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4.1

Purpose:

The National Aeronautics Space and Administration (NASA) Exit Survey to be
developed under the Service Provider (SP) Process Work Instruction (PWI) will
be a tool used by all centers to obtain valuable input from employees moving
from center to center or departing NASA entirely.

The Survey results received will provide information relative to reason for
departure and quality of life and employment data assisting center management
in improving many areas of employment. Employee turnover is costly to any
Agency. The cost of recruitment, training, and the loss of experience and
knowledge can be extensive.

Management at various levels can obtain valuable information which can assist in
addressing a myriad of issues. Data collected by the Exit Interview/Survey will
provide insight into the employee perspective of NASA programs and policies as
well.

The task overview is to develop, administer, and report results on a questionnaire
for employees deciding to separate from a center of the Agency. The survey will
be conducted via a Web site and will remain voluntary and completely
confidential. As part of the survey, employees will be asked if they have or would
be willing to speak with a Human Resources (HR) Specialist regarding the
decision to leave the Agency. If a personal interview is requested, one will be
conducted in conjunction with the on-line Exit Survey.

Authority:

None

Applicable Documents and References:

Inquisite Survey System Training Plan-PWS 116 and PWS 132
Procedures:

Statement of Work (SOW) — Exit Survey

4.1.1 Current State: A few centers have Exit Survey processes, both
automated and manual.

4.1.2 Implementation Process:

a. When an employee decides to leave the Agency, the HR Office will
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enter information into the Workforce Transformation and Tracking
System (WTTS). The WTTS will automatically notify the NSSC an
employee is separating from the Agency.

b. A file containing information on the separating employee will be
collected from WTTS to the Exit Survey tool. From the WTTS file, a
survey will be generated for each separating employee. The survey
must be taken from a government computer.

c. Survey responses will be collected and remain strictly confidential.
NASA Centers will be provided survey results for the respective center.
The Office of Human Capital Management (OHCM) will receive data
for all centers given the Survey. High level comparison reports can be
generated across centers for both center and OHCM.

4.1.3 Survey Process: See Appendices 6.1 for Flow Chart:

a. Develop survey questions.
b. Create survey in Inquisite Survey Builder (Software Program).

c. The HR publishes loss (when person has left the organization) into
WTTS.

d. The list of loses are obtained on a weekly basis from WTTS, and the
file is manually uploaded to Inquisite.

e. Inquisite Survey Tool will generate e-mails and track use of survey.

f. Employees receive an e-mail (personal e-mail or work e-mail)
containing a survey link.

g. Employees receive one invitation and if they do not respond initially,
they will receive two reminders (if there is no response).

h. The NSSC will collect information, analyze, and create Agency and
center reports on a quarterly basis.

4.1.4 Activity Details: Description — The survey should be open for two weeks
and a reminder for participants to complete it will be sent and forwarded
out on the 4" day.

4.1.5 Development of Survey Items: Identify designs or strategic actions
required of NSSC for the following:

a. New Survey Iltems
b. Survey Design
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c. Survey Development

d. Data Analysis-incorporate WTTS information for reporting purposes.
Include the following data elements in file layout: Universal Uniform
Personal Identification Code (UUPIC), gender, ethnicity, age, position

title, pay period, series, grade, skill group, and supervisory status.

Need to incorporate Nature of Action Code (NOAC) and legal authority
into WTTS version 2.

e. Survey Reporting

4.1.6 Tools/Systems: Standard survey tool and WTTS file will be utilized for the
survey implementation, administration, and end results.

4.1.7 Reports/Data Extracts: See Table 1 for sample of Reports/Data Extracts.

Work Product

Data Source
(i.e. Inquisite)

Data Selection
(Criteria)

Fields

Frequency

Timing

4.1.8 NASA Contacts: Provide Point of Contact (POC) at NASA for NASA

Table 1. Sample Reports/Data Extracts

Shared Services Center (NSSC) to contact regarding survey
implementation, information, and the reporting process.

Name Email Phone Location Primary
Gregg Alan Phelps Linda.l.pultz@nasa.govgregg.ph Headquarters
elps@nasa.qgov (HQ), OHCM X
Tremper, Nadine (HQ- | nadine.tremper@nasa.gov HQ, OHCM
IM020) 7
Mcgee, Sherri (HQ- sherri.mcgee@nasa.gov HQ, OHCM
LEOS0) 7
O'Connor-Jobe, shannon.k.oconnorjobe@nasa.g HQ, OHCM
Shannon ov ]
Cordova, Carol carol.a.cordova@nasa.gov HQ, OHCM
Ol

Table 2. NASA Contacts
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4.1.0 General Assumptions:

Identify assumptions and risks affecting the survey project.

b. Exiting employees will not take the time to fill out the survey because
they are out of the door.

Length of survey may deter employees taking the time.

Honesty on survey — if someone is leaving under bad circumstances
data can be skewed.

e. Timing of survey — Probably get better response/results if completed
before employee leaves getting file out of WTTS.

4.2  Exit Survey Deployment Instructions:

4.2.1 Logging into WTTS:

a. Login to WTTS located at (https://wtts.nasa.gov), and click | Agree to
These Terms as shown in Figure 1.

Workforce Transtormation Tracking System | ., 0000 SR
Husenn Capital Information Enviromment (HIE) - vt paA e ]

- WHAT'S NI

+ CONTAET YOUR WITS REP
+ FAGS

« WITs pRCIAT

+ WITS PROCESE FLOWE
+ WITS USER 0a0E

Ty,

-
T SAgov JHEE s oo
W ALLOIIAY CeTTICaton

Figure 1. Log in Screen for WTTS

b. If the screen as shown in Figure 2 appears, click Yes.

Windows Internet Explorer

—
%

The= webpags wou ars wi

Do wou weant bo

Figure 2. Pop up Screen


https://wtts.nasa.gov/
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c. After logging into WTTS, type in Agency Unique Identification
(AUID) and Password as shown in Figure 3.

Workforce Transformation Tracking System (WTTS wa)
Haman Capitsl ledormation Envireemaont (HESE)

Figure 3. AUID and Password Screen for WTTS

d. When the screen appears as shown in Figure 4, click Launch (1)
under Special Programs (2).

Workforce Transformation Tracking System (WTTS ) oo e i . L, Ry D, (VSSC00028)
: : st Login wes: 06/01/2008 @ 03-36:00PM
Humian Capital Information Environement (HCIE) Viour HAMS Passwird Fxpres. On (THOR00G

Select Yaur Inanstotmation Tracking Tool
Thee BASA Werkforze Trarmsformabion Tracking Systen WITS privides tracking s rep prospective MASA b acurrs, bercender moblly, and korses. WITS sl privides dela snd 9
Fticabons for Ust e NASA Engiloyes Orizntabion Process snd asockled reporting for Fecrating, Esucation, and rvessty peograms /

T DT O ==
Input, frack, and report Input, track, and report Inpud, track, and report It track, and repert AL
Vacarcias +Losses Ay + Marves (Wb} Acty + Rrcrling Ackiy « EOD Forms Repaskory
< Hiring Ackty . Lsas by DiractorstelCantarkOry - Transters by DirectoréeCerteriOrg + Recrubing Fyants B Surey

« Gais by Directorstelooctecklg < Lassas by Ergloyes Trpe ¥ Moves (Mabilty) Summary

« HASA Workforce Services Porlsl
+ MASA Pncy Statement, Dxciamer, 8nd Accorsiity Cirinicabon

Figure 4. Launch Screen
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e. When the screen appears as shown in Figure 5, click Exit Surveys to
open the report.

|®' ==

https: | wtts.nasa.gov. ﬂ

“our logged in as: Lee, Roy D. (NSSC-KDO20)

@ Workforce Transformation Tracking System (WTTS vz0) - Special Programs Last Login vas: 06/01/2009 @ 0336 00:FM

Human Capital Information Environment (HCIE) *our NAME Passvrord Expires On 07/10/2009
+ Logout

o | —wwwsx | oo I

Home > Special Programs

Special Program Menu ‘Welcome to the Specials Program Area.

 — )

+J3C Home:
+MASA Wiorkforce Services Portal MASA Cificial Michael P Steweart

+MASA Privacy Statement, Disclaimer, and Accessihbilty Certification Editar: Michael &. Stevens

WWTTS 02.07.00 - May 18, 2009

Figure 5. Exit Surveys Screen
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f. When the screen appears as shown in Figure 6, click Download to
Excel.

s, Wi masa. g
Wordoog Tensomato acking Sysem (TS v - Speciel Programs i:;rﬂzg\gnww::suaﬁaﬁugs?@nNaSasacuEDPUMU)
Human Ciﬂlm omatin nvommert (HEE Yoo NANE Pessword Exgires On 7 2008
+Loout
on Jowa o e 0
Home » Special Programs > Ext Suvey Report
S e T et isto b et of seprsting ey for NSt St Team. i useto senot o ey i Survey. T e e s e enployee e S50 Bt Sy Team, Theceﬁasdisp\a‘/edlornn\y3mpoyezswho‘sseaarﬁiowwmma‘/‘scm i
ha\eany festang g it vl plesse contct e rsn who et pulshed the WTTS recond b clik on he AUD hs{edmhe Prsted By Colim,
I__---_-II_I----
: 1176 RETIRENENT - OLINTARY ORTICNAL E.ECTRGNICS TECHNICIAN ] FLECKENSTEIN RCBEFT  RODERTFLECKENSTEIN-1GNASA0U 512526012 11 WHITE 60 IR Oh 1025203 HUHISCH
10807 RETIRENENT - VOLUNTARY ORTIONAL PHVSICAL SEIENTIST £ DHVID  DAVIDHRINDBNASASOV WS N WHTE 61 G 610 D805203 MLIISCH
11136 RETIRENENT - VOLUNTERY OPTIONAL $JPERVISORY HISTORIAN 1m U3 STEVEN  STEVENJDICKMSAGOV 0TER 13 M WHITE [190] OO0 OMOE(2009 NHADIGAH
1124 RETIRENENT - VOLUNTERY OPTIONAL TRAFFICMAAGEMENT SPECIALIST ik ANKERMAN K FREDERICEANKERMAN-1NASAGOV THBSITEL 12 N WHITE 6f G5FC 140 ON0Y2003 NHADIGAN
11027 RETIRENENT - VOLINTARY ORTICNAL S:CRETARY (0¢) 8 FIER  NANCY  NANCYURINERGNAGA SOV WIS B F UHTE 5 w00 Y03 NHEDIGAN
11231 TRANGFERTD OTHERASENCY  STUCEN" TRAIDEE ENSINEERING) i ORTZAIVERA MEDRO  PECROJOVTIZANERAGNASAGOV TLI3RSSD 6 N HLSPAMICORLATING u I H /042003 S5EANS
1118 RETIRENENT - VOLUNTARY OPTIONAL HUMAN RESOURCES SPECIALIST n SPER SHARLENE  SHOM.SPEIR@YASA G0V 017380 14 F WHITE [190] L4t 0PM03/2003 NHADIGAN
11071 RETIREMENT - VOLUNTARY OPTIONAL AST, EXPER FACILITIES DEVELOP a0t GO0DSON  JEIE JESSEFGGODSOM@MASA GOV JIL605 13 M WHITE 64 JC Mt 0°05/2009 MLAISCH
11148 RETIRENENT - VOLINTARY TROGRAN AALYST u3 WD CINDY  CINDVLBRUMFIELDGNASAGOV 603336385 15 F WHITE 5 K 1800 D203 HLHISCH
11147 RETIRENENT - VOLUNTARY ORTIONAL COMPLTER ENGINEER il W05 DN JORNECOOLS@MASASOV MM 5N WHTE 6 BC AL T052003 RESPIND
1114¢ RETIRENENT - VOLUNTERY OPTIONAL PROGRAMN ANALYST 3 HERIURE  ROBERT  ROBERTAMERCLREGNASAGOV  T0030%6. 15 N WHITE Nl FOCOD 07052009 JERELLYE L
1032 RETIRENENT - VOLUNTERY OPTIONAL QUALITY ASSURANCE SPEC (AERCSRACE) 1310 SHEPHERD  CHRIETENA CHRISTENACSHEPHERDBNASAGOV 3670024 13 F WHITE 3 MEFC QOH 0702009 JEKELLYL
10837 RETIREMENT - YOLUNTARY OPTIONAL S:CRETARY (04) it HAN.OM KATHRYN  KATHRIMEHANLONGNAZAGOY  M4ENTSEM 7 F WHIE R 420 02009 HLMISTH
1083: RETIRENENT - VOLUNTARY ORTIONAL E.ECTRONICS TECHNICIAN i FEMNIG DA DAVIDCPEMMNGEUACAGOV 39S 13 N WHITE 5 G W0 Y08 HLSCH
10854 RETIRENENT - YOLUNTARY OPTIONAL ACCOUNTING TZCHNICIAN (04) 5 TRIPLETT  JOSEFHINE JOSEPHINELTRIFLETT@VASAGOYV 03366342 8 F BLACKORAFRICAN AMERICAN 65 G5FC 150 0gfac/2009 RESPING
1090¢ RETIRENENT - VOLUNTARY OPTIONAL CONTRACT SPECIALIS™ 1102 STEWART  CTEPHEN  CTEPHENESTIWARTONASAGOY 670320631 12 N WHITE 65 MEFC PRI D4f3L02009 HLMISTH
10831 RETIREMENT - VOLUNTARY OPTIONAL AERCSPACEENSINZER %! WAT3ON JHMES  JANESFMATIONGNASAGOY OBEGA00T 15 M WHITE 61 LARC DB 04/302009 HLMISZH
11072 RETIRENENT - VOLUNTARY ORTIONAL AERGSPACE ENGINGER %1 TRCZN MARK WWRCTTIRCINAMSAGOY  SORSHDI 15 N WHITE 5 G W0 D408 EELLI
11062 BUYCLT AET-TECHNICAL MANAGENENT ik HATIS MUK MARKFMATIS@NASA GOV 1290328 14 W WHITE K80 NED2D  D4/3L/2009 RESPINO
1077% RESIGNATICH GOVERNMENT & COMMUNITY LIAEON ik BARRERS  RICHARD  RICHARD.ABARRERABNASAGQY  4TES3M4: 9 N HISPANICILATING AND WHIE 3K APIEL  OH/262003 MECORTEZ
11131 TRANSFER T OTHER ASERCY COMPUTER ENGINEER i) FHAM PRUC PAULTPHAM@NASASOV SEMEIL 1D W ASIAN ¥R e O8f20/2009 SEVANS ¥

Figure 6. Download Report to Excel Screen
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g. When the screen as shown in Figure 7 appears, overwrite the old file

(1).

1. Always retain the file name In-Work Losses-Exit Surveys.xls (2).
2. Click Save (3).
3. Close WTTS.

Save As [E
Save in: | |3 Exit V| 3 % e [
T I Backup
i 23 Iy FY0e-1skotr
My Recent  [L)FY09-2nditr
Documents Iy In-Work Losses - Exit Surveys_Files
— I In-work_Losses - Exit_Surveys files o
|_ IC)Misc Data /
C=u okl | ;
Deszktop == o a

9

by Documents

o

by Computer

Eé In-Work Losses - Exit Surveys.xls

2] In-work Losses - Exit Surveysa,xls
B qryMotSent ToList, xls

®
7~

File name: In-wiork Lozses - Exit Surveys sls W Save
‘g Save sshyps | Miciosoft Office Excel 37-2003 Worksheet v | Cancel |
by Metwork,

Figure 7. Overwrite and Save Screen
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h. Open the report in Excel (1), clicking Yes (2) to ignore the warning and
open the file as shown in Figure 8.

& D:\Documents and Settings\rdlee4\My Documents\Surveys\Exit

Fle Edt View Favortes Tools Help I
Qe - © ¥ pSEarEh [ Folders [T X (80 [ 3 IE Dlj o o
: Address |53 DiDacuments and Settingsirdles4iMy Documents|SurveysExit v ‘

Narme: size | Typs Date Modified =
File and Folder Tasks IE3FY09-1stQir File Falder 316/2003 11:49 AM [
[)Backup File Folder 4§712009 7:56 P11
[ In-Work_Losses_-_Exit_Surveys_files File Folder 4i27/2009 10:46 AM
[ Mo tis File [ FYDS-2ndtr File Folder 518(2009 6:22 PM
Copy this file IC3)Published Lasses_files File Folder 6(1j2008 4:17 P
) E-mall this File [ Misc Data File Folder 6i2(2009 12:22 PM
[ In-tWork Losses - Exit Surveys_Files File Folder 6/512009 8:12 AM
2] surveyExport.mdn 2,324 KB Microsoft Office Acc...  2/4{2009 1:00 PM
E=ExitsurveyReports.accdb 4,936KB  Microsoft Office Acc...  2j4{2009 1:24 PM
et Survey - Blank.doc 44KB Microsoft Office Wio...  2/6{2008 12:37 PM
£ ExitsurveyReports-2_Backup. accdb 2,304 KB Microsoft Office Acc... 2/10f2009 12:06 PM

]| Rename this file

2y Print this file
¥ Delete this file

| iberpiacee

Microsoft Office Excel

' The file wou are trying ko open, 'Tn-YWaork Losses - Exit Surveys4€, is in'a different Farmat than specified by the file extension, Werify that the file is
. nok corrupked and is from a trusted source before opening file, Do wou want to open the file now?

es [t | [ Hep

INQ'ZUUBUSZZl63224'774223299'F\‘UQ'2Q.MDE 2,052KB  Microsoft Office Acc...  5{4/2009 4:08 PM
@D\strn List. s 11KB  Microsoft Office Exc...  5/6/2009 10003 AM
@JtblExltSurvEySEntTDLlst.X\sx 102KE  Microsoft Office Exc...  5/8{2009 2:23 PM
%IJtb'EXItSUTVEySEHtTDLIStUg'U4'Z4‘X|SX 83KB  Microsoft Office Exc...  5/8/2009 6:37 PM
@Exitsurveyvﬁ.RTF 76HKB  Rich Text Format 5/19/2008 2:32 PM
@JNASA Exit: Survey v3.xlsx 7OKE Microsoft Office Exc...  5/22/2009 9:28 AM
ESH]NASA Exit Survey 3.pptx GI7KB  Microsoft Office Po...  5/22/2009 9:28 AM
] asa Exit Survey w3 (1).docx 370KB  Microsoft Office Wao..,  5/22/2009 9:37 AM
@JNASA Exdit: Survey +3.docx 370KE  Microsoft Office Wo...  5/22/2009 10:57 AM
@INQ-ZDDBDSZZ163224-774223299.CSV 272KB  Microsoft Office Exc...  5/22/2009 11:12 AM
INQ'ZUUBUSZZI63224'774223299.MDB 2,180KB  Microsoft Office Acc...  5/22/2009 11:25 &AM
B ExitsurveyReports-2.accdh 1,384 KB Microsoft Office Acc,.. 5222009 11:31 &M
L] grytiotsent ToList xls 11KE Microsoft Office Exc,.. 5292009 9:50 AM
%ﬂqryNutSentToL\st‘csv 2KB  Microsoft Office Exc,.,  5§29/2009 9:51 AM
B ExitsurveyInvitationManager accdb 2,665 KB Microsoft Office Acc...  5/29/2003 9:54 AM

1) NasA Exit Survey v3a.docx I70KB  Microsoft Office Wo...  5{29/2009 F:44 PM
E=MNASA Exit Survey w3 (1).xlsx TOKE Microsoft Offics Exc...  5/29/2008 3:46 PM

= ING-20080822163224-774223299.POF 54 KB Adobe Acrobat Doc...  5/29/2009 3:51 PM
P e 617 KB Microsoft Office Po...  5/23§2009 3:58 PM
37KB  Microsoft Office Exc...  6i5/2009 &:16 AM

Type: Microsoft Office Excel 57-2003 Worksheet Date Modified: 6/5/2009 8:15 AM Size: 36.1 KB 36.1KB § My Computer

Figure 8. Ignore Warning Screen
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I.  When the screen opens as shown in Figure 9, highlight the top two
rows (1), right click and choose Delete (2).

!.f ‘3\11 = A8 s In-Work Losses - Exit Surveys.xls - b
—/ Home Insert Page Layout Formulas Data Review Yiew
j # Calibri -8 ClAA|IF = §I|§}"| = Wrap Text General =
E] i

F'ajte ¥ ‘B I U-|E-|d-A-|EEE|EE @Merge&tentenv] [§ ~ 9% o ||%8 ;0

Clipboard ™ Font ] Alignment ] Mumber ]
11 '\ Calibi +8 ~ A A" $ ~ % f Py o
A BB 7 =i~ 8- A<t wfg P D

- =

2 | Total Agency Published Lg— " o

3 ID: |SEPARATIONTYPE: | LOSING SERIES: ||

-.= I:

4 [11176[RETIREMENT - voLUY = =°% CIAN 856
5 |10907|RETIREMENT - voLup 3 Easte 0 1301l
6 | 11156 |RETIREMENT - VOLUR Paste Spedial.. IAN 170
7 | 11240 |RETIREMENT - VOLUN | Insert AT SPECIALIST 2130,
8 11027 |RETIREMENT - VOLU Delete | 318l
9 11231 |TRANSFER TO OTHER T IGINEERING) 899,
10 | 11193 |RETIREMENT - VOLUN PECIALIST 201"

ﬁ' Eormat Cells...
11 | 11071 |RETIREMENT - VOLUN , DEVELOP 801
Row Height...
12 | 11146 |RETIREMENT - VOLUN 343
Hid

13 |11147|RETIREMENT - voLul| " 354/,

14 | 11148 |RETIREMENT - voLuy_ Unhide 243|)

Figure 9. Delete Top Two Rows Screen
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J.  When the screen appears as shown in Figure 10, save as Excel 2003

format.

D

Hew
=

7 Qpen

=
I E Convert
bl =

&)

Save a copy of the document

Excel Workbook

Hl | Save the workbook in the default file
format.

i~

Excel Macro-Enabled Workbook

J1] savethe workbook in the ¥ML-based and
macro-enabled file format,

fx

[r;' Excel Binary Workbook /
[meen| Save the workbook in a binary file format ’

optimized for fast loading and saving.

H Save As | b

@ Excel 97-2003 Workbook

1l | Save a copy of the workbook that is fully
compatible with Excel 97-2003.

?% Prepare  *
_Q Send »

7/ Publish »
-~ Ll

J" Clase

T TTRIPTETT

—
PDF or XP5
= Publish a copy of the workbook as a PDF or
XPS file,
=—] Other Formats
Open the Save As dialog box to select from
all possible file types.
[ 3 Excel options | [ X Exit Excel |
MICTSFRHINE TIPS FERTNE T TRIETE T T NS A GO

Figure 10. Save as Excel 2003 Format

1. Keep the same name and replace the old file by clicking Yes when
the warning sign appears as shown in Figure 11.

Microsoft Office Excel

! "_\ The file In-woaork Losses - Exit Surveys.xls M exists, Do you wank to replace the existing file?

Figure 11. Warning Sign to Replace Existing File

2. Close Excel.
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k. Open ExitSurveylnvitationManager (File should be in the same
directory as the file just saved from WTTS) as shown in Figure 12.

@quyNutSentToList.xls

L 1] e = ] ol

,.- vitationManager, accdb
BRI MASA Exit Survey v3a.docx
@JNF\SA Exit Survey w3 {1).xlsx

i

I INQ-20030822163224-77 4223299, PDF

ESH]rASA Exit Survey v3 {1).patx
B n-work Losses - Exit Surveys.xls

11 KB Microsoft Office Exc... 5/29/2009 2:50 AM
Z2kB Microsoft Office Exc... 5/29/2002 9:51 AM
2,668 KB Microsoft OFfice Acc...  5/29/2009 9:54 AM
IT0KE  Microsoft Office Wo.., 5/29/2009 3:44 PM
FOKE Microsoft Office Exc... 5/29/2009 3:46 PM
54 KB Adobe Acrobat Doc...  5/29/2009 3:51 PM
617 KB Microsoft Office Po,..  5/29/2009 3:58 PM
35 KB Microsoft Office Exc,.. 6/9/2009 8:12 AM

Figure 12. Invitation Manager File

I.  When the screen appears as shown in Figure 13, complete the

following:

1. Clear any security alerts by clicking Options (1)
2. Click Enable this content (2)

3. Click OK (3).

@ Security Warning Certain content in the database has been d\sabledl Ogtlons... l ' 0

All Tables

‘Ss:r:h.‘.

thlExitSurveySentTolist
=2 thIExitSurveySentTolist : Table

251 gryMatchToOptOutList
@ qryNotSentTolist

B qrySentToStilllnWTTS
:V'? gryUpdatelnvitedDate

@ frmtblExitSurveySentTolist subfarm

4? gryUpdateExitSurveySentTolistWithInvita...

@ grySentInvitations Without Matching tbl...

tblSentInvitations
1 tolsentinvitations : Table
@ Find duplicates for thiSentInvitations

@ qryRespondentsMissingCenter

¥ qryUpdatelnvitedDate

3 qrySentinvitations Without Matching tbl...

% gryUpdatelExitSurveySentTolist-FromRes...

thiRespondents
j tblRespondents : Table

@ qryRespondentsMissingCenter

=

¥ qnyUpdatelExitsurveySentToList-FromRes...

tbIOptOutList

£

ﬂ Export New List ] Update Sent To List

Exit Sury=rs Mo Inuitadinme Lickine

Microsoft Office Security Options

MORRISO)
KEANE @ Security Alert
HUTCHIS [ Macro d
ANKERM Access has disabled potentially harmful content in this database.
ORTIZ-RI X . § § i
If you trust the contents of this database and would like to enable it for this session
only, dick Enable this content.
‘Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source. L
Record: M
Mare information A
File Path:  D:\...lee4\My Documents\Surveys Exit\ExitSurveyInvitationManager, accdb I
- known content (reco) ded)
ol | ST b
(&) Enable this content
ABBOTT @
ACHILLE- g
ACKERMA
ADAMS
ADKISON
AGUILAR
ALONSO [ open the Trust Center u
ANDERSCHY T L mAmA L K L T A ne

Figure

13. Options Screen
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m. When the screen as shown in Figure 14 appears, check for names in
the top grid and click Export New List button (1).

1. Box (2) represents respondent-mail addresses in the WTTS Export,
but not already included in the Sent to List.

2. Box (3) represents the Sent to List.

)| = I R ] B ExitSurveylnvitationManager : Database (Access 2007) - Microsoft Access - 7 X
: | Home | creste  EdemaiData  DatabaseTools @
= =0 % Cut = = New X Totals 4l ¥ 7 Selection 2. Replace
=i | [ 2 #
=3 Copy eHsave 4 spelling | %] V] Advanced ~ = GoTo~
Vi Past = ||ab, Refresh Filt Find
= o F Format Painter ‘ S i Hé ”5,2 ||£ | *H — | ;‘m.s K Delete - = More 4 W7 Toagle Fifter " |3 Select ~
Views Clipboard ] Font & Rich Text Records Sort & Filter Find |
All Tables v « || ] frmUpdateButtons
[search. e
v, = -
“tbIExitSurveySentToList 2 1L Export New Listf@ Update Sent To List
E thlExitSurveySentTolist : Table
¥ gryUpdateExitSurveySentToListWithInvitatia... - =
_ LAST NAME - FIRST NAME - NASA EMAIL - LOSING CENTER =
B anyMatchToOptOutList
i MORRISON AMANI AMANI.C.MORRISON@NASA.G( LARC 6/7/2
B anNotsentToList KEANE THERESA THERESA.A.KEANE@NASA.GOV GSFC 6/12/]
B ansentinvitations Without Matching thIEit.. HUTCHISON KAY KAY.A.HUTCHISON@NASA.GOV ARC 6/15/]
£ qrySentTostilln — ANKERMAN H FREDERICK.ANKERMAN-1@NAS, GSFC 8/1/2}
A1 qnUpdatelnvitedDate ORTIZ-RIVERA PEDRO PEDRO.J.ORTIZ-RIVERA@NASA.| DFRC 7/4/2)
2 frmtblExitSurveySentTolist subform
thlSentlnvitations a
B twisentinviations : Table Record: 4 [Lof5 | » ¥+ | 'l Filier | Search 4| I »
@ Find duplicates for thiSentInvitations
£ aryRespondentsMissingCenter 0
£ ansentinvitations Without Matching tbiExit LAST NAME -t \ FIRST NAME - | NASA EMAIL - |LOSING CENTER - |InvitationSentDate ~
1 aryUpdatelnvitedDate | | ABBOTT JOHN JOHN.M.ABBOTT@NASA.GOV GRC 12/28/2008 =
1 aryUpdatelExitSurveySentToList-FromRespon | | ACHILLE-ARGAEZ MARIALYN MARIALYN.G.ACHILLE-ARGAEZ@NASA. KSC 4/3/2009
tiRespondents | | ACKERMAN DONALD DONALD.LACKERMAN@NASA.GOV | KSC 9/16/2008
B tolRespondents : Table || ADAMS FREDERICK FREDERICK.W.ADAMS@NASA.GOV  KSC 9/30/2008
ADKISON LAUREY LAUREY.A.ADKISON@NASA.GOV GSFC 12/24/2008
£ aryRespondentsMissingCenter —
| |AGUILAR KENNY KENNY.AGUILAR@NASA.GOV GRC 11/28/2008
#1_anUpdatelExitSuneySentTolist-FromRespon | |aLonso JOSE JOSE.JALONSO@NASA.GOV KsC 9/16/2008
thiOptOutList | |ANDERSON DONALD DONALD.ANDERSON-1@NASA.GOV  HQ 2/20/2009
(= toloptoutlist —l | |app SANDRA SANDRA.A.APP@NASA.GOV GRC 9/16/2008
5 qMatchToOptoutList | |ARBUCKLE P DOUG.ARBUCKLE@NASA.GOV LARC 2/10/2009
e e r ety | |ASNER GLEN GLEN.R.ASNER@NASA.GOV GSFC 11/13/2008
(% tbl-Linked In Work Losses - Exit Surveys | |AUSTILL JANET JANET.M.AUSTILL@NASA.GOV ssC 3/13/2009
B trmanotsentToList subform | |BAHRE LINDA LINDA.BAHRE-1@NASA.GOV Jsc 9/30/2008
i || BAILEY BRENDA BRENDA.BAILEY@NASA.GOV MSFC 3/20/2009
Lis jects BE JOHN JOHN.H.BAIN@NASA.GOV JsC 11/28/2008
*' anyUpdatesentTalist BAKER INARL INAN A BAKERGERIACA GO 180 Alzhona T
=5 Find duplicates for ayotsentTolist \ [Record: 14 110393 | b M b | ' o Filter | [Search
E3 Find duplicates for thl-LinkedTo-In-Wark_Lo...
E2 frmUpdateButtons
2 AutoExec
Record: W 1ofl Ll K No Filter Search
Form View MNum Lock

Figure 14. Export New List
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n. When the screen as shown in Figure 15 appears, overwrite the old file

(1).

1. Retain the file name gryNotSenttoList.xIs (2).

2. Click OK (3).

Output To

(L In-Work Losses - Exit Surveys_files
= (L) In-Work_Losses_-_Exit_Surveys_files
|_ @Misc Data
Deskiap [C3)Published Losses_Files
@_]In—Work Losses - Exit Surveys,xls
B In-wiork Losses - Exit Surveysa, xls

qgryMotSentTolist. xlsl

MMy Metwork
Places

Save in: |[E‘|Exit v| @-3 | X Cu -
; (Dackup:
4 [CIFY09-1stcty
My Recent (CIFY09-2ndgte
Docurnents

File narne: l |qryN0tSentToList.xls

4 L

ave as kype: |Excel 97 - Excel 2003 Warkhoak (* s)

Tools -

vi@)
v|/

o

Figure 15. Overwrite the Old File Screen

3. Keep the same name and replace the old file by clicking Yes when
the warning sign appears as shown in Figure 16.

Microsoft Office Access

Lves | | mo |

Figure 16. Warning Sign to Replace Existing File Screen

0. Leave the Invitation Manager open.

p. Open the exported file (1), which is in the same directory as the file just
saved from WTTS and as the Invitation Manager shown in Figure 17.
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1. Check to confirm the date (2) reflects the file was just saved (should

be current date).
E1ng-z0080822 163224-T74 223299, MDE 2,180 KB  Microsoft OFfice Acc... 5f22/2003 11:25 AM
cdb 1,384 KB Microsoft OFFice Acc, ..,
— 11 KE Microsoft Office Exc f .
ey ZKB Microsoft Office Exc...
EExitSurveyIn\fE] Type: Microsaft OFfice Excel 97-2003 worksheet | 2,665 KB Microsoft OFfice Acc. ..
B pasa Exit Sury Date Modified: 6/5/2009 §:24 AM 370EE  Micrasoft Office Wo.,.  S/29/2009 344 PM
EEMASA Exit Surd S22 105 KB FOKE Microsoft OFfice Exc... 5/29/2009 3:48 PM
L INQ-20080522 L6 3224-TF4 223299, PDF 54 KB adobe Acrobst Doc...  5f25/2009 3:51 PM
@NASA Exit Survey «3 (1).ppkx 617 KB Microsoft OFFice Po... Sf29/2009 3:58 PM
B 1n-work | nsses - Fxit Sirvewvs.xl AS KR Micrnsaft Office Fxr AISIZONG §:72 Ak

Figure 17. Exported File

2. Save the file as a Common Separated Version (CSV) file (1),
overwrite the old file (2), and click Save (3) as shown in Figure 18.

@ "

MNew

Qpen

Conyert

7 Publish
—

J“ Close

@

28)-

Save a copy of the document

Excel Workbook
|2l | Save the workbook in the default file
farmat.
[&‘ Excel Macro-Enabled Workbook
[E34]] save the workbook in the XML-based and
macro-enabled file format,
= Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading and saving.

foree]

Excel 97-2003 Workbook

save a copy of the workbook that is fully
compatible with Excel 97-2003.

PDF or XPS

Publish a copy of the workbook as a PDF or
MPS file,

Save As @
Save ! |@ Exit V| @ -0 X o &
|_;§ IName: Size | Type Date Modified

i | Backup File: Folder 47j2009 7:56 PM
pyRecert | | (Fv0s-ist File Folder 3(6/2009 11:49 AM
[CFY09-2ndQtr File Folder 5/6/2009 6:22 FM
F= I In-Wark Losses - Exit Surveys_Files File: Folder 6/5§2009 8:12 AM
@ I In-Work_Losses_-_Exit_Surveys_files File Foldsr 4127/2009 10:46 AM
Deskkop [ Misc Data File Folder 6/2/2009 12:22 P
I Published Losses_files File: Folder 6{1j2009 4:17 PM
bY @INQ'ZDUEUEZZI63224'774223299(5\/’ 272KB  Microsoft Office Exc,.,  S(22/2009 11112 AM
J @In-WDrk Losses - Exit Surveys.csv 3KB  Microsoft Office Exc...  2/10/2009 5:53 PM
My Documents || &0 qryhotSent Tol st csv 2K Micrasoft OFfice Exc...  5{29/2009 9:51 AM

DOther Formats
Open the Save As dialog box to select from

all possibl—
Save As [F12)

Ze @

My Metwark.
Places

\

ab

U

(

@
/

File name: qryhatSentToLisk, csv

Save as bype:

Tools 7

©
/

C=-

|;_:‘] Excel Options | ‘X Exit Excel |

Figure

18. Saved File Screen

3. Replace the old file by clicking Yes when the warning sign appears
as shown in Figure 19.

Microsoft Office Excel

! E The file qryfatSentTalisk,csw alreadygsts. D wou want ko replace the existing File?

L

| T

es

Figure 19. Warning Sign to Replace Old File
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4. To keep the workbook in the same format, click Yes when the
warning sign appears as shown in Figure 20.

Microsoft Office Excel M

apyNokSentTaist sy may contain Features that are nok compatbie wih C5Y (Camma delfimited). Do you wank t kesp the workhaak in this Format?

\!J) o Torkeep this farmat, which leaives ot any incompatble features, didk Vs,
+ To preserve the features, cick Mo, Then save a copy in the}nﬁ Evcel format,

+ To e what might be lost, dick Help,
Ho Help

Figure 20. Warning Sign to Keep the Workbook in Same Format

g. Open the Survey Builder (Inquisite Builder Software).

1. Select Open an exiting survey (1) and Exit Survey.igs file (2) as
shown in Figure 21.

2. Click OK (3).

Inguisite

X

Select an option to start composing pour sureL:

" Usze the content wizard to help create my survey,

" Uze a template to borrows the style of another sureey.

" Start with a blank surve.

" Import my zurvey from a formatted document. /

f« Open an exizting survey

k@B O @

tore Files. .. 4
W Promram Filesb lnmnzite A Soreeush F wib Soreeo ins
C:%Program FileshnguizitehSureeys'\B ackup-reference onlyhE =it Sy

9 —_— I Ok I Cancel

Figure 21. Open Exiting Survey Screen
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r. Open the Data Import Wizard:

1. From the Tools (1) menu, click on Data Import Wizard (2) as
shown in Figure 22.

‘=|L! P PR RIS I [ ST RPN P Ty Pt PR e SPPTPRPPP -]
] - orkgroup ey B fle
Eile Edit \jew Insert Format §| Tools Help
NEHSGRRE & Y wan @ ' @
Ed  Publish Survey...
¥ “ Library Data Import Wizard. ..
=1 dllp NASA Exit Survey v3 Configure Servers. .
- B} web Yiew =5
= Worklist Administer Survey via Web
EXIT IMTERVIEUY Customize Syskem Phrases. ..
‘Wark, Life Demographid
Please tell us about vwo Cptions. ..
Retirement il i

Figure 22. Data Import Wizard

2. When the screen as shown in Figure 23 opens, click Next.

Inguisite Respondent Management Module f‘5_<|

Welcome to the Inquisite Data

e;lﬂ(llli&itﬁ‘ Import Wizard

The Inquisite Data Import Wizard helps you to import data from
an address book or text file and use that data in your survey
ar email invitstions. With this wizard, you can:

* |mport an email list from an address book or text file
* Creste custom fields to use in email invitations

* Nap data from a text file or address book to questions in
YOUF SLIPESy

Pleasze click "Mext =" to continue ... /

Cancel | |

Hel

Figure 23. Welcome to Inquisite Data Import Wizard
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3. When the screen as shown in Figure 24 opens, choose ASCII Text
File (1), and click Next (2).

Inquisite Respondent Management Module
Select Import Type

"ASCI Text File".

Select the type of data to import. You can choose between "Address Book" and

X

L)

Specify the type of import:

wyhat is the source of your email list?

" Email Address Book

Select "Email Address Book" to impott data from a
Microsoft Outiook or Lotus Motes Address Boak

& BSCH Te File (*

Select "ASCH Text File" to import data from a
Micrasoft Excel CSY file or other delimited text file

" Previously gaved settings

Select "Previously saved seftings” to load data
import settings from a prior session.

Help

= Back

/

ab

®
/

bext= || cancel | |

Figure 24. Type of Import Screen

4. Verify the CSV file previo

usly saved is selected, if not, browse to

the correct file and select it (1) as shown in Figure 25.

5. Click Next (2).

Inguisite Respondent Management Module

Import From ASCIH Text File
Enter the name of the text file. Click"..." to browse for a file.

Enter the name of the text file:

3

O g

Help

= Back

@
/

‘l Mext = || Cancel |
| . ’

Figure 25. Verify CSV File Screen
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6. When the screen appears as shown in Figure 26, check the
prepopulated data for proper formatting by scrolling right (1) and

clicking Next (2).

Inuisite Respondent Management Module

Import From ASCH Text File

ihethe of niotthe fle containg fiekd names.

(Confieure the format of vour text il by specifingthe delimter and specifying @ y

Please apecify the format of your et fie Field Deimter

W Firstroww contains fied names

SHARATONTYPELCSMG OBTTLE OGS Lasroene e

0 e ECMPSTRATIVE 51303 AAN
RECIGNATION  ADMPISTRATVE 31 21 WEANE THERESA
RETRENENT - YOLLATTORNEY A0 HITCHSON &Y
MANAGEN 2130 ARERMAN M
(RTIZRMWERE  PEORO

J

Hel  Back ‘ Metx | Cancel ‘

N

Inquisite Respandent Management Module

Impart From ASCIl Text File

Conficrethe format of yaur e fie by specifying the eelinter and specifing @
whether o ot the fle cantaing fiekd names.

=

(=<

Pleasz specify the fomat of your text fie Field Delimter
Comma v

W Firs row containe fied nanes

E\ LOMGIEME: [O3BORs oo |
1 B B70g
45 B¢ A28
5 I
% B
¥ DFRC 4 TG
{ )

Hel <Back (N e Qancel‘ ‘

Figure 26. Checking Pre-Populated Data Screen
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7. Check for complete pre-population of the name and e-mail fields

(as minimum) by scrolling to the right (1), and checking Next (2) as
shown in Figure 27.

8. The invitations and reminders are pre-populated.

Inquisite Respondent Management Modulz FE Inquisite Respondent Management Module E|
Email Invitation Fields Email Invitation Fields
T assion & column in the texd file to an email imvitation field, select  value from the @ ° To assign a column in the text file to an email invitation field, select & value from the @ ®
calumn's drop daown list. \-) calumn's crop down list, ‘-J

Tezxt File Fields: Text File Fields:
SEPARATION TYPHLOSING JOBTITLE: {LOSING SERIES: |LAST NAME: FIRST NAME: MASE EMAIL LJLPIC GRADE GEMDER DIVERSITY
<Unassignedy ¥ |<Unassigned> v |<Unassigned> Last Name | First Name Email Address v |BERVICE #|<Unassigned>  w|GENDER + [RACE
MORRISD LMaN AMANICMERISO 269551114 F BLACK. DR 4FRIC
3 THERESA THEH}SAA.KE 41203080 F WHITE
HUTCHISON k& Y K4 HUTCHISON 100212 F WHITE
ANKERMEN H FREDERICK.ANKEF 752853762 M WHITE
(RTIZAIVERS  PEDRO o PEORO.LORTIZ-AL 711333550 il HISPANIC OR L#
[E E ¢ )

Clear Clear

/

Help = Back Cancel ‘ ‘ Help = Back ‘I Mgt = I Cancel ‘ ‘

Figure 27. Name and E-mail Verification
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s. When the screen as shown in Figure 28 appears, ensure the Enable
Survey Prepopulation box (1) is checked and click Next (2).

Inquisite Respondent Management Module

Survey Prepopulation

W Enatle Survey Prepopstion

With survey prepanulation, you can prepopulste the responae to survey questions @
yith data imported from your address baak or text file,

Check the boyx belov if you veould like to enable prepapulation for this survey:

Help

Mate: Survey prepopultion requires the survey to be autherticated. If vou elect 1o enable survey
prepopulation, authertication wil be automstically enabled as wel,

(2]

= Back l Met =

X

\Jj

Cancel ‘ ‘

Figure 28. Enable Survey Prepopulation Screen
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t. Scroll to the right confirming all fields (1) are assigned as indicated,
and clicking Next (2) as shown in Figure 29.

Inquisite Respandent Wanagement odule @ Inguiste Respondent Hanagement Hodle @

Prepapulation Fied Assignments Prepopulation Field Assignments

To prepapulete & survey question with data from & colann inthe e il select & @ ’ o prepppulate ASUVEY Oueston i dqta fion colm in thetet fe seect a @ U
coln et e, e st cuestion o sl o s o counn \J colmn inthe text fle, then select & guestion o scale to assign to that calumn,

Select a column

Select & column o

SEPARATION THPE: j / ‘SEPARAHON TYFE; j
Select 3 ueston or scaleto sesignta e colm Selecta geston or scaleto asaign o e cokamn

[ Show onlytagged avestions and acales

LOSNG SEBB LASTNAME:  FRSTMAME: AGE LDSINM LOSING ORG:  |LEAMING (N:
J Mﬁ asiedy (asignedy N@) ¢hasmned
13 L&AC Bl BA72009
i GSFC pill)] BTN
i AR il ARSI

| ¢ 2

Clear / 9
Hep < Back ‘ e | Cancel ‘ ke Btk |I Cancel

Figure 29. Confirming All Fields are Assighed Screen
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u. The first time the wizard is ran with a survey, save the settings (1) as

shown in Figure 30.

1. Click Next (2) to log into the Inquisite server and upload data.

Inguisite Respondent Management Module §|

8
/0

Upload Data To Server
Ingjuisite is nove ready to upload the data to the server.

The Inguisite Data Import Wizard has finished collecting information about
your data imgport

Press the "Mext" button to login to the Inguisite server and uplosd your data.

Click here ta save these seftings to a file for reuse with anather surve

Help

Cancel | |

Figure 30. Next Screen for First Time Running Wizard with Survey

2.
Next.

]

Yo

Inquisite Respondent Management Module

Upload Data To Server
Inguisite iz now ready to uplosd the data to the server.

The Inguisite Data Import Wizard has finished collecting information shout
your data import.

Press the "Mext" button to login to the Inguiste server and upload your data.

n Click here ta save these settings to a file for reuse with ancther survey.

/

= Back Cancel ‘ |

Help

Figure 31. Next Screen Running Wizard with Survey

If it is not the first time the wizard is ran with a survey, just click




NSSC Process Work Instruction NSPW-1280-0003 Revision 0001

Number

Effective Date:  August 13, 2014

Expiration Date: August 13, 2015

Page 29 of 126

Responsible Office: Quality and Performance Measurement

SUBJECT: NASA EXxit Survey

3. Tolog in as shown in Figure 32 complete the following:
e Typein Email address (1)
e Typein Password (2)
e Choose Prod-Public under Server (3)
e Click Next (4).

Inguisite Respondent Management Module fg|

Login To Your Account
Enter your email address and pazsward belovw to loginta your sccount. % \!..'l

Erter the information to lagin to your account: / o
Email: |roy.d.lee@nasa.gnv /
biiiiiit] 9

Paszwward:

2= = el iProd-PLblic

Help = Back Mext = Cancel ‘ |

Figure 32. Login Screen
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4. When the screen as shown in Figure 33 appears, change the drop-
down to *New Mail List* (1), and click Next (2).

Inguisite Respondent Management Module
Select Email List

email list

Select the target email list from the list below . Select "NMew Email List' to creste a new

X

O

Select the email list:

V\o

Help

e (T

@
/

Figure 33. New Mail List Screen

5. When the screen as shown in Figure 34 appears, type in Exit and
the two-digit year, month and day (1), and click Next (2).

Inguisite Respondent Management Module

Hew Email List
Erter & description for the nevy email list

X

O,

Enter a description for the new email list:
[Exit 03-08-05

Help

~No

®
/

Figure 34. Exit and Two-Digit Year Screen
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6.

When the screen appears as shown in Figure 35, click the

Message (1) button and review the number of records imported.

Click OK (2).

Click Next (3).

Inguisite Respondent Management Module

Impert Status
Thes data impoet i currently in progress.

kmporl Messages

The data import eurrently in progress.
The stabus of the import is displayed below.

Dt trangmission complete

HENNERN 1

Figure 35. Message Screen

9. When the screen as shown in Figure 36 appears, click Finish.

- . - Inquisite Data Import Wizard
e/nquisile’ complere

The Incuisite Data Inport Wizard is now compete

Click Finish

Fienze click Finish™ to close this wizard

JE

Figure 36. Finish Screen
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4.2.2 Sending Invitations:

Invitations are sent using normal Inquisite deployment procedures.

b. Login to Inquisite Web site located at https://survey.nssc.nasa.gov/cqi-
bin/gsurveyadmin.cqi

c. Enter User Name and Password (1), and click Log In (2) as shown in
Figure 37.

VWelcome to the Inquisite Survey System

N
Please Log In
— 0
Email Address:
Password: Y,
LOg In — 9

» New users click here
» Forget password?

Figure 37. Inquisite Log In Screen

d. When the screen appears as shown in Figure 38, click on Surveys.

&2 survey administration = -

Logged in as

Inquisite Survey Administration

My Surveys (vanage] Interactive Reports

The Inquisite Survey System provides you the ability to cre
Shared surveys 3 interactive online reports that you can analyze, customize
and export to PDF

Active surveys 8

Create a comprehensive interactive report:
Inactive surveys =25 NSSC Retirement Counseling. .. - w
Total survey responses 22337

Go directly to a survey:

NSSC Retirement Counseling. .. hd “ Predefined Reports [Manage]

Create a Report:

» Frequency Distribution
» Cross Tabulation

» Response Summary

» Response Detail

» Survey Campaign

Export Collected Data To:

Figure 38. Surveys Screen
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e. When the screen as shown in Figure 39 appears, choose the Exit
Survey from the list by clicking survey name.

12/21/2010 NSSC Retirement Counseling Survey December 2010 Inactive 11 view
11/18/2010 NSSC Retirement Counseling ey November 2010 Inactive 47 view
11/1/2010 Customer Contact Cen%::r 2010 Inactive 520 view
10/27/2010 NSSC Retirement Cougjfeling Survey October 2010 Inactive 4 view
10/20/2010 NASA Exit Survey v3 Active 660 view
Total 23642
© Copyright 1997-2009 Inquisite Inc

Figure 39. Exit Survey Screen

f. When the screen as shown in Figure 40 appears, click Manage

Invitations.
jurvey Administration Select another survey to administer:
NASA Exit Survey v3 A
urvey: NASA Exit Survey v3
urvey status @
‘urvey code 3HBTH7 [&  Preview survey
‘urrent status Active Take survey
ast published 10/20/2010

| Deactivate this survey

esponse summary Email Lists

‘ompleted 660 # Email Lists 75 EZ  Build interactive regh
h progress 2 Invitations sent 1297 -
Reminders sent 640 &) Manage invitations
Authentication On "
gJ Manage responses
o This survey is currently active, and response data has been collected. Click "View reports' to view and analyze
response data.
urvey options @
lame NASA Exit Survey v3 E  Editsurvey options
‘esponse limit - E  Deployment History
utoff date % Dolote thic ciey

Figure 40. Manage Invitations Screen
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g. When the screen appears as shown in Figure 41, click Send

Invitations.

T‘l’, Reports

w Home D Surveys

Survey  NASA Exit Survey v3

Manage Invitations
NASA Exit Survey v3

@on Dor

No invitations are scheduled

0 Customize invitation text

© Send invitations l

Reminders scheduled to be sent on
August 02, 2013 at 09:00 AM

o Customize reminder text

© Edit reminder schedule

© Cancel reminders

Figure 41. Send Invitations

h. When the screen appears as shown in Figure 42, select the list need

(1), and click Next (2).

3 )

EXIT 7-5-13
[ Exit Survey July 12 2013 3 /
[ Exit7-19-2013 9
[l Exit Survey 7-26-2013 7
[] Testit 1

J

Only people not yet invited will be sent an invitation

Mote:

ab

/9

Figure 42. List Screen
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i. Review the invitation and make changes if needed.

j.  Click Next as shown in Figure 43.

From Display Name: NASA Shared Services Center
From Email Address: nssc-contactcenter@nasa.gov

Reply To Email Address: nssc-contactcenter@nasa.gov

Subject: NASA Exit Survey
Message:
Avial v i@Gpy v B I U EEE TisiEiE LD

— m ] - Insertinvitation Field - hd

Hello [FIRST NAME],

You are invited to complete the NASA Exit Survey. Information you provide
through this survey will help the Agency learn more about what it does well
and what areas can be improved upon for the next generation.

Click here to begin...

Thank you for your participation.

Mote - If the above link does not work, copy and paste the following URL into your web browser:
[SURVEY URL]

This email was sent to: [EMAIL ADDRESS]

Standard Editor... --yéefault --

Send a test message to vourself W b ol W W
e

Figure 43. Review Invitation
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k. When the screen as shown in Figure 44 appears, fill in the
Distribution Times (1), and click Next (2).

Invitation Wizard
Invitation Schedule

Select Recipients

Clsiomize Ivitation | Invitation Schedule | Confirm

ab

Distribution Times

VTiesday  ¥lFriday
and 5:00PM :
 Wednestday

Befeen S00AM v on ¥ Monday  WlThusday [l Saturday

\4

J

" Sunday

Distribution Rate

300 imitafions per hour (max; 500)

Invitation Start Time
O Sendinvitations now
) Scheduie inviations to be sent later

Start Date:
StatTime: 1200AM ~

[ 2]

/

(et | o) [ i ol

Figure 44. Distribution Time/Next Screen
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I. Review the settings, and click Send,

Invitation Wizard
Confirm Invitations

Select Recipients | Customize Invitation | Invitation Schedule | Confirm

You are now ready to start sending invitations

Recipients 1 (view recipients)
Distribution time Monday-Friday, 8:00 AM to 5:00 PM
Distribution rate 500 invitations per hour

Startsending  Now

Click the button labeled "Send" to begin sending invitations now. /

Figure 45. Send Screen
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1. Reminders are sent to the previous two week’s respondent pool.

2. Send reminders by selecting Send Reminders on the Manage
Invitations screen as show in Figure 46.

Survey NASA Exit Survey v3

Manage Invitations
MNASA Exit Survey v3

@ on O off Update (7]
Mo invitations are scheduled
o Customize invitation text
0 Send invitations

Reminders

Mo reminders are scheduled

c - Hor e
o Send reminders

Figure 46. Send Reminders Screen
m. Select the needed list as shown in Figure 47.

Reminder Wizard
Select Recipients

Select Recipients | Customize Reminder |

Select one or more email lists to include in the reminder:

| Email list
10-10-26
11/9/10
11/22/10

=
=
=

12-03-10

Figure 47. Selected List
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n. Review reminder text, edit if needed, and click Next.

From Display Name: NASA Shared Senvices Center
From Email Address nssc-contactcantar@nasa gov

eply To Email Address.  nssc-conlacleenterginasa.gov

Bubject: NASA Exit Surviey - Reminder

Message.

Avisl -ige) - BI U EER SEFEE TaER
— @ O - e imitason Fald = =

Hella [FIRST MAME],

Please don't forget to complete the NASA Exit Survey. Information you provide
tthrough this survey will help the Agency learmn more about what it does well
land what areas can be improved upon for the next generation.

Click here to beqin...

Thank you for your participation.

fiote - 1F the above bk does not work, copy and paste the followng URL mto your web browser:
[SURVEY URL]
Thus emal was sent to: [EMATL ADDRESS]

tandard Cdit - Reset Ue’a/v
e a lesl message 1o yoursell mw W W
H G

Figure 48. Next Screen

0. When the screen appears as shown in Figure 49, select Reminder Start

Times (1), and click Next (2).

Reminder Wizard
Reminder Schedule

[”] Send reminder only to re-opened respondents

Distribution Times

Between 800AM - on ¥ Monday [¥] Thursday ] saturday
7 71 Eri
and 5:00 PM [ Tuesday /] Friday [ Sunday
[¥] Wednesday

Distribution Rate
500 reminders per hour (max: 500)

(Reminder Start Time

@ Send reminders now

) Schedule reminders to be sent later
Start Date:
Start Time: 12:00 AM

.

Select Recipients | Customize Reminder | Reminder Schedule | Co

Figure 49. Reminder Start Times/Next Screen
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p. When the screen appears as shown in Figure 50, review the reminder

setting, and click Send.

Survey  NASA Exit Survey v3

Reminder Wizard
Confirm Reminders

You are now ready to start sending reminders

Recipients 5 (view recipients)
Distribution time  Monday-Friday, 8:00 AM to 5:00 PM
Distribution rate 500 reminders per hour

Startsending  Now

Click the button labeled "Send" to begin sending reminders now.

Loggedin as

Select Recipients | Customize Reminder | Reminder Schedule | Confirm

/
o

Figure 50. Send Screen
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g. Return to ExitSurveylnvitationManager, and access database.

r. Click the Update Sent to List button as shown in Figure 51.

i@“" ozt
-/

- Home | Cinale  ErbealDels  Dulsbase Toch
= R N

Vo | e s A EE

|l Tables

Sanven

ExtSurveyhetatisahinager | Databuse (accsss 2007] - Micreriokt access

F¥ S EEa

™

Edeou | AL s Eﬁ o Papibie
(S | nebwh Find
s

o Pipiey 0L Tiaanes = 6okt
- [ P Il YA 4 sena-
Sort b ey find

T eritaneyienelctit: Tabir
#1 antodsebxkbarverSedTol st hinrkatio..
P anmureoopouin

i MORRISON
& anMastSentTelin VEANE

S crplartivstatiorn Wihess Mubchins i HUTCHISON
P ansentastam ANCERMAN

<1 antodeineesn QTS SV

3 temitieotSuversontalis mbtarm

T mtvemtiaton : Titie

S Find dupkcates o tsentintion

F anfemendmiining e

T eyt abizen Withead Mitshing st

AsBOTT
ACHILLE- ARGAET

ey gt ACKERMAN
T isfrspondts - Table ADWLE
ADKISON
3 anfemondimmcingen R
1 anpdsslnuersmitalit fronferpon. ALONED
Uptoatlist & ANDERSON
it e
P anmucnioopouin ABBUCKLE
"t Linked:In- Work Lowes - Bt Sarveys. & ASNER
5 tobdinkedinivors Loes -Ext Suvers ANSTL
T rempticeiemiTalis nbtarm x-::
Uarelated Dbjects 1 i

# anupasibntialn

P rind dupboa: tor gniatsentTotist

A0 Fing dughicane: far talLikreTedn ek L
T tmlpdatebattons

3 auotme

| Resent W4 101 ¥

Fam View

RANER in,
Reosed N 1ofM3 b MW |G

AMANLE MORRISONEINASA GO LARE

THERELE THERESE A KEANE@NALE GOV GSFC
Kay AT A HUTCHGONENASA GOV ART
H FREDERICK ANKERMAN- LEINAS GSFC
PEORO PEDACH LOBTIZ-AIVERAENASA S DFRC

HASAEMAR « |LOSENG CENTER - | ImvitaionSestDate + »
JORN MABSOTT GNASA GOV = 122412008

MARIALYN MARIALYN.G ACHILLE ARGAET@NASA KEC Af3/2008
DONALD DOMALD L ACKERMANSNASAGOV  KSC 9/16/2008
FREDERICK FRECRRICK.WADAMSEINASAGOY  KSC W30/2008
LALSEY LAUREY. A KDETSCIN ENALA GOV GFC 13282008
RENNY KENNT AGUILAREHALS B0V GhC 1/28/208
Jose JOSE I ALONSOENASA GOV KSC 416/2008
DONAL DOMALDANDERSON-LENASAGOY KO i
SANORA SANDEA A APPENASE GOV G 8/15/2008
2 DOUGARBUCKLE BHASA GOV LaBC 2/0/2008
G GRENRASNIRENASAGOY GSFC 1/23/2008
1asET AANET MAUSTILUEMASS GOV 550 EUE ]
ko LINDA BAMRE- 1@NASA GOV .o 830/ 2008
BRENDA BRENDA BAILEYEMASA GOV MSiC Han/2008
10N JORN HBAINSRASA. GOV e LI/
A IARLA BAKERENASA AL i szt ™

s

Figure 51. Update Sent to List Screen
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s. When the pop up screens appear as shown in Figures 52A and 52B,
click Yes.

Microsoft Office Access Microsoft Office Access

You are about to run an append query that will modify data in your table.

Are you sure you wank bo run this bype of action query? You are about to append 0 row(s).

For infarmation on turning off confirmgtion messages for document deletions, click Help. '
. 0nce you click es, you can't use Wo command to reverse the changes,

Show Hel
Are you sure you wank to appendpfie selected rows?

Figure 52A. Run an Append Query Screen Figure 52B. Append 0 Rows Screen

4.3  Exit Survey Reporting Instructions:

4.3.1 Exit Survey Report: The report is due quarterly, 30 days after the end of
the quarter. There is one Agency Report and a Center Specific Report for
each center.

4.3.2 General Preparations:
a. Navigate to N://SP Human Resources/HR Surveys/3.2.2.6-OHCM HR
Special Studies/Exit Survey/Exit Survey-Cs transfer/Reporting.
b. Choose the current Fiscal Year (FY).
c. Create a folder for the reporting quarter.

4.3.3 Agency Text Report:
a. Navigate to https://survey.nssc.nasa.gov/cgi-bin/qsurveyadmin.cgi
(Inquisite).
b. Log in using User Identification (ID) and Password.

c. Under the drop-down menu, Go directly to a survey, select NASA EXxit
Survey v3 (1) as shown in Figure 53.
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d. Select the blue Go (2) button.

+ gl by

o Fevestes 3 B WebPPS [ 1OMAK - Bentityand Acc.. ] [PTS Admin ) Woskforce Translometio.. ] Suagested Stes = ] ree Hotmel ] Wih Sice Gabery

8 Servey dinisration Bor @0 m e Paer Sieyr Tooke @

Inquisite Survey Administration

My Surveys -« Interactive Reports

The {0ty 10 cra3ts Inaracve aniin

reports thal you mumalf.'!_alw:lri.'.u anif expl fn PRF i

Ehaed SUNERs [

s the Reporieq plgin)

v surveps 5 Wiew niy acroun|

Creste 3 comprahensie INEracive repore
Inackve suvess 9 7 TestforResponse Changes R creiin |
"

Tolad suney responss 430

Resources
GO diractly 1o.3 survey: /

NASA Bt Suvey 3 R Predefined Reports ..

Testor Responsa Changes
Labor Management Survey..
NASA Cdemal Compliance Survey
Laber Managemest Survey.

|New Hire Survey [ esing

Labor Managemesk Suvey

|3 ACADEMIC_GRADES NOTEES o
|Sample Survey |

(ODED Survay HQ6.11.09 S -
|ODEQ Survay Nodca
e — poronies

» Miciorsoll Acvess Database | MDE)

S Locdibsanet | Preter ] Mk O G R -

Figure 53. Go directly to a survey Drop-down Menu
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e. When the screen as shown in Figure 54 appears, choose View
Reports.

File Edit View Favorites Tools Help

i Favorites 9% €] WebFPPS [&] IIMAX - Identity and Acc.. @] EPTS Admin & | Workforce Transformatio.. [[J] Suggested Sites v @ | Free Hotmail ] Web Slice Gallery +

@ Survey Administration | ‘ - ~ [ o v Pagev Safety~ Tooks~ @@~

Logged in as

D Surveys W’T" Reports ® Help

Survey  NASA Exit Survey v3

Survey Administration Select another survey to administer:
MNASA Exit Survey v3 -

Survey: NASA Exit Survey v3

Survey status @

Survey code 3HBTHT E& Preview survey

Current status Active = Take suney

Last published 10/20/2010

A Deactivate this surey

Response summary Email Lists

Completed 603 # Email Lists 61 3

In progress 9 Invitations sent 1187 Wi View reports
Reminders sent 562 £ Manage invitations
Authentication On

g  Manage responses

| [ ] |Th\s survey is currently active, and response data has been collected. Click View reports’ to view and analyze response data. |

Survey options 9]
Name NASA Exit Survey v3 E Edit survey options
Response limit - [ Deployment History
Cutoff date x Delete this survey
Protection On
@ Copyright 1897-200
Done €& Local intranet | Protected Mode: OFf @ v H10% -

Figure 54. View Reports Screen
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f.  When the screen as shown in Figure 55 appears, choose Response
Detail Reports (1) under Create a new report (2).

nasa.gov/cgi-bin/qreports.cgi?request=report_admin&isessionid=SDB255CUDQTE

File Edit View Favorites Tools Help

7 Favorites 95 ] WebFPPS @ TdMAX - Identity and Acc... @ EPTS Admin g Workforce Transformatio... ﬂ Suggested Sites » @] Free Hotmail g | Web Slice Gallery »

|@ReportAdmmi;tration ‘ ‘ Mo~ v [ f® v Pagev Safetyv Tooksv @+ ”

Logged in as

H =5 (%) Hel
Iy) Home i urveys , @ elp
Reports

Survey Analysis Select a survey:
NASA Exit Survey v3

Administer this survey NASA Exit Survey v3 -

Interactive Reports Reporting Summary

The Inquisite Survey System provides you the ability

to create interactive online reports that you can Recent reports view all
analyze, customize and export to PDF. g Response Grid [&
o Create a comprehensive interactive report /

Analysts modify

Caral Cordova
e L (e Colleen Fricke
Generate a new report for analysis, publishing or

sharing. Click on a report type below to begin
creating your report.

Roy Les
Shannon O'Connor-Jobe

mn

o Frequency Distribution Reports Saved reports view all

o Cross Tabulation Reports o No Saved Reports

o Response Summary Reacns/ Published reports view all
o Response Detail Reports l No Published Reports

o Survey Campaign Reports

Export your survey and responses into different
formats by clicking a link below.

o Export Survey to Word (.RTF Format)
o Export Responses to Text (.CSV Format)

o Export Responses to SPS5 ( SAV Format)

o Export Responses to Access (MDB Format)

9; Local intranet | Protected Mode: Off v ®10% -

Figure 55. Create a new report Screen
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g. When the screen as shown in Figure 56 appears, choose Run With
Custom Settings (1) under Text and Paragraph Responses (2).

& Report Administration - Respo =tail Reports - Windows Internet Exploref

2] hitps://survey.nssc.nasa.gov/cgi-bin/qreports.cgilrequest=report_admin_resp_detBisessionid=SDB2SSCUDQTE

File Edit View Favorites Tools Help

[ Favorites i | WebFPPS [#] IdMAX - Identity and Acc... ] EPTS Admin @& | Workforce Transformatio... [ Suggested Sites v & Free Hotmail ] Web Slice Gallery v
w w &) ty €] e 99 €] €l ¥

o . »
|@REpurtAdmml;tratmn'Response[)etal\ Reports | | i~ v [ @ v Pagew Safetyr Toolsw @@+

Logged in as

Reports

Survey Analysis - Response Detail \ Back to Survey Analysis

NASA Exit Survey v3 e

Selected Responses - Advanced Search Text and Paragraph Responses by Question

This report shows all responses to all — This report shows all text responses to
questions. Use custom settings to filter text and paragraph type questions.
questions and responses.
\ o Run With Default Settings
o Run With Default Settings vigw sample o l ERSE T — ] viewr sample
o Run Wi ustom setings

Text Questions with Numeric Response

Listing of "other” Responses by Question This report shows all numeric responses
This report lists responses to questions to text type guestions.
where an ‘other’ option was included.

o Run With Default Settings

o Run With Default Settings wiew sample

o Run With Custom Settings

view sample o Run With Custom Settings

o Run With Custom Settings

Dene €& Local intranet | Protected Mode: OFf v ®10% v

Figure 56. Text and Paragraph Responses Screen

h. Under Select the questions you would like to include in your report (1),
select Questions 1 through 10 (2), excluding the demographic data;
such as, AGE, GENDER, and so on (3) (Select just the items by
clicking Question 1, scrolling down, holding down the shift key and
selecting Question 10).
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i. Choose Next (4) as shown in Figure 57.

Edit Report Criteria - (new
| hitps://survey.nssc.nasa.gov/cgi-bin/qreports.caifreportid=168irequest=report_question filkerfisessionid=SDB255CUDQTERnewreport=1 -8
=

File Edit View Favorites Tools Help

i Favorites o5 || WebFPPS [ IdMAX - Identity and Acc.. @] EPTS Admin | Workforce Transformatio... [[J] Suagested Sites + jg] Free Hotmail ] Web Slice Gallery +

| @ Edit Report Criteria - (new report) [ B~ ~ [ @ v Pagev Safety~ Teok~ @~

Logged in as

w Home i Surveys L @ Help

Reports

Selected Responses using Advanced Search
NASA Exit Survey v3

Questions | Responses | Dates | Appearance

Question Filtering Options o

Select the questions you would like to include in your repart:
UL NP AL UL IRG LUESLAUUULWUIRITY SLINAOMA (131G
7.lwould be likely to accept another position with NASA in the future.
8. lwould recommend NASA as a good place to work to a friend or relative.
9. Use the space below to provide any addiional comments. (Character limit

10. Would you be willing to talk with someone in Human Resources about your
fves vourreanestfor contactwill he addressed after the next anarterh:

A

GEl

UUP

S 10N T

[7] Exclude unanswered questions /e

[T] Exclude deleted questions

Wb T <

® Copyright 1937-

9 Inquisite Inc.

€ Local intranet | Protected Mode: Off 43 v R100% -

Figure 57. Questions 1 through 10
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].  When the screen as shown in Figure 58 appears, choose Next.

File Edit View Favorites Tools Help

7 Favorites 5 @] WebFPPS [&] IdMAX - Identity and Acc.. @] EPTS Admin & Workforce Transformatio.. [ Suggested Sites v & | Free Hotmail ] Web Slice Gallery v
| @ editReport Crteria - (new report) | ‘ B v B v & v Pagev Sofety~ Tooksv @

Logged in as

w Home i Surveys _» ® Help

Reports

Selected Responses using Advanced Search
NASA Exit Survey v3

Questions | Responses | Dates | Appearance

Respondent Filtering Options

When asked-
1. We've found that people leave organizations for different reasons. Please.. -

The response:
Is Equalto ~ A Nature of work -

Question Condition Response

Mo rules have been defined

ClearRules

Include respondent states:
Complete

Incomplete
Abandoned

L)) (e ) o) -

Done € Local intranet | Protected Mode: Off 3 v 0% -

Figure 58. Next Screen
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k. When the screen as shown in Figure 59 appears, choose the Filter by
date range box (1).

I. Add the date (2) of the quarter being reported (Add one day prior to the
beginning of the quarter and one day to the end of the quarter to
ensure all of the data was captured).

m. Choose Next (3).

&] https://survey.nssc.nasa.gov/cgi-bin/greports.cgi

File Edit View Favorites Tools Help

i Fevorites 5l &) WebFPPS [35] IdMAX - Identity and Acc... ] EPTS Admin ] Workforce Transformatio... [[J] Suggested Sites v ] Free Hotmail ] Web Slice Gallery ~

| & Edit Report Criteria - (new report) - ~ [ @ v Page~ Safety~ Tools~ @~

Logged in as

Selected Responses using Advanced Search
NASA Exit Survey v3

E Questions | Responses | Dates | Appearance

Date Range Filtering Options /

Filter by date range
From date: 12/31/2012  paavms 9
To date: 04/01/2013 My /

[<Back NexL>I [ Execute | web(HTMY)

Done €& Local intranet | Protected Mode: Off A v ®10% -

Figure 59. Filter by date Range Screen
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n. When the screen appears as shown in Figure 60, under Report Title
type the year and quarter of the report (1).

0. Choose Word (RTF) (2) in the Execute drop-down menu.

p. Select the Execute button (3).

‘& Edit Report Criteria - (new rep indaws Explorer
nssc.nasa.gov/cgi-bin/qreports.cgi

File Edit View Favorites Tools Help

¢ Favorites 53 @] WebFPPS [ IdMAX - Identity and Acc... ] EPTS Admin &] Workforce Transformatio... [ Suggested Sites = & Free Hotmail @] Web Slice Gallery =

| & Edit Report Criteria - (new report) [ - ~ [ @ v Pagew Safety~ Tools~ @+

Logged in as

Reports

Selected Responses using Advanced Search
NASA Exit Survey v3

o Questions | Responses | Dates | Appearance

Appearance Options J

Report Title:
FY13 QTR2 TextReport

Survey Title-

NASA Exit Survey v3

Title Font: Size:  Color:
Arial v 20 v Black -

Body Font: Size:  Color: 6 9
Avial * 9 ~ Black ~ / /

I Execute IWord (RTF) vl Save Report

€ Local intranet | Protected Mode: Off da v ®I0% v

Figure 60. Report Title Screen
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g. The report will generate data.

r. When the screen appears as shown in Figure 61, click here in the
Click here to download the file phrase.

& Report Export Download - Win

2] https://survey.nssc.nasa.gov/cgi-bin/qreports.cgifrequest=report_generate&generating=18&sessionid=SDB255CUDQTE&statusid=6-8QVPNN-413] g X .b Bing
—

File Edit View Favorites Teols Help
i Favorites ¢ <[] WebFPPS [ IdMAX - Identity and Acc.. & EPTS Admin [ | Workforce Transformatio... [l Suggested Sites v | Free Hotmail & | Web Slice Gallery =
|@Report&1portDown\oad ‘ - = [ = v Pagev Safetyv Tools~ @~ ”

Logged in as

Reports

The report has been exported to Microsoft Word {.RTF) format.

Click here to download the file. /

Click here to return to the survey analysis page.

ight 1987-2008 Inquisite Inc

Done €4 Local intranet | Protected Mode: Off v W10% v

Figure 61. Click here to download the file Screen
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s. When the screen appears as shown in Figure 62, choose Open.
'File Download ﬂ‘

Do you want to open or save this file?

@Aj Name: IMQ-20101019105704-1341013066.RTF
Type: Rich Text Format, 941KB
From: survey.nssc.nasa.gov,

I Open I[ Save | [ Cancal |

i - While files from the Intemet can be useful, some files can potentially
@ harm your computer. If you do not trust the source, do not open or
save this file. What's the rislc?

Figure 62. File Download Screen

t. A report appears as shown in the sample in Figure 63.
e . . —-W|.m 3 - e

n Home | dndet  Pagelspoud  Reference e 7 ]
B N PR . tmp=Lgm. cpoem oA M Fima -
| Tmeshewbom <2 0 A A7 Aar W =R R % [ mncenr | aasboroe AaBb( AaBbG AaBb( AaBbCel | Ax "
Pagte stpaceey B 4 W dw X X YA EEIN E &2 fihomal | THeSpc., Hesdngl  Headngl Titte Sutme (5| Eh
“ st

FY13 QTR2 Text Report
NASA Exit Survey v3

Question: 18

¥ [ your g
(Charscler Hmit= 4096}

NASA S ata

Ao A% 1 W Usin T ADGIE 641 - Wi MUSLBMHI0 AW NATIWICH AN niw vehicles b
s " Hopmet Dy Asi

et e job dane AEaDeNENCD, v QR0 job
done. p A5 3 poini of . the greeat beadees of Tre
Agil Ut Ik 8T 0 CEVOpTS For examels, Chiis Kraft Robert GErum, and b Faget all
started 3t NACA andtater LaRC NASA wivere they o
arena  Simiary. pricr! Gene Kranz worked for McDonnell Arcraft
nnnnnnn 3 d and testing of 0-Ade (M) anc Alrh
for e .S Air Force
L et iy 3F t
posibons. Askonaul ts and Fl: are hardware sh devel it
they do not have expen are. I is difficullfor
dunctirate. Again Tty ark beng b 0. Thats nttho
3kl 56 (3t we nEed 7 EA cuning his ph AN, we
developmen Expanence, vislon, andIEnacityto gt the jok dane
: 1k
e e bus. Regutary
| fooik 2 weeks of annual leave io akend a dass. REM?
This pirion was  bully._ Fi absoly DO was geting
physicaly sice. ssiutily 1 st in p 5. Insteagol
“punishing” perfeem, 1 5py
whatl had < you
'] g 9ars and 10 put n
need Sha 3 Suparviscr, sha Delongs inks whare sha
- ol T mork
2the Center > minafor e taking
8 . T back 0 16, S0 lucky | Ui e in Tor 31
T et crap Be G
Gueation: 154 What couldthis parian, foryouts stay?
(Characietlimits 4096
Been rumoved as my ditectconact.
Nothing | could not coninue to work for har
Page 1 ot® | wonds 435 FEFEE B

Figure 63. Sample Report
4.3.4 Access Data for Agency and Center Full Reporting:

a. Navigate to https://survey.nssc.nasa.gov/cgi-bin/gsurveyadmin.cqgi
(Inquisite).
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b.
C.

/& Survey Administration - Winda

Log in using User ID and Password.

When the screen appears as shown in Figure 64, select NASA Exit
Surveyv3 (1) from the drop-down menu under Go directly to a survey.

Select the blue Go (2) button.

&) hitps://survey.nssc.nasa.gov/egi-bin/gsurveyadmin.cqi?

r 1
SDB255CUDQTE

File Edit View Favorites Tools

Help

¢ Favorites

‘ (@& Survey Administration

i Surveys

5l &) WebFPPS [F] 1dMAX - Identity and Acc... ] EPTS Admin & Workforce Transformatio... [l Suggested Sites + & Free Hotmail ] Web Slic Gallery =

‘ IR v [ v Pagew Safety~ Toolsv @v

WT. Reports.

Inquisite Survey Administration

My Surveys ienag

Shared surveys
Active surveys
Inaclive surveys

Total survey responses

G

NASA Exit Survey v3

Testfor Response Changes

Labor Management Survey.

MASA External Compliance Survey
Labor Management Survey.

New Hire Survey Testing

Labor Management Survey
3_ACADEMIC_GRADES_NOTICES
Sample Survey 1

ODEO Survey HQ 6.11.09

ODEO Survey Notice
NASA New Hire Surve

Interactive Reports

The Inquisite Survey System provides you the ability to create interactive online
reports that you can analyze, customize and export to PDF.

Create a comprehensive interactive report:

Testfor Response Changes -

Predefined Reports iiznaq:

Create a Report:

» Frequency Distribution
» Cross Tabulation

» Response Summary

» Response Detail

» Survey Campaign

Export Collected Data To:

» Rich Text Format (.RTF)

» Comma Separated Value (.CSV)

» SPSS (.SAV)

» Microsoft Access Database (.MDB)

Logged in as

Get Started

» Download the Survey Builder

(Includes the Reporting plug-in)

» View my account

Resources

» Online manual
» Email help desk

@ Local intranet | Protected Mode: OFf

Figure 64. Go directly to a survey Screen

3 v ®I0% -
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e. When the screen as shown in Figure 65 appears, choose View
Reports.

& Survey Administration - Winde

File Edit View Favorites Tools Help

i Favorites o5 2] WebFPPS [] IdMAX - Identity and Acc... ] EPTS Admin ] Workforce Transformatio... [ Suggested Sites v ] Free Hotmail ] Web Slice Gallery =

| @ survey Administration ‘ | 5 - v [ @ v Pagew Safety~ Tooks~ @+

Logged in as

D Surveys (’r‘ Reports

Survey  NASA Exit Survey v3
Survey Administration Select another survey to administer:
NASA Exit Survey v3 -

Survey: NASA Exit Survey v3
Survey status 9]
Survey code IHBTHT @\ Preview survey
Current status Active = Take survey
Last published 10/20/2010 £} Deactivate this survey
Response summary Email Lists @
Completed 603 # Email Lists 61 "ey
In progress 9 Invitations sent 187

Reminders sent g82 Manage invitations

Authentication On -

&l Manage responses
| [ ] |Th\s survey is currently active, and response data has been collected. Click 'View reports” to view and analyze response data. |
Survey options @
Name NASA Exit Survey v3 =4 Edit survey options
Response limit - i Deployment History
Cutoff date - ks Delete this survey
Protection On
@ Copyright 1997-2008 Inquistte Inc.
Done €L Local intranet | Protected Mode: OF v B10% v

Figure 65. View Reports Screen
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f. When the screen as shown in Figure 66 appears, choose Export
Responses to Access (Microsoft Access Database (MDB) Format)
under Export data.

Report Administration - Wi lorer ol

€| https://survey.nssc.nasa.gov/cgi-bin/greports.cgifrequest=report_admin&sessionid=5DB255CUDQTE 5 5 X Ibﬂmg Pr
—

File Edit View Favorites Tools Help

{2 Favorites {,; & | WebFPPS @IdMAX- Identity and Acc... | EPTS Admin g | Workforce Transformatio... ﬂ Suggested Sites » @ | Free Hotmail @ | Web Slice Gallery »

‘@Repwﬂ\dmmimat\on ‘ ‘ il v [ @ v Pagev Safetyv Tooksv @+ ?

Logged in as

w Home i Surveys

Reports

Survey Analysis
NASA Exit Survey v3
Administer this survey

The Inquisite Survey System provides you the ability

Select a survey:
NASA Exit Survey v3 -

to create interactive online reports that you can Recent reports view all

analyze, customize and export to PDF Response Grid &
o Create a comprehensive interactive report

Analysts modify

Carol Cordova

Create a new report Colleen Fricke

Generate a new report for analysis, publishing or
sharing. Click on a report type below to begin
creating your report.

Roy Lee
Shannon O'Connor-Jobe

m

o Frequency Distribution Reports

Saved reports view all
o Crass Tabulation Reports No Saved Reports
o Response Summary Reports Published reports view all
o Response Detail Reports No Published Reports
o Survey Campaign Reports
Export data
Export your survey and responses into different
formats by clicking a link below.
o Export Survey to Word (.RTF Format)
o Export Responses to Text (.CSV Format)
o Export Responses to SPSS ((SAV Format)

Il o Export Responses to Access ((MDB Format) ] /
e’;Ln:almtvanat\Prote:ted Mode: Off 3 v 0% v

Figure 66. Export data Screen
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g. When the screen appears as shown in Figure 67, choose Next.

& Edi rs Intemet Explorer
2\ 3 E, https://survey.nssc.nasa.gov/cgi-bin/greports.cgilreportid=28 &req report_guestion_f ionid=5DB255CUDQTE&inewreport=1 - g 41| X l© 8ing L~
e —

File Edit View Favorites Tools Help

¢ Favorites 5% | WebFPPS [4] IdMAX - Identity and Acc... @] EPTS Admin | Workforce Transformatio... [ Suggested Sites » | Free Hotmail @] Web Slice Gallery v

| Edit Report Critera - (new report) [ o ov B v L @ v Pagew Safetyw Tookw @+

Logged in as

Reports

Response MDB
MASA Exit Survey v3

Questions | Responses | Dates | Appearance

Question Filtering Options

Select the questions you would like to include in your report:
1. We've found that people leave organizations for different reasons. Pl
1.A1. Please select the Nature of Work reason(s) that affected your de:
1.A2. Please provide details on Nature of Work reason indicated in Part...
1.A.3.In your current position, were you doing the type of work you were...
1.A4. fyour answerto 1A 3. above was No, or Somewhat, please explain.
1.B.1. With which level(s) of management were you dissatisfied? (Choose all...
1.B.2. Please choose all management factors which may have confributed to...
1.B.3. Please provide details on managementfactors that contributed to your.

n or persons have done differently in order for

1.B.5. Were complainis and problems resolved fairly?

-N“» Execute | MS Access (mdb) ~ Save Report

)

Dane e’y Local intranet | Protected Mode: Off 3 v ®10% -

Figure 67. Question Filtering Option Screen
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h. When the screen appears as shown in Figure 68, choose Next.

€ Edit Report Criteria - (new rep

‘,(;-\' z g https://survey.nssc.nasa.gov/cgi-bin/qreports.cgi Z 5 n B sing

File Edit View Favorites Tools Help

i Favorites 9 @] WebFPPS [&] IdMAX - Identity and Acc... @] EPTS Admin | Workforce Transformatio... [[J] Suggested Sites v | Free Hotmail & Web Slice Gallery »

|eEdltReportCntena-(nawreportj |7 - = [ = v Pagev Safetyv Tookw (@~ >z

Logged in as

@ Help

Reports

Response MDB
NASA Exit Survey v3

Questions | Responses | Dates | Appearance

Respondent Filtering Options

When asked:
1. We've found that people leave organizations for differentreasons. Please -

The response:
Is Equalto » A Nature ofwork -

Question Condition Response

Mo rules have been defined

Clear Rules

Include respondent states:
Complete

Incomplete
Abandoned

[<Back [Next> | | [Execie ] ws Access imab) ~

& Copyright 1997-2009 Inquisite Inc.

Dane € Local intranet | Protected Mede: Off 5 v ®0% ~

Figure 68. Respondent Filtering Options Screen
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i.  When the screen appears, as shown in Figure 69, choose Next.

€ Edit Report Criteria - (new rep

* & 4| x| sing - o~

N

L) https:-’-'ﬁurvey.nssc‘nasa‘gw/cg\—bqurepwtﬁ‘cg\

LE1P) 2
File FEdit View Favorites Tools Help

Jr Fovorites | 3 @] WebFPPS [&] IdMAX - Identity and Acc... ] EPTS Admin ) Warkforce Transformatio... [[J Suggested Sites + ] Free Hotmail ] Web Slice Gallery +

| @ Edit Report Ciiteria - (new report) ] Ly v B v 0 dm v Pagev Safety~ Tooksw @v

Logged in as

Reports

Response MDB
NASA Exit Survey v3

Questions | Responses | Dates | Appearance

Date Range Filtering Options

[7] Filter by date range

From date: My

To date: (Mg /

Done €L Local intranet | Protected Mode: Off YA v B10% v

Figure 69. Date Range Filtering Options Screen
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J.  When the screen appears as shown in Figure 70, choose Execute.

Edit Report Criteria - (new temet el

€| https://survey.nssc.nasa.gov/cgi-bin/greports.cgi b g +1+| X J© Bing L~
—

File Edit Wiew Favorites Tools Help

57 Favorites 53 ) WebFPPS [ [MAX - Identity and Acc... | EPTS Admin & | Workforce Transformatio... [[J Suggested Sites v 2| Free Hotmail & Web Slice Gallery v

(@ Edit Report Criteria - (new report) | - v [ g v Pagev Safetyv Toolsv @+

Logged in as

Reports

Response MDB
MNASA Exit Survey v3

Questions | Responses | Dates | Appearance

Appearance Options

Report Title:
Response MDB

Survey Title:

NASA Exit Survey v3
Title Font: Size:  Color:

Avrial v 20 - Black ~
Body Font: Size: Color:

Avrial * 9 = Black ~ /

(Gsese) s nccoss i -

Done € Local intranet | Protected Mode: Off v M100% ~

Figure 70. Appearance Options Screen
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k. Inquisite generates the data.

I. When the screen appears as shown in Figure 71, click here in the
Click here to download the file phrase.

€ Report Export Download - Wil

(e 9 £ hitps://survey.nssc.nasa.gov/cgi-bin/greports.cqirequest=report_generatefigenerating=1&isessionid=SDB2SSCUDQTEAstatusid=6-SGUSAM-41. + T | 44| X [l Bing
= -

File Edit View Favorites Tools Help
9% & | WebFPPS [ IdMAX - Identity and Acc... @] EPTS Admin & | Workforce Transformatio.. [ Suggested Sites v @] Free Hotmail & Web Slice Gallery +

77 Favorites
5o~ v ] g v Pagew Safetyv Tooks~ @~

| & Report Bxport Download

Logged in as

Reports

The response database has been exported to MS Access (MDB) format.

[thk here to download the file.

Click here to retumn to the survey analysis page.

Copyright 1997-2008 Inquisite Inc

v ®A00% -

?'l,. Local intranet | Protected Mode: Off

Done

Figure 71. Reports Screen
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m. When the screen as shown in Figure 72 appears, choose Save.

-

File Download - Securnity Warning

=)

L@ j MName:
Type:
From:

Do you want to open or save this file?

INGQ-20101019105704-1341013066.MDB
Microsoft Access Database, 5.31MEBE
SUTVEY.NssC.Nasa.gov

r'd

[ Open

I

Save Cancel

J |

While files from the Imtemet can be useful, this file type can
potentialy harm your computer. | you do not trust the source, do not
open or save this software. What ‘s the sk 7

Figure 72. File Download —Security Warning Screen

n. When the screen as shown in Figure 73 appears, choose Save.

£ Local Disk (C)
¥ nssc-shared (\nsscfs0lp) (M
5 nssc-mfdscan (Vinssemfd0l _

Save As - . —
\;)\;) [1] « HRSurveys » 3.2.26- OHCM HR Special Studies » Bxit Survey » Exit Survey -C5 transfer » « [ %2 | [ Search £t survey -Cst
Organize « Mew folder g== - .@.
=l Recent Places m MName : Date modified Type Size
. Data - Shorteut
FNANCIAL DISCLOSURES .1 1L APPROVED, REPORTS 12/2/2008 845PM  File folder
) s S l . Draft Documents 4/9/2013 10:14 AM File folder
J N | Tn-Work Losses - Exit Surveys_files 1/5/2011 1122 AM  File folder
~m J In-Work_Losses_-_Exit_Surveys _files 5/10/2012 2:25 PM File folder
ﬁj‘;"es . | Newfolder 4/9/20131014 AM  File folder
J M“”m" : L | Reporting 4/9/20131047 AM  File folder
: . ”:'c | SAMPLE REPORTS 12/2/2008 445PM  File folder
§' V'; Hres ] ExitSurvey-90.MDB 11/7/20111213PM  Microsoft Access ... 4736 KB
aees ] INQ 20101019105704 1341013066.MDE 1/15/2013730 AM  Microsoft Access ... 1476 KB
1% Computer

I E RN G- 201 01019105704-1341013066.MDB|

Save as type: l Microsoft Access Database

“ Hide Folders

I[ Save l [

Cancel ]

Figure 73. Save As Screen
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0. When the screen as shown in Figure 74 appears, choose Yes
(Updates the file connected to the Access Database Source file).

-

Confirm Save As

-

l INQ-20101019105704-1341013066.MDB already exists.
Do you want to replace it? /

I[ Yes ] [ Mo l

Figure 74. Confirm Save As Screen

p. When the screen as shown in Figure 75 appears, choose Close.

-
Download complete

[E=EE)

/¥

— Download Complete

Downloaded: 5.31MBin 1 zec

Transfer rate: 5.31MB/Sec

.01019105704-1341013066,MDE from survey.nssc.nasa.gov

Download to: N2 AING-20101019102704-1341013066.MOB

[ Close this dialog box when download completes /

Open ] [ Open Folder ]I] Close I

Figure 75. Download Complete Screen
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g. When the screen as shown in Figure 76 appears, confirm the date for
the .MDB file is current.

D
Q5| ot i) )3 5 e R » RS » 3225 OHCM il St » Sy » Extny Gt >4
Organize » Burn New folder - E] @
% Favorites Name : Date modified Type Size
& Downloads | APPROVED_REPORTS 12/2/2008 4:45PM  File folder
12l Recent Places |/ Draft Documents 4/9/201310:14 AM  File folder
|/ Data - Shortcut |/ In-Work Losses - Exit Surveys_files 1/5/201111:22 AM  File folder
|/ FINANCIAL DISCLOSURES - Shortcut ./ In-Work_Losses_-_Exit_Surveys_files 5/10/2012 225PM  File folder
11 HR Surveys - Shortcut |J New folder 4/9/201310:14 AM  File folder
.. Reporting 4/9/201310:17 AM  File folder
7 Libraries |/ SAMPLE REPORTS 12/2/2008 445 PM  File folder
@ Documents @5 Backup of Copy of thiExitSurveySentToLi... 009 10:41 AM Microsoft Excel Ba... 0KB
J’ Music @5 Backup of thiSentInvitationsxlk 009 %:53 AM  Microsoft Excel Ba... 35KB
[&] Pictures &) Copy of thlExitSurveySentToList-Colleen...  10/7/2009 10:41 AM  Microsoft Excel W... 105 KB
B videos |1 Exit Report Database Zipped zip 2/8/2011 9:16 AM Compressed (zipp... 861 KB
) exit survey 4th repsonsesalsx 10/7/2009 10:43 AM Microsoft Excel W... 47KB
18 Computer | Bxit Survey.ig~ 3/21/201310:17 AM  1Q~ File 193 KB
& Local Disk (C:) @) Bt Survey.igs 1Q5 File 193 KB
5 nssc-shared (\\nsscfs1p) (N:) @j Exit Survey.rif Rich Text Format 27KB
# nssc-mfdscan (\\nssemfd0l.ndc.nas: ExitSurvey-90.MDB Microsoft Acc 4,736 KB
(&) ExitSurveylnvitationManager. b 4/5/201312:34 PM Microsoft Acces 1720 KB
"j Network (O3] BltSurveyREports-Z‘a::df 2/25/201311:57 AM Microsoft Access ... 8452KB
AeRii0oReGR ——— 7/26/20103:34 PM  Compressed | 1375KB
2] INQ-20101019105704-1341013066.MDB 4/9/201311:52 AM  Microsoft Acces 5444 KB
R e m o 4/5/20131229PM  Microsoft Excel 97... 37KB
|| NewHireData-QRY.hqy 4/9/2013 9:55 AM BrioQuery Docum... 116 KB
& qryAgencyxdsc 10/9/20093:02PM  Microsoft Excel W... 170 KB
] qryMotSentToList.csv 4/5/201312:31 PM  Miicrosoft Excel C... 2KB
B qryMotSentTolist.xls 4/5/201312:30 PM  Microsoft Excel 97.., 11KB
] rptAmes.rtf 771472011 11:25 AM Rich Text Format 10KB
(@] surveyDBUpdates.accdb f20111:48 PM  Microsoft Access ... 340 KB
] thlExitSurveySentToListxls 00910:30 AM  Microsoft Excel \ 69 KB
] thlSentinvitations xlsx /7/200910:04 AM  Microsoft Excel W... 62KB
) Test Population.csv 10/20/2010 912 AM  Microsoft Excel C... 2KB
30 items Offline status: Online
Offline availability: Not available
30 items

Figure 76. Confirmation Screen for .MDB File
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r. When the screen as shown in Figure 77 appears, double-click
ExitSurveyReports-2.accdb to open the Exit Survey Reporting
Database.

[ | < nssc-shared (\\nsscisOlp) (N:) b SP Human Resources » HR Surveys » 3226 - OHCM HR Special Studies » Exit Survey b Exit Survey -CS transfer b S s 2
Organize » Burn New folder =~ @ @
A Eavortes Name : Date modified Type Size
& Downloads |\ APPROVED_REPQRTS 12/2/2008 4:45 PM File folder
| Recent Places | Draft Documents 01310:14 AM  File folder
\. Data - Shortcut 10 In-Work Losses - Exit Surveys_files 1/5/201111:22 AM  File folder
| FINANCIAL DISCLOSURES - Shortcut 1\ In-Work_Losses_-_Exit_Surveys_files 5/10/2012 2:25 PM File folder
I HR Surveys - Shorteut 1 New folder 01310:14 AM  File folder
|/ Reporting 4/9/2013 10:17 AM File folder
7 Libraries |\ SAMPLE REPORTS 12/2/2008 4:45 PM File folder
[Z Documents (& Backup of Copy of thlExitSurveySentToli... Microsoft Excel Ba.. 0KB
&) Music (&} Backup of thiSentInvitations.xlk Microsoft Excel Ba... 35 KB
[] Pictures [ Copy of thiExitSurveySentToList-Colleen... /2009 10:41 AM  Microsoft Excel W... 105 KB
2 Videos |1, Bt Report Database Zipped.zip /8/20119:16 AM  Compressed (zipp... 861 KB
E‘._J exit survey 4th repsonses.xds 10/7/2009 10:43 AM  Microsoft Excel W... 47KB
8 Computer || Bxit Survey.ig~ 3/21/201210:17 AM - 1Q~ File 193 KB
& Local Disk (C:) @ it Survey.iqs 4/5/201312.33PM  IQSFile 193 KB
5 nssc-shared (\\nsscfs01p) (N:) 8] Exit Survey.rtf f201012:54 PM  Rich Text Format 27KB
53 nssc-mfdscan (Wnssemfd0l.nde.nas:  2H] ExitSurvey-00.MDI Microsoft Access 4,736 KB
4% = Microsoft Acces: 1,720 KB
€l Network 3] BxitSurveyReports-2.accdb Microsoft Acces 8452 KB
s INQ-20080822163224- 774223299 zip /26,2010 3:34 PM Compressed (zipp... 1375KB
EI_J INQ-20101019105704-1341012066. MDE 01311:52 AM  Microsoft Acces 5444 KB
@,_] In-Work_Losses_-_Exit_Surveysxls 01312:29 PM Microsoft Excel 97... 37KB
| NewHireData-QRV.bqy 013055 AM  BrioQuery Docum... 116 KB
& qryAgency.xdsc /2008 302PM  Microsoft Excel W... 170 KB
%] qgryNotSentToList.csv 01312:31 PM Microsoft Excel C... 2KB
@,_] qryNotSentToListxls /5/201312:30 PM Microsoft Excel 97... 11KB
] rptAmes.rtf 7/14/201111:25 AM  Rich Text Format 10KB
ml_] SurveyDBUpdates.accdb 011 1:48 PM Microsoft Access 340 KB
\z‘,_] thlExitSurveySentTolist.xlsx /2009 10:30 AM  Microsoft Excel W... 69 KB
(] tbiSentlnvitations.xlsx /2009 10:04 AM  Microsoft Excel W... 62 KB
@ Test Population.csv /20109:12 AM  Microsoft Excel C... 2KB
30 items Offline status: Online
, Offline availability: Mot available
30 items

Figure 77. ExitSurveyReports-2.accdb Screen
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s. Figure 32 is a sample of the database when it is opened.

t. Click on qryAgency under the Queries as shown in Figure 78.

Home Create External Data Database Tools Acrobat

% Cut 4l as > H tals

! B3 copy " %loe i L] R - “5% spelling ?

P # Format Painte it 4R t 5 E "‘ifr'“ X Delete = 55 More Iy sefect ot ngx,v B U AW

Views Clipboard Fl Sort & Filter Records Find Window Text Formatting

T Total

| AN Access Objects @ «
Tables % ||
B answer

B3 category

B3 Cotegoryassignmentt
B question

EH Respondent

EH Response

B seale

B surey

*F Answer-Linked

*F CategoryAssignment

*H CategoryAssignment-Linked
*E Category-Linkad

“T_-j Question-Linked

*7 Respondent:-Linked

*E Response-Linked

*H scale-Linked

*E Survey-Linked

*FH  tblExitSurveySentToList

Queries %

B3 Copy Of qryAgency /
py Of givAg ]

B anAgengAiiDatesKSC

EF aryhgetoRespondent
B amAmes

ﬁ:‘ qryCenterlist

EH anDFRC

B qGetUuPIC

= aneRC

B qnGsFC

B anHg

B ansc

= Ry

Ready Mum Lock \

Figure 78. Sample of Opened Database
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u. When the screen as shown in Figure 79 appears, click on the View
icon.

Home Create External Data Database Tools  Acrobat o @
# cut Y 4| Ascending 7 selection - oy =ne ¥ Totals fﬁ 2 Replace | gl E? catbr Ta
o 23 Copy %| Descending T9Advanced = 2 B sae P speliing = GoTo~
VIEW foe F Format Painter Fiter %7 Remove Sort 7 Togale Filter R;’\Tjh X Delete EMME - Fina Lg Select F(‘tl}t;uj“ W‘S:Z'E(w"s. B LU A‘ e g‘
Views Clipboard = Sort & Filter Records Find Window Text Formatting E
All Access Objects = «
Tables E
EH Answer &5 qmAgency o ® =
0 category QuestionDis ~ | QuestionlD - QuestionText - | AnswerlD - Ara
EH categoryAssignmentl 243 1. We've found that people leave organizations for different reasons. Please select fro 949 =
EH Question 243 1. We've found that people leave organizations for different reasons. Please select fror 949
BB Respondent 243 1. We've found that people |leave organizations for different reasons, Please select fror 949
243 1. We've found that people leave organizations for different reasons. Please select fror 943
& Response 243 1. We've found that people leave organizations for different reasons. Please select frot 949
B sale 243 1. We've found that people leave organizations for different reasons. Please select froi 943
B3 surey = 243 1. We've found that people leave organizations for different reasons. Please select fror 949
*E  Answer-Linked 243 1. We've found that people leave organizations for different reasons. Please select fror 949
*E Categoryassignment 243 1. We've found that people |leave organizations for different reasons. Please select fror 949
243 1. We've found that people leave organizations for different reasons. Please select frot 949

‘E CategoryAssignment-Linked

1
1
1
1
1
1
1
1
1 1
1 243 1. We've found that people leave organizations for different reasons. Please select frot 949
+
E Category-Linked 1 243 1. We've found that people leave organizations for different reasons. Please select frot 949
*E Question-Linked 1 243 1. We've found that people leave organizations for different reasons. Please select fror 949
*[ Respondent-Linked 1 243 1. we've found that people |leave organizations for different reasons. Please select fror 949
*E Responseinked 1 243 1. We've found that people leave organizations for different reasons. Please select fror 949
N 1 243 1. We've found that people leave organizations for different reasons. Please select frot 949
B saledinked 1 243 1. We've found that people leave organizations for different reasons. Please select froi 949
+
E survey-Linked 1 243 1. We've found that people |eave organizations for different reasons. Please select frot 949
*E  tblExitsurveySentTolist 1 243 1. We've found that people |leave organizations for different reasons, Please select fror 949
Queries 2 1 243 1. We've found that people |leave organizations for different reasons. Please select fror 943
B Copy Of qryAgency 1 243 1. We've found that people leave organizations for different reasons. Please select frot 949
5 Copy Of ayAgencyaliDates 1 243 1. We've found that people leave organizations for different reasons. Please select froi 943
= 1 243 1. We've found that people leave organizations for different reasons. Please select froi 943
2 Copy Of qryA /AllDates-ARC
+ Copy OTanhgenaAiibates 1 243 1. We've found that people leave organizations for different reasons. Please select fror 949
= avigeny 1 243 1. We've found that people |leave organizations for different reasons. Please select fror 950
B aryAgengAllDates 1 243 1. We've found that people leave organizations for different reasons. Please select fror 950
BT aqryAgencyaliDates-KSC 1 243 1. We've found that people leave organizations for different reasons. Please select frot 950
& 1 243 1. We've found that people leave organizations for different reasons. Please select froi 950
F aryAgetoRespondent
= 1 243 1. We've found that people leave organizations for different reasons. Please select fror 950
je=t Al
Fawames 1 243 1. We've found that people |leave organizations for different reasons. Please select fron 950
B anCenterlist 1 243 1. We've found that people leave organizations for different reasons. Please select frot 950
B qryDFRC 1 243 1. We've found that people leave organizations for different reasons. Please select fro 950
B qyGetUUPIC 1 243 1. We've found that people leave organizations for different reasons. Please select froi 950
& anGRe 1 243 1. We've found that people leave organizations for different reasons. Please select fror 950
ﬁ sre 1 243 1. We've found that people |leave organizations for different reasons, Please select fror 950
+ 1 243 1. We've found that people |leave organizations for different reasons. Please select fror 950
& avre 1 243 1. We've found that people leave organizations for different reasons. Please select frot 950 |¥
B amisc Record: M ¢ 1079504 P M & No Filter | |Search 4 m 3
-
=
Datasheet View ‘ Num Lock

Figure 79. View Screen
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v. When the screen appears as shown in Figure 80, use the bottom
horizontal scroll (1) to scroll over to Completed Date (2).

w. Right click on the dates in the Criteria row from the drop-down menu,
(e.g. >#9/30/2011# and <#1/1/2013#) and select the Build icon (3).

- -
R - T . T b e
Home Create External Data Database Tools Acrobat Design & o
E ' @ n:l_l' E}' ﬂ ﬁ )(' @D Union -UE ZalnsertRows  f Insert Columns z zF [5f Property Sheet

= Ly
L - L - ® @ Pass-Through 2 Delete Rows | @ Delete Columns 7 5 Table Names

View  Run Select | Make Append Update Crosstab Delete Show . Totals Parameters

> Table 7, Data Definition | Taple %™ Builde Bl Return: All .

Results Query Type Query Setup Show/Hide

All Access Objects ® «

Tables o~

B answer 23 gryAgency = 8 =
E category K
B categoryassignmentl

B question =
[ Respondent 9

-

A Response i i

B sale

= sumve = Field: | AnswerText ResponseText ResponseMem RespondentKey tiD RespondentSta CompletedDate

7 Table: | Answer-Linked Response-linked Response-Linked Respondent-Linked -Linked -Lirged Linked

*E Answer-linked sort: ||

N Show:

B categoryAssignment Criteria: >#8/30/2011% And <4
*T CategoryAssignment-Linked oE

*E Category-Linked
*H Question-Linked
*T Respondent-Linked

*T Response-linked

-

*H Scle-linked L 14 il

*E Survey-linked

’j thlExitSurveySentTolist

Queries
B Copy Of ayAgency
B3 Copy Of aryAgencyAliDates

ES

‘; Copy Of qryAgencyAllDates-ARC
B avAgene

2 anAgengAliDates
5 amAgenyAliDates-KSC
= anAgetorespondent
‘E qryAmes

B anCenterlist

B anDFRC

5 anGetuupc

& aneRe

B aneskc

& anHe

B amisc

= e

o/

Form View

Num Lok | i sa[2]

Figure 80. Completed Date Screen
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X. When the screen as shown in Figure 81A appears, change the dates
(1) to meet the current quarterly criteria — remember to add an extra

day to the beginning of the quarter and one to the end to ensure all the
data is captured.

y. Click OK (2).

Note: Figure 71A is a sample of the changing the dates and Figure 81B
is the result of changing the dates.

z. The screen as shown in Figure 81B will appear with the dates changed

(3).
aa. Click OK (4).

Expression Builder

2 R

Enter an Expression to use in the query criteria;
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

: QuestionText
Y Constants

AnswerID
“g Operators AnswerDisplaySequence
AnswerText
ResponseText | 4
ResponseMemo
Respondentey

| m } | |RespondentID

m

-- ExitSurveyReports-2.accd QuestioniD

----- {y Comman Expressions

4

| >#3/30/2011# and <#1/1/2013# ]\
o
Expression Elements Expression Categories Expression Values
3 gryAgency R
[-(f) Functions QuestionDisplaySequent

Figure 81A. Change Dates Screen

Expression Builder

Enter an Expression to use in the query criteria: e
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

[>¢12Jf3u,fzu1z¢And <£3[1/0132 ]
\ Cancel
9 HElD

iR e

<< Less
Expression Elements Expression Categories Expression Values
23 qryAgency .
....:f,:. Functions QuestionDisplaySequenc
lj QuestionID

] Constants AnswerlD
B Operators

m

ExitSurveyReports-2.accd QuestionText
[+

AnswerDisplay3equence
AnswerText
ResponseText | 4
ResponseMemo
Respondentkey

1 1L } | |RespondentID v

----- {y Common Expressions

Figure 81B. Result from Changed Dates
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bb. When the screen as shown in Figure 82 appears, click the red
9

Exclamation Run icon == .

| -:(P'—-m T e e

Creste  External Data  DatabaseTools  Acrobat Design o @

@ D' %' A % x’ @D Union E Zealnsert Rows 7 Insert Columns Z L’F [ Property Sheet
¢ ¢ L ® @ Pass-Through FDelete Rows | # Delete Columns g
St

elect | Make Append Update Crosstab Delete Show - Totals Parameters
Table ¥, Data Definition | Taple _'::\E'.Ii\-:\i\ B3 Return: Al
Query Type Query Setup Show/Hide
All Access Objects @ «
Tables & &
B answer 2 qyAgency - @ =
E category =
EH categoryAssignmentl
= Question =
E1 Respondent
-

H= Response 4 m »
B scae
=1 surve = Field: | ResponseText ResponseMemo RespondentKey RespondentID RespondentState CompletedDate Center: ResponseText

Yy Table: |Response-linked | Response-Linked linked | Respondent-linked |Respondent-Linked Linked | ar ToCen!
*E answer-linked Sort:
o Show:

CategoryAssignment Criteria: >#12/30/2012% And +

*E CategoryAssignment-Linked o8

*E category-linked
*5 Question-Linked
*E Respondent-Linked
*E Response-linked

*H Scale-Linked 4 il 3

*E surey-linked

*E thiExitSurveySentTolist

Queries A
B Copy Of ayAgeney

B Copy OF ayAgengyAliDates
@ Copy Of gryAgencyAllDates-ARC
@ aryAgency

£ antgengAlDates

@ qryAgencyAliDates-KSC

= ayAgetoRespondent

@ qryAmes

= anCentertist

B qnDFRC

B qyGetuurc

= aysRC

B aqGsFo

& anra

= awsc

=

ST Num Lock | [ B @ sae[i]

Figure 82. Red Exclamation Run Icon Screen
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cc. The query runs, displaying the page as shown in Figure 83.

dd. Close the query by clicking the small white_* in the query window.

o= R

T e -

Home Create External Data Database Tools Acrobat & e
M & Cut F’ 4| Ascending 7 Selection - A= Ne i8] % Calibri I
= E3 copy 2| Descending Ve Advanced = | = ZHlsa
View Paste Filter 5 Switch B 7 U A-#® & -

- F Format Painter kg Select ™ | Fit Form Windows ~ =
Views Clipboard [F] Sort & Filter Recards Find Window Text Formatting o« &

All Access Objects = « N

Tables 2 ||~

E Answer @qryﬁ\gency = 2

E category QuestionDis ~ | QuestionID - QuestionText - AnswerlD - |Ar|~

B categoryassignmenti 1 243 1. We've found that people leave organizations for different reasons. Please select frot 949 |

peop g L

B Question 1 243 1. We've found that people leave organizations for different reasons. Please select froi 950

1 243 1. We've found that people leave organizations for different reasons. Please select fror 950
=] Respondent peop B
1 243 1. We've found that people |leave organizations for different reasons. Please select frol 950
= peop B
Response 1 243 1. we've found that people leave organizations for different reasons. Please select frot 951
B sale 1 243 1. We've found that people |leave organizations for different reasons. Please select froi 951
peop B
Survey = . We've found that people leave organizations for different reasons. Please select frot

= = 1 243 1. We've found that people | ganizations for different Pl lect 951
*E Answerlinked 1 243 1. We've found that people leave organizations for different reasons. Please select fror 952
*E Categoryassignment 1 243 1. we've found that people leave organizations for different reasons. Please select froi 953
» 1 243 1. we've found that people |leave organizations for different reasons. Please select frot 953

E CategoryAssignment.Linked 1 243 1. we've found that people leave organizations for different reasons. Please select froi 954
I .

B category-Linked 1 243 1. We've found that people leave organizations for different reasons. Please select frol 955
*3 question-Linked 1 243 1. We've found that people leave organizations for different reasons. Please select fror 955
¥ Respondent-Linked 1 243 1. We've found that people |leave organizations for different reasons. Please select frol 955
¥T Response-Linked 1 243 1. we've found that people |leave organizations for different reasons. Please select frot 956
N . 1 243 1. we've found that people leave organizations for different reasons. Please select froi 957

@ Scale-Linked 1 243 1. we've found that people leave organizations for different reasons. Please select frot 957
*H survey-Linked 1 243 1. We've found that people leave organizations for different reasons. Please select fror 957,
*T0 tblExitSurveySentToList 1 243 1. we've found that people leave organizations for different reasons. Please select froi 957
Queries ~ 1 243 1. We've found that people leave organizations for different reasons. Please select fror 957,

£ Copy Of aryAgengy 1 243 1. we've found that people leave organizations for different reasons. Please select froi 957

B Copy Of qAgencyaiiDates 1 243 1. we've found that people |leave organizations for different reasons. Please select frot 957

; 1 243 1. We've found that people leave organizations for different reasons. Please select fror 957

3 Copy Of gryA AllDates-ARC

= Fopy BT anAgenaAtbates 1 243 1. we've found that people leave organizations for different reasons. Please select froi 957

F avageny 1 243 1. We've found that people leave organizations for different reasons. Please select frot 957

B anAgencyAliDates 1 243 1. we've found that people leave organizations for different reasons. Please select froi 957
= aqyAgenqyaliDates-KSC 1 243 1. we've found that people leave organizations for different reasons. Please select frot 957
B quAgetoRespondent 1 243 1. We've found that people leave organizations for different reasons. Please select fror 957
E 1 243 1. we've found that people leave organizations for different reasons. Please select frot 957
= grya

= awAmes 1 243 1. We've found that people leave organizations for different reasons. Please select fror 957,
= anycentertist 1 243 1. We've found that people leave organizations for different reasons. Please select frot 957
= aqyoFRC 1 243 1. we've found that people |leave organizations for different reasons. Please select frot 957
B qyGetUurIC 1 243 1. We've found that people |leave organizations for different reasons. Please select fror 957
& qyeRe 1 243 1. we've found that people |leave organizations for different reasons. Please select frot 958
; 1 243 1. We've found that people leave organizations for different reasons. Please select fror 958
|a=E GSFC

= v 1 243 1. we've found that people leave organizations for different reasons. Please select froi 958
= avig 1 243 1. we've found that people leave organizations for different reasons. Please select frot 958 |+
= awsc Record: M ¢ 10f603 » M { No Filter | Search 1 il ]

-
= _—

Datasheet View

Figure 83. Close Query Screen
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ee. When the screen as shown in Figure 84 appears, click Yes to save the
changes.

Microsoft Access . ﬁ

L

l'\\ Do you want to save ges to the desian of query ‘gryAagency’?

fes [ Mo ] l Cancel

Figure 84. Save Screen

ff. Scroll down the Reports section of the screen and double-click
rptAgency as shown in Figure 85.

Figure 85. rptAgency Screen
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gg. The report appears as shown in the example in Figure 86.

hh. The dates will not be correct.

@d - |5

Create External Data Database Tools Acrobat
€7 selection

T Advanced ~

t 7 Toggle Filter

Sort & Filter

View

Views Clipboard

T e T e —

& ..
-“".,1

Refresh .
All~ Dele

S Switch B I
Fit Form Windows *

Records Window Text Formatting

All Access Objects ® «

-

aryRespondantToEED

gryRespondentToCenterMapping a TptAgency

qryRespondentToCenterMappingd0
qryRespandentToCenterMapping-All
gryResponseRates
qrySextoRespandent

qryssC

Copy Of qryUnion90-954RC

Copy Of gryUnianAliResponses - LARC
qryUniond0-95Agency

aryUnionAllResponses

ris E
rptAgency

rptAgency-15tQt10

rptAgency-2ndQir09

rptAgency-2ndQtrlo

rptAgency-3rdQtrd

rptAgency-BathVersions

mmmmmmmggeeawwwwwww

rptAgency-Tweaked

rptKSC

Macros %
a
2 macDFRC
2 macGRC
@ macGSFC
Z macHQ

a
2 macksc

2 mackSCTweaked

macARC

madsC

@ maclARC
2 machsFC

2 machoCenter

| »

Exit Survey Report

April — June 2009

Uncensored Version
Please Distribute with Care

2 machssc
2 maclc
@ maessc

Report View

Hum Lock | (B B ¥

Figure 86. Example of Report
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i Use the scroll bar (1) to the right of the report as shown in Figure 87 to
scroll down to Question 1 (2).

jl- In order to ensure the numbers are correct, a separate report
(Instructions on how to run the report are in Section 3.2.5) in Inquisite

will need to be run.

= T— T o Ao T
@&l = I= Micrasoft Access e
Home Create External Data Database Tools Acrobat [~} e
=] § Cut | Ascending 7 Selection = .
= b sscencn 2 s R "
==l %l Des g Vo Advanced ~ =B
View N N N Refresh N Switch B 7 O ay Gy = =2
- F ot V¥ Toggle Filter | ~py~ X Delete Windows ~ = E
Views Clipboard u Sort & Filter Records Find Window Text Formatting
All Access Objects ® «
— ; ry
ﬁ qryRespondantToEEQ
3 anRespendentToCenterMapping i rptAgency = gy /
5 qryRespondentToCenterMappingd0 e
ﬁ] qryRespondentToCenterMapping-All
3 anResponseRates E
=j=] qrySextoRespondent
& anssc Uncensored Version — Please Distribute with Care
Copy OF qryUnionS0-95ARC 1. We've found that people leave organizations for different reasons. Please select from the
)] Py Of qry!
@D Copy OF gryUnionAllResponses - LARC list below the factor(s) that contributed to your reason to leave your current position.
Choose all that apply)
@ anunions0 5agency A. Nature of work ll
@D gryUnionAlIResponses B. Management 4
Reports £ C. Career advancement/developmenﬂ 5
& ptageny D. Compensation/Benefits/Performance Recognition 3
[l rptageng-1statio E. NASA's culture/environment 3
B rptagengy-2ndqtos F. Personal reasons 9 2
H rptageng-2ndQiio G. Work/life balance 3
8 mtageng 3G9 H. Career change 1
a3 o Sothversi I. Retirement 23
L ency-Bo ersions
prigeney J. Other (BRAC, buyout, etc. Please specify) 5
[l rptagency-Tweaked Buyout
Bl rptksc Buyout
Macros S lack of daycare
2 macARC Relocation to JSC with Spouse
1.A.1. Please select the Nature of Work reason(s) that affected your decision to leave.
=
macDFRE (Choose all that apply)
@ macGRC Work was not interesting or engaging 1
2 macGsFC No potential for promotion 1
2 macHg 1.A.2. Please provide details on Nature of Work reason indicated in Part 1.A.1.
p
@ mausc (Character limit = 4036)
2 macksC 1
Political Inconsistency: There have been so many cancelled projects and programs, that | do not have
| I here h; b lled d hat 1 d h
@ macksC-Tweaked confidence in NASA to produce anything of national significance in the future. For my generation, canceled
2 macliRC programs and projects have become the norm (a
2 I 1.A.3. In your current position, were you doing the type of work you were selected to do? =
L mad L 1
—
@ machoCenter
2 macssc
2 macolG
@ macssc -
Report View Num Lock |[E|E B %

Figure 87. Scroll Bar Screen
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4.3.5 Inquisite Confirmation Report:
a. Navigate to https://survey.nssc.nasa.gov/cgi-bin/qsurveyadmin.cgi
(Inquisite).
b. Log in using User ID and Password.

c. Select NASA Exit Survey v3 (1) in the drop-down menu under Go
directly to a survey as shown in Figure 88.

d. Select the blue Go (2) button.

asn.gov/cgi-bin/ gaurseyadmin coifrequest= home fisessionids SDA2SSCUDGTE -~ & |+ | x [ 8ing o

Edit View Fovorites Tools Help
i Faverites i de| WebFPPS [] 1dhAs - Identity and Ace.. g ] EPTS Admin i | Workforce Transformatio... [LJl Suggested Sites = 2| Free Hotmail g Wek Slice Gallery =

8 Survey Administration ¥ = B - tw = Page= Safety~ Took~ @@+

Ingquisite Survey Administration

My Surveys e Interactive Reports Get Started
The Inquisite Survey System provdes you the ability 1o create interactive online » Doy the Survey Bulider
Shared surveys o rapors that you can analyze, custamize and export to POF {in. & Reparting plug-in}
Vier count
Acthve surveyy / s Create a comprehensive interactive report:
Inactive suneys 7 Testlor Response Changes - w
Tolal survey responses 4388

Resources

Predefined Reports e

’ Go directly 1o a survey:
MAS,
'
9 Craate a Heport:
w i istribution
»

ling
Labor Management Survey
3_ACADEMIC_GRADES_NOTICES
Sample Survey 1
ODEQ Survey HQ 6,11,09
QOEQ Surviry Naotiee
MASA Mew Hire Surve:

IASA Exil Survey v3

SRy Local intranet | Protected Mode: OF fa = Rk -

Figure 88. Go directly to a survey Screen
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e. When the screen appears as shown in Figure 89, choose View
Reports.

& Survey Administration - Winds

)
o z €] https://survey.nssc.nasa.gov/cgi-bin/gsurveyadmin.cgi

File Edit View Favorites Tools Help

¢ Favorites 9% ] WebFPPS IdMAX - Identity and Acc.. &) EPTS Admin & Workforce Transformatio... [ Suggested Sites v 2| Free Hotmail g | Web Slice Gallery =

|?Suwey}\dmimstrat\on |7 M- - [ @ v Pagev Safety~ Tools~ @~

Logged in as

D Surveys W’[’m Reports @ Help

Survey  NASA Exit Survey v3

Survey Administration Select another survey to administer:
NASA Exit Survey v3 -

Survey: NASA Exit Survey v3

Survey status )

Survey code JHBTHT @ Preview survey

Current status Active = Take surey

Last published 10/20/2010 R Deactivate this survey

Response summary Email Lists

Completed 603 # Email Lists 61 Il Build intoractive ropag
In progress 9 Invitations sent 1187
Reminders sent 562 Manage invitations
Authentication On .
g Manage responses

|0 |Th|s survey is currently active, and response data has been collected. Click "View reports” to view and analyze response data. |

Survey options @
Name NASA Exit Survey v3 = Edit survey options
Response limit - i Deployment History
Cutoff date - x Delete this survey
Protection On
® Copyright 1997-2009 Inguisite Inc.
Done € Local intranet | Protected Mode: Off Y5 v B100% v

Figure 89. View Reports Screen
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f.

asa.gov/cgi-bin/qreports.cgifrequest=report_admin&isessionid=SDB255CUDQTE

When the screen appears as shown in Figure 90, choose Frequency
Distribution Reports (1) under Create a new report (2).

File Edit View Favorites Tools Help

' Favorites

_‘ 1@ Report Administration ]

5 | WebFPPS [&] 1dMAX - Identity and Acc... ] EPTS Admin g Workforce Transformatio... [ Suggested Sites ~ ] Free Hotmail ] Web Slice Gallery =

v B = @ v Page~

Reports

Survey Analysis
NASA Exit Survey v3
Administer this survey

Interactive Reports

The Inquisite Survey System provides you the ability
to create interactive online reports that you can
analyze. customize and export to PDF.

Recent reports
o Create a comprehensive interactive report

Cleate a new report.
enerate a new report for analysis, publishing ar

sharing. Click on a report type below to begin

creating your report. /

Analysts

C

o Frequency Distribution Reports Saved reports

o Cross Tabulation Reports
Summan,

o Response Summary Reports Published reports

o Response Detail Reports

o Survey Campaign Reports

Export your survey and responses into different
formats by clicking a link below.

o Export Survey to Word (.RTF Format)
o Export Responses to Text ((CSV Format)
o Export Responses to SPSS (. SAV Format)

o Export Responses to Access ((MDB Format)

Logged in as

@ Help

Select a survey:

NASA Exit Survey v3 -

Reporting Summary

view all

&

Response Grid
modify

Carol Cordova

Colleen Fricke

Roy Lee
Shannon O'Connor-Jobe

view all
No Saved Reports

view all
No Published Reports

m

Figure 90. Crate a new report Screen

€4 Local intranet | Protected Mode: Off v ®100%
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g. When the screen appears as shown in Figure 91, choose Run With
Custom Settings (1) under Count and Percent (2).

& Repart Administration - Frequency Distribution Reports - Windows Internet Explorer I s —" S=Sfc x|

m- [ ] nttps//survey.nssc.nasagovicgi-bin/qreports.cgitrequest=report_admin_freq_distassessionid=0SRDELITES ~ & [4]x]|osing o~

File Edit View Favorites Tools Help

¢ Favorites 3 @] WebFPPS [&] IdMAX - Identity and Acc... ] EPTS Admin | Workforce Transformatio... [l Suggested Sites = g Free Hotmail 2| Web Slice Gallery =

| @ Report Administration - Frequency Distribution R... | ‘ i < [ g v Pagew Safety~ Tooks~ @+

Logged in as

w Home i Surveys

Reports
Survey Analysis - Frequency Distribution Back to Survey Analysis
MASA Exit Survey v3
[ Count and Percent Pie Chart
1S report will show respondent counts This report shows a pie chart breakdown [=-—-
and percentages for each applicable =— — of response to each question.
question.
o Run With Default Settings -
o Run With Default Settings view sample 5 he - wiew sample
o Run With Custom Settings
o Run With Custom Settings o
Bar Chart
Cumulative Count and Percent This report shows a bar chart breakdown [
This report will show respondent counts of responses to each question. 2
and percentages for each applicable _—
question. Cumulative totals and o Run With Default Settings "
percentages for each answer are also . ) view sample
included. view sample o Run With Custom Settings
o Run With Default Settings
o Run With Custom Settings
Count and Weight with Percents
This report shows counts and
percentages for weighted questions, as
well as weighted totals. Question
statistics such as mean, range and
standard deviation are also included. views sample
o Run With Default Settings
o Run With Custom Settings
Done €L Local intranet | Protected Mode: OF dh v H10% v

Figure 91. Count and Percent Screen
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h. When the screen as shown in Figure 92 appears, choose Next.

@ Edit Report Criteri - (new repo] TWindaws Intemet Explorer " e

ssc.nasa.gov/cgi-bin/qreports.cgifreportid=18trequest=report_question filter&sessionid=0SRIELOTI2S &newreport=1

~ &[4 x][eEng

File Edit View Favorites Tools Help

¢ Favorites i3 (@] WebFPPS [&] IdMAX - Identity and Acc... ] EPTS Admin ] Workforce Transformatio... [ Suggested Sites = | Free Hotmail | Web Slice Gallery =

(@ Edit Report Criteria - (new report)

- v [ @ v Pagev Safetyv Toolsv @v

w Home i Surveys

Reports

Count and Percent
NASA Exit Survey v3

Questions | Responses | Dates | Appearance

Question Filtering Options

Logged in as

Select the questions you would like to include in your report:
1. We've found that people leave organizations for different reasons. Pl
1.A1. Please selectthe Nature of Work reason(s) that affected your de
1.A2 Please provide details on Nature of Work reason indicated in Part
1.A3. In your current position, were you doing the type of work you were.
1A4 fyouranswerto 1.A.3. above was No, or Somewhat, please explain.
1.B.1. With which level(s) of management were you dissatisied? (Choose all.
1B.2 Please choose all management factors which may have contributed to.
1.B.3. Please provide details on management factors that confributed to your.
1.B.4. What could erson or persons have done differently in order for
1.6.5. Were comp s and problems resolved fairly?

[T Exclude unanswered questions
[T Exclude deleted questions

For multi-response questions, calculate percentages based on:

@ Total number of responses
(© Total number of respondents

l Mext > l Execute | Web (HTML) ~ Save Report

9 Inquisite Inc.

€4 Local intranet | Protected Mode: Off

Figure 92. Question Filtering Options Screen

i

o

#,100%

-
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i. When the screen as shown in Figure 93 appears, choose Next.

& Edit Report Criteria - (new reporl] - Windows Internet Explorer O T T —" i o S
' ‘E https://survey.nssc.nasa.gov/cgi-bin/gqreports.cqi i Q |‘7| A ||b Bing Pl '|

File Edit View Favorites Tools Help

i Favorites 92 @] WebFPPS IdMAX - Identity and Acc... & EPTS Admin &) Workforce Transformatio... [[J] Suggested Sites v & Free Hotmail | Web Slice Gallery

‘?EdltRaportCntarla-(nawreport) ‘7 - v [ gm v Pagev Safety~ Tools~v @@~ =

Logged in as

w Home i Surveys
Reports

Count and Percent
MNASA Exit Survey v3

Questions | Responses | Dates | Appearance

Respondent Filtering Options

When asked:
1. We've found that people leave organizations for different reasons. Please -

The response:

Is Equal to * A Nature of work A
Add Rule
Question Condition Response

Mao rules have been defined

Clear Rules

Include respondent states:
Complete

Incomplete /
Abandoned

(eoaok iz ((Sesie | wes iy

?l', Local intranet | Protected Mode: Off dg v H100% v

Figure 93. Respondent Filtering Options Screen
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J.  When the screen appears as shown in Figure 94, choose the Filter by
date range box (1).

k. Add the date (2) of the quarter being reported (Add one day prior to the
beginning of the quarter and one day to the end of the quarter to
ensure all of the data was captured).

I. Choose Next (3).

/& Edit Report Criteria - (new report) - Windows Internet Explorer T e BT TT———— | |
m- (&) https://survey.nssc.nasa.gov/cgi-bin/qreports.cgi - &[4[ x][o zng £ -

File Edit View Favorites Tools Help

i Faverites 93 @] WebFPPS [ IdMAX - Identity and Acc... ]| EPTS Admin | Werkforce Transformatio... [ Suggested Sites = & Free Hotmail 2| Web Slice Gallery =

@ Edit Report Criteria - (new report) B - v [ e v Page~ Safety~ Tools~ @~

Logged in as

Reports

Count and Percent
MNASA Exit Sunvey v3

o Questions | Responses | Dates | Appearance

Date Range Filtering Opliun;/
Filter by date range /

From date: 12/31/2012 My

To date: 04/01/13 My /9

Cegee o ) (B ] wes vir) -

Dene €L Local intranet | Protected Mode: Off fa v |100% v

Figure 94. Date Range Filtering Options Screen
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m. The report is not a saved report so do not change the title of the report.

n. As shown in Figure 95, choose Execute.

BB Report Crira on e et Eploret T . L T T o 50 )
m- ‘g https://survey.nssc.nasa.gov/cgi-bin/qreports.cgi a2 Q |‘7| X Hb Bing P 'l

File Edit View Favorites Tools Help

57 Favorites 5 ) WebFPPS [ IdMAX - Identity and Acc... | EPTS Admin & | Workforce Transformatio... [[J Suggested Sites v 2| Free Hotmail ] Web Slice Gallery »

‘ @ Edit Report Criteria - (new report) |

Reports

Count and Percent
NASA Exit Survey v3

Appearance Options

Questions | Responses | Dates | Appearance

L~ v [ dh v Pagew Safetyv Tools~ @~

Logged in as

Repart Title:
Count and Percent

Survey Title:
NASA Exit Survey v3

Title Font: Size:  Color:
Arial * 20 = Black ~

Body Font: Size:  Color:
Avrial - 9 = Black -~

'

]
G e v -

Done

Figure 95. Execute Screen

€ Local intranet | Protected Mode: Off

v WI00% v



NSSC Process Work Instruction NSPWI-1280-0003 Revision 0001

Number

Effective Date:  August 13, 2014
Expiration Date: August 13, 2015

Page 82 of 126

Responsible Office: Quality and Performance Measurement
SUBJECT: NASA Exit Survey

0. An example of the report appears as shown in Figure 96.

P i Feparts - Wi T T T S TR T — i
< ~ © o

File Edit View Favorites Tools Help

ssc.nasa.gov/<gi-bin/qreperts.cqilrequest=report_generateBlgenerating=1&tsessionid=OSRIDELITI2S Btstatusid=6-6DDICK-413735 ~ Gy [+ | X | [l &ing o |

o Favorites ol 2] WebFPRS [ IdMAX - Identity and Acc... @] EPTS Admin ] Workforce Transformatio... [ Suggested Sites = & Free Hotmail & Web Slice Gallery =

@ Online Reports | | B~ ~ [ @ v Pagew Safety~ Took~ @~ =
Edit | Save | Publish | Printable | Refresh | Reports Menu b
NASA Exit Survey v3
Count Percent
1. We've found that people leave organizations for different reasons.
Please select from the list below the factor(s) that contributed to
your reason to leave your current position. (Choose all that apply)
A Mature of work 1 2.00 %
B.Management 4 8.00%
C. Career advancementidevelopment 5 10.00 %
D. Compensation/Benefits/Performance Recognition 3 6.00 %
E. NASA's culture/environment 3 6.00 %
F.Personal reasons 2 4.00 %
G. Waork/life balance 3 6.00 %
H. Career change 1 200% p
I. Retirement 23 46.00 % 3
J. Other (BRAC, buyout, etc. Please specify) 5 10.00 %
Total Responses 50 100.00 %
1.A.1. Please select the Nature of Work reason(s) that affected your
decision to leave. (Choose all that apply)
(Mot Answered) 30 9375%
Work was not interesting or engaging 1 313%
Mo potential for promotion 1 313%
Total Responses 32 100.00 %
1.A.3. In your current position, were you doing the type of work you
were selected to do? (Choose one)
(Mot Answered) 30 96.77 %
Yes 1 323%
Total Responses 3 100.00 % |
1.B.1. With which level(s) of were you 7
(Choose all that apply)
(Mot Answered) 27 T7941%
Supenisor 3 882%
Second |level supervisor 2 588 %
Senior management (e g, Center management and 2 588 %
above)
Total Responses 34 100.00 %
1.B.2. Please choose all management factors which may have -
Done €. Local intranet | Protected Mode: Off v 0% v

Figure 96. Example of the Report
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p. Compare the numbers from the Access Report and the Inquisite
Report as shown in Figure 97.

8 Crdne gt - Wi bteoed Db ST ST —__— oo i
Pl fdt Vs froece Tok Mep = —— — =
o feortes g ) weslers [ ~ @ (P15 Admin g - [ fpgered Sam = @ Freetotmadl @] W Shcw Gadery =

8 Oolne Rports Bov B - m v Pagew Semye Tochw @

£0f | Sme | Publeh | Pentatie | Hobesh | Heoods Moy

Cous  Purcent
1 f?
H B
3
] &
.

Count and Percent
NASA Exit Survey v3

Numbers should

T ! ) i -
o g
b sova Lok
o romigency
Uncensored Version - Please Distribute with Care
1. We'va found that people Feanans. fram tha
your !
(Chaose all that apsdy)
P
) _/
s
F
3
1
f
. Ing The Type of wiork youu were salected 1o do”
'Inmm ) el N

Figure 97. Comparison of Access Report and Inquisite Report
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g. Once numbers have been checked, the Access Report can be
exported for editing.

r. To export the report into a Word format, choose the more (1) drop-
down button under the External Data tab (2) as shown in Figure 98.

(Al ~ I=

Home  Creat External Dats | [WDatabase Tools
- 5 = | Text File Ej
& B3 e e s

¥ XML File | =
Saved Linked Table Excel Access ODBC

Saved Excel Text
Imports  Manager Database %3 More = Exports File
Import & Link

Acrobat

o

=m mm o=m g .
s $l %
XML
File orXps

T———

R e R

Creste Manage otk Sy
B mrore - E-mail Replies | Online

Collect Data

rptAgency - Microsoft Access

(& Access
vE =

PDF  E-mfl

Export Web Linked Lists

e o

2@ oF =

All Access Objects ® «

-

ﬁ gryRespondantToEEQ

= anRespondentToCenterhMapping
qryRespondentToCenterMappingd0
gryRespondentToCenterMapping-All
qryResponseRates
grySextoRespondent

qryssC

Copy Of qryUnion30-85ARC
Copy Of gryUnionAllResponses - LARC

anyUniong0-85Agency

BEEEEEHE LS

gryUnionAllIResponses

H]
¢
»

rptAgency
rptAgengy-1stQtio
rptAgency-2ndQtrd9

rptAgengy-2ndQtrlo

[ i

rptAgency-3rdQtros

%]

rpthgency-BothVersions
Bl rptagency-Tweaked

Bl rptksc

Macros ES
@ macARC

@ macDFRC
@ macGRC
2 macGsFc
2 macHq
2 madsc
@ macksC

@ macksC-Tweaked

2 madarc

@ macMsFC

2 macoCenter

@ macnssc

@  macolG

@ macssC ~

Exit Survey Report

April — June 2009

Uncensored Version
Please Distribute with Care

POC: Roy D. Lee
(228) 813-6133
roy.d.lee@nasa.gov

NASA Shared Services Center (NSSC)

3

-

Report View

Num Lock |[E5 B ¥

Figure 98. Exit Survey Report
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1. When the screen as shown in Figure 99 appears, choose Word
from the drop-down menu.

FH Word

"[M] Export the selected object to Rich
Lo

FH HTML Document

t‘;!] Export selected object to an HTML
document

Figure 99. Word Screen

2. When the screen as shown in Figure 100 appears, choose Browse.

.
Export - RTF File (2 it

Select the destination for the data you want to export

Specify the destination file name and format. /
File name: | .\ Jsers\ghackney \Documents rptagency.rif [E-

Specify export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

"] open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected.

[ 0K ] [ Cancel

Figure 100. Browse Screen
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3.

4.
5.

Navigate to N://SP Human Resources/HR Surveys/3.2.2.6 — OHCM
HR Special Studies/Exit Survey/Exit Survey — CS
transfer/Reporting (1).

Select the current FY folder to save the report.

@\.._

6

[

Choose Save (2) as shown in Figure 101. an
- /

[&] Fibe Sav — ’ o

y b Ext Survey -CStrancfer b Raporting + FY13 b FV13-Ind QTR = | W secrer 20 QT 2

L

Thameis
] FY12-2nd QTR Inquisite Tet Reportitl

FENANCIAL DISCLOSURES - ©
MR Surveys - Sherteut

Save as type: | Rich Test Format [t} -

Figure 101. Save Screen

. When the screen appears as shown in Figure 102, click OK.

Export - RTF File (2 il

Sedect the destmaton for the data you want to export
Speofy the destination fie name and format.
e name: |1:i5p Human Resowrces R Survays|1.2. 2.6 - OHCM MR Specsl Studes it Srvey it urvey <5 [ Browse..,

Speety evport opbions.

Expurl data with form

Open Lhe destinglion file after the exporl operation is complete.
Sedect this option Lo view the resuls of Se et operation, This option is available only when you export formatied dats,

Figure 102. OK Screen
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7. When the screen as shown in Figure 103 appears, click Close.
[ Export - RTF File )

Save Export Steps

Finished exporting 'rptAgency’ to file '™:\SP Human Resources\HR Surveys\3.2. 2.6 - OHCM HR. Spedial Studies\Exit Survey\Exit Survey -CS
transfer \Reporting'FY 13'FY 13-2nd QTR YyrptAgency.rif successfully.

Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard.

|:| Save export steps

l Close

Figure 103. Close Screen
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8. Run the other center reports by clicking each of the Center Macro
along the left hand side of the screen (macARC, macGRC,
macGSFC, macHQ, macJSC, macKSC, macLARC, masMSFC,
macNSSC, and macSSC) as shown in Figure 104.

9. Each report will automatically save in the same location as the
rptAgency which was previously saved.

@ |5 ——— N - gency ~ Micrasort Access T oo | - )

Home Create External Data Database Tools Acrobat (] e = g 23
- - = T3 Text File L L L 0y ®acess s

E‘j 5‘% I*j;@ 14 57 i B e EM,QJ f

8 XMLFile | = =

saved Linked Table Excel Access ODBC Saved Excel Tedt XML PDF  Email o | Create Manage ork Synchronize —, _
Imports  Manager Database %3 More ~ Exports File File orXPs &5F More ~ E-mail Replies | Online

Import & Link Export Collect Data Web Linked Lists
All Access Objects ® «

»

-
qryRespondantToEED

aryRespondentToCenterMapping
aqryRespondentToCenterMapping90
aryRespondentToCenterMapping-All
aqryResponseRates

arySextoRespondent

Exit Survey Report

aryssc April — June 2009

Copy OF qryUnion90-95ARC

Copy Of aryUnionAllResponses - LARC

Uncensored Version
Please Distribute with Care

qryUnion20-954gency

B8 LEEEHEH

qryUnionAllRespanses

]
&
»

rptAgency
rptAgency-1stQH0
rptAgency-2ndQtr09
rptAgency-2ndQtrl0
rptAgency-3rdQtr09

rptAgency-BothVersions

EEEEEEET

rptAgency-Tweaked

IPIKSC

a
8
»

macARC
macDFRC
macGRC
macGSFC
macHQ

maclSC /
macksC

mackSC-Tweaked POC: Roy D. Lee
(228) 813-6133
madARe roy.d.lee@nasa.gov

macMSFC
machoCenter NASA Shared Services Center (NSSC)
mach55C

macOIG

[ S S S S S S S S

-

~

macS5C J

|

Num Lock |[E]3R B %

Figure 104. Center Macro Screen
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10. Click the large ¥4 button to close Access as shown in Figure 105.

— -
AE T o T o T o e

“ Home Create External Data Datal
:;j i% lz'g @ &_‘; o et Fil

¥ XML Fil
Saved Linked Table Excel Actess ODBC

Imports  Manager Database ’j More -
Import & Link
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Exports File File orXPS Egy Mare ~ E-mail Replies | Online
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iﬂ gryRespondentToCenterMapping
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Figure 105. ﬂ Button Screen
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4.3.6 Format Agency and Center Reports:

a.

f.

Click the Select drop-down list found in the top right hand corner of the
screen and choose Select All as shown in Figure 106.

lg  Select Objects
Select All Text With Similar Formatting [(No Data)

Figure 106. Select All Screen

The entire document is highlighted.

With the document highlighted, select Aerial as the font and 9 as the
font size.

Scroll down through the document adding a space between each
guestion.

For each question with inserted text answers, a space will need to be
added to separate each individual answer; i.e., 1.A.2

1. Text answers if too long will be cut off, reference the Exit Survey
Text Report, find the text answer that was cut short, copy, and
paste the answer into the full report.

2. Confirm the number at the beginning of the text answer question,
(i.e., 1.A.2) matches the number of responses.

3. Delete the number and the wording (Character limit = 4096).
Repeat the process for each report.

4.3.7 Preparing Methodology Page:

a.

Navigate to N://SP Human Resources/HR Surveys/3.2.2.6 — OHCM
HR Special Studies/Exit Survey/Exit Survey — CS transfer/Reporting.

Choose the Excel Document titled Working Response Rate Charts.

Choose Save As and save the Working Response Rate Charts as a
new file in the current quarter’s folder.

The chart title includes the date span for which the charts will display,
(i.e., FY13 QTR2 Charts will be saved in the FY13-2nd QTR folder and
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Pl ()]

= «Q

e

would be titled Chart 1-13 to 3-13 since the chart covers January 2013
through March 2013).

Minimize the Chart.

Log into Inquisite using User ID and Password.
Choose the NASA Exit Survey v3.

Navigate to Manage invitations.

Several Inquisite Invitation Lists are combined in order to get an
accurate number of invitees by center.

Locate the dates, including the quarter, for which the report is being
developed as shown in Figure 107.
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e

Total

-
iy
]
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Figure 107. Dates for the Quarter

Each invitation must be exported individually and combined into one
spreadsheet.

Click on the first date within the quarter as shown in Figure 108.

————

@

ANl
“aMubY

C
3 s

a0

= az

E

2a
aa as
5a
10 10

NN -
Woa

2o
3 T
= =
o o
14 14
12 1
1an7 EE]

PONDNUODO S

an
N
o
-]

Figure 108. First date within the Quarter Screen
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m. When the screen appears as shown in Figure 109, choose Export this
email list to a text (CSV) file under the Export email list menu.

| ftps RGOV cgi-hin geurvey admin,coffrequiest samplefaction s manageficampleide 5 Bsessiomds GIDRTWEXDEQM

He it View Faveeles Took
G Faerles g B WebrooS [3] oMax -Mentityond Aec.. @ ERTS Admn @) Workorce Tnlomnabo.. ] Soguesed St = Franbotmal ) Vb S ey #

& Manage Emai it Be e m e P Sleyw Tooke v "

Logged inas

) tome [:JStmys ['T' Reports

Survey  NASA Exit Survey v3

Manage Email List Back to Manage Invitations
01.04.13

[Add o emal s Email st staisics
o Add members manually Members 5
oImpart members from an address book or text file Invited &

o Import an email st from anather sunvey
Responded 0

Editemal st

o View or edit the people in this email ist
o Rename this emall list

o Reset statistics for this email list

0 Delete this email st

o Export this emaillist fo a text (C3V) file

Dane & Local intranet | Protected Mode Of fiv s -

Figure 109. Export email list Screen
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1. When the screen appears as shown in Figure 110, click here in the
Click here to download the file phrase.

L01078105704 L3101 30658 skided | 381 FACR953TA0ST5URES

Edt View Favortes Tooks Help
o Favorites i @) WebFPPS EIGMAX-IM!\MMAL(... & P15 Admin @ Worklorce Transtormatio.. [ Suggested Stes = ) Fre Hotmal @ Web Shce Gallery »

# Sample eacy for downlosd Biw B v 0 mov Pager Seleyr Tooke v

Logged in as

Survey | NASA Exit Survey v3

Your email list has been exported to a comma-delimited file (.CSV) and is ready for download.
Click here to downlozd th i | /

Click here to return to Manage Email List

Dare 6 Local inranet | Protected Mode: OFF v K19 v

Figure 110. Click here to download the file Screen
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2. When the screen as shown in Figure 111 appears, choose Open.

Do you want to open or save this file?

Mame: TNQ-20101019105704-1341013066.cs5v
Type: Microsoft Excel Comma Separated Values File, 1....
From: survey.nssc.nasa.gov

Save Cancsl

Open

While files from the Intemet can be useful, some files can potentially
harm your computer. Fyou do not trust the source, do not open or
save this file. What's the risk?

9

Figure 111. Open Screen

3. The CSV file will automatically open.

4. Minimize the file.

i - 0 (= N Q- 20101019105704 1341013066[1] csv = MicrosoftExcel 10 oo =

Home Insert Page Layout Formulas Data Review View Acrobat () e o = 23.

:‘j i' Calibri 11 o A = E[;] M- S Wrap Text General - ij‘ ﬁ 7’_;}4‘ E‘- é‘ /?_\ g:u”thum' ﬁ [ﬁ

Mg BT E (8 AE Bucencnin | 8- % 2 |33 oot ron co | mun e rema| 5, A i
Clipboard Font Fl Alignment Fl Humber ¥ Styles Cells Editing

AL ~ | sampleDetaillD v
[ A B C D E F G H 1 J K L M N 0 P Q R S

1 |SampIeDH:SamplelD Email Salutatior FirstName LastName Authentic Languagel Status  InvitedDa Reminder Responde Reminder Notes IsReopent Reopeni¢ [Q00020DI [Q0002101 [QOO] |
2 335375 350 CHARLENE.E.GUIN@ CHARLENEBREAUX S8BMFC English 0 1/3/2013 2{3/2013 2 FALSE FALSE RETIREME ACCOUNT

3 335376 350 CHRISTOPHER.E.BOC CHRISTOP BOCK VFGSQX  English 0 1/3/2013 2/8/2013 2 FALSE FALSE RETIREME COMPUTE
| 4 335377 350 RAMON.LUGO@NASRAMON  LUGO ATQERG  English 0 1/3/2013 2{3/2013 2 FALSE FALSE RETIREME DIRECTOR

5 335378 350 MICHAELA.RICHTER MICHAEL RICHTER XWJI¥9) English 0 1/3/2013 2/8/2013 2 FALSE FALSE RETIREME INFORMA

6 335379 350 BRENDA.M.JONES@|BRENDA JONES 3H69Y5  English 0 1/3/2013 2{3/2013 2 FALSE FALSE RETIREME SECRETAR

7

8 =
5 =
10

11

12

13

14

15

16

17 M
18

19 i
M 4 v ¥ | INQ-20101019105704-1341013066{1 ¥2 4] w | r [
Ready | |[E@m 100 =) [} ()

Figure 112. CSV File Screen
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5. On the Inquisite screen, click here in the Click here to return to
Manage Email List phrase as shown in Figure 113.

A

8 s vy ncsc amgovi -5 s eyacimin carequasts samplelachions Vasessonids GTDPTWGRDEQHR: T508sarvey ey G- AL0L0STIN-LAL0L 066 ke 016 0CR0ST A0S TESIBR3

Gt View Footes Took Help
o Fovontes (& B WebFPPS BIGMM-MW andhcc. @) EPISAdmin @ Worklorce Tramstormation, [ Suggested Stes = ) Free Hotmal @ Web Shce Gallery

# Sample ready for downlosd Bie v 0 mow Pagen Saleyr Tookw e

Logged in as

Survey | NASA Exit Survey v3

Your email list has been exported to a comma-delimited file (.CSV) and is ready for download.

Click here to download the fie, /
l Click here to retum to Manage Email List I

€& Localinkranet | Protected Mode: OFF i K% -

Figure 113. Click here to return to Manage Email List Screen
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6. When the screen as shown in Figure 114 appears, click Back in the
Back to Manage Invitations phrase.

"w 2| hitps ARGV cgi- i ey admin, o7 requests samplesampleids 3308 cecsmmids GTOPTWEXOEQM 2 ﬂ 4| % jo oy Ar

Fle bl Vew faeile Teok Hep
e Fovortes s B WebrPPS (] 0MA - enttyand Acc.. @ EPTS hdmn ) Wordores Tranfomnatio.. [ Sugoesed Stes v ) Fr Holmall ) Vieh Sce Gl ¥
& Manage Emai List Bre B me Pagee Seleyw Toohe @+

Logged in as

Survey  NASA Exit Survey v3

Manage Email List [ Back to Manage Invitations ]
01.04.13

Add to email list Email list statistics

0 Add members manually Members 5

Import members from an address book or text file

o Import members from an address book or text file Invited

olmport an email list from another survey

Edit email st

o View or edit the pecple in this emall ist
o Rename this emai list

o Reset statistics for this emai list

0 Delets this emaillist

Responded 0

Expunemaﬂ list
o Export this email list to a text (C5V) file

G Local ikrane | Protected Mode OF far Ry v

Figure 114. Back to Manage Invitations Screen
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7. When the screen as shown in Figure 115 appears, click on the next
date within the quarter.

TV neEE NSOV < gi-Bingeurveyadmin.coilrequasts myitation: Bcestianide KHATVIPRGUS

GUR: - o
Fde Edb Veen Feveites Took Help
G Favortes % B WebPPS [ IMAX - Mentty and Acc.. @ EPTS Admin ) Werklorce Trarstomnatio.. [ Suggested Stes = ) FrenHotmal @ e Shce Gally =
8 Menage i it | Biv B0 oy Pager Sy Tooks v
09.07.12 6 6 5
09.13.12 6 6 3
9.25.12 5 5 3
10.11.12 40 40 23
10-25-12 32 32 2
11107112 24 2 10
11.16.12 24 24 1"
11.30.12 36 36 24
122112 58 58 2
12.28.12 10 10 4
01.0413 / 5 5 0
125113 20 20 9
02.08.13 7 i 3
02.22.13 8 8 2
03.08.13 g 3 6
03.22.13 14 14 2
04.05-13 12 12 0
Total 1187 1187 590
o New email list
€& Locaintanet | Prtected Mode: OfF fav Hmo% v

Figure 115. Next Date within the Quarter Screen
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8. When the screen appears as shown in Figure 116, choose Export
this email list to a text (CSV) file under the Export email list

menu.

et amplefiathons mantgeilaampleids 15 Esessionds GTOPTWCEOM. v |4 % o p

JR | Pty s nagagov ey qraneyadmin, g7

Fe Edt View hvn!vtu Tools Help
g oot 5 @ WebPoPS (] laMA - ety snd Acc. @ EPYSAdewn ) Woikorce Transtomnaba., [ Suqnested Sies » ) Free Hotmal @) Web e Gy
18 Manage Email it Koo B0 me Page Sdleye Toow @

Logged in as

i) Home l:JSan "l" Reports

Survey = NASA Exit Survey v3

Back to Manage Invitations

Manage Email List
01.0413

T

o Add members manually Members 5
o Impart members from an address book or text file .
P 9 . Invited 5

o |mport an email list from another survey
Responded 0

oRename al list
o Reset stai 1 this email ist
o Delete this emall list

‘ Export email list

o Export this email list to a text (C5V) file

r’d

& Local intranet | Protected Meds: 08 i RN -

Figure 116. Export email list Screen
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9. When the screen as shown in Figure 117 appears, click here in the
Click here to return to Manage Email List phrase.

i elrequestssampieBlacionz expartiemarte] sassionids GIDFTWEDEQME: T5)8survey L01078105704 L1 0L 30658t askided | 381 GASR953T 05 T50HBS

it View Favertes Tooks Help
o Favorites 4 @) WebFPRS BIGMAX-IMW andhce. @ EPTS Admin @ Woeklorce Transformatio., [ Sugaeeted St = B Fres Hotmal @ et Shce Gallry =

18 Sample ready for downlosd

=

* @00 m e Pager Slaye Tooke e

Logged in as

Survey | NASA Exit Survey v3

Your email list has been exported to a comma-delimited file (.CSV) and is ready for download.

Click here to download the file,

[Click here to return to Manage Email List ]

€& Localirtrane | Frotected Mode: OF v R0 v

Figure 117. Click here to return to Manage Email List Screen
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10. When the screen as shown in Figure 118 appears, choose Open.

w TeWREy wmE 5 - —x)

File Download

Do you want to open or save this file?

A j Mame: INGQ-20101019105704-1341013066.csvw
ci Type: Microsoft Excel Comma Separated Values File, 1....

From: su Ney.rﬁsc.nasa.y

Save ][ Cancel J

ham your computer. f you do not trust the source, do not open or

|® While files from the Intemet can be useful, some files can potentially
= save this file. What's the risk?

Figure 118. Open Screen

11. The CSV file will automatically open as shown in Figure 119.

Home Insert Page Layout Formulas Data Review View Acrobat [~ e = o EE-
_3 iv Calibri 11 or A A= _ﬁ B S Wrap Text General - ij ﬁ L;L,_'i E_ ?‘ ’E E:‘J‘tfsum' ‘i? lﬁ
g | Bz E- Bencacone| § - % > || oo G| mon ol fome | 5 g, S22
Clipboard Font £l Alignment Fl MNumber £l Styles Cells Editing

a1 - f« | sampleDetailiD -

A B & D E F G H 1 ) K L M N [0} P Q R 5.

1 [SampleD: _Samplel[] Email Salutation FirstName LastName Authentic Languagel Status InvitedDa Reminder Responde Reminder Notes IsReopent ReopenN¢« [QO0020DI [QO0021Di [QO0OC |
2 346675 364 GARY.R.SPEXARTH@ GARY SPEXARTH255FUA  English O HiHHHHH 2/4/2013 0 FALSE FALSE RESIGNAT AEROSPAL
g 346676 364 BRIAN.R.TAYLOR@N BRIAN TAYLOR B2895Z English O HHHHH SRR 2 FALSE FALSE RESIGNAT AEROSPAL

I 4 346677 364 MAE.MANGIERI@NA VADA MANGIERIBP3CAS  English O s 2/8/2013 sHHHE 1 FALSE FALSE RESIGNAT COMMUN
5 346678 364 JONATHAN.L VANNCJONATHAI VAN NOO A4RT7B  English O HHIRHHH | T 2 FALSE FALSE RESIGMAT ELECTRICA
6 346679 364 GALEN.P.OVERSTREE GALEN OVERSTREPJKBDX  English O iR i 0 FALSE FALSE RETIREME AEROSPA(

7 346680 364 MARK.E.PESTANA®@IMARK PESTANA 856194 English O HHIRHHH | T 2 FALSE FALSE RETIREME AEROSPA(
8 346681 364 CARL.B.PILCHER@MNZ CARL PILCHER AWEKKT English O HHIRHHH | T 2 FALSE FALSE RETIREME DIR, NASA =|
9 346682 364 DONALD.L.PIPKINS@ DONALD PIPKINS BEQPD5S English O #HithHHHH i 0 FALSE FALSE RETIREME ELECTRON

10 346683 364 WILLIAM.D.PHILLIPS, WILLIAM PHILLIPS 25K3GM English O HHRHAH | SHREHHR 2 FALSE FALSE RETIREME FACILITIES
11 346684 364 MICHAEL.A.RICHTER MICHAEL RICHTER NEMNGN English O HHRHAH | SHREHHR 2 FALSE FALSE RETIREME INFORMA
12 346685 364 DENISE.M.WHITE@NDENISE WHITE UMB6U7 English O HHRHAHH R 0 FALSE FALSE RETIREME IT SPECIAL
13 346686 364 RICKY.LHOFF@NAS/RICKY HOFF VKT4F)  English O HHRHAH | SHREHHR 2 FALSE FALSE RETIREME PHOTOGR
14 346687 364 PAULFUNG@NASA.I PAUL FUNG GA9Z7N  English O HIHRHAHH | $HRHHHER 2 FALSE FALSE RETIREME PHYSICAL
15 346688 364 DAVID.J.STEIGMANEDAVID STEIGMAMP27EMW  English O HIHRHAHH | $HRHHHER 2 FALSE FALSE RETIREME PROGRAN
16 346689 364 DAVID.J.BRINKER@MDAVID BRINKER XT7NFS English 0 sugsaEss 2/8/2013 2/8/2013 1 FALSE FALSE RETIREME RESEARCH | ]
17 346690 364 PBOUNDS@NASA.G(PHILLIP  BOUNDS QYF7ZC  English O HIHRHAHH | $HRHHHER 2 FALSE FALSE RETIREME SECURITY .

13 346691 364 LESLIE.H.STAPLES@N LESLIE STAPLES 5SD6F2U  English 0 shsEEEEg 2/8/2013 2/8/2013 1 FALSE FALSE RETIREME SENIOR Al
19 346692 264 NDIANF.H.ANDRFWSEDIANF ANDRFWS W7T209  Fnelish 0 EHEHEEEE n FAISFE FAISF  RFTIRFMF ADMINIST 1l
44+ M| INQ-20101019105704-1341013066(1 %2 ki il ] (0|
Ready | IEERE S y! (+)

Figure 119. CSV File
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12. When the screen appears as shown in Figure 120, click in the top
corner of the screen to select all of the items (1).

13. Right click the selected items (2).

(K™~ ez Q- 20L01019005704-1341013068[ 1] csv - Microsoft Bcel o

File Home | Inset  Pagelayout  Formulas  Data  Review  View  Acrobat 4] e SR
= ¥ o oexy E=f pe = . # ﬁj} 7 Sm B m EAutoSum'iYﬁ
_j - Calibri 1 A ) _: %’i_ =)' Wrap Text General g jﬂ gﬂ B U" ‘u ﬂm' 7 .
Pafte 4 BIU- i &-A ESE EE Emgeacta- §% 1 90 Fcoorr:ndaﬂ?nlal ESF?;EF: Stjeell' Inim Dﬂfte For'mat 3 Cear éﬁtr:f: ;T:ct&
Clipboard Font A Alignment i Humber A Styles Cells Editing
/ﬁ“ v Je| SampleDetaillD v
Ja D c o el el el w ol skl o Iiwm]wn]oler]alr] &
1 [SampleDe SamplelD Email  Salutation FirstNamé LastName Authentic Languagel Status  InvitedDa Reminder RespondeReminder Notes  IsReopent Reopeni¢[Q00020D1[Q0002101Q00] |
(1| 346675 364 GARY.R.SPEXARTH@ GARY  SPEXARTH2SSFUA  English 0 Fl 242013 0 FALSE  FALSE RESIGNAT AEROSPA(
3| 36676 364 BRIAN.R.TAYLOR@NBRIAN ~ TAYLOR B2835Z English ( RSy S 2 FALSE  FALSE RESIGNAT AEROSPA(
| 4| 36677 364 MAEMANGIERI@NAVADA  MANGIERIBP3CAS  English / ( sbtaekl 2/8/2013 Hanpst 1 FALSE  FALSE RESIGNAT COMMUN
(5| 346678 364 JONATHAN.L.VANN(JONATHAI VAN NOO A4RT78  English (0 FbHHY S 2 FALSE  FALSE RESIGNATELECTRICA
6| 346679 364 GALEN.P.OVERSTREEGALEN ~ OVERSTREPIKBDX  English 9 (0 R sabatn 0 FALSE  FALSE RETIREME AEROSPA(
7| 346580 364 MARK.E.PESTANA@IMARK ~ PESTANA 856134  English (0 FHHHHY S 2 FALSE  FALSE RETIREME AEROSPA(
(B[ 346681 364 CARLB.PILCHER@N/CARL ~ PILCHER AWEKKT English (0 FbHHY S 2 FALSE  FAISE RETIREMEDIR, NASA |-
9| 346682 364 DONALD.LPIPKINSGDONALD PIPKINS BEQPDS English (0 Ht famhias 0 FALSE  FALSE RETIREME ELECTRON
10] 346683 364 WILLIAM.D.PHILLIPS WILLIAM PHILLIPS 25K3GM  English (0 FHHHHY S 2 FALSE  FALSE RETIREME FACILITIES
(LLf 306634 364 MICHAEL.A.RICHTER MICHAEL RICHTER NEMINGN English (0 FbHHY S 2 FALSE  FALSE RETIREME INFORMA
12] 346685 364 DENISEM.WHITE@NDENISE WHITE  UMB6U7 English (0 R sabatn 0 FALSE  FALSE RETIREME IT SPECIAL
(13] 346586 364 RICKY.LHOFF@NASIRICKY ~ HOFF  VKT4F)  English (0 FHHHHY S 2 FALSE  FALSE RETIREME PHOTOGR
14| 306687 364 PAULFUNG@NASA/PAUL ~ FUNG ~ GASZIN English (0 FbHHY S 2 FALSE  FALSE RETIREME PHYSICAL
13] 346588 364 DAVID.J.STEIGMANEDAVID  STEIGMANPZTEMW English ( RSy S 2 FALSE  FALSE RETIREME PROGRAN
16] 346589 364 DAVID.J.BRINKER@NDAVID  BRINKER XT7NFS  English ( skl 2/8/2013 2/8/2013 1 FALSE  FALSE RETIREMERESEARCH
17| 346690 364 PBOUNDS@NASA.GIPHILLIP  BOUNDS QYF7ZC  English () FEEY B 2 FALSE  FALSE RETIREME SECURITY.
18] 346691 364 LESLIEH.STAPLES@NLESLIE ~ STAPLES SDGF2U  English 0 sy 2/3/2013 2/8/2013 1 FALSE  FALSE RETIREME SENIOR Al
F 346697 364 NIANF HANDRFWSADIANF  ANDRFWSWFT209  Fnlish Iz fnzbithaz n FAISE__ FAISE RFTIRFMF ADMINIST f
Ho4r M| INQ-20101019105704-1341013066(1 /%) 14 Ii | b
Ready | Average: 45978806.22  Count: 511 Sum: 10433167819 \@lﬂ@ 100% IZ:-::I U l_:{":'

Figure 120. Select All Items Screen
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14. When the screen as shown in Figure 121 appears, select Copy.

Paste Special...

Insert

Delete

Clear Contents
ﬁ Format Cells...

Row Height...

Hide

Unhide

Figure 121. Copy Screen

15. Pull up the previously minimized CSV file as shown in Figure 122.
I I CECUCTTEL R UE P M Tosi Y

-
Home | Insert  Pagelayout  Formulas  Data  Review  View  Acrobat o @o@ =

3 *;' Calibri 1l s AN = E[; AP S Wrap Text General - ijﬁl ﬁ g E_ ;‘ ’E‘ éi:;tisum' ﬁ [ﬁ
g |mou-E- B | § - %+ | % 33| gt o ci | men o romt| 5,212 T2
Clipboard T Font £l Alignment 5 Humber = styles Cells Editing
Al - fe | sampleDetaillD v
A B = D E F G H 1 ] K L M N (o] P Q R 5.
1 |SampleD _SampIeID Email Salutation FirstName LastName Authentic Languagel Status InvitedDa Reminder Responde Reminder Notes IsReopent ReopenN¢[Q00020D( [Q00021D1 [Q00] |
335375 350 CHARLENE.E.GUIN@ CHARLENEBREAUX S8BNFC English 0 1/3/2013 2/8/2013 2 FALSE FALSE RETIREME ACCOUNT
e 335376 350 CHRISTOPHER.E.BOC CHRISTOP BOCK VFGSQX English 0 1/3/2013 2/8/2013 2 FALSE FALSE RETIREME COMPUTE
| 4 335377 350 RAMON.LUGO@NASRAMON  LUGO ATQERG  English 0 1/3/2013 2{8/2013 2 FALSE  FALSE RETIREME DIRECTOR
5 335378 350 MICHAEL.A.RICHTER/MICHAEL RICHTER XWIY9) English 0 1/3/2013 2/8/2013 2 FALSE  FALSE RETIREME INFORMA
6 335379 350 BRENDA.M.JONES@IBRENDA JONES  3HG9Y5S  English 0 1/3/2013 2/8/2013 2 FALSE  FALSE RETIREME SECRETAR
7
8 =
5 =
10
11
12
13
14
15
16
17 N
13
19 il
H 4 r M| INQ-20101019105704-1341013066(1 - #J el il | (0]
Ready | |[EOm 100% &) ) (1)

Figure 122. CSV File
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16. Paste the copies files into the previously minimized CSV file.

17. Repeat the process until all the invitation dates are combined into
one document.

D00 D G S et o T o
File Home | Inset  Pagelayout  Formulas  Data  Review  View  Acrobat & e o
__j ‘h Calbi v A Sl 9 Siweptet General . ﬁ ﬁjﬁ _g'dl Eﬂ ? @ ;:'lt?s”m' ‘;? Lﬁ
e | B2 U B Ar | EEE| S Eueoacoire| $ % o |58 Ot T GO | et ol e b8
Clipboard Font fl Alignment i Number Fl Styles Cells Editing

Iy v e | 346675 v
[ ale fcfolelrfelwl v [v[el vim[wvloflrlalr]s

1 SampleDe SamplelD Email  Salutatior FirstName LastName Authentic LanguagelStatus  InvitedDa Reminder Responde Reminder Notes  1sReopent Reopeni¢ [Q00020DI[Q000210([Q000 |
1 335305 350 CHARLENE.E.GUIN@ CHARLENEBREAUX  SBBNFC  English 0 1f3/2013 2f8/2013 2 FALSE ~ FALSE RETIREME ACCOUNT
3 333 350 CHRISTOPHER.E.BOCCHRISTOP BOCK  VFGSQX  English 0 132013 2f8/2013 2 FALSE ~ FALSE RETIREME COMPUTE

I4 335317 350 RAMON.LUGO@NASRAMON  LUGD  ATQERG  English 0 1f3/2013 2f8/2013 2 FALSE  FALSE RETIREME DIRECTOR
3 35 350 MICHAEL.A.RICHTER MICHAEL RICHTER XWJYS)  English 0 132013 2f8/2013 2 FALSE  FALSE RETIREME INFORMA
6 335379 350 BRENDA.M.JONES@IBRENDA JONES ~ 3HASYS  English 0 1/3/2013 2/8/2013 2 FALSE  FALSE RETIREME SECRETAR

| 7| 346675 364 GARY.R.SPEXARTH@ GARY  SPEXARTH233FUA  English 0 s 2/4/2013 0 FALSE  FALSE RESIGNAT AEROSPAXE EN(=

| 8 | 346676 364 BRIAN.RTAYLOR@NBRIAN ~ TAYLOR B2895Z  English 0 S HE 2 FALSE  FALSE RESIGNAT AEROSPAKEEN

| 9| 346677 364 MAEMANGIERI@NAVADA  MANGIERIBP3CAS  English 0 st 2/8/2013 shusnbss 1 FALSE  FALSE RESIGNAT COMMUMNCATI

(10| 346678 364 JONATHAN.LVANN( JONATHAIVAN NOO AZRT7B  English 0 S fE 2 FALSE  FALSE RESIGNAT ELECTRICALENG

(11| 346673 364 GALEN.P.OVERSTREEGALEN ~ OVERSTREPJKBDX  English 0 s i 0 FALSE  FALSE RETIREME AEROSPAXE EN

|12 346680 364 MARK.EPESTANA@IMARK  PESTANA 8%6)94  English 0 S 2 FALSE  FALSE RETIREME AEROSPAKEEN

| 13| 346681 364 CARLB.PILCHER@N/CARL  PILCHER AWEKKT English ( S S 2 FALSE  FALSE RETIREME DIR, NASAASTR —
|14 346682 364 DONALD.LPIPKINSEDONALD PIPKINS BEQPDS  English 0 i 0 FALSE  FALSE RETIREME ELECTROMICSEP

(15| 346683 364 WILLIAM.D.PHILLIPS WILLIAM PHILLIPS 2SK3GM  English () SHfht dtih 2 FALSE ~ FALSE RETIREME FACILITIEY MAN

| 16| 346684 364 MICHAEL.A.RICHTER MICHAEL RICHTER NEMNGN English 0 S 2 FALSE  FALSE RETIREME INFORMAJION

|17 346685 364 DENISE.M.WHITE@NDENISE  WHITE ~ UMB6U7 English [l e 0 FALSE  FALSE RETIREME ITSPECIAUIST (C
18| 346686 364 RICKY.LHOFF@NAS/RICKY ~ HOFF  VKT4F)  English 0 S 2 FALSE  FALSE RETIREME PHOTOGRAPHIC

F 346RR7 364 PALILFING@NASA. PALI FIING  GA977N  Fnalish ) BHsHEREE SHEHEEEE 7 FAISF FAISE RFTIRFMF PHYSICALRCIFN ¥
W4 ¥ M| THQ-20101019105704-1341013066(1 /¥ |I|1| i | i[|
Select destination and press ENTER or choose Paste | Average: 7063387097  Count:304  Sum: 8753600 |@]@@ 100% I-I U IE;I

Figure 123. Pasted file into Minimized CSV File
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18. Save the file as an Excel file in the correct Quarter’s folder as
shown in Figure 124.

r@ Save As T _ FE T lﬁ

@(&4 |« BitSurvey » BxitSurvey -CStransfer » Reporting » FYL3 » FY13-2nd QTR v | 4| | Search Fr13-2nd QTR Iy

Organize New folder Er @

. FINANCIAL DISCLOSURES - Name Date modified Type Size
. HR Surveys - Shortcut
i Eﬂ Chart 1-13 to 3-13.xlsx 4/16/2013 424 PM  Microsoft Excel W... 24 KB
- Libraries

3 Documents

J'u Music

k= Pictures

B videos

m

18 Computer
& Local Disk (C) 1
L nssc-shared (WnsscfsDlp) (M
¥ nssc-mfdscan (V\nsscrfd01 /

o

File name: Inquisite Invitation List vs Responses FY13 2QTRaxdsx

ave as type: [Excel Workbook (*xlsx)

Authors: Seals, Georgia G (NSSC... Tags: Add atag Title: Add a title

[ Save Thumbnail

“ Hide Folders Tools = [ Save ] l Cancel l

Figure 124. Saved Excel File
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n. Confirm the number of entries in the Excel file matches the number of
invitations sent from Inquisite for the quarter as shown in Figure 125.

1. As an example for the quarter there were 63 sent invitations and

there should be 63 entries in the spreadsheet.

s T T R TR 'mm
T8 =

........ T [T P PP ey p——
(]
6
5
40
32
24
24

10
5
20
7
8

14
12

Total 1187 1187

o New amail list

S Locs mmraree | Protmctas Msan O

Figure 125. Example of Quarter Numbers

6

6

5
40
32
24

i

14
12

5

3
3
23
22
10
11
24
23

QO NGO N WECOLM

o
(-1

e e

2. Open the Invitation List Excel file in one screen and open the chart

Excel file in the other screen.

Apply filters to the Invitation List Excel file.

Filter the entries by center (1) and click OK (2) as shown in Figure

126.
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5. Record the number of invited by center in the charts.

2] sortAtez
Zl sontztoa

Sort by Color >

Text Filters o »
Search Fe
- o /

£ RETIREME DI, NASA 1301 $.036+08
RETIREME PHYSICAL 1301 4.22E+08 M ASIAN 63 ARC SCF EECCEEet
FALSE FALSE RESIGNAT SYSTEMS / 510 1.55E+08 WF ASIAN 3 ARC CF L

30 3/8/2003

4% af5fami FALSE  FALSE RETIREME PROGRAN 333 BTIES08 14 F ASIAN 62 ARC CHM afafans
57 4/5{2003 FALSE FALSE RETIREME ADMINIST 341 5.1BE+08 WF WHITE 60 ARC D FEERRIED
B0 a5/2013 FALSE  FALSE RETIREME AEROSRAY BE1 33RO 15 M WHITE 56 ARC ADK maunmmey
61 4/5/2013 FALSE FALSE RETIREME LEAD PUBI 1035 62379150 UM WHITE 68 ARC vC Lol
62 4/5/2013 FALSE FALSE RETIREME SENIOR 5S¢ B854 103608 oM WHITE 66 ARC n 5/3/2013
55
66
67

L3

69

mn

5 /

k7

3
74
B

¥ W m0-20101019105704-1341013066{3 T i R — - 31|
ety 8 ol 63 recards found Count 17 | |60 A0 - 100% [~ o L)

Figure 126. Filter Screen

6. The Bar Chart should automatically begin to fill in color as the
invited numbers are typed in.
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7. Repeat the process for each center.

1 AN

Eeited/Rasgonded by Canter Rutpone kate by Canter

PLEET TR T R
in__

sEFERFREI00

[
|

P n - =
S o : =
. H - -
Gere o s -
. o o -
o o ] o
i o u =
re 5 ] B
e H » i
sae u ol -
S — =

Bz ngepuranaesnsra e snssywannry

=3 n T e

sores
[T 8 c D E F [ H ] 1 K L M N o P a5
1
2
8 center_Blinvited BlResponded _______ BlNoResporse _________ EllResponse B
4 ARC B8 o 0%
5 DFRC [ o " sowjor
& GRC o [ " #owjol
7 GSFC [ 0 " wov/ol
& Ha o o " rowjo!
L ] ] " sowjo!
10 fisc [ (] 7 wow/or
11 {URC o o HO/OE
12 MSFC o [ 7 woivjor
13 NSSC o o HDIV/O!
14 lssc o 0 T RO/l
3 I .
e
17
18
T Invited/Responded by Center Response Rate by Center
20
as| 8 100%
22| 5 wx}
23 =
o § 0% |
25| 8 0%
% 4 0%
27 — 50%
8 %
oy 2 30%
o 0%
3 _——---------—
- T e s e il
[, P TN = —_
i: # Invited ® Responded ARC DFRC GRC GSFC MO ISC  KSC LARC MSFC NSSC SSC
55
36
37 o
4 vw) sheets (B3 Ing] — 30}
Resey | ErrRe ; £

Figure 127. Bar Chart




NSSC Process Work Instruction

NSPWI-1280-0003

Revision 0001

Number

Effective Date:

August 13, 2014

Expiration Date:

August 13, 2015

Page 108 of 126

Responsible Office: Quality and Performance Measurement

SUBJECT: NASA Exit Survey

8. The Bar Chart does not automatically appear accurate as shown in
Figure 128.

Gilbrifod) <10 - A o

BIL- _

4 ARC
5 DFRC
6 (GRC
1 GSFC
8 HQ 1
9 15C 10
10 1K€ 1
11 (ARC §
12 MSFC 3
13 NSsC i

4

3

14 55C

EESEEFESEEEEL

1 Invited/Responded by Center Response Rate by Center

H 1
5 m
5 11 B
g ED%T
B 4 0% ‘{
A = am e 0
7 l l 0% :
3 i rE R EE NSNS l_, - |

£ | -

n 10% ‘
ARC DFRC GRC GSFC MO JSC  KSC LARC MSFC NSSC SSC

3 = = = = = e e = = = =

ARC DFRC GRC GSFC HO JSC KSC LARC MSFC MSSC SSC

£y minvited ®Responded

%
£
3 2

1] sheett /B Tal B Ml
Rtagy (=0 um ) V=0

Figure 128. Inaccurate Bar Chart

9. Play with the numbers in the chart as shown in Figure 129 to make
the bar graph appear accurate (1) (Adding a.2 to each number
might be all that is necessary to bump the bar (2) up to the line).
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10. Save the chart file and minimize it.

Pagelajout  Fomiula

1“"‘ Gibigod 0 AW T e } ! v A
i BLO- & (B A EFE EE Eeepencems- | §-% 1 W0 N Tk \ | put Note sert Delte Forma '_:Iw_ n::“a
ipboard -} Font Hlignment Nymber Shit
| Chart 4 - &
[lcenter [=|invhied = Responded + | No Response + | Response - F G H | 1 K L M N a P Q?
"
0%
%
%
L)
58
58|
60
Response Rate by Center
100%
0% 1
B0%
%
0%
0%
%
0%
0% 7
%
z: ARC DFRC GRC GSFC HO IS KSC LARC MISFC NSSC SSC LA : ".\S'. : o '."?" : f "L. &.
75 wimvited B Responded &d{‘h& p&t‘?ﬁ‘b i
e
n
7
80
81
82
83
84
85
3
8
8 o
MW sheett (3 L C — ol
Reagy | |00 uss - =0

Figure 129. Accurate Chart
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0. To determine the number of responses by center for the quarter, open
Inquisite using User ID and Password, and navigate to the NASA Exit
Survey v3 Survey Administration page as shown in Figure 130.

Pl Edt View Fevortes Tooks Help
v Faverites (@ WebFPPS EJGMM-MU}, andAce. @ EPTSAdmin @ Worklorce Tramsformatio., [ Suggested Stes = B Free Hotmail @ Web Shce Gallery »

8 Suvey Administrstion | __-’51‘1 * B mmov Pager Saleyr Tookv v ".
Survey Administration / Select another survey to ad_mimstar:
NASA Exit Survey v3 - KN

Survey: NASA Exit Survey v3
Survey code 3HBTHT B  Previewsurvey
Current status Active B Takesurey
Last published 10/2012010 &

3 Ueactivate this survey
Response summary Email Lists @
Completed 603 # Email Lists 61 El  Build interactive report
In progress 7 Invitations sent 1187 W Viewrepors

Reminders sent 582
i Manage invitations
Authentication On

84 Manage responses
‘ 1] ‘ This survey is currently active, and response data has been collected. Click 'View reports' to view and analyze response data. |
Survey options @
Name NASA Exit Survey v3 @ Editsurveyoptions
Response limit G B Deployment History
Cutoff date X Delete this survey
Protection On

QLm\ intranet | Protected Mods: OfF v R1% -

Figure 130. NASA Exit Survey v3 Survey Administration Page
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1. When the screen appears as shown in Figure 131, choose View
Reports.

(3Bl e e s g - et i, ey HOBFAGSG -4 xJom 0

Fe b Ve e Toh_fep
iy Faverites - 3 B WebFPPS EIGMH-W!W ad Aec.. @ EPTSAdman @) Workloce Translommatia.. [ Sugoesed Stes » @) Fre Hotmall @ Web Shce Galery

8 Survey Adrministration G @ m e P Slays Tooky @ "

Logged in as

Survey  NASA Exit Survey v3

Survey Administration Select another survey to admiister
NASA Exit Survey v3 . "
Survey: NASA Exit Survey v3

:

Survey code 3HB7HT [  Previewsuvey
Current status Active B Tekesuvey
Last published 10/2012010

M Deactivate this suvey

Response summary Email Lists 4
Completed 603 #Email Lists 61 f]  Buid interactive raport /
In progress 7 Invitations sent 1187 Viaw feports
Reminders sent 582
Manage invitaticns
Authentication On

h l

Manage responses

l (1] {Tﬂis survey s currently active, and response data has been collected. Click 'View reports'to view and analyzs response data. l

Survey options 0
Name NASA Ext Survey v3 B  Editsurvey options
Response limit d [+)

Deployment History
& Local intranet | Protected Mode O3 fiv s v

Figure 131. View Reports Screen
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2. When the screen as shown in Figure 132 appears, choose Export
Responses to Text (.CSV Format).

) bt sitiey oosc mmigov! i b qreports cqiliequests e adminBdessonae WDEIFIGI]

fle bt View Focles Took Help

g Fovortes s @ WebPPPS. [A] MAX - ety sndAcc., @ EPTS Adin @ Workorce Tranformati. [ SuggetedStes + ) FresHotmall ) Web Sice Gl #

& Repont Adminisraion Boe B vt me Pager Sl Toosw @+ &
[ UEEEEECIVE O T pUNS TR yOu A AnEyze, e wpere
customize and export to POF. No Finished Reports
o Create & comprehensive interactive report
Analysts modify
Carol Cordova
- - Colleen Fricke
Generate a new report for analysis, publishing or RorL
sharig, Click on a reporttype below to begn crezting oy .
your report Shannon O'Connor-Jobe
o Frequency Distribution Reports
Saved reports viewal
o Cross Tabulation Reports No Saved Reports
o Response Summary Reports
Published reports view all
0 Response Detail Reports )
No Published Reports
a Survey Campaign Reports
| Export data
Export your survey and raspanses into different
farmats by clicking a link below.
o Export Survey to Word ( RTF Format) /
o Export Responses to Text { CSV Format)
o Export Responses to SPSS ( SAV Format)
0 Export Responses to Access (MDB Format)
& Local intranet | Protected Mede: OFF G Ry -

Figure 132. Export Responses to Text (.CSV Format) Screen
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3. When the next two consecutive screens appear, click Next on each
screen.

4. Check the Filter by date range box and key in the dates for the
guarter as shown in Figure 133.

5. Select Next.

g Favares 5 ) WebPPPS [ IaMAK- denttyand Acc.. @) EPTS Adrin ) Worklorce Transformation, [ Suagested Stes = @ Free Hotmail ) ieh Sce Gy =
(@ Esit Report Criteia - (new repart]

Logged in as

Reports

Response Grid
NASA Exit Survey v3

Questions | Responses | Dates | Appearance

Date Range Filtering Options

" Filter by date range

Fomddle: 23112 pugpyy / 12
To date: 0410113 9

<Back ‘ Exscute } Comma-separated (CSV) - ‘ Save Report |

& Local intenet | Protected Mode: 0 far Rw v

Figure 133. Filter by date range Screen
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6.
7.
8.
9

Select Execute.

Click here in the Click here to download the file phrase.

Open the file.

Confirm all dates fall within the quarter being reported
Completed Date column as shown in Figure 134.

under the

T T ——
% Wome | dnset  Pagelgjout  Fumulas  Dats  Rewew  View  Acobat 2@-a i
8 b Calin AN el B Bweere Genen - *;:i! B [Normal Bad Good Neutral [Colaation | © fE= j ;‘ et v
o, ot & i P el o — e N || et i P | B
ste . . - - i Iz 7 oy v . "NE Conditional armat Expic Y 1561 zlete Format
aboatd - font Mumbe St cel
o] - | Completed Date v
A B ) £ F G H | I K L M N 0 p aQ R s T u v w3z

‘3 ‘Responde Authent
2 |INQ-2012 TT9RK
3 |INQ-2012 797YNP)
4 INQ-2012 BUYS44
5 INQ-2012 CPGAK
6 |INQ-201326M79
¥ ;\NQ—ZUI%\‘ZKQN
B |INQ-20137V59NS
9 |INQ-20139VCTXE|
10INQ-2013( UECM
11 |INQ-2013 PIKBDK
12 | INQ-2013WZT20f
13 INQ-2013/BEQPDS
14 INQ-2013 UM86U
15 i\NQ—ZOiElZSSFUA
16 1NQ-2013/ BOEVB!
17 INQ-2013XT7NFS
18 INQ-2013 NSZWC
19 j\NQ—Zﬂi}A 506F2U)
20, ING-2013(PIGA3K
21 INQ-2013/48HHB!
22 INQ-2013BP3CAS|
3 :\NQ—ZUH‘UKWUﬁ
24 ING-2013/ C38H9T
25 INQ-2013\4AHBD
26 INQ-2013 62YUW]
2 w INQ-2013 F536€7
28 INQ-20131KM455
29 INQ-2013 QUNV»I

1
30 INQ-2013055288

31| INQ- 2013147 CBV2
32 | INQ-20138TBY7H
3

£

AP W INQ-20101019105.
Resay

Completed Date

1/14/2013 174
12/31/2012 7:
12/31/2012 10:1
12/31/2012 10:
1/3/2013 5
1/2/2013 6:2
1/2/2013 12:01
1/4/2013 8:1
1/10/2013 6:2
1/25/2013 16:2
1/28/2013 8:4¢
1/28/2013 14:04
1/30/2013 14:0
2/4/2013 16:3
2/8/2013 11:5
2/8/2013 12:0
2/8/2013 11:
2/8/201313:2
2/11/2013 7:1
2/11/2013 8:54
2/12/201315:2
2/22/2013 9:1
2/26/2013 10:4
3/8/2013 13:2¢
3/8/2013 14:3¢
3/11/2013 82
3/11/2013 105§
3/29/2013 10:14

1. We've found that people leave organizations for different reasons. Please select from the list below th 1.A.1. Please select the Nature of Work reasen(s) that affected your decision to leave.  (Choo 1.A.2, Pld.

3/22/2013 822

|. Retirement (Mot Answered)
|. Retirem J. Other (E (Not Answered)
1, Retirement (Not Answered)
|. Retirement (Not Answered)
|. Retirement [Not Answered)
I. Retirement (Mot Answered)
|, Retirement (Not Answered)
/ I. Retirement (Mot Answered)
|; Retirem J. Other (E (Mot Answered)
D. Compensation/Benefits/Perl 6. Work/life balance |. Retirement (Not Answered)
1. Retirement {Not Answered)
1. Retirement (Not Answered)
C. Career advancement/development |. Retirement [Not Answered)
A Nature B. Manage C. Career advancemiE. NASA's culturefenvironment H. Career change Work was not interesting or engaging
C. Career advancemiE. NASA's F, Personz G, Work/life balance (Not Answered)]
|, Retirement (Not Answered)
1. Retirement (Mot Answered)
1. Retirement (Not Answered)
1. Retirement (Not Answered]
B. Management (Mot Answered)
1. Other (€ {Not Answered)
G. Work/life balance 1. Other (€ [Not Answered)
B. Management 1. Retirement (Not Answered)
1, Retirement (Not Answered)
|. Retirement (Not Answered)
C. Career D. Compensation/Benefits/Perfarmance Recognition (Not Answered)
F. Personal reasons (Not Answered)
|, Retirement (Not Answered)
|. Retirement (Mot Answered)
B. Manag(C. Career D. Compe E. NASA's culturefenvironment (Nt Answered)

I, Retirem J, Other (E (Not Answered)

werage 2127595 Coynt 33 Sum L2a0e9s 7 (R0 waon (o)

Figure 134. Completed Date Screen

No patential for proi Political |
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10. Save the file as an Excel Workbook in the correct quarterly folder.

EE O W e

| O — = T

[a—a = —= Sk =

LI ]

)9 |« Bit Suvey » Bt Suvey-CStansfer » Reporting » FV13 ) FVI3-2nd QTR v | 4y || Search FY12-2nd QTR pl
- = -
Organize ¥ New folder = @
. FINANCIALDISCLOSURES -+ Name Date modified Type Size \
. HR Surveys - Shortcut
¥ &) Chart 1-13to 3-13xsx 418/2013 947 AM Microsoft Excel W.. 2418
o &) Inquisite Invitation List vs Responses YL, 4/18/2013935AM  Microsoft Fucel W. 21KB
7 Libraries
£ Documents I |
J‘ Music
[ Pictures
B Videos £
L] Computer
& LocalDisk (C) ]
L8 nssc-shared (Vinsscfd1p) (h
¥ nssc-mfdscan (V\nssemfd0l
File name:  Excel Reponses.xisy v
Save as type: lExceI Warkbook (*.xlsx) v
|
Authors: Seals, Georgia G (NS5C.. Tags: Add atag Title: Add afitle
[ Save Thumbnail
4 Hide Folders Tools + [ Save ] l Cancel l |

Figure 135. Saved File as Excel Workbook
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p. Open the chart page again

g. Filter the responses in the Excel workbook by center and fill in the
Responded column of the chart

r. The Red Bar in the bar graph should appear with each number

1. Add (.2) to the chart at the bottom to ensure the bar graph
accurately reflects the correct number.

Note: The response rate may go over 100%...this is addressed in
the report.

2. The response rate in the top chart automatically calculates while
the response rate in the bottom chart does not.

3. Manually add the response rate to the bottom chart adding the (.2)
or more so the Response Rate by Center chart appears accurate.

4. When adding the numbers to the report use the top numeric chart
for accurate numbers and the bottom bar graphs for accurate
graphs.

5. To add the Methodologies Page to the report, open the first report
and confirm the cursor is at the very top page.

6. Click the Insert tab and Quick Parts drop-down menu.

7. Scroll down and click the Building Blocks Organizer icon as
shown in Figure 136.
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Exit Survey Report
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Exit Survey FY12 3rd QTR
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=1 Field.. /

[ Q EBuilding Blocks Organizer... ]

Figure 136. Exit Survey Report

8. Sort the list by Name.
9. Find Exit Survey items.
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10. Choose the most recent (1) and click the Insert button (2) as
shown in Figure 137.

f Building Blocks Organizer .. [ ? ﬁ,r
Building blocks: Click a building blodk to see its preview
MName Gallery Category o J
Dog Ear Page Num... With Shapes
Dots Page Mum... Plain Numbe
Dots Page Mum... Plain Mumbe @
Dots Page Num... Plain Numbe
Double Table o Tables Built-In
DRAFT1 Watermarks  Disclaimers
DRAFT 2 / Watermarks  Disclaimers

Bgency-wide Exit Survey Report

[ Exit Survey - FY13 1st QTR Quick Parts  Exit Survey R F—
it Survey Footer ooters Bullt-In —

Exit Survey FY12 3rd QTR Quick Parts  General =
Exit Survey FY12 4th Quarter Quick Parts  Exit Survey R

Exit Survey FY12 QTR4 Quick Parts  Exit Survey R e

Exit Survey Report Quick Parts  Exit Survey R S i
Expansicn of a Sum Equations Built-In

Exposure Footers Built-In i
Exposure Cover Pages  Built-In i
Exposure Headers Built-In e =

Exposure Quote Text Boxes Built-In

Exposure Sidebar Text Boxes Built-In

Fourier Series Equations Built-In B
Grid Cover Pages  Built-In X
~ra T fote T | Ewxit Survey - FY13 1st QTR

4| n | i

Edit Properties. .. ] [ Delete Insert

e

A 3

Figure 137. Building Blocks Organizer

11. Change the dates on the title page to reflect the current Reporting
Quarter.

12. Change the dates under the Report Section of the report to reflect
the current Reporting Quarter.

13. Update the response rate and the charts on Page 2 of the report.

14. When adding the numbers to the report use the top numeric chart
for accurate numbers and the bottom bar graphs for accurate
graphs.
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15.

16.

17.
18.

19.
20.
21.
22.
23.
24,

25.

When pasting the charts, the charts often appear too big for the
page; simply double-click the chart to open it up and resize it to fit
in the allotted space.

If there is response rate that goes over the 100%; include an
explanation in the report (See the FY13 QTR 2 report as an
example).

Use Quick Parts to add the report footer.

The extra space at the bottom of the footer will need to be manually
deleted.

Format the page numbers to start at zero.

Choose Different First Page under the Design tab.

Close the Header Footer tab.

Double-check the page spacing on each page and save the report.
Scroll down the last page of the report.

Contact information for Question 10 should only be included in
center specific reports.

Delete the contact information on the Agency Report and add the
note below:

Example: After the question paste the note:

10. Would you be willing to talk with someone in Human
Resources (HR) about your reason(s) for leaving?
(Choose one)

Yes 7

No 24

Example: This is the actual note to be pasted - Contact information,
as provided by the respondents, can be found on the Center-level
reports.

s. Scroll to the top of the report and save as follows:

1.
2.

Save the report as a Portable Document Format (PDF).

In the .rtf version of the Agency Report, highlight everything in the
first 3 pages of the report.

Right click and choose copy.

4. Navigate to the Insert tab and select Quick Parts.

Choose Save Selection to Quick Part Gallery.
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4.3.8

Ww.

6. Name the selection and use it to insert into each center level report
(Saves time in changing the dates and charts).

Repeat formatting process for each center report.

. Change the title to reflect the individual center.

Leave the contact information for Question 10.
Save each report as a PDF.

Distributing Reports:

a.

The following two documents are needed to complete the task

1. Most current Exit Quarterly Report Distribution List located at
(N:A\SP Human Resources\HR Surveys\3.2.2.6 - OHCM HR Special
Studies\Exit Survey\Exit Survey -CS transfer\Draft Documents\Exit
Quarterly Report Distro List).

2. Draft Email for Exit Reports located at (N:\SP Human
Resources\HR Surveys\3.2.2.6 - OHCM HR Special Studies\Exit
Survey\Exit Survey -CS transfer\Draft Documents\Draft Email for
Exit Reports)

E-mail the Agency Report to Surveys Lead for quality check.

After Surveys Lead has approved the report e-mail the Agency Report
to Civil Servant Lead for quality check.

Once the report has been cleared for release update, use the Draft
Email for Exit Reports.

Compose the e-mail using the provided draft.

Change dates of the e-mail in the highlighted areas of the draft
document.

Confirm the POC in the last paragraph has not changed.
Add user’s signature.

Attach the Agency Report to the e-mail.

Encrypt the e-mail.

Send according to the most current distribution list.
Repeat the procedure for the distribution of center reports.
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5.0 Objective:
5.1 The NASA EXxit Survey is a tool used by all centers to obtain valuable input from
employees moving from center to center or departing NASA entirely.
6.0 Roles and Responsibilities:
6.1 The HR Office is responsible for the following:
a. Entering information on persons leaving the agency into the WTTS
b. Publishing losses into WTTS
6.2 The WTTS will automatically notify the NSSC an employee is separating from the
Agency.
6.3 The NSSC is responsible for the following:
a. Collecting information on the separating employee from WTTS to the Exit
Survey tool (Inquisite)
b. Administering the survey
Collecting the responses and keeping the responses strictly confidential
d. Distributing the results in aggregate form to the OHCM for all centers and
separate reports for respective NASA Centers.
6.4 The Employee is responsible for filling out the survey.
6.5 List of the roles of the NASA Point of Contact (POC) for the survey project.
Name Activity Role
Linda Lee Pultz Project Lead Project POC
Patricia Strother OHCM Lead
Chris Cejka OHCM Lead

Table 3. List of NASA Roles and Responsibilities
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6.5  List of the roles of the NSSC POC for the survey project.

Activity Role
Crystal Schossow Survey Lead (Inherently Government (IG)
Matthew Drudy Manager
Asya Kamenkovich Survey Analyst

Table 4. List of NSSC Roles/Responsibilities

7.0 Records: Yes the process produces Official Records

7.1  Yes, the process produces Official Records.

7.2  The Records produced from the process are listed on the Program Management

Office’s Mater Records Index (MRI).

8.0 Cancellation/Supersession of Previous Documents:

8.1 NSSWI-1280-0277 — NASA Exit Survey Revision 0001

Page 122 of 126
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APPENDIX A - ACRONYM LIST

AUID
CSv

Agency Unique Identification

Comma Separated Version

Fiscal Year

Human Resources

Headquarters

Identification

Inherently Government

Johnson Space Center

Master Records Index

Microsoft Access Database

National Aeronautics and Space Administration
Nature of Action Code

NASA Shared Services Center

Office of Human Capital Management
Portable Document Format

Point of Contact

Process Work Instruction

Statement of Work

Service Provider

Universal Uniform Personal Identification Code
Workforce Transformation & Tracking System
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APPENDIX B — SURVEY PROCESS

— _ -
Develop survey guestions = q_u_estlons Lo HR enter loss into WTTS

HR publihlss into Johnson Space Center (JSC) File received by Inquisite

generate file from WTTS containing personal
WTTS containing all losses on a dai i i

Step Step 8 NSSC will Collect
Inquisite survey will Employee will log into information, analyze and
generate e-mails and Inquisite and fill out report out on a quarterl
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APPENDIX C — STATEMENT OF WORK (SOW) —
New Survey Development, Administration, and Reporting

| ] cusTom SURVEY

[ ] STANDARD SURVEY

Page 125 of 126

Business Criticality

TYPE
[ ] REPORT
X] OTHER _NEW RECURRING SURVEY
New or Revision New
. HR FM PR
Pillar & D D
[ ] oTHER
Requestor/Business Area NASA OHCM
& High |:| Medium |:| Low

SOW Owner

Linda Lee Pultz

NASA Owner

Chris Cejka
Linda Lee Pultz

Final Reviewer

Chris Cejka
Patricia Strother
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APPENDIX D— CROSS TABULATION REPORT BY CENTER
(Only center chosen by respondents are displayed)

Exit Survey Sample
Report.xls ...

APPENDIX E — COUNT AND PERCENT REPORT
(Percent can be calculated by number of respondents or
number of responses per particular question)

COUNT AND
YERCENT.pdf (24 KB
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