Procedures for Administering the Surveys Electronically

A personal computer (PC) running Microsoft Windows XP that includes both the Access 2003 and Excel 2003 software programs, or more recent versions of these programs, is required to use the electronic version of the survey.
Preparing Student Computers

1. Identify an individual responsible for survey administration who is knowledgeable in the Microsoft Excel Software program, since the analysis of survey data is performed in the Excel program (see step 18 below).

2. If a school chooses to use the electronic version of the surveys, the computers that will be used must be prepared for survey administration prior to students entering the room or prior to students completing the survey.

3. Since the computers that schools will use for survey administration probably will have multi-purposes, it is recommended that a separate user account be created for survey administration.

4. There are two ways for a school to save the surveys on the student computers, as described below:

a. Schools can create a separate user account for the survey to prevent unauthorized access to the survey and the entry of undocumented survey responses, since the survey will be accessible as long as it is on the computer.  To use this method, follow the survey administration directions beginning with step five below; or

b. If the school is unable to create a separate user account for the survey, schools can choose to use their current user accounts for the survey administration and continue with the survey administration, using the directions beginning with step seven below.

5. If a separate user account is created, only the survey administrator will know the username and password, making the survey inaccessible once the survey sessions are completed.  If the computers intended for survey administration are networked, the information technologist of the school can create one new user account that can be used on multiple computers at one time and which will be used only for the survey.  Be sure to use a password that students will not easily guess.

6. Once a new user account is created, the survey administrator will login to each computer using the new username and password and copy the survey software onto each computer.

7. To copy the survey software, insert the CD into each computer a student will be using to complete the survey.

a. The two versions of the survey are located on the CD.  The survey administrator must save the appropriate survey to each computer the students will be using.  Copy the appropriate survey (i.e., “High School Survey” or “Middle School Survey”) located in the electronic folder on the CD titled “Electronic Surveys,” onto each computer by dragging the file from the CD and dropping it onto the computer’s desktop.

b. Eject the CD from the student-used computers once the survey is saved.  

8. Right click on the mouse and choose to “re-name” the survey on the student-used computers. A recommended strategy is to “re-name” the survey on each computer numerically, (e.g., Middle Schools Survey 1, Middle School Survey 2, and so on).

9. Open the re-named survey file.

10. A student cannot start taking the surveys until the macros have been enabled on each computer each time a student uses that computer for the survey.  Therefore, click the “security warning” button below the tool bar on each student-used computer, and choose to “enable the macros” each time a student uses the computer to complete the survey.

Administering the Survey

11. When the students arrive to take the survey, seat the students one per computer.  After the macros have been enabled on each computer (see step 10 above), read the standardized directions that can be found in Appendix J of this manual as well as on the CD.  

12. Instruct the students to select both “agree” and “start survey” to begin the survey.  At the end of each series of questions, the students will be prompted to click “continue” until the survey is complete, when they will be prompted to click “finished” to close the survey.

13. Since most schools do not have enough computers for every student in the building to use at one time, the computers must be shared.  Therefore, most schools will be administering the survey to one group of students at a time, and when that group finishes the survey another group of students will use the same computers.  The survey has been designed so that students will not be able to view each other’s answers.  Every time a student uses the computer to take the survey, the macros must be enabled prior to students entering the room.  Each student’s responses will be counted and added to the total number of responses entered on each student’s computer.   An unlimited number of students are able to take the survey on a computer (e.g., 400 students could take the survey on 20 computers so that each computer could hold 20 student’s responses; or, 1,000 students could take the survey on 10 computers, so that each computer would hold 100 student’s responses).  

14. When the survey administration session has been completed, remember to close the social norms survey and logoff the computer.

Saving Student Data

15. Once all survey administration has ended for each survey session, the data from each computer must be saved in one location to be analyzed.  To access the results from each computer, the survey administrator must login to the survey on each computer.  The survey has been developed with a password for logging in to view the student results.  This password is different from the one created by the school, as explained beginning with step three above.  To access the survey responses on each student-used computer, open the survey and press “agree.”  Then, press “administrative options,” enter the password “CASA” (use all capital letters) and click “enter.” Once logged in, you will see all of the student responses, both aggregate and individual responses (without student identifiers), to the survey items in Microsoft Excel.  

16. It is recommended that the password to access student data be changed by clicking on the Excel spreadsheet tab titled “configuration,” and typing in the new password where “CASA” appears.  Save and close the program; then re-open the program using the new password. Remember to make note of the new password.

17. Save the data to one location either by: 

a. Dragging and dropping the data onto a USB drive;

b. Dragging and dropping the data onto a network location; or

c. Emailing the data to yourself by logging into an email account and attaching the survey file.

Combining and Analyzing Individual Student Data 

18. The individual in charge of survey administration should create and save a master file of the survey (not the survey data) onto their work PC to be used for the analysis of the data.  This master file also could be housed in a networked location.

19. Once the student data have been saved according to step 15 above, the survey administrator must open each saved survey to manually enter student data into the master file for the data analysis.  Login to each student survey and choose the “Report” tab to view and print the student data from each computer.  It is recommended that the survey administrator print each report so they can easily view the data.   

20. Each student-used computer will capture multiple student responses for each survey item (as described in step 13 above) during the school’s survey period. The number of responses to each survey item must be manually added together.  This will result in one set of data for each response to each survey item to be used in the analysis of the data.  The following example will help explain this procedure.  In School ABC, there are 20 computers in the room where the survey was administered, and a total of 400 students took the survey.  In the survey item, “I belong at this school,” each computer might have a total of 10 “true” responses and 10 “false” responses; each of these responses must be manually added to create one set of data from 20 computers; therefore, after they have been added there will be 200 “true” responses and 200 “false” responses.  The tabulation must be completed for each response to each survey item, which will provide the total number of students selecting a response to be manually transferred to the master file (see step 22 below).

21. Login to the master survey file by opening the file and pressing “agree.” Then press “administrative options” and enter the password “CASA” (in all capital letters) and click “enter.”  It is recommended to change the password on the master file (see step 18, above).

22. To begin transferring the tabulated responses to the survey items (see step 20 above) into the master file, type the combined student data into the corresponding survey item in the “Count” column on the master file, which was created on the work PC (see number 18, above).   

23. The percentages of responses for each survey item will be automatically calculated and will appear in the last column of the spreadsheet, the “Percentage” column.  The calculated percentage will be used to develop the messages for the social norms campaign.  Please see the section titled “Developing Social Norms Messages” in this chapter, for more information.

24. Save the master file using the survey year as an identifier (e.g., masterfile2010, masterfile2011) for easy identification in future evaluations.  Please see Chapter Five, “Evaluating a Social Norms Program,” for more information on program evaluation.

