
Screen Shots  
PSO Survey Application 

 
Data Entry Instructions 

Summer 2015 



 
PSO home page:  
Helpful resources 

Link to PSO home page 

For questions or help 



 Select “Student List” 



Notice exit year is 2014 

Select the school 



Data entry: click on SAIS ID 



Student Page 

Indicate the name of the person who is 
conducting the survey. 



The “Exclusions” Section is located at bottom of the 
“Student” Page 

The default is: “None”. The appropriate exclusion button 
must be selected and a reason indicated, in order to 
exclude an individual from the PSO Survey. 
 



“N/A” can be checked below if the PSO Survey will not be administered to the 
student. A reason must be selected; only the reasons listed in the drop down menu  
are acceptable for not administering the survey. 

Before moving  to another page, select “Save Student 



On June 1st the “PSO Survey” button will appear at the bottom of the “Student” page and will 
allow access to the PSO Survey questions. 



Contact attempts must be logged if unable 
to reach the former student or a family 

member. 

Select “Contact Attempts” 



Fill in the date the attempted contact 
was made and what happened. 



Contact attempt information  is now displayed. Select 
“Add Attempt” to log additional contact attempts 



Log additional attempts as needed. 



Each attempt is listed, continue until the survey can 
be administered, or three attempts have been 

logged. Remember to save attempt. 



After three attempts, “Not Collected” is 
automatically recorded under “Exclusions”. 



The student list is also updated. 



PSO Survey questions are administered once a 
Former student or family member has been  
Reached. 

Select SAIS ID 



After identifying who is conducting the 
PSO Survey, select “PSO Survey” at 
the bottom of the page. 



Identify the name of the person who is 
responding to the survey (“survey 
participant”). 

Indicate if the survey participant is 
the former student, family member 
or a state agency representative. 



Select “continue” to move 
to the next page 



Ask the survey question and record 
the response. 



Depending upon the answer, questions may be 
skipped.  For example, “no” to question #1 will result in 

question #4 being asked next.  



Continue until all questions have been 
asked and responses recorded. The 
“Student” page will be displayed. 

Status is updated to “PSO survey completed”. 



Select “exiting students” at the top of the 
“Student” page to return to the student list. 



The “Student List”  updates when the 
survey is completed, as well as the 

“school status” 



Continue until all former students have 
been surveyed! 
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