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Preamble 

Online surveys occupy an increasingly important role in studies field carried out by 

external customers or collaborators. Tools addressing them develop. Now it is 

possible to design and disseminate your online questionnaire, collect responses and 

analyze results through the same media.  

Sphinx Declic software is the obvious example. Indeed, this environment provides 

the ability to conduct a study entirely online. All advanced design options, 

dissemination and analysis are available. In this document with operational 

character, we guide you in using Sphinx Declic software and present you some tips 

to better succeed in this context. 

The first part is devoted to tool presentation. The second one is dedicated to your 

questionnaire creation and how to format your form. Refer to the third party to 

distribute your survey via Internet, particularly by e-mailing and social networks. 

The fourth section will help you understand the different modes of analysis 

(counting, cross tabulation...) to best handle your data. Finally the fifth section will 

guide you in communicating your survey results. 
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Presentation of Sphinx Declic 

In Sphinx Declic, a survey takes place in 4 steps : 

  

 Design: the step in which you can write the questionnaire. 

 Distribution and collection: step allowing to distribute 

the questionnaire to the respondents through various channels (e-mailing, 

social networks, direct links, website integration, QR Code, paper 

questionnaire) and to follow the progression of the collection.  

 Data: step in which you can visualize the responses you have gathered at 

the collection stage and qualify the responses file if needed.  

 Analysis: step allowing to analyse the results thanks to one-way and cross 

analyses, text analyses and multivariate analyses.  

  

You can access each of these steps by clicking on the corresponding button in the 

banner, at the top of the page. 
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I. Using Sphinx Declic 

Sphinx Declic is a solution that enables you to create your survey on-line. You can 

also manage all previously saved surveys: display, view, copy etc. 

You can also manage your account by changing login details, contact details, type 

of subscription etc. 

 Creating a new survey 

 Managing my surveys 

 Managing my account 

1. Creating a new survey 

To create a new survey, simply click the New survey button on the Declic home 

page. 

 

When you create a new survey , three options are available: Create a blank 

survey, Copy an existing survey, Using a model. 

 Creating a blank survey : allows you to create a new survey from scratch. 

 Copying an existing survey Copying an existing survey : allows to create 

a new survey copying the questionnaire from another survey. 

 Using a model : allows you to create a new survey based on templates 

adapted to various sectors of activity (bank/insurance, B2B, Local 

Authorities, etc.) 

  

../../../../../../../Content/En/Using_sphinx_delic.htm#Analyse
../../../../../../../Content/En/Using_sphinx_delic.htm#Analyse
../../../../../../../Content/En/Using_sphinx_delic.htm#OptionsCommunes
../../../../../../../Content/En/Using_sphinx_delic.htm#OptionsCommunes
../../../../../../../Content/En/Using_sphinx_delic.htm#RegrouperOrdonner
../../../../../../../Content/En/Using_sphinx_delic.htm#RegrouperOrdonner
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1.1  Create a blank survey 

To create survey from scratch : 

 Click the New survey button, on the home page of Declic 

 Then click on Create a blank survey, 

The new survey wizard opens. 
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 Enter the Name of the survey (this name allows to identify your survey, it 

does not appear in the questionnaire) 

 Enter the Survey title 

 Select the Language(s) of the survey 

 Select one of the Predefined models to be applied to your survey 

 Click Finish. Your survey has been created, you are then directed to the 

questionnaire design stage 

1.2 Copy an existing survey 

This option enables you to create a new survey by copying a questionnaire from 

another survey. 

To copy an existing survey : 

 Click New survey on the Declic home page 
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 Then click Copy an existing survey, 

The new survey wizard opens. 

 

  

 The drop-down menu Choice of model allows to select the questionnaire to 

be copied. 

 Click Next 

 Enter the Name of your survey (this name allows you to identify your 

survey it does not appear in the questionnaire) 

 Enter the Survey title 

 Select the Survey language(s) 

 Select one of the Predefined models to be applied to your survey 

 Click Finish. Your survey has been created, you will then be directed to the 

questionnaire design stage. 
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1.3 Use a model 

To create a survey using a model : 

 Click New survey on the Declic home page 

 Then click Use a model, 

The new survey wizard opens. 

 

 

 The drop-down menu Choice of model allows to select the model to use. 

 Click Next 

 Enter the Name of your survey. (This name allows to identify your survey 

it does not appear in the questionnaire) 

 Enter the Survey title 

 Select the survey Language(s) 
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 Select one of the Predefined models to be applied to the survey 

 Click Finish. Your survey has been created, you will be directed towards the 

questionnaire design stage. 

2. Managing my surveys 

The My surveys page allows to manage all your surveys. You can directly access 

to a survey, view its status, move, delete , copy and download it. 

To access the My surveys page : 

 On the Declic Home page 

 Click the My survey side tab 

  

 

This page displays a table containing the various surveys as well as the following 

icons : 

  : the survey is opened / closed 

 :This icon shows that the survey is not protected by a password (free 

access to data and results) 
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  : The Design stage of the questionnaire 

  : The Distribution and Collection stage of the survey 

  : The spreadsheet with the answers to your questionnaire 

  : The results analysis 

  : in the last column, the trash icon allows you to delete the survey 

All the surveys are identified by individual names, number of answers, creation 

date and the date of the last answer to have been received. 

Additional actions are available in the orange banner. 

 

 Advanced : enables you to quickly Copy the selected survey. You can 

choose whether you wish to copy the answers and e-mailing lists from the 

initial survey. In this menu, you can also Import one or more existing 

surveys directly onto your SphinxOnline account or Merge variables, 

answers and forms from two surveys. Lastly, this menu enables you to 

export information from the table on your computer. 

 Delete : enables you to delete one or several surveys, previously selected 

when ticked in the table. 

 Move : allows to save your surveys in various folders. By default, My 

surveys and Archives are available but you can create a new folder when 
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moving your survey. The drop-down menu to the left of Delete allows to 

quickly navigate between the folders. 

 Download : allows to download a copy of the survey on your computer, in 

Sphinx iQ format. The archive you download is protected by a password 

which is your account password. 

3. Managing my account 

You can access the account management page from the Home page : 

 On the Sphinx Declic  Home page 

 Click the My account tab 
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From this page you can consult and modify all the information relating to your 

account: the type of account and the possibility to modify the connection and 

contact information. 

II. Creating my questionnaire 

Designing the questionnaire is the first step of your survey. 

 In the header, 

 Click the button Design 

This brings you to the page for creating your questionnaire 

If you are creating a new empty survey from scratch, the work area is empty and 

you just need to create your first question. 
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If you are copying an existing survey or a model, the questionnaire will then be 

displayed. If needed, you can  modify the questions. 

 

1. Writing my questionnaire 

Sphinx Declic enables you to create questionnaires or forms with different forms of 

questions on-line. There is a library of questions to quickly help you develop your 

questionnaire. The more interactive your survey is, the more implicated your 

respondent will be. So you can add pictures, videos, texts etc. 

 Create a question 

 Using the library 

 Adding texts, images, videos 

../../../../../../../Content/En/Writing_my_questionnaire.htm#Analyse
../../../../../../../Content/En/Writing_my_questionnaire.htm#Analyse
../../../../../../../Content/En/Writing_my_questionnaire.htm#OptionsCommunes
../../../../../../../Content/En/Writing_my_questionnaire.htm#OptionsCommunes
../../../../../../../Content/En/Writing_my_questionnaire.htm#RegrouperOrdonner
../../../../../../../Content/En/Writing_my_questionnaire.htm#RegrouperOrdonner
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1.1 Create a question 

To create a new question in Declic : 

 At the Design stage 

 Click the Question button In the blue header, 

The creation wizard opens. 

 

You can manage all your question settings with this dialogue box. 
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Writing the question : 

 Label : you can write the label of the question in this text field (this label 

will be displayed in the questionnaire) You can add an auto legends, which 

lets you insert the title of the survey, the number of pages of the form, the 

page number as well as the number of observations. You can also use the 

function Recall answers if you want to get an answer from another 

question. 

 The Short name : allows you to determine a shorter title, which will be 

used as a title for analysis, as a column title in a table and will help you to 

find the questions from the lists of questions at different stages. 

 The Variable name : will be useful for making calculations as well as 

determining merge fields. 

 Question type : the drop-down menu allows to choose the type of question 

(yes-no, ratings, text, numerical, date etc.) and how it is represented in the 

form. 

 Modalities : you can set the various modalities of answers to your question 

in these text fields 

 The option Add a text field in order to specify the last option allows 

you to add a field as follows "Other, specify". 

  

The design wizard allows to you determine the presentation options. 

 Once all the fields are completed, click OK to add a question. 

Tip : 

Sphinx Declic enables you to create interactive questions by reproducing the 

details that have already been input by way of a tag. lets us take the example of a 

wall of pictures. 
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In dorder to get all the images in the event of a multiple question set-up, add the 

tag [IMG(variable)] for example, 

[IMG(wall_image)]. 
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To get the 3 pictures one by one : 

- for the first picture, add the tag [IMG(wall_image(1))] 

- for the second picture, add the tag [IMG(wall_image(2))] 

- for the third picture, add the tag [IMG(wall_image(3))] 
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Question types : 

In the slides below, you will find various presentation modes for all sorts of 

questions. 

  

Open question 

Number 
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Text 

 

Code / e-mail 

 

Date / Time 
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Closed question 

  

Check box 

 

Post 'It 

 

  

Smileys 
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Images 

 

  

Dropdown menu 

 

Graduated scale 
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Star rating 

 

Ranking 

 

Image ranking 
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Table question 

Check box table 

 

Clickable blocks table 
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Dropdown menu table 

 

Number Table 
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Modifying/Copying/Moving/Deleting a question : 

Once you have created your question, you can also: modify, copy, move, delete, or 

add an item following a question. 

To do this, you need to place the cursor over the question. Icons appear when you 

go over the question with your mouse. You just need to click the action you 

require. 

 

1.2 Using the library 

Sphinx Declic provides a question and scale modalities library, allowing you to 

quickly add a list of modalities or a question to your questionnaire. 

 Adding predefined modalities to a scale question 

 Using the question library 

1.2.1 Adding predefined modalities to a scale question  

When writing a closed or a table question (except table of numbers), you can use a 

scale to complete the list of modalities quickly. To do this :  

 In the question design wizard 

 Click the Select button, above the text modalities fields 

  

../../../../../../../Content/News/Using_the_library.htm#Analyse
../../../../../../../Content/News/Using_the_library.htm#Analyse
../../../../../../../Content/News/Using_the_library.htm#OptionsCommunes
../../../../../../../Content/News/Using_the_library.htm#OptionsCommunes
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 Choose the scale of your choice among the list of suggestions 

 Click OK 

The modalities are automatically added to your question. 

1.2.2 Using the question library  

Sphinx Declic library allows you to quickly add a pre-written question to your 

questionnaire. To do this : 

 In the Design step 

 In the blue banner, click the Library button 
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 Select the question category from the list 

 Select the question to be inserted 

 Select the position of the question in the drop-down menu below the list of 

questions 

 Click OK 

The question is automatically inserted where specified. Please note that you can 

look for a question by typing the keywords in the field Search : For example, if 

you type “man” it will bring up “Are you a man or a woman?” 

1.3 Add texts, images and videos 

With Sphinx Declic you can enrich the questionnaire by adding texts, images and 

videos :  

 Adding a text 

 Adding an image 

 Adding a video 

 Adding a page 

 Customizing the Thank you message 

 Questionnaire map 

1.3.1 Adding text 

You can add text to your questionnaire. To do this : 

 At the Design stage 

 Click the Text button In the blue banner 

../../../../../../../Content/News/Adding_texts_images_videos.htm#Analyse
../../../../../../../Content/News/Adding_texts_images_videos.htm#Analyse
../../../../../../../Content/News/Adding_texts_images_videos.htm#OptionsCommunes
../../../../../../../Content/News/Adding_texts_images_videos.htm#OptionsCommunes
../../../../../../../Content/News/Adding_texts_images_videos.htm#RegrouperOrdonner
../../../../../../../Content/News/Adding_texts_images_videos.htm#RegrouperOrdonner
../../../../../../../Content/News/Adding_texts_images_videos.htm#Analyse
../../../../../../../Content/News/Adding_texts_images_videos.htm#Analyse
../../../../../../../Content/News/Adding_texts_images_videos.htm#OptionsCommunes
../../../../../../../Content/News/Adding_texts_images_videos.htm#OptionsCommunes
../../../../../../../Content/News/Adding_texts_images_videos.htm#RegrouperOrdonner
../../../../../../../Content/News/Adding_texts_images_videos.htm#RegrouperOrdonner
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 Write the text in the editor 

 Click OK 

The text is inserted in the questionnaire. By default, it is inserted at the end of the 

questionnaire. 

You can insert text below a question using the icons, which appear when you move 

the mouse over the question. The icon “+” allows you to add a text after a 

question. 

  

 

  

If you want to add an instruction for a question, please use the option Display an 

instruction. 

1.3.2 Adding an image  

You can insert an image into your questionnaire. To do this :  

 At the Design stage 

 Click the Media button in the blue banner 

 Click Insert an image 

 Click Add an image 

 Select the image to be added by browsing the files on your computer 

 Click the Download button 

 Select the image you have downloaded 

 Click OK 
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The image has been added to your questionnaire. By default, it is inserted at the 

end of the questionnaire. 

You can insert an image below the questionnaire, which appears when you move 

the mouse over the question. The icon "+" allows you to add an image (Media 

button) after a question. 

 

1.3.3 Adding a video  

Sphinx Declic allows you to insert videos in your questionnaire. To do this :  

 At the Design stage 

 In the blue banner, click the Media button  

 Click the Insert a video button 

 Paste the embed code of a YouTube / DailyMotion / ... video 

 Click OK 

The video has been integrated into your questionnaire. By default, it is inserted at 

the end of the questionnaire. 

You can insert a video below a question using the icon, which appears when you 

move your mouse over the question. The icon "+" allows you to add an image 

(Media button) after a question. 
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1.3.4 Adding a page  

You can organize the questionnaire over several pages. To do this :  

 When writing the questionnaire 

 Click the Page button in the blue banner 

 Enter the Title and Description of the page  

 Click OK 

  

The page has been added to your questionnaire. By default, the page is added to 

your questionnaire at the end. 

You can insert a page below a question using the icon, which appears when you 

move your mouse over the question. The icon "+" allows to add a page (Page 

button) after a question. 

  

 

1.3.5 Customizing the Thank you message  

Sphinx Declic allows you to customize the thank you message for the respondent 

at the end of the questionnaire. To do this :  

 Go to the end of the questionnaire (scroll to the bottom of the 

questionnaire) 

 Place the cursor over the thank you message 
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 Click Edit (pencil shape) 

 Write the customized message 

 Click OK 

1.3.6 Questionnaire map  

Sphinx Declic provides a “Questionnaire map” field to make it easier to go through 

the various questions in the questionnaire, which is available in the purple banner 

at the top of the page. 

 

 

  

 Click "Ques" 

 Select the required question 



  

31 

 

2. Managing the options of presentation 

This section of the tutorial deals about the management of options of presentation 

of the questionnaire and considers the following items : 

 Display modalities in columns 

 Insert an instruction 

 Display the modalities of responses randomly 

 Displaying lines one by one 

2.1 Displaying modalities in columns 

The modalities of answers may be displayed one below the other or in columns. To 

define this option : 

 Place your cursor below the question concerned 

 Click the Edit button (pencil) 

 Check Display in several columns in the Options section on the right-

hand side 

  

../../../../../../../Content/News/Displaying_the_modalities_in_columns.htm#ModalitesColonne
../../../../../../../Content/News/Inserting_an_instruction.htm#Consigne
../../../../../../../Content/News/Random_display_of_modalities_of_answers.htm#ModalitesAleatoires
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 Select the number of column you want 

 Click OK 

The modality of answers will be displayed in columns according to the number 

selected. 

2.2 Inserting an instruction  

You can add an instruction to a question to give special precisions. To do this : 

 Place your cursor below the question concerned 

 Click the Edit button (pencil) 
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 Check Display an instruction in the Options section on the right side 

  

 

 Write the instruction in the text zone 

 Click OK 

The instruction will be displayed below the modality of the relevant question. 

2.3 Random display of modalities of answers 

 In order to avoid survey bias, you can present modalities to the respondents in a 

random order. Questions with random presentation mode activated will have their 

modalities presented in a different order for each respondent. To do this :  
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 Place your cursor below the relevant question 

 Click the Edit button (pencil) 

 Tick Display modalities in random order in the Options section on the 

right-hand side 

 

 Click OK 

The modalities of questions where the random display option has been activated 

will be displayed in random order. 
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2.4 Displaying lines one by one  

For questions in table format, you can display the lines one by one using the option 

"Line by line".  
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Preview 

 

 

 

3. Organizing my questionnaire 

This section is dealing with organizing / controlling the data entry of the 

questionnaire. It considers 4 items : 

 Making answers mandatory 

 Personalizing the warning message 

 Activating a conditional display 

 Activating a question jump 

../../../../../../../Content/News/Making_answers_mandatory.htm#RepObligatoire
../../../../../../../Content/News/Customizing_the_warning_message.htm#PersoMsgAlerte
../../../../../../../Content/News/Activating_conditional_display.htm#CondAffichage
../../../../../../../Content/News/Activating_question_jump.htm#Renvoi
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3.1 Making answers mandatory 

 With Sphinx Declic you can make answers to a question mandatory (this stops 

respondents from changing pages or saving their answers if they haven’t answered 

the mandatory question). To activate this option :  

 Place the cursor above the relevant question 

 Click the icon Edit (pencil) 

  

 

 Tick Mandatory response in the Control section on the right 

 Click OK 
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The relevant question is now mandatory. In the questionnaire, a yellow circle 

appears on the question to point out the fact that it is mandatory. 

However, there will be no indication of the fact that answering the question is 

mandatory. You need to add an instruction. 

3.2 Personalizing the warning message 

 If a respondent does not answer a mandatory question, a warning message 

appears by default. With Sphinx Declic you can customize the warning message. To 

do this :  

 Place the cursor above the relevant question 

 Click Edit (pencil) 

 Tick Customize alert message in the section Options on the right 
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 Write the customized warning message in the text zone 

 Click OK 

Your warning message will be displayed next to the relevant question, if it has not 

been answered. 
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3.3 Activating a conditional display 

 You can decide to display a question only if the answer to a previous question 

meets specific conditions.  

For example, if the respondent answers "yes" to the question "Have you got a 

car?", then the question "Which brand?" will appear. If the answer is "no", the 

question will not be displayed. 

To activate a conditional display : 

 Place the cursor over the relevant question 

 Click the Edit icon (pencil) 

 Check Display only if… in the Controls section on the right 

 Click the button. The dialogue box Management of 

conditions/filters opens 
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 From the Choose a variable Drop-down menu, select a question which 

determines the conditions 

 Select the type of condition: is amongst /is not amongst, is between/is not 

between, is a non-responses/is not a non-responses 

 Then determine the condition 

 The Multicriteria box allows to define various conditions 

 Click OK 

The questions with conditional displays will only be displayed if all conditions are 

met. 

Feel free to Test the questionnaire to check if the conditional displays work 

properly. 
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3.4 Activating a question Jump 

Sphinx Declic allows you to skip questions. A skip allows you to hide a section of 

the questionnaire, which is not of interest to the respondent. For example, if the 

respondent answers “no” to the question “Do you drink alcohol?” You will not need 

to ask him/her how much wine they drink etc.  

To activate a skip : 

 In the Design stage 

 Click the Jumps In the blue banner button, the Jumps management  

dialogue box opens. 

 Click the Add button 
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 Select the question (from drop-down menu) after which the jump needs to 

be activated 

 Select the action to be completed : Go to question or End questionnaire  

 Define the condition: Whatever the response or if 

 Click Close 

In the example above, if the respondent does not drink alcohol, he/she will not 

need to answer the questions after number 17 as they relate to drinking alcohol. 

So, they can move directly to question 38 on “Gender” 

The jump will be done after the relevant questions if the conditions are met. You 

can add several jumps in a questionnaire. To do so, repeat the procedure above. 

Feel free to Test your questionnaire to check if jumps work properly. 

4. Testing my questionnaire 

Sphinx Declic allows you to test your questionnaire, at any time during the Design 

stage. The test function allows you to view the questionnaire as it is presented to 

the respondents: all the questions, texts, images and videos are displayed on the 

page, as defined in the Design stage. The conditional displays and jumps are also 

simulated in the test questionnaire. 

To test your questionnaire : 

 At the Design stage 

 Click the Test button in the blue banner 

  

 

The test questionnaire opens on a new page.  
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Please note that the answers will not be saved. They will not appear in the answers 

file of your survey. If you wish to input answers manually, please use the Rapid 

entry function. 

5. Customizing the questionnaire 

You can customize the questionnaire by adapting the graphical chart. You can 

modify : 

 The theme of the questionnaire 

 The text styles 

 The navigation bar 

 The header 

5.1 Choosing a theme  

To choose a theme :  

 At the Design stage 

 Click Customizein the blue banner 

 Select the background pattern in the thumbnails displayed 

  

../../../../../../../Content/News/Choosing_a_theme.htm#Themes
../../../../../../../Content/News/Defining_text_styles.htm#StyleTxt
../../../../../../../Content/News/Changing_the_navigation_bar.htm#BarreNav
../../../../../../../Content/News/How_to_insert_header.htm#HautPage
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Please note that when you choose one of the thumbnails, you are selecting a 

background pattern and not the background colour. The colours displayed are only 

suggestions and cannot be modified. The background colour of the questionnaire 

(page where the questions are displayed) is white by default. This can also be 

modified. 

To change the background and page : 

 Tick Modify background colour and/or Modify form colour 

 Then select the required colour 

Click OK to apply the modifications. 
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5.2 Defining text styles  

To define the text style :  

 At the Design stage 

 Click the Customize buttonin the blue banner 

 Click the  Text styles button 

 

 Define the required style to the various types of texts 

 Click OK 
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Please note that you can select two background colours for the Modalities of 

responses. The second colour is only used for question tables, to alternate the 

background colours (every other line). 

5.3 Changing the navigation bar 

You can change the style of the navigation bar (which allows you to browse 

through the pages of the questionnaire and confirm it). To change the navigation 

bar : 

 At the Design stage 

 Click the Customize button in the blue banner 

 Click the Browsing button 
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 Select the type of navigation bar according to the suggested templates 

 Select a colour from those suggested 

 Click OK 

You can also modify the transition mode during page browsing. 

 

 

  

You can choose between 3 modes: Classic mode (None), Slide mode, and the 

Fading mode. 

5.4 How to insert a header  

You can insert a header onto your questionnaire. This header will be repeated on 

each page of your questionnaire. It can contain text and images.  

To insert a header : 

  

 At the Design stage 

 Click the Customize button in the blue banner 

 Click the Header button 
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 Select the header template you want 

 Insert the text and / or images 

 Click OK 
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6. Translating my survey 

Sphinx Declic allows to make multilingual surveys with over 40 languages 

available. You can translate your questionnaire into the languages of your choice 

and analyze all the responses in the same analysis. 

 Setting the survey languages 

 Translating the survey 

 Importing/Exporting translations 

  

6.1 Setting the survey languages 

 At the Design stage 

 Click the Translation side tab 

 Click the Select the languages button in the blue banner 

  

../../../../../../../Content/News/Setting_the_survey_languages.htm#Langues
../../../../../../../Content/News/Translating_the_questionnaire.htm#trad
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 Select the languages of your choice 

 Click OK 

You can then translate the questionnaire into the languages that you have just 

selected. 

6.2 Translating the questionnaire  

There are two possibilities for translating the questionnaire. You can translate each 

question and text in the questionnaire by yourself, or use the machine translation 

tool.  
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Translate "manually" the questionnaire 

 In the Design stage 

 Click the Translation side tab 

The questions and modalities of your questionnaire are displayed in a list and the 

text fields are displayed opposite each other. You need to write the translation of a 

question/modality in the corresponding text field. This is required for each 

language selected. 

Please note that you can use the machine translation by clicking the icon  to the 

right of the text zone. 

Feel free to Test your questionnaire to view it in the language of your choice. 

Automatically translating the questionnaire 

 At the Design stage 

 Click the Translation side tab 
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 Choose the source language from the Language drop-down menu (this is 

the current questionnaire language) and the target language from the drop-

down menu Translation (the language you wish to translate the 

questionnaire into). 

 Click the button  to translate all the form or on 

the icon on the right of the question to only translate the required question 

(or modality). 

Your questionnaire is then automatically translated into the selected language. 

Please note that you can review the translations simply by modifying the 

translations in the text zones. 

Feel free to Test your questionnaire to view it in the language of your choice. 

6.3 Importing/Exporting translations  

Lastly, you can export translations defined in Sphinx Declic or import a translation 

document to translate your questionnaire without using the machine translation 

software. This last function is useful if you have already translated the survey 

questions in an .xls file.  

Exporting translations :  

 Click the button Import/Export in the purple banner 

 Click Export 

 Select the languages to be exported 

 Click OK to download the xls. file 

 



  

54 

 

 

  

Importing translations : 

 Click the button Import/Export in the purple banner 

 Click Import 

 Select the xls file containing the translations 

 Click OK to import the translations 
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III. Distributing my questionnaire 

With Sphinx Declic you can distribute your questionnaire in different ways: on the 

internet, on mobile devices or on paper. You can also set-up your access to your 

survey and protect your data. 

 Collection methods 

 Controlling and monitoring my survey 

1. Discovering collection methods 

Once you have written your questionnaire, you need to distribute it. Sphinx Declic 

allows numerous distribution and collection methods. 

 Collecting answers on the Internet 

 Collect answers on a mobile device 

 Collect answers on paper 

 

To access the distribution step : 

 In the banner 

 Click the Distribution and Collection button 

  

 

../../../../../../../Content/News/Distributing_my_questionnaire.htm#Analyse
../../../../../../../Content/News/Distributing_my_questionnaire.htm#Analyse
../../../../../../../Content/News/Distributing_my_questionnaire.htm#OptionsCommunes
../../../../../../../Content/News/Distributing_my_questionnaire.htm#OptionsCommunes
../../../../../../../Content/News/Collecting_answers_on_paper.htm#RepPapier
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1.1 Collecting answers on the internet 

Sphinx Declic allows numerous distribution methods over the Internet : 

 Direct link to the questionnaire 

 E-mailing 

 Share on social networks (Facebook, Twitter, LinkedIn, Viadeo) 

 QR Code 

 Integration within a website 

 Using a CINT panel 

1.1.1 Obtaining a direct link to your questionnaire 

To obtain a direct link to your questionnaire : 

 At Distribution and Collection stage 

 Click the Home side tab 

 The direct link is available at the top left of the page 

  

 

  

You can copy this link to share it through other collection means than those 

suggested by Sphinx Declic. 
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1.1.2 E-mailing 

Sphinx Declic allows to easily distribute your questionnaire by e-mailing. The 

number of e-mails available depends on the type of account you own. 

This tutorial considers the four steps of an e-mailing : 

 Writing the message 

 Testing the message 

 Managing the list of recipients 

 Scheduling the sending 

 Following-up the e-mailing 

To set up the e-mailing : 

 At the Distribution and collection stage 

 Click the E-mailing side tab 

You can create several e-mailings in the same survey. The button Manage my e-

mailings (in the white banner) allows you to add or delete an e-mailing. 

1.1.2.1 Writing the message 

Firstly, you need to prepare a message when you send an e-mailing. There are two 

types of messages: invitation message and reminder message. When you have 

written the message, you can test it. 

To write the message : 

 At the Distribution and collection stage 

 Click the E-mailing side tab 

 Click 1. Messages 
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The message editor opens. You just need to fill in the field that are suggested. 

 Sender : corresponds to the text that will appear in the field From: in your 

e-mail 

 E-mail : the drop-down menu allows you to input the sender's address 

(your e-mail) 

 Subject : allows you to write the subject of the message 

 Message : enables you to insert an image in the message, the link to the 

questionnaire, a link for viewing (for people having difficulty opening the 

message), an unsubscribe-me link (for people who do not wish to receive 

emails from this sender). This button also enables you to manage message 

templates (applying and saving a template). 

 Attachment button : click this button to add an attachment to the 

message. Please note that documents added as attachments must not 

exceed 200ko. 

You can write a reminder message different from the invitation message. To do this 

:  

 Click Reminder message 
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 You can now write the reminder message 

1.1.2.2 Testing the messages 

 Once you have written the invitation and reminder messages, you can test them 

by simulating a sending on your e-mail address. 

 To test the messages : 

 Click the button Invitation Message or Reminder Message (according to 

the message to be tested) 

 Then, click Test the message  

 Tick one of the suggested options :   Account address (address used for 

logging on to Declic),  To the following address (another address added). 

 Select Send the message to the account address 

 Click OK 

 Tick your e-mail box in order to see the result 

The test email has been sent and will be added to the distribution history. 

1.1.2.3 Managing the list of recipients 

Once you have written and tested the messages, you need to prepare the list of 

recipients. First, you need to add the recipients : 

 At the Distribution & Collection stage 

 Click the E-mailing side tab 
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 Click 2. Recipients 

 Click Add 

  

 

There are five ways to add recipients to the distribution list. 

 Import an address file: *.txt, *.csv, *xls format (warning: *.xlsx (Excel 

2007 and 2010) format are not supported) 

 Using the addresses of another survey : you can reuse the addresses of 

a previous e-mailing of an other survey 

 Using addresses from an other e-mailing : you can reuse the addresses 

of a previous e-mailing 

 External adress book: 

 Copying and paste recipients : you can import addresses simply by using 

the paperweight 



  

62 

 

  

Also, if you want to delete recipients, select the required recipient(s) and click the 

button Delete. 

 

  

To export the list of recipients, click the button Export. The list of recipients will be 

saved on your computer in the format .csv. 

To refresh the statuses of email addresses (if the address is available or not), click 

the button Refresh. 

The Blacklist button enables you to manage recipients, who have clicked the link 

to be unsubscribed from one of your messages. 

1.1.2.4 Scheduling the sending 

Once you have imported the addresses of the recipients, you need to schedule the 

sending of the e-mailing. To do this : 

 At the Distribution & Collection stage 

 Click the E-mailing side tab 

 Click 3. E-mailings and follow-up 
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Please note that you can modify your emailing options on this screen. You can 

choose the type of answers you wish to determine for your survey : 

  

 Single response : once the respondent has confirmed his answers, he will 

no longer be able to access the survey 

 Multiple responses : the respondent can complete the survey as often as 

he likes 

 Unique and modifiable response :the respondent can only complete the 

survey once but can then access his/her answers to modify them. 

You can also modify the message, which appears when the respondent wishes to 

access the survey again after having transmitted his answers. To do this click the 

button "+" Edit the message when the answer has already been saved 
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 Click Send / Schedule invitation or Send / Schedule a 

reminder button 
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 Select the contacts : to send the message to (recipients who have not 

been contacted, all recipients, a personalized selection of recipients) 

 Distribution set-up : sending straight away, scheduled sending, automatic 

sending. Managing the distribution enables you to limit spam (limits the 

number of your messages that are identified as spam). 
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 Configure the sending : (perform sending immediately, defer sending to a 

chosen date) 

 Accept the End User License Agreement then click OK 

Repeat the same operation to send / schedule a reminder message. 

1.1.2.5 Following-up of the e-mailing 

You can find out the number of recipients, who have received the invitation and / 

or reminder message, in order to follow-up the progression of the e-mailing. To do 

this : 

 At the Distribution & Collection stage 

 Click the E-mailing side tab 

 Click 3. E-mailings and follow-up 

The E-mailings and follow-up section gives the number of defined contacts and 

the amount of emails already sent. 

The E-mailing / Invitations and E-mailing / Reminders section show the 

number of recipients, who can be contacted for an invitation or a reminder. 

The Refresh follow-up data button allows you to force the data update. 

 

1.1.3 Distributing my questionnaire on social networks 

Sphinx Declic allows to distribute your questionnaire on various social networks 

(Facebook, Twitter, LinkedIn, Viadeo). To use this mode of distribution : 

  

 At Distribution and collection stage 

 Click on the side bar Social Network 
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 Select the social network, which you want to distribute your questionnaire 

on 

 Log-in 

 Confirm 

Your questionnaire has been shared on the social networks you have selected. 

1.1.4 Making a QR Code 

Sphinx Declic offers to easily distribute your survey on mobile phones that can read 

QR Codes. To make a QR code of your questionnaire : 

 At the Distribution & Collection stage 

 Click the Print PDF/QR Code side tab 

 Click the Download the QR Code button 
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Now you just have to print the QR Code on posters for example. 

1.1.5 Integrating the survey into a website 

You can integrate a questionnaire directly into a website. To do this : 

 At the Distribution and Collection stage 

 Click the side tab website integration 
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Tree types of integration are suggested : 

 URL : allows you to insert a link to the Internet URL for your questionnaire 

 I-frame : allows you to integrate the questionnaire into a web-page 

 Script : allows you to display your questionnaire in a pop-up 

1.1.6 Using a CINT panel 

Panelist recruitment is done using the CINT Link solution developed by CINT. This 

on-line solution allows you to get representative answers quickly. 

To access CINT Panel management :  
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 At the Distribution and collection stage 

 Click the Panelists side tab 

 

Operation : 

Recruitment of panelists is based on 4 stages : 

1. Creation of the survey by the research officer. This survey will be distributed to 

panelists. 

2. Recruitment of panelists. From SphinxOnline you can recruit panelists according 

to many criteria (country, age, gender etc.) 

3. CINT confirms the content of the survey. After confirmation the survey is 

distributed to the panelists. 

4. The panelists answer. The data is therefore available on your SphinxOnline 

account. 
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1.1.6.1 Recruiting panelists 

Panelist recruitment is associated to the notion of ordering. An order must be 

completed for each panelist profile. 

Example: To get 100 men over 25 and 50 women over 25, 2 requests are 

necessary: one for 100 men over 25, and another for 50 women over 25.  

Recruitment interface : 

 Selecting the panelists according to criteria   

 Indicate the number of answers required 

 Check the feasibility of your order (available answers, field dates) 



  

72 

 

  

 

Criteria available : 

 Country 

 Sex 

 Age group 

 Region 

 Pre-identification 

 Demographic criteria (level of education, profession etc.) 

 Household (marital status, number of family members, ages of children 

etc.) 
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 Profession (size of company, field etc.) 

 Transportation (car, motorbike etc.) 

 Other 

1.1.6.2 Paying for your order 

After having determined your criteria, you can place your order by clicking Your 

order summary, you will then be redirected to a secure payment interface. 

After payment, your invoice will be available in the section my account (button 

purchase history). 

1.1.6.3 Processing received answers 

Panelist answers will be added to the data table automatically. They are identified 

by a variable Origin which has the value CINT. 

Anonymous answers are handled in exactly the same way as any other answer. 

1.2 Collecting answers on a mobile device 

SphinxOnline enables you to synchronise and get surveys from tablets and 

Smartphones via the SpinxMobile application (on Android and IOS). This 

application allows you to collect your survey data in disconnected mode. 

SphinxMobile is a Sphinx Development application for collecting data from 

surveys in disconnected mode on Smartphones / tablets. 

The application has been designed to work on iOS systems (iPhone/iPad) and 

Android. 

The SphinxMobile application is free. To do this, you simply have to download from 

: 

 The AppStore (iOS version) 

 The PlayStore (Android version 
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Supported versions : 

 iOS version : works iOS 6 and iOS 7. 

 Android version : works on versions above Android 3.0.0 

Usage scenario : 
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1.2.1 Activating and using the Sphinx Mobile option 

In order to download a survey, you have to publish and activate access rights for 

using the survey on mobile devices beforehand. 

These options are available in the section “Distribution & Collection” : 

 Authorising the download : 

You have to tick the option “Authorise input from mobile devices”: the survey will 

then be available for downloading on mobile devices (according to the download 

authorisation restrictions for your account - see annex 1 for operating details). 

 Choice of down-loadable forms : 

The survey may have several forms. A drop-down menu presenting all the forms is 

available. You simply have to select the option to be downloaded from the drop-

down menu for mobile input. 

 Optimisation of forms for Smartphones / Tablets : 

The lay-out of forms can be optimised for input on mobile devices: the tick boxes 

(basic questions and tables) will be widened. 

This enables you to input information more easily on a touch screen. 

Please note however that in this mode, the questionnaire display is not identical to 

the display set up on (Sphinx iQ or Sphinx Declic) software. 

PS : This option is ticked by default. 

 Synchronisation history : 

A summary table containing the synchronisation history is available. This will 

provide the following information : 

  

 Date of action 
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 Machine ID 

 Name (if the name of the survey administrator has been set up) 

  Type of synchronisation (survey download or synchronisation of the 

answers from a mobile device) 

 Installation of the suervey with an ".smcf" file : 

This file makes it easier for you to download a survey by filling out the necessary 

field beforehand for downloading the survey from the application. 

Operating principles : 

A link on the survey enables you to download a file called “name-of-

survey.smcf”. 

You then simply have to send the file to the various mobile devices (by email or 

transfer via a memory stick). Once it is on the tablet, simply click the file: a menu 

will suggest you open it with SphinxMobile. 

After clicking “yes” the SphinxMobile application will open with information on 

previously installed downloads : 

 Name of server 

 Account name 

 Name of the survey 

 Downloading restrictions : 

The number of machines is restricted for survey downloads. This means that 

depending on the subscription you have selected, X tablets will be able to 

download the survey. Tablets are identified according to the machine’s ID. 

So, when you have a license for 10 devices, you will not be able to download the 

survey on an 11th tablet. 
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1.2.2 Downloading surveys 

On tablets/Smartphones, the survey administrator prepares his device by inputting 

in the “Preferences” part : 

 Name of the server 

 Account name to be used 

 Name of the survey administrator (optional) 

  Tablet operation (self-service or operator) 

Downloading a survey can be completed in the section “Downloads” You have to 

complete : 

 Name of the survey 

 The password 

This survey has been added to the list of available surveys in the “Surveys“ 

section of the application. You can download several surveys, then you simply have 

to select the required survey. 

A demonstration survey can be downloaded in the section of the application 

”About“. 

PS : It is necessary to be connected to the internet 

1.2.3 How tablet / smartphone works 

Once the survey has been downloaded, you no longer need to have an Internet 

connection to complete the survey. 

The questionnaires may be input according to two modes, which match the 

operating modes of tablets : 

 Operator mode : this mode will be used by the data input operators. This is 

divided into two : 
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 Advanced operator mode : this mode enables you to access all the survey 

functionalities : 

 Inputting a new answer 

 Access the list of answers to complete / modify or delete them. 

 Synchronising the answers 

  Delete the survey 

 Simple operatormode : mode enables you to : 

 Input a new answer 

 Sychronise the answers 

 Self-servicemode : 

This enables you to have free access to the tablet. A home-screen is displayed with 

the message “Touch screen to start.” When the screen has been touched, a new 

form appears and the user can input his/her answers and save them. After X 

seconds of inactivity (timeout can be setup), the display reverts back to the home 

page. To exit the self-service mode once the tablet has been returned, you simply 

have to input a password (name of survey administrator). 

  

The operation “Operator/Self-service“ can be setup in the “Preferences“ 

section of the application. The operator determines this. 

The function «Simple operator/advanced operator » can be set up from the 

SphinxMobile option in account management. The research officer determines this. 

1.2.4 Inputting responses 

SphinxMobile is very intuitive and uses interfaces recommended by the 

manufacturers of tablets. 

Here are a few more details : 
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 To fill out the questionnaire : 

Use the buttons Previous, Next and Save in the form to move around the pages 

of the form 

Use the icon-button Summary (in the top left hand corner of the screen) to 

directly access a page 

Use the icon-button End (in the top right hand corner of the screen) to stop or 

cancel data-input 

 To amend an observation : 

Go to the page Modify answers, then click the observation to be 

modified/completed 

 To delete an observation : 

Go to the page Modify answers, then choose : 

Drag the observation to be deleted to the left and click the red button “Delete", 

which appears on the line 

Click the observation to be deleted, check that it is the right one, then click the end 

icon in the top right hand corner, then the red button "Delete answer". 

In the top right hand corner click the icon "Trash" to delete all the answers. 

 Resource use : 

To add a photo/signature, a flash, a QR-code, or obtain GPS positions or even save 

a voice message : 

Prepare the question in the survey (text or code), which will contain the 

information (name of photo/signature, code value, position latitude/longitude, 

sound file name) 

On your tablet/Smartphone, click the question editing box then click the icon 

"Resource" in the top left-hand corner : 
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 Locating the observation : GPS coordinates are automatically saved in the 

corresponding field 

 Take a photo : a photo may be taken. Then click "Use", the name of the 

photo will appear in the text field 

 Manual signature : a space for drawing opens up. You simply have to sign 

your signature on the touch screen 

 Voice message : you can save 

 Reading a QR-code : direct the device so that the code is in the center of 

the screen, the associated text will be transferred automatically in to the field 

on the form 

1.2.5 Synchronisation 

Once the field work has been completed, the survey administrator has to be 

connected to the internet again to launch the synchronisation, so that the 

observations, which have been inputted or modified, can be sent to the server. 

1.3 Collecting answers on paper 

It is also possible to download your questionnaire in a PDF format and then print it 

in order to diffuse it on paper. Sphinx Declic allows you to manually input answers. 

1.3.1 Printing a PDF and entering data 

Sphinx Declic offers to distribute your questionnaire in paper format and to enter 

the data manually. To enter the data manually : 

 Print the questionnaire 

 Enter the responses 

1.3.1.1 Print the questionnaire 

To download and print your questionnaire : 
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 At the Distribution and Collection stage 

 Click the side tab QR Code 

 Select the language of the questionnaire from the drop-down menu 

 Click Download PDF button 

  

 

  

You just need to print the paper questionnaire. 

1.3.1.2 Inputting the answers 

Once the paper questionnaires have been completed, you need to input the 

answers into Sphinx Declic. To do this : 

 At the Distribution and Collection stage 

 Click the side tab Rapid entry 

Your questionnaire is displayed and you can input the answers manually. 
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Once the questionnaire answers have been completed, click Add a new 

observation to continue inputting the data. 

  

 

2. Controlling and monitoring my survey 

Sphinx Declic provides various solutions, which let you control access to your 

survey. 

 Controlling access to my survey 

 Monitoring the progress of data collection 

2.1 Controlling the access to my survey 

Sphinx Declic offers various solutions allowing to control the access to your survey. 

 In the Circulation and collection step 

 Click Home side tab 

 In the green banner, click the Control access button 
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You can open, close your survey or set an opening period. You can also write a 

personalised message that will be displayed when a respondent tries to access a 

closed survey. 

You can also protect your survey with a password. In this case, do not forget 

to communicate the password to the respondents.  
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2.2 Monitoring the progress of data collection 

The Distribution and Collection home page stage allows to monitor the progress 

of data collection. 

 

This screen shows the summary of the data collection. It displays the Follow-up 

of answers day by day, theSharing the collection means, the Sharing the 

languages of the survey,  Distribution by e-mail, and the Distribution on 

social the networks. 

The Refresh follow up data button, allows to force a data update. 
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IV. Accessing the responses of my survey 

During this third step of your survey, you can view your data file, corresponding to 

all the responses you have collected through your questionnaire. There you can : 

 View the survey answers 

 Directly modify the data file 

To access the data viewing stage : 

 In the Header 

 Click the Data button 

 

This stage displays all the answers in a table. The columns display the questions 

and the rows display the observations. 
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Unlocking your spreadsheet : 

You can make “changes” to your spreadsheet. To do this : 

 At the data viewing stage (button Data) 

 In the purple banner 

 Click the button Unlock 

You can : 

  Modify an observation 

 You can also access the buttons toolbar : 

 

 Delete : delete ticked observations in the spreadsheet 

 Export : export your data in CSV or Excel format 

 Save : Save the current changes 

 Cancel : Cancel the current changes 

 Add : Adding an observation 
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1. Viewing your survey answers  

During the third step of your survey, you can view your data file, with all the 

answers you have collected from your questionnaire. Here you can : 

 Viewing the data file 

 Reviewing the answers "one by one" 

 Choosing the variables to display 

 Determining a filter 

 Exporting data 

1.1 Viewing the data file 

 At the viewing data stage Data 

 Click the side tabSpreadsheet 

  

All observations are displayed in a table. The columns display the questions and 

the rows display the observations. 
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To make it easier to read, nine answers are displayed simultaneously per page. To 

go to the next pages, use the menu 

:  Click the arrows to 

move from page to page and use the drop-down menu to view the number of 

required answers per page. 

You can also sort the answers quickly according to the values of a variable. To do 

this, click the arrow situated next to the variable name. 

  

 

1.2 Reviewing the answers one by one 

 At the viewing stage ( button Data ) 

 Click the side tab Consultation 

All the observations are presented to you one by one. 
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To make reading easier, you can browse through the observations using the 

“Next” or “Last” buttons. 

You can select the observation you wish to view by choosing the number of the 

observation : 

  

 

  

You can also print an observation, to do so click . 
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1.3 Choosing the variables to display 

Sphinx Declic enables you to choose the variables you wish to display in the 

spreadsheet. To do this : 

 At the data viewing stage (button Data) 

 In the purple banner 

 Click the button Variables 
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 Select the variables you would like to display in the spreadsheet 

 You can sort displayed observations according to the values of one variable. 

Select the variable in the field Sort according to : and choose the sorting 

order (ascending or descending). In our example, we would like to sort the 

displayed observations according to the age of the respondents in ascending 

order. 

 Click OK to confirm your choice  

1.4 Determining a filter 

You can filter the answers according to a particular profile. To filter the answers : 

 At the data viewing stage (button Data) 

 In the purple banner 

 Click the Filter button  
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 Select the question that defines the filter from the Choose a variable 

drop-down menu 

 Select the condition : is amongst/is not amongst, is between/is not 

between, is non responses / is not non responses 

 Then define the condition  

 The Multicriteria box allows you to define several conditions  

 Click OK 

  

The table will only display the observations corresponding to the filter. 

1.5 Exporting data  

Lastly you can export all the data from the spreadsheet. To do this,  

 At the data viewing stage (button Data) 

 In the purple banner 

 Click the button Export 

Data will be saved on your computer in .CSV or Excel format 

2. Directly modifying the data file 

Sphinx Declic allows to act directly on a data file to modify possible errors. To 

modify the data file : 

 In the step of visualization of the data (Data) 

 Click the side tab Spreadsheet 

 In the purple banner 
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 Click the Modify button  

  

 

Then you can : 

 Modifying an observation 

 Delete one or several observations 

3.2 Modify an observation 

To directly modify an observation, you just need to click the cell in the table to be 

modified and select the new value. Once you have modified the data, do not forget 

to click the button Save changes to save the modifications. 

You can also use the "pencil" icon in the first column of the table, in the row of 

the observation to be modified. 

  

 

The questionnaire opens in the page and you can modify the answers directly in 

the questionnaire viewer. Do not forget to go to the end of the questionnaire to 

confirm the modifications. 

3.2 Deleting one or several observations 

../../../../../../../Content/News/Modify_an_observation.htm#Modifier
../../../../../../../Content/News/Deleting_one_or_several_observations.htm#Supprimer
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You can delete observations from your data file. To do this, select the relevant 

observation(s), then click the Delete button (above the table). 

You can also fully reset the data file. 

3. Resetting, downloading, viewing the data file summary 

In addition to viewing data, you can carry out many other operations :  

 Resetting data files 

 Downloading data files 

 Viewing the summary of the data file 

3.1 Resetting data files 

You can reset your data file and delete the observations you have gathered. To do 

this: 

 At the data viewing stage ( Data button) 

 In the purple banner 

 Click the button Reset 

 A warning message appears, click OK to permanently delete all the 

answers. 

3.2 Downloading data files 

Sphinx Declic enables you to download all the observations in a *.csv or *.Excel 

file, that you can then open in a spreadsheet program such as Microsoft Excel. To 

download your data file : 

  

 At the data viewing stage ( Databutton) 
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 In the purple banner 

 Click the button Exporter 

3.3 Viewing the summary of the data files 

Sphinx Declic also offers to consult the summary of the data file. This summary 

display various indicators : Quality of the data set, Details about the 

completion rate of the variables, Details about the completion rate of the 

observations. 

  

 

  

You can print and/or export the data file summary. To do this : 

 In the purple banner 
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 Click the Print or Export button 

  

 

  

You can filter answers according to a special profile. To filter the answers : 

  

 In the purple banner 

 Click the button choose sample  
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V. Analysing the results 

The last stage of your survey is the analysis of the results. Survey Shaker offers a 

powerful tool to perform single tabulations, cross tabulation, text analyses and 

multivariate analyses.To access the stage of analysing the results : 

 In the header 

 Click the Analysesbutton  

  

 

You will proceed to the results analyses from this environment. 

1. Accessing the analysis of all my questions 

Sphinx Declic provides an automatic analysis of all the survey questions. To access 

it : 

  At the Analysis stage  

 Click the Preview side tab 
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For each survey question, answers are analysed automatically and Sphinx Declic 

provides information about them (effective answers, unanswered, answer rate 

etc.), depending on the type of question.  

All the questions are supplied with a table and a graph with observations.  

2. Defining an analysis 

This section of the tutorial enables you to understand the various types of analyses 

provided by Sphinx Declic. The following aspects are covered   

 Choose an analysis 

 Common analysis options 

 Grouping modalities 

 Sorting the groupings 

../../../../../../../Content/News/Choosing_an_analysis.htm#Analyse
../../../../../../../Content/News/Common_analysis_options.htm#OptionsCommunes


  

99 

 

 Processing scales as numbers 

 Grouping numerical questions into classes 

 Using statistical tests 

2.1 Choosing an analysis 

Sphinx Declic allows you to analyse your results by making one-way and cross-

tabulations, text and multivariate analyses. 

  

Type of analysis Type of question Description 

One-way 

tabulations 

Closed question 

Numeric question 

Date question 

Table question 

One-way tables provide an analysis for each question : 

frequency per modality, percentages, means, ... 

Cross-tabulations 
Closed question 

Numeric question 

Cross-tabulations allow to understand the relationships 

between two variables. 

Multivariate 

analysis 

Multivariate analyses allow to understand the 

relationships between several variables. 

Text analysis 

Text question 

Code question 

 

Text analyses allow to analyse text and code questions. 

 

2.2 Common analysis options 

One-way and cross-tabulations can be customised depending on whether you want 

to display the frequency or the percentages, the statistical tests, etc. The common 

options are : 

../../../../../../../Content/News/Processing_scales_as_numbers.htm#Echelle
../../../../../../../Content/News/Grouping_numerical_questions_into_categories.htm#Classe
../../../../../../../Content/News/Using_statistical_tests.htm#Tests
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1. Frequency: allows to display how many times a modality has been quoted 

2. Percentages : allows to display the ratio between the frequency of the 

modality and the total of responses 

3. Statistical tests : allows to display statistical tests for a question 

4. Ignore non-responses: allows to display the non-responses in the tables 

and graphs 

5. Display totals: allows to display, or not, the rows (and/or columns) of the 

total 

6. Sort rows/columns : allows an ascending, descending or alphabetical sort 

on a row or a column 
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Feel free to check the pages Making a one-way table and Crossing two 

questions for more information on one-way and cross analyses. 

2.3 Grouping modalities 

Grouping allows you to group the observations of several modalities together. To 

group several modalities together : 

 When setting an analysis (one-way or cross analysis) 

 Click the button "…" of the Variable to be processed 

 The dialogue box Groupings opens 

 A list of modalities appears on the left 

  On the right, in the Group column, give it the name of the modalities you 

wish to group together. At the beginning, you must type in a group name if 

it does not already exist (for example type in the word “retail” for the 

modality In hyper/supermarkets), then for other modalities, you can select 

the Retail group from the drop-down menu (for the modality “local retail” 

you can select the “Retail” group directly from the drop-down menu without 

having to type it in again.  

  



  

102 

 

 

 Check the box Use groupings 

 Click OK 

2.4 Sorting the groupings 

The Sort function allows you to customise the order of the groupings in the table 

and the graphs from the analysis. To sort the modalities : 

 When setting up an analysis (one-way or cross analysis) 

 Click the button "…" of the Variable to be processed 

 Click the Sort button 

 Sort the groupings as you wish, to do this click the icon in front of the 

category and drag and drop the complete line to the required place. 
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 Click OK 

The Option Show subsets enables you to display the numbers/percentages of 

the grouped /sorted sub-modalities. 
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2.5 Processing scales as numbers 

Processing scales as numbers allows you to analyse a closed question as a 

numerical question by using a weight for the analysis. 

For example, for a question about satisfaction: you can treat the modalities as 

such, by analysing the frequency and percentage for each modality. You can also 

apply a score / weight ("Not satisfied at all" = 1; … ; "Very satisfied" = 5) to each 

modality in order to calculate a satisfaction mean score and standard-deviation of 

the responses. 

To be able to process scales as numbers, you must first make sure that a weight is 

applied to your question (a weight can be applied and modified even after the 

collection of responses). To apply a weight : 

 At the Design stage of the questionnaire 

 Open the Question wizard 

 Tick the box Apply a weight 

 Choose the weight of your choice: increasing, decreasing, or customised 

Once the weight has been applied, you can use the function Processing scales as 

numbers. To do this : 

  

 At the Analysis stage 

 Create a one-way/cross tabulation 

 Drag and drop the variable(s) to be processed 

 Tick Process scales as numbers 

 Click OK 
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2.6 Grouping numerical questions into classes 

When analysing a numerical question, you can group answers together. 

For example, for a question about the age of the respondents, you can group and 

analyse the answers by age. For example, for a question about the age of the 

respondents, you can group and analyse the answers by age group (under 20; 20 

to 30; 30 to 40; over 40; etc.) rather than presenting the various age groups as 

whole modalities. This allows you to analyse a numerical question as a closed 

question. 

To make a grouping : 

  

 At the Analysis stage 

 Create a one-way/cross tabulation 

 Drag and drop the variable to be processed 

 Click the " … " button of the numeric variable 

 Select the type of grouping you require from the drop-down menu Group 

numbers into classes 

 Set the grouping 
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 Tick the box Use the grouping into classes 

 Click OK 

2.7 Using statistical tests 

Cross analyses consist in simultaneously analysing two questions to highlight 

"links" between the answers. For example, are young people more satisfied? Do 

top managers accept higher prices? 

Generally, you can compare each modality of question A depending on the answers 

to question B. It can be used to determine how each age group likes the taste of a 

particular brand of orange juice. In this case, the answers to question B 

(satisfaction about taste) vary depending on the answers to question A (age 

group). You can study the relationship between A and B (please note that it is not 

necessarily A influencing B). 

To confirm the existence of such a relationship or not, you will use a statistical 

"test". Three methods of cross analyses are available depending on the types of 

saved answers : 
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Case Example 
Analysis to 

make 

Statistical test validating 

the relationship 
Link for more information 

Closed x 

closed 
Sex x sport 

Cross 

tabulation 
Chi-square 

http://www.suristat.fr/article188.

html 

Closed x 

numeric 

Sex x salary 

objectives 

Variance 

analysis 
Fisher test 

http://www.suristat.fr/article191.

html 

Numeric x 

numeric 

Age x salary 

objectives 
Regression 

Correlation coefficient http://www.suristat.fr/article270.

html 

  

To use a statistical test : 

 At the Analysis stage 

 Create a one-way / cross tabulation 

 Drag and drop the variable(s) to process be processed 

 Tick the Statistical tests 

 Click OK 

Sphinx Declic will automatically choose the test to apply, depending on the type of 

questions. 

3. Making a customised one-way table 

A one-way table allows to analyse the observations in a closed, numerical or date 

question. A one-way tabulation has three steps : 

 Selecting the variable to be analysed 

 Setting the table options 

 Setting the graph options 

http://www.suristat.fr/article188.html
http://www.suristat.fr/article188.html
http://www.suristat.fr/article191.html
http://www.suristat.fr/article191.html
http://www.suristat.fr/article270.html
http://www.suristat.fr/article270.html
../../../../../../../Content/News/Selecting_the_variable_to_be_analysed.htm#Variable
../../../../../../../Content/News/Setting_the_table_options.htm#Tableau
../../../../../../../Content/News/Setting_the_graph_options.htm#Graphique
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3.1 Selecting the variable to be analysed 

To select the variable for analysis : 

 At the Analyses stage 

 Click the One-way tabulation side tab 

 The Properties of analyses wizard opens 

 Drag and Drop the question to be analysed in Variable to process 
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3.2 Setting the table options 

Once you have selected the variable, set the table options : 

Common options to all types of variable : 

 Display the Frequency and/or Percentages 

 Display the statistical tests 

 Display the non-responses 

 Display the totals 

 Sort the modalities 

 Specific options : 

 Grouping modalities 

 Sorting the groupings 

 Processing scales as numbers 

 Grouping numerical questions into classes 

3.3 Setting the graph options 

This last step deals with personalising the graph to be associated with the analysis. 

To do this : 

 Click the Graph button, in the Properties of analyses wizard 

 Untick the Use the adjustment rules by default box 

 Select the type of graph you require 

 Apply the colour set of your choice 
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 Click OK 

The customised one-way table displays. 

4. Crossing two questions 

Sphinx Declic allows to cross two questions to understand the links existing 

between them. A cross tabulation has three steps : 

 Selecting the variable to be analysed 

 Setting the table options 

 Setting the graph options 

../../../../../../../Content/News/Selecting_the_variable_to_be_analysed2.htm#Variable
../../../../../../../Content/News/Setting_the_table_options2.htm#Tableau
../../../../../../../Content/News/Setting_the_graph_options2.htm#Graphique
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4.1 Selecting the variable to be analysed 

To select the variable for analysis : 

 At the Analyses stage 

 Click the Cross-tabulation side tab 

 The Properties of analyses wizard opens 

 Drag and drop the question to be analysed in Row 

 Then drag and drop the question for analysis in Column 

  

 



  

112 

 

4.2 Setting the table options 

Once you have selected the variable, set the table options : 

Common options to all types of variable : 

 Display the Frequency and/or Percentages (in rows or columns) 

 Display the statistical tests 

 Display the non-responses 

 Display the totals 

 Sort the modalities 

  

Specific options : 

 Grouping modalities 

 Sorting the groupings 

 Processing scales as numbers 

 Grouping numerical questions into classes 

4.3 Setting the graph options 

This last step deals with personalising the graph to be associated to the analysis. 

To do this : 

 Click the Graph button, in the Properties of analyses wizard 

 Untick the Use the adjustment rules by default box 

 Select the type of graph you require 
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 Apply the colour set of your choice 

  

 

 Click OK 

The custom cross-tabulation is displays. 

5. Making advanced analysis 

Sphinx Declic allows to make four types of multivariate analyses : 

 Explaining 

 K means classification 

../../../../../../../Content/News/Explaining.htm#Expliquer
../../../../../../../Content/News/Classification_K_means.htm#Classifier
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 Factorising 

 Importance / Performance Matrix 

5.1 Explaining 

Explanatory methods allow you to shape the relationships that exist between the 

studied phenomenon and the explanatory factors, while establishing a hierarchy 

according to their importance. To make an explanatory  multivariate analysis : 

 At the Analyses stage 

 Click the button New analysis 

 Click the button Advanced analysis 

 Click the button Multiple linear regression 

 The Properties of analyses wizard opens 

 Drag and Drop the question to explain in Variable to explain 

 Drad and Drop the explanatory questions in Explanatory variables  

  

../../../../../../../Content/News/Factorising.htm#Factoriser
../../../../../../../Content/News/Importance_performance_matrix.htm#Factoriser
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 Click OK 

5.2 K means classification 

The classification method allows you to group individuals according to their 

similarities. To make a K means Classification  multivariate analysis : 
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 At the Analyses stage 

 Click the button New analysis 

 Click the button Advanced analysis 

 Click the button K means Classification  

 The Properties of analyses wizard opens 

 Drag and Drop the question to explain in Variable to explain 

 Select the number of classes : Automatically determined or Fixed at 
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 Click OK 

5.3 Factorising 

The factor analysis allows you to extract information from a big data file by 

highlighting the existing proximity between the variables. To make a Factor 

multivariate analysis : 

 At the Analyses stage 

 Click the button New analysis 

 Click the button Advanced analysis 

 Click the button Principal component analysis  

 The Properties of analyses wizard opens 

 Drag and Drop the question to be factorised in Variable to explain 

 Select, or not, the  Group according to one variable 
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 Click OK 

5.4 Importance / Performance matrix 

The importance/performance matrix is a special analysis application for multiple 

linear regressions. It is often used for satisfaction surveys. It allows you to put the 

general satisfaction of the respondent in perspective with the importance given to 

the various assessed criteria. 

To complete an Importance/Performance Matrix : 

 At the Analyses stage 

 Click the button New analysis 

 Click the button Advanced analysis 

 Click the button Importance/Performance Matrix 
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 Select from the list scale or numeric variables, which will appear in the 

Importance / Performance matrix, to deselect a variable, simply click the 

section Selected variables 

 Select “Correlation with the global evaluation” option from the drop-down 

menu, the variable to be correlated with each criterion (previously selected 

scale or numerical variables) 

 

 

 Click OK to confirm the analysis 
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6. Analysing a text question 

Sphinx Declic allows you to analyse text questions by studying the verbatim or by 

classifying the words with are quoted the most. 

 Exploring verbatim 

 Creating Key-word clouds 

 Carrying out a codification 

6.1 Exploring verbatim 

To explore the verbatim of a variable : 

 At the Analysis stage  

 Click the New analysis 

 Click the Textual analysis and select the variable to be analysed from the 

variable drop-down menu 

 Click the button Verbatim 

 Choose an automatic or customised title for analysis from the Display drop-

down menu. 
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Once you have selected the variable, setup the spreadsheet options : 

 The Signature function enables you to display the verbatim by context or 

to select it according to other information contained in the closed questions 

(Example: Browse the brands of alcoholic beverages, whilst taking into 

account the gender and age of the respondents) 

 Rating enables you to add a rating variable to illustrate the verbatim 

 You can Simplify up to X lines (number of lines displayed in the analysis) 

(Example: 25 lines) 

 Display mode : You can display the verbatim in a  Structured list or Table 
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Structured list Table 

6.2 Creating key-word clouds 

Key-word clouds give you a semantic and lexical view of your work. In this way, 

the main semantic fields are illustrated by the most frequent key-word cloud (size 

indicating the frequency). 

Sphinx Declic automatically lemmatises the variable in question, so the words, 

which make up the cloud, are presented in their canonical format (lemmas). 

Creating a key-word cloud : 

 At the Analysis stage  

 Click the New analysis 

 Click the Textual analysis and select the variable to be analysed from the 

variable drop-down menu 
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 Click the button Keywords clouds 

 Choose the analysis mode Global or By context (example : according to 

gender) 

 Tick the word classes, which will appear in the cloud (Verbs, Adjectives, 

nouns, Proper nouns, No category) 

 Reduce the number of words in the cloud Global (Example: 50) By context 

(example : 25 ) 

 Choose an automatic or customised title for analysis from the Display drop-

down menu. 

 Click Apply the changes to update the current analysis / set-up 
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6.3 Carrying out a codification 

The codification corresponds to building a thematic grid, which enables you to 

encode work. It refers to sorting the observations according to themes and 

extracting statistical data. 

 At the Analysis stage  

 Click the New analysis 

 Click the Textual analysis and select the variable to be analysed from the 

variable drop-down menu 

 Click the button Codification 

 Choose the mode of analysis By context if necessary (Example: according 

to income) (1). 

 Click  Build a thematic grid 

 Determine the Variable to be codified and the themes it is made up of 

(2) 

 Once you have determined your thematic grid (3), start to encode the 

observations, you can scroll through the observations using the arrows, 

located above your grid, which enable you to browse the work and encode 

observations. (4) 
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7. Saving an analysis 

Sphinx Declic allows to save an analysis to access it quickly. To save an analysis : 

 When setting up an analysis 

 Check Save the analysis, at the bottom left of the dialogue box 

 Enter the name in the text field 
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 Click OK 

The survey has been saved. You can find it in the Saved analyses side tab. The 

analyses are filed by category, to delete them, select an analysis and click the 

“trash” icon on the right of the drop-down menu. 

8. Filtering the responses 

You can filter the responses according to a particular profile. To filter the 

responses : 

 At the Analysis stage 

 In the purple banner 

 Click the Filter button 

  



  

129 

 

 

 Select the question that defines the filter from the Choose a 

variable drop-down menu. 

 Select the type of condition : is among/is not among , is between/is not 

between, is non-response/is not non-response 

 Then define the condition 

 The Multicriteria box allows you to define various conditions 

 Click OK 

Only observations that meets the conditions of the filter will be displayed. 

The filter appears automatically below the purple banner at the top of the page. To 

delete a filter, click the trash can. 
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9. Publishing the results of the survey 

Sphinx Declic does not only collect and analyse data, it enables you to publish 

survey results conventionally in paper format, thanks to the options of printing or 

exporting or obtaining a direct link to the analysis, so you can disseminate it to the 

target of the survey. 

 Printing/Exporting an analysis 

 Sharing results 

9.1 Printing exporting an analysis 

You can print and/or export your current work at any time during the analysis 

stage. To do this : 

 During the analysis (or during the Preview) 

 Below the purple banner 

 Click Print or Export 
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9.2 Sharing results 

Sphinx Declic also provides a tool for sharing your results on the Internet. You can 

get a link to the analysis, share it on social networks (Facebook, Twitter, LinkedIn), 

send it by e-mail or integrate it into a website. 

to use one of these sharing methods : 

 During an analysis (on in the Preview) 

 Below the purple banner 

 Click  Share then Dynamic share 

 Select the sharing mode you require 

 

Please note that only the current analysis will be shared. If you wish to share all 

the analyses, you just need to share the Preview (analysis of all the questions). 
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SphinxMobile : installation and downloading (on iOS and 
playstore) 

1. Downloading the application on Appstore 

Downloading the application : 

To download the SphinxMobile application: you simply need to go to the Apple 

store on your tablet, look for “SphinxMobile” application then download it 

  

 

  

Installation : 

To install, simply click the icon “Install.” 

The SphinxMobile application is now available on the home page of your tablet. 
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PS : Installation takes a few seconds. 

1.1 Setting the tablet 

1.1.1 Determining the server : "Settings" section 

You have to complete the following details : 

 Server name 

 Account Name Surveyer Name (optional but recommanded ) 
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1.1.2 Determining the survey to be downloaded : "Download" section 

You have to determine the relative information to the survey in order to download 

it. 

 Survey name 

 Password 

  

 

  

Then simply click “download.” 

PS : Downloading may take several minutes 
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1.1 Setting the tablet 

1.1.1 Determining the server : "Settings" section 

You have to complete the following details : 

 Server name 

 Account Name Surveyer Name (optional but recommanded ) 
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1.1.2 Determining the survey to be downloaded : "Download" section 

You have to determine the relative information to the survey in order to download 

it. 

 Survey name 

 Password 

  

 

  

Then simply click “download.” 
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PS : Downloading may take several minutes 

2. Downloading the application on Playstore 

Downloading the application : 

To download the SphinxMobile application: you simply need to go to the Apple 

store on your tablet look for “SphinxMobile” application then download it 

  

 

  

Installation : 

To install, simply click the icon “Install.” 

The SphinxMobile application is now available on the home page of your tablet. 

PS : Installation takes a few seconds. 



  

138 

 

2.1 Setting the tablet 

2.1.1 Determining the server : "Settings" section 

You have to complete the following details : 

 Server name 

 Account Name Surveyer Name (optional but recommanded ) 

 

  



  

139 

 

2.1.2 Determining the survey to be downloaded : "Download" section 

You have to determine the relative information to the survey in order to download 

it. 

 Survey name 

 Password 

 

  

Then simply click “download.” 
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PS : Downloading may take several minutes 

2.1 Setting the tablet 

  

2.1.1 Determining the server : "Settings" section 

You have to complete the following details : 

 Server name 

 Account Name Surveyer Name (optional but recommanded ) 
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2.1.2 Determining the survey to be downloaded : "Download" section 

You have to determine the relative information to the survey in order to download 

it. 

 Survey name 
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 Password 

 

  

Then simply click “download.” 

PS : Downloading may take several minutes 
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2.1 Setting the tablet 

2.1.1 Determining the server : "Settings" section 

You have to complete the following details : 

 Server name 

 Account Name Surveyer Name (optional but recommanded ) 
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2.1.2 Determining the survey to be downloaded : "Download" section 

You have to determine the relative information to the survey in order to download 

it. 

 Survey name 

 Password 

 

Then simply click “download.” 

PS : Downloading may take several minutes 
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Glossary 

M 

My Term 
My definition 


