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ASOR KoboToolbox Module 01.07 — Editing Data Collected in Kobo

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 (01.07) will instruct users how to edit data after they have collected it in Kobo. This lesson provides

guidance on making changes to collected data.




KEY CONCEPTS
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View collected data in a table with each row as an entry and each column as a question.
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» Use the Reports section to view visualizations of your collected data.
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% Download your data in various formats like XLS and CSV.
Use bulk editing to update multiple entries at once.
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EDITING COLLECTED DATA

1. Locate the Sample Project 1 created in

My Projects Tiiter @ fields &

ASOR Tutorial 01.02 (Creating a New G O oo ‘ . ' ‘ .
Survey/Project). Select Samp|e Project '_'/‘D'E" ® Sample Project 1 D me Today st 1000AM  Today a19:17 AM
1

* If this project is still in draft form, please refer

to ASOR Tutorial 01.05 (Deployving a New

Survey/Project) for instructions to deploy your

project. e




2. Click on the Data tab. It will be
organized as a table, dividing each
question into a column. There is
additional information automatically
saved by Kobo that you may find in this
table, including who created the entry
and when it was submitted. This
information may prove helpful when
working with larger teams.

3. Review the left side menu.

Tables | This is the section you were
firstin.

 KoboToolbox P{ Sample Project 1

SUMMARY FORM DATA SETTINGS
& NEW
B v 25 hide filds -
i o Deployed
B Repors 1-2 Validation v TF=stat v F=end v bcSiteName v © Site v abe Site v
' BhTINED Condition Recomment \datior
Draft
7 P Galery o Show Al Soc Soarc ShowAl
W Archived 0 & Downloads o/ Jun 17, 2025 Jun 17, 2025 Sample B  Good
0 o/ - Jun17,2025.. Jn17,2025.. SampleSte B Far
Map
o Page 1 t 30 rows
€ KoboToolbox B, sample Project 1
SUMMARY FORM DATA SETTINGS
& NEW
| B Tabe % hide fields =1
i o Deployed
B Fepors 1-2 Validation strt v Tend v wmcSteName v O Site v aesite v
' 2results Condition Recommendatior
, Draft 3
z BN Gallery o Show Al 5 Search Show All
i Archived o d Dovwnloads o/ - Jun17,2025...  Jun17,2025.. Sample B Gco
o/ Jun17,2025... Jun17,2025.. SampleSte B  Fair
Q wap
(]
Pe) Page 1 i 30 rom
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Reports | Provides visualizations of
your data in various forms.

Gallery | Displays all of the media
collected using the form.

& KoboToolbox B, sample Project 1
SUMMARY FORM DATA SETTINGS
E NEW
B Tabe
sploye o
i o Deployed Reports
| EB Reports
B ot ® | — : o
4 B Galery Default Report . PR ] 8 =
W Archived 0
- & Downloads This is an automated report based on raw data submitted to this project. Please conduct proper data cleaning prior to
using the graphs and figures used on this page.
Q Map
‘ TYPE: TEXT. 2 out of 2 respondents answered tis quesion. (0 were without data.)
Value Frequency Percentage
Sample Site 1 50
Sample 1 50
o ‘ TYPE: SELECT ONE. 2 out of 2 respondents answered this queston. (0 were wihout data.)

 KoboToolbox B, sample Project 1
E SUMMARY FORM DATA SETTINGS
=]
=R
] o Deployed 1 .
BB Fepors Image Gallery =
B Drait o
7 BN Gallery
From Al questions. Between |[mm/dd/yyyy 03|and |mm/ddiyyyy O
i Archived )

& Downloads

Q v
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Map | Displays GPS points collected
using Point, Line, or Polygon question

types.

Downloads | You can download your
table data in multiple formats including
XLS and CSV.

[ KoboToolbox B, sample Project 1 M
g4

SUMMARY FORM
= NEW
| e 3 pe
fii 0 Doored . =] = Cameron g
B Reports o B o y
B ot 0
7 BN callery r
it
& Arch o L = 3
Il Archived & Downloads Nt = Bl
& A el
| Q e el [ S
Ohanta s
8 Prince Sreqe &
g Prince Sreep
. S merson
[
O Yo g,
P & e
(]

© Disaggregate by survey resp.

G KoboToolbox [, sample Project 1

SUMMARY FORM DATA SETTINGS
E NEW
B meble
Deployed 1
W v B Fepore Downloads
B oeatt o
BN calery Select export type Value and header format
W Archived ) || I— XLS English (en)
Q v Advanced options v
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& KoboToolbox B sampie Project 1 -

E NEW l g SUMMARY FORM DATA SETTINGS
Teble 2 hide fields
i 0 oo ' BB Repors 2 Validation v = start TEend v b Site Nam O sit
4. Go back to table and select the pencil Baws 0 Lowme s .
. . ° Map o/ Jun 17, 2025 Jun 17, 2025 sample Site @ Fair 3
icon for the row of data that you wish ﬂl\
to edit.
(2]
() Page t 30 rows

5. A new tab will open in your browser

G KoboToolbox

i ||

displaying the individual record’s detail
page. Any information that was

. Sample Project 1
collected can be edited here. Select

the Submit button once finished ‘S:p:

editing. <o Condition

A message will appear stating that the @ E:

submission was successful. Press the reer

OK button, then close this tab and .Ld( ; |

return to the KoboToolbox project s ) - ’
page.

* Please note that the form questions are not
editable here, only the information collected.
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1.

BULK EDITING

KoboToolbox also allows users to edit
multiple records in bulk. This process
should only be used if you want the
data within a specific field to have the
same value/information for every
record selected.

Site Type

Monument
Open Air
Building
Photo
Click here to upload file. (< 10MB) o

;

log out

Powered by ENKETO

 KoboToolbox P,( Sample Project 1

SUMMARY FORM DATA SETTINGS
(=] NEW
| B Tavie 26 hide fields =
i of Deployed 1
H Reports 1-2 Validation v T=stat v fEend v abcSiteName v  © Site v abe Site v
. 2 results Condition Recommendatior
B orait 0
BN calery e Show All Search Search Search Show All
Wl Archived o J, Downloads o/ - Jun 17, 2025 Jun 17, 2025 Sample B Good
o J - Jun 17, 2025 Jun 17,2025 ... Sample Site 8 rar
Q Map
o Pag 1 of 1 30rows v
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2. Check the box to select all. An Edit
button will appear. Select Edit.

3. A pop-up will appear will all of the
questions you have created in your
data collection form in_ ASOR Tutorial

01.02 (Creating a New Survey/Project).

Select Edit for the specific data you
wish to change.

o Deployed
B Dratt

W Archived

Sample Project 1

SUMMARY FORM

B3 Table hidefields  2selected x  Change status V'
EB Reports 1-2 Validation v festat v

2results
BN Gallery R4 Show Al Search
& Downloads o/ Jun 17, 2025

o/ Jun 17, 2025
Q Map

Page

DATA SETTINGS
# Edit T Delete
T=en v bcSiteName v O Site v
Condition
Search Search Show All v
Jun 17,2025 ... \ Sample B8  Good
Jun 17,2025 .. SampleSite @ Fair
of 1 30rows v

Displaying multiple submissions (2 selected of 2) X

You are currently seeing multiple submissions at once. You can select specific questions to edit or remove responses in bulk. If you want to edit
only one submission, click on the desired submission on the navigation menu on the top-left corner of this table, or go back to the general table
view. You can learn more about bulk actions in the help article.

« Updated responses

Type

Question

Type to filter

Site Name

* Site Condition

Site Recommendation

Location

Response

Type to filter

Muttple responses

Multple responses

nid

Multiple responses

Action

Edit

Edit

abe Site v
Recommendatior

Search

Edit %

Edit
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Editing "Location" for 2 submissions

I

4. You can select from one of the existing

answers or type in a new response, o Locaton
th e n p r.e SS Save . Type new response for selected submissions

You are about to edit responses for one or multiple submissions at once. Use the XML syntax in the text box below. You can also select one of

the existing responses from the table of responses. Learn more about how to edit specific responses for one or multiple submissions in the help
article.

Response value

Frequency Percentage Action
* Reminder: This process will assign your new 98805405 7705998500 : 5000 st
response to all of the records you selected in the ! set

previous step.

Editing "Site Name" for 2 submissions

I

YYou are about to edit responses for one or multiple submissions at once. Use the XML syntax in the text box below. You can also select one of

5. The new response will apply to all . . »
records for that specific question. In

Site Name
abe

the example below, all of the Site

Names have been changed to “Test 6.”
Once editing is complete, select the

Confirm & Close button.

50.00 Select

Sample Site 1 50.00 Select
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RESOURCES

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

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

KoboToolbox Login: https://kf.kobotoolbox.org/accounts/login/
Previous Module (1.06): https://chi-kobo.events.asor.org/portals/0106CollectingDataWithAninternetConnection

Next Module (1.08): https://chi-kobo.events.asor.org/portals/0108DownloadingTheKobocollectAppAndroidDevicesOnly
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VIEW ALL ASOR TUTORIALS FOR FREE

asor.org/chi/chi-tutorials
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