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A. First round questionnaire:
I.  Create your 1° round questionnaire and activate it
a) Create a new questionnaire as usual
See LS manual (not shown).

In addition, if you would like to use the Delphi plugin:

Go to General settings

Go to ‘notification & data management ‘
Choose ‘yes’ for ‘Enable assessment mode’
Click on the ‘Save’ button

W e

9 # test delphi (176559) < Notification and data management settings

< Structure PEIEEELIECCIEITY & Prévisualiser le questionnaire | R Outils- | B Affichage/Exportation [+ W = savvegarder
1

& Participants au questionnaire (3 Réponses~
Paramétres du questionnaire

= Vue densemble
Paramétres de notification et de gestion des données
@8 Parametres généraux

B Eléments de texte Datage des réponses : Activer le mode Evaluation>
m o (&

0 Data policy settings

Sauvegarder Iadresse IP : Les participants peuvent sauvegarder et reprendre plus tard :
& Options de theme m m
@ Présentation

Sauvegarder I'URL de provenance : Envoyer une notification simple par courriel a :
4 Paramétres de participation m

Qﬁ Notifications & données > Sauvegarder les chmonométrages : Envoyer une notification détaillée par courriel a :
@ Publication et acces m
Men do quostionnaire Paramétres Google Analytics :
Aucun | Utiliser les atres ci-d Utiliser les stres généraux

= Liste des questions
£ Lister les groupes de questions

k2 Réordonner les questions / groupes de ques’

b) Create your group and questions.

How to create Delphi questions?

Delphi questions (for the plugin) are

- Lists (either radio buttons or dropdown) questions or open-ended questions (free
text)

- Questions that allow to have an automatic subquestion ‘could you explain’ (or
other formulation — to be decided)

- Questions for which the results will be accessible in the creation of the next round
questionnaire
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Add a question

Add code

Enter the question

Choose free text or list radio question

Decide if a category ‘other’ is necessary and if the question is compulsory
Save the question

ok wNE

A lngaid Gl Ajouter une nouvelle question

oAjouier une question

I = S 0- Anglais (Langue de base) < Options générales
Code: oust (Radio) &
eQ% " "
‘Theme de question :
Obligatoire
Par défaut
Question :
= Apergu du theme de question :
B2 s (9 Qu EL U@O6 WM=60 BIUS xx i o
' U W[ E e Styles. - Format - Police - | Taille - List (Radio)
-n- @ Choose one of the following answers
o Do you need hollidays? Burgers
Pizza
Pasta
Other:
® Noanswer
body
P pide: Groupe de questions :

52 source (0} [ERERE] Qi EL TEOO M=60 BIUS xx Group 1(1D:401)

g e Shles - Format - Police - | Tallle -

Option Autre' :

BE
Obligatoire : 9
o]

Equation du filtre conditionnel :

For list radio questions:

1. Go tothe answer question

< Parametics w o le groupe de question ¥ Prévisualiser la question =~ & Editer & Vérification de la logique supprimer @ Exporter | @ Copier | 4 Fixer les conditions

B Editer les opﬂu&e réponse | (B Editer les réponses par défaut
+ Ajouter un groupe de questions

© Ajouter une question Résumé de la question o7 (o: 7637

= Group1 [ N Groupe de questions : Group 7 (ID:401)
Code: Q1 : (Question obligatoire)

I = [Q1]> Do you need hollidays? Question : Do you need hollidays?
Aide:
Type: List (Radio)

Avertissement : Vous devez ajouter des options de réponses & cette question

Obligatoire : oui

Equation du filtre conditionnel 1

Question a actions rapides

Ajouter une nouvelle question au groupe

Ajouter une nouvelle question au groupe

1. Create your answers
2. Inthe responses categories, in the ‘assessment value’ field:

e use avalue < 0 to automatically open a comment question to explain the choice. The
answer will be counted in the corrected frequency table presented as results of the
current round in the next round.

e use avalue >0 if you want the response to be taken into account in the corrected
frequency table presented as results of the current round in the next round.

e use ‘0’ if you need no comment and the answer do not need to be taken in
consideration for the results to be presented in the next round.

3. Save your answers
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£ Prévisualiser le questionnaire | £ Apercu & Prévisualiser le groupe de question

Editer les options de la réponse o1 (0 7637)

I oo e

Anglais (Langue de base)

Valeur de

Position Code Tévaluation Answer option
= Al -1 definitively

= A2 -1 probably

= A3 1 probably not
= A4 1 notatall

= A5 o I don't know

Predefined label sets... || Ajoutrapide.. | Enregistrer comme jeu détiquettes

c) When your questionnaire is done

Go in general settings
Go to the ‘Plugin’ tab

A wnN e

formulated
5. Save you changes
6. Update the questionnaire

Actions
s °
4 o
’ °
s °
s °

Click on ‘Settings for plugin autoCommentlterativeQuestionnaire’ to display the fields
Change the way you would like that the ‘comment questions’ to justify answers will be

< e Activer ce questionnaire

Routis- | & &Participants

8

Paramétres du questionnaire R
Parametres simples de I'extension
= Vue densemble

6 Parametres généraux <

[ Eéments detexte
10 Data poiicy settings
o/ Options de théme
Sentence
@ Présentation
& Paramétres de participation
S\ Natifications & données
@, Publcation et accés
Menu de questionnaire
£ Liste des questions
£ Lister fes groupes de questions
b Réordonner les questions / groupes de que
& Participants au questionnare
= Quotas
© Bvaluztions
@ Pemnissions du questionnaire
8 Modéles de courriel
% Paramétres CURL

I Ressources

Jreesmsmes @ >

A new windows opens:

‘Sentence added before commentist (en)

Previous proposal and result

than0(en) | Please explainwhy o

Update and create history questionby default. | Oul
Update the survey to add needed question Update the survey to add needed questiol °
Attention, you fost actual settings

1. Select the question for which you need an explanation

2. Confirm

Check survey

Q1 : Do you need holidays ?

it (automatic it of question is under 0)

Create a question to enter
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=>» In the questionnaire, verify if the ‘question comment’ are well added. These will have the
same label code that the source question with ‘comm’ at the end.

e %
< Ajouter un groupe de questions.

© Ajouter une question

Pay attention, it is only possible to add sub questions, not to delete them. If you want to

suppress comment questions afterwards, you need to do it manually in your questionnaire
in LimeSurvey.

d) Create the tokens (unique ID link)

In order to be able to send the second round questionnaire to the same participants it is
preferable to create tokens (see LS manual).

e) Activate your 1st round questionnaire

See LS manual.

6|Page



Plugin Delphi for LimeSurvey version 05/08/20
II.  When the data collection is done

a) Save the questionnaire with the results in a .Isa file

Pay attention), if you want to get quick statistics, do it now, afterwards it will not be possible
again, you will have to import the .Isa file as another survey.

3 & # test delphi (176559)
% Structure CPNE G GET Gl 4 Lancer le questionnaire R Outils~ & Affichage/Exportation | & Participants au questionnaire G3 Réponses~

Paramétres du questionnaire

Résumé du questionnaire : test delphi (Identifiant (ID) 176559)
| = Vue d'ensemble >

€& Paramétres aénéraux

Affichage/Exportation
Lques

Exporter la structure du
R Export type
questionnaire (Iss) : " ’
delp Archive de questionnaire (.Isa)

| 1 Archive de questionnaire (.Isa) > Cette exportation est pensée pour créer une sauvegarde compléte d'un questionnaire
actif a des fins d'archivage.

Format de fichier gueXML (* xmi) ; . i :
1 ( ) Cela inclura les données suivantes dans un fichier ZIP se terminant par Isa’.

| Exportation PDF queXML = Structure du questionnaire
« Donnée de réponse (Attention : cela ninclut pas les fichiers envoyés pour une
Valeurs séparées par tabulations question de type envoi de fichiers. ceux-ci devront étre exportés séparément)
[*txt) « Survey participant data (if available)

= Chronométres (si actives)
Questionnaire imprimabie (* htmi)

Questionnaire imprimable.

Fruitv Theme friitv) = | isté nuthlinuement -

b) Export the tokens (to be used in the next round) in a .csv file

1. In ‘Settings’, click on ‘Survey participants’
2. Click on ‘Export’ and save the token (click on the ‘Download CSV file’ button, not shown) in a
.csv file (to be able to import them in the next round)
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c) Deactivate the questionnaire

1. Stop questionnaire
2. Use ‘deactivate’: this will lose all the responses, that is why you saved them in a .Isa file first.

3 # test delphi (176559)

< Faramsties 5 = [-YUECEULAES L ETEN & Lancer le questionnaire | R Outils- | & a ipants au @Ré

Paramétres du questionnaire
R du i ire : test delphi (Identifiant (ID) 176559)
I = Vue densemble >
Arréter ce questionnaire(176559)
Avertissement : veuillez lire ceci attentivernent avant de continuer !
Il'y a deux fagons d'arréter un questionnaire. Veuillez lire attentivement les deux options ci-dessous et chaisir celle qui vous convient.
Expiration Désactivation

« Aucune réponse na été perdue. « Les réponses ne sont plus accessibles avec Limesurvey. Votre table de réponses sera renommée en - old_176559_20200805110333

« Aucune information du contact 'a été perdue. + Toutes les informations sur les participants sont perdues.

= La possibilité de changer les questions, les groupes et les paramétres est encore limitée. *Un é é mest pas i pe ipparait leur indiquant quiils ne sont pas autorisés &

«Un expiré mest par i 13 affiché pour indiguer que le Voir ce questionnaire).

questionnaire a expiré). + Toutes les questions, groupes et parameétres sont de nouveaux modifiadies.
» Il est toujours possible de réaliser des statistiques sur les réponses en utilisant LimeSurvey. + Vious devriez exporter vos réponses avant de désactiver.
Questionnaire expiré Désactivez le questionnaire
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=>» LimeSurvey will separate the results from the questionnaire in a separate table that will be used
to create the second questionnaire.

Désactiver le questionnaire (176559)
Le questionnaire a été désactivé

Les réponses a ce questionnaire ne sont plus disponibles via LimeSurvey,
La table des réponses a été renommée en <old_survey_176559_20200805110534

La table d'invitations liée & ce questionnaire a été renommeée en¢Bld_tokens_176559_2020080511053%

Vous devriez noter le nom de |a (des) table(s) au cas ol vous auriez besoin de cette information.

Remarque : si vous avez désactive ce questionnaire par erredur, il est possible de restaurer facilement les données si vous navez fait aucun changement dans la structure du questionnaire.
Veuillez vous reporter a la documentation de LimeSurvey pour plus de détails.

Fermer

B. Next round questionnaire

DO IT IMMEDIATELY AFTER HAVING DEACTIVATED THE FORMER ROUND QUESTIONNAIRE

The second round questionnaire will be based on the structure of the first round.

For open questions and list questions only: LimeSurvey will take the data from the former round
and show you raw statistics, corrected statistics (with the value you decided that they have to be
counted when creating your answers possibilities) and cumulative percentages. This has to help
you to decide if consensus is reach or not and if you would like to ask the question again (e.g
‘ves’>75%).

a) Create the next round questionnaire

Open the same survey (now inactivate)
1. Go to parameters
2. Go to text elements
3. Rename the survey

) 9 # testdelphi (176559) & Survey text elements

! 0
Paramétres du questidfihaire

Eléments texte du questionnaire

= Vue densemble

@ Paramétes généraux Anglais (Langue de base)

| e -

@ Présentation

In parameters

Go to the plugin tab

Open the parameters of the extension

Introduce the sentences you will use to present results and comments from the previous

round and the sentence to ask for justification

5. Choose if you would like the plugin to make the proposal to create history questions
(questions from the previous round with results) by default

6. Save the changes you have made after carefully verifying that everything is correct
, if you have made a mistake here, it will not be possible to correct it
automatically, you will need to do it manually in the questionnaire for each question

7. Update the questionnaire from the table

s wnN e
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e B Sauvegarder

1
Paramétres du questionnaire

Paramétres simples de I'extension
= Vue densemvie

& Paramétres généraux < Pevaman - " e

3 Eiéments detexte

0 Data policy seftings ‘Sentence added before old proposal history (en) | Previous proposal and resul o
& Options de théme /
y you disagree wit tis propasal
@ Présentation
& Paramétres de participation
‘Sentence added before comment st (en) | Frevious comments
S\ Notifcations & données
@ Publication et accés Update and create history questionby default, | Oui e
Menu de questionnaire:
table  Update e to.an old answer table

£ Liste des questions

£ Lister les groupes de questions
b2 Réordonner les questions / groupes de que
& Participants au questionnaire

= Quotas

© Evaluations

& Permissions du questionnaire

2 Modéles de courrel

% Paramétres GURL

I Ressources

I« ssionsme @ >

=>» Choose if you want to include all the questionnaires or only the one that are complete and
click on ‘validate question before import’

Survey selection

Table des sources | Please choose

Please choase _

[IRYRRPCRI 20200805 11:05:34 (10 responses)
+ Validate question before import m

b) Select what you would like to keep from the previous round in the next round

A window will open to propose you which ‘delphi questions’ from the previous round have to be
shown (with their results or not) and which have to be asked again

FOR LIST QUESTIONS

Iterative questionnaire

[E23 : Do you need hollidays?

B Do you need holidays? o

Décompte % % cumulative % with value % cumulative with value
AT defnitvely 3 0% 30% 33% 3%
A2 probably 2 0% 50% 2% 56%
A3 probably not 3 0% 80% 3% 89%
A4 notaesl 1 10% 90% 11 100%
A5 1 doritknow 1 10% 100% / /
~oth-  Aure 0 0% 100% / /
Total 10 10 10 9 9

Askthe question againin thisnewround | Yes, askit e

Display the question (text) from the previousround | Ves, display it e

1. Here are the label, the question, and the results from the previous round

2. Choose the questions you would like to ask again in the next round

3. Choose the results you would like to show (including the former question); note that
only corrected table results will appear in the final questionnaire

4. Choose if you want the respondent to give a comment on her/his answer in the next
round
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FOR FREE TEXT QUESTIONS

B Please explain why

Honcomplité |

Because of the possible length of the questionnaire, for the free text questions, you can decide if
you would like to display them now using the SEE button in order to decide whether to keep the
question or not in the current round. The free text will then appear.

G - Please explain why

Display this question Dot

[EEESEC3show comments from the previous round (automatic) [£5=3 Oui

« I'm tired

« I feel it like that

= | work day and night
« | have & projects!ill

Note that if you choose to display old comments in the new round, all comments will appear in
the final questionnaire, regardless of the language.

FOR ALL OTHER TYPE OF QUESTIONS

You will not have to choose if the question is asked again, it will automatically be added to the
guestionnaire but results from the previous round will not be shown. You can add them manually in
the help section.

Results and questions can be changed in the questionnaire: results of the former round are
editable in the help section of each question.

Once you have finished you selection, confirm your choice at the end of the page.
c) Return to the questionnaire structure to finalise it

Reminder: since you have used your former questionnaire, all questions are kept in the
guestionnaire (you can see them in the groups), but the one you did not select (for list questions and
free text questions ONLY) are hidden, and will thus not be shown to the respondent.

All other type of questions remain (without results of the previous round —you can add them if you
like).

You can do any change you want in the questions (including type of question or help and assessment
of the categories) — don’t forget to update the questionnaire if you add new Delphi questions.
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d) Before launching the round

1. Import your tokens from the CSV file you exported in the previous round (see LS manual)
2. Change the text elements if necessary (deadline, new round, etc.):
e Description of the questionnaire and the acknowledgement text at the end (in the text
elements)
o Text for the mailing: invitation, confirmation and reminder

C. Activate your questionnaire
Remark: if for some reason you want to recreate (restart from the beginning) your questionnaire,
first import the .Isa, deactivate it and follow the process again.
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