Directions for Working with Survey Forms
Modifying the forms:

The first step to modifying these forms is to get the OMR font.  This can be downloaded from 

http://www.gravic.com/remark/Office-OMR-Scanning-Software/downloads.html#fonts
Click on omrbubble.zip and open with WinZip.  Then click on OMRBubbles.ttf and press on install.

You can now modify the forms.  Open Survey1.doc for a class with no lab, or Survey2.doc for a class with lab.  I recommend immediately saving it as a new file name.  For Survey1, modify the words “PHY 215 Fall 2013” to an appropriate modified form, then change the list of instructor names (separating them with tabs).  For Survey2, modify the words “PHY 113 Fall 2013” and “PHY 113L Lab” appropriately, and then change the instructor names and list of TA’s.  Do not add any extra lines, and do not erase or move any bubbles.  If there are fewer instructors or TA’s than bubbles, just leave the corresponding spaces blank. After you have done this, go to the bottom of the page, and press enter to go to the next page.  Any new questions you wish to add can now be added as page two of the survey.
Once modified, the forms can be printed.  For Survey1, letter size paper is needed; for Survey2, legal sized paper.  In general, it is better to print the requisite number of forms directly, since the shading does not always photocopy well.

Filling out the forms:
The forms are scanned optically, so in principle pen, pencil, or just about any other writing implement will work.  If there are items on the back, however, it is important that anything written there does not bleed through to the front.  It is recommended that pencil be used in filling out these forms.  Obviously, the computer cannot recognize crossed out answers, so changes should be thoroughly erased.  Although there is a “N/A” column for almost every question, it should be recognized that this column is actually ignored, so filling in N/A is the same as not answering the question.

Scanning the forms:


The forms are designed to deal with multiple professors teaching the same class.  For this reason, it is probably best to combine forms from multiple sections of the same class into a single pile before you begin scanning.  If you do this, it might be a good idea to first make sure every student has filled in the “Instructor” bubble at the top of the sheet.


Scanning the sheets then requires several steps:

1. Turn on the scanning computer.  You then need to log into “phy” using the password “temp4n0w.”

2. Open the Remark Office OMR7 software.
3. Click on “Open form template”.  Then “Browse”, if necessary, and select either Survey1 or Survey2 from the Templates file
4. Click on “Read Wizard”
5. Make sure it is set to “Read from Scanner.” Place all the survey forms face down, with the top feeding into the scanner, and press “Read.”  If there are a lot of surveys, it may be necessary to place only 50 or so in the scanner at a time, and add more as you go along.

6. When it has scanned all the forms, and it asks if you want to scan more, press “No”

7. Click on “Review Exceptions”

8. Check the boxes labeled “Multiple responses” and “Recognition errors”

9. Click on “begin Review”

10. The program will highlight any row or column where it had difficulties.  It will show you an image of the corresponding region it was looking at.  If you can resolve the confusion, change the response to the appropriate response.  For instructors, the responses range from A-D, with A corresponding to the first name.  For the lab TA’s (in Survey2) the responses range from A-H, with A the first name.  For the detailed questions in each case, a N/A answer should be treated as BLANK.
11. Once you have resolved the conflict, if possible, click on the right green arrow
12. Click on Finished when done resolving conflicts

You now want to export the results.  To do so:
1. Click on “Save data as”

2. Save as type “Excel 97-2003”

3. Give the Sheet a name like “Master”
4. Choose a suitable name in a convenient location, such as the desktop

5. Click on “OK”

6. Close Remark by clicking on the X in the upper right corner.

7. Place a flash drive into the computer.  The contents of this flash drive should automatically open

8. Drag the file you saved in steps 4-5 from the desktop into the flash drive

9. Eject the flash drive by clicking on the remove symbol near the bottom of the screen, and remove the flash drive.

10. Delete the file with the survey data on the computer by placing it in the trash can 
11. Turn off or log off the scanning computer

Analyzing the results
The raw excel file contains the data gathered from the forms.  Each row contains one person’s answers to the questions.  Any cell containing BLANK either was not filled in, or they filled in N/A.  Any cell containing MULTIPLE implies they filled in more than one answer.  

The spreadsheet cells are interpreted on the basis of the questions being asked, which corresponds to which column in the spreadsheet is being read.  For the Instructor and TA column, the letter A corresponds to the first name, B to the second name, etc.  For all other columns, the analysis should be straightforward.  BLANK answers represent answers that were not filled in, or were marked N/A.  MULTIPLE answers represent lines in which more than one bubble was filled.  Suvery2 has additional steps, because you have to do the TA analysis as well.
Analysis for both Surveys
1. Open the file labeled “Survey1analysis” or “Survey2analysis”, whichever is appropriate
2. Open the correct file in Excel.

3. Click on cell A2, then select “Sort A-Z” to sort by instructor.

4. In your file, click at the bottom to create a new sheet.  Name it after the first instructor for the course.

5. Go back to the “Master” sheet, and click in the box in the upper left.  Then hit Ctrl-C to copy the entire sheet.
6. Go to your first instructor’s sheet, and click in the upper left box, and hit Ctrl-V to paste all the data from the first sheet

7. Select all the rows that correspond to instructors other than A.  Delete them.

8. From the Analysis file, instructor sheet, select rows 4-29.  Hit Ctrl-C to copy them.

9. Return to the file and sheet for your first instructor.  Select the cell in column A two below the last row.  Press Ctrl-V

10. Select all the rows containing the summary information.  Press Ctrl-C

11. Now, from the paste menu, select “Paste Values,” which looks like the numbers 123.
12. Delete all the rows above the summary information.

13. Repeat steps 4-12 for each instructor

Additional steps for Survey2
14. Go back to the master page.  Click on cell B2, then select “Sort A-Z” to sort by TA

15. Create a new sheet for the first TA.  Name it after the TA
16. On the Master sheet, select the upper left square to select the entire sheet.  Press Ctrl-C
17. Go to the TA sheet.  Select the upper left square and press Ctrl-V to copy it all
18. Now go to the analysis file, and select the TA sheet.  Select rows 4-11.  Press Ctrl-C
19. Go back to your file, and the first TA sheet.  Select the cell in column A, the second row after the data.  Press Ctrl-V
20. Select the analysis rows.  Press Ctrl-C to copy them.
21. Now, from the paste menu, select “Paste Values,” which looks like the numbers 123.
22. Delete all the rows above the summary information.
23. Repeat steps 15-22 for each TA.
Save the file.  You have now completed the analysis

