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INTRODUCTION 
 

On Track project has come to fulfil the need of VET providers, offering initial vocational education 

and training for a system for tracking their own VET graduates and use the information, to improve 

their quality assurance system. The project comes as a response to the COUNCIL 

RECOMMENDATION on tracking graduates (November 2017) that emphasized the need to improve 

the availability of qualitative and quantitative information about what graduates from tertiary 

education and vocational education and training (VET) in Europe do after they complete their 

education and training.  On Track project has developed a methodology and tools for VET providers, 

to support them to design and establish VET graduates systems, in their own organisation.  

The outputs of On Track project are:  

¶ Context study of VET graduates tracking systems and measures ς comparative study in seven 

countries 

¶ On Track Methodological Guidelines for VET providers 

¶ Tracking Model Surveys in three levels, seven languages and 2 different tools (google form 

& Limesurvey) 

¶ On Track Surveys Technical Manual   

All outputs can be found in the On Track website at http://www.ontrack-project.eu/en/. 

The present technical manual aims to provide technical guidance to VET providers that want to 

design and establish a VET graduates tracking system, based on On Track methodology and using 

the model surveys. The technical manual complements the Methodological guide and deals only 

with the technical aspects on how to adapt the model surveys.  

The technical manual consists of three different parts:  

Part 1 includes instructions on how to use and adapt the Google survey tools 

Part 2 includes instructions on how to use and adapt Limesurvey tools 

Part 3 provides the three model questionnaires that are the basis of On Track surveys. One 

questionnaire for tracking graduates level 2-3, one for level 4-5 and one for level 6-7.  

The manual provides all the technical information that a VET provider will need, in order to use On 

Track tools, how to adapt the surveys, how to invite responders and how to analyse the results.  

 

http://www.ontrack-project.eu/en/
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How to start  
Before starting with the online survey, make sure that you have read the methodological guide and 

you have design your own methodology for tracking VET graduates . If you have decided to use άhn 

trackέ tools , select the appropriate questionnaire and make the necessary changes. The minimum 

changes required are: to insert the name of your educational Institute and to insert your own study 

programs. 

Then you should choose one of the two tools: Google form or limesurvey. ʇou can visit the model 

surveys in our website http://www.ontrack-project.eu/en/, to see how it looks but remember that 

you can change the appearance and the graphics of your own survey. 

When you decide which one of the two tools you will use, you need to get in contact with one of 

the partners and task for access in the specific model survey of your choice. Remember, that there 

are 42 different model surveys, that is three different questionnaires for different VET levels , two 

different online survey  tools and seven different languages .  

If you need further support you can always contact one of the partners .  

 

 

  

http://www.ontrack-project.eu/en/
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PART 1. GOOGLE FORMS 
If you opt to choose Google forms, you will need your own Gmail account . Google forms is an easy 

to use tool, accessible to anybody with a Gmail and easy to administrate. In this part, we provide 

the instructions how to use The Google surveys of άhn trackέ project .   

1.1. Set up a new form  

In case that you may have to create a new form, there are two ways for it. 

Option 1: Go to forms.google.com. When you click the ά.ƭŀƴƪέ option, a new google form will be 

created. 

 

Option 2: To create a form directly from Google Drive, click on the άbŜǿέ button. Then, 

Click άaƻǊŜέ > Google Forms > Blank Form. Everything done or written in the form will be saved 

automatically. 

 

1.2. Edit the form  
After you've created a form, you can add titles, sections, questions, descriptions, images, and videos. 

For a better organization, the form will be split in sections for every topic. The google form will be 

created with a section by default at the beginning, and you could write there the title of the form 

and a description. As already explained above, the sections are necessary for the organization of the 

main title, the topics and the conditionals questions. The picture below corresponds to the first 

section of the form that shows the main title of the survey and an introductory description. 

 

https://forms.google.com/
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When you have a section created you can duplicate it in button, and then click Ψ5ǳǇƭƛŎŀǘŜ ǎŜŎǘƛƻƴΩ. 

On the right there are the options for adding elements on the form. 

 

Add a question 

Click ά!ŘŘέ . Then on the right part of the question title, choose the type of question you want. 

Type the possible responses to your question άhǇǘƛƻƴέΦ To prevent people from not answering, turn 

on άwŜǉǳƛǊŜŘέ.  
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You can import a Google Form to your new one by clicking on Ψ!ŘŘ ǉǳŜǎǘƛƻƴΩ on the right tools. 

 

Add an image or video to a question  

You can add an image to a question or an answer for multiple choice or checkbox questions. In the 

question click Add image        , then you upload or choose an image. 

For attaching videos from YouTube, click on Add video         ,  and choose your video. 

Add an image or video to an answer 

In the question type select File upload. Then you can choose the file type, if you want a video, or an 

image, among others. You can set the maximum number of files and the size. 
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1.4. Work with conditional questions  

Show questions based on answers  

{ƻƳŜ ǉǳŜǎǘƛƻƴǎ ǿƛƭƭ ƻƴƭȅ ŀǇǇŜŀǊ ōŀǎŜŘ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ǊŜǎǇƻƴǎŜǎΣ ŦƻǊ ǘƘŀǘ ǿŜ ƴŜŜŘ ǘƻ ǳǎŜ ǎŜŎǘƛƻƴǎΦ Lƴ 

the question block click  ŀƴŘ ŎƘƻƻǎŜΣ ΨDƻ ǘƻ ǎŜŎǘƛƻƴ ōŀǎŜŘ ƻƴ ŀƴǎǿŜǊΩΦ !ŦǘŜǊ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǘƻ 
associate every answer with the corresponding section. 

 

 

Here, the second column shows a drop down list of the sections to link with the answers. 
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1.6. Customize your form  

You can change the form theme.  

Click  to customize. In the screenshot below you can see the options for changing the visual 

design.  

On Header you can choose a default picture for the header of the form or upload one of yours.  

On Theme Colour you can change the color of the blocks, and the background colour. 

On Font StyleΣ ƛǘΩǎ ǇƻǎǎƛōƭŜ ǘƻ ŎƘŀƴƎŜ ǘƘŜ Ŧƻƴǘ-family. 

In this screenshot you can 

see how every answer of 

the question will take you 

to the corresponding 

section. 
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1.3. Add form collaborators  

Just click on  
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The following panel shows the form access data, like the name and e-mail of the owner of the form 

and the data of the added collaborators. For sharing the form with other collaborators you have to 

write their emails in the pointed gap. Once the collaborators emails are added, you have to click on 

the Ψ5ƻƴŜΩ button. Every collaborator will be able to edit the questions, and the possible answers. 
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When you write the email of the collaborators, it will appear the role of the collaborator as an editor 

by default, the option of writing a message on the invitation and the form name below. When the 

emails of collaborators are already ready, you have to click the Ψ{ŜƴŘΩ button. Check the picture 

below. 

 
It is possible to restrict access to collaborators so they can only edit the content of the form. Click 

on Ψ{ƘŀǊŜ ǿƛǘƘ ǇŜƻǇƭŜ ǎŜǘǘƛƴƎǎΩ . 

 

1.5. Send the form to participants  
.ŜŦƻǊŜ ǎŜƴŘƛƴƎ ǘƘŜ ŦƻǊƳ ǘƻ ǇŀǊǘƛŎƛǇŀƴǘǎΣ ƛǘΩǎ ŎƻƴǾŜƴƛŜƴǘΣ ŦƛǊǎǘ ƻŦ ŀƭƭΣ ǘƻ ŜǎǘŀōƭƛǎƘ ǎƻƳŜ ǇŀǊǘƛŎƛǇŀǘƛƻƴ 

rules. Go to Ψ{ŜǘǘƛƴƎǎΩ .  
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In the ΩDŜƴŜǊŀƭΩ tab, you have to choose what is convenient for your form. On ΨwŜǉǳƛǊŜǎ ǎƛƎƴ-ƛƴΩ if 

you click on Ψ[ƛƳƛǘ ǘƻ м ǊŜǎǇƻƴǎŜΩ the participants will be asked to sign-in with their Google Account, 

ōŜŦƻǊŜ ǎǘŀǊǘƛƴƎ ǘƻ Ŧƛƭƭ ƻǳǘ ǘƘŜ ŦƻǊƳΦ ²ƛǘƘ ǘƘƛǎ ƻǇǘƛƻƴ ǘƘŜ ǳǎŜǊƴŀƳŜǎ ƻŦ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘǎ ǿƻƴΩǘ ōŜ 

noted down. 

 

 

On the ΨwŜǎǇƻƴŘŜƴǘǎ ŎŀƴΩ ǘŀōΣ ƛŦ ȅƻǳ ŎƭƛŎƪ ƻƴ Ψ9Řƛǘ ŀŦǘŜǊ ǎǳōƳƛǘΩ that allows the participants to edit 

their responses when those they have already been submitted.  
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The Ψ{ŜŜ ǎǳƳƳŀǊȅ ŎƘŀǊǘǎ ŀƴŘ ǘŜȄǘ ǊŜǎǇƻƴǎŜǎΩ tab means that when participants fill out the form, 

they are allowed to see a link with the results.  

 

 

There is a confirmation message made by default. It appears when the participant submits the 

survey. If you want to change the confirmation message, you can type a new message, as in the 

image below.  
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For example, ƛŦ ȅƻǳ ǿǊƛǘŜ Ψ²Ŝƭƭ ŘƻƴŜΣ ȅƻǳǊ ǊŜǎǇƻƴǎŜ ƛǎ ǎŀǾŜŘΩΣ ǘƘƛǎ ƳŜǎǎŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊ ǿƘŜƴ ǘƘŜ 

participant submits the form.   

 

²ƘŜƴ ŀƭƭ ǘƘŜ ǊǳƭŜǎ ŀǊŜ ŀƭǊŜŀŘȅ ŜǎǘŀōƭƛǎƘŜŘΣ ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜΩ.  

 

 

Send the form 

For sending the form to participants, click on Ψ{ŜƴŘΩ, and then add the email addresses, the subject 

of the form and the invitation message, then click on Ψ{ŜƴŘΩ. 
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You can get the link of the form for sending through a chat or email on   button.  Before copying 

the link you can click on the option of ΨǎƘƻǊǘŜƴ ¦w[Ω in order to have a shorter link. Then you can 

copy it on the Ψ/ƻǇȅΩ button or with the keyboard.  

 

There is the option of sharing the form through social media via Facebook or Twitter. 

 

 

You can also embed the form on a blog or website. Click on  button.  
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Copy the HTML code and paste it in your blog or website. 
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PART 2. LIMESURVEY 
2.1. First steps  
When you have logged in, go directly to your corresponding questionnaire that you want to modify.  

 

 

 

You can change the title, description, welcome message and end message of the survey on Text 

elements on   button. 

Every modification of the survey must be saved. 

 

2.2. Translate the s urvey  
The default language of the surveys is established in english, the base language option is located on 

the base language field. 

For establishing an additional language go to Survey general settings and click on  . 

 

https://manual.limesurvey.org/General_settings#Base_language


 
 

 
 
This project has been funded with support from the European Commission. 
This communication reflects the views only of the author, and the Commission 
cannot be held responsible for any use which may be made of the information 
contained therein. 
Project number:2018-1-SK01-KA202-046331 

 

19 

 

Then go to Additional languages, and select the language you want. Then click on Save. 

 

 

Once the language is added, go to Tools, and click on Quick Translations 




































































