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Enter a Survey

Click on Surveys/Outcome Measurement from the Miégmu. On the General Tab click Add
New Survey. Enter your Survey Name, Comment (optjpand any Instructions for Survey
Sheets (also optional).

3 Surveys / Qutcome Measurement

Find Survey Name: | IEeRIeE =

General Sampling Times Questions

Members Reports

Survey Name: ‘Report Cards

Comment: |

Target Number of people in survey 1

Actual Number of people in survey: 0 % of Survey capacity met- 0%

Instructions for Survey Sheets:

Click the Add Survey button below to add a new survey

Note: Comment, Target Number of people in survey and Instructions are all OPTIONAL fields

PLEASE NOTE! If you are part of a multi-unit organization that is NOT on a Terminal Server, your main office MUST enter the
survey names, times and questions, then send you a standards (Mts7Stds.mdb) file. All survey names, times and questions are
entered on these screens and stored in the standards file to allow for organization-wide surveys.

Add New Survey Delete Survey Rename Survey ‘ View/Enter Survey Data

Batch Suwvey Entry Close

Enter Sampling Times

Click the Sampling Times Tab, click Add Samplingng.

=3 Surveys / Outcome Measurement

3
Find Survey Name: [Report Cards [=]
General Sampling Times | Questions Members Reports
Survey Name: Report Cards
\ Date \ Time \ Comment
Record:

Click the Add Sampling Time button below to add a new Time for members to take the survey

Hote: Time and Comment are OPTIONAL fields:

PLEASE NOTE! If you are part of a multi-unit organization that is NOT on a Terminal Server, your main office MUST enter the

survey names, times and questions, then send you a standards (Mts7 Stds.mdb) file. All survey names, times and questions are
entered on these screens and stored in the standards file to allow for organization-wide surveys.

View/Enter Survey Data
s o |
Batch Survey Entry Close

Add Samﬁlmﬁ Time Delete Sampling Time
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Enter Sampling Times Cont'd

Enter the Date, Time (optional), and any Commepti¢oal).
Enter as many Sampling Times as you need by reywgtte steps.

. |
Add Sampling Time = . . .
The Sampling Times are the days and times that you want your members to answer your surveys
EXAMPLE: date of first grading period and last grading period if you are gathering school grades
The Date is required
The Time and Comment are optional
Date: | 06/05/2009 4| »
Time: 8:00 AM
Comment: [Fourth Quarter]
Add Cancel
| _|

NOTE: In the Sampling Times tab you can edit thie d@me, and comment directly in this
screen.
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Add Questions

Select the Questions tab and click Add Questiofe AAE NOTE! If you are part of a multi-unit
organization that is NOT on a Terminal Server, yoain office MUST enter the survey names,
times and questions, then send you a standard3 @tts.mdb) file. All survey names, times
and questions are entered on these screens aad stdhe standards file to allow for
organization-wide surveys.

Find the survey name. Fill in a question numbeti¢ol) Type a Question (this could be
anything). Fill in a header (this header is dispthin the data entry screen). Choose from the
allowed answers. Click Save this Question. Repegasgor each question needed for the survey.
Click on View Grade Scales to see the availablevans change the answers, change the weight
of the answers or create a new Grade Scale.
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Add/Edit Grade Scales

Grade Scales are the answers to the questions fButvey.
You can create as many Scales as you need.
Review each of the preset Scales in the Find Straje down list.
Change each Scale or Add New Scales to meet yaaisne

NOTE: If you change a grade scale, it is effectoreALL surveys that may already use this

Page

grade scale.
ORDER is the order in which the answers will bemad and printed.
VALUE is the answer that Members will choose.
VALUE FOR PRINTED SHEETS may be different than wizat want to view on the
screen. WEIGHT is a numeric value used for meaguaiswers and is used to determine
outcome from one survey to the next. Higher vahresusually associated with more
positive answers.
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Add Members to the Survey

Click Add Members button. You can add all Membara gpecific set of Members to the survey
by clicking on the Universal Selection Engine batemd choosing your criteria. You can also
add a random set of Members from all Members anftlee chosen criteria on the Universal

Selection Engine.

View all Members that have been added to the suduegtly in the Members tab. You can view
by unit. A 'Y’ in a Sampling Column below indicatdse Member answered at least 1 question
in that sample time. You can enter a comment s $hreen also. Click View/Enter Survey data

to enter survey answers one Member at a time.
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View/Enter Survey Data

Click the View/Enter Survey Data button on the MemsoTab. Verify that the correct survey
name, unit, and sampling time are selected atfh@f the screen. Select a Member and move
through Members by using the Choose a Member dwpdw the arrow keys next to the name.
Click on each Answer box to fill in the Survey gtiess here for each Member, and for each
Sampling Time.

Batch Survey Entry

Batch Survey Entry can make entering Survey anseasier by showing all Questions for all
Members assigned to the Survey on one sci@elect your survey name at the top of the survey
screen and Click the Batch Survey Entry buttone@efour sampling time from the dropdown

menu. Optionally show Unit or Membership # by tagbn the checkboxes. Click on any
question column to select an answer from the dreppdmenu. Remember: You can make the
column headings for Questions narrower by usinghestion Header field on the questions
screen.
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Print Survey Sheets

If you would like your Members to have a paper copthe Survey to fill out by hand, you may
use the Print Survey Sheets option. You may chtmopent sheets with Members' names pre-
printed, or you may choose to print blank survayi® After the sheet is filled out and
returned, you can use View/Enter Survey Data oclB&urvey Entry options to enter the data

back into the survey.
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Survey Reports
Survey Questions Score Summary — Single Samplingriie

Print a score summary for a single sampling tinenshg the Lowest, Highest, and Average
scores for each question in a survey.
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Survey Reports
Survey Questions Score Summary — Multiple Samplingimes

Print a score summary for multiple sampling timas 1o six) showing average scores for each
guestion in a survey.
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Survey Reports
Survey Analysis by Member / Question

Export a single sampling time to Excel and viewrelslember’s answers in a spreadsheet. View
by cosmetic values or by numeric values. Example®smetic values might be yes or no, A B
C, or agree/disagree. Numeric values are alwaysuheeric equivalent of the cosmetic.
Numeric equivalent to cosmetic values are estaddishhen creating grade scales, i.e. scores.

Cosmetic Values

Numeric Values
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Survey Reports
Survey Hardcopy/ 1 Member per Page

Print a hardcopy of a survey for up to six samptinges.
The report will print one Member per page.
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Survey Reports
Survey Hardcopy / 1 Question per Page

Print a survey hardcopy showing all your Memberisveers grouped by question, one line per
Member, one column per sampling time.
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Survey Reports
Question Analysis by Member/ 2 Sampling Times

Export to Excel showing each Member’s answersviar sampling times and a difference
between the two sampling time scores. This regaused to illustrate increase or decrease in
scores.
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Survey Reports
Members Who Have Not Answered Survey

Get a list of all Members who have been addeddsioreey but have not answered any questions.
You can run this report for all sampling times apecific sampling time.
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Survey Analysis
Single Sampling Time

Analyze survey answers by single sampling timasigltiple sampling times. This report shows
the average score, and the percentage equivalém best possible score.
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Survey Analysis Cont'd
Multiple Sampling Times

This report displays the average score, the peagergquivalent of the best possible score, the
difference between the two sampling times averageshe difference between the two different
sampling times percentage.

Page 17



Vision Computer Programming Services, Inc
888-425-6964 WWW.ViSioncps.com

Question Analysis

View a breakdown of survey answers for a singlemerg time showing a count of how many
Members selected each possible answer of a quesigm view a pie chart graph of this
breakdown.
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Survey Sampling Comparison

Compare the progress of your Members by compahe@nswers of two sampling times. Pick
as many questions, as many Members as you wowdditd see if they have improved or
declined. View by question or by Member.
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Survey Graphs

Make Graphs from your survey this new charting graphing section is completely
customizable.
Double click on the chart to enter into a configima mode. A configure chart toolbar will appetar a
the top of your screen. You can choose from a&waof options in the tool bar.
Chart Types
Area Charts
Bar Charts
Column Charts
Line Charts
Various 3-D Charts
You can double click on any piece of the chart/grapd change colors, sizes, fonts and whether
or not to show grids, labels, legends and mores mbiv section is only limited to your
imagination!
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Survey Multiple Sampling Analysis

This simple but flexible export tool allows for aar unlimited selection of sampling times,
survey questions, and Members. This utility dogspneview or print but instead exports to
excel for further analysis.

By Answer

By Numeric Weight
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