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1 Working with Surveys

From time to time you may wish to survey students, alumni,
colleagues, or other stakeholders in your discipline on some
topic. Assessment Manager provides you with readymade tools
for doing this. Data collected in surveys can then be analyzed.

Reviewing Surveys in the TrueOutcomes Library

To view or edit an existing survey:

Click Libraries in the left navigation pane.

2 Click the Surveys link in the drop-down Libraries list. You see
a table of surveys.

3 Click Edit in the Action cell for the survey you want to work
with. You see the Survey Manager task screen open on the
Author tab.

Optionally review the Schedule and Scales for the survey.

5 Optionally edit label text in the Author, Schedule, or Scales
tabs (see Caution opposite).

6 When you have finished reviewing, click Return to
TrueOutcomes in the global navigation top bar. You are
returned to the Surveys Library.

Survey #of Qwrner Description Action...
() Questions
l Mew |
" )

Business News 2 MGMTPROFOT A semesterly survey of Management students on | Edit Respondents
Survey FADE how freguently and inwhat media they read, hear,
orwatch business news

Instructor 2 MEMTPROFO Student Evaluation of an Instructor Edit Respondenis
Evaluation

MBAMGMT 1-Year | 0 MGMTPROFO1 MBA Management Alum One-Year Survey Edit Respondenis

Part of a Surveys Library

CAUTION: With already completed surveys,
the Edit tools in Survey Manager should be
used sparingly. Changing the structure of the
survey or scales can cause errors. To avoid
errors, make only minor textual changes to the
survey and scales.

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Reviewing Surveys in the Survey Manager

To view surveys and perform additional survey functions:

1
2

Click Libraries in the left navigation pane.

Click the Surveys link in the drop-down Libraries list. You see
a table of surveys.

Click the New button in the Survey column header of the
table. You see the Create Survey page in Survey Manager
open on the Author tab.

In the Surveys drop-down menu at the top of the page,
select Manage Surveys.

Optionally, on this page you can:

o Edit the survey

e Edit survey data

e Preview the survey

e View the survey data report; or

e Delete the survey.

When you have finished with this page, click Return to

TrueOutcomes in the global navigation top bar. You are
returned to the Surveys Library.

Survey Manager

Grane Sureay

Shodd Ttk Fevision et Diacipline  Peaponscs Action
MEMTPRORN vy A D e, kit Crwral Bducalin () bt Eci Dada Prov
MOMIFRORD Sy B 0 CapaTe, General Eaucaton 6% ERDas Privs

Faculty Sarvwy 1or Fal 1] TnamCutiomes Siafiee | Oereral Bcetin 5 b8 EmDas Proes

Facily Turaey ioe Spaing 0 Thsubeames Siatiee Cenersl BEducabion

The Survey Manager table

NOTE: Assessment Coordinators and System
Administrators can view all surveys in their
institution in the TrueOutcomes Library and in the
Survey Manager. Program Coordinators, Course
Coordinators, and Instructors will only see
surveys they themselves have created when they
log in and view these lists.

CAUTION: Edit Data in Survey Manager allows
you to alter any data in survey reports, but it is
an advanced function and can cause problems if
used incorrectly. Please contact TrueOutcomes
staff if you want to use it.

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Creating a New Survey

To define a new survey:

1
2

Click Libraries in the left navigation pane.

Click the Surveys link in the drop-down Libraries list. You see
the table of surveys.

In the label bar in the Surveys title column, click the New
button. You are taken to Survey Manager open on the
Author tab.

Enter a Short Title for your survey (for example, “Business
News FA08’) in the text box.

Use the drop-down Discipline tree to select the discipline to
designate the respondents of your survey.

Use the editing task pane to enter and format a Title (more
of a descriptive phrase) for your survey.

To create sections for your survey:

1

Click the Add Section button to begin defining a question for
your survey. You see the Section task panes.

Enter a Title for the section in the text box.

Optionally enter Directions for that section in the editing
task pane.

Optionally click the Save Section button to add the section
to your survey if you don’t want to start adding questions at
that moment.

Create Survey: New Survey

Author Schedule Scales Preview

Short Title MNew Survey

Owner |zaguirre, 1ziah

Discipline General Education -

Title ' = = (| 0= = A | @ =
B I U|E=E=|EE [ 4% | @ v | B &
Mewly crested survey
Path: p v

There are po sections In this suney.

Add Section

The New Survey Author tab showing default text

Section Title Business Mews Frequency

Directions 0= [

B 7 U | E == |z iz

|05 | @ < | 2

Please give the best rough estimate you can,

Fath: y

Delete Section

The Section Definition task area

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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To create questions within a section of your survey:

1

Click the Insert Question link. You see the Question
Definition task area open below the Section Definition area.

Enter a Label for your question (for example, “Frequency” or
Approval) in the text box.

Optionally check or uncheck the Privacy Sensitive and
Always Show Scale Labels boxes.

Enter your Question in the editing task pane, or:

Optionally paste your question from another file. You invoke
the Paste as Plain Text popup window, where you can paste
your question text and click Insert to have it appear in the
editing task pane for further editing and formatting.

Select a Scale from the drop-down menu. (NOTE: Until you
have created your own new local scales for your survey, the
only scales available to you from the menu are Generic
Scales. See Creating a Scale from Scratch, p. 7)

Click the Save Question button to add your question to the
section.

Repeat steps 1-8 until your section is completed.

Click the Save Section button to add your section to the
survey.

Fath p Paste as Plain Text

[7] Keep linebreaks
Use CTRL+Y on your keyboard to paste the text into the window.

m Delete Section How well prepared was the instructor owerall?
1. Inzert Question
Question Label" Ovwerall Preparation
Privacy Sensitive
Always Show Scale D
Labels
Question*
B I U|S
Path: p

Learning Outcomes

The Question Definition task area, showing the
Paste as Plain Text popup window

1. Iozert Guestion
Orverall Preparation

The instructor was well prepared overall.

Scale: Likert 5-Lewel

Edit Cwestion | Delete Guestion

2. Inzert Guestion
Time hManagement

The instructor managed class time well.

Scale: Likert 5-Lewel

Edit Cuestion | Delete Question

Questions saved in a Section using a Generic Scale

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Creating a Survey Scale

To begin creating or adapting a new scale:
1 Click Libraries in the left navigation pane.

2 Click the Surveys link in the drop-down Libraries list. You
see the table of surveys.

3 In the label bar in the Surveys title column, click the New
button. You are taken to Survey Manager open on the
Author tab.

4 Click the Scales tab. You see the Scales task screen with a
table of any already developed local scales for this survey
and a Create Scale pane.

Adapting Generic Scales

To create a new scale from a generic scale:

1 Select a Generic Scale from the drop-down menu in the
Create Scale pane.

Click the Create New Scale button.

Follow the steps for your selected Scale Type in Creating a
New Scale from Scratch, below.

4 Click the Save Scale button to add your adapted scale to the
Local Scales for your survey.

Edit Survey: MBA MGMT 1-Year

Authar Schedule Scales Prewview

Create Scale

Create From Generic Tap
Scale: : =

Cancel Save Survey

The Create Scale Task Pane

Edit Survey: Business News Survey FA08

Author | Schedule  Scales | Freview

Seale Type Ordinal Discrete [

Label * Importance 4evel

BIU|E==|iE= |85 |G |29

Allew Nat pplicatls [

Label for Hat Applicatle

Choices:

Move Lael Description walue

Edit | Insed Row

Very Imporant 2 | Delete

Edit | Insert Row

Somewhat Important z | Delate

Adapting a Generic Scale (Likert 4-level)

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Creating a New Scale from Scratch

Designing an Ordinal Discrete Scale

An Ordinal Discrete Scale has a fixed number of responses
(levels). Each level has a relative value so that there is an order

from “best” to “worst” response. The Likert (“Strongly Agree”—

“Strongly Disagree™) scale is an Ordinal Discrete scale. So is a
scale of numeric ranges such as “$2000-4,000”"—*“$1,000-5,000.”

To create an Ordinal Discrete scale:

1

Click the Create New Scale button. You see the New Scale
task pane open with Ordinal Discrete selected in the Scale
Type drop-down menu.

Enter a Label (short title) for your scale in the text box.
Optionally enter a Description in the text editing task pane.
Optionally:

e Check the box to Allow Not Applicable

e Enter a new Label for Not Applicable

Click the Create First Choice button to begin setting scale
responses. You see the Choice Definition task area.

Enter a Label (choice name) in the text box.

Optionally enter a Description in the task pane.

Optionally enter a numeric Value in the text box if you are
creating a “bin” or “range” choice.

Click the Save + New link in the rightmost column to save
your choice and begin creating the next one.

10 Follow steps 2-8 for the remaining choices in your scale.

11 Click the Save Scale button when you are done.

Edit Survey: Business News Survey FAQ8
Author Schedule Scales Preview

Scale Type Ordinal Dizcrete | |
Label *

Description

B I U |[EEE|Z = |'?..:T|~_:|E'|“'"“-J|Jl'l

Fath: p Y.
Alloves Mot Applicable D

Label far Not Applicable

Choices:

Create First Choice

Delete Scale

The New Scale tab for Ordinal Discrete Scale

Choices:

Move Label Description Value
BIU|ESES|EE|9 0% amy @R
$20,000-40,000 or more

Save | Save+

Top Salay F. 2000
op Salary Fange q Mew | Delete

Path: p Y

Edit | lnsert Row

T | High Salary Range | Delete

$10,000-19,399 10000

Edit | Insert Row

|| Mid Salary Range $5,000-8,999 5000 Dkt

A partly completed numeric Ordinal Discrete Scale

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Designing an Ordinal Continuous Scale

An Ordinal Continuous Scale is always numeric and has as many
possible responses as the range parameters will allow (for
example, top figure 100,000, maximum two decimal points).
Annual salary is an example of a continuous scale. The scale has
an inherent order from lesser to greater or vice versa. NOTE: It
is often desirable to convert a continuous scale to a discrete
scale by creating “bins” or “ranges” (see above regarding
numeric ordinal discrete scales).

To create an Ordinal Continuous scale: FYPTNES [EEST v [ErS——
1 Select Ordinal Continuous in the Scale Type drop-down Scale Type Ordinal Comtinuous |«
menu. Label* Income
Enter a Label (short title) for your scale in the text box. Deseription BIU|S== (S0 c |t @y D8
Optionally enter a Description in the text editing task pane. Gureant Manthly Income
Optionally:
e Check the box to Allow Not Applicable
Fath: p Y
e Enter a new Label for Not Applicable Allow ot Applicable
Label for Hot Applicable Mot Currently Employed
5 Optionally enter a Unit Prefix (such as “$)and/or a Unit Unit Prefix s
Suffix (such as “US™)in the respective text boxes. Unit Suffix s
6 Enter a Lower Bound and an Upper Bound for your range in Lower Bound $1.000
the respective text boxes. Upper Bound $50,000
w Delete Scale

7 Optionally enter a numeric Value in the text box if you are
creating a “bin” or “range” choice.

A completed Ordinal Continuous Scale
8 Click the Save Scale button when you are done.

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Designing a Nominal Discrete Scale

A Nominal Scale is always discrete; the choices in the scale do
not carry value relative to each other. For example, a scale

asking about a person’s gender (Male, Female, Other) is nominal.

Zip code is an example of a numerical nominal scale. We do not
compute statistics (mean, standard deviation, etc.) on data tied
to a nominal scale.

To create a Nominal Discrete scale:

A WON

Select Nominal Discrete in the Scale Type drop-down menu.

Enter a Label (short title) for your scale in the text box.
Optionally enter a Description in the text editing task pane.
Optionally:

e Check the box to Allow Not Applicable

e Enter a new Label for Not Applicable

Optionally:

e Check the box to Allow Text Response

o Enter a new Label for Text Response

Click the First Choice button to begin setting scale
responses. You see the Choice Definition task area.
Enter a Label for your choice in the text box.

Optionally enter a Description in the text editing task pane.

Click the Save + New link in the rightmost column to save
your choice and begin creating the next one.

10 Follow steps 2-8 for the remaining choices.

11 Click the Save Scale button when you are done.

Choices:

Move Label Description

Manutacturing Edit | Insert Row | Delete

Communications Edit | Insert Fow | Delete

Transpartation Edit | Insert Fow | Celete

Extractive Industry Esit | Insert Rowv | Delete

Banking and Finance Eciit | Insert Rowv | Delete:

Real Estate Ecit | Insert Rowv | Delete

Ingurance Eciit | Insert fow | Delete

Marketing Save |Save + Mew | Delete

Path: p 4

A nearly completed Nominal Scale

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Designing a Free Text (Constructed Response) Scale

A Constructed Response Scale is just a text box in which a
responder can enter a response to an open-ended question. The
Survey Manager includes them as a type of scale because they
collect the response to a question.

To create a Free Text (Constructed Response) scale:

Edit Survey: MBA MGMT 1-Year

Author Schedule Scales

Scale Type

Label*

Description

Previes

Free Text 4

o3tV aluable Experience

B7IU|ESE|izE|9 ¢t @my @G
1 SeIeCt Free TeXt in the Scale Type drOp-dOWﬂ menu. Ehri&:f descriptionfm; adstudent or alum's most valuable experience in
eir prograr of study
2 Enter a Label (short title) for your scale in the text box.
3 Optionally enter a Description (the subject matter you want
respondents to write about) in the text editing task pane. Path y
4 Optional Iy Allow Hot Applicable |
e Check the box to Allow Not Applicable Labelfor llot Applicable
Single Line Input |:|

e Enter a new Label for Not Applicable

Delete Scale

5 Optionally check the box for Single Line Input. This is used

y X A completed Free Text (Constructed Response) Scale
when soliciting shorter responses.

6 Click the Save Scale button when you are done.

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Scheduling A Survey

Surveys, in this version of TrueOutcomes, are distributed in
somewhat different ways according to responder type. However,
all of them require an Open Date (when they become available
to respondents) and a Close Date (when they cease to be
available). Also, you can send your respondents Reminder emails
containing a link to the survey and also send Status Reports on
the survey to an interested party or parties such as members of a
faculty committee or an administrator.

To schedule your survey and any reminders or status reports:

1 Click the Schedule tab in the New Survey task screen.

2 Use the drop-down calendars to select an Open Date and a
Close Date for your survey:

e Use the < > controls to move back or forward by month
and the << >> controls to go back or forward by year

e Optionally click Today to make it the Open or Close date

e Optionally click Clean to delete your settings in the open
calendar and start over

e Click X to collapse the calendar and save your settings.

3 Optionally select Reminder or Status Update in the drop-
down Event menu.

4 Click Add New Event. You see the New Event task area open
below the Dates area.

5 Use the drop-down Event Time calendar to set a date and
time for your Reminder or Update to be sent.

Edit Survey: Instructor Evaluation

Authar Schedule Scales Presviess
Open Date Dec 12, 2008 [
Close Date == < December, 2008 = >>: X

Sun Mon Tue Wed Thu Fri Sat
Mo evernts 49 1 2 3 4 G

g 8 10 11 12

=1 15 |16 (17 18 18
2223 24 25 26
Cancel Save Survey 28 30 3
1
Dec 12, 2005 | Clean | Today -,

The Survey Scheduling tab, showing the drop-
down Open Date calendar

Type Event Time Action

Ewvent Time 9/12/08 04:00 PH =
Sep 12, 2008 m o
4:00:00 PM e Email Subject*

include Responderts 7]
th Completed
Survers

£5

Includs Surwey Link

Link Automatically Logs
User In &

Message®

11

The New Event (Reminder or Status Message) task area,

showing edited message

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.

Release 2.0



TrueOutcomes Assessment Manager User Guide: Assessment and Program Coordinators 12

6 For a Reminder, enter a subject line, the “From” email
address, and the addresses of the reminder recipients. Also
check or uncheck boxes to Include Respondents With
Completed Surveys and Include Survey Link, and check or
uncheck Link Automatically Logs User In.

7 For a Status Update, check or uncheck the box to insert a
Link to Survey Results in your message.

8 Optionally edit the generic Message alert that appears in the
editing task pane: either "This is your 1st status message for
the survey titled ‘[Your Survey]’™ or "This is your 1st reminder
message to answer the survey titled ‘[Your Survey]’."

9 Click the Save button to add the message event to your
survey.

Previewing a Survey

To preview your new or edited survey:

1 Click the Preview tab in the New Survey task screen. You
see your Title, Description, and Questions.

2 Pull down the menu for any Question to review the Scale as
respondents will see it, or:

3 Click the Key button for any question to view the Generic
Scale you used, with Descriptions (if any) of each value in
the scale.

4 Click the Save Survey button if you have made changes,
otherwise click the Cancel button. You are returned to the
Surveys Library.

Awthor Schedule Zcales Presiew

Instructor Evaluation
Student Evalustion of an Instructar

Freparation

1. The instructor was well prepared overall.

iw
Strongly Agree
T Agree
MNeither Agree nor Disagree Key
Disagree

Strongly Disagres

The Survey Preview tab, showing Question Scale
drop-down (Generic Scale)

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Distributing Surveys

To distribute any survey:

1
2

Click Libraries in the left navigation pane.

Click the Surveys link in the drop-down Libraries list. You see
the table of surveys.

Click the Respondents link in the Action cell for the survey
you want to distribute. You see the Distribution task screen
for your survey.

Follow the steps for the Responder Type you select (see
below).

Setting Survey Responder Groups

Setting Up a Student Responder Group

The default setting for student responder groups is all students
in the discipline. However, you can narrow the group to a
program within your discipline or to individual courses or groups
of courses. Within discipline or program, you can also select
students by level (Freshman, Sophomore, etc.)

To begin setting up a student group:

1

Click the New button in the Type of Responder bar. You see
the Responder Type selection pane.

Click the Students radio button in the Responder Type pane.

Select a term in the Owner (Term) drop-down menu (the
default is the current term).

nistribmiun I

Distribution groups for Mgmt Fac TOAM Survey
Type of Respondar [ Hew ‘ Targeting Action
Faculty Survey GENED~MGMT~ Delete roster
Done |

The Survey Distribution Task Screen

Distrihl.ltinrl

Creating survey distribution group for Business News Survey FAOS

® students

O Alurmni

O tacultyistaft
O stakeholders
O Individuals [?

Type of Responder

owner {Term) 2008-09: FALL ]
Scope OCDurse@F‘rogram
Degree Program [Change Program]

Student Level Ay Lewel v

The Responder Type Definition screen showing the
default (Students by Program)

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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To set up a Program student group within your discipline:

1
2

Click the radio button for Program.

Click the Change Program link to set a program. You see the
Program drop-down tree for your discipline.

Select the program whose students you want to survey and
click Done to collapse the tree.

Optionally select the Student Level you want to survey in
the drop-down menu (the default is Any Level).

Click the Submit button to distribute the survey to the
group. You are returned to the Surveys library.

Optionally click the New Distribution link in the Distribution
task pane to set a new responder group.

To set up a Course student group within your discipline:

Click the radio button for Course.

Click the Change Discipline link to set a discipline or
subdiscipline. You see the Discipline List drop-down tree for
your institution.

Select the discipline for the courses whose students you want
to survey and click Done to collapse the tree. You see a
Course and Section List for the discipline you have selected.

Optionally click another Course Number link at the bottom
to view the next page of the Course and Section List.

Select the Master Course or Section whose students you
want to survey by clicking its radio button. (If you select a
Master Course, the survey is distributed to all its sections.)

Click the Submit button. You are returned to the Surveys
library.

Optionally click the New Distribution link in the Distribution
task pane to set a new responder group.

Di:trihution
Creating survey distribution group for Instructor Evaluation

® students

O aurnni

O facultyistaf
O Stakeholders
O individuals (2

Type of Responder

Owner (Term) 200805 FALL ~
Scope @CourseOngram

Discipline Management [Change Discipline]

Course CaEE

MGMT200 - Financial Accounting (Al Sections)

MGMT200.01

MGMT200.02

0|0|0| 0

MGMT305 - Business Statistics (All Sections)

The Responder Type Definition screen for Students by
Course, showing part of the drop-down Course list

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Setting Up an Alumni Responder Group

To begin setting up an alumni group:

1

Click the New button in the Type of Responder bar. You see
the Responder Type selection pane.

Click the Alumni radio button in the Responder Type pane.

Optionally click the Change Program link. You see the
Program List drop-down tree for your discipline.

Select the program whose alumni you want to survey and
click Done to collapse the tree.

Select the Graduating Class you want to survey in the drop-
down menu. (The default is the current Freshman class.)

Select a term in the Owner (Term) drop-down menu (the
default is the current term).

Click the Submit button. You are returned to the Surveys
library.

Optionally click the New Distribution link in the Distribution
task pane to set a new responder group.

—_—
nislribuiiun I

Creating survey distribution group for Instructor Evaluation

O students

@ ajurnni

O facultystaf
O Stakeholders
O Individuals [

Type of Responder

Degree Program [Change Program]

Graduating Class { Class of 2007 i)
Class of 2012
Clazs of 2011
Clasz of 2010
Class of 2009
Clazs of 2008

Clazs of 2006
Clazs of 2005
Clazs of 2004

The Responder Type Definition screen for Alumni,
showing the drop-down Graduating Class menu

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Setting Up a Faculty-Staff Responder Group

NOTE: Survey Manager does not allow you to separate Faculty
from Staff. If non-instructor staff members are in the Faculty-
Staff user database in Assessment Manager, they will be included
in your survey distribution group. (TrueOutcomes assumes that
persons listed as “Staff” in the user database are academic
administrators who are concerned in some way with assessment.)

To set up a Faculty-Staff group:

1

Click the New button in the Type of Responder bar. You see
the Responder Type selection pane.

Click the faculty/staff radio button in the Responder Type
pane.

Click the Change Discipline link to set a discipline or
subdiscipline. You see the Discipline List drop-down tree for
your institution.

Select the discipline for the courses whose faculty and staff
you want to survey and click Done to collapse the tree.

Click the Submit. You are returned to the Surveys library.

Optionally click the New Distribution link in the Distribution
task pane to set a new responder group.

nistrihutiun I

Creating survey distribution group for Mgmt Fac TOAM Survey

O students

O lumni

® facultystat
O stakeholders
O Individuals (2

Type of Responder

Tree Discipline List GEMED MGMT [Change Discipling]

Done

Iél--Schoc-I of Buziness Administration

é----Accounting

-~Economics

i-Finance

i Management

The Responder Type Definition screen for Faculty
and Staff, showing the drop-down Discipline tree

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Setting Up a Stakeholder Responder Group

To be included in surveys, stakeholders must first be entered by
the Assessment Coordinator in the Assessment Manager user
database. These entries include the same information fields as
any other user, and Assessment Manager assigns them a pseudo-
college ID and login credentials. Stakeholder groups
(“Organizations™) are defined in advance in the user database.
You may only select from these predefined groups. If you need a
new stakeholder group defined, contact the Assessment
Coordinator.

To set up a Stakeholder group:

1 Click the New button in the Type of Responder bar. You see
the Responder Type selection pane.

2 Click the Stakeholders radio button in the Responder Type
pane. You see a list of Organizations. (NOTE: This version of
Survey Manager does not support any other Stakeholder
scopes.)

3 Select an Organization by clicking its radio button.
Click the Submit. You are returned to the Surveys library.

5 Optionally click the New Distribution link in the Distribution
task pane to set a new responder group.

—_—
I.‘.Iiltlihulinn I

Creating survey distribution group for BusAd Board Bldg Design

Type of Responder O students
O arani
O tacuttylstart
® Stakeholders
O Individuals 2

Scope ® Organization

Organization O Business Administration Advisory Board (6 stakeholders)

O Business Administration Building Design Meghborhood Review Team (4 stakeholders)

The Responder Type Definition screen for
Stakeholders

Copyright © 2008 TrueOutcomes, a Cengage Learning Company. All rights reserved.
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Surveying Responders as Individuals

You may select any individual Assessment Manager users to
survey. (NOTE: You cannot define a custom respondent group of
uncategorized individual users in Survey Manager. Each
individual must be sent the survey separately.)

To survey Individual Responders: - I

1 Click the New button in the Type of Responder bar. You see Creating survey distribution group for BusAd Board Bldg Design
the Responder Type selection pane. Tvpe of Responder 8smuems
Alurnni
2 Click the Individuals radio button in the Responder Type gfacu“‘ffstaff
Stakeholders
pane. ® Individuals (2

3 Click Select Users. You see the Select User text box and
drop-down Search String menu.

Select Users )

Click Searchto get Users
H H H . @Let‘ters(La st Marme)
4 Optionally enter in a search string for: Ot eet e

OIp(substrin
e Letters(Last Name) IDiubsting)

e Sound(Last Name) or
The Responder Type Definition screen for Individuals,
e ID(Substring) showing the drop-down Search String menu

You see a drop-down list of Users matching that search string.

5 Select a user from the list by clicking on the user’s name in
the User List.

6 Click the Submit button. You are returned to the Surveys
library.

7 Optionally repeat steps 1-7 to send to other individual users.
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Viewing Distribution Rosters

To view the roster (list) of respondents for any survey you have
created:

1 Click Libraries in the left navigation pane.

2 Click the Surveys link in the drop-down Libraries list. You see
the table of surveys.

3 Click the Respondents link in the Action cell for the survey
you want to distribute. You see the Distribution task screen
for your survey.

4 In the Distribution task screen, click the Roster link in the
Action cell. You see the Roster pop-up window with a roster
of your distribution group.

5 Close the popup window when you’re done to return to the
Distribution task screen.

Survey Roster for BusAd Board Priorities

Respondent

Respondent

Borkhuis, Charles E

Cheng, Shuofa Bill

Florilla, Carla 5

Goldberg, Arthur

Rodden, Anita J

White, James M

A Survey Distribution Roster from the pop-up screen
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Viewing Survey Reports

This feature allows you to view responses to your survey at any
time after has been distributed. You can check response rates as
well as percentages and raw numbers for each section and
guestion. (In the same table, you can also review or delete
surveys that have not yet been distributed.)

To view reports on a completed survey you have distributed:

1
2

Click Libraries in the left navigation pane.

Click the Surveys link in the drop-down Libraries list. You see
the table of surveys.

Click Edit in the Action cell for the survey you want to view.
You are taken to Survey Creator.

You see the Edit Survey task screen for your survey with a
Warning in red advising caution in editing the survey.

In the top menu bar, click Surveys and select Manage
Surveys in the drop-down menu. You see the Survey
Manager table showing all your surveys.

In the Action cell for your survey, click View Report. You see
the Survey Report screen for the survey you want to review,
in the default view (horizontal bar graphs) for your response
data.

Optionally check the Show Numeric Data box in the Report
Overview pane to view response data as raw numbers and
percentages.

Click the Return to Survey List button at lower left to return
to the Survey Manager table.

Optionally review another survey or click Return to
TrueOutcomes at upper right to be returned to your Surveys
library.

Report Overview

Show Humeric Data |:|

Responses

Average Completion

The Survey Report Overview (bar graph view)

1. Communication
How cio wou most often communicate with your instructor?

Communication

z
£
g
®

m o o =

Hot Applicable: | 0 of 3 (0%)

Responses: | 3 of 3 (100%)

A Survey Section Report (numeric view)
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