How to Navigate MAX Survey

*This information for this presentation was taken from the website: www.max.gov*
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Learn about

MAX Cloud Services

Available for use by
or intra-agency activity

for any cross-government

Welcome to the MAX Home)
Ifyou are a new user, pleaere Self-registration is available to Federal government employees
and contraciors with a Federal government email address. Federal employees/contractors with a non-government
email address as well as non-federal employees performing Federal activities should contact

MAXSUPPOrE@Max oV of 202-335-6860. Please visit our FAQ for any questions about accessing MAX of 1o view
our user agreement.

MAX Federal Community

The MAX Federal Community site has compelling capabilities for doing collaborations and information sharing
that is far better than our usual work methods of E-mail, attachments, and network file sharing, supporting
workgroups and information sharing across office, agency and governmental boundaries. The ability to directly
edit Microsoft Office files contained in the Community collaborative editing of shared documents. The
fundamental principle of building "knowledge" is to have work from daily activities be able to be repurposed into
information with lasting value. The Community allows that to happen - it is €asy to learn and powerful enough to
be used for a broad scope of daily information sharing and collaboration activities

Go to the MAX Federal Community

MAX A-11 Data Entry (web-based)

MAX A-11 Data Entry offers agencies a comprehensive tool for entering data required for the President's
Budget and Mid-Session Review, as specified in the annual OMB Circular A-11. MAX A-11 allows users to enter
data for all three facets of the President's Budget, including the Budget data, Appropriations, and Narratives. In
order for users to enter data for their agency, they must have a MAX Id.

Read more about MAX A-11

MAX Collect

Don't Have a MAX ID Yet?

MAX Availability

Available 24 Hours
Maintenance window
Sundays 2-6:00AM EST

MAX Support Hours

Weekdays

8:30AM - 8:00PM EST
Weekends

9:00AM - 6:00PM EST
(respanse within 2 hours)
Contact Us

E-Mail
maxsupport@max.gov

Phone
202-395.5860

First time users will need to Register. You can do this with a Username and Password or using your

CAC.

Once logged on, you come to this screen.
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Manage Your Password
Effective January 3, 2017, The MAX Support email address will change to: My Quicklinks
MAXSupport@max.gov MAX Federal Community

Dashboard

Department of Defense Home

. P . o . Space
NOTE: There is a possibility that we may not receive any emails sent to the old email address.
If there are any questions, please call 202-395-6860 MAX Cloud Services Capabilities
Budget and Execution
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® Change Applications
My Collaboration Groups @ Change Communities

* Department of Defense Select Action
* MAX Information and Reperts Select Action :

Search Group Admins
® Search Users

MAX Availability
Available 24 Hours
Maintenance window
Sundays 2-8:00AM EST

MAX Support Hours.
Weekdays

8:30AM - 9:00PM EST
Weekends

9:00AM - 6:00PM EST
(response within 2 hours)

My MAX Applications.

Contact Us
Please visit our FAQ for answers about accessing MAX and to view our user agreement. E-Mail
maxsupportmax.gov
Phone
MAX Federal Community 202-395-6860
The MAX Federal Community site has compelling capabilities for doing collaborations and information sharing
that is far better than our usual work methods of E-mail. attachments, and network file sharing, supporting v

workarouns and information sharina across office_aagency and aovernmental boundaries The abilitv to directly

Scroll to the bottom of the page and click on “Read more about MAX Survey”
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MAX Analytics

MAX Analytics is a suite of tools that can be used to analyze, visualize, and distribute data from MAX Collect
and other data sources. MAX Analytics includes easy-to-use tools for creating web-based reports, PDF reports,
dynamic excel spreadsheets, dashboards, and visually compelling charts and graphs. MAX Analytics reports
can include parameters to allow the report consumer to customize the output and reports can be embedded in
the Community and other web dashboards. Charts and graphs can be exported and included in documents and
presentations. MAX Analytics also includes advanced tools such as ETL (Extract, Transform and Load) tools for
combining and normalizing data from one or more Sources and data mining tools for performing advanced
modeling and analysis tasks.

Read more about MAX Analytics

MAX Shared Desktop

MAX Shared Deskiop (MAX SD) provides a unique and mobile-ready virtual desktop capability that can be used
to securely hold online meetings with other MAX users. Shared Desktop meeting participants can share control
of the virtual desktop's mouse and keyboard to conduct remote presentations as well as collaborative
document-editing sessions,

Read more about MAX Shared Desktop

MAX Calendar

MAX Calendar is a web based calendar application for tracking any sort of date/fime or schedule oriented data
MAX Calendar provides an intuitive interface for entering. viewing, and updating information about events
including the date, time. location, and details of the event. MAX Calendar has a similar feel to Microsoft Qutiook,
or other calendaring tools you are probably already familiar with. However, it allows information to be shared
across federal agencies and provides easy web based access from any Internet connected computer.

Read more about MAX Calendar

MAX Survey

MAX Survey has robust options for navigation and in-survey conditional logic, and can be run either with a
generic survey link, or, using "token-based" access control where you pre-defing a precise list of respondents
and each respondent gefs a unique link to access the surveys. Token-based access control enables tracking of
responses and personalized follow-up emails to those who haven't yet r - greatly i i

rates. They can be designed as remain anonymous (by not including the personal information in the result set),
or, can be set up to automatically provide attribution for surveys where knowledge of the submitter is
appropriate. Survey results can be downloaded to Excel or accessed via MAX Analytics. MAX Analytics can
then be dynamically displayed within the MAX Community within integrated dashboards

I Read more about MAX Survey I

This will take you to the MAX Survey page:
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WHAT IS MAX SURVEY?

MAX Survey is based on a "best-of-breed” Open Source survey tool called LimeSurvey. It has robust optiens for navigation and within- HeLPFUL MAX SURVEY
survey conditional logic. Surveys can be run either with a generic survey link, or using "token-based” access control where you pre-define a
precise list of respondents and each respondent gets a unique link to access the survey LINKS

o Token-based access control enables tracking of responses and personalized followup emails to those who haven't yet responded —

greatly increasing response rates. They can be designed to remain anonymous (by not including the personal information in the result = How to create a MAX Survey

set), or, can be set up to automatically provide attribution for surveys where knowledge of the submitter is appropriate. » MAX Survey Help Page

Survey results can be downloaded to Excel or accessed via MAX Analytics. MAX Analytics can then be dynamically displayed on MAX * MAX Survey FAQs .
Community within integrated dashboards. * MAX Survey Administration

B . L B * LimeSurvey User Manual
The user experience when taking the survey is excellent and fully themeable. While the survey design interface is not as polished as some

commercial products, once a survey creator has leamed the interface, there are very few limitations on what can be done

The survey engine is very powerful. MAX Survey ran a follow-up survey of the 35,000+ 2009 President’s SAVE Award submitters using the
tokenized option and it worked seamlessly, including follow-up emails.

COMMENTS, QUESTIONS &

MAX SURVEY DEMOS FEEDBACK
Use these links to gain a better understanding of how MAX Survey looks and operates: Post your questions and feedback here:
Basic Survey Demo Feedback or email the Budget Line of

Advanced Survey Demo Business v

In order to build a survey, you must FIRST request a MAX Survey. By clicking on the “Request a
MAX Survey” tab, you will see the following:

MAX Survey Usage Guidelines

MAX.gov is a government shared services provider that relies on the contributions of our most active
users in order to sustain reliable services. Five surveys with fewer than 500 respondents and 50
guestions per survey are included with your MAX membership each year. If your office does not
have a MAX membership or your survey needs meet one or more of the following criteria, please
contact the MAX Shared Services team at maxsupport@max.gov or (202) 395-6860 to discuss
partnership opportunities or visit https://go.max.gov/sharedservices:

Need more than 5 surveys annually

Will have more than 500 participants

Require Authenticated surveys (MAX ID) requiring a large number of new MAX users
Will have more than 50 questions per survey

Need custom branding or logo

Have custom data export needs

Need integration with MAX Analytics

Request a Survey

To request a new MAX Survey please fill out this survey:
https://survey.max.gov/index.php/849634/lang-en

You will be notified once your survey has been created.

& If you need immediate attention, please contact MAX Support at 202-395-6860,
maxsupport@max.gov
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MAX SURVEY REQUEST FORM

Have you administered a MAX Survey before?
Choose one of the following answers

Uncertain lI
Please choose I

How many surveys are you requesting (or do you anticipate needing in the near future)?
Only numbers may be entered in this field.

When do you need your survey(s) to go live?
Date pickerl

Approximately how many users will be accessing your survey?

& This estimate should include users entering data, reviewers accessing your survey, and number
of people who may want to see reports associated with the output.

Please name and number your requested survey(s) and describe their purpose.

associated with the output.

Submit

Email Response after Submitting Request

From: Hewitt, Peter (Contractor) [mailto:Peter N_Hewitt@omb.eop.gov]
Sent: Wednesday, May 11, 2016 4:42 PM

To: Carter, Monique R CTR (US)

Subject: [Non-DoD Source] Your MAX survey

Hi Monique,

Thanks for your survey request. For all BUMED/NAVMED survey requests, the user requesting the survey
must supply an email or letter from their leadership indicating that the survey is approved and that the
survey complies with DoD/NAVMED survey polices. Once you supply that letter or e-mail, | will get your
survey started. Thanks for your help.

Monique Carter, MBS
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Many of the letters/emails are very simple with just a sentence or two authorizing the survey.
The letter/email needs to come from the CO/XO/ or one of the Directors. The only exception to this is if
you have an approved IRB letter for a study. Please let know if you have any questions/concerns.

Creating Surveys

If you are a first time user, check out a
YouTube tutorial to create a new survey
If you are not a first time user,

1) Go to the MAX Survey Homepage

2) Select the "Create, Import, or Copy a Survey" icon in the upper right-hand corner.

Surveys: |Plezse choose... [*] @ @ e

Create, import, or copy a survey

3) You will be brought to a page where you can fill out basic information about the survey such as
the title, description, welcome message and ending message.

For more information on survey settings, click here.
Once you save your information, you can now begin creating the questions for your survey.

Importing a Survey

Alternatively, if you have an existing survey file in *.Iss, *.csv, *.txt, or *.Isa format, you can import the
survey by clicking on the "Create, Import, or Copy a Survey" button, clicking the "Import" tab,
uploading the survey file, and clicking "Import Survey".

Adding Questions to your Survey

1) To begin creating questions, you will need first to create a questions group. A survey requires
each question to be a member of a group. Depending on the number of questions in the survey,
groups can be used to define logical sections, common subject themes, or possibly pages on the
screen. A group can have questions about a similar subject or simply be set up as a manageable
number of questions.

To create a questions group click the "Add New Group" icon in the upper right-hand corner.

Question groups: Fleaze choose... ] g@ EE

Add new group to survey

Give the group a title, and you may also note the types of questions you will have in this group in the
description section.
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e When you are done filling out information, click "Save New Group".

@ vou can always go back and edit this information by clicking the

2) Next, you can begin creating questions for a question group. To add a question to the group,
select the "Add New Question to Group" icon.

Questions: Flesss choose... [=] @ EE

Add new question to group

3) On the "Add a New Question" page, fill out the question code (assign a number) and the
guestion you want to appear. If you would like, you may also write out help instructions for guidance
on how to answer the question in the help box.

4) Now that you have composed your question, you can select the question type from the drop down
list. There are many different question types ranging from simple text box answers to predefined lists
and ranges.

@70 learn about all of the guestion types available please reference the Question types help page
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5) Once you select your question type, click "Save Question". Depending on the type of question
you have selected, you may be prompted to add answer options.
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To add answer options, click on this icon —L
You will be brought to a page where you can fill out the question answer parameters based on the
type of question you selected (i.e. if you selected drop down list fill out the items you want to appear
in the list).

To add default answer text, click on this icon

6) Fill out each individual answer option you would like to be displayed by first assigning them an
individual code then in the second column write the answer as you want it to appear.

When you are finished, click "Save Changes”

You can now preview your question by selecting the "Preview this Question" button shown below

Section I-Tasks: Fre-Award Activiti

@m 0A)

Preview this question

7) You can continue adding questions by selecting the "Add New Question" icon and repeating
steps 5-9 for as many questions as you wish.

@Rremember you can also group questions together by placing them different question groups.

8) You may also reorder questions by clicking the "Reorder question groups/questions” icon. On
this screen, you can drag and drop questions and/or question sections into your desired order.

@ Ques

Organize question groups/questions

To reorder questions/questiongroups just drag the question/group with your mouse to the desired position.
After you are done please click the bottom 'Save' button to save your changes.

Section 1: Questions
Name: [1] Is your name TOKEN:FIRSTNAME TOKEN:LASTNAME?
Birthplace: [1] Where were you born?
Mood: [1] Rate your current mood (1=absclutely miserable and S=completely euphoric)
Food: [1] What's your favorite food that isn't pizza?
Math: [1] 2+2=7

Life Story: [1] What is yvour life story?

Your Responses

Responses: [1] 1. Is your name TOKEN:FIRSTNAME TOKEN:LASTNAME? Your

Answer: Name.shown 2. Where were you born? Your answer: Birthplace.shown 3. Rate your current
mood (1=absolutely miserable, S=completely euphoric) Your answer: Mood.shown 4. What's your
favorite food that isn't pizza? Your answer: Food.shown 5. 24+2=7 Your answer: Math.shown 6. What
is your life story? Your answer: Life Story.shown
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For advanced question settings please reference the Lime Survey Advanced questions page

Testing Your Survey

When you have completed creating your questions, you can test your survey by clicking the "Test
this Survey" button pictured below.

e R

Test this survey

Activating Your Survey

To activate your survey, click the 'activate survey' button picture below.

@ a3 R E

This survey is currently not
active

Closing a Survey

There are two ways for closing a survey: Expiry or Deactivation.
It is strongly recommended to use the expiry option to close a survey - See below why.

> Option 1: Expiry

No results lost

No respondent information lost

Change of questions, groups and parameters is limited

An expired survey is not accessible to participant (they only see a message that the survey has
expired)

It's possible to perform statistics on responses inside Lime Survey

To set the Expiry Option:

1) Click "Survey Properties” then "General Settings”

Monique Carter, MBS
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} g Edit text elements

@General settings

li Survey permissions

@ Quotas
E Assessments
Email templates

uA Survey logic file

2) Click the "Publication Access and Control" tab.

3) Edit the "Expiry Date/Time" field to the date and time you wish to close your survey.

I—” Presentation & navigation I Publication & access control l Motification & data management H7

List survey publicly: [No [¥]

Start date/time: [ ]
=
Set cookie to prevent repeated participation? |No [*]
Use CAPTCHA for: |- / Registration / Save & load [*]

| Save & edit survey text elements >> |

> Option 2: Deactivation

All results lost (at least you cannot access them via Lime Survey)

All respondent information lost
An expired survey is not accessible to a respondent (only a message appears that you are not

permitted to see this survey)
All questions, groups and parameters are editable again

To set the Deactivation option:
Click on "Stop this Survey" in the administration panel pictured below.

o0

Stop this survey

Monique Carter, MBS
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Inviting Participants to Take Survey

Once you're finished creating your survey and have activated it, you are ready to create your tokens
list to sign people up to take the survey.

To manage your survey participants, MAX Survey uses Tokens. The tokens feature allows you to do
the following:

Manually create invitations (name, email address, ...)

Import a list of names and email addresses for participants (from a CSV file or an LDAP query)
Add/Remove invitations

Generate a unigue token number for each participant (invitation code)

Send an email invitation to each person in your list, by group or individually

Send a reminder email to each person in your list who has not yet responded, by group or
individually

Track who from your list has responded

Restrict access against people who have not got a token, and those with a token who have already
responded

Edit/change any details in your list

How to Set up Tokens

1) To begin, click on the "Token Management" button in the top left-hand corner of the screen.

% You will be taken to a warning window, select "Initialize Tokens" and then
select "Continue."

Token management

a (@

2) To add a user click the "Add New Token Entry" button in the upper left-hand corner of the

screen pictured below.

Add new token entry

3) Enter the information for the following fields of the person you wish to participate in the survey:

First and last name: Participant's first and last name (can be used in the emails & survey)

Email: Participant's email address

Email status: A field to keep track of bad emails. For instance, if the survey administrator received
email error naotifications from this email, the he can set this field to anything other than '‘OK' (for
instance 'user unknown', or 'mailbox quota exceeded’). Marking this token with an email status other
than 'OK’, will help skip this entry when sending invitation or reminder emails. Note that this is
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completely manual, unless you decide to implement a script which does update this field
automatically.

Token: This is the invitation code. By default, it is automatically generated by the 'Generate tokens'
button

Language: If you want to set the default language for this participant

Invite sent: Defaults to 'N', otherwise contains the date when the invitation email was sent
Completed sent: Defaults to 'N', otherwise contains the date when the survey was submitted
Uses left: A counter of number of times the token can be used.

Valid from & Valid until: You can set a date/time range where this token would be allowed to use.
You can leave these empty if you don't want to limit participation time frame for certain users. Note:
If the user is answering the survey and the participation time ends then the user is locked out
immediately and won't be able to finish the survey.

Attributes: These are user-definable attribute fields.

4) Repeat the process to add all the users you would like to participate in your survey.

5) When you have completed adding users click the "Generate Tokens" button (pictured below)
and MAX Survey will automatically generate and assign tokens to each user.

1 If you enter in tokens for each user manually, you can skip this step.

RSB

Generate tokens

Emailing Invitations and Reminders to Survey Participants

Once you have all your tokens set up, you are now ready to send invitations out to participants to
take your survey.

Setting Up Email Text

1) To edit the text of your invitation email, click the "Edit Email Templates" button pictured below.

Edit email templates

2) Fill out the email templates with what you would like your survey participants to see.

a) Invitation Email Subject: The subject line for the invitation email that gets sent out when tokens
are used with your survey.

b) Invitation Email: This is the text for the invitation email that gets sent out when tokens are used
with your survey. This is initially filled by the default invitation message but you can modify it to suit
yourself.

2 On this same page you can also edit the email messages sent out for:
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Reminder Emails This is used to remind users that they have not completed the survey.
Confirmation Email: This is the text of the email that gets sent to users after completion of the
survey.

Public Registration Email: This is the text for the invitation email sent to members of the public
who register for a survey (this only applies if you make your survey open to the public).

3) Click Save and you are now ready to send out the emails.
Sending Emails (Invitation and Reminders)

Sending Invitation to Participate in Survey Email

For sending out survey email invitations, simply click the "Send Email Invitation

Button" pictured below:
Send emall invitation

Sometimes you might want to send invitations again to certain token entries / persons. When you
use the send invitations-function only, email addresses that have not previously received an
invitation will get one. This means that if you add new addresses to the token list after the first time
you sent invitations, only these new addresses will receive an invitation the second time you send
invitations.

This means that you can also edit/change an email in a particular token entry that you got a bounce
from and then send to only this edited address. Just substitute the Date Invite Sent for a capital N
(no) and click "Send Invitations" again.

Resending Invitations

Sending Reminders

To send an email reminder to take the survey, click the "Send Reminder" button pictured below.

)3 BR

Send email reminder

OTHER THINGS YOU CAN DO IN MAX SURVEY

View Your Results while survey is still being conducted
Export Your Results to Microsoft Excel or Word

Display Your Results

YV V V VY

Set Up Assessments to score and evaluate your survey
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