AUDIO RECORDINGS WITH NETTSKJEMA-

DICTAPHONE APP

NON-SENSITIVE AND SMALL AMOUNTS OF
SENSITIVE DATA
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Follow the instructions on the following web
nage:

https://www.uio.no/english/services/it/adm-
services/nettskjema/help/nettskjema-dictaphone.html

and see the screenshots below

Two steps:
1. Create a form in Nettskjema
2. Download the Nettskjema dictaphone.



Log in to Nettskjema

Your affiliation

OsloMet = Oslo Metropolitan University
Change affliation

* https://nettskjema.no/?lang=en

Username

‘ ‘rgerjt \

Passward

% Log in with FEIDE

ﬁgﬂycu“ WSCIMAME or pessword?

— Login

Or choose on external provider:



https://nettskjema.no/?lang=en

1- Create a form In Fnunrmtitlvs:']'E
nettskjema —>

Test X

Form type *

Questionnaire
Questionnaire for sensitive data (TSD)
Registration

Multiple choice test

Get form from template (Consent form, dictaphone etc.)

!OOOO

O Nettskjema-photoapp for TSD delivery

Create new form

O Nettskjema-dictaphone for TSD delivery

‘ @ Nettskjema-dictaphone mobile app

O Register for Christmas Party




Create a form in nettskiema

Form language *
() Norwegian Bokmal

O Norwegian Nynorsk

‘@ English
- -

For what purpose is personal data collected? *

|:| Education

D Employee-related

‘ Research

|:| Other

Is sensitive personal data collected? *

Is the personal data shared with somebody outside your own institution?

O Yes

¥



View Form builder Codebook Settings FPermissions Collect responses See results

Permissions

Who may answer

Everybody — without login -~ Edit

Access to edit the form

ingerif@oslometno | Edi _ Give access to your supervisor

Access to copy the form

Cdit



TESt Open for submissions?

The form is closed
Change litle -

Open
View Form builder Codebook Setlings Permissions Collect responses See resulis
Settings
When is the form available? Closed change

Delivery, e-mail and personal data

Staring answers Storing submissiors in Nettskema change

Automatic removal of answers No change _ Change to Yes, and put in the
number of days

Get a notification by e-mail whan receiving a submission No change



1. Create a form on nettskjema

Home My forms survey

su WEY Open for submissions? Last modified
Change title The form is closed 22, april 2020 12:42
' - by Inger Johanne
Open ¢ Flatland
$View Form builder Cadebook Settings Permissions Collect responses See results

Collect responses

Share the form's web address

hitps://nettskjema.no/a/ 147857 = Change URL Share on e-mail
Add the form to a B&8se note the
number

Within Ui0 Dutside of U0
Cut and paste the following code

<iframe class="nettskjema-iframe" src="https://netiskiema.no/a/1478577



2. Download the app on your iphone

‘—ﬁj » Google Play X l—l— v

- O m £ https://play.google.com/store

> Goog|e P|ay diktafon app uio

8 Underholdning

Nettskjema-Diktafon

Universitetet| Oslo Verktoy
El PEGI3

1 Insert the Nettskjema number

E] Legg til 1 enskelisten m




Important information about audio recording

* Before recording put the iphone on flight mode in order to
advoide interuptions during the recording

* You can only record for 45 minutes. If you record over
the limit, the recording will stop and you will get a
notification telling you that the maximum file size has
been reached.



Start recording..

Diktaron

tart and stop
ecording

Start recording audio

B oS L Ta% N 1827

Lengde pa opptaket
00:00:04

Merknad (valgfritt):

Test

Lever opptaket

[ <

L

Slett

Bl /oS R8s

Diktafon

Levering pagar ...

Skjema: 125800

Opptaket er lagret
Opptaket lagres pa enheten dini 90
dager, i tilfelle du skulle ha behov for a
avbryte leveringen eller levere cpptaket
flere ganger.

T
Ul
/[\



Transcription: Log into Nettskjema on your
iphone

Create new form

My forms

My responses

Ovarview of your forms View your submissions

My forms (4) Shared with ma (&) Qld forms with persanal dats [3)
My forms
Title Status Submissions  Last submission Qwners
Test Doen 1] 27 Jen 20221312 1 Copy Dalela
I Closed 0 ; Cory | | Deleta
Undersakelsa Doen 1] 1 Copy Dalala



Transcription:
Log into Nettskjema on your iphone

sS Open for submissions? Last modified
i The form is open 10. October 2019 13:33
Change title = by Inger Johanna
Closs Flatland
View Form builder Settings Permissions Codebook Collect responses See results
See results
0

Delivered replies

Web report Submissions Publish answers
B Summary of responses Antall — Overview of the submissions B Choose the quesl

. . . L == . . ' N R
® Number and frequency distribution ., 3 60.0 % ® All submissions on ona page publish on a web:
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Diktafonapp test — Over X I + v

O @

& | https://nettskjema.uio.no/user/form/submission/list html?id=125890 W
Diktafonapp test Apent for svar? Sist endret
Skjemaet er apent 26. september 2019
Endre tittel :
Sten =
9 av Inger Johanne
Flatland
Vis Bygg skjema Innstillinger Rettigheter Kodebok Innhent svar Se resultater

< Se resultater

Leverte svar
Svar Vedlegg Levert Svartid

5403011 30. september 2019 12:01 Slett

Hent ut e-postadiser Slett alle svar

Play the audio file in Nettskjema. Please
do not download the file!!!

Se nylige endringer i Nettskjema (v709_0rc1)

Vilkér Kontaktinformasjon Ansvarlig for denne tjenesten
Personvern og vilkar for bruk Kontaktpunkter Nettskjema Webseksjonen — USIT
Nettskjema bruker informasjonskapsler

Tilgjengelighetserklaering

12.52
30.09.2019

=)



Transcribe the interview on your computer

Turn off the wireless internet Pull out the internet cable
connection

Disconnect

ada.hioa.no

@ Connected

eduroam
* Secured



How to save the transcribed interview?

* When collecting non-sensitive personal data: When collecting sensitive personal data:
Save the transcribed interviw Save the transcribed interviw

on OneDrive with the code confidential on an encrypted USB stick. For information about encryption

see: https://ansatt.oslomet.no/en/kryptering

w  Help 360° O Search

[ ]
2109 AaBbCeDe AaBbCeDe A

Iy . i . Protect

Or use the password function on the USB stick

il
Pl

TNormal | TNo Spac.. He

n|F Perscir
Putilic
Irrlewn
) Comlielenlig
Hichly Conliedential ¥
Show Bar

ET Track and Revoke
7

Help and Feedback




Delete the sound recording and anonymise
the interview

Submissions
Submission Attachment Delivered Answer time
RADUBTE 1. October 2079 10:31 Dealet
E409877 1. October 20719 10:31 Delet

(m)owoom

Anonymise the interview:

Personally identifiable information will be removed, re-written or
categorised




