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At Your Survey (AYS) is an application available for Microsoft Access Versions 2000 and 97.  A full copy of Access must be installed for this application to run.

Features

AYS has the following features:

· Accommodates an unlimited number of surveys and responses

· Allows the user to define surveys and questions in a graphical environment

· Question definitions can include

· Text up to 255 characters

· Validity functions limiting user input to specific values or a range of values

· List of valid responses for the user to choose from

· Default responses

· One button reporting of the survey definitions

· Reporting of one or multiple survey responses

· Statistical reports (with or without graphs)

· Cross tab analysis of responses

· Custom Analysis Reports

Installation

1. Extract the files to your hard drive using WinZip. If you can read this, you must have done this already.

Using AYS

The first screen in AYS is the Main Menu. To select an option:

· Press [Alt]+[underlined letter]

· Click on a button

· Navigate to the proper button with the cursor keys and press [Enter]

Screen 1 – Main Menu
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Survey Design

The key to the effectiveness of any survey is design. Some tips to keep in mind are:

· Identify an objective(s) of the survey and then create questions that focus on the objective.

· Provide the respondents with a clear picture of your objective.

· Keep questions short and concise.

· Where possible, group responses into ranges. For instance, use age and income categories rather than actual years and dollars. This will allow for more respondent anonymity and effective reports.

· Identify individual questions by type

· Identification – nearly every response will be unique ie: Address, Social Security Number,…

· Demographics – categories of respondents such as age, gender, race

· Statistics – pertinent to survey objectives ie: “At what age should teens be allowed to date?”

· Comments - Open-ended like “How do you feel about 16 year-olds dating?”

· Place questions in the proper order. The survey should follow an outline format with major questions and sub-questions. Keep identification and demographic questions grouped together in the beginning of the survey.

· Try not to use comment questions unless there is no other way to meet your objectives. Comment questions require reading the responses and can’t easily be grouped for reporting.

· Identify a target group of adequate size and composition. Depending on the survey method and audience, the rate of response can vary from 10-100%. Make sure your target group is an accurate cross-section of demographics.

· Avoid ambiguous questions such as “Do you believe that teens should not date until age 17?”  This question contains the negative “should not” which might confuse the respondent.

· Try to use questions that can be answered in degrees such as “In general, do you agree that teens should wait until they are 17 before dating?” with responses limited to “Strongly disagree, Disagree, No Opinion, Agree, Strongly Agree”. When using this type of question and response, be consistent with the wording and order of the responses.

· Do not allow surveys to grow beyond what might take 5-10 minutes to complete. Longer surveys might be incomplete or later questions might be answered carelessly.

· Try to be open-minded while composing survey questions. Do not allow pre-conceived notions regarding the outcome or your own prejudices influence your survey.

· Make sure respondents know where, how, and when to return the survey. Plan follow-up if needed.

AYS Survey Design
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The following screen shows a typical survey design. Open this screen by selecting Survey Design from the Main Menu. Think of the outside of the screen as your survey document and the middle of the screen as the questions that comprise the survey. The navigation buttons on the bottom left of the screen allow you to navigate between survey definitions. You can move between questions on the current survey by clicking the Question Navigation buttons or by using the scroll bar to the right of the questions. 

Screen 2 – Survey Design

Surveys

Each survey has a name and description provided by the designer. A Survey ID is assigned automatically by the system and is used to track the survey internally. The Name can contain up to 50 characters while the description can be several pages long if needed. Designers can press [Shift]+[F2] while the cursor is in the description box to open a “Zoom” box to see (and edit) the description. The name and description can be changed at any time without affecting the survey’s questions.

To create a new survey, click the Right Survey Navigation button until a blank survey appears. The Survey ID will show the first letters of the word “Auto…”. Click the “Delete This Survey and All Related Questions” To delete the current survey and all of its questions.

Questions

The “Active” question has a triangle in its Question Selector Button. Questions have several “properties” that are entered by the survey designers. 

· Levels – These three properties define the order and magnitude of the questions. Treat these levels as you would an outline. Levels can be changed however changing one question’s level does not cascade changes in other affected questions. For instance if there are questions 1, 2, 3, 4 and 5 ; changing 5 to 2 does not change 2 to 3, 3 to 4, and 4 to 5.

· Question Text – The question text can be up to 255 characters. Use the [Shift]+[F2] key combination to open a Zoom window of the question text.

· Brief Description – This is a shorter version of the question that is used in some reports. Try to make this property accurately describe the question but with less detail. The first 30 characters of the Question Text will automatically be filled in for you.

· Limit to List – Designers can enter a list of possible responses to a question. Place a check mark in the Limit to List box to require users to accept one of the pre-defined responses.

· Validity Function – This property allows the designer to limit responses to a particular range. For instance, a date field with a Validity Function of “<Date()” would require the response to be less than the current date. An entry of “Val(Rspns)>50” would require the response to be a number greater than 50. The variable “Rspns” is used to identify the entry made by the user.
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Question Type – There are four question types: Identification, Demographic, Statistic, and Comment. A description of these types was list earlier. 

Screen 3 – Response List

· Response List – Designers can enter a list of possible (or probable) responses to questions. Open the Response List dialog box by clicking a question text box and then clicking the List button. The screen below shows possible response to question number 10. Designers can add as many responses as desired but a limit of less than 10 is recommended. A possible response can be deleted by clicking the record selector box and pressing the delete key. Click and dragging across several record selectors in the response list dialog box followed by pressing [Ctrl]+[C] copies the list to the clipboard. The copied records can then be [Ctrl]+[V] pasted into another question’s list of possible responses.

A question can be deleted by clicking in any question and then clicking the Delete Question button. The application will ask for a confirmation prior to deleting. This will delete the question and all of its Response List. 

Once a survey has been designed (or anytime along the way) the design can be reported. Click the Report Definition button to preview the survey definition report. 

Entering Survey Responses
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Select Response Enter/Edit from the Main Menu to begin entering survey responses. When the Survey Response Entry screen opens, a new blank survey will show. Select a survey from the Survey combo box and enter a unique name to create a new response. Click Enter Results to show all the questions for the selected survey. You can then begin completing the survey results. 

Screen 4 – Entering Results

To view the results from a previously entered survey, use the Find Survey and Find Response combo boxes at the bottom of the screen. The Survey Navigation buttons will view First, Previous, Next, and Last surveys in the total collection of surveys. Click the New Response button to enter a new survey response.

Enter results to each question. If a Response List has been created for a question, the responses will begin to show as entries are typed. Press [F4] or [Alt]+[Down Arrow] to open the Response List. If the entered response does not meet the Validity Function set up by the designer the user will be notified.

Reporting Results

[image: image5.png]Fle Edt View Recods Window Help

Survey
[Sample @
Respondent
{One or All Responces] [AlResponses @&

Statistics Summary

ics Summary w/Graphs

mbers

Respondants vs Question N

Respondants vs Question Text

Cross Comparison

‘Form View NOM



Click on Output Results from the Main Menu to access the Report Selection Menu.  Samples of reports are attached. First, select the Survey from the top combo box. Then click on the desired report.

Screen 5 – Report Selection Menu

The One or All Responses report prints out a copy of the survey or surveys as the respondent might have completed it. Each respondent will start on a new page. The survey name and description are printed in the report header. After selecting this report, a combo box will appear allowing the user to select either an individual response or all responses.

Statistics Summary totals the responses to the questions of the “Statistics” type. Each statistic type question is printed on the left with every unique response and a count on the right. Percents of the total are also listed.

Statistic Summary W/Graphs is similar to the previous report except that each question includes a pie chart to visually present the information. In order for this report to run, MS Access must have been set up with the inclusion of the Graph5 application.

Respondents vs Question Numbers displays a grid view with one record for every response with question numbers as column headings across the top. Respondents’ answers are shown in the grid. Column widths can be adjusted by dragging the lines between the column titles.
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Respondents vs Questions Text is the same as the previous report except the column titles are the brief description given to the question by the designer.

Screen 6 – Respondents vs Question Numbers

Cross Comparison allows the user to view how two questions relate to each other. For instance the number of female and male responses could be shown versus the ages each feels that teens should be allowed to date. Any two questions can be chosen to display their cross comparison. 
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Screen 7 – Cross Comparison Definition
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The result is displayed in sheet view similar to the two previous reports. The view can be formatted, printed, or sent to Excel.

Screen 8 – Cross Comparison Result
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