Viewing Survey Results
(Setup and use instructions on following page)

1. Login to LimeSurvey at https://survey.westmont.edu/admin/admin.php# .

2. Select the survey you want to review.

3. Click @ then 6

Administration -- Logged in as: rosentr

% @ Surveys:

[Survey Adjunct Survey Template (1D:56758)

- @ 8% DEQR®BS

Title: Adjunct Survey Template (ID 56798)
Survey URL (English): https://survey.westmont.edu/index.php =en
Description: This survey is intended to provide a means of obtaining basic, confidential feedback on the performance of adjunct instructor XXXXXXX.

Survey =

Welcome:
inistrator: Ray Rosentrater (rosentr@westmont.edu)
Fax To:

Expiry Date: -

Tamnlata- dafailr

Survey

2 QNGO pea @ad

4 responses for this survey (4 iMyresponses responses not completely filled out)

4. For the first look at the data, check the boxes for which you want to see results or
click the “all available fields” button and then click V=St |

Survey

Quick Statistics

B 0O @ &3

Filter Settings BE

Humbar graater than:

Humber Less Than:

Respondent Information (Group 21)

Course status [~ @) Class [7 @) sex [ @)
; Female
Mal
to fulfill
to fulfill
Class and Office Hours (Group 22)
Class 7 O office hours [ @) comments ™ O
Responses Containing:

Instruction (Group 23)
Instruction [ @) comments ™ O
3

Responses Containing:

f track.
£ View summary of all available fields
Filter incomplete answers:|Enable ¥

I™ Don't consider NON completed responses (only works when Filter incomplete answers is Disable)

SeLike It7 Donate to

(JLimeSurve

If desired, you can concentrate on certain questions or view the results for subpopulations
(e.g. females, taking the class for GE credit, etc.) by clicking on the responses you want
to include. Use shift-click to select multiple responses to a question. (As always, check
the boxes for responses for which you want summary data.)



Instructions for Setting Up an Adjunct Survey

1. Get your department’s lime survey account information from John Rodkey
(Rodkey@westmont.edu).

2. Go to https://survey.westmont.edu/admin/admin.php# and login using the account
information supplied by John Rodkey.

3. Prepare to start a new survey.

a. Select the template (or a survey you have previously constructed) from the
list of surveys.

b. Click OHEP then __Export To File |

Survey
Administratio tr
B QR0 -
[survdpetault Administration Page
TR Rend Dn @@(ﬁ QB Reowr=
EXPOrt tructure

@ LimeSurvey Survey File (*.csv)
€ queXML Survey XML Format (*.xml)

"= Like 1t Donate to
LimeSurve

c. Save the file in a location you will remember. There is no need to open the
file or folder. (Some setups may place the file in a default location
without asking.)

4. Import a new survey.

a. Click on the topﬂ icon.

Administration -- Logged in as: rosentr

E :EK @ Surveys: [Adjunct

Survey Templats % @ Ol
[Survey Adjunct Survey Template (ID:45814)
'D @ﬁ @ﬁ @%@ @@ %Gruupsz Pleas

Export Survey Structure

Survey

@ LimeSurvey Survey File (*.csv)
© queXML Survey XML Format (*.xml)

Export To File

"5 Like It7 Donate to
LimeSurve




b. Click on Import Survey

survey

Administration -- Logged in as: rosentr

QRO e =N & O

Create or Import Survey

General | py & i ication & Access control | Notification & Data Management {Import Survey )
A —— J——

Base Language: [english - english = This setting cannot be changed later!

Title: |

(This field is mandatory.)

Description: [

c. Click _Browse..._| and navigate to the place where you saved the template.
(Some setups take you to the default location without asking.)

d. Click Import Survey I

Survey

Administration -- Logged in as: rosentr

Q@ Surveys: [Flasss Chosose... - % & O

Create or Import Survey

General | Presentation & Navigation Publication & Access control ification & Data 1t| Import Survey

Select CSV/SQL File: [C:\Documents and Settings\resentr\My Dacu Browse.

Convert Resources links and INSERTANS r
fields ?

near the bottom of the screen.

e. Clickon ©© fo sur

Survey

Administration -- Logged in as: rosentr

Import Survey
Success!
File upload succeeded.

Reading file.
Success
Survey Import Summary

Surveys: 1
Languages: 1

Groups: 3

Questions: @
Answers: 24
Conditions: 0

Label Sets: 0
Question Attributes: 0
Assessments: 0
Quotas: 0

Import of Suiii i ii mi leted.




5. Modify the survey for current use.

a. Click on [%

Administration - Logged in as: rosentr

E ."- @ Surveys: [Adiunct Survey Template ~ % @ O
S\

Survey Adjunct Survey Template (ID:11494)

e [« ¥R T QB Fewrmr SEER

Title: vaey Template (ID 11494)
Survey URL (English): https://survey.westmont.edu/index.php?sid=11494; =en

Survey -

Description: This survey is intended to provide a means of obtaining basic, confidential feedback on the performance of adjunct
instructor XXXXXXX.
Welcome:

ator: Ray Rosentrater (rosentr@westmont.edu)
Fax To:
Expiry Date: -
Template: default
Base Language: English - English
Additional Languages:
Exit Link:

b. Ifneeded, edit the administrator and email information.

c. Click on Save and Continue == |

Survey

Administration -- Logged in as: resentr

E % @ Surveys: [Agunct Surey Tempiats % @ O‘

Survey Adjunct Survey Template (1D:11494) ‘

| Qs RHERED T Q8B Aewr—— ETEN

Edit Survey - Step 1 of 2

I

General | py &

g ication & Access control | Notification & Data ent | U Resources Management

Base Language: English - English

Additional Languages:
<< Add
Remove >

Albanian - Shaipe =
Basque - Euskara
Bosnian - Brarapeku

Bulgarizn - Bwarapen
Catalan - Catald Jid}

AT0r: [Ray Rosentrater

Admin Email: [orert Guestmontads

Like ft7 Donate to

JLimeSurve:

d. Change the title of the survey to something helpful and change the

description to the include name of the adjunct for whom you are gathering
feedback.

e. Click on ﬂl at the bottom of the screen.



Survey Adjunct Survey Template (ID:11454)

@ QBEE DRERD T QP N

Edit Survey - Step 2 of 2

English(Base Language)

€ _Title: [Rozentrater 05 R

Description: =

This survey is intendeg {g gans of obtaining basic, confidential feedback on the performance

of adjunct instrugT Ray Resentrater.

URL Description: [

Like it7 Donate to
LimeSurvey,

f. If you want to modify the questions, see “Modifying the Questions.”

g. If desired, you can test run the survey by clicking a

6. Activate the survey by clicking > .

Survey

Administration -- Logged in as: rosentr

E % @ Surveys: |Rosentrater 503 =1 % @ O

Survey Rog W 500 (1D:11494) ~ . |
@ {5k PHEREE 8 QB D owrmoe s@Ea

Title T (T T

Survey UR
Description:

: https://survey.westmont.edu/index.php?sid=11494&lang=en

orTeT it % TR, conndential feedback on the performance of adjunct
instructer Ray Rosentrater.

Welcome:
Administrator: Ray Rosentrater (rosentr@westmont.edu)

Fax To:

Expiry Date: -

7. Highlight and copy the survey URL which appears in green and paste this URL
into an invitation email sent to the members of the class.

8. You can send an email to the entire class list by emailing
course|D@westmont.edu. Alternately, one can get a list of the emails of the
registered students by using the list option of the class roster page at
http://webapps.westmont.edu/cgi-bin/WebObjects/directory.woa/wa/roster.




Academi ons | Student Lifi alendars & Events | N | Contact

Class Roster

Email Account : Email Password: Course Identification Term: (" spring 2002 % Fall 2008

Irusentr o .. Ima—160—1 @
Find Students

Enter your Email account w/fo @westmont.edu, email password, and the Course Indentification, use
the new course format {e.g., COM-010-1, PSY-125L-1, R5-114-E1) - NO SPACES PLEASE.

9. The list of emails addresses for students in the class appears at the bottom of the
page.

Jenna 6744 jshrak@westrnont edu
Sars 8577 sstromer@westmont.edu oMY
Sarsh 6528 stabb@westmont edu

cremayne@westmont.edu

he email address below to a group in your email program's Address Book,

laavila @westmont.edu, bbustamante@westmont. edu, scallahan@westmont.edu, acarty @westmont.edu, achavis@westmont.edu,
meordero @westmont. edu, jdebie@westmont. edu, eevancoe @westmont. edu, nlee@westmont. edu, dowe@westmont.edu, amooty @w
neu@westmont.edu, anichols@westmont. edu, apierce @westmont. edu, jpolenske @westmaont.edu, eschutz@westmont.edu, jskrak@westmont.edu,
@westmont.edu, stabb@westmont.edu, ciremayne@westmont. edu,

tmont.edu,

55

*Bold indicates on wa




Modifying the Questions

1. From the top drop-down menu select the survey to be edited.

Survey

Administratios Logged in

E%@'

Survey Rosentrater 5'09 (1D:11454)

@ RER& EM@@@ 5 @@ P

Title: Rosentrater 5'09 (ID 11494)
Survey URL (English): h /survey.westmont.edu/index.php?sid=1149. ng=e

Description: Th\s survey is mtended to prowde a means of obtalmng basl: confidential feedback on the performance of adjunct
instructor Ray Rosentrater

Walrama-

2. From the second drop-down menu select a group of questions. (You can create a

new group by clicking on the % J)

Survey

Administratio

E %@ . Surveys: [Rosentrater 505 @ ® .

@ ReRE { DBYEE T o8 G

Title: Rosentrater 5'09 (ID 11494)
Survey URL (English): h survey.westmont.edu/index.php?sid=1149

Description: Thls sur’vay is mtended to pmwda a means of nhtammg baslc confidential feedback on the performance of adjunct
i r.

3. Within the group, select a particular question from the drop-down menu or click

i

Administration -- Logged in

tr
A
Surveys: |Resentrater 5'09
7 QRO

Survey Rosentrater 5'09 (ID:11494)
@ QBRE DPERE T @f DT
nggtinn;: Please oose.

Group Respondent Information (ID:63203013)

Title: Respondent Information (63203013)
Description:

to create a new question.

Survey

Like it? Donate to
LimeSurve

4. Edit the question by clicking the lowest [%

Survey

Administration -- Logged in

E @b® . Surveys: [Resentrater 509 = @ @ O

Survey Rosentrater 5'09 (1D:11494)

> @ $5% [z ® @@@ @ g % o [ —

Group Respondent Infarmation (ID:63203013) 3=
@ E %’ @ % Questions: |Class: [am = =
@» eoE®E |@a

Cnde:Mandafory Question)
Question: T am a
Help:
Type: List (Radio)
Mandatory: Yes

Question I am a (ID:63203205)

1
Like 1t? Donate to

LimeSurve



5. The change that will affect the question the most is the Question Type. You will
need to experiment with the types to get a feel for how they work. Not all of the
listed types are available.

6. When you are done editing the question statement and type, click UPDATE
QUESTION.

Question Type: [List (Radio) =l

Group: | Respondent Information

Other: Yes ®  No O

[display_columns =] [ Add

Like it? Donate to
LimeSurve

7. To edit the question’s answers click . This will allow you to add new
answers or edit the existing ones. You can also change the order of the questions

by clicking the buttons under order . When you are done, click SE“’—‘”‘”I.

Survey

Administration -- Logged in as: rosentr

E %@ Surveys: [Ressntrster 503 = % @ O

‘Survey Rosentrater 5'09 (1D:11494)

i QsEE RDOHEED @ QS @ co

Group Respondent Information (ID:63203013)
PRE® -

DB B 0DE®RG) LEE
Edit Answers v

Question I am a (1D:63203205)

English(Base Language) |

Code Answer Action
| | [First-y=ar studant & D_EII Default
| R [Sephomore. - Del| _Default
| E| [runior. & Del| _pefault
| [S=nior. & el | pafault
=>
New Answer: | [ & Add naw Ansver

8. To edit another question or group, use the drop-down menus to select the question
or group.

Survey

Administration - Logged in as: rosentr

@-g @ e = @ [0Y®)

Survey Rosentrater 509 (1D:11494)
A RH#RE DHERD T QS
[} E % @ Questions: | Clzss: [=m =

Group Respondent Information (ID:63203013)
/B B D o S

Edit Answers

Question I am a (ID:63203205)

English(Base Language) |

Code Answer Action Order |

9. If you want to add a question that is similar to an old question,

a. Click on @

b. Enter a new code.



c. Modify the question.

d. Click —_S=eY Questien I at the bottom of the page.

Survey

Administration - Logged in as: rosentr

% Surveys: [Rosentister 505 = % @ O

Survey Rosentrater 5'09 (ID:11494)

@ RERE DPERD T @ 2 Qe 2

[~ [

[? E % @ % Questions: [Clas=: Tam = =

Jdd
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English(Base Language) — o ———

Code: Note: You MUST enter 2 w

lama

Group Respondent Information (ID:63203013)

Question I am a (ID:63203205)

Type: [List (Radio) =1
Grnup:m
Other: ves & nNo
Mandatory: Yes & No
Copy Answers? [

Copy Attributes? @
Copy Question

I:Ikl it? Donate t
LimeSurve!

5. You likely will find it useful to use the revised survey as a base for subsequent
surveys.



