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Survey

Instructors may hand out and collect surveys easily in manaba.

IAdd a survey ‘
1. Click Add Survey on Surveys Administration page. Survays Adlistration R ————————
2. Enter the title of the survey. —
3. Enter a start date and end date for the survey.(optional) If you IO T T T DA T E (8
click the Start and End fields, a calendar will appear. Select a = o - ;;;:.,...-uwm o R
date and time, and click OK. P F———— ot oo e o @ ke | omms | B
4. Enter questions you would like to ask. ( See also “Add a test 2 | classFosamack ZLEDT e I ey 1
question”) '

5. In Portfolio field, select Add if submission should be added in
student’s portfolio.
6. Set resubmission permission / non-permission.

o If resubmission is set, students will be able to return
and resubmit the submitted answers before the
submission is confirmed within the application period.

o Instructors will not receive a reminder when a student
returns before submitting.

7. Use the Preview button to view the survey as your students will
see it.
8. Click Save and save the survey in manaba.

Students cannot submit their answers to a test after the end
date.
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I Publish a survey

In order to publish a survey you add, click = on Surveys
Administration page.
* Should you wish to send a reminder message, click Publish
and send reminder.

+ Use Student button to view the list of surveys which are
published to students.
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IEdit a survey

Follow the steps below, in order to change the acceptance dates or

questions of a survey.

1. Click [## on Surveys Administration page and select Edit.
2. Revise the content of the survey and click Save.

If you edit a survey, it will automatically be unpublished.
Once you finish editing, please publish it again.

To avoid student confusion, editing the title of a survey after
a student's answer and grade registration will not be
reflected in the grade and portfolio title. (Grades titles can
be manually edited from the edit page.)
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I Collect survey responses

1. Click [2] on Surveys Administration page and select Collect.

2. Click Download results.

3. An Excel sheet with a list of students with their answers to the
survey will download.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Surveys Administration

Viewas | i instrueter | AL Student
e Add Survey Import
the andc by clicking on the Manage menu( g}
Ho.s Title © Period Publish {Uspublish  Submitier  Manage
1 | Surveyoa prior experience. Inprogress 20180213 1545 | Fublshod 0 items &
2 | Class Fesdback 2018.0201 1545 - ey O Eot
+ n
*. Export All Sureays & Expo
B0 Collect Suney
[ Tnal Submession D
SelectCollect
Collect Survey
Survey on prior experience
PUDAS | UREDIISH Puslished
Period 20180213 15:45 ~
Respondonts. 0 membars
This Survey IS Currently CCApting answers.
I% =l ] Collect Survey

Download Answers Sheet
| Download results | [Show Cuessons) @

To FRGESIEr Grages., please ke e Gracmes 1. By INDULING Jraes and leedback in Né ANSwers Sneel you Cn Megister orages.
¥ Graces Adminisirasion

» Surveys Administration

Collect Survey page

21/48



2020/9/8

manaba manual

I Import / Export a Survey

Instructors may export a survey and save it to own computer. The survey will replicate the survey in another course by importing data you

have exported.
I Export

Export a survey individually

Click (& in Surveys Administration page and select Export (a).

The test will be downloaded as an MHT file.

Export all surveys in a course

Click Export All Surveys (b) and a zip file containing all the

existing surveys will download.

I Import surveys

1. Click Import (c) on Surveys Administration page.

2. Use Import individually (Upload MHT files) if surveys should be
uploaded one by one. Use Import All (Upload ZIP files) if

surveys should be uploaded all together in a zip file.
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