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This document is intended 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 a part 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 this are 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 a new 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 points in the production of SCEF forms 
 
·  It is important 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 times it 

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 usual 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 forms for  pr inting 
 
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 files to 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 this is not essential ).  
 
The printed masters will then be sent to Central Printing for reproduction so you should 
indicate the number of copies required and a return 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 ensure that 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 themselves. 

·  Delivery of the forms via internal 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 a total 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 forms to 

    SCEF Scanning   
    DIT ( Computing Centre )   
    Edward Wr ight 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 all 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 this will 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. This is 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 occasional 
delays during peak demand periods but we will endeavour to keep these delays to a 
minimum. Within the Scanning service priority is always 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 this is 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 a return 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. This will involve a test 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 envelope 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 leave 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. 
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Creating SCEF masters using SNAP 
 
Introduction 
 
This document will show you the steps to follow, using SNAP, in order to produce the master 
Student Course Evaluation 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. You will also be able to produce statistics 
within your department if you wish using either the analysis module within SNAP or by 
transferring the data into SPSS. An explanation of how to transfer data from SNAP to SPSS 
is included in Appendix B of this revised guide. 
 
Downloading the master  SCEF form 
 
The first step in creating the SCEF forms is 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. The first page ( ‘Part A’  ) is held centrally as it is common to all courses. 
 
The master form is found under 
the SCEF section 
 
NB. As the list of software 
available for download changes 
regularly the list may differ from 
that shown here. 
 

 
 

At the moment there is only one 
form available but if different 
masters are introduced they will 
be downloadable from here. 
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The screen may differ slightly 
from the one shown here but the 
option you want is ‘Save’   

 
 

It is recommended that you use 
the save dialog to save the file 
into a new folder called  
‘SCEF forms 2006’  to save 
confusion with the old, obsolete 
versions of SCEF forms. 

 
 

 
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 ( ‘Par t 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 ) 
 

 
 
This is the 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’ , this is 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 this will 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.  
 
This will 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. 
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This will display this screen which will list all your current forms 
 

 
 
The master form should be copied, or using the SNAP terminology, 
cloned, and then edited to produce the relevant master form for each 
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 one with a 
‘shadowed’  + sign ). - 

 

 
This screen shows a number of 
items of information. The two, 
which are relevant at this stage, are  
 
·  Survey:  this field is used to 

provide a survey 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 
departments and the scanning 
service these six characters 
must be the course code for the 
relevant course. You will notice 
that SNAP attempts to provide a 
course code if the last characters 
of the name are numbers 
otherwise it will assign a survey 
name of SNNEW001 ( as shown 
above ).  

·  Title: The title field is optional 
but can be used to provide 
details / guidance for future use 
such as ‘Amended form for 
tutorial based courses’  

 
 
 
 
·  The other white areas can be used for comments 

such as date of change, who changed it, any other 
courses it is relevant to etc. 
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Change the Survey name by typing 
the name in the relevant field; thus 
for course XX1234 the completed 
field would look like this. 

 
The Title: field can also be changed by highlighting the existing text and typing in the new 
description of the survey / course. 
 
When you 
press the 
return key or 
click on the 
OK button 
the main 
control 
window of 
SNAP will 
appear. 

 
It is from this window that the user can select all the different functions including 
questionnaire 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 has a ‘minimal’  set of questions for departments to 
add / amend. The procedure for achieving this is 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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Click on the ‘Headers / Footers’  
button which can be found about half 
way down the window on the right 
hand side 
 
  

    
 
 
This will display the screen shown 
below 
 

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

Before 

 
After  

 
 

NB. It is recommended that you put the name of the course on the form as shown above. 
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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 / 
form click 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. 
  

·  The return, 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 
 

·  Similarly 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. 
 

·  The Up�  and Down �  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 title is the 
current active component 
then pressing the Down 

arrow �  
 

 

will make the question text 
the active component 

 
 

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

 
·  The Left �  and Right �  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 
question or form. This can usually be rectified by either clicking on the form outwith 
the ‘active’  component, or by pressing the ‘escape’  key. 
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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 with the ‘ -’  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. You can either move 
down by using the PageDown key or click with the mouse. You should then see the 
screen below 
 

 
 
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 
reads “The lectures on Subject A”  ). Highlight the 
text by clicking and dragging with the mouse 
and then type in the content of the first 
question 

 
 

You 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. 
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Type in the text for the course specific 
question; do NOT press the return / 
enter key when finished or you will 
create a new question. This is not 
another line in the ‘grid’  but a new 
question. If you do accidentally do this 
undo it with the ‘Undo’  button  
 

 
 

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

 
 
When you have completed the 
text for the first course specific 
question either press the down 
arrow key  �  or click in the text 
for the second course specific 
question and make the changes 
to the text.  
  

 
 
Repeat this for all the course specific questions 

 
You can add new questions to the grid / list 
by using the ‘Tab’  key on the previous line – 
this will insert am empty question for you to 
provide the text. The response boxes will be 
set out automatically. 
 

 

To remove a question highlight it and click 
on the delete button  

 
 
 
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. 
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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 the first page.  

Selecting the print icon  will allow you to print off the forms for checking. This is 
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 a number of actions before printing and / or set options when printing. 

 
 
(NB. you will notice 
that the layout on your 
screen appears slightly 
different - with the two 
parts more widely 
separated - they have 
been combined here 
for simplicity )  

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

 

 
 
Once the form has been printed off check the following: 
 
�  the layout is correct 
�  there is only one page printed.  
 
The guidelines to follow to ensure that the completed forms will scan properly are set out at 
the beginning of the document along with the instructions on sending forms to the scanning 
service.  
 
NB. I t is important that these guidelines are followed to ensure prompt and 
accurate scanning and return of completed forms.  
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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  

 

 

 

by selecting the ‘Survey Overview’  
option from the ‘File’  menu 

clicking on the ‘Survey Overview’  button 
( which is the left hand of the two shown 
here ) 

 
This will return to the Survey Overview window and the survey / form just completed will be 
highlighted. You may copy / clone this form to create forms for all the different courses 
within the department. 
 
I t is important that forms for  courses are created and pr inted off only 
using SNAP - do NOT take an existing form and alter  the paper  copy - it 
will not scan.  
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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; this is because we 
will not have documentation available for version 9 in time. 
 
To install 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. 
 
You 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. As there are items being 
added and removed from the 
download service all the time 
the list shown her, and on 
subsequent screenshots  may 
differ from that on your screen.  
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Then select SNAP 

 
 

You will then see a summary of 
the licence conditions for using 
SNAP with a button to 
acknowledge that you accept the 
conditions.  

 
 

 
 

Select ‘Snap 8’  
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Read the instructions in the 
‘Please Read’  screen 
 
And then click on ‘Download’  
 
 

 
 

You 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’  
 
 
 
 
 
 
 
 
Save the file to either ‘Desktop’  
or ‘My Documents’   
 
When the download is complete 
then go to ‘My Documents’  and 
double-click on the file to run it. 
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There will then be a window 
which shows the progress of the 
download; it normally takes at 
least a couple of minutes as it is 
quite a large file. 

 
 

Once the temporary file 
download has finished the first 
stage of the installation 
programme will start. This is 
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 the file. 
 
From now on unless specifically 
stated assume you click on 
‘Next’  or ‘OK’  or ‘Finish’  

 
 

This screen is important as it 
will save you having to type in 
the 20 character licence code !!! 
 
 
Please read it as it will save 
you problems later  !!! 
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This is in addition to the licence 
conditions which will be set out 
during the second stage of the 
installation.  
 
Make sure you click on  
 
‘ I agree’   

 
Accept the default directory / 
folder as shown here. 

 
 

 
 
‘Yes’  !!! 
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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. 
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This screen outlines the licence 
conditions set out by the 
software developers and should 
be considered in addition to 
those imposed locally. 

 
 

 
Complete 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 here – 
 
NC3KH 2EKJH EH09H 
DFXMH 

 
 

 
Unless you want to install the 
software in a different location 
then accept the defaults shown 
here. 
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Accept the defaults 

 
 

 
Please make sure you select the 
right language. 

 
 

 
Accept the defaults. 
 
NB. The list of ‘Existing 
Folders:’  will be different from 
the one shown here. 
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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. 
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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 is to apply all 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. 
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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 delete them from the folder that you put them 
in ( e.g. ‘My Documents’  ) 
 
If you have had any problems in installing SNAP 8 please contact the HelpDesk ( x3636 )  
( helpdesk@abdn.ac.uk )  
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Appendix B - Transfer r ing 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 data will be returned as attachment(s) to an Email. The data file has the suffix 
.RDF and if this file is 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 
already running SNAP then go to the Survey Overviews and select the survey you wish to 
copy to an SPSS file. 
 

 
 
 

 
 

From the File menu select the 
Export option 

 

Choose SPSS from the file format 
list and then select the destination 
for the SPSS file. 
 
Click on OK 
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The system will report back how 
many variables it has found for 
exporting and will then ask if you 
want to export the raw data as 
well. 
 
Click on Yes 

 

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

 
 
 
 
 
You can now open the file in SPSS and perform any analysis you wish. 
 

 
 


