July 10, 2015
Dear 2015 Bio REU PIs,
Attached are the instructions for using the Bio REU Common Assessment Tool. For
those of you who have used the tool in previous years, there are no major changes this
year. For those of you who are using the tool for the first time, please follow the
instructions to get started. Importantly, you must create and administer your survey as a
member of the BIO REU Department at the University of Colorado in order to be
included when the data across programs are de-identified and aggregated.
If you are using the tool for the first time, then you should have already been entered as a
member of the BIO REU Department at the University of Colorado with the email that
was on your NSF proposal. If you try to log in, but are not recognized as a member of our
“Bio REU Department,” then please email me at branchaw@wisc.edu and I will add you.
If you would like to give others on your team access to work on your program’s survey,
then I will need to add them manually. Send me their names and email addresses and I
will add them.
Note that program specific questions can be added to the survey, but you cannot edit or
delete the core questions. Not all of the questions on the template survey are core
questions. If you are able to delete a question, then it is not a core question.
If you have questions or problems using the tool, please contact me.
Sincerely,
Janet
Janet Branchaw, Ph.D.
University of Wisconsin
608-262-1182, branchaw@wisc.edu

2015 Bio REU URSSA: Step-by-Step Instructions
Creating Your Survey
1. Log on to the SALG instructor site: www.salgsite.org.

new users

2. If you are a new user, click “Register as a new user.” Fill out the information on the next page,
if you have already used URSSA, click “Returning user” and login using your email and
password from last year.
3. Click: “Implement an instrument created by your department without adding questions.”
(You will be able to add and edit questions later if you wish, but you first need to select a survey.)

4. If you have more than one departmental survey you will need to choose Summer 2015 Bio
REU MASTER on the next page and press next. If you only have one survey you will be passed
on to the next page automatically.

5. The next page will let you preview the survey. Make sure you have chosen “Bio REU URSSA
Summer 2015” Click “next”.

6. NOT REQUIRED – You will be asked to set the start and end dates for your survey. You can
leave these questions blank and set the dates later. Click “Next.”

Important: If you choose to set the start and end dates now and wish to edit the survey at a later
time, do NOT set to set the start date for the present day. Once activated, a survey cannot be
modified.
7. NOT REQUIRED - You will be asked to select an announcement to your students. Again,
you do not need to select an announcement at this time for the survey to be generated. Click
“Done.”

Your Core Bio REU survey should now exist!
The next section outlines instructions on how to modify your survey. You can return to
make modifications anytime before the start date. Once the survey is activated, however,
you can no longer modify it.

Use the Instrument Control Panel to Modify Your Survey

1. View or edit course name, description and/or other information about your course.

Fill out any missing information about your course. Under student identity select: “open
enrollment.” If you wish to let others use your version of the instrument, select “public,” if you
don’t wish to do this, select “private.”

2. View or edit the student list

In addition to allowing you to enter the email addresses of your students, this tool will allow
you to track student completion of the survey after it opens. However, this tool does not
match student emails to responses, so the responses remain anonymous.
3. Copy questions from another instrument into your active instrument

If you added program specific questions to your survey in previous years, you can use this
tool to copy and paste those questions into your new survey, where you can update them for
the current year.

4. Edit the questions

There are 15 “core” questions that may not be edited. All of the questions, EXCEPT THE
CORE QUESTIONS, may be deleted, edited or moved using the delete buttons and arrows.
Only data from the “core” questions is aggregated and analyzed across the Bio REU sites.
These “extra” questions are from the original URSSA survey tool and are included to help PIs
design their own program specific questions. New questions can be added at the bottom of
the page.

5. Edit the start and end dates for your survey

If you did not set the start and end dates when you generated your survey, this tool allows you
to set them at any time. Remember, once the survey has started, it can no longer be modified.

6. Announce the survey to students

When you select one of the three announcement options, an email window will open with the
announcement text in it. You can edit this text. Enter the email addresses for your students. You
may send the announcement, or save the email as a draft (if you want to send the email later).
Click “done.”

7. Analyze and/or download the results of your survey

Summary statistics for all of the questions on the survey are presented within this tool. You can
also download your data to a spreadsheet for further analysis (see the red arrow).

