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SCEF forms from SNAP

This document isintended for members of staff that have already used SNAP for the creation
of SCEF forms and also new members of staff. It includes—

Guidelines on creation and submission of SCEF forms which should be read by both
existing and new users to enable us to reduce potential problems to a minimum.
How to create apart B / second page SCEF form

How to install SNAP

How to transfer the results from SNAP to SPSS for further analysis if required.

Changes from August 2006

New SCEF forms and procedures have been introduced from August 2006 which means that
the old style SCEF forms are no longer to be used. In order to achieve the transition easily
please follow these steps

1. Install SNAP version 8, if not already installed — instructions for thisare in Appendix A
( NB. also ensure that you update to the latest release if you have SNAP 8 installed).

2. Download the master SCEF form from the web.

3. Create anew SCEF form for each course/ module.

Once the forms/ files have been created then they should be sent via E-mail to the Scanning
service for printing.

Please note the following pointsin the production of SCEF forms

It isimportant that SCEF forms for courses are created and printed using only the SNAP
program - do NOT take an existing form and alter the paper copy - it cannot and will not
be scanned.

ALL master forms MUST be printed by the SCEF scanning service provided by DIT and
should be copied by the Central Printing service or the forms will most probably not scan
correctly.

Please see the guidelines on creating and submitting SCEF forms in this document.
Allow plenty of time for the creation of the SCEF forms for distribution — at busy timesit
may take at least 7 working days from when you submit the masters for printing by DIT to
when you receive the copied forms from Central Printing.

If you have created the forms for the current courses in previous years then all that you
need to do is to open up the relevant form and change the year part of the header. Then
submit the forms for printing and copying in the usua way.

(' NB. This does not apply to academic year 2006/20/7 due to the revision of SCEF forms
— new forms must be created for all courses)

Please make sure you always use the correct address ( SCEF Scanning /
scanning@abdn.ac.uk ) for the printing and scanning service otherwise there may be
delays in processing your requirements

If you have any problems or queries regarding the use of the SNAP software to produce, or
analyse the SCEF forms; please contact John S. Lemon ( x3350 ) j.s.lemon@abdn.ac.uk

If you have any queries regarding the printing of the masters or the scanning service; please
contact Reception ( x3357 ) scanning@abdn.ac.uk
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Submission of formsfor printing

Once the forms have been created within SNAP the definition files should be E-mailed as
binary attachment(s) to scanning@abdn.ac.uk

NB. The filesto be copied / emailed should have a name in the form of
SN<course code>.MDF —thus for course EZ1010 the file would be SNEZ1010.MDF
( Although the filename is shown here in UPPERCASE thisis not essential ).

The printed masters will then be sent to Central Printing for reproduction so you should
indicate the number of copies required and areturn internal mail address in the E-mail
request; failure to provide this information will result in delays.

Please follow these guidelines to ensure that potential problems with production of the forms
and subsequent scanning are kept to a minimum

The printing of masters must be carried out by the SCEF Scanning service, do not
send the form definition files ( MDF ) to Central Printing. They do not have the
facilities to print the masters.

To ensurethat all the forms within a course are the same, only Central printing should
do the reproduction of the forms from the masters. This should prevent problems with
scanning which has been caused in the past by multiple versions of the same form
when departments reproduce the forms themsel ves.

Délivery of theformsviainternal mail may take one day from SCEF Scanning to
Central Printing and a further day from Central Printing back to your department.

DIT and Central Printing will endeavour to process the printing of the forms as soon
as possible but during busy periods you should allow for at least two days at each
stage. With the transfers between DIT, Central Printing and your department this
could give atotal of seven, or more, working days from despatch of the masters by
you to receipt of the forms for distribution to students.

Scanning completed forms

Send the completed formsto
SCEF Scanning
DIT ( Computing Centre)
Edward Wright Building

and not to any other address or individual, or delays in processing will occur.
In order that forms may be processed as quickly as possible please follow these guidelines:

Sort the forms within a course so they are al the right way up

Ensure that forms for different courses are not mixed together.

Remove any stapled sheets and the staples by cutting off the corner of the form; do not
just remove the staples as thiswill most probably cause problems feeding the forms
through the scanner.
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Put the forms for each course in a separate envelope and write the course code on the
outside, the envelopes do not have to be sealed.

Please do not submit forms for scanning for courses where there are less than 5 forms
returned as any courses which are submitted with less than five forms will not be
scanned ( NB. Thisis a change introduced in 2006 )

Returned forms will be dealt with on a'First come, First served' basis and should
normally be dispatched within 5 working days of receipt. There may be occasiona
delays during peak demand periods but we will endeavour to keep these delaysto a
minimum. Within the Scanning service priority is aways given to SCEF forms.

If forms cannot be scanned for any reason they will be returned to the department un-
scanned with an explanation of the corrective action required, where thisis possible.
Batches of forms which have been incorrectly addressed or labelled, not kept separate
from other courses, not provided with the electronic version of the form via Email, or
not provided with areturn address label may experience delays in processing.

Batches of forms, which have problems etc. will be held back until time and resources
are available to deal with the problems.

Additional quality check

Departments may request an additional quality check prior to the distribution of SCEF
forms to students. Thiswill involve atest scan of a sample of forms produced by Central
Printing. The current procedures for printing and scanning would be followed as normal
but with the following additional steps:

When the forms are returned from Central Printing take a sample of three forms ( one
from the beginning of the batch, one from the middle and one from the end)

Mark these up as though they were responses from students

Send the forms to the usual SCEF Scanning address - marking the envel ope with
'TEST SCAN'

The forms will be scanned and the results returned to you

These extra steps may take four working days from despatch from your department to receipt
of the results from the test scan. Therefore you should |eave sufficient time for the check to be
carried out before the distribution deadline in order that, in the event of problems, the forms
can be reprinted.

21/07/2006



SCEF forms from SNAP

Creating SCEF mastersusing SNAP

I ntroduction

This document will show you the steps to follow, using SNAP, in order to produce the master
Student Course Evauation Forms ( SCEF ) for the courses within your department. These
masters will then be printed by the SCEF Scanning service, reproduced by Central printing
and distributed to students by departments. The forms will be scanned centrally by the DIT
Scanning service and a summary sheet produced. Y ou will also be able to produce statistics
within your department if you wish using either the analysis module within SNAP or by
transferring the datainto SPSS. An explanation of how to transfer data from SNAP to SPSS
isincluded in Appendix B of this revised guide.

Downloading the master SCEF form

Thefirst step in creating the SCEF formsis to download the second page of the form from the
web at www.abdn.ac.uk/local/download/ ( in the past this was referred to as ‘ Part B” of the
SCEF forms).

NB. Thefirst page (‘Part A’ ) isheld centrally asit is common to all courses.

The master form is found under
the SCEF section < Software Download Service =

Conient of folder:

NB ASthe I|$ Of SOftwaj’e Action Name

available for download changes
regularly the list may differ from

that shown here. = ) =parent folders
- - Anti virus and Spyware
S ) Corparate Applications
= ) E-tail
T ) Internet Applications
) Library Applications
= ) Microsoft
T ) Other Applications
) SCEF
= )

Statistical Applications

At the moment thereis only one : ‘
form available but if different < Software Download Service
masters are introduced they will e L e s

be downloadable from here. Action Name

<parent folder=

é =  Download snSCEF_new_farmat_ Part_5&. mdf
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The screen may differ slightly
from the one shown here but the
option you want is * Save’ Do you want to save this file?

File Download

ﬁ Mame: snSCEF_new_Format_ Part_B.mdf
Type: Snap survey

From:  weny, abdn, ac.uk

) [ Save l| Cancel |

Wwhile files from the Intemmet can be uzeful, some files can potentially
harm your computer. [F pou do not trust the source, do not save this
file. What's the rigk?

It is recommended that you use
the save dialog to save thefile
into a new folder called

Savein: | | SCEF forms 2006

3

‘SCEF forms 2006’ to save M';H"‘?;;n.
confusion with the old, obsolete Dozurents

versions of SCEF forms. B

Deskiop

My Documents

;‘I‘j

My Computer

‘_} File name: snSCEF_new_format_ Part_B. mdf
by Metwork, Save as lype: | Snap survey

Once you have downloaded the master form SNAP is used to copy and create forms for each
course.
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Producing second page ( ‘Part B’ ) forms

Select the relevant start menu entry |

After a pause the following screen will appear. ( NB. an image will appear during the
loading process but will vanish after a few seconds - you can ignore this)

/[ Snap B I':l@g]

File Edit Wew Talor Window Help
|z ZDFPARE Bl B =2 EE

P= Survey Overview

j Browse...

Survey Title “ariables Last used

Qﬁsn.ﬂ.ctivate Activate leisure club g 07 A 272004

,; nCampus Student survey _

Customer Satizfaction Survey 25 2810472005
Q@sntrocotlile Customer Satizfaction Survey 23 2810472005
Qﬂsnclohe The Daily Globe Readership survey 23 280412005
Q@snl\l‘letropole Customer Satizfaction Survey il 280412005
Qﬂsnﬂnline Wk verzion of the Customer Satizfaction Survey 20 081 252004

QﬁsnPDA Palmtop FDA version of the Customer Satisfaction Survey 20 a7H 212004

QﬁsnSpring Industrial Springs survey 20 280412005

Thisisthe main Survey Overview window which allows you to select which survey / course
form you wish to edit / modify. SNAP always starts up in the ‘survey directory’, thisis the
active directory / folder when it was last shut down. If SNAP has just been installed and not
used before this default folder will be opened. Obviously thiswill not be the survey directory
/ folder containing the SCEF forms you wish to work on. If you are not in the folder

containing the SCEF files you wish to work on then you should use the
facility to select the drive and / or directory where the SCEF forms are stored.

Thiswill give the dialogue box shown
here and the changes can be made in the
standard way for Windows programs to
select the required directory / folder.

Select Folder
Look jr: |.j SCEF forms 2006 j & =5 Bl

Qﬁ snSCEF_new_Format_ Part_B.mdf

Folder: [EVSCEF forms 20061
Files of type: |Fo|ders & Surveys [“.mdf) ﬂ Cancel
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Thiswill display this screen which will list al your current forms

\/[ Snap B
Fle Edit ¥iew Tallor ‘Window Help

eh =MPADE Bl B 2 BM

P= Survey Overview

|t = & &&| &

|c:'\scef forms 2006

Survey Title: “Wariahbles Cazes Last uzed

’Z'_'ﬁij:Z:I'ISl:ZEF_Il&'w‘_fc»l'lll'.'lt_ Part_B | SCEF (newy formst ) - Part B

The master form should be copied, or using the SNAP terminology,
cloned, and then edited to produce the relevant master form for each P~ Su, ey Ove
course. Forms are cloned by highlighting the relevant form ( as shown
above), using the cursor and mouse; then clicking on the ‘clone’ button, '

which is the centre one of the three shown here ( the onewith a

‘shadowed’ + sign). -

This screen shows a number of

items of information. The two,

which are relevant at this stage, are Survey. | N e
Title: |SCEF (new format ) - Part B

- Survey Details

Survey: thisfiedisusedto
provide asurvey name of which
the first two must be SN and the
rest can be any combination of
letters and numbers. In order to
reduce the level of

administration for both Size of raw data: 0 kbytes  Number of raw cases:
departments and the scanni ng Size of survey data: 122 kbytes werfied raw cazes:
service these six characters Date created:  12/10/2005 Mumber of variables:
must be the course code for the Last updated:  D5/07./2006 active variables:
relevant course. You will notice Lastused:  05/07/2006 weight matrices:
that SNAP attempts to provide a batch rurs:
course code if the last characters ok | come

of the name are numbers
otherwise it will assign a survey

name of SNNEWO0O01 ( as shown

above).

Title: Thetitlefield isoptional

but can be used to provide - The other white areas can be used for comments
details / guidance for future use such as date of change, who changed it, any other
such as ‘ Amended form for coursesit isrelevant to etc.

tutorial based courses’
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5 Change the Survey name by typing
I Survey Details the name in the relevant field; thus
Survey: |$n>¢<‘l 274 for course XX1234 the compl eted
field would look like this.

Title: |2nl:| zemester course on ...

The Title: field can aso be changed by highlighting the existing text and typing in the new
description of the survey / course.

When you ; vf Snap 8 - snXX1234 2nd semester course on ...
pr% the File Edt Yiew Tailor Window Help
return key or el =APABE DN B DED
Cl ICk on the a Questionnaire - Design Mode: Page Sefup
OK button s it =0 | v & B ER 2o
the main | [ike Girid Fist =] | [Font =] [Buto fada) w0 -] B |u| e <] oot | Aeet
Contro' How satisfactory were the following facilities for the course
H 1 rotaly 4 Nt at aif
Wi ndOW Of [ The sound and vision facilties in the lecture theatre D D
SNAP wi I I Teaching accommodation l:l [l
appear Cormputing facilities D D

Library facilities ] ]

It isfrom this window that the user can select all the different functions including
guestionnaire design, data entry and results analysis. The only function or module that
will be used for SCEF forms will be the design one, and then only a minimal subset of
that. A full design, data entry and analysis workbook is now available.

The standard form provided on the web hasa‘minimal’ set of questions for departments to
add / amend. The procedure for achieving thisis set out below.

changing the course code in the header

inserting / deleting / modifying questions into the grid which forms the Part B,
saving the modified form ( this should be done while working on the form to avoid
losing your work )

printing the master form for reproduction ( as for a standard form )

To change the header / course code - click on the ‘ Page Set-up’ button . (‘arrowed’
above ) which displays the Page Set-up screen
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Page Size
itk 2

Height  [23700m  [ERY _ Careel |
[ Print ag booklet ﬁ

ad T 1 Landzcape
Columnz |1

b arging

Separating Lines... i

Headers/Footers...

Left

L [100em Spacing

Top ,W Column ,W
Bight  [100cm | Object [043m
Bottarn

B: Todem | | — Justify Verticaly

[ Show field borders v Hide bozes in data/counts

Salid... | Pattem... |

Picture...

Click on the ‘Headers / Footers
button which can be found about half
way down the window on the right
hand side

Separating Lines...
Headers/Footers...

Thiswill display the screen shown
below

Make the changes to the Header Text as shown in the ‘Before’ and * After’ views below.

3

ﬂla j B|J7 U/ M -Auto | Insert...

|¥ First page v Subsequent pages Margin

0k,
Courze AB1234 _
Cancel
Help
0.20em

Iv Firstpage | Subsequent pages

Locatar
2] Blocks

M argin W M

X]

ﬂlS ﬂ B 7O m Insert...

Before r
Headers/Footers
Custam | [Auta f4rial)
Headers
[}
Fanters
After "
Headers/Footers
Cuiztarm j |.~’-‘-.utc- [&nal]
Headers
1]

Footers

¥ First page W Subsequent pages

%
e SCEF forms Course XK¥1234

Course Title { optional ) ] Help ‘

VST [0 S0

W Firstpage [ Subsequent pages

Locatar
‘ o Blocks

targin |0.30cm %

NB. It isrecommended that you put the name of the course on the form as shown above.

21/07/2006
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Return to the main design screen by clicking on the ‘OK’ button to close / accept the
‘Headers/ Footers' set-up screen and then ‘OK’ the Page set-up screen.

Save the changes by clicking on the * Save’ button - it is the one with the green tick on it

(the left hand one shown here)
NB. To abandon the changes you have
made and start again with a new survey /
formclick on the * Survey Overview' button

= .
You may be asked to confirm that

you wish to keep changes; just click on the
‘No’ button to discard them.

NB. At this point it is vital that you recognise that some keyboard keys have a different
functionality in SNAP when compared with other windows programs.

Thereturn, or enter, key creates a new question, not a new line - it is very easy to press
the enter key and get a new question until you are familiar with SNAP

Smilarly the Tab key will create a new component within the active question.

The PageDown key will move to the next question, not the next page - SNAP does not
have any concept of ‘ pages’ until printing the completed form.

TheUp andDown arrow keys move backwards/ forwards through the different
components of the individuals questions, so the text of a question is one component and
the response, or tick, boxes are another.

If the question titleisthe
. This section considers lecture content and delivery, cou|
current active Component following components in terms of how effective they wer
then pressing the Down sl

arrow
will make the question text
the active component

and delivery, course co
effective thew were for y|

| Fotamy

L

Any component can be made the active one by clicking on it with the
mouse.

TheLeft andRight arrow keys move within the active component to enable
changes to be made to spelling etc. of question text.

Occasionally the cursor, or arrow, keys do not appear to work in moving around the
guestion or form. This can usually be rectified by either clicking on the form outwith
the ‘active’ component, or by pressing the ‘escape’ key.

21/07/2006
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If you have inadvertently created a new question, by
pressing the return or enter key, then you can
remove it by clicking on the * delete question’ button
- the right hand one of these three withthe ‘-’ in it

If you have accidentally inserted a new component of a question by pressing the
‘tab’ key then you can remove this using the backspace key

If you have made a number of mistakes and cannot
recover from them; do not click on the ‘save’ button
( the one with the tick ) but abandon the changes by
following the procedure set out above. Do not click
on the‘Save' button ( the green ‘tick’ ) but click on
the * Survey Overview' one and abandon the changes.

After changing the course code in the header and saving it, then move down through
the form until you get to the section / question shown below. Y ou can either move
down by using the PageDown key or click with the mouse. Y ou should then see the
screen below

a Questionnaire - Design Mode

MaR| sd= |00 | v B8 | B% | BER|YZ O
|IikeGridFirst j |F0nt j |AUl0[Alia|] j |9 j B 7 Ul |H Ao v | Inset..| Reset

How satisfactory were the following facilities for the course
Totaly

Mot at alf

l
O
[
[

4 2
The sound and vision facilties in the lecture theatre |:| |:| |:|
Teaching accommodation l:l l:l D
Computing%cilities D D I:‘
Library facilties D D I:‘

This section considers lecture content and delivery, course coordination and assessment. Please rate the
followina components in terms of how effective thew were for vour learnina

Totaly 4
The lectures on Subject A D l:l

The lectures on Subject B L]

Tutorials |:| l:‘

ot at alf

0 O O
] ] |
O 0O O

NB. The first four questions should only be removed / deleted if they are completely irrelevant
to the course ( e.g. a distance learning course which had no lectures).

Click on the text part of the question to make

it the active Component ( it is the text which This section considers lecture content and delivery, co

“ . " . . followina components in terms of how effective thev wi
reads “The lectures on Subject A” ). Highlight the —
teXt by CI ICkI ng and draggl ng Wl th the mouse he lectures on Subject A l:l
and then typein the content of the first The lectures on Susjest 8l L
guestion

Y ou should exercise care when clicking and dragging over the text to ensure you only
highlight the relevant part of the question text as shown here.

21/07/2006
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Typein thetext for the course specific

This section considers lecture content and delivery,

queStiOI’]; do NOT press thereturn/ followina components in terms of how effective thev
enter key when finished or you will —
The lectures on Snap guestionnaire design L]

create anew question. Thisis not
another linein the‘grid’ but anew
guestion. If you do accidentally do this

undo it with the ‘Undo’ button \) F:'I

The length of text alowed for the question text is over two hundred ( 200 ) characters,
but if you exceed 100-120 the question may look alittle strange as SNAP will start a
new line when needed and space the response boxes accordingly.

The lectures on Subject B L]

This section considers lecture content and delivery, course coordination and

following comnponents in terms of how effective thev were for vour learnina
Tatally

The lectures on Snap guestionnaire design which were taught as part self |:|

paced working from the workbook and part demonstrations by the lecturer in

room M1 and M3 on the Wednesday and Thursday of the third and fourth

wieks of January 2006 in the afternoons [}S

The lectures on Subject B |_|

When you have completed the
text for the first course specific
guestion either press the down
arrow key  or click in the text
for the second course specific

guestion and make the changes
to the text. Repest thisfor all the course specific questions

-

ota

=

The lectures on Snap questionnaire desian which were taught as part self
paced working from the workbook and part demonstrations by the lecturer in
room kK11 and MK13 on the Wednesday and Thursday of the third and fourth
weeks of January 2006 in the afternoons

The lectures on Subject B |:|
[

Tutorials

Y ou can add new questions to the grid / list
by using the ‘ Tab’ key on the previous line — Ralanrce hetwrrn meathnds of [rarninn
thiswill insert am empty question for you to bisict 1 b

provide the text. The response boxes will be T T %

set out automatically.

To remove a question highlight it and click [l
on the delete button BL o 83 | o ip = | o LAl A B S Y

fike Grid Newt <[ L Delete button  Liagay = -] B|.

Availahilite of reading for the essays

COrganisation of written assignment
‘wititten feedback for th

Explanation of assess

Preparation for oral pre ?/‘ Aire you sure you%ant to delete this question?

The course handbook
] w

The level of project sug

Teaching methods wer|

NB. Restrict the number and size of the questions to ensure that the form will still print on
only one page. This can be checked by saving the changes; clicking on the print button and
inspecting the print preview screen, then Cancel or Print.

21/07/2006
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Once you have saved the revised form you can print the form for checking — but NOT to
produce the masters —this MUST be done by the SCEF Scanning service as they hold the
only copy of thefirst page.

Selecting the print icon will allow you to print off the forms for checking. Thisis
similar to the standard Windows print preview icon but it produces a different window from
most other packages as it contains a preview of the form beside a selection panel which
allows you to perform anumber of actions before printing and / or set options when printing.

(NB. you will notice
WEneaeammEREY O OO 0B 29O 2 that the layout on your
<) [y BE B 8 & :
Report il g
P g 85 EBE B B E screen appears dightly
K4 IS - 116 oo oo nald s lsoture sonentand delluery; coures oo rdination and azoe camen t Flsace rabe 4is 1 1
J_|_|_|P‘aga1 At e ma o emm i smomn | i different - with the two
R o R s R i
T DB Bg8 parts more widely
iy 0 O
e S O 0 g oo separated - they have
P ket e e 0 B B B © .
@ AlPage e 5B 88 & been combined here
= - e o e sz E % % O O f . licit
Use for scanning | oTarrermen 3 O O
o 2 £ g gg |[forsmplicity)
: ; ; O 050 o o
Print to the default Windows printer O O O O O
e @R o o o O [
= - Aeaswe shte yourlevel of agreementwith the following staements
MNumber of Copies... o A - .
The course tat helped me desela ng TrHE o O o o o
Tre coarse b beiped e develap g g sl o O o o o
IFeEE i T R i 8 G e S s O O O O O
The course 1 helped e develop g B 1 Fard e dals O O O O O
Frinter setup... T course s helpen e destcp g g wck g O 0O o o o
Tre course I belpesd e deselcp ry pre sentalan sl O O O O O
Cancel g\ The course b Ircrear sl n krowkedgs 3l e siading of Fe bkl O O O O O
— Kodeseic e a1l Epian iy camwak O O O O O
Hel Cancelthe print  |me deveiop s progrer sy conpace g O o g O
Help “aell il e weekioal 7 Mz course O 0o o o o
kel more confilen zhoud unleri g rewassigrmenis o 0O O o o

If you have failed
to save the form
before printing the
system will display
this message click
onh‘Yes to save.

2 There are changes to the questionnaire.
'a-'/ Do vau want o save nowy

Once the form has been printed off check the following:

the layout is correct
thereis only one page printed.

The guidelinesto follow to ensure that the completed forms will scan properly are set out at
the beginning of the document aong with the instructions on sending forms to the scanning
service.

NB. It isimportant that these guidelines are followed to ensure prompt and
accurate scanning and return of completed forms.

21/07/2006
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Subsequent forms are created in the same way by returning to the * Survey Overview’ window
and repeating the steps to produce the forms - this can be done by

Either or

! \/[ Snap B - sn5CEF_new_format_ [
&= Edit  Yiew Tailor Window Help

Mew Survey...,
SurveyConsktructor Wizard., ..
Supvey Overview Chl+F12
A Alt+F12
by selecting the ‘ Survey Overview’ clicking on the * Survey Overview’ button
option from the ‘File’ menu (which istheleft hand of the two shown
here)

Thiswill return to the Survey Overview window and the survey / form just completed will be
highlighted. Y ou may copy / clone this form to create forms for all the different courses
within the department.

It isimportant that formsfor coursesare created and printed off only
using SNAP - do NOT take an existing form and alter the paper copy - it
will not scan.

21/07/2006
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Appendix A - Installing SNAP 8

At the moment ( August 2006 ) all SCEF forms should be created / modified with version 8

and NOT version 9 which may become available during the academic year; thisis because we
will not have documentation available for version 9 in time.

Toinstall the version 8 of SNAP which is done over the web — enter the URL

http://www.abdn.ac.uk/local/download/ to go to the central software download pages.

Y ou will then be prompted for
your user name and password.

NB. All the screen shots shown
in the rest of the document are
of the relevant part of the screen
to save space in the document.

This shows all the software
areas/ sections available for
download.

Select the * Statistical
Applications’ by clicking on the
‘Open Folder’ button

NB. Asthere areitems being
added and removed from the
download service all thetime
the list shown her, and on
subsequent screenshots may
differ from that on your screen.

—>

21/07/2006

Connect to www.abdn.ac. uk
7

) A \

Swhownload-5497

:
User name: |

Passwiord: |

[ Iremember my password

I oK l [ Cancel

% UNIVERSITY of ABERDEEN

< Software Download Service

Content of folder:
Action

Name
g About

= Open Folder

Anti virus
E-Mail

= Open Folder

=/ Open Folder

= Open Folder

= Open Folder

=’ Open Folder Mlicrosoft

= Open Folder

= Open Folder

= Open Folder

<parent folder=

Internet Applications
Library Applications

Other Applications
Statistical Applications
Systermn Tools

17



SCEF forms from SNAP
Then select SNAP

1 413

% UNIVERSITY of ABERDEEN

ﬁ Software Download Service &

Content of folder: /Statistical Applications
Action Name

<parent folder=
SHAP

Y ou will then see a summary of
the licence conditions for using
SNAP with abutton to

acknowl edge that you accept the
conditions.

SEHSE
SigmaPFlot va
Sigmastat va

Fini

=P UNIVERSITY
~¥ or ABERDEEN

.3 Software Download Service 1

SNAP License Summary

Licensing Authority Mercator Cornputer Systems Ltd

Type of Agreement Campus Edition, Unlimited Site License

License Details License text available from DISS, contact DISS Help Desk
Last Updated January 2006

This summary is for guidance only and lists who may use this software, for what purpose, on what
entirety when ascertaining the permitted use of the software. The full details of the license conditions perts|
ahove

Installation & Usage Condition Yes/No

Authorised Users - Must be registered users of the University of Aberdeen computing facilities

University of Aberdeen employees YES
University of Aberdeen students YES
Cther persons authorised by the University of Aberdeen NO

Location of Use - Subject to iance with the i i itions ahove
On University of Aberdeen premises YES
Within anather institution (i.e. not en university premises) YES
Within the United Kingdom YES
Overseas YES
Home use YES

Additional conditions specific to this software
Mone

If you are in any doubt s to your permitted use of this software please email the Help Desk 10 seek clariication before installing or using
the software

The University reserves the right 1o take legal action against indhiduals who cause it to be invalved in legal procsedings as a resut of a

Select ‘Snap 8

21/07/2006

breach in its Conditions for using T Facilities and 1o seek reimbursement of any consequent damages, costs or
ather expenditure awarded against the University or incurred by it. Far further details see hitp abdn.ac Meond hti
)[ | acknowledge that | have read the Installafion and Usage Condiions as summarsed above i |

Qi Software Download Service

Content of folder: /5tafistical Applicafions/ SNAF/download
Action Name

<parent folder=
SMAP wersion B

18



SCEF forms from SNAP

Read theinstructions in the
‘Please Read’ screen

And then click on ‘DWA

Y ou may see one of two options
at the next screen the first will
give you three options as shown
here — choose ‘Run’.

If you see this screen then chose
‘Save’

Savethefileto either ‘ Desktop’
or ‘My Documents

When the download is complete

then go to ‘My Documents’ and
double-click on thefileto runit.

21/07/2006

< Software Download Service

Content of foldex: /Sfafisfical Applications/SNAF download/SNAF version &
Action Name

#  Please Read

<look here for licence details, codes, install guides=
<parent folder=

SHAP - Woarkbook. pdf

SMAP 8 Download. exe

SMNAP 8 upgrade 1.exe
SMAP 8 upgrade 2.exe
SMNAP 8 upgrade 3.exe
SHAP 8 upgrade 4.exe
SMAP 8 upgrade 5.exe
SMNAP 8 upgrade B.exe

File Download - Security Warning

Do you want to run or save this file?

Mame: SMAP & Download. exe
Type: Application
Frorm: www, abdn, ac.uk

][ Save ]| Cancel ||

‘while files from the Internet can be useful, thiz file type can
patentially harm vour computer. IF you do not trust the source, do not
run or save this software. What's the risk?

Do you want to save this file?

Mame: SMAP & Download.exe
Type: Application
From: e, abdn, ac,uk

Save ] [ Cancel

‘Wwhile files from the Internet can be useful, this file type can
patentially harm your computer. |f you do not trust the zource, do not
save this software. What's the risk?

Save in [ (L) My Documents

N [SMy Data Sourcesi

\_kg )My eBooks
My Recert | |2)My Music
Documents | (2] pMy Pickures
-~ )My PSP Files
B |Z)My PSP Files
Dedkdop || I My Receives Fles
|2 SigraPlot
[2)5P5S Products
() vebEx

iy Documents |

My Computer

.

My Netwark

SMAP 8 Dovnload.exe

Save
Cancal

File name

Save as lype: .Applicat\on



SCEF forms from SNAP

There will then be awindow
which shows the progress of the
download; it normally takes at
least acouple of minutes asit is
quite alargefile.

Once the temporary file
download has finished the first
stage of the installation
programme will start. Thisis
called the ‘Download Install’.

NB. If you have had to save to
‘My Documents’ then this will
only start once you have double-
clicked on thefile.

From now on unless specifically
stated assume you click on
‘Next’ or ‘OK’ or ‘Finish’

This screenisimportant asit
will save you having to typein
the 20 character licence code !!!

Pleaseread it asit will save
you problems later !!!

21/07/2006

Saving:
SHAP & Download.exe From wew, abdn, ac, uk

Estimated time left Mot known {(Opened sa Far 34,0 MB) p

Download to: C\Documents, . \SMAP § Download.exe
TransFer rake: 5.66 MEfSec

LCloge thiz dialog box when download completes

Cahcel

SNAP 8 Download Install Program

Welcome to the SNAP 8 Download Install
program.

This program allow s you to copy the installation files for SNAP &
Dowvnload on your hard drive.

It iz strongly recommended that before proceeding, you ensure that

no other Window s programs are running .

If wou do naot wizh to install SMAP & Dovenload, click 'Exit' nosw
atherwize click Text' to continue.

P

T

SNAP B Download Install Program

Information
Pleasze read the information below .

The licence code you require to install SMAP 8 is shown below - it is recommended that
wou highlight thiz number and then copy it to the 'clipboard’ [ Cirl+C ) 20 you can then past
it wwhen requested uzing [ Crl+Y ) otherwize you will have to type itin !

(MB. You may have to do some repeated pasting and deleting to get it right )

MZEKH-2EK JH-EHO9H-DF MH

Select & 'Complete Installation'

e
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SCEF forms from SNAP

Thisisin addition to the licence
conditions which will be set out
during the second stage of the
installation.

Make sure you click on

‘| agree’

Accept the default directory /
folder as shown here.

‘Yes Il

21/07/2006

SNAP B Download Install Program

License
Please read the license agresment below .

Select 'l Agree” if you agree with its terms and conditions.

Thiz zoftware can only be used within the UK, except for special condtions agreed with
DISS. iz to be used only for Academic Teaching and Research by Students and Staff of
the University of Sherdeen - this is in sddition to sl the other terns and condtions of the
SMAP and Mercatar licence agreements .

OI aores with the shove terms and conditions
@I do nat agree

SMAP B Download Install Program X

Directory
Chooze an installation folder and click Mext to continue.

SMAP & Dovvnlosdd's files will be installed inthe follovwing directory:

[ COProgram Files\SNAPTemp

Dizk space needed ;
Available disk space

Click Mexdt' to continue.

SNAP B Download Install Program
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SCEF forms from SNAP

Click on‘Start’ to begin the first
stage of installation.

This should take a couple on
minutes.

Click on ‘Exit’

The SNAP installation *wizard’
will start automatically.

21/07/2006

SNAP 8 Download Install Program

Confirmation

'ou are now ready to copy the installation files for SMAP 5
Drowvnlozd.

Thiz progeam will install SKAP 8 Dovvnload into c\Program FilesSHNAPTemp.

Click "Start’ to install SMAP & Download.

SNAP B Download Install Program

End
Inztallation completed.

The installation files for SNAP § Download have heen successfully copied to your hard
drive.

The SMNAP 8 Dovwnload installation will novw start - when this ends successfully pleasze
remove the SMAPTemp directory.

‘Welcome to the InstallShield Wizard for Snap 8
Profeszional

The InstallShield® ‘Wizard will install Snap 8 Professional
on your computer. To continue, click Nest.

[ Mest > ][ Cancel
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SCEF forms from SNAP

This screen outlines the licence
conditions set out by the
software devel opers and should
be considered in addition to
those imposed locally.

Compl ete this screen by entering
the relevant details.

When first shown the
‘Installation Code’ will be
‘EVAL’ —if you copied the code
from the earlier screen by
pressing ‘ Ctrl-C’ you can now
insert the code by highlighting
the'EVAL’ and pressing ‘ Ctrl-
V. If you didn’t copy it then
type the code in as shown her

NC3KH 2EKJH EHO9H
DFXMH

Unless you want to install the
software in adifferent location
then accept the defaults shown
here.

21/07/2006
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SCEF forms from SNAP
Accept the defaults

Please make sure you select the

right language. \

¥

Accept the defaults.

NB. Thelist of ‘Existing
Folders:” will be different from
the one shown here.

21/07/2006



SCEF forms from SNAP

Make sure the boxes are
checked as shown here.

NB. It won't matter if you
accidentally install the
‘e-Results’ viewer but it is not
needed.

Click on ‘Next’ to start the
install

A progress window will be
displayed.

21/07/2006




SCEF forms from SNAP

Un-check the two boxes shown
here and then click ‘Finish’ to
complete the installation.

NB. Before using the software
you have to apply a number of
upgrade patches.

The version 8 of SNAP has now been installed and the next step isto apply al the necessary
patches to bring it up to the latest level of updates; unfortunately this involves running six
update patch files.

The patches are in the same
place as the original download
to install SNAP 8. Each one has
to be run after the previous one
as the upgrades are incremental.

Save or run each individual
upgrade files as you did the
main package.

This screen will indicate the
upgrade level.

HE]

21/07/2006
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SCEF forms from SNAP

Uncheck the ‘ Launch Snap’ box
as you will need to apply all the
patches before you can use it.

Now remove the temporary files
used during the installation by
selecting

‘SNAP 8 Download’ from the
‘Add or Remove programs
option in the ‘ Control Panel’

OK

The temporary files have now
been removed.

SNAP 8 has now been installed and you can use it to create SCEF forms or any other surveys.

NB. If you had to save the downloaded file then del ete them from the folder that you put them

in(e.g. ‘My Documents' )

If you have had any problemsin installing SNAP 8 please contact the HelpDesk ( x3636 )

( hel pdesk@abdn.ac.uk )

21/07/2006



SCEF forms from SNAP
Appendix B - Transferring data from SNAP to SPSS

If requested the results of the scanning exercise will be returned to you as well as the printed
output. The datawill be returned as attachment(s) to an Email. The datafile has the suffix
.RDF and if thisfileis copied into the SCEF form directory where the MDF files are stored it
is possible to perform further analysis on the data using either SNAP or SPSS. The analysis
module of SNAP. To create an SPSS file from SNAP either start up SNAP or if you are
aready running SNAP then go to the Survey Overviews and select the survey you wish to
copy to an SPSSfile.

From the File menu select the
Export option

Choose SPSS from the file format
list and then sdl ect the destination
for the SPSSfile.

Click on OK

21/07/2006
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SCEF forms from SNAP

The system will report back how
many variablesit has found for
exporting and will then ask if you
want to export the raw data as
well.

Clickon Yes

The software will then export the
data and report back the number of
valid cases when complete.

Click on Done

Y ou can now open thefile in SPSS and perform any analysis you wish.

21/07/2006
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