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Basic instructions on how to use the 1KA online
survey tool for using the blended learning
guestionnaires (BlendVET)

The 1KA online survey tool is a Slovenian open-source application developed at the Centre for Social
Informatics, Faculty of Social Sciences, University of Ljubljana. The basic functions of the survey tool are
available free of charge to anyone.

In these instructions, we have prepared an overview of the most important steps to publish a
guestionnaire and obtain the data collected to help those who are not familiar with using the 1KA online
survey tool. This tool provides a wealth of options and settings for you to explore and has developed a
very good support system that will be available to you as soon as you log in (question mark in the top
right corner).

The 1KA online tool can be accessed via the following link:

https://1ka.arnes.si/

Access to 1KA online survey tools

On that website (https://1ka.arnes.si/), click on the "Create a survey for free" button.

s

POWERFUL, FAST AND INTUITIVE WEB
SURVEY SOFTWARE

Create a survey for free )
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This is followed by the registration process. Fill in all fields, tick “Nisem robot

agree...” then click “Registration” button.

&
REGISTERING A NEW USER
With email With account
E-mail Username
~
-@gma\l.com tadej.bernikl O GOOGLE REGISTRATION
Password Repeat password

At least 8 characters with at least 1 uppercase letter, 1 lowercase letter and 1 number

or special character.

™
\/ Nisem robot.

reCAPTCHA
Zasebnost - Pogoli

| agree to general terms of use.

| agree that you send me notifications to the above-mentioned
email address (important information about 1KA, 1KA evaluation,
event invitation - once a year).

REGISTRATION

Image 2: Registration 2

In the next step check if data are correct and click “Next” button.

With email

Please, check if data are correct, especially the email address, since you will receive a confirmation email at the given email

account.

E-mail: I-@gma\l‘com
username: [N

Password:

Notification:  YES

Namely, often do the following problems occur:

Typos when entering an email address, for example: 'eenklikanketa@gmali.com’

.

Wrong address, for example, you logged in with another email address, so check all you email accounts

Unnecessary space, for example 'enklikanketa_@gmail.com’

Incorrect domain extension, for example, instead of 'enklikanketa@gmail.com' you entered 'enklikanketa@gmail.si' or
‘enklikanketa@gmail.net'

BACK ‘ NEXT

Image 3: Registration 3
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I’'m not a robot”) and “I
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Before you continue confirm your email in your mailbox.

E-mail confirmation

We have sent instructions on how to finish your registration to the entered email address (tade | R |.com).

If you don't receive an e-mail in a few minutes, don't forget to check your spam folder.

Also, check if the entered email address is correct. Namely, often do the following problems occur:

Typos when entering an email address, for example: 'enkllikanketa@gmali.com’

Wrong address, for example, you logged in with another email address, so check all you email accounts

Unnecessary space, for example 'enklikanketa @ gmail.com'

Incorrect domain extension, for example, instead of 'enklikanketa@gmail.com' you entered 'enklikanketa@gmail.si' or

‘enklikanketa@gmail.net".
If you still have problems finding our confirmation e-mail, you can contact us by e-mail info@1ka.si.

You won't be able to login into this webpage until you confirm your registration through e-mail!

CLOSE

Image 4: Registration 4

Confirming your email will take you to the first page of your account in the 1KA online survey tool. You
will see the My Surveys tab, where you will be able to access all the surveys you have created.

INSTALLATION

Settings GDPR settings

Create Survey

Search my surveys Q

Image 5: First page in the 1KA tool

Importing the questionnaire into the 1ka online survey tool

By clicking on the "Create Survey" button you start creating a new survey in your folder (My Surveys) of
the 1KA online survey tool. The "Create Survey" button is selected regardless of the way the survey is
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created (file import, text import or creation directly on the 1KA website). Text import is an option for
copying the questions and possible answers from a text file. In the following, we present how to import

a file of a specific format (.1ka) used by the 1KA online survey tool.

The following two hyperlinks contain the two online questionnaires developed in the BlendVET project,
one for teachers and one for students, both in .1ka format. On the project website you will also find the
text files of both questionnaires, which will give you an insight into the content of each questionnaire. If
you wish to adapt the two questionnaires to suit your needs or situation, we suggest that you make the

changes after importing them into the 1KA online environment.

Download the file you will use from the BlendVET website and save it on your computer.

Teacher questionnaire - .1ka format: LINK

Student questionnaire - .1ka format: LINK

Clicking on the "Create survey" button will open a window with a few options in the column on the left.

We will select the option ".1ka file import", as shown in the picture below.

B Newsurve

New survey

Bi 1KA templates Enter basic survey data

(@ My 1KA surveys

.1ka file import

Choose survey type

& Import text

Internal survey name: Published survey name:

Internal survey name Survey name for respondel

Y

Self Evaluation in
A

Schools

Image 6: Importing an .1ka file
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https://blendvet.si/en/home/

This will open the option to import a questionnaire file with the extension .1ka. Click on the "Upload a
file” so you can search for the corresponding file on your computer to upload. Conclude this step with

click on the "Next" button.

B New survey

.1ka file import

By 1KAtemplates

My 1KA surveys 2 Upload afile

ith the extension .1ka

§ .1kafilei t
B .1kafile impor Cancel

@ Import text

Restore a survey from a .1ka file

Next

Image 7: Upload a file

The online questionnaire is imported! The questionnaire editing mode will be opened (Edit tab and
Questionnaire sub-tab). You can view and edit the whole questionnaire on this sub-page.

ONECLICK SURVEY

B My surveys | Dashboard Publish Analyse

‘ Questionnaire pettings Design Archive

© singleanswer | ¢ Expand X Collapse

Multiple answers

Single answer table

© Add question

We thank you in advance and wish you all the best!

IF Conditions

Blended_learning - TEACHERS 24.8.2023 a8 o 3 Preview

Introduction
ABC Text
123 Number Dear colleagues, we kindly ask you to fillin the foHowinganonymous questionnaire. This is an approach to teaching
face-to-face in-classroom instruction with instruction at a distance, using also online and offline digital technology.
T Label The process of digitalisation of schools has been going on for several years now and the emergency online school tH

Covid opened up questions about how we can use digital tools/technology for teaching and learning in a better wa
use the self-evaluation questionnaire of the KIPSI project (www.blendvet.si).

We value your opinion and would appreciate you help us with your understanding and experiences. Following are X]
B Library kindly to answer. Questions assume one answer unless otherwise stated.

0 Settings

Image 8: Imported questionnaire
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Editing the questionnaire

You can see that the questionnaire already has a name (at the top of the page next to the 1KA online
survey tool logo), which is the same as the name of the questionnaire we exported when we prepared
the file with the extension .1ka. When the questionnaire is imported, the date of upload is automatically
added to the questionnaire name.

- Blended_learning - TEACHERS 24.8.2023 o CJ Preview 0 Settings

B My surveys Dashboard Analyse

Questionnaire Settings Design Archive

Image 9: Automatic questionnaire name

The name of the questionnaire can be changed in the same tab (Edit), but in the Settings sub-tab. A
questionnaire can have two names, the name used by the questionnaire administrators (internal) and
the name that is shown to the respondents (published).

Blended_learning - TEACHERS 24.8.2023 a: o D 3 Preview 0§ Settings

ONECLICK SURVEY

B My surveys ‘ Dashboard Analyse

Questionnaire @ Design Archive

BASIC SETTINGS

BASIC INFO

Internal survey name:

Basic settings

Table settings Blended_learning - TEACHERS 24.8.2023

standard words 31/40

Editor access Published survey name:

Respondent access Blended_learning - TEACHERS
Notifications
Activity / quotas [_] Add note to survey
L
Groups

Image 10: Changing the name of the questionnaire
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While you are in this tab (Edit/Settings), just below this part you will find the option to set a language.
For administration of your surveys there is only two options: Slovenian and English language. But you
can choose among multiple languages as basic language for respondents (e.g. previous and next page).

LANGUAGE (?)

Language for survey editors:
(O Sloveni¢ina

(*) English

Basic language for respondents:

English v Multilanguage surveys

French
German
Greek
Hebrew
Hindi

Image 11: Changing the name of the questionnaire

If you go back to the Questionnaire sub-tab, you will be able to modify the questionnaire, i.e. adapt it to
your situation or needs. Editing the questionnaire is quite easy and the 1ka online survey tool has very
well-presented instructions on how to use it or how to get help. The help can be accessed via the
guestion icon in the top right corner of the screen.

CRELSRLE AR LR

Publish Analyse

Image 12: 1KA Help

Most of the question editing features appear when you move your mouse over a part of the
questionnaire or a question.
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We recommend that you set most of the questions as mandatory questions with a soft reminder. In
this case, the survey tool will remind the respondent that the question is important, but at the same
time it allows the respondent to continue even if he/she does not know or does not want to answer a
question.

Select the pencil icon next to the question and an additional window will open where you can tick the
option for a mandatory question. A soft reminder will already be pre-selected.

IF @ OO @ /' SETTINGS
Feot o]

. . . Basic Advanced Validatic
the preparation and implementation ofthe A aste fevan retdaten
lschool?

Question type: Single answer v
Layout: Vertical v
Common settings
uestion is mandatory (?)

Other Missing values v
@ Soft reminder O Hard reminder
Computation of averages (ordinal) ()

Image 13: Question obligation with soft warning

While editing the questionnaire, you can check how the questionnaire will be displayed to respondents.
The preview button can be found in the same line as the questionnaire name, in the middle of the page.

I<A Blended_learning - TEACHERS - YN CJ Preview X Settings
ECLICK SURVEY

B Mysurveys ‘ Dashboard Publish DEIE]

Questionnaire Settings Design Archive

Image 14: Preview of the questionnaire

Testing the questionnaire

Once the questionnaire has been designed, we propose to carry out the testing. 1KA online survey tool
has a dedicated tab for this. At the top of this tab you will find a link to test version of the questionnaire.
A link is already waiting for you on the page to send to the people who will carry out the testing.
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Publish

Automatic responses

Test

Below is a link to the manual test entry where the data is saved as test data. In the 'TEST' - 'Test responses’ tab, you can also enter the test data automatically.

& https://1ka.arnes.si/a/2248e86f&preview

Editor settings for testing

Image 15: Testing the questionnaire

You should yourself open the testing link before send it to the testing persons. In the right upper corner,
you will see some options to explore. You can enable the option for testing persons to leave you a
comment at each questionnaire, but administrator will be able to access the comments only if you
choose to upgrade that is — on the other hand — for single uses quite cheap, but also really not expensive
for organisations that would decide to use 1KA tool regularly.

Once you have reviewed the results of the test of the survey, we suggest that you delete the so-called
test entries. In the Data tab at the top, you will be reminded that test results have been entered and you
can delete them with one click.

B My surveys ‘ Dashboard

Computations Import Export Archive
Insight into cases Variables view Quick list (?) @ All units (1) Valid un

YOUR SURVEY HAS TEST DATA

Alert, there is also test data in sigvey! Delete all test ent@

Image 16: Deleting test results
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Publish the survey

Publishing the survey means that you set up the questionnaire so that participants can complete it via a
web link that you provide, and their responses will be collected in the Data tab.

First, you need to activate the survey. To do this, "switch on" the button next to "Survey not active" on
the Publication tab. Clicking on the "OFF" button will change the setting to "ON".

The same button is also located at the top of the page next to the generated link.

Valuation questio 9_6_2023 1] Q Y L Preview 2 Settings
|~
hboard Edit Test m Data Analyse

Archive

WARNING!

Survey has errors, warnings, recommendationsor unresolved comments which you can review here: "Test'

YOUR SURVEY HAS NOT BEEN ACTIVATED YET

To collect real data, the survey must be activated.

Gurvey is not active

By activating the survey, you confirm the default settings.

Image 17: Activating the online survey

When you "switch on" the button to the "ON" setting, an information will be displayed as for how long
your survey will be active. This step you finish with click on the blue button “Activate”. Activation is set
for 3 months, which you can also adjust in the Edit tab, Settings sub-tab (easy access through the link

“Activity settings” .

SURVEY ACTIVATION

© Surveyis activated until 07.02.2024

Activity settings nd|

r
! cancel m

oL

= =]

=
=

Image 18: Activation period
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You will receive an email notification when the survey is activated or deactivated. The content on the

Publication tab will change slightly.

All you need now is a link to forward it to your respondents. Once survey is active, you can simply get
the link next to the activation button on top of the page. You can also choose Publish tab where you find

also QR code. Here also some options are not available with free account.

After activating the questionnaire, editing the questionnaire is automatically locked. By clicking on the
lock at the top of the page, editing can be unlocked while survey is active, and the system warns you to
be careful when editing. If you delete a question or a possible answer or a category, any data that may
have already been collected will be deleted IMMEDIATELY. All the more reason to take the time to test

the survey.
p_6_2023 -t https://1ka.arnes.si/teacher M@ CJ Preview 0 Settings
dit Test Publish Data Analyse

Image 19: Lock/unlock editing

Results of the questionnaire

The results of the questionnaire, i.e., a summary of the respondents' answers, can be found in the Data

tab.

Edit

B My surveys ‘ Dashboard

N
Publish Analyse

Browse Computations Import Archive

Insight into cases Variables view Quick list (2)

+ Show columns Q g Edit [ Export

Export

(®) Allunits (11)

Valid units (0) (2)

Status (Ql) 1. Doesyou (Q2)2.Areyoua (Q3)3.Howdoy (Q4)4.Whatwo (Q5)5.Do youtt
B 6 3 1 3 2 1
(=] 6 2 2 5 1 1

Image 20: Overview of the data

Page 11 From 13



Complete and easiest export of the data is available with upgrade of you 1KA account. For free you can
directly print the data (Export in upper right corner) and you can use some digital competencies for

getting the data through Analyse tab

nswer: & Publiclink

B Archive
& Send archive

E Print

um PDF
[*) word (rTF)
[ Excel (xLs)

B bug

Image 21: Database print

In the Analysis tab, the first sub-tab (Statistics) already shows you a tabular display of the results. You

can choose Summary, Descriptives and Frequencies as an option of display.
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B My surveys ‘ Dashboard Publish

Charts Reports Archive

Select: (7) | Summary v @ All units (11) valid units (0] (2)

B My surveys ‘ Dashboard
Statistics Charts Reports Archive
Select: 42 @ O Allunits(2)  (®) valid

Please select all the stateme

@ Subquestion

Qla At home | have my own room.

Image 22: Analysis tab

Behind the 3 blue dots at each question you can find an option to get a chart and to export it (each chart
individually) into .pdf, .rtf or .pptx file.

* k¥

With these short basic instructions, we wanted to encourage those of you who do not have much
experience with online questionnaires to use them in the context of blended learning. We hope we have
succeeded.

If you have any problems, please contact the friendly help provided by the creators of the 1KA online
survey tool at the link: https://www.1ka.si/d/en/help/user-guide/edit which is hidden behind the
question icon in the top right corner.
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