Gm Global Mind

Instruction manual for administrators

Version: January 2025

Globalmind.info



Inhoud

Log in to the GMM portal for the first tiMe ......ciieciiii e 3
Invite other administrators t0 YOUr COMPANY ...ccccciiiiiiiiiieecieee ettt ertre e e e e saae e e e srae e e e satreeeeeasaeeeeas 6
(oA oI (oI T ]V AV, o Yo o - FS U 7
Change the profile Of YOUIr COMPANY ....ccii it e ee e s s sbee e e e sareeas 8
O LI W =T =F [ o] o [ T o TU o TP SPR 9
Invite respondents in a Research Group - Manually ..........cooeieiiiiiiiieccciiee e e 11
Invite respondents in @ ReSEArch GroUp — LiSt.....cccuiieiiiieiiiiiiee ettt e aane e e 13
Personalized INVItAtION ......oo.uiieiiiie et sb e sttt e b e b e sbeesaeeeae 17
Manage @ RESEAICH GrOUP .....uviiiiiiiiie ettt et e e et e e e st e e e e s b bae e e s sbaeeessbaeesssbeaeesnseeas 18
Creating REMINUEIS ....vviiiiiiiee ettt e e et e e e et e e e e sbtaeeesbteeesssteeeesseeeeesseneessnseeeesnnses 19

Important changes for the reSPONAENTS ..........viiiiiiiiie e et e e e b ee e e e areeas 21



Log in to the GMM portal for the first time

a) Inorder to log in to the GMM Portal, the first administrator of a
school/company will be invited by Etil Research Group.
b) You will receive the following e-mail:

SurveyTeday

GMM Admin invitation

Diear Pister Dijkstra,

Hereby, you receive the invitation to become an admin of the Global Mind

Maonitor for Company example name.
Please click on the green button below to accept this invitation.

Afterwards, you will come at an login-screen where you can create an

account using this mailaddress (pdijkstra@etil.nl).

Should you encounter any problems while creating your account, please

contact our helpdesk at helpdesk@aglobalmind.info

Kind regards,

Pieter Dijkstra

Click on the green button (‘Accept!’) to accept the invitation.



& First create a user account before you can accept

access to a company.

Email

Required

Password

forgotten your password

Don't have an account yet Register here!

c) In order to create an account, click on the words ‘Register here!’.



Sign up.

Email

test@test.nl

First name

Test

Last name

Test

Password

ssssssss @

Confirm password

ssssssss @

Do you already have an account? Then
log in!

Continue with registration

d) Fill out the sign-up form using your e-mail address, and click on
‘Continue with registration’.

e) Your administrator account has been created, and you will be redirected
towards the company page of your school/institution.



Invite other administrators to your company

a) Sign in to the Global Mind Monitor at https://survey-today.com/admin/auth using your
credentials.
b) Go to your company page, and select ‘Users’ on the left hand side.

Test Hogeschool

Profile

Research groups

c) Type the e-mail address of the new administrator that you want to invite. Make sure to press
‘“tab’ after filling out the e-mail address. Click on ‘Send invitation’ to send the invitation to
the new administrator.

Users.

Manage company users.

Users can access the dashboard and make changes.

admin@test.nl |
Send invitation

d) The new administrator will receive an email (please check the spamfolder as well) as in
Chapter 1.



e) Asyou can see, the admin@test.nl account has been invited:

User Phone E-mail Status
Pieter Dijkstra p.dijkstra@etil.nl Verified 0
admin@test.nl Invited Remove

f) By clicking on ‘Remove’, you can remove an administrator.
g) Every administrator can invite new administrators or remove administrators.

Log in to the GMM portal

a) Go to the following URL: Authenticeren (survey-today.com). The Global Mind Monitor is part
of the online tool called Survey Today.

b) Sign in using your credentials that you created while making your account.

c) Youare now signed in and see all the Research Groups that are/were active in your company.

d) If you forgot your password, click on the ‘forgotten your password’ button.

e) You will receive an e-mail where you can reset your password.

Email

Password

forgotten your password

Don't have an account yet Register here!


mailto:admin@test.nl
https://survey-today.com/admin/auth

Change the profile of your company

a) After signing in to the Global Mind
Monitor, click on the ‘Profile’ button on Test Hog eschool
the left hand side.

b) After filling out the fields of interest, click

‘Continue’ to save your changes.
Users

Research groups

Profile.

Upload a photo

Upload an image up to max 2Mb. Praferably a sguare

image of max 2000px

Name * Official name
Test Hogeschool

Street House number

Postcode City

Country Chamber of commerce number
Nederland W

Vat id



Create a Research Group

In this version of the Global Mind Monitor, every Research Group is a separate measurement. So, if
you want to perform a longitudinal measurement, you have to create separate measurements.

a)

b)
c)
d)

j)

k)

After signing in to the Global Mind Monitor, you start at the Research Group page. Click on
the ‘Add Group’ button.

A pop-up window will appear where you can create your Research Group (see next page).
Fill out the Name of the Research Group.

You can add extra Labels to your Research Group (e.g. Internship abroad, Internship in The
Netherlands). Labelling your Research Group is a way for students to compare their results
with peer-students. Make sure to use the exact same spelling. NB: The labels in your
Research Group only apply within your company!!

Etil Research Group has pre-defined 3 labels: ‘All’, {Company Name]’, ‘[Study Name]’.

In the ‘Select research’ field, select the study/program where you want to create a Research
Group for. Do you want a new study to be added? Contact Etil Research Group:
etil@globalmind.info

Select whether you want your participants to be able to invite others for a 360 degree
feedback. You can choose between ‘Optional’, ‘Obligated’ and ‘No’.

If you select ‘Obligated’ or ‘Optional’, you can limit the amount of people that the participant
can invite. 24 is set as default.

24

At ‘Available to’, you can select a deadline for the Research Group. The deadline is set at 2
months later by default.

At the invitation text, you can make changes to the default invitation text. More about
personalized invitation mails, read the chapter ‘Personalised Invitation’. Keep in mind that
you will need to change the text for the different supported languages that you will use to
invite your students.

Before saving the Research Group, you can select when the respondents can see their
results. We suggest to select ‘After’ the questionnaire, so the respondents fill out the
guestionnaire without prior knowledge.


mailto:etil@globalmind.info

Add group

Mame *
Labels m
Economics IE_I -

May the respondent nvite others to
capress thoer opinion 380 *7F

O Optional | | O Obligated | ‘ 0 o

Available to D o]

Inwitation text

ML EM ES

Inivic ol Firstname  Lastname Emall  Display name

8 1o ]

Hi {recipignt-first-name} {recipisnt-last-name}.
Yoy have been invited for 2 GMM Questionnaire.

With the following link you can immediately start the

questionnaire:
{invita-link}

You can also sign in using your e-mail address: {recipient-

email}

Kind regards.

The GMM Team

266

Respondents can soe results

@ B=fore (2 After

| ) Mever




Invite respondents in a Research Group - Manually

After creating a Research Group, you can invite the participants.

a) First, select the Research Group to which you want to invite participants.
b) Click on the ‘+ Add respondents’ button.

c) Select whether you want to upload a list of

respondents, or add them manually. ii @ Add respondents
d)

If you select for the respondent list, you can

download a template left of the ‘+ Add
respondents’ button
e) If you choose to add the respondents manually, you get the following screen:

Add respondents

Email® First name Surname Language

1Email * First name Surname EN <«

o}

f)  Fill in the mail-address, First name, Surname and preferred language for each participant.
The language will be English by default.
g) After filling out 1 participant, click on ‘+ Add respondent’ to create a new row.



Add respondents

Invitation text
EN

Invite wrl Invite link Recipient display name Recipient emall Recipient first name Recipient last name

System name System url
B I @ = i

Hi {recipient-display-name},
You have been invited for a Global Mind Monitor Questionnaire.

The Global Mind Monitor is a portal where you can monitor and see the development of
your intercultural compentences. These competences can be discussed with your teacher
or mentor. You can also compare your results with your fellow student.

Click on the green button to immediately start your questionnaire.
You can also copy-paste the following URL:
{invite-link}

Should you encounter any problems while using the Global Mind Monitor, please read the
FAQ. If your problem is still not solved, feel free to contact our helpdesk

(helpdesk@globalmind.info). You will receive an answer within 1 working day.

We would like to thank you again for your participation in the Global Mind Monitor.

Kind regards,

The GMM Team

02/01/2024, 14:30:45 ]

h) You get a last chance to alter your invitation e-mail.

i) Below the invitation e-mail, you can schedule the date when the invitation e-mail needs to
be send.

j) Press ‘Done’ to send out or schedule your invitations.




Invite respondents in a Research Group — List

After creating a Research Group, you can invite the

participants.
.i. @ Add respondents

a) First, select the Research Group to which you want

to invite participants.
b) You can download a template file left of the ‘+ Add respondents’ button.
c) Click on the ‘+ Add respondents’ button.
d) Select ‘Upload respondents list’

Add respondents

XLS o

Add manually

Upload respondents list

e) On the next screen, you can download a template file which you can use to enter the names
and email addresses of your students.

Add respondents

'P

—

Drag and drop/click to upload your file

File must be .xlsx

Download example

f)



g) Fill in the template file (mail address, First name, Surname and preferred language). For the
preferred language use the following abbreviations (don’t use capital letters!) If you keep the
language column empty, the language will automatically be set at English.

Language Abbreviation
English en
Dutch nl
Spanish es

h) Save the file as a .xslx

i) Drag the excel file to the following screen, or click on the field to select the file from your
computer

Add respondents

T

—_

Drag and drop/click to upload your file

File must be .xlsx

Download example

j)  You will see the following overview of all the respondents. Click ‘Next’ after checking all the
respondents. You can also see the amount of participants that are present in the list.




Add respondents

Ernail* First name Surname Language
Ttest@test.nl test test van EN v T
® Add respondent Respondents: 1

Next

k) You get a last chance to alter your invitation e-mail.



Add group

Invitation text
EN

Inivte url First name Last name Email Display name
-—_ 1—
B I & = :C

Hi {recipient-first-name} {recipient-last-name},

You have been invited for a GMM Questionnaire.

With the following link you can immediately start the questionnaire:

{invite-link}

You can also sign in using your e-mail address: {recipient-email}

Kind regards,

The GMM Team
290

21/03/2023, 12:30:05 ol

I) Below the invitation e-mail, you can schedule the date when the invitation e-mail needs to

be send.
m) Press ‘Done’ to send out or schedule your invitations.



Personalized Invitation

In this version of the Global Mind Monitor, you can create personalized e-mails. You can specify
which educational activity he or she has to think about while filling out the questionnaire. In this
chapter, the functionalities of the invitations will be explained.

a) You can create an invitation for each available language. At the invitation of participants, you
can select which language of invitation they should receive. The default language is English.
b) You can insert different automatically generated items. They are listed in the following table

Item How does it look? What does it do?

Invite URL {invite-link} Generating the invitation URL
by which the participants can
start their questionnaire.

First name {recipient-first-name} Generating the first name of
the recipient

Last name {recipient-last-name} Generating the last name of
the recipient

Email {recipient-email} Generating the e-mail address

Display name {recipient-display-name} Generates the recipient display
name.

c) Make sure that every invitation has an Invite URL so the participant can easily start the
questionnaire.
d) You are able to change this invitation e-mail before sending out the invitations.

NL EN ES A

Inivte url First name Last name Email Display name

B

b [ ¢ - .-

Hi {recipient-first-name} {recipient-last-name},

You have been invited for a GMM Questionnaire.

With the following link you can immediately start the
questionnaire:

{invite-link}

You can also sign in using your e-mail address: {recipient-
email}

Kind regards,

The GMM Team

286



Manage a Research Group
a) Click on the name of a Research Group that you want to manage

My research groups

Search ¥ Add group

Group Name Labels Respondents End date Research 360 Status

0% (0/2) 28.03.2023 11:37:28 Spanish Obligated Active

b) You see an overview of all respondents that are invited to this Research Group.

c) You can see at what date the respondents were imported (‘Made on’) and when they are
invited (‘Invited at’), whether the invitation e-mail has been arrived, opened or blocked, and
whether the respondent has started the questionnaire. NB: in this example, the student is
imported on the 2" of January, and will be invited on the 5% of January. Therefore, the
column ‘Invited’, is on NO, and the Email has not been send yet.

d) You can remove respondents using the bin next to the participants.

e) You can edit the settings of the Research Group by clicking on the ‘Edit’ button. You can
change all the settings from when you created the Research Group (See chapter ‘Create a
Research Group’)

f)  You can create a reminder using the ‘Reminders’ button (see chapter ‘Creating Reminders’)

g) You can delete the whole Research Group using the ‘Delete’ button.

F E
TeSt Active © Reminders ll & Edit QT Delete

Measurement name: GMM - Demo school End date: - 360: Optional

Search &, (® Add respondents
Name E-mail Language Made or Invited Invited at aail Status Measurement Status Reminder;
) - ) - _ 02.01.2024 05.01.2024 i
pieter dijkstra pieter_dijkstra@live.nl EN No Pending Mot started
14:48:08 14:48:15 -




Creating Reminders

Creating Reminders can help the respondent to fill out their questionnaire in time. You can create
multiple reminders. Reminders will only be send to participants who haven’t completed the
guestionnaire. Once a reminder-task has been executed, you can not change this reminder. You will
need to create a new reminder.

Example: 10 respondents have been invited and 7 days later, they receive a reminder. On day 8,
you decide to invite another respondent in this group. You will need to create a new reminder to
make sure the ‘11*"-respondent’ will receive a reminder 7 days after being invited. All students in
the group that have not finished the questionnaire yet, will receive a reminder

a) Click on the name of the Research Group for which you want to create a Reminder.

My research groups

Search i Add group

Group Name Labels Respondents End date Research 360 Status

Test 0% (0/2) 28.03.2023 11:37:28 Spanish Obligated Active

b) In column B, you can see how many reminders have been send, and what the date was that
the latest reminder was sent.
c) Click on the Reminder button to create a reminder

C
Test Active © Reminders & Edit @ Delete

Measurement name: GMM - Demo school End date: - 360: Optional

Search

Rl (O Add respondents

Name E-mail Language Made on Invited Invited at  Ernail Status Measurement Staty Reminders
) B ) B ] 02.01.2024 05.01.2024 _
pieter dijkstra pieter_dijkstra@live.nl EN o No . Pending Not started 0 send i
14:48:08 14:48:15
d) Select what type of Reminder you want to create

e) Choose how many days after/before the invitation/deadline you want the reminder to be
send



Reminders

Reminder type

After invite 7 . [ﬁ]

After invite

Before invite ifblay name

E T o = 1—

f)  You can change the default reminder text in the same way as for the invitation text (see the
chapter ‘Personalized Invitation’)
g) If you want to create multiple reminders, click on the ‘+ Add reminder’ button

The Global Mind Team.

347

(¥) Add reminder F |

Save




Important changes for the respondents

To give you an update on the new functionalities and features for the respondents, here is a short
overview.

a) Arespondent does not have a password anymore. When they sign in at www.survey-
today.com, they can fill out their e-mail address and receive an e-mail with a link (so called
‘Token’) to sign in once.

b) Once signed in, they see the following overview with their measurements (open, closed).

My questionnaires

Name End date 360° Measurement Status Your Status

Spanish

Test 28 maart 2023 Obligated Active Not started Start
es

c) If applicable, a respondent can still invite people for the 360 feedback after finishing the
questionnaire.

My questionnaires

Name End date 360° Measurement Status Your Status

Global Mind Monitor Workshop R . B .
18 mei 2023 Obligated Active Completed Invite people
Hotelschool 2022-2023

d) Inthe current result section, the respondents will find two graphs in the same window
(distribution and development) together with the explanation of the parameter. If applicable,
they can see a third window with the results of the 360 degree feedback for this parameter.

Social initiative Trend  360° All v

Do you take initiative the initiative in social
situations, or do you wait until something
happens? This strongly influences how

easily you deal with people from another

culture and how easily you build

relationships in an unfamiliar environment.

Those with a high score on social initiative

actively take lead in social situations to

build relationships based on trust. People 4_:43'5826

with a low score tend to remain more in the y

background and adopt a wait-and-see

attitude.

Your score: 4,08 I
i O


http://www.survey-today.com/
http://www.survey-today.com/

