How to add images to your
SONA Online Internal Survey (OIS)

PUT YOUR IMAGE ONLINE

e You will need a hosting location for your image(s). I used: https://postimages.org/
o Go there, sign up for a free account so you can upload multiple images and organize
them into albums, if so desired

e I[fyou use Postlmages, put the image you want to upload and use in your survey
somewhere you can easily find it (like on your desktop or in your OneDrive folder)
& X {} @ postimages.org 1‘_\, =5 & :

postimage &@upoad @ Upload by URL % Log in m

This was an advertisement, it has been removed

Post your images here

Get permanent links for Facebook, Twitter, message boards and blogs

Do not resize my image v

No expiration v

‘ (= Choose images ‘

Click to choose, copy & paste or drag & drop files anywhere

e Upload your image and select the size (I recommend 640x480) that you want it to display
it.

Post your images here

Get permanent links for Facebook, Twitter, message boards and blogs

Do not resize my image v

Do not resize my image

100x75 (avatar)

150x112 (thumbnail)

320x240 (for websites and email)
640x480 (for message boards)
800x600 (15-inch monitor)

Click t¢ 1024x768 (17-inch monitor) ywhere
1280x1024 (19-inch moniter)
1600x1200 (21-inch monitor)



https://postimages.org/

e Once you upload, you will be directed to the detailed sharing page where you can select the
link you want to use to put the image into the SONA OIS. You want to copy the URL after
the tab that says Direct link:

o (the blue button at the end of the row will automatically copy the link for you if you
click it)

postlmqge &3 Upload (@ Upload by URL EaMyimages & bragg.cb@gmail.com @ Logout

# > Study Examples > CCSU Photo

Link: https://postimg.cc/R6CDjGWR L

Direct link: (h!!pszm.postimg.cc/26nNLK6P/CCSU—Ph0t0.Jpg i) )
é Markdown: [CCSU-Photo.jpg](https://postimg.cc/RECDjGWR) L L]
(] ,_§: Markdown: ['[CCSU-Photo.jpgl(https:/i.postimg.cc/26nNLK6P/CCSU-Photo.jpg)l(https:// postimg.cc/R6CDjGWR) I
Thumbnail for forums: [url=https://postimg.cc/R6CDjGwRI[img]https://i.postimg.cc/R6CDjGwR/CCSU-Photo.jpgl/imgll/url] L L]
Thumbnail for website: <a href="https://postimg.cc/R6CDjGWR' target='_blank'><img src="https:/i.postimg.cc/R6CDjGWR/CC! X
Hotlink for forums: [url=https://postimages.org/llimglhttps://i.postimg.cc/26nNLK6P/CCSU-Photo.jpgl/imgl[/uri] 0
Hotlink for website: <a href="https://postimages.org/' target="_blank'><img src="https.//i.postimg.cc/26nNLK6P/CCSU-Ph¢ I

GET YOUR LINK INTO YOUR STUDY

f Study Menu -

€ Study Information

e Now that you have your link to your image,
navigate back to https://ccsu.sona-systems.com/

O View/Administer Time Slots

e Login and open your OIS.
e Select “Update Online Survey” from the study

[l Timeslot Usage Summary
& Download Participant List

menu
& Contact Participants |Internal survey Study

@ View Bulk Mail Summary udy is an online survey study where the

e (next page .
( p g ) £ Update Online Survey pnis are set up in the system.

= Analyze Survey Responses
spproved
& Download Survey Responses

@ View Survey Data Usage {appear on list of available studies

£ Change Study Information LSRR ety
O Participant Study View
= Study Modification Log

2] Copy Study


https://ccsu.sona-systems.com/

Please choose an option:

[# Edit General Information

Edit general information about the survey, including introductory text, closing text,
section random ordering, mobile device accessibility, and participation
requirements. This will make the survey inactive.

e Select “Edit Questions and Sections”
e Make a new section or new question as needed

[# Edit Questions and Sections

(@) Addlng a ncw Sectlon adds a ncw page to Edit the content or settings of questions, and reorder sections. This will make the
survey inactive.
your survey
o Ifyou add a new section, you will still have
to add a new question in that section Make survey available for participants to participate in.
o In the first question for the page on which
you want your image to be displayed, copy the code below and add it into your OIS

Copy:
<img src="https://i.postimg.cc/XqQ53xwC/CCSU-Photo.jpg">
<br>

<br>
<b>How does this make you feel?</b>

e You will replace the red text of the above code with the direct link to your image that you
copied in the step above

e Replace the green text with the first question that you want to aske people about the image
you uploaded

If done properly, your OIS question box will look like this:

Question Information

Question Text <img sre="https://i.postimg.cc/XgQ53xwC/CCSU-Photo.jpg™
(Up to 15,000 characters) <br=
‘f.g\[:?

<b>How does this make you feel?</b>

¢ Finish adding the response options etc as you normally would, then click “Save Changes”
e As with any survey updates, click the “Update Section”
when finished.
e Your updated question should have your image displayed in
it now
e (see next page)




e [t should look like this, and you have a “preview section ““ button that will let you see how

your question will look to a participant.

2 Section 2

Section 2 Settings

No sum or average score (across all questions in section) is computed. (SEC20)
Intro. Text:

Section
Order

Listed below are questions for this section of the survey. Please provide a response for every question. If you are given the option to decline to answer a question,
then declining to answer Is considered a response.

How does this make you feel? (Fhoto 1)

1 question in this section.

I3 Add Question || [ Edit Section Information | @ Delete Section

o NOTE: If you want your image to be bigger or smaller, upload it again at a different
size following the steps outlined at the beginning of this guide, then proceed as
normal

e Add the remainder of the questions to the section as needed

o All questions that you add to the section will be displayed together with your image,
if you don’t want this image to show, make a new section for the questions.
o Remember to Save and Update!

That is the end of the tutorial. If you have questions, please reach out to your professor or the
SONA Executive Director. Good luck!



