Creating a Baseline GLISTEN SALG 
(August 2013)
1) Open a browser and paste this url into the address bar: http://salgweb-dev.ad.education.wisc.edu:8080/salg2
2) Click on Instructor sign up in the left menu box and provide the requested information on the following page. 

a. Use the same email name that you use with your existing SALG account if you want to access any of your older instruments. (Data from the old database is moved to the new database a couple of times per year, so all of your old instruments may not be present yet. When the new system is ready for release, all existing data will be transferred to the new database.)
b. If you have already signed up, click on Instructor login and provide your email address in the Name field and your password. 
3) You should land on your home page—or the last page you were working on.

4) On the left menu, under Instruments, click on Create. 

5) You should now be on the Choose Instrument page. 
6) In Step One select GLISTEN as your research group, then
a. To start from the standard GLISTEN baseline instrument, click on Baseline. 

7) In Step Two, choose Start from Baseline GLISTEN-SALG. 
a. If you have already developed your own Baseline GLISTEN-SALG, you may choose, Reuse one of your instruments based on Baseline GLISTEN-SALG. 

b. If you want to start from a public Baseline GLISTEN-SALG that someone else has modified, choose Reuse someone else’s instrument based on Baseline GLISTEN-SALG. 
8) On the next page, under Instrument Name, give your instrument a name. To make your instrument easy for GLISTEN staff to find, please make the instrument name the instructor’s last name followed by the course ID (e.g., Carroll - Chem 125 or Biol 176). 
9) In the Description field, type a description for your course. Again, to allow GLISTEN staff to find and report on your instrument, please make the description field as follows: institution name, GLISTEN Collaborative Cluster*, course title (e.g., the Science of Life, or Environmental Chemistry), and term (e.g., Fall 2012).   To this basic information you may add a general description of the course content if you wish.
10) If you don’t want your instrument to be posted to the public repository, change the Instrument Privacy setting to Private. (Note: The Public setting only posts your instrument to the public site, not your data.) 
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11) Under Instrument Type, choose This is survey instrument.
12) Click Next at the bottom of the page. 

13) You are now on the edit page. 

a. At the top of the page is a control that allows you to add questions from another instrument. If you just want to use the standard GLISTEN SALG, you can ignore this button. If you have created other SALG instruments that have questions you want to use on this survey, you may click this button and then the My Instruments button. This will allow you to access any instruments you have created by clicking on the Choose button. Copy questions you want to add to your current instrument by putting a check in the box to the left of the question. When you are done, click on Continue at the top of the page. 

b. You also have three save buttons. 

i. The green save button simply saves your changes and keeps you on the editing page. 

ii. The Save and Exit button saves your changes and then takes you back to your home page. You may return to make more changes to the instrument later. 
iii. The Save and Freeze button saves your changes and locks the instrument so that it is ready to use as a survey. Choose this button when you are finished with your edits and confident that your instrument is ready to go.
iv. The New Section button allows you to add a new stem question at the top of the instrument. 
v. SAVE  YOUR WORK FREQUENTLY!

c. A lock icon in to the left of any question means that it is locked and cannot be edited. 

d. Other questions can be edited. To edit a question, click on the Action button. This will allow you to edit, delete or move a question. 

i. Clicking on Delete will erase a question. 

ii. Clicking on Edit opens a window that allows you to edit the text of the question. (You can also change the scale and answer type of questions that you have added. You cannot make these types of changes to standard SALG questions.) 
iii. Clicking on Move highlights the question you want to move in green and adds green Move Here boxes to all locations the question can move to. 
e. You may add questions using the blue boxes: 

i. To add a question, click the Add question box where you want that question to appear. 

ii. To add a question with multiple sub-questions, choose Create Subsection where you want that question to appear. 

f. When you are finished editing, click one of the save buttons. 
g. When you are sure that your instrument is finished, click Save and Freeze. You will get a warning window asking you if you are sure. Click yesif you are sure. You should then get a confirmation window telling you your changes were saved. You will be returned to your home page.

14) On the left menu, under Surveys, click Create. 

a. Enter a Description. Please include the following information: 
b. Choose start and end dates. It is wise to choose an end date well after you plan to close the survey so that you will not have to create a new survey for students who miss the deadline. 

c. Choose participation type: this controls how students will authenticate themselves to the survey. 

i. Authenticated only allows students who appear on a list of email addresses you enter to take the survey. 

ii. Blindwipes all evidence of who took the survey. USE THIS OPTION WITH GREAT CARE. It is designed for use in very small classes (>5) when even knowing who filled out the survey might compromise student anonymity. 
iii. Open allows anyone with the url and instrument number (and optional password) to take the survey. 

iv. All options are anonymous—there is no way for you to link student identities to their answers under any of these options. 

d. Anticipated Participation allows you to enter the number of students you expect to take the survey. 

e. If you check the Stop if… button, the system will no longer allow people to take the survey once the number above is reached. 

f. Leave State as it is. 

g. Successfulness threshold allows you to modify the percentage of questions students must answer to “complete” the survey. The larger the number you put here, the fewer questions the students must answer before they can submit their survey as a complete response. 

h. Click the Instrument button and choose your instrument by clicking on the button to the right of the instrument description. Then click on Proceed at the bottom of the page. 
i. You will then see a confirmation page. 

j. Again, click on Proceed at the bottom of the page. 

k. You may set a password that students will need to type to access the instrument. This is optional. If you decide to use a password, that password will appear on your list of surveys, so you don’t need to remember it.
l. Click on Instructorand then click on the radio button to the right of your name. Then click on Proceed. You will see a confirmation page with your profile on it. Click on Proceed at the bottom of the page. 

m. Click on Save at the bottom of the page. 

n. Click on Proceed on the confirmation page that says your survey saved successfully. 

15) On the left menu, choose User Surveys. Scroll down the list until you see the survey you just created. 
16) On the right side, under Id, click on the blue Announce button. 

17) Choose your preferred announcement style. This will pop up your email client with a message to the students in it. You will need to fill in the email addresses of the students. Send this email and your survey is up and running. 

a. If you don’t have an email client installed on your computer, open your email system and paste this text into the main body of the email: 
Hi Everyone, 
I want to know what you think about the material we’re going to coverin this course, so I’ve set up a survey to collect your input. Imodify my teaching plans every year based on what students tell meabout what they already know and what they don’t, so please be asthoughtful and as specific as you can. The survey will be open fromMM/DD/YYYY to MM/DD/YYYY, and should take youabout 10-12 minutes to complete.
 * Go to http://salgweb-dev.ad.education.wisc.edu:8080/salg2/student/surveyForm
 * Fill in your email address
 * Enter the survey number: [fill in the survey ID—the number in the leftmost column on your list of surveys]
 * Provide the instrument password: [optional]
Your responses to this instrument are completely anonymous. I cannot
tell which answers are yours or even whether or not you have completed
the survey.
Thanks, 

[Your name]
b. Paste the list of student names in your class into the To: field and an appropriate heading in the subject line and you are ready to send the email. 

c. Go back to the SALG page. 
18) If you chose Authenticated as the way students will identify themselves to the system, click on Student List. You can paste or type a list of student email addresses here. 

19) You can monitor who has completed the survey by clicking on the blue Student List button under User Surveys. 

20) When you are done, click on Back or Logout. 
