
Instructions  



STEP A  

Creating a Gmail Account  



    

STEP A 

Step A: In order to use Google Applications (Google Docs, Google Forms) you will 
need to create a Google Account by visiting the Account Creation Page 
https://accounts.google.com/SignUp 
Note: You can skip this step if already have a Google Account 

https://accounts.google.com/SignUp


STEP B  

Accessing Google Drive on the web  



     

STEP B 

Step B:Once you have a Google Account, the next step is to Sign In to 
Google Drive https://drive.google.com/#my-drive 
Note: Google Drive offers 15 GB of free space to save and store files on the web 

https://drive.google.com/#my-drive


 

STEP C  

Downloading Google on your PC  



      
 

           

STEP C 

Step C: Download Google Drive on your PC to keep files on your desktop synced with your files stored on 
the web. 
1. When signed in your Google Drive you will view all files that have been stored on the web. 
2.	 On the left  side of  the web page  there  will be the icon  

(see screen shot below) to install  the Drive to your  computer.  
1.	 Click  Install  Drive to PC 



STEP C 

4. Follow the installation Instructions that will  be displayed to the bottom of the web 
page by  running googledrivesync.exe . Click  Run. 



STEP C 

5. After installation is completed a shortcut icon of the Google Drive will  appear in 
your computer’s  Task  Bar.  There will  be also a short cut icon in the Start Menu and 
on the desktop’s  screen. 



STEP C 

6. Go to Task Bar or the Start Menu and click on the icon of the Google Drive. 
7. Follow the ‘Get Started’  prompting instructions to connect to your computer’s  
Google Drive folder. 



STEP C 

•	 After this  initiating step (Step 7), every  time you click on the icon of the 
Google Drive you will have access  to your Google Docs  files.  
That way you can: 

i. Drag files into and out of  the folder. 
ii. Rename files. 
iii. Move files and folders around. 
iv. Edit and save files. 
v. Move files to trash. 
vi. Access your files even when you’re not  connected to the Internet. 



Step D  

Get Started with the Google Drive Tools  



Step D 

Step D: Get Started with the Google Drive Tools 
•	 Sign In to Google Drive https://drive.google.com/#my-drive 
•	 Locate and select the CREATE  button on the Google Drive website (red icon on the 

left) and the following Google Tools  will  be displayed: 
 Document 
 Presentation 
 Spreadsheet 
 Form 

https://drive.google.com/#my-drive


 

Step D 

Google Drive Tools 
•	 To create a Survey  select the option ‘Form’. See slides  14-26 for more information 

and for illustrative examples. 
•	 To create a MS  Excel-like spreadsheet select the option ‘Spreadsheet’. 

Free tutorial on Google Sheets 
•	 To create a MS  Word-like text-based document select the option ‘Document’. 
•	 To create a PowerPoint-like slideshow presentation select the option ‘Presentation’. 



Create a Survey using Google Forms 

•	 Select the ‘Form’  option. The form will  appear in a new  tab on the 
browser. 

•	 Type  the  title  of  your  survey in  the  text field  ‘Untitled  form’. 



  

Create a Survey using Google Forms 

•	 Start the development of the survey  items  by nami ng each question 
item  (Question  Title  text  field)  and selecting the  preferred question  
type  (Question  Type  text  field). 

How to add/edit questions advise the following link https://support.google.com/docs/answer/2839737?hl=en 

https://support.google.com/docs/answer/2839737?hl=en


 
 

 
 

Examples 

• An example of a Grid survey item (slides 17-18) 
• An example of a Multiple Choice survey item (slides 19-20) 
• An example of a Checkbox survey item (slides 21-22) 
• Other types of survey items (slides 23-26) 



 Question Type: Grid 



 Question Type: Grid  



 Question Type: Multiple-Choice  



 Question Type: Multiple-Choice  



 Question Type: Checkbox  



 Question Type: Checkbox  



  Text Item: Other Survey Item Types  



 Drop-Down List: Other Survey Item Types  



 Rating Scales: Other Survey Item Types  



 Grid vs. Scale Question Type  



Step E  

• Exporting Survey Responses  to Excel  
• Excel Macros 



            
    

 

Exporting Survey Responses to Excel 

1. After the survey is done click ‘Send Form’  to email the form to the respondents. 
2.	 To view all responses, in the toolbar click Responses and then select 

View Responses 
3. All responses are saved in a Google Excel spreadsheet (slide 28). 



   
  

  
  

Exporting Survey Responses to Excel 

4. To export the data to MS Excel, click on the File tab and choose option Download as 
Microsoft Excel (.xlsx) as it is shown below. 
5. Other options offered in Google Sheets under the File button are: Delete the file (Move 
to Trash), Rename, Make a copy or Email as attachment. 



     
      

 
      

Exported Data in Excel  

•	 Check the data if there are variables that need to be transformed to their original 
format. For instance, the format of the Time questions of the Google Sheet gets 
distorted when data are exported in Excel. To correct, in Excel select the Time 
variables and do right click. Select the Format Cells option and choose the Time 
format. 



 

 
 

      
  

Excel Macros  

To automate a repetitive task, for instance to analyze survey data, you can use a macro 
in Excel. 
1.	 In the attached zipped folder locate and open the Excel macro file: Pottstown 

Summary Tool Vxx1_3. 
Note: Please save first the attached zipped folder containing the macro itself and fake survey data on your Desktop ,and then extract and 
save all files in a new folder. 



  
 

Enabling Macros  

• If you were prompted about this when you opened this file ensure you 
selected ‘Enable Macros’ or ‘Enable Content’. 



  
   

   
  

   

Enabling Macros  

•	 If you were not prompted about this and your solution does (or should) require 
macros – then your macro security is set too high. 
- To correct this simply choose the File tab | Options | Trust Center | Trust Center 
Settings and then click the Macro Center Settings. Choose Enable Macros. You will 

Also visit: Support.Office.com then need to re-open the file. 

http:Support.Office.com


Using Excel Macros  

2.	 The macro will automate tasks for 5 instruments (5 green buttons). 
Click the button for the desired data type to start the macro. 

43-46  
47-50  
51-54  

3. Instructions how to use the Macro for each Instrument are illustrated here. 
4. Table in slide X summarizes all resulting outputs per Instrument.  



  
   

 

Childhood Chatter Pre-Post Surveys  

Macro will result to 
• Individual Item Analysis of Pre – Post responses  
• Visual Display of Pre-Post responses 



 
  

  
  

    

  

Childhood Chatter Pre-Post Surveys  

A.	 Click the Process Childhood Chatter Pre File button. 
B.	 You will be prompted to select the source data file (this will be the Google Form 

survey data exported to Excel - see slide 28). For illustrative purposes, select the 
“Childhood Chatter Survey - Pre (Responses)” excel file containing a few fake 
responses provided in the enclosed zipped folder. Reminder:  In order to be able to select any file you 

will have to extract (unzip) and save all files in a new folder. 



 

 

Childhood Chatter Pre-Post Surveys  

C.	 The macro will prompt you a 2nd time, this time to select the 
Pottstown Data Template Vxx1_3 file (as the screen shot shows below). 
Click Open. 

D.	 The macro will take a few moments to run. 



 
   

  
    

Childhood Chatter Pre-Post Surveys  

E.	 You will be prompted to save the output file. 
Note that the macro by default will generate the File Name “Pottstown Data” with the Date the 
file was processed. 

F.	 A pop-up window will appear that ‘Process Complete’. Click Ok. 



   
 

  

Childhood Chatter Pre-Post Surveys 

G.	 The Output file will open displaying summary results for each Pre survey item 
with a Graph displaying just the Pre survey responses. 
Note that the macro will produce summary results and a graph for each assessed Workshop. 

H.	 Close the file. 



g
 

  
 

 

Childhood Chatter Pre-Post Surveys 
I. Repeat steps with the Childhood Chatter Survey – Post 

- Open the Excel macro file: Pottstown Summary Tool Vxx1_3.  
- Click the Process Childhood Chatter Post File button.  
- Select the “Childhood Chatter Survey - Post (Responses)” file.  



 

Childhood Chatter Pre-Post Surveys 
- Select the saved pre data file from step E (slide 35) when prompted for the data 

template (Do not select Pottstown Data Template Vxx1_3) 

- You can then save the output to the same or a different file.  



     
  

   

Childhood Chatter Pre-Post Surveys  

- The new Output file will have summary results for all Pre - Post survey items with 
a Graph displaying both the Pre-Post survey responses.
Note that the macro will produce summary results and a graph for each assessed Workshop. 



 

  
  

 

PEAK Pre-K Counts  
Parent Satisfaction Survey  

Macro will result to 
• Individual Item Analysis of responses 
• Visual Display of responses 



    

   

PEAK Parent Satisfaction Survey 

- Open the Excel macro file: Pottstown Summary Tool Vxx1_3. 
A. Click the Process Parent Satisfaction File button. 
B. Select the “PEAK Pre-K Counts Parent Satisfaction Survey (Responses)” file. 



 

 

   

PEAK Parent Satisfaction Survey 

C.	 The macro will prompt you a 2nd time, this time to select the 
Pottstown Data Template Vxx1_3 file. 

D.	 You will be prompted to save the output file. Save the file with a different 
name than the default file name (for instance, Pottstown Data DATE Parent Satisfaction). 

Note: A pop-up window will appear that ‘Process Complete’. Click Ok 



 

   
     

PEAK Parent Satisfaction Survey 

E. The Output file will open displaying summary results for each survey item of the 
Usefulness Likert question with a Graph. The macro will also process 3 feedback 
questions about participation in activities. 



  

  

Lil’s Sports Progress Report  

Macro will result to 
• Analysis of Pre-Post records 
• Visual Display of Pre-Post records  



    

   

Lil’s Sports Progress Report 

- Open the Excel macro file: Pottstown Summary Tool Vxx1_3.  
A. Click the Process Lil’s Sports File button. 
B. Select the “Lil's Sports Preschool Progress Report Responses)” file. 



 
 

   

Lil’s Sports Progress Report  

C.	 The macro will prompt you a 2nd time, this time to select the 
Pottstown Data Template Vxx1_3 file. 

D.	 You will be prompted to save the output file. Save the file with a different name 
than the default file name (for instance, Pottstown Data DATE Lil’s Sports). 

Note: A pop-up window will appear that ‘Process Complete’. Click Ok 



   
 

Lil’s Sports Progress Report 

E. The Output file will open displaying average percentages across assessed 
classrooms on Motor Skill Activities with a Graph. 



 

  
  

  
   

CLASS Observation Summary Sheet  

Macro will result to 
•	 Averages of observation scores across classrooms 
•	 Calculation of the 3 CLASS domain scores (emotional support, 

Instructional Support, Classroom Organization) 



 

    

 

CLASS Observation Summary Sheet  

- Open the Excel macro file: Pottstown Summary Tool Vxx1_3.  
A. Click the Process Class Observation File button. 
B. Select the “CLASS Observation Sheet (Responses)” file. 



 

 

   

CLASS Observation Summary Sheet  

C.	 The macro will prompt you a 2nd time, this time to select the 
Pottstown Data Template Vxx1_3 file. 

D.	 You will be prompted to save the output file. Save the file with a different name 
than the default file name (for instance, Pottstown Data DATE CLASS 
Observations). 

Note: A pop-up window will appear that ‘Process Complete’. Click Ok 



 
  

   
  

CLASS Observation Summary Sheet 
E. The Output file will open displaying average scores on 10 CLASS dimensions 

observed in each classroom and the estimated 3 CLASS domain scores 
(emotional support, Instructional Support, Classroom Organization) . 



Excel Macro Outputs  

Instrument 
(Google Form) 

Survey Item Analysis 
(for  each item) 

Graphs 

Childhood Chatter Survey - Pre  • Individual Counts for  each  response category Of Pre-Post  
responses Childhood Chatter Survey - Post  • Percentages within each  response category /  

total percentage of the positive categories 4,  
5, Strongly  Agree. 

PEAK Pre-K Counts  Parent 
Satisfaction Survey 

• Individual Counts for  each  response category Of Usefulness Likert 
responses • Percentages within each  response category /  

total percentage of the positive categories 
“useful,” “very useful,” and  “extremely 
useful”. 

Lil's Sports  Preschool Progress  
Report 

• Average percentage across X classrooms on  
Motor Skill Activities 

Of Pre-Post  
activities 

CLASS Observation  Summary  
Sheet 

• Average  scores across X  classrooms  on all  
observed classroom dimensions  /   
calculations  of the  3 domain  scores  
(emotional support, Instructional Support,  
Classroom Organization)  

n/a 



Questions  

Katerina Passa 
Aikaterini.Passa@icfi.com 
Gabriel Hartmann 
gabriel.hartmann@forwardsquare.com  

mailto:gabriel.hartmann@forwardsquare.com
mailto:Aikaterini.Passa@icfi.com
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