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If you have any questions about your bulletin board that aren’t covered in this guide, please get in
touch with the team via support@visionslive.com.
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Creating your First Bulletin Board

This is a guide to setting up your first bulletin board including:
e Creating a new project and a new board

e Adding respondents
e Adding questions and stimulus to your board

Getting Started

Log in to your account at https://client.visionslive.com. You should have received an email regarding
setting up your login details; if you have not, contact support@visionslive.com.

If you have forgotten your password, click on the “Forgotten your password?” link to be sent a new
one.

Once logged in, click on ‘View Modules’ under the ‘Moderator Options’ header, followed by selecting
‘Bulletin Boards Manager 2.3’. This will give you access to the Bulletin Boards account dashboard.

Creating a New Project

The first page you see is the company dashboard, which shows all projects on the account. On this
page, you can load projects, or create hew ones.

To create a new project, select the ‘Create Project’ button on the bottom-left of the screen. This will
then ask you to type the Project Name and Client Name. You can change the language of specific

boards within each project, so you can leave the language as English. You can then select ‘Create
Project’ again to confirm and save your new project.

/ s @ .
Y/ visionslive

Project: none
Client:

Back to My_Account

Manage Projects

Welcome KeilahChanbers-Turner
Show projects by

(@ date

() client name

Your Projects

Assigned Moderators

Demo - Amy - OaA
Travel Study - Test '
Goals - Keilah KeilahChanbers-Turner
Demo - Jon [ Spencer Wood
Demo - Demo
Load 'Demo’ Delete 'Demo’

ﬁ Email relating to project 'Demo’ will be sent from spencer.wood@visionslive.com Update

__ Replies to these emails will be discarded. If you require them forwarding to you, please contact support@visionslive.com

SMS sent by this project will appear from 'VisionsLive'
To change this, please contact suppori@visionslive com. Changes are subject to prior approval from the 3MS provider and restrictions may apply fo some destination countries
for legal reasons. Custom SMS sender IDs may not be henoured by some mobile carriers

Create Project... _

&
\‘\
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Once you have created your project, it will be added to the “Your Projects’ section above. You can
then select it, and then tick the names of the moderators you would like assigned to it in the box to
the right-hand side.

Accessing a Project

The ‘Your Projects’ section by default is ordered by date and has the most recent project
chronologically at the top. You can also change this to order by ‘Client Name’ by selecting the
corresponding option, which orders the projects alphabetically by client name.

To access a project, click the project you want to open and then press the ‘Load’ button below the
project box.

If nothing happens, please ensure you are assigned to the project by clicking your name in the
‘Assigned Moderators’ box, and then try again.

Once you load the project, it will bring you to the project’s dashboard, showing all boards within that

project if there are any. The project name and client name will also be confirmed in the top left
corner.

Creating a New Board

To create a new board within a project, select the ‘Create Board’ button on the top toolbar. This will
bring you to the setup wizard. Follow the wizard, using the ‘?’ icons for additional information.



Create New Board

Board Details

Private Name [ | ®

Public Name | | ®

Start Date/Time B 1 eMTsmenasa Tme 7]

End DateTime m O L7

Board Length {choose startiend fime)

Device Access | —- Please select — i |

Language |—- Please s=lect — b |

Tempiate Board |Se ect to copy... w | L]

Banner Image |_._ Hong —— w | Upload || D 7]

Mobile Banner |[L,5e board banner image) hd | L7

Theme | Default i |

Top navigation bar Ii #c13837

Side navigation bar L #Go4200

Test calor |i #000000

Inherit Theme settings

Image | Select image w | Upload || D L 7]
© navigation 1l EENEN . O O
SECTION 1 -

Positive life

T Suggestions for a positive life In a perfect world (like the

5 7 one in the middle), that choice is made for you as soon
as you are born.
The next time a person asks you about your goals, know
that your heart and your brain are telling you the exact
same thing.
You are born with a choice about what you want out of
life. Whether you believe it or not, you have been given
some sort of a blueprint for how to make your life.

Save custom theme

Custom Theme Mame [ 7]

Steps in the Create Board Wizard:

1. Board Details Enter the Private and Public board names, start date and times, device
access, language, and banner (logo) images, and choose a theme (background image and
colours). You can also copy across templates from any existing boards within the same
project under ‘Template Board’.

2. Themes You can add a default theme to your board, and you can preview the themes by
clicking on the dropdown list. You can also customise your own theme and save this as a
template which can be used for any new boards you set up within the same project.

Notes:
e Usage time is charged in 24h blocks, so it is recommended to end the board at the
time it opens, where appropriate, to get the most out of it.

e Assigned Moderators can access the board at any time — Respondents can only
access during the times/dates selecting at this stage.

e If you set browser access to Browser only, respondents can still access via mobile by
opening the link in their mobile browser.

e Language selection changes user-interface elements (e.g., buttons), however does not
translate any content put in by moderator (e.g., question text)



3. Select Participants

rd

This section allows you to add people to the board. If you have not added anyone to the
project yet, you can add only moderators and add others at a later stage

Participants on the left are ‘available’ to be added to the project by selecting them and
clicking the single right-facing arrow to move them to the ‘current’ section. Everyone in a
section can be moved by clicking the double arrow icon.

If you have filters, you can select these to only show participants with those profile fields in
the ’available’ section to ensure that only those participants are selected when you move
them across to the ‘current’ section.

Available moderators:

Current Moderators:

Keilah Chambers -Turner

Spencer Wood

4. Invitation Emails

Filter available observersirespondents:

Mo filker
Travel Preference = Adventurous

Travel Preference = Relaxing

When respondents and/or observers are added to the board, you are brought to the
Invitation Email page. Emails are sent on the final confirmation of the wizard setup, so if you
don’t want invitations sent yet, you can go back and deselect the participants.

Respondent Invitation Email®

Subject
Banner Image

Email Font
Email Gresting
Body (Partl)

Edinsert Board Date
Link Introduction
Link Text

Body (Part2)

Please Select... w| Image Library

Arial, Helvetica, sans-serif A |
Dear

V| \ﬁrsl and last name (John Smith) + |l.’PSeucur-vms slways override this selfing)

The board is scheduled to start at.

Please use the following link to access the board in a web k

Join Discussion

(extra f
{introduce the date, or untick and write

atting tags: [bjooldi/b], [i]

i riinef/u])
own date in the body)
(enter some text to introduce the unique link)

{No text here means no link to the web-based board)

fextrs formsiting tags: [blboldpb], filitslic], [ulunderinefiu])

<< Previous Step Mext Step >>

This page gives you options to customize your invitations per your requirements, including
multiple free-text text boxes. There are tips in brackets on the right to guide you on what
should be in each section.

Certain aspects are automatically added, such as respondent name, board start date and
time (unless this is unticked), and everyone’s unique link (represented by whatever is input
in the ‘Link Text’ section)

You will have the option to create separate invitations for respondents and observers.



5. Confirmation

On the final confirmation page, you can check your information is correct. Clicking ‘Finish’
will create the Board and send any invitations out to participants who have been added.

Most details can be changed at any point after the board has been setup, however the

exception is that once the board is live, the start date cannot be adjusted. To edit these,
select the ‘Edit Board Details’ button on the project’s dashboard.

Adding Content to a Board

Once a board has been created, return to the dashboard by clicking ‘Boards’ on the top toolbar.

To add content, simply select the “Edit Board Content” button within the moderator tools column.

Question Test Board - 17523 Hide Details (&]
Name Role Messaging Activity |Last Seen |Last Message |Send Message Start: 12 Jun 2023 13:28
KeilahChanbers-Turner Moderator |no posts yet 28 days ago End {02 heb] Egi?zggdfﬁ —
Superman Observer  |no posts yet newver never Language: English

Oracle (Barbara Gordon) Respondent |no posts yet never never

Batman (Bruce Wayne) Respondent |no posts yet naver never View Discussion
Commissioner {Jim Gordon) Respondent |no posts yet never never

Princess Peach (Peach Toadstool) |Respondent [no posts yet never never Edit Board Details

Catwoman (Selena Kyle) Respondent |no posts yet never never
d ye! P posy ‘ Edit Board Content

Manage Board Participants

Adding Sections and Questions

The initial blank bulletin board simply shows a single text box and an “add” button. This is for you to
create the first section. Each Section will set the rules that will apply to the questions that are
created inside it. Sections are the ‘wrapping’ for the questions, and can be used to define topics or
days, and can have their own default rules and publish dates.

To create a section, type the name for the section

in the text box and hit the “add” button. ] | section1

The section details are then displayed on the . T

right-hand side, to be filled in as required (see
definitions > below). Whenever you make any [write your R ade
changes, ensure you click the Save Section

button before moving on. Add a new section to this board:

You will then have the option to add questions to |wri tion tit | Add
the section or create new sections.

To add a new question within a section, type the title of the question inside the text box within it, and
then click ‘Add.” The title of the question is used for signposting and should be kept short. When a
guestion has been added, you can use the Body textbox to enter the actual question detail.

Next, confirm the details of the question, including various question and answer types and content
as required, then hit the Save Question button.

You can add as many Sections and Questions as you like, and can reorder them, if necessary, by
dragging the arrows to the left of the titles. You can edit section details or titles at any point by



clicking them.

Board Content and Settings Definitions

When adding sections or questions, you have the option to enable and dictate different settings.
When you choose these for sections, they become the default settings for any questions in that
section, however most settings can be changed for each individual question. Some of these options
may be under Advanced Features.

Respondent Journey
o Sequence — Each question in the section must be answered in order before the Respondent

can move on to the next available question. [section setting only]

o Dependence — This section is not available until the section it depends on has been fully
answered. [section setting only]

o Checkpoint — This assigns a profile field to any respondent that answers that question,
which can be used as a filter for later questions (e.g. creating a dependence for a few
guestions rather than the whole section). [question setting only]

Section/Question Visibility
o Start Date - The date/time when this section/question becomes visible, and available to be
answered.

o End Date - The date/time when this section/question will close and be hidden to
respondents.

o Respondent Filter — When selected, only respondents who have a certain profile field
assigned to them can see and answer that section/question.

Appearance
o Private Title — An alternative title for the section/question that can only be seen by
moderators. Useful for signposting any filters used.

o Header Text — Adds text that is displayed at the top of every question within the section.
Can be used for prompts or task instructions. [section setting only]

Respondent Interaction
o Respondents see other answers —

o After they answer - Respondents can see other respondents’ answers only once they
have replied to the question themselves.

o Before they answer - Respondents can see other respondents’ answers at any time.
o Never - Respondents can never see other Respondent’s answers.

o Uploads — Selecting/deselecting these options dictates whether respondents can add
additional files with their answers. [question setting only]

Board Question and Answer Types

Question Types



There are two types of Question Types used within the boards: Text Only, and Text + Drawn Image:
o Text Only — This is the standard question text box, which allows you to add your question
details. You can use the formatting tools to edit the size and colours, and even use the
HTML tools to customize it further if you are confident to do so.

You can add images directly to the text with image icon or add one as an attachment with
the ‘Attach File’ button below.

Editing Question

Public Title |Quc~stim 1 seen by respondents
Body Gk B2 A [BlU 7 @ A 9 = S
This is the body

# Design | €» HTML

o Text + Drawn Image — This gives you the text box and all additional features as above, as
well as a whiteboard space for respondents to view only i.e. if you use the drawn image for
the guestion type, respondents cannot use this or interact with it. If you want to an interactive
whiteboard, you will need to select it as an answer type.

Answer Types
There are six different answer types to choose from for each question:

o Information — This type doesn’t give the respondent an answer space and requires no
action from them to continue. It can be used for introductory text and task instructions.

o Text — Respondents can write open ended text answers, with the ability to allow multiple
submissions and attach media files if enabled if selected.

o Heatmap — Present an image to respondents, allowing them to add positive, negative, or
neutral comments to it directly. This requires uploading an image by pressing the ‘select’
button.

o Single Answer Polls/ Multi Answer Polls — These give the respondent multiple options
and allow them to select either one/multiple of them to submit. You can enable the option to
add a text answer alongside their poll choices.

Poll answers can also be used to assign profile fields to respondents by selecting ‘Link to a
profile field’, selecting a pre-added profile field category (new ones can be added under
Tools > Profile Fields on the top toolbar), and choosing a specific profile field option to be
associated with each poll answer. This only works with Predefined Options.

Poll Answers BLink to a profile field L]
Answer Text Profile Field Option
|E-.-c’-,- day | |‘|"|:5 b |
|Su:umu:t"rcs | |‘|"|:5 V|
Mever | | Mo hl |

o Whiteboard — This is an interactive space allowing respondents to use various tools to mark
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up images, create mood boards, engage in drag and drop exercises etc. When selecting this
answer type, you can give respondents an empty whiteboard to start with, or add elements
for them to interact with, depending on what is appropriate for your activity. E.g. You can set
up arrows and images for a scale and sort exercise.

There are multiple tools you can use on the whiteboard, as well as giving the respondents
the option to use:

Selector — to move content around on the aboard, adjust images sizing etc.

Pencil — to draw or mark up content.

Line — useful for creating scales for drag and drop exercises. Ability to add arrows on
either side of the line.

Image upload — for uploading images directly onto the whiteboard. Once an image is

added to the whiteboard, use the L icon to lock images into place.

Images library — create a ‘bank’ of ‘public’ images that can be used by respondents.
Can also be used by moderator to add images to the whiteboard.

Text — add text to the whiteboard, change the sizing etc.

Tick — useful for indicating ‘likes' on an image being presented, for ‘liking’ or ‘agreeing’
with statements on a grid.

Cross — useful for indicating ‘dislikes’ on an image being presented, for ‘disliking’ or
‘disagreeing’ with statements on a grid.

Highlighter — allow respodnents to highlight text on an image, indicating interesting
statements, sentences, words etc.

Square — draw a square or rectangle, to create shapes or tables (with the use of the
line tool as well).

Circle — draw a circle to create shapes, mind/word map etc.

Note: anything you add to the whiteboard that is not to be moved by a respondent must

be locked into place by using the L icon.

When make any changes to a question, including changing any settings or adding text to the
guestion body, ensure you press ‘Save Question’ before moving on.

Adding Participants

Adding Participants to a Project

Before you can add participants to a board, you need to first add them to the project.

To do this, first click on the ‘Participants’ button on the top toolbar. This will bring you to the ‘Project
Participants’ page. This page gives you the option to either add individual participants or upload
multiple at once.

10



Project: Travel Study
Client: Test Boards Participants Create Board Tools Archive

Manage Projects

Welcome KeilahChanbers-Turner

Project Participants

First name ‘ |
Last name ‘ |
Pseudonym @ (optional)
Email address
Mobile phone number (optional) NB: Country code required
User role OOQbserver
®@Respondent
Time zone [Please Select. v @
Add Participant

‘ Add Multiple Participants and Profiles Import Participants from portal.visionslive.com

Delete First Last Name Email Address Time Zone Pseudonym Role Profile C_c:f'Fee Gender
Name Drinker?
Keilah Chambers - keilah@visionslive.com GMT Standard KeilahChanbers- Moderator | Profile. .
Turner Time Turner
Edit | Delete | Clark Kent krypton@vvltest.com %ml Standard Superman Observer Profile. ..
Edit | Delete | Barbara Gordon oracle@vvltest. com %ml Standard QOracle Respondent | Profile... | No Female

To add participants individually:

Simply fill out the form on the Participants page, ensuring all non-optional fields are filled and that
you select the correct user role and time zone. Then, select ‘add participant’ and this will add them
to the project and show them in the table below.

To add participants in bulk:

1. Click on the ‘Add Multiple Participants and Profiles’ button (highlighted above). This will
open a Wizard to guide you through the steps.

When asked about ‘User Default Values’, please ensure that when you add participants in
bulk, they are all the same role and time zone as each other. If you have participants of
different groups, these will need to be uploaded separately.

If you are reuploading participants that have already been added before but need
information changed (e.g. adding new profile fields, or changing time zones), you can use
the ‘Existing User Handling’ section to decide which information the system matches new
entries to.

2. One the next step, you will need a prepared Excel sheet with your participant information.
You will need headers with the following: First name, Last name, Email address. This is the
minimum information the platform requires to add a participant.

You can include Mobile Numbers (with country codes), Pseudonyms which will overwrite
participant first name and last name fields in public areas of the board, or any additional
‘profile field’ data such as age, gender, user type etc. These are optional, but mobile
numbers are mandatory if you will be using SMS messaging through the platform.

11
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1 |First Mame Last Mame Email Mobile Number Pseudonym Coffee Drinker? Gender

2 |John Smith john.smith@vvltest.com  +447711223344 Jonboy MNo Male

3 |Joanna Smyth joanna.smyth@vvltest.com +447799887766 Jojo21 Yes Female

4

5 |Key:

6 |Compulsary

7 |Optional

8 |Custom: Profile Fields
You then need to copy the data all the columns of information you want to be added to the
platform, including the headers. Then, paste the data into the text box in the wizard. It should
look like below:

E Add Participants with Profile Fields B8 ‘

Flease copy your user dafa out of Microsoft Excel and paste it below

Your data must have a header row

‘Your headers must, 85 & minimum, contain: First Name, Last Name, Email Address

You can have a column for Time Zone, but it must follow the time zone rules

If you want fo send text messages, one of your columns must be Mobile Number. it must include the couniry code (examples: 0044789123456, +44-788-
123436, 44 789 123456)

Users that already exist will be updated according fo the options chosen on the previous page

First Name Last Mame Emgil Mobile Number  Pseudonym Coffee Drinker?
Gender

John Smith  john.smith@vvltest.com +447711223344  Jonboy Mo Male

Joanna Smyth joanna.smyth@wvltest. com +44 7790887760 Jojozl Yes Female

3. When you select ‘next’, it will bring you to a page to confirm the categories of data you are
uploading. For basic information, the “Your Sheet Has...” column should match the category
under ‘Store This Data In’. If the latter column says ‘—Create New—', it will create a new
profile field based on the column header that was imported, with a text box to change the
name if needed. It is recommended to change the dropdown from ‘Text’ to ‘Predefined
values’ and leave it as ‘Moderators Only’ if you would like profile information to be private.

Add Participants with Profile Fields (]

Choose which user profile fields to store your data in, or make new fields if none are suitable

Your Sheet Has.. Store This Data In.. {Field Definition)

First Mame [ First Name | Predefined values v w

Last Name Last Name hd Pr hd

Email [EmailAddress & Pred v v

Maobile Mumber || Mobile Number w Pr v v

Pseudonym [ Pseudonym | Predefined values v | Moderators Only W

Group [-Creats New-- ~ |[[Group |[Predefined values + |[Moderators Cnly ]

When you’re happy, click ‘Finish’, and these respondents will be added to the project.
Adding Participants to a Board

Once a project has participants added, you need to add them directly to a board for them to be able
to interact with it.

12
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If you have added your participants before creating the board, you can add them on the ‘select
participants’ page when it is first set up (pg.5). If you are adding them after the board is created,
return to your board dashboard, and select ‘Manage Board Participants’ under the moderator tools.

Question Test Board - 17583 Hide Details (]
Name Role Messaging Activity |Last Seen |Last Message |Send Message Start: 12 Jun 2023 13:28
KeilahChanbers-Turner Moderator |no posts yet 28 days ago ] End30ifeh) Eg%?zggdfﬁ ussge)
Superman Observer  |no posts yet newver never Language: English

Oracle (Barbara Gordon) Respondent |no posts yet never never

Batman (Bruce Wayne) Respondent [no posts yet never never = View Discussion
Commissioner {Jim Gordon) Respondent [no posts yet never never ]

Princess Peach (Peach Toadstool) |Respondent [no posts yet never never =] Edit Board Details
Catwoman (Selena Kyle) Respondent |no posts yet never never ]

Edit Board Content

‘ Manage Board Participants

This will bring you to a page to add or remove participants from the board.

Participants on the left are ‘available’ to be added to the project by selecting them and clicking the
single right-facing arrow to move them to the ‘current’ section. Everyone in a section can be moved
by clicking the double arrow icon.

If you have filters, you can select these to only show participants with those profile fields in the
‘available’ section to ensure that only those participants are selected when you move them across to
the ‘current’ section. This is useful if you have multiple boards in a project, each with different
participants.

Gender = Female

Gender = Male
The chosen filter hides all abservers Current Observers:
2 matching respondents(3 hidden by filter): Current Respondents:
Barbara Gordon
Selena Kyle

Whenever you add someone new, and click ‘next step’, it will prompt you to send an invitation email
to send them a link to the board.

Retrieve Participant Links
You can resend the invitation emails again at any point, by returning
to the board dashboard and selecting ‘Resend Invitation Emails’. Resend Invitation Emails

In addition, you can select ‘Retrieve Participant Links’ instead to have access to every participant’s
joining links, which can be copied and pasted to send to them directly outside of the platform. This
can be useful if you used dummy emails for the respondents, or if someone has said they haven’t

received their link as expected.
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