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ACCUTRACK FEEDBACK SURVEYS

When you click on Feedback Surveys from the System Administration scren, you will see the
following options:

* Create Feedback Survey: Allows you to create surveys to present to students for activities
and/or for tutor feedback collection.

e Custom Surveys: Allows you to create your own surveys using various form elements.

e Publish Custom Surveys: Used to determine when, where and to whom your custom surveys
will be presented.

e Custom Survey Reports: Allows you to view reports for the publications of your custom

surveys.

BVideo Learning Series: Collecting Student Feedback
https://www.youtube.com/watch?v=4P7qTMjri1lM

The following sections have more information on the above screens.

CREATE A TRADITIONAL FEEDBACK SURVEY

Purpose: To define the survey questions used in collecting feedback from students on services or
tutors.
Access: System Administration > Feedback Surveys > Create Feedback Survey

In this screen, you can decide which questions are displayed to Students, enter the questions asked
and define how they look on the screen. You can also define the scale of all the answers. In this
section, we will have an explanation of the elements of this screen.
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These Surveys can only go out to Students and use the same answer scale for all of the 10 possible
questions. Each Local Lab or Center cannot have a unique version of these surveys but can configure
when they go out and the frequency so they are usually reserved to collect general feedback.

These traditional feedback surveys come in 2 forms that can be displayed to students:

e Activity-based Survey
e Tutor-based Survey

You can choose to use both or only one of them but each have their own setup options.

Some Centers or Lab choose to create a general “Center Assessment” for the Activity-based Surveys
that provide feedback on how well the Center services are performing.

QUESTION PREVIEW

Question Preview

| | received prompt service | e ||

The “Question Preview” box shows how the selected question will appear in the survey. You can
change the different options and see how they affect the appearance of the question.
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QUESTION

||I received prompt senvice

F]uestion

The Question box allows you to edit the text of the selected question. The question is selected by
clicking on the question number in the Question Navigator.

STATUS BOX

Status
’V Show []Frame [ _|Answer required

The Status Box allows you to define the status of the selected question. There are three options
available:

e Show: Check this box if you want the question to be visible in the Feedback screen. If you do
not need this question, uncheck the Show box.

e Frame: Check this box if you want a frame or a border to appear around the question and the
answer box.

e Answer Required: Check this box if you want students to answer this question. When this box
is checked, AccuSQL/AccuTrack will not allow the student to proceed with the sign out until an
answer is selected from the drop-down box.

FONT BOX

Font
’7[|Gpaque [(]Bold []italic []Underine Size]11 |~

The font box allows you to define the appearance of the question:

Use the Question Preview box to see how the question will appear when you make changes in the
Font box.

If you want all questions in the Survey screen to have the same font and status as the current
question, click on “Apply to all” button.

QUESTION NAVIGATOR
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Question Navigator
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The Question Navigator box allows you to select the question you want to set up. The Survey screen
has the capacity to show up to 10 questions. These questions are arranged in a single column. To
select one of the questions, simply click on its position in the “Question Navigator” box. For example,
to select the first question in the first column, simply click on it.

Visible
[ ] MotVvisible
I Current Selection

The selected question will appear highlighted in a solid color.

Questions that are set as invisible will have a transparent block and will not appear to the Students:

I

Questions that are set as visible will have a gray block and will appear to the Students:

I

OTHER TEXT

This box allows you to change the instructions and open comments text. Here is how:

Other Text
| Header |

[ Instructions |

Guestions

Text box header

Text box
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Changing the Header

To change the header title of the Feedback screen, click the “Header” box and type in the new header
in the Page Header text area. Click “Save” to keep the changes.

Changing the Survey Instructions

To change the survey screen instructions, click the “Instructions” box and type in the new instructions
in the Instructions text area. Click “Save” to keep the changes.

Changing the Open Comments Text

You can change the text appearing above the open comments text box. Simply click “Text box header
and type in the new text in the Text Box Header text area. Click “Save” to keep the changes.

SCALE DEFINITION

Scale Definition
Stronaly Agree e
Agree
Meutral
Don't Agree
Strongly Disagree

A

Mot Applicable

Use the scale definition box to define the scale for the survey. Make sure to enter a weight for each
item. AccuSQL/AccuTrack will use the weight when calculating the average response score for the
guestion.

This scale definition will apply to all the questions so these traditional surveys only allow for the
same type of questions.

SURVEY TYPE SELECTION

® Activity Feedback Survey
O Tutor evaluation Survey

The Survey Type options group is located in the lower right portion of the screen. To define the
activity feedback questions, make sure that the “Activity Feedback Survey” option is selected. To
define the tutor ratings' questions, make sure that the “Tutor evaluation Survey” is checked. The
Feedback Survey Setup screen is really two setup screens in one. If you select the Activity Feedback
Survey radio button at the bottom left of the screen, then you are setting up the survey that can be
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presented to students when they have selected a particular activity when they sign in. If you select
the Tutor evaluation Survey radio button in the bottom left of the screen, then you are setting up the
survey that can be presented to students to evaluate the tutor they have selected when they sign-in.

DEFINING THE SURVEY SCALE

Scale Definition
Stronagly Agree s
Agree
Meutral
Don't Agree
Strongly Disagree

NotApplicable

Mot Applicable

To answer the survey, visitors will need to select one of the options in the drop-down menu.
AccuSQL/AccuTrack allows you to define these options. The options can be any appropriate scale such
as “Excellent, Good, Poor”, or “Strongly Agree, Agree, Neutral, Disagree, Strongly Disagree”. All
questions will have the same options, so you only need to enter the scale once.

In addition to entering the scale, you also need to define its weight. The weight is an integer number
from 0 to 99. AccuSQL/AccuTrack uses this weight when calculating the average response for each
question. For example, if your scale and weights are like this:

e Always: 5

e Most of the times: 4
e Sometimes: 3

e Occasionally: 2

¢ Never: 1

And 100 people answer this question as follows

» Always: 10 people selected this option

e Most of the times: 25 people selected this option
e Sometimes: 45 people selected this option

e QOccasionally: 15 people selected this option

e Never: 5 people selected this option

AccuSQL/AccuTrack will calculate the average response to this question like this: (10*5 + 25*4 + 45*3
+ 15*%2 + 5*1) /100 = 3.3 (Sometimes)

The answers you enter in the Scale Definition area are used by every survey question. When you
enter the questions for the survey, keep that in mind so the answers will make sense for every
question.

When entering non-answer options such as Not Applicable, N/A, and “Don’t Know”, use a weight of 0
and AccuSQL/AccuTrack will exclude this answer from the average calculation.
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Tutor Evaluation Survey

You can also use the Feedback Survey Setup screen to collect tutor ratings. The process is identical to
what we did above but instead of collecting feedback on activities we will be collecting feedback on
the tutors.

Entering the Tutor Survey Questions

To set up the Tutor Rating module, start by setting up the tutor rating survey. From the System
Administration screen click on Student Setup then click on Survey. You will an options group at the
bottom of the screen that allows you to select whether you are setting up a service rating survey or a
tutor rating survey. Click on the “Tutor evaluation Survey” option to set up the tutor rating survey.

@ Activity Feedback Survey
2 Tutor evaluation Survey

Enter the questions exactly as you did when setting up the Activity Feedback Survey.

[#, AccuSOL - Build 19.0.0 - a X

Feedback Survey Setup

Question Preview

| The tutor treated you with respect | X ||

~Question
|Thetut0rtreatedy0u with respect |

Status Font
[ Show [ Frame []Answer required [JOpaque MBold [ italic []Underline Size:

H Save Apply to all

Question Navigator Other Text

I Scale Definition

L2 ] Yes ~

L& ] R

Questions
L6 | .
I
Text box header

—— i B D
I ] visible O Activity Feedback Survey
[ ] notvisible ® Tutor evaluation Survey
I Current Selection

If you are not sure how to do this check the sections above for details.
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CUSTOM SURVEYS

Purpose: To define custom survey questions used in collecting feedback from students and or tutors

at sign in or sign out.
Access: From System Administration, click on Feedback Surveys > Custom Surveys.

The Survey Manager offers the following advantages over the other AccuSQL/AccuTrack feedback
module:

NouveswbhH

®

9.
10.

You can create unlimited numbers of surveys.

Each survey can have an unlimited number of questions.

You can present the survey to either students or tutors.

You can present the survey to a specific Local Lab.

You can present the survey to specific students or to a student group.

You can present the surveys in the Web Gateway plugin module.

Several question formats are supported (radio buttons, checkboxes, drop-down windows,
Listbox, and text entry).

Surveys appear in HTML format.

You can get powerful reports on published surveys, which include charts.

You can run a report that contrasts your survey responses with your student profile answers.

When you click the Custom Surveys screen, the first step is to click the Add button to add a new
survey to the system. After you click Add from the Custom Surveys screen, you will be presented with
the Survey Creator, where you can build the survey.
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i .Sur\.rey Creator

Survey Title |

Instructions

Question |
Answer Type
(® Radio buttons
(O Check box(es)

(O) Combo box
- Save Question
Questions Question Answer Type Edit-Delete O ListBox

() ListBox (MultiSelect)
(O Text

[ Answer required

Answer Answer scale weight (if any)
=

Save Answer

Answers
Answer Weight Edit-Delete

Preview Survey

Save Survey and Exit

Exit

In the Survey Creator screen start by typing in the survey'’s title and instructions for completing the
Survey.

Survey Title | Tutoring Center Satisfaction Survey

Instructions Please take a bit of time to fill out this survey 50 we can determine what we are doing right in the Tutoring
Center and what we may need to work on to improve in the future.

Next type in the first question and select the type of answer from the Answer Type menu on the right
(radio button checkboxes, etc.). Now click “Save Question” to add the question. If you want the
answer to be required (survey takers cannot close screen unless they answer the question), then click
the Answer required checkbox.
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Questions Question

Question | Has the Tutoring Center been effective in helping you this semester?

Answer Type

Edit-Delete

[Edit 1 Delete

~
Answer Type

(® Radio buttons
(O Check box(es)

v | (O Combo box
() ListBox Save Question

(D) ListBox (MultiSelect)
() Text

] Answer required

Next, you need to add the answers for the question you just added. Verify that the question is
highlighted, and type in an answer. You can optionally assign a numerical weight or a scale to this
answer. Next, click the “Save Answer” button. If there are multiple answers, add one then click Save
Answer for each answer until you have them all completed for the selected question. Note: If you are
creating a Text answer type, you do not need to add answers.

ANSWer | somewhat

Answers for [Has the Tutoring Center been effective in helping ..

Answer Weight Edit-Delete
Yes Edit Delete
Edit Delete

Answer scale weight (if any)
>

Save Answer
Preview Sunvey
Save Survey and Exit

Exit

You can now type in the next question, select its type, save it, and then enter its answers. Repeat this
until all the questions and answers are entered. At any time you can click Preview Survey to see what

the survey will look like:
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Tutoring Center Satisfaction Survey

Tutoring Center Satisfaction Survey

Please take a bit of time to fill out this survey so we can determine what we are doing right in the Tutoring Center and what we

may need to work on to improve in the future.

 Answer required
Has the Tutoring Center been effective in helping vou this semester?
O Yes
ONo
() Somewhat
What has helped vou the most in the Tutoring Center (click all that apply)
[1The Staff
[[] The Technology
[ The Self-Study Rooms
r Answer required
Would vou like to see more tutors available?

Yes, you need more tutors
Mo, there are enough

Did vou have to wait more than 20 minutes to get helped?

Yes
Mo

Would you like to see improvements in the following areas? (hold the Ctrl key to select multiple values)
(O Cleanliness

(O Noise Level

(O More Computers

-Is there anything else you would like to add?

| Submit Survey | Reset Answers |

To edit a question, click “Edit” in the question’s row in the Questions grid. To edit an answer, click
“Edit” in the answer’s row in the Answers grid. To save he survey, click “Save Survey and exit”

l Preview Survey ‘

I Save survey and Exit |

=

If you try to edit a survey that already has responders, AccuSQL/AccuTrack will prevent you from
doing so. Instead, you can click the Copy to New button to copy the existing survey then you can
edit the copy. Also, you can delete an existing survey, but if you do so, you will lose all information
about the survey responders.

Once you are happy with your survey, the next step is to publish it. If the students and/or tutors fill
out the survey via AccuSQL/AccuTrack, it will ook just like the preview. In Web Gateway, when the
student/tutor signs in, they will first see that a new survey is available:
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¢ B Q Search

=== == m m— E—

Your(}ojlege Home Appointments Seminars About Hello Dan Arlington Log off

Surveys

Please select and fill out the following survey(s):

Tutoring Center Satisfaction Survey Fill Out Survey

i B’a_gk-_

» H =

And when they click the survey they can fill it out online.
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192.168.1.100/WGM\VC/Survey,/Fi

YDLI['CO”egE Home Appointments Seminars About Hello Dan Arlington Log off

Tutoring Center Satisfaction Survey

Has the Tutoring Center been effective in helping you this semester?

O Yes
O No
O somewnhat

Answer Required

What has helped you the most in the Tutoring Center (click all that apply)

O The staff
[ The Technology
[1 The self-Study Rooms

Would you like to see mol available?

—Please select—
Yes, you need more tutors
No, there are enough

Answer Required

Did you have to wait more than 20 minutes to get helped?

—Please select— ~
Yes
No

Would you like to see improvements in the following areas? (hold the Ctrl key to select multiple values)

O cleanliness
O Noise Level

(O More Computers

Is there anything else you would like to add?

Submit Reset Answers
© Eng rica Inc

» > =
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Publish Custom Survey

The first time you launch this screen it will be empty. To publish a survey you created earlier, click on
“Add”. You will now be able to select the title of the survey using the “..."” button.

[#, AccuSOL - Build 18.0.11 - ad X

Publish Custom Surveys

Published Surveys
Validfrom  Valid to Students Tutors Lab

Valid from Thu, Jun 14, 2018 Presentto [l Students M Present at signin

Valid to iThu, Jun 14, 2018 ~ MW Tutors (1 - Default -

M Student groups

Cancel Preview Survey

In the Select survey screen, select the survey you want to publish, then press the Select and return
button.
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ﬂ_ AccubCL - Build 18.0.11 B O

Publish Custom Surveys

Select survey
ESu vey Title
_]|I'u1 ath Center Survey
|

Published Surveys

suvey Tite [

| Breview Survey ;geledandretum . LCancel

W Student groups

Cancel St Preview Survey

Back in the Publish Custom Survey screen enter the “Valid From” and “Valid To” dates to present the
survey. Also, select the Students and/or Tutors checkboxes if you want to present the survey to
students, tutors, or both students and tutors. If you prefer, you can click Set Filter and present only to
specific students or tutors (if you do not click Set Filter. All students and tutors will be selected by
default).

If you want to present the survey in a specific lab, select the lab from the Lab drop-down box. If you
want to present it to one or more student groups, click Student groups and then the Set Filter button
to select the group(s).

If you want to present the survey at sign-in (sign out is the default), click the Present at sign-in
checkbox. After you have entered the above, click Save to publish the survey and begin using it.
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Publish Custom Surveys

Published Surveys

Survey Title Walid from Valid to Students Tutors Lab
Math Center Survey .[JB.n'D‘l.:'QD‘lB .Dg."31.l'2018 .Yes .Na .TutorCenter

COLVa Nl Math Center Survey .

Presentto B4 Students M Present at signin
W Tutors [B=1.08 Tutor Center

W Student groups

While a survey is active, it will only be presented to the students and/or tutors once during the Valid
From and Valid to period. You can also publish the same survey for different from and to date ranges
and then compare them when you run the custom survey reports.

Custom Survey Reports

Once you have collected data via a Custom Survey that has been published you can view the report
via the Feedback Surveys > Custom Survey Reports screen. Start by selecting the survey you
want a report on, and then click the Show Report button.

If you click the Do Not Include Text-based replies and responders that added text answers will be
omitted from the report output. If you have the same report that has been published for more than
one from and to a date range (remember you can publish the same survey for multiple different from
and to non-overlapping date ranges), click either the Only this publication or All publications of this
(the selected) survey.
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B Accusql - Build 12011 _ & a

¥ cose Custom Surveys Reports

Published Surveys
‘alidfrom  Validto Students Tutors Lab ~
| Math Center Survey | 06/01/2018 | 08/31/2018 Yes Ma  Tutor Center

M Do NotIncludeText based replies
is publication Show Report Show Report with Profiles

of this survey

Here is a sample portion of a report:
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FEEn N e I e >|8sxtin 3 1 @ _] =] NPI400C4A (HP Color Laser v |
el
AccuSQL Report
é_ [ Survey Results ]
Enginezrica Survey: Tutoring Center Satisfaction Survey
Number of Responders: 6
Item: Has the Tutoring Center been effective in helping you this semester?
(6 out of 6 replied to this item [100.00%])

Answer Symbol Count Percentage Weight Weighted

Yes A001 4 66.66% 3 12

Mo AQ02 1

Somewhat A003 2 33.33% 2 4

Weighted Answer ‘es Weighted Average 3 [2.67]

W A0
[
Item: What has helped you the most in the Tutoring Center (click all that apply)
(6 out of 6 replied to this item [100.00%])
Answer Symbol Count _Percentage
The Staff AD01 4 66.66%
The Technology AdD2 3 50.00%
The Self-Study Rooms A003 2 33.33%
W

Here is the same report with profiles:
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& =9~ B Book2 - Microsoft Excel - m} ®
Home Insert Page Layout Formulas Data Review View Developer  Foxit Reader PDF a@e=F =
o2 Cut o | =L ([l "= B e Tem T ] T AutoSum - Ag 3
icﬂpy B Calibri Mo AN === @ S Wrap Text General - _E‘% 5 = j‘J:‘ b ﬂ_l 5 i %F \fr}
" Fromeroms| B L LB @A BE 2| R Mieocnco-) 8 - % o | WS Oomew T G| men v o | oy, R S0ER
Clipboard Font Alignment | Number Styles Cells | Editing
A1 - | v
A B C D E E G H L] K E M N o P E_
1 | Tutoring Center Satisfaction Survey I
2
3 |Counts ProfileQuestion|~|  ProfileAnswer| =
4 = Classification? = College |2 Credits = Ethnicity = Gender
5 Question ~ |Answer = Grad Student Junior Non-Degree Seeking Senior|CAS (blank)|100 60 (blank)|Caucasian Hispanic|Female Male Undiscloseq
6 _Did you have to wait more than 20 No il 2 1 1 3 el i 4 4 1 4
7 minutes to get helped? Yes ik 1 3 1 Z
8
9 | _Hasthe Tutoring Center been effective  [Somewhat 1 1 1 Il A 1 1 1 2
10 in helping you this semester? Yes 1 2 i 3 1 1 3 3 1 1 2
1
= What has helped you the most in the IheselfStidy L i o - z z
13 = N L The Staff 1. X 1 3 1 1 3 3 all 1 X
Tutoring Center (click all that apply)
14 The Technology 2 i 1 2 1 2 i 2 1l 2
15
16 _ Would you like to see improvements in  |More Computers 18 1 1 I A 1 2 2
17  the following areas? {hold the Ctrl key to |Noise Level 1 3 & 1 3 3 2 2 Z 2
18
13 _ Would you like to see more tutors No, there are i1 1 1] 2 b 2| 3 %
20 available? Yes, you need 3 2 1| il 2| 1 2| il 2
7
22 Grand Total 5 16 i 5 21 12| 5 6 22| 22 11 6 22 i
-
i SurveyWithProfile .~ ‘Sheet2 “sheet3 %2 [T« n . G|
Ready | B3 | IEEER e {J *)

The “with profiles” option will display the survey results in Excel with the Student Demographics
uploaded on each Student. These show the demographic distributions of those who have taken the
Custom Survey.

This is the only place to run Custom Survey Reports which are the only reports that are not
included in the Reports or Reports Center sections due to the complexity of allowing you to pull
one or multiple publications of the survey.

TRADITIONAL FEEDBACK SURVEYS vs. Custom Surveys

After you have created your traditional feedback survey using the Create Feedback Survey screen,
you will need to decide when and how often you will present those surveys. Custom Surveys do not
follow the rules in this setup options screen because of how they are published. Custom surveys allow
for multiple Q & A types but can only be shown once per publication so if you need a recurring survey
then you may want to use the traditional feedback survey. If you click Feedback Surveys module on
the left-side navigation menu from the System Administration screen, then select Setup (in the
lower-right), you will be presented with a Control Panel options view that shows your context-
specific options for your Traditional Feedback Surveys (more specifically, your Activity Feedback
Survey and your Tutor Evaluation Survey).

These Setup options only apply to Traditional Feedback Surveys! Custom Surveys are controlled
directly from the Feedback Surveys > Publish Custom Surveys screen options and hence have
no setup options in this section.

Previous - MEDIA CHECK-OUT OPTIONS | TOC | Next - FEEDBACK SURVEYS SETUP OPTIONS
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