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ASOR KoboToolbox Module 01.02 — Creating a New Survey Form:

Adjusting Languages and Toolbars

KoboToolbox is a free and open-source software package for collecting location and descriptive data. Information can be
collected at heritage sites through tablets and phones using the KoboCollect app or through the web browser interface,
even when those devices are offline. Location and descriptive data recorded in the field can then be synced with GIS

software once an internet connection has been reestablished.

This ASOR Tutorial (01.02) will cover how to navigate the KoboToolbox interface, including the settings menu, language
preferences, toolbar, and guide you through creating your first survey form in KoboToolbox.




KEY CONCEPTS

% Learn to toggle language settings.

% How to access the main dashboard.

% Navigating security to change username and password.
% Understanding usage limits for free and paid accounts.
% Building forms to structure future data collection.

% Creating a form from scratch.

% Understanding question components (name and type).

CREATING A NEW PROJECT FORM

1. Log in to your KoboToolbox account:
https://kf.kobotoolbox.org/accounts/logi
n/. Use your Username and Password
created in_ ASOR Tutorial 01.01 (Creating

a KoboToolbox User Account).




2. Once logged in, you will be directed to your
KoboToolbox Dashboard. The Dashboard
organizes all of your projects. After your first
login, your dashboard will be empty.

3. Choose your profile icon in the top right to
access the software settings. Then choose
Account Settings.

My Projects
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There are no projects o display.
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ere are no projects to display.
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Language | You can adjust the language for
the entire interface if you prefer to use a
language other than English.

Profile | Here you can make changes to your
account information.

Account Settings

Terms of Service Privacy Policy

alln
%8® Language

3] Logout

m - Save Changes *

You can now control whether to allow anonymous submissions in web forms for each project. Previously, this was an account-wide
setting. This privacy feature is now a per-project setling. New projects willrequire authentication by default Learn more about these changes here.

Use this to displ &
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Sector*
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G KoboToolbox M

(=] & Profile

W ﬂ Securty SECURITY

B usage Password forgot password
Security | You can change your password and &

+ Addons  New

your email address associated with your T

icator application in Disable

Two-factor authentication Two-factor authentication (2FA) verifies your identty using an a

KoboToolbox account.

additional layer of protection.

ur usual rd. We recommend enabling two authentication for an

“This feature s not available on your current plan. Please visit the Plans page to
upgrade your account,
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RECENT ACCOUNT ACTIVITY 3 Log outof a dovios ST T
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[ KoboToolbox

B & Foie Monthly [EENUTEY
W 8

BB Usage Community Professional
Plans | There are advanced plans to choose & Free esoouspmon

+ Addons  New

from (for a monthly fee) if you need more I

Uniimited projects / forms Unlimited projects / forms
~ Unlimited data collectors / Unlimited data collectors /
St O r a g e collaborators collaborators
~ Online / offline data collection Online / offline data collection

‘Support our open source
development

Display full comparison \
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B & Poe ccount Tof er Project Tota
Usage | Track how much data you are . L Bk
i Security
collecting every month. 0o i
g Pians Community Plan See ph
* KoboToolbox only allows 5,000 entries per month and -
1GB of storage for its free tier. If you are using the free
tier, please be mindful of the amount of data you are ‘ -
using. KoboToolbox is well-suited for data; however, it is Je e o
not a long-term data storage solution.
© Transcription minutes Translation characters
( KoboToolbox Q Search... -
b=y My Projects  Titer  @ifeds &
iii o povores ‘ Project name Status Owner Date modified Date deployed Submissions.
B oat 0
_ There are no projects to display.

Back to the dashboard to create a new survey
form.




5. Select the blue New button to create a new
project from the main dashboard.

6. In the pop-up window, four options appear:

Build from Scratch | Use this option when
creating an entirely new form.

Use a Template | You can save any project
form as a template. Choose this option if you
have already created a form and wish to use it
again.

Upload an XLS Form | Upload a Microsoft
Excel Form. See here for further
documentation.

Import an XLSForm via URL | Upload a
Microsoft Excel Form using a URL instead of a

 KoboToolbox

n
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~ Project name

B o

& Archived

There are no projects to display.

Create project: Choose a source X

Choose one of the options below to continue. You will be prompted to enter name and other details in

further steps.

’/

Build from scratch

()

Upload an XLSForm

Use a template

P

Import an XLSForm via URL
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file on your local computer. See here for
further documentation.

Choose Build from Scratch for this tutorial.
Enter the required information to set up your
project.

Once all fields are completed, select the blue
Create Project button.

*You can change these details at any time, including the
project name.

You are now at the new project form. This
page will appear empty at first. You can add
new questions through this form builder tool.
Another way to think about this formis as a
database. Instead of creating questions, you
can add database fields.

* Before you begin, please consider the type of
information that you and your partners wish to collect.
You will control the phrasing of each question and how

KoboToolbox will collect that information (i.e. free text,
multiple choice, images...etc.).

Create project: Project details X

Project Name (required)

Enter title of project here

Description

Enter short description here

Sector (required) Country (required)

Select... Select...

Back Create project

project
8 Sample Project 1

o =y % 6 Add from Library

This form is currently empty.
You can add questions, notes, prompts, or other fields by clicking on the '+ sign below.

e -

£ Layout & Settings
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project
8 Sample Project 1 SAVE X

o =Y 5 6§ Add from Library £ Layout & Settings
9. To add a new question/database field, select =~
the +icon.
10.Type in the name of your first question or —— x
. He: " o = %Y % 1§ Add from Library & Layout & Settings
database field. We recommend “Site Name
for your first question. | |

*You are only creating the database fields at this point.
The data collection will come at a later stage. How you
phrase Questions/Database Fields will affect the data you
collect. It is important to think not just about what you
plan to collect, but how you will collect the data using the
questions created in this form.
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11. Select the blue +Add Question button after
you have named the question.

12.A drop-down will appear with many options
about how information will be collected. We
encourage you to explore all of the question
types shown above. This will be further
discussed in the next module (01.03).

project
| sample Project 1

o = % B

il Add from Library

Site Name|

x

| +ADD QUESTION

project
| sample Project 1

o = % B

\

§8§ Add from Library
x
Site Name
© Select One. i= Select Many abe Text 123 Number
1.0 Decimal i Date © Time © Date s time
Q Point 2 Pho & Audio W Video
& Line = Note 2% Barcode/QR Code Acknowledge
W Area = Rating E8 Question Matrix IF Ranking
141 Caloulate R Hidden B Fie 1.1 Range
B ExtomalxuL

SAVE * X

€ Layout & Settings.

e -

£ Layout & Settings
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13. For the first example (Sample Project 1), we o -

CL T 6§ Add from Library & Layout & Settings

will choose Text. This question type will allow x

Site Name

you to write any text or numbers you wish [oomm i s g
when collecting data, which will work well for a . - PET v

Q Point B Photo o> Audio W Video
question like “Site Name” because each entry i = e R e S
W Area = Rating BB Question Matrix 1 Ranking
will have a u mq ue name. 1 cotte N B e 1.1 pange

B ExteraixuL

*Always save after every question you create

project
8‘ Sample Project 1 ; SAVE b4

o = U i Add from Library £ Layout & Settings

e &

14. Be sure to save after every question you “|
create. )
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RESOURCES

Importing XLS with URL: https://support.kobotoolbox.org/xls url.html

Importing XLS with form: https://support.kobotoolbox.org/getting started xIsform.html

KoboToolbox Website: https://www.kobotoolbox.org/

KoboToolbox Support: https://www.kobotoolbox.org/help/

KoboToolbox Login: https://kf.kobotoolbox.org/accounts/login/

Previous Module (1.01): https://chi-kobo.events.asor.org/portals/0101CreatingAUserAccount

Next Module (1.03): https://chi-kobo.events.asor.org/portals/0103SurveyFormQuestionTypesDatabaseFields
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