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| nt roducti on

Introduction
Wel cone to Survey Master for W ndows.

The Survey Master Program nakes

devel opi ng surveys, entering survey
responses, and printing final survey
reports a breeze. Use this program for
Accreditation Studies, Equity Studies,
Title 1, Special Education, Community
Feedback, Students, Parents, Staff, and
much nore. The possibilities are

endl ess.

This program cones with a Master File of
Surveys already entered. You can choose
one of these, create one from"scratch",
or create a New Survey by going through
the Master List of Questions already
typed in. Sinply click on one button and
the question is added to the current
Active Survey.

The program al so has many different
types of scales already entered. These
scales allow fromone to five responses.
You can select a scale to use in your
survey or create a different one.

Enter any Title and Instructions you
want to appear on the survey.

You'll be able to use up to 20 speci al
codes to break the survey down into
various types of denographics. For
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exanpl e: grade, race, sex, position, or
school .

You can preview your survey on the
screen or print a Master Copy to the
printer.

Save your surveys and scal es. Keep them
for future use as part of your Master
Survey file.

Entering responses to the surveys is
qui ck and easy. The programallows up to
100 questions and five response groups.
The program automatically keeps track of
t he nunmber of survey questions and skips
t hose not used.

The program automatically checks to make
sure the responses entered are valid.

For exanmple, if the survey has three
response groups and you enter a fourth,
it wll beep and tell you.

The final survey report will show you:
1) each question asked in the survey,

2) the total responses for each
cat egory, by question,

3) the percentage of responses for each
cat egory, by question, and

4) an overall total response and
percent age for each response
cat egory.
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You'll print all reports to the screen
or printer.

You'll use the nouse or keyboard to
operate the program Pull-down Menus and
W ndows make the program extrenely easy
and quick to use.

Help is just a keystroke away! Press
[F1] or click on Help with the npuse at
any tinme... fromanywhere in the
program

Security is built into the programto
protect your data from unwanted users.
It's sinple to use, yet very effective.

You have two manual s:

| . Survey Master Manua

Thi s manual explains the specific
details about the Survey Master Program
Think of it like a recipe. It contains
all the details or what you want to do.

The Survey Master manual contains:
Chapter |Infornmation

1 Quick Start, Installing the
program and Overvi ew.

2 File Menu, Information to Add
tothe program
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Qut put Menu, Survey Reports you
can print to the screen or
printer.

Uilities Menu, Speci al
prograns to sinplify your work.

1. EPES Software Reference Manual

Thi s manual expl ains how to:

Sel ect

Menu Opti ons.

Use the keyboard or npuse.

Make Backups of your data.

Add,

Edit, and Delete information..

and nmuch nore.

The EPES Reference Manual contai ns:

Chapter |Information

1 File Menu, How to sel ect
program options, Close Files,
select Printers, and Exit the
program

2 Edit Menu, How to Edit entries.

3 Commands Menu, How to use the
Tool Bar Menu to add, edit, and
view i nformati on; how to use
t he keyboard or nouse to nove
around in the program

4 Qut put Menu, How to print

reports to the screen or
printer.
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5 W ndow Menu, How to nobve or
change the size of a w ndow on
t he screen, and sel ect other
wi ndows on the screen.

6 Uilities Menu, Prograns which
perform special functions |ike
backi ng up your data,recreating
danmaged i ndexes, etc.

7 Hel p Menu, How to get help
usi ng the program

8 Adm ni strator Menu, How to add
users to the program and assign
their rights to add, edit,
del ete or view infornmation.

Thi nk of the reference manual as an
oven. You can use the oven every tine
you bake. Once you're famliar with how
t he oven works, you know how to use it
for all your recipes.

We have one mmj or objective in mnd:

Once you know how to use one EPES
program for Wndows, you'll know how to
use all of them

How is the Manual Witten?

The following information will help you
under st and how the manual is witten.
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Synbol Meani ng

[ ] | nformati on encl osed in
brackets neans to press a key.
For exanple, [A] neans press
the letter A

< >

| nf ormati on encl osed in braces
means to select a conmmand on
the screen. For exanple, < Add
> nmeans sel ect the Add
command.

| nformation encl osed in single
guotes neans to select a Menu
option. For exanmple, 'Fee
Codes' neans sel ect the Fee
Codes option fromthe Menu.

| nfornmati on encl osed in double
guotes refers to a nessage on
the screen or a section in
your manual .

| nformation foll owed by a
colon refers to information
you are to type into the
program For exanpl e,
Password: nmeans type in the
passwor d.
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Chapter 1: Quick Start

This chapter is an overview of the
Survey Master Program You'll |earn how
to install the program and get started.

Installing the Survey Master Program

Start your conputer. Go to your w ndows
program Place the Survey Master Program
Di skette # 1 in your Floppy Drive A (or
B) .

W ndows 3. X
Select the "File' Menu of the W ndows
Program Manager. Then, select 'Run'.

W ndows 9x
Select '"Start'. Then, select 'Run'.

Type in the follow ng:

A:install [Enter] or
B:install [Enter].

To install the program press [Enter]
for each option appearing on the screen.

| nsert Program Di sk #2, when pronpted.

When the program has been successfully
installed, the final nmessage you'll see
will be "Installation is conplete”.

Leave Program Di sk #2 in your floppy
di sk drive until after you' ve conpl eted

10
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the itens di scussed bel ow. Then, put the
original program diskette(s) in a safe
storage pl ace.

First Time You Run the Program

After first installing the program the
programis running in ‘DEMO node. In
Denmo node, you can test every option in
t he program

Registering the Program

To gain unrestricted access to the
program you nust register it. To
register a program do the foll ow ng:

1) Received the Master Diskettes

| f you ordered the program from our
office, the registration information
will be on the [ast master diskette.
Put that diskette in your floppy disk
drive (A or B).

Under the Utilities Menu, select
‘Regi stration/ Support’, then sel ect
‘“Regi ster Program .

By default, the programis set up to
register the program from fl oppy disk
drive A. If this is what you want to do,
sinply select < OK > O herw se, select
t he appropriate options bel ow.

From t he Program Regi stration Screen:

Sel ect (-) Register Program
( ) Un-Register the Program

11
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Sel ect the programto register:
(-) Survey Master Program
() All-In-One Registration

Sel ect the drive where the registration
information is |ocated:

(1) Registration File is in Drive A

() Registration File is in Drive B

() Oher DrivePath (Please specify)

Note: If you select this |last option,
you nust type in the drive and path
where the registration information is

| ocated. For exanple: c:\w ndows\tenp
(Be sure to enter the | ocation where the
registration file is |ocated on your
conputer.)

2) Registering the Deno program

Downl oaded from our Web Site.

| f you downl oaded the deno program and
want to purchase it, contact our sales
of fice: 1-800-424-7512 or email us at:
sal es@pessoftware.com Wen the paynent
or purchase order is received, you wl|
be sent a registration file for the
program Put that file on a floppy

di skette and follow the sane
instructions in step 1 above.

Log In Screen

Once the programis registered, you need
to "Log In" before you can use the
program A Log In screen will appear.

Enter the follow ng information:

12
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| D: SYS (do not press enter)

Password: PASSWORD <Enter>

This is the ID and Password for the
System Adm ni strator. The System

Adm ni strator has total access (control)
to everything in the program

Once you've | ogged into the program as
the System Adm ni strator, you can use
the Adm nistrator option fromthe Master
Menu to add additional users or change
passwords. You can al so change the
password, under the 'Change Password
option of the Utilities Menu.

Put your program di skettes away in a
saf e place when you' ve finished.

Daily Start Up

To start the program select the Survey
Master icon within the EPES Software
Group of your W ndows Program Manager or
W ndows 9x Deskt op

Enter your |ID and password.

Technical Support

I f you have a question about the program
and can't find the answer in the manual,
call technical support at 1-918-366-4454
to speak to a trained technician

13
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Chapter 2: File Menu

This chapter explains three ways to use
t he Survey Master Program and the
options under the File Menu.

Starting the Survey Master Program

After turning on your conputer, select
t he Survey Master icon fromyour EPES
Sof t ware program group.

Enter the follow ng information:

I D: SYS (or the ID that has been set up
for you.)

Password: PASSWORD (or the password
that's been set up for you.)

The Master Menu will appear at the top
of the screen.

Creating Surveys

There are three ways to develop a
survey:

1) select an existing 'Master Survey',

2) create a survey fromthe ' Master
Questions list', or

3) create your own survey.

Each of these option is explained bel ow.

14
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The program al ready has many surveys and
scal es typed in for you to use.

It is inmportant that you understand this
concept:

The program all ows you to enter
responses and print reports for one
survey at a time. This is called the

Active Survey.

However, you may have up to 999 surveys
in your Master Survey File.

You'l | use the 'Backup/ Restore' option
under the Utilities Menu to copy the
survey you're working on to a fl oppy
di sk. Then, you may begi n working on
anot her survey.

The ' Backup/ Restore' option allows you
to create and process nore than one
survey in a systematic and | ogi cal
manner. It will also make it nuch easier
t 0 manage your surveys.

Select the File Menu option of the
Mast er Menu.

Active Survey

The first three options under the File
Menu show you information about the
"Active Survey'. Renenber, you can enter
responses and print reports for the
active survey.

15
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Use ' Survey Responses' to view, add,
edit, or delete the active survey
responses.

Use 'Active Survey Question' to view,
add, edit or delete questions on your
Active Survey.

Use 'Active Survey Scale' to view, add,
edit or delete the response scale on
your Active Survey.

Master Surveys

The second three options under the File
Menu show you i nformati on about your

' Master Surveys'.

Use 'Master Surveys' to view, add, edit
or delete information about all the
surveys entered into the program (one
survey at a tinme). The program all ows up
to 999 surveys to be entered.

Use 'Master Questions List' to view,
add, edit or delete information about
all the surveys questions entered into
the program (one question at a tinme).
Each survey may have a maxi mum of 100
guesti ons.

Use 'Master Survey Scale' to view, add,
edit or delete information about all the
response scales entered into the

conmput er.

16
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|. Selecting a Master Survey

The first way to devel op your own survey
is to select one fromthe Master Survey
File.

Sel ect ' Master Surveys' under the File
Menu.

Use the Tool Bar Menu at the top of the
screen to move forward (Next) and
backward (Previous) in the Master Survey
file.

Take time to | ook over the vari ous
surveys avail abl e.

Noti ce that each survey has a uni que
nunmber (1,2,3 etc.), a descriptive
title, and the |list of associated
guesti ons.

If a survey has nore than 13 questions,
use the scroll bar on the right of the
wi ndow to view the renmai ni ng questions.

Once you locate a survey you want to
use, click on the 'Post this Survey as
the Active Survey' button with the
mouse. This survey will becone the
Active Survey.

17
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NOTE: If you are currently working on a
survey and want to save your current
survey information, be sure to use the
backup / restore option under the
Uilities Menu before posting the
current survey as the active survey.

I f you forget and select a new survey
bef ore maki ng a backup, find the survey
you were originally working on and get
it on the screen. Select the Post Survey

button again. This will post your
original survey as the active survey
(again)... Now, make a backup, return to

this option and sel ect the new survey to
wor k on.

Selecting a Master Scale

Once you' ve selected a Master Survey,
you need to select the scale you want to
use with the survey.

Sel ect 'Master Scales' under the File
Menu.

Use the Tool Bar Menu at the top of the
screen to nove forward (Next) and
backward (Previous) in the Master Scale
file.

Take tinme to | ook over the various
scal es avail abl e. Noti ce that each
scale allows up to five responses, Scale
1 to Scal e 5.

18
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Once you | ocate a scale you want to use,
click on the 'Post this Scale as the
Active Scale' button with the nouse.
This scale will becone the Active Survey
Scal e.

Exit the 'Master Scal es' and ' Master
Surveys'. You're nowready to 'Print a
Copy of your Master Survey' under the
Qut put Menu and enter 'Survey Responses'
under the File Menu. (See Chapter 3
"Print Copy of Active Report" for report
instructions.)

Il. Use the Master Question List to create a Survey
The second way to develop a survey is to
create one using the Master Questions

Li st.

NOTE: Before using this option, nake
sure there are no 'Active Survey
Questions'. To delete all active survey
guestions, use the 'Delete Active Survey
Questions' option under the Uilities
Menu.

Sel ect ' Master Questions List' under the
File Menu.

Use the Tool Bar Menu at the top of the
screen to move forward (Next) and
backward (Previous) in the Master
Question file.

19
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Take time to | ook over the various
guestions avail abl e. Deci de which
questions you want to ask and in which
order.

Locate the question you want to use.
Click on the "Add this question to the
Active Survey' button with the mpuse.
This question will added to the Active
Survey. Repeat this process for each
guesti on.

NOTE: The programw || automatically
nunber the questions 1, 2, 3, etc. in
the order they are sel ected.

| f you change your m nd about a question
after posting it, go to the Active
Survey Questions file. Get the question
on the screen and delete it.

After deleting a question, select the
'Erase Del eted Records' option under the
Utilities Menu. Select 'Mark All' and
"OK' to erase any del eted questions on
your hard drive. This will prevent any
problens with possible duplicate
questi on nunbers.

When You've marked all the questions you
need for your questionnaire, [Esc] from
the Master Question list and return to
File.

To view the questions you've sel ect ed,
click on '"Active Survey Questions'.

20
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Select a Scale for your Survey

Once you' ve devel oped your Active
Survey, you need to select the scale you
want to use with the survey.

Sel ect ' Master Scales' under the File
Menu.

Use the Tool Bar Menu at the top of the
screen to move forward (Next) and
backward (Previous) in the Master Scal e
file.

Take tinme to | ook over the various

scal es available. Notice that each
scale allows up to five responses, Scale
1 to Scal e 5.

Once you | ocate a scale you want to use,
click on the 'Post this Scale as the
Active Scale' button with the nouse.
This scale will becone the Active Survey
Scal e.

You're now ready to 'Print a Copy of
your Active Survey' under the Qutput
Menu and enter 'Survey Responses' under
the File Menu. (See Chapter 3 "Print
Copy of Active Survey" for nore

i nstructions.)

21
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lll. Creating a Master Survey
The third way to devel op your own survey
is to type it in.

Sel ect 'Master Surveys' under the File
Menu.

Sel ect 'Add' fromthe Tool Bar Menu.
Enter the follow ng information about
t he new Survey.

Mast er Questionnaire: Enter a unique
code for this Master Questionnaire and
press [Enter]. For exanple: 99.

Description: Enter a descriptive title
for the questionnaire and press [Enter].
For exanpl e: Student Survey

NOTE: Think carefully about what you
type in the description. For exanple, if
it's a student survey, use the word
student. Then, if you want to print a
list of all surveys that contain the
word student, you can.

Sel ect 'New at the bottom of the screen
to add questi ons.

Question No: Enter the number of the
guestion. For exanple: 1

Question: Type in the question as it
shoul d appear on the survey. Your
guestion may be up to 75 characters
| ong.

22
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For exanmple: The principal comrunicates
well with the teachers.

Note: The question field uses a font
called Arial Narrow. This is a Mcrosoft
True Type font. It conmes as part of the
W ndows 3. x and W ndows 9x operating
systens. It allows nore characters to be
typed into the same anount of space,
t hus giving you a | onger description.

More, Save, Cancel (Tool Bar Menu)
Select < More > to save this question
and add anot her one.

Sel ect < Save > to save this question
and exit.

Sel ect < Cancel > to undo what you've
added and exit.

When you' ve finished addi ng questions,
sel ect < Save > fromthe Tool Bar Menu
to save your Master Questionnaire
information. Select < Close > to return
to the Master Menu.

Creating a Master Scale for your Survey
Use the following steps to create your
own Master Scal e.

Sel ect 'Master Scales' under the File
Menu. Sel ect 'Add' fromthe Tool Bar
Menu.

23
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Enter the follow ng information.

Scal el: Enter the description for Scale
1. For exanple: Strongly Agree

Scal e2: Enter the description for Scale
2. For exanple: Agree

Scal e3: Enter the description for Scale
3. For exanple: Don't Know

Scal e4: Enter the description for Scale
4. For exanple: Disagree

Scal e5: Enter the description for Scale
5. For exanple: Strongly Disagree

More, Save, Cancel (Tool Bar Menu)
Select < More > to save this scale and
add anot her one.

Sel ect < Save > to save this scale and
exit.

Sel ect < Cancel > to undo what you've
added and exit.

Entering Survey Responses
Use the followi ng steps to enter survey
responses into the program

Sel ect ' Survey Response' under the File
Menu. Select 'Add' fromthe Tool Bar
Menu.

Enter the follow ng information.
24
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Sp. Code: Enter any special codes for
t he questionnaire. For exanmple, 01

NOTE: See the instructions under 'Print
copy of Active Report' in Chapter 3 of
this manual for details on setting up
special codes. Be sure to wite down
your codes for future reference.

QL - QL00: Enter the nunmber of the
circled response for each question of
t he questionnaire.

NOTES:

1) The program automatically checks the
validity of the response according to
the survey scal e you sel ect ed.

For example, if you selected the 2 item
scale Yes - No, the programw | allow
you to enter a 0 for no response, a 1
(Yes) or a 2 (No). If you enter a 3 or
hi gher, it will beep and tell you "that
is not an acceptabl e response”.

2) The program knows how nmany questions
to let you to enter. For exanple, if
there are 9 questions in the active
survey questions file, the programw ||
automatically skip questions 10-100.

More, Save, Cancel (Tool Bar Menu)
Select < More > to save this
guestionnaire response and add anot her
one.

25
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Sel ect < Save > to save this
guestionnaire response and exit.

Sel ect < Cancel > to undo what you've
added and exit.

26
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Chapter 3: Output (Reports)

This chapter explains the Reports to
print to the screen or printer.

Note: This Menu is Not highlighted if
you're view ng information on the
screen. Quit what you're doing and
return to the Master Menu.

Sel ect Qutput fromthe Master Menu, and
select fromthe follow ng reports.

Print Final Reports
This report option prints the final
results of your survey.

Select 'Print Final Reports' under the
Qut put Menu. Enter the follow ng.

Line 1: Enter the first line of the
title as you want it to appear on the
report. For exanple: Feedback
Questionnaire

Line 2: Enter the second |line of the
title as you want it to appear on the
report. For exanple: Central Staff

Use a range option:

The range option allows you to limt the
information printed based on the speci al
codes used in your survey.

27
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NOTE: See the next report, 'Print copy
of Active Survey', for detailed
instructions on using special codes in
your survey.

If you enter Y for yes, answer the
foll ow ng questions for Range options 1-
5:

Beginning Digit: Enter the digit where
t he special code begins. For example, 1.

No. Digits: Enter the nunber of digits

used for the special code. For exanple,
2.

| nformati on: Enter the special code you
want to include on the report. For
exampl e, 01

Range Title: Enter the special code
title to give to this report. For
exanple, Certified Teachers.

Note: Press [ Tab ] to skip any range
options you do not use.

Sel ect < Screen > to view the report on
your screen.

Select < Print >1to print this report to
your printer.
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Print copy of Active Survey

This report prints a Master Copy of your
Active Survey. Make copies of it to give
to your intended audi ence.

NOTE: To have a survey devel oped on a
scan form and scanned for you, call EPES
Testing at 800-488-2689. Tell them your
special code is 9989 and ask for

details.

Select 'Print copy of Active Survey'
under the Qutput Menu. Enter two itens
of information before you print your
Active Survey nmaster copy.

Title: Enter a title as you want it to
appear on the Survey Report. For
exanpl e, Staff Feedback Questionnaire.

Survey Instructions: You have nine |ines
of information in which to enter the
instructions to include on the survey
guestionnaire.

You have two buttons at the bottomright
hand corner of the screen. Click on 'GCet
| nstructions' to see a sanple set of
survey instructions.

The ' Survey Instructions' may include:

1) What you want the respondent to know
about the survey.

2) What you want themto do.

29
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3) What specific informati on you need
fromthe respondent (' Speci al
Codes').

4) Reference to any attachnments (with
speci al codes).

Speci al Codes and Survey Instructions
The Survey Master Program allows you to
defi ne special codes in any manner up to
20 spaces. You don't have to use speci al
codi ng, but if you do, read the
follow ng instructions carefully.

Thi nk about the kinds of reports you
want to obtain. For exanple; do you want
to | ook at survey responses by School,
Grade Level, Race, Sex, Position, etc.?
If so, you need to set up a coding
system Let's look at an exanple to help
expl ain how to use special codes.

Exanpl e: Suppose | want to know how
students responded to nmy survey by 1)
grade, 2) race, and 3) sex. | need to
set up three special codes.

Gr ade

The first code is grade. Possible grades
could range from1l to 12. Allow two
spaces for grades, because 12 is a two
di git nunber.

RULE FOR SPECI AL CODE SPACI NG

Each code shoul d be the sanme | ength as
t he maxi mnum nunber of spaces required.
This will provide continuity in data
entry and make it nuch easier to
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val i date your special codes. (See
' Speci al Codes Validity Report' in the
next section.)

So, the grade codes will be 01 - 12,
al though grade 1 is only one space.
Since this is ny first code, spaces 1
and 2 will be reserved for grade.

Race

Race is the second code. Race for
students include Black, Wite, Hispanic,
and Asian. Use one space to define each
possi bl e race. Special Code space 3 wll
be reserved for race.

At this point you have to deci de whet her
to use letters or nunbers for data
entry.

USI NG LETTERS OR NUMBERS FOR SPECI AL
CODE

You will find that it is nmuch faster to
type in nunbers than letters. However,
you may use either. If you use letters,
they will automatically be capitalized
in the program Use capital letters.

In this exanple, we want to use nunbers
for the race codes, but we’re concerned
about getting the correct informtion.

Here's two suggestions on howto wite
the survey instructions.

Race: _ (Use the nunmber bel ow.)
1=WWhi te 2=Bl ack 3=Hi spani c 4=Asi an
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Crcle Race: Wite, Black, H spanic, Asian
1 2 3 4

Noti ce each suggestions require two

i nes. The second suggestion has the
nunmber placed directly below the word.
For younger students, this will be
easi er.

If you wanted to use letters, do
sonething like the follow ng and enter
the first letter (W B, H A.

Crcle Race: Wite, Black, H spanic, Asian

Sex
Sex is the last code. We'll use one
space. Special Code space 4 will be

reserved for race.

Agai n, you nust determ ne whether to use
letters or nunbers.

| f you use nunbers, here's a couple of
suggesti ons.

Sex: _  1=Mal e 2=Fennl e

Circle One: Male Fenmal e
1 2

Once you've typed in your instructions,

click the ' Save these |Instructions'
butt on.
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You may change them as many tines as you
want before printing your report.

Note: Press [ Tab ] to skip any lines of
instruction you do not use.

Sel ect < Screen > to view the report on
your screen.

Select < Print > to print this report to
your printer.

Special Codes Validity Report

Use this report to check the validity of
t he special codes entered into your
survey questionnaire.

Sel ect ' Special Codes Validity Report'
under the Qutput Menu.

Suppose | had used three special codes
in setting up ny student survey. They
wer e:

1) grade code 01 - 12 as the first two
spaces,

2) race code (1,2,3,4) as the third
space, and

3) sex code (1,2) as the fourth space.

To verify that these codes were entered
into the programcorrectly, do the
foll ow ng:

Beginning Digit: Enter the nunmber 1.

No. of Digits: Enter the number 2.
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Lowest Val ue All owed: Enter 01.
Hi ghest Val ue All owed: Enter 12.

Sel ect < Screen > to view the report on
your screen.

If all the grades entered were between
01 and 12 the follow ng nessage will
appear:

No i nformati on out of range. That's
good.

This means the grade information is
bet ween 01 and 12.

|f there was information that did not
fall between these codes, a report would
appear on the screen giving you sone
basic informati on about the record(s)

t hat were wrong. Select 'Survey
Response' under the File Menu and find

t hese problementries.

To verify the race code, enter

as the beginning digit,

as the nunmber of digits,

as the | owest val ue all owed, and
as the highest value all owed.

DR PR, w

To verify the sex code, enter:

4 as the beginning digit,

1 as the nunber of digits,

1 as the [ owest val ue allowed, and
2 as the highest value all owed.
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Print Active Survey Questions
This report prints a list of the Active
Survey questions you're using.

This report uses the Report Query
Format. See the EPES Reference Manual,
Chapter 4, to learn howto limt the
information printed and save your work
for later use.

Select "Print Active Survey Questions
under the Qutput Menu.

Sel ect the appropriate information.
Sel ect PreView to print to the screen.

Select Print to print to your printer.

Print Active Survey Scale
This report prints a list of the Active
Survey scal e you're using.

This report uses the Report Query
Format. See the EPES Reference Manual,
Chapter 4, to learn howto Ilimt the
information printed and save your work
for |ater use.

Select '"Print Active Survey Scal e' under
t he Qut put Menu.

Sel ect the appropriate information.

Sel ect <PreView> to print to the screen.
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Select <Print> to print to your printer.

Print Master Surveys

This report prints the nunber and
description of the Master Surveys in the
program

This report uses the Report Query
Format. See the EPES Reference Manual,
Chapter 4, to learn howto |limt the
information printed and save your work
for | ater use.

Select '"Print Master Surveys' under the
Qut put Menu.

Sel ect the appropriate information.
Sel ect <PreView> to print to the screen.

Select <Print> to print to your printer.

Print Master Questions
This report prints a list of the
questions used in each Master Survey.

This report uses the Report Query
Format. See the EPES Reference Manual,
Chapter 4, to learn howto Ilimt the
information printed and save your work
for |ater use.

Select 'Print Master Surveys' under the
Qut put Menu.
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Sel ect the appropriate information.
Sel ect <PreView> to print to the screen.

Select <Print> to print to your printer.

Print Master Scales
This report prints a list of all the
Scal es entered into the program

This report uses the Report Query
Format. See the EPES Reference Manual,
Chapter 4, to learn howto limt the
information printed and save your work
for |ater use.

Sel ect 'Print Master Scal es' under the
Qut put Menu.

Sel ect the appropriate information.
Sel ect <PreView> to print to the screen.

Select <Print> to print to your printer.
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Chapter 4: Utilities Menu

This chapter explains the Utilities Menu
programs that are unique to the Survey
Master Program All other Uility Menu
prograns are explained in detail in
Chapter 6 of the EPES Reference Manual .

Select the Utilities Menu and sel ect
fromthe follow ng options.

Erase Deleted Records

This option is explained in the EPES
Ref erence nmanual . However, a bri ef
additional note is needed here.

The program automatically creates
information during data entry that you
aren't aware of. For exanple, it creates
information so that a question nunber
can't be entered twice within the sane
guestionnaire. See Check Duplication

| ndex bel ow.

If you delete a question during data
entry and then try to re-enter the
guestion using the same question nunber,
the programw |l tell you it is a
dupl i cate question nunmber and is not

al | owed.

To fix this problem select 'Erase
Del et ed Records' under the Utilities
Menu. Select '"Mark All' and < OK >. This
wi ||l physically erase any del eted
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records and allow you to use that
guesti on number agai n.

Check Duplication Index

This option checks the question
nunbering i ndex created by the program
This index prevents you from entering
the same question nunber twice within a
survey.

This information is automatically
created by the program during data
entry. However, if there is a power
out age or conputer hardware failure,
this option will recreate the indexes.

Sel ect < Yes > to conti nue.

Select < No > to exit.

Survey Preferences

Use this screen for support information
and to select which printer port to use.
The program uses LPT1 by default.

Sel ect ' Survey Preferences' under the
Uilities Menu.

Printer Port: Normally your printer uses
printer port LPT1l. Select LPT2 or LPTS3
if you're using a different printer

port.
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Backup/Restore

This option is explained in detail in
t he EPES Reference Manual. However, a
brief additional note is needed.

This program all ows you to work on one
survey at a tinme. This is called the
Active Survey.

Use the 'Backup/ Restore' option to copy
the survey you're working on to a

fl oppy disk. Then, you can begi n worKki ng
on anot her survey.

When you want to work on a survey that
has been backed up, first make a backup
of the survey you're currently working
on to a separate floppy diskette. Then
use the restore option to put the survey
i nformati on back onto your conputer.

Use the backup to put each survey on a
separate diskette. Use the restore
command to put a survey back onto your
conputer to enter additional responses
and print reports.

Usi ng the 'Backup/ Restore' option in
this manner allows you to create and
process nore than one survey at a tinme
in a systematic and | ogi cal nanner.
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Registration/Support

Register Program

Use this option to register your program
for unrestricted use. To register a
program do the foll ow ng:

1) Received the Master Diskettes

| f you ordered the program from our
office, the registration information
will be on the [ast master diskette.
Put that diskette in your floppy disk
drive (A or B).

Under the Utilities Menu, select
‘Regi stration/ Support’, then sel ect
‘Regi ster Program.

By default, the programis set up to
register the program from fl oppy di sk
drive AL If this is what you want to do,
sinmply select < OK >. O herw se, select
the appropriate options bel ow

From t he Program Regi stration Screen:
Sel ect (-) Register Program
( ) Un-Register the Program

Sel ect the programto register:
(-) Survey Master Program
() All-In-One Registration

Sel ect the drive where the registration
information is |ocated.

() Registration File is in Drive A

() Registration File is in Drive B
() Oher DrivePath (Pl ease specify)
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Note: If you select this |last option,
you nmust type in the drive and path
where the registration information is

| ocated. For exanple: c:\w ndows\tenp
(Be sure to enter the |ocation where the
registration file is |ocated on your
conmputer.)

2) Registering the Denp program

Downl oaded from our Web Site.

| f you downl oaded the denop program and
want to purchase it, contact our sales
office: 1-800-424-7512 or emmil us at:
sal es@pessoftware. com When the paynment
or purchase order is received, you wl|
be sent a registration file for the
program Put that file on a floppy

di skette and follow the sane
instructions in step 1 above.

Update Support

Use this option to update your support
renewal information for the program You
will receive a support renewal code from
our office when you support is renewed.

Note: |If you purchased the All-1n-One
option, you will renew your support each
year. |f your support is not renewed
within 30 days after the conpletion of
the year, the programw Il return to
Denmp node.

Sel ect the programto update:
(:) Survey Master Program
() All-In-One

42




Chapter 4: Uilities Menu

Support Renewal Code: Enter the support
renewal code you received from our
of fice.

Delete Questionnaire Responses

Use this option when you begin entering
responses to a new survey. It wll
conpletely erase all records in 'Survey
Responses' under the File Menu.

Warni ng: Al ways make backups of your
data before using this option. The
information will be permanently erased
upon conpl eti on.

Select < No > to exit wi thout deleting
any survey responses.

Sel ect < YES > to delete the survey
responses.

Delete Active Survey Questions

Use this option when you're creating a
gquestionnaire from existing Mster
Survey Questions. It will delete al
Active Survey Questions and allow you to
add your own questions, one at a tine.

Select < NO > to exit w thout deleting
the active survey questions.

Select < YES > to delete all active
survey questions.
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Index

—A—

Active Survey, 15

Active Survey Question, 16

Active Survey Questions, Deleting, 43
Active Survey Questions, Printing, 35
Active Survey Scale, 16

Active Survey Scale, Printing, 35
Active Survey, Printing, 29

Active Survey, Survey Instructions, 29
Active Survey, Title, 29

All-In-One, 42

Arial Narrow Font, 23

Backup/Restore, 15, 40

Check Duplication Index, 39

Creating a Master Scale, 23

Creating a Master Survey, 22

Creating a Master Survey from Master Questions List, 19
Creating Surveys, 14

—D—

Daily Start Up, 13

Delete Active Survey Questions, 43
Delete Questionnaire Responses, 43
Description, 22

Duplication Index, Check, 39

— E—

EPES Software Reference Manual, 7
EPES Testing, 29
Erase Deleted Records, 38
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Final Reports, Information, 28
Final Reports, No. Digits, 28

Final Reports, Printing, 27

Final Reports, Range Option, 27
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Help, 6
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Master Questions List, 16, 19
Master Questions, Printing, 36
Master Scales, 21

Master Scales, Printing, 37
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Master Survey, Creating, 22
Master Survey, Print, 21
Master Surveys, 16, 22

Master Surveys, Printing, 36
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Print Active Survey Scale, 35
Print copy of Active Survey, 29
Print Final Reports, 27

Print Master Questions, 36

Print Master Scales, 37

Print Master Survey, 21

Print Master Surveys, 36

Question, 22
Question No, 22

Questionnaire Responses, Deleting, 43
Quick Start, 10
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Range Option, Final Reports, 27
Register Program, 41
Reports, 27

Scalel, 24

Scale2, 24

Scale3, 24

Scale4, 24

Scaleb, 24

Scan Form, Survey, 29

Select aScale, 21

Selecting a Master Scale, 18

Selecting a Master Survey, 17

Special Code Spacing, 30

Special Codes, 25, 30

Special Codes Validity Report, 33

Special Codes Validity Report, Beginning Digit, 34
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Special Codes Validity Report, Lowest Value Allowed, 34
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Survey Preferences, 39
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