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What is the "Questionnaire” Function Net%arning@

This “Questionnaire” Function allows for various Questionnaires to be easily created and distributed.
The status of answers can be confirmed at any time from the Administrator page.
The results can be displayed as a graph and downloaded as data.

B Create a Questionnaire

Questionnaires can be created in 3 simple steps.

Step 1: General Settings (p. 3, 4) =s=s=sssssssssrssanararararararanans Make general settings such as the Questionnaire title and period.

Step 2: Question Creation (p. 51to 13) s=sssssasarasararararasnsnnnan Create questions.
There are 5 types of questions available;
Single Selection, Multiple selection (Check-box), Multiple Selection (List), Free Description, and
Listing (Single Selection).

Step 3: Preview (Confirmation) / Modification (p. 14 to 16) ===== Preview the created Questionnaire to confirm it, and make the necessary modifications.

!

Once the Questionnaire is registered, it will appear on each respondent's My Room page.

M Questionnaire Management
Answers can be checked and tabulated.

Questionnaire TOp page (p. 17) ==re=rsssaressssarssrarasssasaurasas Created Questionnaires, period, and number of users answering can be managed as a list.

Status Confirmation (User List) (pp. 18, 19) ==ssssssssssasarararass The number of users who have already responded and a list of users who have not yet
responded can be confirmed at any time.

Answer Tabulation (Tabulation Results Table) (pp. 20, 21y==:= Answers are tabulated and presented as a graph or table.
It is also possible to download answers in CSV format, and data can be tabulated and
processed using Excel, etc.

OEEL = e c8 This format can be customized according to your needs.

"What kind of training do you want to have?", "About Your Qualifications", "TOEIC Score Acquisition Status", "After Taking
elLearning"

"Voting for New Product Names", “Questionnaire for Company Trip Destinations", "Schedule Adjustment and Budget for
Welcome Party“

"Virus Check Status", etc.
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Step 1: Create a Questionnaire (Creation Preparation) Netlearning

From the Administrator page, click [Information] to go to [Questionnaire].
The following Questionnaire Top page will appear. Then click [Create Questionnaire].

Home Basic Setting Bz A ShE Frogress

CONTROL PANELS Motice | Library | Questionnaire

Inforration Create questionnaires to be answered on the My Room page. and confirm tab
Questionnaire

Mo questionnaire available,

Search questionnaire
Period 2013 vJ'r['i v.-'"? -~ M3 v}"ﬁ v;‘"? -

Title |

Search _ Feset

Note: If there are Questionnaires that have already been created, they are displayed as a list on the Questionnaire TOP page.
However, the initial TOP page only displays the title, etc., of Questionnaires with an answering period within 30 days before or

after the current date.
(Questionnaires with an answering period that ends 30 days before to Questionnaires with an answering period that begins 30

days later.)
To display Questionnaires outside this period, execute a Questionnaire search.
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Step 1: Create a Questionnaire (Set Questionnaire format)

Netlearning

Before creating a Questionnaire, determine the title and content of the Questionnaire.
After determining the content, input all required items such as the Questionnaire title and period.

CONTROL PANELS

Homre Basic Setting RGOz ShE Prograss

Inforration
Questionnaire

Create questionnaires to be answered on thel Mz Room and confirm tabi

Enter each item category for setting the questionnaire format; then, create the necessary question one by one.
After creating all questions, push “ Preview” to confirm the details

Warning: If you leave the web page open without makine any operation for a certain period of time, the page will automatically eo back to the Top page.

Freviem

Set questionnaire format

Title (#Required item)

Instructions (Up to 2000
characters)

Beein

2013/6/8 > 0¥
0-:

<l

End

2013/7/8 -

Ll

Rewmrite answer

CIPermit to revrite answer

Gancel answer

[CIPermit to cancel answer

@al

To

Opecity eroup

ion li Click "Create tion”
Question list | Create question ick "Greate question

Enter each item category for setting the guestionn: stion one by one.

After creating all question)

L When [Specify group] is selected

Ta C;)AH
@Specity group

Group search

Group name |

Group category |

‘ Search

Gheck all

o Group name Group category
[} Group1 Gategary 1
= Group2 Gategoryd
= Group? Categoryd

B Set Questionnaire format

(2) Title
=Input a title that is easy for respondents to understand.
(Up to 100 full-sized or half-sized characters)
(2) Instructions
=Describe the purpose of the Questionnaire and notes for answering, etc.
(Up to 2,000 full-sized or half-sized characters)
(3) Begin
=Set the date and time for the beginning of the Questionnaire answering
period.
(4) End
=Set the date and time for the end of the answering period.
(5) Rewrite answer
=Check here to allow the input contents to be changed within the
answering period.
(6) Cancel answer
=Check here to allow the input contents to be canceled within the
answering period.
(7) Targeting users
[For General Administrators]
-All: All registered users can be set as the Questionnaire target.
- Specify group: Each group can be specified individually as the Questionnaire
target.
[For Persons in charge of groups]
- Specify group: Only groups that the person is in charge of can be specified
individually as the target for the Questionnaire.

Note: Regarding items with restrictions on the number of characters, line break
marks are counted as two characters by the system, so be sure to add two
characters per line.

Copyright © 2014 NetLearning Inc. All Rights Reserved. 4



STEP 2 : Creating Questions Netlearning

To create question contents for each question individually, select [Create question], and to create questions as a lump,
select [Create all questions].

Basic Setting ROIGNELT

B Create question

Infol : Greate questionnaires o) be ansmereilCINMEISIETHTRIN Questions can be created by freely combining
Questionnaire . i
the following 5 types of question types.

Home

CONTROL PANELS Maotice | Library

Enter each item category for setting the questionnaire format, ther, create the necessary question one by one
Atter creating all questions, push " Preview” to confirm the details

(1) Single Selection

(2) Multiple Selection (Check-box)
(3) Multiple Selection (List)

(4) Free Description

(5) Listing (Single Selection)

Wiarning: If you leave the web page open without making any operstion for a certain period of time, the page will sutomatically €0 back toAfe Top page

Preview

Set questionnaire format

Title (*Required item) |

Ihstructions (Up to 2000
characters)

= For more information about question types, refer to p. 6.
And for information about the creation method, refer to p. 7 to 11.

Begin 018/6/8 -~ 0 -

End 0137778 =iy
Rewrite answer [ClPermit to remrite answer

GCancel answer [ClPermit to cancel sngifer

B Create all questions

T :%Q!eclfy group
: il : e It is possible to create all questions at once by reading a CSV
Question list Create question, Create all questior flle that has been prepared in advance.

Enter sach item category for setting the questionnaire format; then, creats the necessary question one by one

Atter creating all questions, push "Freview™ to confirm the detaile
= For more information about the creation method, refer to p. 12.

Freview

Questionnaire TOP
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Step 2: Creating Questions (Types of Questions to be Created)

Netlearning

With this “Questionnaire” function, 5 question types are available.
Up to 100 questions can be created by freely combining different types of questions.

B Single Selection

1. Do you make uge of what you have learned in training at your daily work?
(*Required item)}

CFully
D5ome
DINot much
DIMot at all

This can be used when only one answer can be
selected from up to 20 options.

Options are displayed as radio buttons.

Images can be attached to questions. (One image per
guestion)

A space for free description can be added below the
options.

—=For more information about the creation
method, refer to p. 7.

M Multiple Selection (List)

5. Pleaze select the training wou want to receive.
(*Required item)

1.  Inhformation Security -

2. Perszonal Information Protection -

3. OG5SR v

This can be used to get a respondent’s first choice,
second choice, etc. from up to 20 options.

Up to the 20th desired option can be set.
Options are displayed as a list (pull-down menu).

Images can be attached to questions. (One image per
guestion)

=For more information about the creation method,
refer to p. 9.

B Multiple Selection (Check-box)

2. Please anzwer this question only people who choose Mot at all” in the Q1
Why vou can't make use of that? Please select all that apply
(¥Required item)

[CIeecause it does not use at wark.
[Ceecause thers is no relationship between work and training contents
[CIBecause 1do not understand the training contents

This can be used when multiple applicable answers can
be selected from up to 20 options.

Options are displayed as check boxes.

Images can be attached to questions. (One image per
question)

A space for free description can be added below the
options.

=For more information about the creation method,
refer to P. 8.

B Free Description

6. Fill in your impressions about the training contents
(*Required item)

{Up to 100 characters}

This can be used for users to write their answer freely.
This is ideal for acquiring opinions, requests,
impressions, etc.

A limit on the number of characters can be set freely,

and it is possible to enter up to 2,000 characters
regardless of the size (full size or half size).

Images can be attached to questions. (One image per
guestion)

=For more information about the creation method,
refer to P. 10.

M Listing (Single Selection)
Usage (1)

This can be used when the same scale of 1to 5 is
used for evaluation with each question. Images can
be attached to questions. (One image per question)

Please evaluate this training according to the five grade evaluation system.
1:poor

2fair

Faverage

4enod

Gexcellent

1. How was the training content?
(*¥Required item)

2. How waz the training text?
(*Required item)

* As shown in the above example, if 1 is set as "Very
Unsatisfied," and 5 is set as "Very Satisfied," it is
easier to tabulate the results using points.

Usage (2)

This is a matrix type and can be used when answers
are made using a combination of items shown on a
vertical/horizontal axis and options.

Yihat iz the most important when vou chooge the folloms items.
1:Price

2:Perfor mance

ICuality

4:Dezign

B:Popularity

1. Refrigerator
(¥Fequired item)

2. Microwave oven
(¥Fequired item)

—=For more information about the creation method,
refer to p. 11.

* This image is a sample from a questionnaire that was actually created.

Copyrigh
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Step 2: Creating Questions (Single Selection) Netlearning

This is the creation method for a Single Selection type Questionnaire.
This can be used when only one answer can be selected from up to 20 options.

Dﬁl:zﬁi;r;)ﬂumher (Up to 10 Empty space will automatically show "1, 2 3 . numbering. Enter here to set other numbering style. \. S i n g | e Se | e Ct i O n
Type of question Single Selection ) i )
Emphasize text enclsed by ™ and *"_(Sample entry) Refer o the photo and ""choose the most applicable item™ (1)Set the question number of your choice by changing the preset
number.

Question text (Required, up

to 2000 characters) (2) Select the question type.

Single Selection =
Sinel ction

Multiple Selection{Check-box)
Multiple SelectionList)

Free Dezcription

Lizting(Single Selection)

Angwer required WIPleaze answer this question.

(3) Input the question text. (Up to 2,000 full-sized or half-sized
characters)

Characters between <strong> and </strong> will be
emphasized with bold font and underlining.

Selected item (Required, up
ta 2000 characters) 1

12 (4) If a checkmark is input, an answer will be required.

(5) Input the options. (Up to 2,000 full-sized or half-sized characters)
= Up to 20 options can be set for one question.

m Note: Regarding items with restrictions on the number of characters,
e line break marks are counted as two characters by the system, so be
;”b sure to add two characters per line.
i}
Free text space at the end Suliitite |others Lo .
of selected item i) | (6) To add a Free Description s.pace below the optlor?s,.place a
haracters checkmark next to [On]. A subtitle for the Free Description space and
Iploaded imaee slso shown on mobils screen a maximum number of characters can also be specified.

Create question; then, press “Add” to add the new gquestion to the Question list

ancel
(7) Select an image to add to the question.

Enter each item category for setting the questionnaire format; then, create the necessary question one by one
fAifter creating all questions, push “Preview™ to confirm the details.

ﬁ (8) Click [Add] to make additions.

(9) After creating all questions, click [Preview] and confirm the
Questionnaire.

Copyright © 2014 NetLearning Inc. All Rights Reserved. 7

Questionnaire TOP



Step 2: Creating Questions (Multiple Selection (Check-box)) NetLearning

This is the creation method for a Multiple Selection (Check-box) Questionnaire.
This can be used when multiple applicable answers can be selected from up to 20 options.

Dﬁl:zﬁi;r;)ﬂumher (Up to 10 [ Empty space will automatically show “1,2 3 .7 numbering. Enter here to set other numbering style. . M u | t i p | e Sel e Ct i O n (C h eC k - b O X)
Tepe of question Multiple Selection{CGheck-box) «
Emphasice text enclosed by " and ™" (Sample entry) Fefer to the photo and "“choose the most applicable item™ (1)Set the question number of your choice by changing the preset
number.
Question text (Required, up
fp 200 cherecters) (2)Select the question type.
Single Selection [
Answer required WP lease answer this question. Single Selection _ .
: Multiple SelectionCheck-box)
L Multiple SelectionList)
Free Description
i Lizting{Single Selection)
4
5
6 (3)Input the question text. (Up to 2,000 full-sized or half-sized
§ characters)
P Characters between <strong> and </strong> will be emphasized
9 . ..
w with bold font and underlining.
Selected i (Required,
o 2000 ety _ . .
(4)If a checkmark is input, an answer will be required.
12
13
1 (5)Enter the options. (Up to 2,000 full-sized or half-sized characters)
15 =Up to 20 options can be set for one question.
16
17 Note: Regarding items with restrictions on the number of characters,
i line break marks are counted as two characters by the system, so be
E sure to add two characters per line.
20
S:i”.” B (6) To add a Free Description space below the options, place a
ubtitle others . . .
b st e R imun | — checkmark next to [On]. A subtitle for the Free Description space and
ber of 2000 . ope
et a maximum number of characters can also be specified.
Image ﬁ]
Jploaded image also shown on mobile screen
Create question; then, press “Add” 1o add the new question to the Question list. \ (7) Select an Image to add to the questlon.
Cancel

Enter sach item categary for setting the guestionnaire format; then, creafe tHemecese
After creating all questions, push “Freview” to confirm the details.

estion one by one.

(8) Click [Add] to make additions.

Freview

(9) After creating all questions, click [Preview] and confirm the
Questionnaire.

Questionnaire TOP
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STEP 2 Creating Questions (Multiple Selection (List)) NetLearning

This is the creation method for a Multiple Selection (List) Questionnaire.
This can be used to get a respondent's first choice, second choice, etc. Up to the 20th desired option can be set.

Type of question Multiple SelectioniList] -

“ and “" (Sample entry) Refer to the photo and ““choose the most applicable item™ (1)Set the queStIOH number Of yOUf ChOICE by Chang|ng the pl’eset
number.

Dﬁ'::i:;!)"umber {Up to 10 l:| Empty space will autamatically show ™1, 2 3 . numbering. Enter here to set other numbering style. \. M u I t I p | e Sel eC tl o n (L I S t)

Emphasize text enclosed by *

Question text (Required, up
ta 2000 characters)

(2)Select the question type.

Single Selectian [+
Answer required [P lease answer this question Single Selection
Mumber of the select 1 <] ML It = lecti (OhEk_bUX}
1
: Liztine(Sinele Selection)
3
4
3 (3)Input the question text. (Up to 2,000 full-sized or half-sized
6 characters)
i Characters between <strong> and </strong> will be emphasized
2 with bold font and underlining.
\Soleced o (Rocured. 1 (4)If a checkmark is input, an answer will be required.
) characiers. 1
12
B ___ (5) Choose the number of selections.
1 Enter the options. (Up to 2,000 full-sized or half-sized characters)
il =Up to 20 options can be set for one question.
16
" Note: Regarding items with restrictions on the number of characters,

line break marks are counted as two characters by the system, so be
sure to add two characters per line.

Imege 0 L=

Uploaded image alzo shown on mobile screen (6) Select an Image to add to the questlon.

5 1, press " Add” 1o add the new guestion 10 the Wuestion Nist
Add Cancel

(7) Click [Add] to make additions.

Enter each item category for setting the questionnaire format; then, create the necessary question one by one.
After creating all questions, push “Preview” to confirm the details

(8) After creating all questions, click [Preview] and confirm the
Questionnaire.

Preview

Copyright © 2014 NetLearning Inc. All Rights Reserved. 9



Step 2: Creating Questions (Free Description) Netlearning

This is the creation method for a Free Description Questionnaire.
This can be used for users to write their answer freely. This is ideal for acquiring opinions, requests, impressions, etc.

B Free Description

\ (1)Set the question number of your choice by changing the preset
number.

Question number (Up to 10

characters) Empty space will automatically show 1, 2, 3 .7 numbering. Enter here to set other numbering stvle.

Tvpe of question Free Description -
Emphasize text enclozed by ™ and " (Sample entry) Refer to the photo and ““choose the most applicable item™”

Question text (Required, up (2)Select the question type.
to 2000 characters)

Sinele Selection |-
Single Selzction

Multiple Selection{Check-box)
Answer required [FIPlease answer this question. Mul‘tl |E SE}'EC‘HDH(UST}
Mazximum number of 100 Free Description

Litingﬁigle Selection)

characters

Tnput mode @Mone specitied D Half-size alphanumeric
— "“D'Uﬂm MR F0 S"Dwﬁ]"e (3)Input the question text. (Up to 2,000 full-sized or half-sized
sate-gqusctionthen, press “Add” 1o add the new guestion to the Question list. !
Cancel characters)
Characters between <strong> and </strong> will be emphasized
Enter each item category for setting the guestionnaire format: then, create the necessary question one by one. Wlth b0|d font and underlining.

After creating all questions, push " Preview” t&santirm the details

Freview

(4)If a checkmark is input, an answer will be required.
(5) Set the maximum number of characters for the answer.

(6) Select an input mode.
If “Half-size alphanumeric”is selected, only half-size alphanumeric
characters can be input.

(7) Select an image to add to the question.
(8) Click [Add] to make additions.

(9) After creating all questions, click [Preview] and confirm the
Questionnaire.

Note: Regarding items with restrictions on the number of characters,
line break marks are counted as two characters by the system,
so be sure to add two characters per line.
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Step 2: Creating Questions (Listing (Single Selection)) Netlearning

This is the creation method for a Single Selection type Questionnaire.

This can be used when each question contains a scale of 1 to 5, or when answers are made using a combination of
items shown on a vertical/horizontal axis and options.

M Listing (Single Selection)

:I’('l::zi::rr;)number tp to 10 :l Empty space will automatically show “1, 2 3 " numbering. Enter here to set other numbering style.
Type of question | Listing Sinele Selection) + (1)Set the question number of your choice by changing the preset
Emphazize text enclosed by ™ and “". (Sample entry) Refer to the photo and " “choose the most applicable item™". number
Question text (Required, |
| el iclen (2) Select the question type.
Single Selection |=
Single Selection
Answer required WhRiease answer this question Multiple Selection(CGheck -box)
— =l Multiple Selection(List]
Upleaded feo-sh & Free Description

then, press “Add” to add the new question to the Guestion list

Liztine(Sinele Selection)

Gancel
Enter each item catesory for setting the questionhaie format; then, create the necessary guestion one by one. (S)InpUt the queStlon teXt (Up to 21000 fu"-S|2ed or half—SIZed
After creating all questions, push " Preview” ta confirm The~details

characters)
Characters between <strong> and </strong> will be emphasized
with bold font and underlining.

Freview

Questionnaire TOP

(4)If a checkmark is input, an answer will be required.
(5) Select an image to add to the question.
(6) Click [Add] to make additions.

(7) After creating all questions, click [Preview] and confirm the
Questionnaire.

Note: Regarding items with restrictions on the number of characters,
line break marks are counted as two characters by the system, so
be sure to add two characters per line.
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Step 2: Creating Questions (Importing from CSV)

Netlearning

By importing from a prepared CSV file, it is possible to create all questions at once.

B CSV File Data Sample

CGluestion
1 Mumber
2 1

Type of guestion  Question text

3 c Selectioni Check—hax])

Please choose three preferred work locations(Free

4 Description)

5 Description)

@
T
[
=

Chooge your work location{single selection) 1
How do vou commute to work?(Muliple

Please enter a business improvement proposal{Frae

Please erter freelhy(Free Descrigtion) 1

D | E | F
Maximum number of
characters for answer

Answer reguired

O MY,

1 O NY.

1 1000 0
200 1

Please evaluate this training according to the five

grade evaluation system.
1 :poor
2:fair
5
Saverage
4:good
Sexcellent
7 (Listing (Single Selection))

B Question number. (Column A)

—=Enter here when you want to change the question

number. When sequential numbering is OK for the
guestion number, leave this space blank.

M Type of question (Column B)
=Select one of the five available question types.

Single Selection = = = =+ =+« «x wran u
Multiple Selection (Check-box) ===+« "
Multiple Selection (List) = = = = ======"3"
Free Description e
Listing (Single selection) = = = =« = == = g

M Question text (Column C)
—=Enter the question text.

B Answer required (Column D)
—=Select the answering requirement.
Answer not required = = = e e s
Answer required =« = s s x e e e e s

B Answer Maximum Number of Characters (Column E)
=Enter the maximum number of characters for inputting the
Free Description.
Notes:
1. Be sure to enter this for question type “4” Free Description.
2. For other question types, leave this space blank.
(Even if it is entered, it will not be reflected.)
3. Enter up to 2,000 characters.

G

Input mode Choloa 1

0 0 an foot

H I J K

Choice 2 Choice 3 Choice 4 Choice &

LA Boston Chicago  Houston

By hicycle By bus By train

LA Boston Chicago  Houston

B Input Mode (Column F)
—=For a Free Description answer, select whether you want to
limit the usable characters to "Half-size alphanumeric"

characters.
Note: Enter “0” for all question types except “4” .

For no specification = = = = = = =+« « s s o v v v w s "0
For limiting to half-size alphanumeric characters - - - "1"

W Selected item (Columns G to 2)

=Up to 20 options can be created.

Only enter the necessary number of options from option 1.
Leave unnecessary option spaces blank.

“Answer required” in the first line.

When creating a CSV file, it is necessary to enter item names such as “Question number,

A sample CSV file can be downloaded from [Help] on the Administrator page.

Note: Maximum number of options in Multiple Selection(Check-box), Number of selected items in Multiple Selection(List), exclusive
control and Image cannot be set in CSV. Add and set necessary item for each question by modifying after creating questions at once.

=For more information about how to modify, refer to p. 15.

” o«

Question type,” “Question text,” and

© 2014 NetLearning Inc. All Rights Reserved.



Step 2: Creating Questions (Importing from CSV) Netlearning

By importing from a prepared CSV file, it is possible to create all questions at once.

B CSV File Data Sample

L 1 i * ¥ z Ak AB AT
Maximum number of
characters [Free Text)

1 |Oh0ice 15 Choice 16 Choice 17 Choice 18 Choice 13 Choice 20 Free Text Subtitle

|
2 |F'hi|ade|phia 1 others 100
o 0
.
.
o
M Free Text Space (Column AA) M Subtitle (Column AB)
=Select whether to set a free text space below the options. =Enter a subtitle for the free text space.
Set ........................................... "1" Notes
NOt St ===rersrrsrrerreirresrrarrannanas "o" 1. Only enter this when “1” is set for the free text space.
Note: Be sure to enter this for question type "1" Single Selection, 2. Entersesat:egts will not be reflected on the page when “0” is set for the free text
and for question type "2" Multiple Selection (Check -box). B Maximum number of characters for free text (Column AC)
For other question types, leave this space blank. = Enter the appropriate number of characters for the free text space.

Notes:

1. Only enter this when “1” is set for the free text space.

2. Entered texts will not be reflected on the page when “0” is set for the free text space.
3. Enter up to 2,000 characters.

” o« ” o«

When creating a CSV file, it is necessary to enter item names such as “Question number,” “Question type,” “Question text,” and
“Answer required” in the first line.

A sample CSV file can be downloaded from [Help] on the Administrator page.

Note: Maximum number of options in Multiple Selection(Check-box), Number of selected items in Multiple Selection(List), exclusive
control and Image cannot be set in CSV. Add and set necessary item for each question by modifying after creating questions at once.

=For more information about how to modify, refer to p. 15.
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Step 3: Preview (Confirmation) Netlearning

Preview and confirm the created Questionnaire.
After saving the Questionnaires, information will appear on each respondent’'s My Room page.

Preview of questionnaire. Glick “Save” to save this.

M Preview (Confirmation)
Back Save

Enter each of the Questionnaire’s general setting items. After

creating all Questions, click [Preview] to confirm the content.
Sample of the questionnaire

Answering period: 2013/6/10/ D0:00 ~ 2013/7/10/ 00:00 A Preview (Confirmation) page will appear, as shown on the left.

Rewrite anzwer: Permit If there is no problem with the Questionnaire, click [Save].
Cancel answer: Permit
Mumber of questionz: 1

The creation is complete when "Questionnaire saved." appears.
Tareet eroup: all

To make changes, click [Back].

Thiz iz the zample of the questionnaire.

= For more information about the respondent’s page,
1. Choose wour work, lozation. please refer to p.22 and 23.

(*Required item)

MY,
LA,
D)Bastan
CiChicaza

- Questionnaire saved.
_'Housztaon

D

Questionnaire TOP
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Step 3: Modification Ne tlearning

It is possible to modify the contents and the order of created Questionnaires.

Click " Create question” .

Question list Create question Create all questior It iz poszible to create all the questions by uzing GS\W file at once.

Guestion Mo. Cluestion text Order Modify Delete
1 Do wou make use of what yaou ha.. T 1 Modify Delete
2 Pleaze anzwer thiz guestion on.. T flod ify Delete
3 Pleaze give rankings according... T flod ify Delete
4 What iz the most important whe.. T todify Delete
b Pleaze select the training vou.. T 1 Modify [elete
i Fill in wour impressions about... T todify Delete

B Number

= This is the question order. If the question number is set during Questionnaire creation, that number will be displayed.

M Question text
= This is the content of the question.

B Order

= Click [1] to move the question number up by one.
Click [|] to move the question number down by one.

Bl Modify
= Click this to display the Questionnaire creation, from there you can modify the contents.

M Delete
= Questions can be deleted.
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Step 3: Modification Netlearning

The following items can be modified from the Questionnaire modification page.
Items that can be modified depend on whether the answering period for the Questionnaire has started.

Modification Items Before start of Questionnaire After start of Questionnaire period

period (After [Begin] date)
(Before [Begin] date)

Items other than question contents @) O
(e.g. Title, Instructions, Begin, End)

Question contents O X
(When no user has responded)

Question contents X (*) X
(When some users have already responded)

* Such as when changing the [Begin] date for a Questionnaire when there are
users who have already responded.
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Questionnaire Top Page Netlearning®

After creating a Questionnaire, a Questionnaire Top page is displayed as follows.

B Questionnaire Top Page

Itemation Title

CONTROL PANELS Y (| ey || G = This is the created Questionnaire name from the Set
Irfnnﬁ!io'n ' Create questionnaires to be answered on the My Rool nfirs Questlonnalre format page (P' 4)' ) )
Questionnaire Click it to access the created Questionnaire.

Search questionnaire .

Perind 2‘0113 l-/ B -/ -~ /6 =/9 = Period

e ‘ , , = This is the period specified on the Set Questionnaire

Search Reset

format page (p. 4).

Greate questionnaire

[Modify] Button

Title Period¥ Delivery results ‘ ) . . . .
- O I ey P =lt is possible to modify the Questionnaire contents.
R 1O COED Delete I Tabulation results
) 4 il [Delete] Button
= You can delete Questionnaires.
[View all users] Button
= ltis possible to download the answer contents and
confirm the list of people who have not yet responded.
(Cf. p. 18)
* The initial Questionnaire TOP page only displays the title, [Tabulation results] Button
etc. of Questionnaires with an answering period within 30 = Answers are tabulated and displayed as a graph or
days before or after the current date. ———— table.(Cf. p. 19)

(Questionnaires with an answering period that ends 30
days before to Questionnaires with an answering period
that begins 30 days later.)

To display Questionnaires outside this period, execute a
Questionnaire search.
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Status Confirmation (View all users)

Netlearning

Users who have responded and who have not yet responded are displayed as a list. A list of answer contents can also

be downloaded.

Title Sample ofthe questionnaires
Instructions This is the sample of the questionnaire.
Feriod 2013767 0000 ~ 2013/7/10 00:00
Fewrite answer Fermit
Cancel answer Fermit
Answering rate 40K
Target group Al

B View all users

I This gives a summary of the Questionnaire, the
number of persons answering, and the answering
rate as of that time.

Search user

@name Duser 1D

(D answering period

2013 4 -/ - 2L D B
W3 o |6 -/ 9 | 22 o|: 28 .
Search Rezet

Answer complete (2/9) Click on the "Mame. Uzer |0, Answering DateTime™ to show the item in azcending or descending order.

Check gl || Remowve checkmark | | Go to e-mail delivery page

In case the downloaded data is garbled, please select the character code *UTF-8" to re-download.

Mame User D Ceate Time E-mail address
:‘ Taro vamada sample userl 2013/06/09 22:28 sample usergt s
j Keiko Suzuki sample user? 201 3/06/09 20:28 sample user@k s
jisplecy sl
Character encoding: Shif_IS Domn load

Back

Unanswered (279) Click on the “Mame, User ID” to show the item in ascending or dezcending order.

Check all || Remowve checkmark | | Go to e—mail delivery page

Mame Uszer Dk E-mail address
:I Eri Sato sample userd sample user@ttts
] Taichi Kimura sample userd sample_user@H
] A Morita sample users
Character encoding: Shift_JIS o Download

In caze the downloaded data is garbled, please select the character code “UTF-8" to re~download

Eack

Search user
= Target users can be searched according to [Name],
[User ID], or [Answering period].

Answer complete

= Users who have already responded are displayed.
The display order can be changed by clicking [Name],
[User ID], or [Answering date and time].

Click on the user's name to view their answer contents.

[Download] button

= ltis possible to download the answer contents
together as a CSV file.

Note: For more information about CSV sample data, please
refer to the next page (P. 19).

Unanswered

= Users who have not yet responded are displayed.
The display order can be changed by clicking [Name],
[User ID], or [Date Time].
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Status Confirmation (View all users) Netlearning

This is a sample of the answer contents data that can be downloaded from the View all users page.

A B C [B] E F G H I J K L i [+

1 [Title Sample of the guestionnaire
2 Period 20137677 0000 ~ 20137107 0000

Mumber of
3 | people answering
4 Answering rate 20%
5 |Instruction This is the sample of the guestionnaire.
i}
7
g MName User ID Affiliation  Position  E-mail address Cluestion! Qluestion? Questiond Questiond-Cluestiond-Cluestiond DateTime Group name
5 Tam “amada sampke us Dewvelopre nt sarmple _use nEdoers MY By hicycle Chicago  abcdef-  ahcdef- 2 20137678 2228 groupl
10 Keiko Suzuki sampke UsiSales SAMPIE _USe pEHoks Houston By train Boston abcdef  abodef- 3 20137679 2228 group?

© 2014 NetLearning Inc. All Rights Reserved. 1



Answer Tabulation (Tabulation results)

Netlearning

Answers are tabulated and displayed as a graph or table. Tabulated results can also be downloaded.

Title
Instructions
Period

Rewrite answear

Cancel answer

Mumber ofusers
answering

Answering rate

Target group

Sample ofthe questionnaires
This is the sample of the questionnsire.
201367 00:00 ~ 2013/7./10 00:00
Fermit

Fermit

2/5

40K

Al

Tabulation group

Limit search requirements to learner group

In case the downloaded data is earbled, please select the character code “UTF-8" to re-download

Oreanization Name Group name
tGroup ! Graup
L-Group? category
+Group3 Limit Reset
Tabulation periad
@) Mot Specified
T amE o f 5 o 9 4 23 4t 00 4
NI 5 76 w9 - 23 00
Summary
Chooze your work location. NY. 1 — DY
Single Selection LA, 1] 0%
1 Boston 0 0%
Chicagn 0 0%
Hougton 1 — (%
A Pleaze enter a business improvement plan
Free Description
Character encoding: Shift.JiS o | Download

Back

B Tabulation results

/ This gives a summary of the Questionnaire, the
number of respondents, and the answering rate.

Tabulation scope selection

=By specifying the [Tabulation group] and [Tabulation
period], it is possible to limit the tabulation results.
Both can be used together.

Tabulation results

= Tabulation results according to the options for each
question are displayed as a graph and as numerical
values.

[Download] button

= Tabulation results can be downloaded together as a
CSV file.

Note: For more information about the CSV sample data,
refer to the next page (P. 21).
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Answer Tabulation (Tabulation results)

Netlearning

This a sample of the download data for the Tabulation results table.

Title Sample of the guestionnaire

Pariod 201 37647 00:00 ~ 201377710 0000

MNumber of users answering 2/5

Angwering rate 40%

Instruction This iz the sample of the guestionnaire.

Target Group

Extraction Group Mot Specified

Extraction Period Mot Specified

Cluestion Mo. Cluestion text Choice Mumber of users percentage

1 Choose vour work location. M 1 18]

LA 0 0
Boston 0 0
Chicago 0 0
Houston 1 50

2 Please enter a business improvemeant plan.
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Explanation for Answering Questionnaires 1

Netlearning

This will explain the Questionnaire answer method using the respondent’'s My Room page.

B When Using a Computer

sowssts Netlearning.

Q) Fefer to hebp for this page.

| Notice List

Ha registered naficss.

1D:sample usert

| Course List (2 item/s)

Taro Yamada

I scneaute

Search | Clear | an
M zotwm

Ecliment  Reviawing

Su Mo TuWe Th Fr Sa Gourss Name e bt 2 1 b Status

26 27 28 20 30 31 1

2345678 EVRRTH= CEOED 102013 W3- L gy
w013 seoM1 oo T

|+ ERIRCRERIEE

16 17 18 19 20 21 22
Global Communication Sils Siep 1 @D saoor- snamso-

61372050 BN32060

23 24 25 26 27 28 29 Enrolled 0%

3 1

Domarad by th'camr'ng—

@ Fel far
| Profile Edit
| Quest e List

|ermFmren e

Pacicd 2013 = Vs § = Month § w Day~ 2013 = Vaar & = Manth § + Day

Ttk |
-
(D:sample user! — ——

Taro Yamada
Humiber
Title Period Date Time of  Cancel

| scheduie CrealeEdit questions

20136/07 00:00 6
~201207110 00:00

o 20030 )
Su Mo Tu We T Fr Sa

Bl When Using a Mobile Phone

1.

My Room
Mr./Ms Taro Yamada
Welcome to My page!

Training ends, please
answer the questionnaire.

Questionnaire

Course List

>

Questionnaire

2.

Click the title, the al
page will appear.

Help

Sample Questionnairel
Answering period:
2013/06/10 00:00 —
2013/07/10 00:00
Number of the question:4

[Computer]
From the My Room page, click
[Research].

[Mobile Phone]
From the My Room page, click
[Questionnaire].

[Computer or Mobile Phone]
Questionnaires to which the user is a
response target are shown in a list.
Click on the title of the questionnaire
to which you want to respond to
move to the answer page.

Note: It is not possible to answer outside of
the answering period.
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Explanation for Answering Questionnaires 2 Netlearning

= Continued from the previous page

Bl When Using a Computer B When Using a Mobile Phone

| Questionnaire 1: Choose your work 3. [Computer]
I samste avsstomaia Location. After responding to a Questionnaire,

d 2013/06/07 0000 ~ 2013/07410 00:00

SO ——— (Required item) click [Confirm].
This is the sample of the questionnaire. .
1 Choose your work location, ‘ N.Y. [MObI Ie Phone]
ki L.A. Click [Answer complete] to

o Boston complete your answer to the
© H . .
opostn Chicago Questionnaire.
@bnicago Houston

(@Haustan

Note: When using a mobile phone, the page
Pless rs abuanes mpmemspen ‘ Answer complete changes for each question, and the answer
Rkl data is saved.

Also, there is no answer confirmation page.

Back

(Up to 100 characters)

4. [Computer]
If there is no mistake in your
answers on the confirmation page,
click [Send] to complete your
answers.

| Questionnaire

| Sample questionnaire

Answering period 2015/06/07 00:00 ~ 2013/07/10 00:00

This is the sample of the questionnaire.

I 1 |Chnuss your wark locatian |‘

NY.

‘ 2 Please enter a business improvement plan ‘

1think
Please click "Send” If you are [eedy to send this.

I Send | Back |
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Questionnaire Creation / Access Authority 1 Netlearning

This section will explain authorities related to the Administrator page such as Questionnaire creation and access.

All administrators (General Administrators and Persons in charge of groups) can create Questionnairy.

General Administrators can edit and access all Questionnaires created by Persons in charge of groups. Persons in charge of groups can edit
and access Questionnaires that they themselves have created, and they can edit and access some Questionnaires created by General
Administrators.

The following will explain each authority for Questionnaires created by General Administrators.

1. Questionnaire Creation

Only General Administrators can create Questionnaires for all users.
* Only General Administrators can select “All” as the target.

Target Specification General Administrator Person in charge of group

All O X
Specify group All groups can be specified Person in charge of a Person in charge of a
specified group non- specified group
O X
2. QU eSti onn ai re Access Note: For more information about the access method, refer to p. 17.

The following is the access authority for created Questionnaires.
If the General Administrator sets the target as “All,” all Persons in charge of groups can access the Questionnaire. If the target is set as
“Specify group,” only Persons in charge of specified groups can access the Questionnaire.

Target Specification General Administrator Person in charge of group

Al O O
Specify group O Person in charge of a Person in charge of a
specified group non- specified group
O X

Copyright © 2014 NetLearning Inc. All Rights Reserved. 24



Questionnaire Creation / Access Authority 2 Netlearning

3. Modifying Questionnaire Contents 1 (Changing the Target)

Only General Administrators can make changes related to the “All” setting.

* Contents that can be changed differ depending on whether it is before or after the beginning of the Questionnaire answering period.
For more information, please refer to p. 16.

Changing the Target General Administrator Person in charge of group

All = Specify group @) X
Specify group = All O X
(Modifying, adding, deleting groups) specified group non- specified group
@) X

4. Modifying Questionnaire Contents 2 (Changes Other than to the Target)

The following will explain authorities such as modifying titles and answering periods, and permission setting for rewriting/ canceling
answers.

* Contents that can be changed differ depending on whether it is before or after the beginning of the Questionnaire answering period.
For more information, please refer to p. 16.

Target Specification General Administrator Person in charge of group

All O X
Specify group O Person in charge of a Person in charge of a
specified group non- specified group
O x
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Questionnaire Creation / Access Authority 3 Netlearning

5. Questionnaire Deletion

Only General Administrators can delete Questionnaires for all users.

Target Specification General Administrator Person in charge of group

All O X
Specify group O Person in charge of a Person in charge of a
specified group non- specified group
O X

6. Target Users Displayed in the View All Users Table / Tabulation Results Table

The following are the target users displayed in the View All Users Table and Tabulation Results Table.

Target Specification General Administrator Person in charge of group

All Target users from whole company Target users who belong to the target management group

Specify group All target users who belong to the Person in charge of a Person in charge of a
group specified for the specified group non- specified group

Questionnaire

Target users who belong to the Not displayed
target management group

Copyright © 2014 NetLearning Inc. All Rights Reserved. 26



