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THIS GUIDE DEFINES (AND DEPICTS) THE STEPS REQUIRED TO IMPLEMENT MODULE
SURVEYS

Module Evaluations are designed to support a structure where one set of questions is
asked about the overall Course or an Event AND a separate set of questions is asked
about the specific instructors, speakers, or booths (where a trade show might be the
overall topic). There is no physical limit to the number of Questionnaires which may be
combined into the “booklet” nor is there a limit to the number of Instructor/Courses or
Presenter/Events.

Once Generated, all of the questions for the Module Survey will appear contiguously in the

sequence defined when the Module is created.

IN GENERAL, THE STEPS INCLUDE:

e Activate the appropriate System Setting
e Create 2 (or more) Questionnaires:
o Overall Course/Event Questions (asked once)
o Individual Instructor/Speaker/Module Questions (repeated)
e Add the Instructors/Speakers/Facilitators who will be evaluated and will receive
their specific results via email from Class Climate
Define Course Types and Associating a specific Questionnaire to each
Add the “Overall Module (Course) Name” to a SubUnit
Add the “Courses” (Individual Component Names to the Overall Module
OR Import Base Module and Components via CSV or XML
Generate the Survey
Take the Survey - Hardcopy, Online or Hybrid (Cover Sheet is not supported)
Display the Reports

MODULES MAY BE ADDED USING THE FOLLOWING METHODOLOGIES:

Manually, via the User Interface (Similar to adding Instructors or Presenters)
Imported Using .csv Format (Excel Spreadsheet, Saved As file type = “comma separated
values”)

Imported using XML Format (Provides additional capabilities not supported by .csv

format; i.e., Creating New SubUnit(s), Establishing Scheduled Tasks, Loading Participants,

etc.)

THE NAMING CONVENTION USED IN THIS DOCUMENT:

Overall Name of the Module = Driver Education (DE101)
The 2 Questionnaires = COURSEVA and INSTEVAL

The Module Component Structure (Sections) will be:
Overall Driver’s Ed Course Evaluation

Studying for the Written Exam — Taught by Donna Harwood
Behind the Wheel — Taught by Juan Alvarez

Learning to Parallel Park — Carlos Hernandez
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ACTIVATING MODULES

Log-in to Class Climate as an Administrator or Secondary Administrator
Choose System Settings
Select “Central Evaluation” from the Settings pull-down

ﬁ Class Climate Settings | Help

General -

General
Survey
Survey Online

Data Import and Export
Course User Data Fields
Functions

Email Functions & Accounts
Color Settings

Instructor Accounts
VividForms

Metwork Settings

System Security
Maintenance

Near the bottom of the page, you will find the settings for Module. This must be ‘Activated’
for this function to be enabled.

Module Evaluation /

Activated - Activates the possibility to evaluate modules.

Click ‘SAVE’ at the bottom of the screen.

[ Save ] [ Undao
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CREATING THE QUESTIONNAIRE(S)

This process is unchanged.

Quick Reference Guide V6.n

For this exercise there will be two (2) questionnaires:
One will contain the questions for the overall course/event
The other will contain the questions for the individual Instructor/Speaker/Booth

R : Z -
3 Available Questionnaires

["] Show all questionnaires of the Subunit Administrators.
~ X Class Climate Admin
0 Default Folder (51) Xu Select all []
o ‘:\ Abbreviation Titel Date Engine Pages | Status Action
7 Sample Sample Evaluation Farm 05/21/2012 VF Editor 1 O 2 sekct. [
K3 COURSEVA  COURSE EVALUATION 12/01/2013 VF Editor 1 ) ;n Select... 1]
32 INSTEVAL INSTRUCTOR EVALUATION 12/01/2013 VF Editor, 1 @ o select ]
180  Patient Patient Satisfaction Survey 03/18/2011 VF Editor 2 O & select. [
205  Employee Employee Satisfaction Survey 03/18/2011 VF Editor 2 O 2 sekct. [
Each Questionnaire will be linked to a specific Course Type.
Note: You may create as many Questionnaires for a Module as required.
Class C\imatel COURSE EVALUATION fTavitow
[ORGANIZATION] [AUTHOR] —_—
[SUBUNIT] [PERIOD] [SURVEY] SCANTRON
Mark as shown OROO0 meary
Comaction OMOE DO [CORRECTION
[1. Course Evaluation]
Strongly Strongly
Agree Disagree
1.1 Aftertaking this course, | am confident | can pass the Oooo0oag
DV Exam.
1.2 Ifeell could not have gotten to this point relying on Oooooag
friends and family.
1.3 The content of the course met my expectations OOooOooog
1.4 Iwould recommend this course to my friends OoOooOoono
Class Climatel INSTRUCTOR EVALUATION AT
[ORGANIZATION] JAUTHOR] S
[SUBUNIT] [PERIOD] [SURVEY] i
Mark == shown OFOO0O Rk
Cormaction: OMOR O [CoRRECTION
[1. About the Instructor:]
Strongly Strongly
Agree Disagree
11 Theinstructor was patient. OOo0ooaog
1.2  Theinstructer took the time to answer all my OOo0ooaog
questions
1.3  Iwould take a class from this instructor again. OOo0ooaog
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Scenario: Evaluating a Conference using three (3) unique Questionnaires:

#1 Used to evaluate the venue/facility (to provide a report for the Conference
Organizer)

Q1. Did you stay at this hotel?

Q2. How would you rate the overall registration process?

#2 Used to evaluate each speaker (to provide individual reports for each
speaker)

Q1. The speaker was well prepared

Q2. The speaker knew the subject well

#3 Used to evaluate the overall Conference (to provide a report to the
Conference Organizer and each speaker, if desired)
Q1. The conference was worth the time invested
Q2. | plan on attending next year
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LINKING QUESTIONNAIRES TO COURSE TYPES

The Module process involves linking the Course Types to specific Questionnaires.
From the System Setting Tab, choose Course Types.

You may use existing Course Types. The system will only use the linked Questionnaire
when Generating a Module Survey.

Course Type
Tools
Text Templates L J Courve Type Toom Limk for Bhaduler Sarveyy
™ Documents \ Lecture Samphe - Sarrple Evaluaion Form &
{y .
o Report Settngs . ?
: Tutsead & X
&) Oriine Terpiates 5 b é
§ Worerg Ceosp w X
Configuration ' Ottwrs N X
& Closs Cimate Settings = ’ ? X
i At 9 Canes Gan_Cu - Ganeest Quantons (VFD) n
-9 Defne Tree Structure » 22 feat O - nstucsse O FD) 3
( z Course Types ) ] M3¢ Ovmrvew COURSEVA - COURSE EVALUANON .
=% Periods 2 Mod structor INSTEVAL - INSTRUCTOR EVALUATION -
& Custom Taies
Process Defauls
i Wob Service Setings Couse Type *
& Language Sets Foom Link for Modutar Sunaryn :
sy Panel Asmnsiraticn
>

To establish a new link:
Enter the name of the Course Type__“

Use the pull-down to choose the
Questionnaire

Click New
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MANUALLY CREATING A NEW MODULE USING THE USER INTERFACE

MODULES MAY BE CREATED IN ANY SUBUNIT

[jj Please define the module attributes

Module name: *

Responsible for
modules:

Title:

First name:
Last name:*
external IC:
Email:

Phone:

Address:

Language:

Dirivers Education

A

neutral -

Sam
Cirum

S0

useri@scantronu.com

Users in subunit Natural Sciences .
- Name co Surveys Crested Actions
Select 8
Move selected 0 Sevverw 2012 -
(Comatetiowlner  Cromme New Msode
NOTE: Choose a Name
that represents the
1.9 Overall Title of the

Course.

The Name you enter
here will control the
entire Module. All sub-
modules will link to
this name.

A

Default language

Copyright © 2013, Scantron Corporation. All rights reserved.
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address of the person
who will receive all of
the evaluations for this
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ADDING THE MODULES AND COMPONENTS (SUB-MODULES) TO BE EVALUATED

The Module Name and Course/Event Name are added to the SubUnit.

Note the Name of the Base Course is: [Drivers Education] and the sections of this course
will be added to this Base Course

Users in subunit Module

3 Name co Surveys Created Actions
1) [Drivers Education] Drum, Sam [11 1070 121222013 &) B2 X [0

The Base Course is automatically created.
Click the [1] in the CO Column

Components (Courses) will now be added to the Module much in the way Courses are
added to Instructors.

The Base Course may be edited by clicking the Action: “Pencil”

~.

!ﬁ Courses of "Drivers Education” \

N

Language Report

# Course name Program of 1D Evalu_anon Questionnaire Location | Participants Spoken in | recipient | Surveys | Actions
Study period (Course Type) Class (instructor)
Drivers Education Repetitive 0

s

Click ‘Add Course’ to add the first Component to this course.
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ADDING THE SUB-MODULES TO BE EVALUATED, CONT.

Enter all the information about the first element of your Module. For this example, it will be
Overall Course Evaluation.

After entering the overall “Course” for your Module, you will enter each piece to be
evaluated.

Edit course of "Drivers Education”

Base Course 1D
Course name * Overall Evaluation
1] DE101 Questionnaire/
Questionnaire (Course Type) COURSEVA (Mod Overview) : Course Type
Location Classroom 113 Optional/
Language Spoken in Class - User Defined Fields
Report recipient (instructor)*

7! exist for this course
Mobée Technology: Juan Alvarez - “

| SVM Dems: Donna Harwood -l

| SVM Deme: Carkos Hemandez Instructors who will
ML Remow

| Mobde Technology: Juan ANvarez receive this piece of
the re

\A
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ADDING THE SUB-MODULES TO BE EVALUATED, CONT.

Enter all the information about the subsequent elements to be evaluated.

Edit course of "Drivers Education”

to Course Name ]

! Instructor Name added

Course name " Donna Harwood - Studying for the Writien

D DE101-2014DE-1014

Questionnawe (Course Type) INSTEVAL (Mod Instructor) -
Location |

Language Spoken in Class v

Report recipient (instructor)*
7| axsst for this course
SVM Demo: Donna Harwood

“Plasse e the setting “Module evalustion: Delivery of module secticns with no nstructor” in the settings

Course 1D of this
Component

NOTES:

By including the Name of the Instructor with the Course ID, the Report Creator will be able
to see this entry and combine with other statistics when creating Compilation of Instructor

reports

Be sure to choose the appropriate Questionnaire/Course ID combination for the questions

desired in this portion of the Questionnaire.

To insure the Instructor receives their portion of the Evaluation, include them as a

Secondary Instructor.

Enter the remaining two sub-modules and identify the specific Instructors / Speakers /
Booths. When you have completed all components of the Module, your screen should

appear as follows:

& Courses of "Drivers Education”
. . . Language Report
# Course name Program of 10 Eualu_atmn Questionnaire Location Participants | Spoken recipient | Surveys
Study period (Course Type) in Class | (instructor)
Drivers Education Spring 2014 (1]
§ § COURSEVA Classroom
1  Owerall Evaluation DE101 Spring 2014 {Mod Overview) 12 (1] v
Donna Harwood - § INSTEWAL {Mod
2 Studying for the Writhen DE101-14DE-101A Spring 2014 st 3 (1] v ]
Juan Alvarez - Behind § INSTEWAL {Med y
3 o DE101-14DE-101B Spring 2014 Insirucio) Farking Lot A 0 v
Carles Hemandez - . INSTEWVAL {Mod §
4 Parallel Parking DE101-14DE-101C Spring 2014 Inst 4 Parking Lot C 0 v

Actions

The sequence of the entries for the Questionnaire may be adjusted by moving the Components “up” /

“‘down”, by clicking the appropriate orange arrow.

Copyright © 2013, Scantron Corporation. All rights reserved.
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GENERATING A MODULE SURVEY

The Generate process is slightly different from non-Module Surveys.

After choosing Generate Surveys from the SubUnits Tab, the following appears:

Generate Surveys

‘ 7! Switch to Module Surveys ’ <

1. Subunit

Demo Sudunt
Scantron Traning 2013

You may choose either
Hard Copy Procedure,
Or
Online

2. Survey Period

+ Paper survey
Hard Copy Procedure
Cover Sheet Procedure
Web Verfication

& Online
PSWOD based
Single Password based
Use Time Control

heritse oadonblniint

3. Mody

Note: You must click the
“Switch to Module
Surveys” checkbox.

If it does not appear,
Modules are no longer
Activated in the System
Settings or there is an
error in the construction
of the Module.

Hybrid Surveys are not
currently allowed for
Modules

Choose the appropriate deployment method and click Generate Survey.

The following Survey appears.

A Mocule: Drivers Education
" Spring 2014

Type Name &

1 Drivers Education

Status .

Forms

000 -

Processed Foem eport  Export Actions
Show » 8
» S eaFSLATURW o) oonnaire w0 X

P

This Questionnaire will be initially stored in the Archive Folder of the person who

generated this Survey. It may be relocated to any existing Folder.

Copyright © 2013, Scantron Corporation. All rights reserved.
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VIEWING THE MODULE SURVEY

The following preview is the Online Module Survey. Because the Questionnaires were
designated “Chapter” Presentation, each section is on its own page. The respondents will
simply click “next” to navigate through the survey.

7% Class Climate’

AL conest runaen POk SIS
Scantron Sam Drum
Module Spring 2014 Drivers Education

[ Activate contrast mode

1

I
< 1 Overall Evaluation - Course Evaluation
— = 1 Strongly

Agree Disagree

1.1 After taking this course, | am confident | can pass the DMV
Exam.

1.2 Ifeellcould not have gotten to this point relying on friends and
family.

1.3 The content of the course met my expectations

14  Iwould recommend this course to my friends.

<< Previous Next ==

: |
e —
2 Donna Harwood - Studying for the Written - About the Instructor:

s

2.1 The instructor was patient,

ol Strongly
Agree Disagree

22  Theinstructor took the ime to answer all my questions

23 Iwould take a class from this instructor again.

——
< 3 Juan Alvarez - Behind the Wheel - About the Instructor;
— StroTTaTy Strongly

g
Agree Disagree
3.1 Theinstructor was patient. 3 i i =

3.2  Theinstructor took the time to answer all my questions.

3.3  lwould take a class from this instructor again

—

-
< 4 Carlos Hernandez - Parallel Parking - About the Instructor:
—_— monaly Strongly

Agree Disagree

41 The instructor was patient
4.2  Theinstructor took the time to answer all my questions

4.3  |would take a class from this instructor again

The paper version of this same Survey is on the next page.
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NOTICE, EVERYTHING IS ON ONE PAGE !!!

[ B

| Class Climate | Drivers Education | riiariaw |
Seantron Sarm Drum T
Module Spring 014 Orvers Educatian -5 ‘: ANTER N

LrErk ag hio, @ O O O Fleazs d5s abal pont paa or & hia el 1o, T fen sl o prasesed anmaiea 1.
[n ] ERTR I ] B8 O Pl el tis eoarpe o3 Shosen o L kel snd @ee 1o felp cptinmize o resd g resulls,

1. Cwverall Evalustion - Course Evaluation

Stronghy Sironglhy
Agres Disagres
1.0 After taking this caurse, | am confident | can pass the DMWY I 1 A R |
Exam.
1.1 Ifeel | could not have gaotten to this paint relying on fiends O o O 4O 4O
and famikhy.
1.2 The content of the course met iy expectations, o o o d o
1.3 Dwould recommend this course ba my friends. O o o ga g
2. Donna Harwood - Studying for tha Writken - About the Instructor:
Strongly Sirongly
Agree Cizagre=

2.0 The instructar was patient.
214 The insirictar ook the e to ansaer all my question s
2.2 lwould take a class fram this instrucior again.

3. Jusn Alverez - Behind the Wheel - About the Instructor;

(||
oOooO
(||
(]
ooo

Stronghy Sironglhy
Agree Cizagres
1.0 The instructer was patient,
21 The instructer ook the time to answeer all my questions.
2.2 lwould take a cass fram this instructor again.

4. Cares Hernandez - Parallel Farking - About tha Instructor;

oo
OoooO
(|||
(||
|

Stronghy Stronghy
Agres Dizagres
4.0 The insiructar was patient,
4.1  Theinstructar took the time to answer all my questions.
4.2 |would take a class fram this instructor again.

oo
| |
| |
| |
oo

LIRRE] FoRR P Ll By TR Hag I

L e T _

Copyright © 2013, Scantron Corporation. All rights reserved. -13 -



Creating Module Surveys Quick Reference Guide V6.n

VIEWING THE MODULE REPORTS

Choose Display Surveys from the SubUnit Navigation Bar.
Choose the appropriate Module to be displayed:

“Drivers Education” will include the information for all 4 Sub-Modules.

L Module: Drivers Education

. Spring 2014

Type Mame Status # Forms Processed Form 4 Report | Export Actions

{ Overall Evaluation (DE101) Data available =001 20% 12/23/2013 [4 &CDURSE‘J’AP‘Q_I\.@ m hd x\-'{);x
() Drivers Education Dataavailable =00120% 12/23/2013 &4 &I FLODXZ71 By o e | ™ I D ol ¢
! Juan Alvarez - Behind the Wheel (DE101-14DE-101B) Data available ='00120% 12/23/2013 [ &JINSTEVAL B0 mmme | ™ 3 ) ol X
) Carlos Hernandez - Parallel Parking (DE101-14DE-101C) Data available =/ 00120% 1202312013 (4 /&I INSTEVAL &g rm El A x\i{);x
& Donna Harwood - Studying for the Written (DE101-14DE-1014) Data available ='00120% 12/23/2013 [ &JINSTEVAL (4| uzn El v x\i{);x

Overall Course Evaluation will include just the information about the Overall Course.

Instructors will only contain only the individual results.

NOTE: For the Overall Course Evaluation, you may include Juan, Donna, and Carlos as

Secondary Instructors so they can receive the Overall Report as well.

Congratulations!

YOU HAVE SUCCESSFULLY COMPLETED

THE MODULE SURVEY PROCESS
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