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1. Purpose of this document  

This document aims to explain to the employees who participates the Office Survey program 
operation procedures of the web survey system so that the participants complete the survey.   
 
The Activity Survey System is designed to acquire basic data for setting office standards and of-
fice requirements specifications by conducting a web survey on the activities of employees and 
statistically analyzing the results.   
 
During the designated survey period (usually for a week), the employees are asked to answer 
once a day where they had been and what they were doing for every hour of that day in a multi-
ple choice questionnaire.  They are also asked to answer the “Satisfaction” survey and 
“Adjacency Demand” survey once in this entire period at the respective pages.   
 
The “Satisfaction/requirement ” survey will help the management to understand in what 
area the current office environment needs improvement and provides the effectiveness measure-
ment of any office improvement programs by conducting a web survey on the activities of em-
ployees and statistically analyzing the results.  
 
“Adjacency Demand” survey aims to know the employees’ views on the preferable closeness 
to other departments and main facilities from their own departments. 
These will provide better insights to what are the best placements of various departments and 
facility zones within the building and set guidelines of vertical and floor zoning,  
 
Unlike factories or hospitals where the placement of the facility components is thoroughly de-
signed for a single purpose, offices have traditionally been arranged by somewhat intangibly.  
However, an office essentially is infrastructure which must enable employees to work and pro-
duce better results. The development of information technology of recent years brought numer-
ous new devices into the office, thus radically changing the office environment and even the 
ways employees work.  The survey as mentioned above, therefore, will contribute to defining 
what an ideal office should be like and realize best working conditions for the employees. 
 
Before the survey starts, the survey administrator will complete the necessary settings for the web 
survey, and will provide each participating employees with the timetable and the website address 
(URL) for the survey, and a set of ID and password for logging in. The participants are asked to 
access the web survey once a day and answer the questionnaire. The questions are simple and 
will take approximately five minutes. 
 
This document will explain how to answer the questionnaire using sample data.  The answer 
choices might be slightly different from the real survey you will be taking, but the operation will 
be identical. 
 
  
 
(Note: The sample data used in this document was produced sorely for description purpose, and 
any resemblance to actual organizations or persons, living or dead, is purely coincidental. ) 

1. Purpose of this document  
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2. Accessing the survey site.  

You will need information to access the survey site:  

 
Internet address (URL): address to access for  the survey 

 
Contract ID: The ID necessary for  logging in.  The same ID is provided to all the employ-
ees. 

 
Password: The password necessary for  logging in. The same password is provided to the all 

the employees. 

 
Name of the survey session: The name of the cur rent survey session. Please make sure the 

session name is correct after logging in. 

 
Employee code: A code to identify individual employee. Required only when the Employee 

code input method is selected for identification. 

 
Personal password: Only required when personal password authentication method is used. 

Each person can change it for him/herself. 

 
Above information will be notified to the participants by the survey administrator prior to the survey, 
by means of paper, internal e-mail, electric bulletin board system and so on. 

2.1 Required information to access the survey site 

2.1 Required information to access the survey site 
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2.2  How to access the survey site. 

You can access to the survey site in the same way you browse internet sites. 
 
On any PCs that can access intranet or internet, start an internet browser, such as Internet Explorer, 
and access the URL provided by the survey administrator.   
The survey administrator usually notify the URL by an e-mail, in which case you can simply click 
the link to the site in the e-mail and a browser will automatically start, taking you to the survey site.  
 
You will see a log-in page like this when you successfully access the survey site: 

2.2  How to access the survey site. 
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(2)  Input the contract ID and the password provide by your survey administrator, then click [Log In] 
button. 

3. Answering the questionnaire:  the employee code input method 

3.1 How to log in and answer the Activity Survey 

The screens of the Office Survey System may look in two different ways, depending on the method 
to identify each employee: “employee code input” and “employee name selection” methods. The 
survey administrator of your company will determine which method will be used.  This section uses 
the screens for the “code input” method, and any difference in case of “selection method” will be 
explained in the section 4.1. 

(1)  Access the survey site to open the log-in page. 

3.1 How to log in and answer the Activity Survey (1)   

This section explains how to log in to the survey, then to answer the activity survey.  The log in pro-
cess is the same for the “satisfaction/requirement“ and “Adjacency Demand” surveys. 
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(3)  A top screen look like below shall be displayed after successful log-in. 

 
  It is recommended to bookmark or add to “favorite” so that you will be able to access this page easily 

from next time.  

Note: The above picture shows a top page in case the identification is set to “employee code input” meth-
od and also to use personal passwords.  
Please refer to the section 4 for the top page in case the identification is set to be “employee name selec-
tion“method. 

 
Also, no “personal password box” will appear when password function is not activated by the survey ad-
ministrator. 

(3) 3.1 How to log in and answer the Activity Survey 

Note on personal passwords  
The personal password may be enabled to keep confidentiality of inputs amongst the participants. 
The initial password for each participant is set and notified by your survey administrator.  Each em-
ployee can change it as required. 
Please refer to “5. Changing personal password” for how to change it.  
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(4) First, make sure that the session name shown in the “Session Selection” box is correct.  

 
Then, input your “employee code” in the box, and your personal password when applicable, in the 
respective boxes.. 
The personal password is initially set and sent you by your survey administrator.  In most cases, it is 
the same as your employee code or all participants are given the same password. 
 
Finally, choose from the dropdown list the date for which you are going to answer the survey.  Dur-
ing the survey period, the current date of operation is shown. 
 
When all input is done, click the “To Activity Entry” button to start. 

(4) 3.1 How to log in and answer the Activity Survey 

When all of the “activity”, the “satisfaction/requirement” and “adjacency demand” surveys are concur-
rently carried out, all the buttons to start those surveys will be displayed as shown.  When only select-
ed surveys are going on, relevant buttons will show up. 
 
Please note that the date selection is needed only when you are answering the “activity” survey.  
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(5.1)    The questionnaire page will be displayed.  ( Normal case) 
 The questionnaire represents all you need to complete for a day in the activity survey.  
  First, make sure your name and the date.  

 

(5) 3.1 How to log in and answer the Activity Survey 
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(5.2)    The questionnaire page will be displayed.  ( Case : With intellectual productivity questionnaires) 
 The questionnaire represents all you need to complete for a day in the activity survey.  
  First, make sure your name and the date.  

From next page, the structure of this questionnaire page will be explained.  
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Please refer to this section for some additional ideas and example 
for answering the questionnaire. 

Select the main 
place from the list 
where you had been 
working during the 
specified time zone.  

Select the main ac-
tivity you had been 
engaged in at the 
specified place and 
time. 

The box in this col-
umn is enabled only 
when you chose 
“Meeting/
Discussion/
Reception” as your 
main activity.  Input 
the number of par-
ticipants with nu-
merical numbers. 

The box in this col-
umn is enabled only 
when you chose 
“Meeting/Discussion/
Reception” as your 
main activity. Input 
the number of visitors 
included in the total 
participants with nu-
merical numbers. 

Select the main de-
vice you had been 
using during the 
specified time zone. 

This column shows 
the time zone (the 
hours). 

The questionnaire page is structured as shown below.  ( Normal case) 
The “time zone” represents each hour of the day, starting from 08:00-08:59, and ends with 17:00-
17:59 for twelve hours (The end hour may vary depending on the initial setting).  The answering sec-
tions are placed in line for the each hour. Please see below for the details of the questions asked. 

(5) 3.1 How to log in and answer the Activity Survey 
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(6)Now let us input the answers for the hour between 09:00-09:59 as an example. 
First, select from the dropdown list the main place you were working during the hour starting from 
9:00 of the day. 

(7)Then, select from the dropdown list the main activity you were engaged in during the hour starting 
from 9:00 of the day.  

(6) 3.1 How to log in and answer the Activity Survey 
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(8) Finally, select from the dropdown list the main device you were using during the hour starting from 
9:00 of the day. The answer for the hour starting from 09:00 is complete. 

(9)  Now we move on to the hour between 10:00 and 10:59.  Suppose you were in an internal meeting. 
Select “Meeting Space ” at the “location” dropdown list. 

(8) 3.1 How to log in and answer the Activity Survey 
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(10)  Select “Meeting/ Discussion / Reception” from the dropdown list for the activity. 

(11)  The boxes for “Total persons” and “Visitors” columns will become enabled, and the smallest possi-
ble number “2” will be automatically input in the “Total persons” boxes. 

(10) 3.1 How to log in and answer the Activity Survey 
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(12) Input the number of participants of the meeting including yourself with a numerical figure. In this 

case, the meeting is an internal meeting with no visitors; therefore, you do not have to fill the second 
box.  Leave the “Using equipment” box as “Nothing,” as you did not use any device. The answer for 
the hour starting from 10:00 is complete. 

(13) We now move on to the next hour, starting from 11:00. Let us suppose you had an external guest 
whom you received at the reception office. 
The location shall be “Reception Office” and the main activity ”Meeting/ Discussion / Reception.” 
Input a “2 and a “1” in the “Total persons” and the “Visitors” boxes respectively. 
Continue with the following time zones to the last time zone provided. 

(12) 3.1 How to log in and answer the Activity Survey 
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(14) ( Case : With intellectual productivity questionnaires) Please answer also about the grade and factor 
of the intellectual productivity of the time zone.  

(15) ( Case : With intellectual productivity questionnaires) The factor is a matter considered to have af-
fected the intellectual productivity of this time zone most. 

(14) 3.1 How to log in and answer the Activity Survey 
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(16) When you complete the answers for entire day, click “Save/Update” button at the upper right.  

(17) A message “Activity data saved”  with red letters appears at the top to show your data is saved and 
updated. You are done with the activity survey for that day. 
When you wish to answer the questionnaire for another day, click the “Back” button to return to the 
top page.  Click the “End” button to finish. 

(16) 3.1 How to log in and answer the Activity Survey 
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(18) When you click the “Back” button, you will see the top page.  If you click “Activity survey” button, 
the data you have just input and saved will be displayed. You can modify it when necessary.   

(19) When the “End” button on any of the pages is clicked, you will see a page like this. 

(18) 3.1 How to log in and answer the Activity Survey 
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3.2 Answering Satisfaction/Request  survey  

(1)  At the top page, make sure that the session name shown in the “Session Selection” box is correct.  
 

Then, input your “employee code” in the box (“Please input your employee code”) 
(Your code will automatically appear if you are continuing from the activity questionnaire)  
 
Then, input your “personal password” in the box. 
(This box will not appear if you are continuing from the activity questionnaire)  
 
 Click the button “To Satisfaction Entry” to start. 

You will need to complete the questionnaire for the “Satisfaction/requirement” survey only once in a 
survey period.  You can also continue taking this after completing the “activity” survey. 

3.2 Answering Satisfaction/Request  survey  (1) 
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(2) The questionnaire page for the satisfaction/request survey will be displayed. 

 
In this survey, the questions are listed from top to bottom.  
Each question consist of the radio buttons to answer the satisfaction level and the dropdown list to 
select the degree of importance of the question itself.   Also, a text box is provided for you to fill in 
with any comments or request relevant to that question. 

 
  Rate your satisfactory level on a 5 point scale: very satisfied; satisfied; neither; dissatisfied; very 
dissatisfied  and select the corresponding radio button. 
Rate the importance of this question on a 5 point scale: very important; quite important; fairly im-
portant; slightly important; not at all important. 

 
  For each question, select the satisfaction rate and the degree of importance, and fill in the comment 

box as necessary. 

In most cases, the question items will continue lower down to the page.  Make sure you answer all the 
questions by scrolling down..  

3.2 Answering Satisfaction/Request  survey  (3) 
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(3) In some cases, some additional questions to gather further important information are listed below all 
satisfactory survey questions. Make sure you answer all those questions as well.  

 
  The further questions are listed below the satisfactory survey and several lines of explanation. 
Each question has a dropdown list with the options. Also, a text boxes are provided for you to write 
any comments or request relevant to that question. 

 
  When you finished answering all the questions in the satisfactory survey and all the additional ques-

tions below, including writing any comments, click the “Save/Update ” button on the top right hand 
corner of the page. 

In most cases, the question items will continue lower down to the page.   

3.2 Answering Satisfaction/Request  survey  (3) 
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(4) A message in red “Satisfaction data saved” appears at the top to show your data is saved and updated. 
You are done with the satisfaction/request survey. You can either click the ”Back” button to return to 
the top page or click the “End” button to log out.  

3.2 Answering Satisfaction/Request  survey  (4) 
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3.3 Answering the “Adjacency Demand” survey 

You are requested to fill out the “adjacency demand” questionnaire only once during a session.  You 
can continue responding after the other surveys for that session. 

3.3 Answering the “Adjacency Demand” survey (1) 

(1) Make sure that the session name shown in the “Session Selection” box is correct.  
 

Then, input your “employee code” in the box (“Please input your employee code”) 
(Your code will automatically appear if you are continuing from the activity questionnaire)  
 
Then, input your “personal password” in the box. 
 (This box will not appear if you are continuing from the activity questionnaire)  
Click the button “To Adjacency Demand Entry” to start. 
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(2) The questionnaire page for the adjacency demand survey will be displayed.  

 
  In this page, all the divisions other than that you belong to are listed under the heading “Target 
Division”. 
(In some cases main facility zones in the buildings are listed after the divisions, depending on the 
initial setting) 
The two dropdown lists are provided for each of the target divisions: One is for the adjacency prefer-
ence and the other is for the reason. 
The selections of the adjacency preference is on a 5 point scale from Strong (preferred to be adjacent 
to “Weak (Prefer to be far away)” (Expression may vary depending on the initial setting)  
 
Then select the reason for your choice from the “Reason” lists.  

3.3 Answering the “Adjacency Demand” survey (2) 
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(3)  Make selections for all the target divisions (and/or target zones). 

 
  When selections of preference and reasons for all the target divisions/zones is complete, click the 

“Save/Update” button. 

3.3 Answering the “Adjacency Demand” survey (3) 
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(4). A message “Your data is saved successfully”  appears at the top to show your data is saved and up-
dated.  
You can either click the ”Back” button to return to the top page or click the “End” button to log out.  

3.3 Answering the “Adjacency Demand” survey (4) 
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The difference between the “employee code input” and the “employee selection method” is at the top 
page only.  The top page for the “employee selection” method looks like this screen capture. 
Please make sure that the session name is correct before you proceed.  
The participants are asked to search themselves from the dropdown lists of divisions and the names. 

(1) First, select the division you belong to from the dropdown list.  

4.1 Answering the questionnaire: the employee selection method 

When the employee selection 
method is used, dropdown lists 
representing the division and the 
names for the respondent to 
choose from. This is the only 
difference between the two re-
spondents’ identification meth-
ods  

4.1 Answering the questionnaire: the employee selection method (1) 

4. Answering the questionnaire: the employee selection method  
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(2) When the division is selected, the dropdown list changes to contain only the names of personnel in 
that division. 

(3) The name of the respondent is shown as shown below. 
Then input your personal password, select the date you are filling out the survey for from the 
dropdown list (only if you choose to answer the “activity” survey), and then click the button corre-
sponding to the survey you intend to fill out) 
The operation method hereafter is the same as when the employee code method is used. Please refer 
to the section 3.1, step 5 to continue. 

(2) 4.1 Answering the questionnaire: the employee selection method 
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Regardless of the identification methods used, respondents can change their personal passwords as wish 
if personal password system is employed. Your initial personal passwords are set and notified by the 
survey administrator, and certain methods of notification may allow other employees to know your 
password.  
By changing your password to one that only you know, you can prevent other employees to see your 
responses to the survey. (Please note that the system setting by your administrator may not activate the 
passwords) 

5.1 Why do you need to change your password? 

5. Changing your personal password 

5.2 How to change your password 

Regardless of the identification method used, when a respondent returns to the top page after answering 

any of the three surveys, the “Update Personal Password ” button will appear. (The password input 
box does not appear.)  Click this button to change your password.  

Employee selection 
method  

Employee code input method  

5.1 Why do you need to change your password? 



30 
Copyright© 2008 Alpha Associate Inc. All Rights Reserved 

 

A page to change a personal password is displayed.  
Input your current password in the “Old Personal Password” box, then your new password in the “New 
Personal Password” box.  Input your new password again in the ”Confirmation of New Password” box 
again, and click the “Update Password ” button to confirm the change. 

You will return to the start page when the update is complete. 

You may continue with other surveys as authentication with the old password is still valid.こHowever, if 
you log off by clicking “End” button hereafter, you will need your new password to log in again.  

Employee code input method 

Employee selection method 

5.2 How to change your password 
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The office survey system is a web survey system, which usually requires registering the participating 
employees prior to conducting the survey. 
However, the satisfaction/request survey only may be conducted as “anonymous survey”, where the 
respondent can fill out the survey by just selecting their division and occupational category. 
There are two points of difference in this type of survey from the types of survey described above. 

  
1. Select your division and occupational category from the dropdown lists provided.  
2. After entering the questionnaire page, you are requested to answer all the questions at once. 

In the anonymous survey, you are not allowed to partially fill out the form and save, then come back 
to do the rest. 

6.1 What is an anonymous survey? 

6. Anonymous Survey 

6.2 Answering an anonymous survey 

When you log into an anonymous survey, a top page like below appears.  
As you may see from the screen shot below, the dropdown list to select the division and occupational 
category of the respondent is provided instead of the field for identifying individual employees. (You 
are required to select from both of the list to proceed to the questionnaire page) 

6.1 What is an anonymous survey? 
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 (1) First, select your division from the “Division” list.  

(2)Then, select your occupational category from the “Occupation” list.  

6.2 Answering an anonymous survey 
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(3) Click the “To Satisfaction Entry” button. 

(4) The questionnaire page for the satisfaction survey will be displayed.  
 All the radio buttons of the satisfaction rating are unmarked.  Make sure you make selections to all the 

questions provided. 

6.2 Answering an anonymous survey 
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(5) Click the “Update” button after answering all the questions. 
Your response is successfully saved if the message as shown below appears  

(6) Click the “End” button to log off.  You will see the same end page as the other surveys. 

6.2 Answering an anonymous survey 
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7. Conclusion  

This is the end of the Office Survey System manual for participants. 
This document has explained the basic idea of the survey and how to answer the questionnaire.  
Your survey administrator may provide you with more detailed description of the questions and 
selections of the questionnaire which has been customized to your own organizations. We thank 
you in advance for your cooperation in the survey. 
  
All your response and insights provided will be fully utilized by researchers, facility managers 
and office planners in their respective field. 
 
Thanks you again for reading! 


