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1 Introduction

The Department of Higher Education and Training’s (DHET) Survey Hub (SurveyHub) is a bespoke
online survey platform that makes it easier for directorates and branches of the DHET to publish
survey questionnaires. These questionnaires are developed in order to collect valuable data and
information from stakeholders and entities of the DHET in support of the DHET’s monitoring and
evaluation activities.

This user guide will give the reader a brief introduction to the application. The reader should note
that SurveyHub is a generic application that allows the DHET to deploy different surveys — as a result
the available surveys, questions and responses that the reader encounters may be different from the
available surveys, questions and responses shown in this document.

2 |lamlogged in... now what?
Once you are logged into the application you will see the following screen:
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You are currently on the Surveys screen which presents to you all of the surveys that your user
profile has been linked to. The grid of available surveys provides you with the following information
in regard to each survey:
1. The name and type of the organisation that the survey has been linked to.
2. The name of the survey.
3. The status of the survey, which can include statuses such as:
a. No Response - none of the questions on the survey have been completed.
b. Incomplete - one or more of the questions for the survey have been completed but
not all of the questions for the survey has been completed.

Department of Higher Education and Training 2



DHET SurveyHub User Guideline

c. Complete - the survey has been completed.
The status of the survey may be prefixed with the word “Locked”, for example “Locked —
Incomplete”, this means that the time period of the survey (as determined by the DHET) has
expired and you may no longer edit the contents of the survey.
4. Next to the survey record there are two or three buttons namely:
a. Edit — this allows you to access the specific survey. The text on this button will
change to View if the survey has been locked.
b. Delete — this button is only available if one or more of the questions in a survey have
been responded to. This button will delete all of the responses already captured for
a survey and should be used with great care.
c. A smaller overview button (with an eye icon on it) — clicking on this button will allow
you to generate a report that provides an overview of content of the survey (the
guestions and types of data fields available for the responses) in .pdf format.

To start responding to a survey click on the Edit button next to the survey...

3 The survey welcome screen
The first time you access a survey you are presented with a Welcome screen similar to the screen
below.
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The name of the survey, the year of the survey, the name of the organisation and the type of survey
that was selected from the Surveys menu is displayed in the top right hand area of the screen.

A general message is displayed on this screen which is unique to each different type of survey and
gives you some information in regard to the nature and purpose of the specific survey and the
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directorate that has published the survey. Note that this screen will no longer be displayed once you
have started to respond to questions for the survey.

Click on > or >> at the bottom of the screen to commence with the survey...
4  About the survey question screens...

Once you have moved past the Welcome screen for the survey the following type of screen will be
displayed:
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The progress dot on the left hand side of the screen gives an indication of the progress made —
displaying the current question number and the total number of questions that the survey has. To
the right of this the survey name, survey year and organisation name are displayed. Below this area
the question is displayed in bold text. Further instructions on how to respond to the question and
navigate further are displayed below the question.

4.1 Multiple response questions

The above screen shows an example of a multiple response question which can be identified by the
Add Response button on the screen. To provide a response to the question click on the Add
Response a new record will be created in which you can provide your response to the specific data
fields for the question:
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Provide responses for each data field, note that you can scroll right to see data fields that are not
visible on screen, and click on Save to save your response. Clicking on Cancel will delete any changes
that you have made and close the record (note that this will not delete the record).

Note that when you click on Save the application will give you feedback in regard to saving your
record. The following type of message will be displayed if there is any data that is missing or
incorrect in the response that you provided:
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Carefully note all the issues that you need to address and correct your response. Click on Save to
save the record. The following type of message will be displayed if all of the required data has been
provided for the response and the record could be saved successfully:
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<
Note that the response now has two buttons next to it. The Edit button allows you to edit the
response and the Delete button allows you to delete the response.

To add further responses click on the Add Response button and provide your responses, making
sure to save your responses before proceeding to the next response.

Once done with the question click on the > button at the bottom of the screen to move on to the
next question.

Note that you will not be able to move onto the next question until you have successfully saved a
response to the question that you are currently responding to.
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4.2 Single response questions
Below is an example of a single response question. Note that the screen does not have an Add

Response button, as a result when the screen loads it automatically opens the response for editing:
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Provide responses for each data field, note that you can scroll right to see data fields that are not
visible on screen, and click on Save to save your response. Clicking on Cancel will delete any changes

that you have made and close the record.

Note that when you click on Save the application will give you feedback in regard to saving your
record. The following type of message will be displayed if there is any data that is missing or

incorrect in the response that you provided:
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Carefully note all the issues that you need to address and correct your response. Click on Save to
save the record. The following type of message will be displayed if all of the required data has been
provided for the response and the record could be saved successfully:
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Note that the response now has one button next to it. The Edit button allows you to edit the
response that you have provided.

Once done with the question click on the > button at the bottom of the screen to move on to the
next question.

Note that you will not be able to move onto the next question until you have successfully saved a
response to the question that you are currently responding to

4.3 If 1 do not have a response to a question, what can | do?
If a response is not required for a specific question you will see the following type of option at the
top response area for the question:

On the example above the text for the check-box reads “No response for this question”, note that
the label may have a different label that indicates “no response” for the question.

The DHET requires that each question on a survey is responded to (even if the response is “... | have
no response to this question...”) — this means that before you can move on to the next question you
will need to check the check box for the no response if you do not have a response for a specific
question.

Some questions require a valid response and as a result will not have the above mentioned no
response type of option available.
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5 How can | see the progress that | am making responding to the survey?

To view the progress that you are making whilst you are in the process of responding to a survey
click on the progress icon (==1) at the top right hand side of the (to the right of the Survey Name) to
view the Survey Summary report.

6 How do | know when | have completed the survey?

Remember that the progress dot on the left of the survey question screen will always give you a
clear indication of how many question you have responded to and how many questions there are in
the survey. Further, once you have responded to all of the questions, if you click on the > button you
will be presented with a screen similar to the one below:
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The screen provides you with an overview of the survey and how you responded to each question in
the survey. You can generate the same summary report by clicking on the Print Survey Summary
button. This will load a .pdf version of this report.

7 How can | print my responses to the survey?

Once you have reached the Survey Complete screen described in the section above you will notice a
Print Survey button. Clicking on this button will generate a .pdf report that contains the detailed
responses that you gave to each question.

8 What else can | do on the application?
8.1 Changing your personal details and resetting your password

To change your personal details or reset the password for your account, click on the My Profile
menu option at the top of the screen. The application will load the following screen:
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To make any changes to your profile edit the data field and click on Save. Be careful to ensure that

the e-mail address for your profile is correct —the DHET and application uses this address to
communicate with you.

8.2 Logging off from the application

To log off from the application simply click on the Log Off menu option at the top of the screen. This
will return you to the login screen of the DHET SurveyHub application.
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