Question Library

Save yourself some time by adding your questions, groups of questions, and pages to Global
Questions (Question Library) to reuse in later surveys. Global Questions are shared between all
users that can build or edit your surveys.

To access Global Questions, from the Left Hand Navigation Menu click Research Library > Global
Questions.

Question Library Access

By default, ONLY Account Administrators can create, edit, delete, and unlink Global
Question Library elements.

Non-admin users will be able to access the Global Question Library to review its contents but will
not be able to create, edit, or unlink Question Library elements unless they have been given
permissions to do so as described below.

Give Non-admin Users Permission to Create, Edit, and Unlink Global Question Library Elements

In order for non-admin users to create, edit, and unlink Question Library elements, the permissions
below will need to be assigned to their role. Create a Custom Role, or add the permissions
outlined below to an existing role.

Navigate to Account>>User Management >>Roles

In the Edit Role window that opens, navigate to Permissions. Under Editing select the Create and
modify projects permission and then select the Create and modify question library
elements permission.

Edit Role

GENERAL PERMISSIONS

Editing
Create and modify projects

[J Modify projects OMLY

Create and modify question library elements
[ Modify project settings

[} Delete projects
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Team/Role Affiliation

2 surveys use this Library Element

Data displayed on this page may differ based on user role permissions. @

SortBy~ | Search Q
Survey Name Status
Customer Feedback Q1 Active
Customer Feedback Q2 Active

A user accessing data collected via Question Library elements will only be able to view the data
collected in surveys they have access to, as defined by their Team/Role affiliation.

For example, a user who is assigned to Team A and Team B, will not be able to view data
collected via library elements on surveys associated with Team C.

Before you jump in, we want to make you aware
of some improvements we've recently made to
our Global Questions! Here are the highlights:

¢ We've added a Save to Library button for questions, pages, and text/media elements.

Multiple Choice Options

© Add Another Question Save Question to Library.

e | ogic and Piping are now supported in the Question Library! This is probably the most
exciting improvement for our longtime Question Library users! Provided you are using a
newly-built Question Library element (learn how to create/import one) your logic will be
saved as part of the Question Library element. What this means is that this logic will be
propagated to your survey when you add the new element to a survey; no more need to
build out the same logic over and over!

e Questions and Pages in the Question Library that are used in surveys will be linked.

This means that changes made to the element in the Question Library will propagate to
the surveys where they are used! Learn more about how Question Library elements are
linked.
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e New elements can be created within the Question Library. This should streamline the
process of using the Question Library as you will no longer need to jump over to a
survey to build out a question you wish to include in the Question Library. Learn how to
create new questions and pages within the Question Library.

e Question Library elements can now be assigned to a Team. This allows you to control
which users (in a Multi User Account) can use each Question Library element. Learn
how to assign your Question Library element to a team.

e Question Library Reporting allows you to combine data from question library questions
across surveys in reports. Within the Question Library, you can now view responses,
create reports, and export data for specific library elements. These responses, reports,
and exports will pull data (for the library element) from all surveys where the library

element is being used. Learn how to access these combined reporting features.

Add Questions to the Question Library

There are three options for getting content into your Question Library:

e Option 1: When on the Build tab of a survey you have the option to Save
Question/Page/Element to the Library. Jump to these instructions.

e Option 2: You can create new survey pages and/or questions within the Question Library.
Jump to these instructions.

e Option 3: If you already have your survey pages and/or questions built out in a survey, you
can import these questions and/or pages to the Question Library. Jump to these instructions.

Option 1: Save Questions/Pages/Elements to the Question Library from the Build tab of a Survey
When you are building your survey you will have the option to Save Question/Page/Element to
Library. This is available on all compatible questions, as well as, pages, and Text/Media elements.
At this time, the Save to Library option is not available for any of the compatible actions.

To save a question (or page or text/media element) to the Question Library from the Build tab of
the Survey follow the below steps:

1. Create a survey and build out the Question/s,Page/s, and/or Text/Media Element/s you wish to

add to your library.

2. At the bottom of the panel you will see an option to Save Question/Page/Element to Library;
choose this option rather than clicking Save Question.
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3. Give your question/page/element an Element Name. This is the name for the element in the
Question Library. It will facilitate other users when they are selecting elements from the
Question Library to add to their surveys.

4. Choose the folder in the Question Library you wish to save to in the Save to dropdown.

5. By default, library elements will be linked. You can uncheck this box if you wish. Learn more

about how Question Library elements are linked.
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Option 2: Create New Pages or Questions from within the Question Library

If you don't have your commonly-used question built out already in a survey it's a great idea to
build them in the Question Library. This way you can ensure consistency and save yourself some
time in the long run.

1. To create a new element within the library navigate to the Question Library by clicking
Research Library > Global Questions.

2. Click Create a Library Element button.

3. Give the Question Library element you are creating a name; this is the name for the element in
the Question Library which will include all questions and pages you wish to include as a group.
If it is a single question you might use the question title. For our example, we are adding a
collection of demographic questions so we'll name it "Demographic Questions."

4. Choose whether you wish to add Complete Page(s) or Individual Question(s).
o The Page(s) option will allow you to create one or multiple pages to save as an element.
= When added to a survey from the Question Library, elements that are made up of
pages will be added in this fashion.
® Pages and the questions within a question library element will not be allowed to be
reordered.
w Use this option if you are adding multiple questions with logic, piping, or actions that
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are only supported on separate pages. Learn more about action compatibility.

o The Question(s) option will allow you to create one or more questions to save as an

element.

® When added to the survey from the Question Library, elements that are made up of

questions can be added to any existing page or added as their own page.

= |f you have a multi-question element you will be able to move these about as a

group, however, you will not be able to reorder the questions.

= |f you wish to have the flexibility to put a particular question wherever you would like

in a survey it should be added to the Question Library as a single-question element.

M New Element

Complete
pages

Pro Tip!

Page(s) can include piping
and page logicl

What would you like to name this element?

How would you like to insert this element into a survey?

ndividual
guestions

Start Building

5. Build out the pages and/or questions you wish to add to make up your Question Library

element.

When you are creating or editing a Question Library element you will have a yellow banner across

the top. This will help you to distinguish the Build tab of an element within the Question library

from the Build tab of an individual survey.
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COVID Return to work assessment Help o

BUILD RESULTS = SURVEYS SETTINGS ADVANCED

< Question Library

Page 1: Return to Work Assessment m ePeview £ 4 B %

R You are editing a Library Element

Please review the CDC before o the below.
Move
CDC GUIDELINES FOR CORONAVIRUS SYMPTOMS ) Copy
% Remove

Watch for symptoms
People with COVID-19 have had a wide range of symptoms reported — ranging from mild symptoms to severe iliness.

Symptoms may appear 2-14 days after exposure ta the virus. People with these or of may have COVID-19:

+ Cough
* Shortness of breath or difficulty breathing

Or at least two of these symptoms;
* Fever
+ Chills
« Repeated shaking with chills
« Muscle pain
* Headache
* Sore throat
« New loss of taste or smell

*This fist of guidefines is not all inclusive, and this assessment does not replace guidance from your medical pravider. Please consult your medical provider for guidance
and any other symptoms that are severe or concerning to you. For the latest information please visit the CDC website.

Once you save your library element it will display with the title you specified, as well as, the
number of pages and questions. Once you start using the element in surveys the number of
surveys that use that element will display in the far-right field.
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Option 3: Import Questions to the Question Library from a Survey

If you already have your survey pages or questions built out in a survey, you can import these
question(s) and/or page(s) to the Question Library. Say, for example, you have a series of
demographic questions that you always ask in your surveys. If these are already built out in a
survey you can go to the Question Library to add them as an elements. Elements can be single
questions or pages or multiple questions or pages.

1. Go to Research Library > Global Questions. and click arrow to the right of the Create a Library
Element button and select Import from Survey.
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2. Begin typing in the Search for a survey field to begin searching for the survey you wish to

import questions from. When the correct survey displays select it.

3. Give the Question Library element you are creating a name; this is the name for the element in
the Question Library which will include all questions and pages you wish to include as a group.
If it is a single question you might use the question title. For our example, we are adding a
collection of demographic questions so we'll name it "Demographic Questions."

4. Select whether you will add Page(s) or Question(s).
o The Page(s) option will allow you to select one or multiple pages to save as an element.
= When added to a survey from the Question Library, elements that are made up of
pages will be added in this fashion.
= Pages and the questions within them will not be allowed to be reordered.
m Use this option if you are adding multiple questions with logic, piping, or actions that
are only supported on separate pages. Learn more about action compatibility.
o The Question(s) option will allow you to select one or more question to save as an
element.
& When added to the survey from the Question Library, elements that are made up of
questions can be added to any existing page or added as their own page.
= |f you have a multi-question element you will be able to move these about as a
group, however, you will not be able to reorder the questions.
= |f you wish to have the flexibility to put a particular question wherever you would like
in a survey it should be added to the Question Library as a single-question element.

5. Next, select the questions or pages that you would like to include in this collection and click
Save Element.
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Once you save your library element it will display with the title you specified, as well as, the
number of pages and questions. Once you start using the element in surveys the number of
surveys that use that element will display in the far-right field.

Note: Global Question elements that are created via import will not be back-linked to the

original survey they were imported from.
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Add Question Library Elements to Your Survey

1. Atthe bottom of any page in your survey (except the Thank You page) you can click the option
to Add New From Library. You also have a Insert from Library link between pages. These work
similarly, the difference being if you insert Question Library elements that are made up of
questions only via the between-page tool, they will be added to their own page. Whereas, if
you use the on-page tool they will be added to that page.

2. In the Question Library panel the list of elements will default to all Question Library elements.
If you are using folders to organize your questions you can filter your list of questions by

selecting the folder from the dropdown menu.
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3. Select the element/s you wish to add to the survey (you can insert more than one!) and click
Save Question(s) and Edit.

In our above example we selected the Demographic Questions element from the Question Library.
As you can see, this element contains 2 pages and 7 questions. As a result, the 2 pages that
contain the 7 demographic question will be added to the survey.

M Save Question to Question Library

All Library Items

Q 0 B Xk

Link this question to the library item
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Understanding How Question Library Elements
Are Linked

When you use Question Library elements in a survey they will be linked to the Question Library by
default.

What does it mean for an element to be linked?
When an element is linked this means that:

1. Question Library elements used in surveys will not be editable (unless you choose to unlink it).

2. Edits made to these Question Library elements from within the Question Library will be

propagated to all surveys using that element.

3. Copying and deleting Question Library elements will copy or delete the question library
element in its entirety wherever else it is used; meaning, all questions or pages that make up
that element will be copied/deleted.
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This is a linked library item.

To edit, select one of the following:

Unlink This Element Edit Linked Element In Library

Can | choose whether an element is linked or not?
You can! On the Advanced tab of your Question Library element you can choose from one of the
following Insert Options:

e [nsert as an unlinked copy

o Elements with this option will be editable.

o Edits made to these elements will not be propagated to the library or other surveys
using the element.

o If the elementis copied or deleted from the Question Library the surveys where it is used
will not be affected.

e [nsert as a linked copy, allow unlinking

o This is the defaultfor all elements.

o Elements with this option selected will not be editable (unless you choose to unlink it).

o Edits made to these elements from within the Question Library will be propagated to all
surveys using that element.

o Copying and deleting question library elements will copy or delete the question library
element in its entirety wherever else it is used; meaning, all questions or pages that
make up that element will be copied/deleted.

e [nsert as a linked copy, do not allow unlinking
o Elements with this option selected will not be editable.
o Elements with this option can only be unlinked by account administrators and users

whom they have given Question Library edit permissions.

QuestionLibrary Settings

General Settings

Team Ownership L) Enter team name

Insert Options (O Insert as an unlinked copy
@ Insert as a linked copy, allow unlinking

O Insert as & linked copy, do not allow unlinking

How do | unlink pages/questions in the survey from the Question Library Element?
If the above option to Insert as linked copy, allow unlinking is selected on the Advanced tab of the
Question Library element, these elements can be unlinked in surveys where they are used.
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Account Administrators and users whom they have given Question Library edit permissions can
unlink elements in a survey. To do so, go to the survey and click either the Edit button on a
question that shows as linked or the pencil icon above a page that shows as linked. When the edit
panel slides out you'll have the option to Unlink This Element.

Page Logic Layout Repeat ¥ Need Help?

This is a linked libragy ite)
To edit, select one of the f

Unlink This Element Edit Linked Element In Library

How propagation now works

Propagation is no longer automatic when editing Question Library elements. Instead, a new
publishing workflow gives you more control.

Here’s how it works:

e When you edit and save a Question Library element, the changes are saved only to the library
version.

e To push those changes to linked surveys, you must click the Publish button at the top of the
Question Library element.

e A confirmation modal will appear. Once confirmed, the update will propagate to all linked
surveys as a background process.

e A toast notification at the top of the screen will confirm that propagation has started and may
take some time.

This change ensures that you can review and finalize edits before they affect any active surveys.

Edit Elements in the Question Library

If you wish to make edits to any question in the Question Library we recommend first reviewing
the surveys that are using this element as changes made to the Question Library element will be
propagated out to all surveys using the element.

To do so, hover over the element title in the library and click the link to Surveys.

Sort By ~ Filter v [ Search Q

Ice Cream Brand Awageness and Preference 2 2 4
Build  Surveys Pages Questions Surveys use this

Demographic Questions 2 7 2
Last Edited: Jun 13, 2017 10:10 AM Pages Questions Surveys use this
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On the Surveys tab you'll see a list of all surveys that are using that Question Library element. Any
changes you make will affect each of these surveys. If you wish to navigate to a survey click the
link under Survey Title. Once you're in the survey that is using the Question Library element, if you
wish, you can unlink the questions in the survey from the Question Library element so that the
changes you intend to make in the Question Library element are not propagated to that survey.

4 Surveys use this Library Element Sort By~ [ Search Q

Survey Title v Status
Ice Cream Survey Q1 Active
Ice Cream Survey Q2 Active
Ice Cream Survey Q3 Active

Ice Cream Brand Awareness Survey Active

Once you have confirmed you wish to update all surveys and/or have unlinked surveys you do not
wish to update, you can navigate back to the Build tab of the Question Library element. Click Edit
on the question you wish to edit or the pencil icon above the page you wish to edit. The question
or page editor panel will slide out, just like when you're on the Build tab of a survey. On save we'll
confirm with you that you wish to update x surveys. When you save changes to a Question Library
element, they are only saved to the library version of the element. To update linked elements in
surveys, click the Publish button near the top of the page. This will prompt a confirmation modal.
Once confirmed, propagation will begin as a background process. A message at the top of the
screen will notify you that propagation is in progress and may take some time.

Are you sure you want to save these changes?

Editing Library Elements that are linked to surveys will automatically update the questions /
pages in those surveys.

This is about to change questions / pages in 7 surveys.
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Delete Elements From the Question Library

By default, ONLY Account Administrators can delete Global Question Library elements.

As with editing library elements, if you delete a question or page in your Question Library, that
question/page will be deleted in any surveys that it is linked to. Each time you delete a library
element if it is linked to surveys you will receive the below error message. As you can see this can
result in data loss if the question has already collected data.

Are you sure you want to delete this question?

Deleting Library Elements that are linked to surveys will automatically remove the questions /
pages in those surveys.

This could result in data loss.

‘You may want to disable the question or page instead. More info.

This is about to change questions / pages in 5 surveys.

Instead of deleting, we recommend disabling the item that you need to remove (answer option,
question, or page).

Disable a Page in Your Question Library Element
To disable a page go to the question library element and navigate to the Build tab. Click the pencil
icon above the page and scroll to the Disable Page option to select Yes.

Disable a Question in Your Question Library Element
To disable a question go to the question library element and navigate to the Build tab. Edit the
question and navigate to the Logic tab. Scroll to the Disable Question option to select Yes.

Disable an Answer Option Your Question Library Element

To disable an answer option go to the question library element and navigate to the Build tab. Edit
the question. Click the pencil icon to the right of the answer option you wish to disable. Scroll to
the Disable option and select Yes.

Organize Question Library Elements in Folders

Once you've added several elements to your Question Library you might want to start organizing
your question library. You can create folders simply by clicking New Folder. Then drag and drop
your questions to start organizing your file library.
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New Folder

The Archived folder can be used to archive question library elements to prevent users from adding
them to surveys. Archiving an element will not remove it from the existing surveys that it is linked
to.

Assign Question Library Elements to Teams

Just as surveys can be assigned to Teams in order to restrict them to certain users within your
multi-user account, Question Library elements are assigned to teams.

By default, newly created Question Library elements will be assigned to the first team of your
user's list of teams.

To change which Team can view and use a given Question Library element navigate to the
Question Library and click on the element. On the Advanced tab add or remove teams as
necessary from the Team Ownership field.

QuestionLibrary Settings

General Settings

Team Ownership Enter team name

Insert Options O Insert as an unlinked copy
@ Insert as a linked copy, allow unlinking

© Insert as a linked copy. do not allow unlinking

Save Settings

View and Report on Data Collected via Question
Library Elements

One of the added benefits of Alchemer's Question Library, is the ability to combine response data
across surveys.

Within the Question Library, you can now view responses, create reports, and export data for
specific library elements. These responses, reports, and exports will pull data from all surveys*
where the library element is being used.

*A user accessing data collected via Question Library elements will only have visibility to
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data collected on surveys they have access to, as defined by their Team affiliation. For
example, a user who has access to only Team A and Team B, will not be able to view data
collected via library elements on surveys associated with Team C.

Similarly, if a user shares a report generated in the question library, that report will only
contain data that that user has access to, as defined by their Team affiliation.

These combined data features are accessible via an element's Results tab. The Results tab gives
you access to:

e |ndividual Responses - View combined Individual Response data for a specific library
question/page. You will see data from all surveys where the library element is being used.

e Standard Reports - Create Standard Reports to view data for a specific library question/page.
The report will include data from all surveys where the library element is being used.

e CSV/Excel Exports - Export raw data for a specific library question/page. The export will

include data from all surveys where the library element is being used.
Keep these features in mind when creating new Question Library elements.

View Individual Response Data for Library Elements
When you add a library question or page to a survey (or multiple surveys), data submitted via that
element across surveys, can be viewed via the Question Library.

To access the Individual Response data for a specific Question Library element:
1. Navigate to the library via Account > Libraries > Question Library.

2. Within the library, access the specific element by clicking on the element title.
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3. Next, navigate to Results > Individual Responses. You will see data from all surveys where the
library element is being used. Since you will be seeing responses from multiple surveys, it's
likely that you will have duplicate responses ID numbers. A Survey ID column will be included

to denote the survey that the response is associated with.
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Individual Responses

Responses: 200 Show: All | Filtered Search Q
Completes - 200/ Partials - 0/ Disqualified - 0/ Quarantined - 0
Survey ID ID Status Date Submitted 2 Customize
B 1234567 99 m Aug 27,2018 3:15 pm
- 7654321 100 = Aug 27,2018 3:15 pm
B 1264966 98 m Aug 27,2018 3:15 pm

4. Click on a specific response to review the data. Note that the Survey ID will once again be
available for reference (on the Data tab).

Response #99 ¥ Customize

Data Details Actionlog DataQuality ¥ Need Help?

Response #99

Survey |D: 1234567 Submitted: Aug 27,2018 3:15 pm

1. (untitled)

1. Based on your recent purchase, how likely are you to recommend our products and services to friends and colleagues?
4

2. What was the reason for your scaore?

| wonder what they WILL do next! As for pulling me out of its mouth, and its great eyes half shut. This.
Neutral sentiment (score: 0.2)

If you are not familiar with Survey IDs within Alchemer, visit our tutorial to learn how to find
IDs.

Bulk Actions

While viewing question library Individual Responses, you have the option to perform some limited
bulk actions. Scroll to the bottom of the response list and click the Bulk Action link to either Export
All to CSV or Export All to PDF.

51 Aug 27,2018 3:16 pm
52 Aug 27,2018 3:16 pm
nd Aug 27,2018 3:16 pm

Bulk Action v < nz 5 4

If you prefer to perform these bulk actions on only a handful of responses, check the box
associated with the responses and use the bulk action toolbar to export as PDF or CSV.
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Responses: 200
Completes - 200/ Partials - 0/ Disqualified - 0/ Quarantined - 0

2selected Exportas: PDF csv

’ Survey ID ID Status Date Submitted

99 Aug 27,2018 3:15 pm

100 Aug 27,2018 3:15 pm

Report on Question Library Data

In addition to being able to view Individual Responses across all surveys that use a library
element, you can report on this data. When you create a report within a Question Library element,
you will see data from all surveys that you have access to where the library element is being used.

Setup
1. Navigate to the library via Account > Libraries > Question Library.

2. Within the library, access the specific element by clicking on the element title.
3. Next, within the element, navigate to Results > Reports.

4. Click Create Report and select the Standard report option. The report will include data from all
surveys where the library element is being used.

Keep in mind that Global Question Library reports are created within specific library elements. For
example, our Question Library contains two Page elements: Demographic Questions and NPS® &

Follow-Up.
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If we create a report within Demographic Questions, we will not see data for NPS & Follow-Up
and vise-versa.

Filter Report Based on Survey

A Question Library Standard Report will include data from all surveys where the library element is
being used. However, you can filter the report to only include data from a single survey, or several
specified surveys.

Note: This filtering option is unique to reports created within the Question Library. Visit the Filter
Report Data Tutorial to explore other filtering options available in the Standard Report.
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1. To only include data from a specific survey (or surveys), click on the Filter icon in the report
sidebar.

2. Click the Add Filter button and select the By Survey option.

[ Filter A ]

Show and hide certain responses based on criteria Dem Ogra ph ic Qu est i ons
that you select.
YE’
\ 1. Gender
12.1% Prefernotto answer
uesti ers

es s
Compared By survey v
Create Advanced Filter 16.7% Other - Write In

Report Style v

3. You will be presented with the Survey Titles of all surveys that are using the library element.

4. Check the box(es) associated with the survey title of survey(s) that you want to include in the
report.

Show and hide certain responses based on
criteria that you select.

Surveys x
Survey is one of the following:
Customer Feedback Q1

Customer Feedback Q2

Never Mind Save Filter

5. Click Save Filter when you're finished.

Filter Report Based on Account Team

Another unique filtering option for reports created within the Question Library, is the ability to
select Team (or multiple teams) as a filter. When this is done, the report will only include surveys
that the selected teams have access to.

Note: This filtering option is unique to reports created within the Question Library. Learn about
Users, Teams, and Roles.

When filtering by Team, the user creating the report will only have access to teams that they have
been assigned to. For example, a user assigned to only Team A and Team B, will not be able to
include surveys associated with Team C within the Question Library Standard Report filter.

1. To only include data from a specific Team (or teams), click on the Filter icon in the report
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sidebar.
2. Click the Add Filter button and select the By Team option.

3. You will be presented with the team names that you have access to based on your team
assignments.

4. Check the box(es) associated with the teams whose survey data you want to include in the
report.

Show and hide certain responses based on
criteria that you select.

Teams : 4
HR, Marketing

Team is one of the following:

HR
Marketing

5. Click Save Filter when you're finished.

Compare Data Across Surveys
Another feature that is unique to reports created within the Question Library, is the ability to
compare datasets across surveys.

As mentioned above, when you create a report in the Question Library, the report will display data
from all surveys that you have access to where the library element is being used. But what if you
want to see how that data breaks down across surveys? You can use the Segmentation feature to
see how the data compares survey to survey.



1. Gender
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Male Female Transgender Male Transgender Female Gender Variant / Non- Other - Write In
«conforming

Percent
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Prefer not to answer

Segment Value

Percent % of Total
W survey 1264966 Male 1 16.5% 8%
Female 1 118% 5.7%

1. To segment your report based on survey, click the Compare Segments option in the report
sidebar.

2. Click the Add Segment button and select the By Survey option.

[ Compare Segments ~ ]

Compare results between two or more groups of

responses

Add Segment -

By Question Answers
By Response Status
Re port Stv By Response Date
Create Advanced Segment

[ By Survey ]

3. Provide a Segment Name.

4. You will see all surveys (referenced by survey title) that are using the associated Question

Library element. Check the box(es) associated with the survey title(s) of surveys that you want
to include in the report.



Compare results between two or more groups of

responses

Segment Name

Compare Surveys

Segment Color: Change Color

Survey |D is one of the following:

Customer Feedback Q1
Customer Feedback Q2

Never Mind

5. Save your segment when you're finished.

Learn about other Segmentation options within Standard Reports.

Add Cross-Survey Elements to Reports for Global Questions
You can also add questions and elements from other surveys to your reports for Global Questions
to create cross-survey reports.

Cross-survey standard reports consolidate questions and elements from multiple surveys into one
report, providing a comprehensive view of customer feedback that enables more accurate insights
and informed decision-making.

For more details and full walkthrough on how to create cross-survey reports, refer to the
cross-survey standard reporting article.

Export Question Library Data

Last, you also have the option to export raw data for question library questions or pages. When
you download a CSV/Excel Export within a Question Library element, you will see data from all
surveys that you have access to where the library element is being used.

Setup
1. Navigate to the library via Research Library > Global Quest > Question Library.

2. Within the library, access the specific element by clicking on the element title.
3. Next, within the element, navigate to Results > Exports.

4. Click the New Export button to create your CSV/Excel Export.

a. Customize the Display Options if needed and click Create Report.

b. Next, you have the option to customize the export. Once finished, click Save to run your
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export.

Visit the Export Raw Data to Excel tutorial for detailed instructions and to explore various

customizations and settings.

5. The export will be prepared for download. Once the export is finished running, click Download
Export to CSV to download the finished file.

The CSV/Excel Export will include data from all surveys that you have access to where the library
element is being used. You will also see a few columns that you won't see in a typical survey
export:

e Survey ID - the Survey ID column will be included within the export to denote the survey that
the response is associated with. Since you will be seeing responses from multiple surveys, it's
likely that you will have duplicate response ID numbers.

e Team IDs - This is the ID of the team that the survey (in Survey ID column) is assigned to
under Survey Settings > Team Ownership. This is not the team that the question library
element is assigned to. If the survey is assigned to multiple teams, all teams will be included
in this column (comma-separated).

e Team Names - This is the name of the team that the survey (in Survey ID column) is assigned
to under Survey Settings > Team Ownership. This is not the team that the question library
element is assigned to. If the survey is assigned to multiple teams, all teams will be included
in this column (comma-separated).

Limitations
The Conjoint (Choice-Based) Question Type is not supported within Question Library Reporting
when data from multiple surveys is included.

Question Library and the Data Retention Policy
(DRP)

A data retention policy, or records retention policy, is an organization's established protocol for
retaining information for operational or regulatory compliance needs. Within Alchemer, the Data
Retention Policy (DRP) Settings allow Account Administrators to specify how long you wish to
retain survey responses.

If your Account Administrator has configured a DRP for your account, you may see the following
notification when editing your Question Library elements:
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RESULTS -  SURVEYS  SETTINGS  ADVAL  Question

€ Crestion Library Question Type
| Dropdown Menu
Page 1:
‘What question do you want to ask?
Age group
1. Age group
-~ Please Select - &

Require this guestion

This querition fallows ywour data retertion policy, Learn mone

Learn more about the implications of a DRP by visiting the Set Up a Data Retention Policy
article.

If you have been appointed as a Compliance Administrator and need to apply your company's DRP
to a Question Library element, follow these steps:

1. Edit the question inside of the Question Library.

2. Check the box to Apply data retention policy to this question's responses.

Radio Buttons

Question Logic  Validation Layout Piping/Repeat ¥ Need Help?

Question Type

§ Radio Buttons -

What question do you want to ask?

Are you...

Require this question

[ Apply data retention policy to this question's responses. Learn more. ]

3. Click Save Question and you will be asked to confirm the Schedule for Permanent Deletion.

Important! If you have applied a DRP to a Question Library element, that element will abide
by the DRP within any surveys where it is added, regardless of wether the element is linked
or not.
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Compatibility

e Custom Group and Contact Form questions are not supported in the Question Library.

e Custom Tables are not supported in the Question Library.

e Many Actions are compatible with the Question Library. Review the specific requirements for

each action below.

o

Salesforce - Only supported in page library elements. The library element must include
all pages that include questions that are being mapped (either to or from).

Result Chart - Only supported in page library elements. The library element must
include the page that includes the question to chart.

Webhook - Only supported in page library elements. The library element must include
all pages that include questions that are being mapped (either to or from).

Quiz Score - Only supported in page library elements. The library element must include
all questions that are being scored.

URL Redirect - Only supported in page library elements. If you are passing fields the
library element must include all pages that include questions that are being passed.
Payment - Only supported in page library elements. The library element must include all
pages that include questions that are used in the Payment action.

Google Spreadsheet - Only supported in page library elements. The library element
must include all pages that include questions that are being mapped.

Salesforce Marketing Cloud - Only supported in page library elements. The library
element must include all pages that include questions that are being mapped (either to
or from).

Percent Branch - Only supported in page library elements. The library element must
include all pages that include questions that shown or hidden via the Percent Branch
Action.

Custom Script - This action is supported in both page library elements and Question
Library Elements. We recommend using Aliases in your Custom Scripts so that your
scripts are portable.

JavaScript Action - This action is supported in both page library elements and Question
Library Elements. We recommend using CSS Classes in your JavaScript so that your
scripts are portable.

Send Email - Only supported in page library elements. The library element must include
all pages that include questions that referenced in the Send Email Action.

Hidden Value - This action is supported in both page library elements and Question
Library Elements. If the Hidden Value references a question using a merge code that
question must be included in the library element.

Review Action - Only supported in Page Question Library Elements. The library element
must include all pages that include questions that are displayed in the Review Action.
Recaptcha - This action is supported in both page library elements and Question Library
Elements.

Quiz Score - Only supported in page library elements. The library element must include
all pages that include questions that scored in the Quiz Score Action.

LMS/LRS - Only supported in page library elements. The library element must include all
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pages that include questions that pushed to the LMS/LRS.
e Unsupported Actions - The following Actions are not supported in the Question Library.
o Login/Password Action
o Section Navigator
o Skip / Disqualify

FAQ

Collaborator License level users are not able to create questions within the Question Library.

When should | choose Page(s) and when should | choose Question(s) when creating my Question
Library element?

e The Page(s) option will allow you to create one or multiple pages to save as an element.
o When added to a survey from the Question Library, elements that are made up of pages
will be added in this fashion.
o Pages and the questions within a question library element will not be allowed to be
reordered.
o Use this option if you are adding multiple questions with logic, piping, or actions that are
only supported on separate pages. Learn more about action compatibility.
e The Question(s) option will allow you to create one or more questions to save as an element.
o When added to the survey from the Question Library, elements that are made up of
questions can be added to any existing page or added as their own page.
o If you have a multi-question element you will be able to move these about as a group,
however, you will not be able to reorder the questions.
o If you wish to have the flexibility to put a particular question wherever you would like in
a survey it should be added to the Question Library as a single-question element.

How do | rename a Question Library element?
Looking to rename an element in the Question Library? To do so, click the current element title
in the Question Library to navigate to the Build tab of your element. Click the title field in the

very top left of the page and type your changes. When you click out of this field the new name
will save.
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Surveys Advanced |
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Rename Question Library Element

What happens when | delete a survey that uses question library elements?
Deleted surveys will be unlinked from their question library elements. Restoring deleted surveys
will re-link them to their question library elements.
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