well as all questions and answers in the
question group.

e For activated/expired surveys, question groups cannot be added or deleted.
e The question group cannot be deleted if it is the last remaining question group.

VI1I11.Survey Question Management

Survey > Settings (Survey menu) > Question list

Navigate to the question editing page.

Preview how the question will be presented.

Navigate to the question overview page.
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Delete the question, its sub-questions, and answers.
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IX. Survey Participants

Survey > Settings (Survey menu) > Survey participants

Display participants =~ @ Create...~ 2= Manage attributes (& Export

54 Invitations & reminders ~ {} Generate tokens = Survey quotas

Display all created participants including their access codes

BT2HE
Participants can be added either manually or by importing a CSV
© EIL...~ | file that was exported earlier using the export function. Dummy
participants can also be created for testing.
- Manage current participant attributes, such as last name, first name,
== EIREM | and email address, or add other attributes.
O Send invitations and reminders to survey participants, and custom
AR email templates.
Generate access codes for all participants who do not have access
- Set the maximum allowance for survey responses.
= BEHCKE
i Apply filters to the survey participant data as needed, then export it
@ B as a CSV file.
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X.

Survey Pretest

EAE RO IR @ Preview survey 8 R Tools~ | B Export

Before activating the survey, go to “Survey > Settings (Survey settings) > Overview >
Preview survey” to test the survey.
If it is an open survey, participants can enter the survey directly for testing. For
restricted surveys, an access code is required before testing if the participant list has
been initialized.
Tips: For restricted surveys, survey participants lists can be initialized after
completing the survey testing. If a survey participant has been created, its access code
can be obtained from “Survey participants”
For restricted survey testing:

o Add test participants through “Settings > Survey menu > Participant settings >

Create dummy participants”.

Display participants ‘ © Create... ~ ‘ 2= Manage attributes = (& Export

&4 Invitations & reminders @ Add participant Irvey quotas

Create dummy participants

Import participants from:

Survey participan g gy fie

o Once you have added the new test participants, start testing by getting the

access code from “Display participants” or by clicking the arrow symbol.
[= Display participants =~ © Create... » 5= Manage attributes [# Export

2 Invitations & reminders ~  &F Generatetokens  E3 Survey quotas

Survey participants

@ You can use operators in the search filters (eg: >, <, >=, <=, =)

Email
status Language Invitation Reminder
[ Action D~ Name - Number - Email address - - Access code~ - sent?-  sent?-

- h-Hant-
0O ¢ = = 0o 1 FN W e mail.com oK 5C4al2H1yXq20Lt iw"’" - -

o If the survey has not been activated, the answer results will not be recorded.
o After testing, remember to delete the participant list for testing.

Once the survey is activated, click “Run survey” before sending the invitation.

(a JSTOTRG IR P Runsurvey ' R Tools~ B  Export
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X1. Distribute Survey Notifications via
Email

Same as the description of “Invitations & reminders” in IX. Survey Participants.

XI11. Survey Response Processing

Survey > Settings (Survey menu) > Statistics
e There are two processing modes: “simple mode” and “expert mode”.
e Expert mode allows you to filter data based on question groups and question
responses, or other custom filtering conditions. After selecting the mode, please click
the “View statistics” button in the upper right corner to see the statistics results.

Response filters A

O #AE—ERE4E (Question group8189)

[0 "#—EEsReE - HolZHtaeeE : -

Responses containing:

Statistics A

Make sure all images on this screen are loaded before clicking on the button.

XI111.Frequently Asked Questions and
Solutions

1. Can questions of a currently activated survey be modified?
Questions of a currently activated survey can be modified. However, the order of the
guestions cannot be changed, and no new questions can be added unless the survey is
stopped.

2. How to stop an activated survey?
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3.

5.

6.

Survey > Settings (Survey settings) > Overview > Upper function bar > Stop survey

What is the difference between selecting an expired survey and a deactivated survey?
a. “Expired survey”:
I.  The answer results will be preserved.
ii.  Participant information will be preserved.
iii.  The modifications allowed for questions, question groups, and options will be
restricted.
iv. Participants will not be able to access the expired survey. A message indicating
that the survey has expired will be shown on the survey page.
v.  Data analysis on collected responses will still be functional.
b. “Deactivated survey”:

I.  Responses will not be accessible.

ii.  All participant information will be lost.

iii.  Participants will not be able to access the deactivated survey. A message
indicating that the survey has been deactivated will be shown on the survey page.

iv.  All modifications to questions, question groups, and options are permitted.

How to backup and export survey questions?

a. Survey > Settings (Survey settings) > Overview > Upper function bar >
Export

b. All the formats provided can be used for backup files, but the system only
allows surveys to be imported in three formats: exported survey structure
(.1ss), complete survey backup file (.I1sa), and Tabseparated-values format
(.txt).

c. Exported survey structure (.Iss): contains configuration data for the following
survey structure.

Sk

ag =

A
#AH:
AERY:
BF
FHAR:
RR[c]E:
R

What is an access code?

It is a set of unique key values issued by the survey administrator to each survey
participant as their only means to enter the survey once the survey participant list is
initialized.

Who should I contact for assistance with system operational issues?
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If an error occurs, we recommend writing an email for a more detailed reply.

Ms. Yang, Application System Section, Computer Center, Ext. 62592
Email: annyang@nccu.edu.tw

Ms. Liao, Teaching and Research Section, Computer Center, Ext. 63378
Email: adl@nccu.edu.tw

Blank below
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