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I.  PURPOSE

It is a goal of NASA’s Office of Education to:

Inspire the next generation of Explorers..as only NASA can.

Integral to the perusal of this goal is the goal of inspiring and motivating students to pursue careers in science, technology, engineering, and mathematics. (NASA 2003 Strategic Plan, P.8)  
To determine progress in all of the elements related to the accomplishment of this goal, NASA has developed a set of Pipeline & Longitudinal Participant Data and Feedback Forms which track the career choices; the influences of participating in various NASA education programs on individual career choices; continuing interest in Science, Math, Engineering, Technology and Geography by individual participants; and educational outcomes which result from teacher participation in NASA education programs.  In addition to information collected on the program characteristics and demographics, there are three sets of individual participant feedback forms which have been developed specifically for tracking results by individual over time:  

A Participant Profile Form

An End of Session Feedback Form

A Follow up Feedback Form

Each Program thus has the following Package of Forms:

1.  A Program Inventory

2.  Presenter/Staff Forms

3.  Participant Feedback Forms


Includes the Pipeline & Longitudinal Data and Feedback Forms

4.  A Program Manager’s Official Final Report

 II. THE BASIC PARTICIPANT FEEDBACK FORMS
The Profile Form:  This is the anchor of the tracking process in that it maintains and tracks the basic information about each participant and the programs in which they have participated, and their career and academic status.  It auto fills forms the participant opens, and provides a link so the participant can easily update the information in their Profile. 


Each Participant should complete their Profile form as their first task in participating in any NASA Education Program.

The url for the Participant Profile form will be listed in red on your Program menu.

The End of Session Feedback Form:  This form captures participant feedback about the impact and expected outcomes of a program immediately after it has been completed, or annually and as needed for multi-year programs.  It captures career status and plans, orientations toward science, math, engineering, technology and geography, the intended use of program materials and techniques, and intended changes in work or teaching based on what was learned during the program, etc.  This initial participant feedback sets up a basis for questions to be asked in the future as follow up to determine what outcomes actually took place and how they fit the participant’s anticipated outcomes.  A completed Profile form is required for the Feedback forms, as it is used to autofill the Participant’s information in the Feedback form.

The Follow up Feedback Form:  The real test of program effectiveness comes when the participant has the opportunity to implement what has been learned in terms of career choices, attitudes, interests, and behaviors.  For teachers, success is shown by the impact of the program activities on the use and outcomes of techniques and/or materials learned.  This form asks participants to document outcomes, influences, and tangible results, focusing in on the impacts as related to their anticipations and plans immediately after their program participation. 

The Profile Form is required and must be completed first.

The Feedback and Follow up form can be selected later on.

*Will your staff need password upgrades? If so, request access and upgrades.

III.  THREE WAYS TO SELECT QUESTIONS
There are three options for selecting among standard questions and/or creating custom questions for the three types of forms:
1.  Select a Standard Form with no changes.

THIS IS THE EASIEST WAY!

A standard form has the basic set of questions for each target group.  It does not include all of the questions available, and no changes can be made. 

2.  Select from the list of Standard Questions, however there is no option to make any changes to the questions, or to add any questions.

PICK AND CHOOSE – THEN SUBMIT

3.  Select from the list of Standard Questions with an option to change questions and add new questions.

PICK, CHOOSE, AND WRITE SOME OF YOUR OWN

IV. SELECTING YOUR QUESTIONS

A STEP BY STEP GUIDE

Go to the Home Page: 

https://ehb2.gsfc.nasa.gov/edcats/
Click on:





Go to:


Form or Report Requests

    Request Pipeline/Longitudinal Forms

A.  For completely New Programs:
1) To complete the Program Inventory, go to:


For completely New Programs: 
                Click [Here] to fill out the Program Inventory Form.

2) Complete your Program Inventory and click on ‘Add A New Record’ button

3) You will receive a Thank You page with ID for your record saved in the database and also a link to the Request Forms Menu.
4) Click ‘Request Forms Menu’ and select a Profile Request Form you would like to submit.
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5) In that Request Form, your Personal Information, NASA Center, Program Type and Program Title will be auto filled based on the Program Inventory you just completed. The operation will be ‘Add a Request – After filling in values’.
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6) Complete the request form and click ‘Submit’.

7) To fill out another Request Form, click on the back button twice and you will go to the request forms menu. Then follow the same steps as above.

*Note:  The Profile Form is required for all forms and must be completed first.  It will auto fill participant information in the Feedback and Follow up forms.

B.  For Programs already in the system:
1) Select the Program Type and/or NASA Center (if applicable) for your Program, and/or enter the Program Title.
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2) You can now choose to view the program title list by clicking on “Get   

      Program Title List” button or you can go to the Request Forms menu  

      by clicking on “Continue to fill Request Form”.

3)  “Get Program Title List” button generates a list of all the programs for the values you have selected. You can then choose to update the Program Inventory or continue to go to the Request Forms menu.


Program Title    Update Program Inventory     Go to Request Forms

    NASA-WIDE

    GLOBE                  Update Inventory                      Continue

4) ‘Update Inventory’ will list basic information for that program. 

1. You can review the information and click ‘Continue’ to go to the Program Inventory form with all the data filled in for that program. 

2. Make necessary updates and click ‘Update Record’ button.

3.  If there are no changes to the data, click the ‘No Data Change – Go To Request Form Menu’ button to go directly to the Pipeline/Longitudinal Request Forms Menu.

5) ‘Continue’ (Go to Request Forms) takes you directly to the Pipeline/Longitudinal Request Forms menu. 
6) Select a Request Form you would like to submit.
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7) Your Personal Information, NASA Center, Program Type and Program Title will be auto filled based on the Program Inventory you just completed. Select the Operation: ‘Add a Request – After filling in values’. * Your VERY 1st Step *
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8) There are only two options for selecting questions for a Profile:
1. Select the Standard Form with no changes
                                  OR

2. Select from the list of Standard Questions
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9) If you decide to select the Standard Form with no changes
            Option I. Selecting a Standard Form
a) Select the NO CHANGE OPTION radio button
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b) Click “Review Form” and print out a copy of the form
c) Click the Back Button on your Browser Tool bar to go back to the Request form.

d) Fill in Program Dates: THIS IS VERY IMPORTANT!!
e) Check In-Progress or Complete. Located at the bottom of the page.  If you check “In-Progress” you can change your mind later; however work will not begin on coding your form.

    If you check “Complete,” we will begin coding your form.
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 f). Click the Submit button
Option II: Selecting Standard Questions with No Changes

10) If you decide to select from the list of Standard Profile Questions
a) Select the Standard Profile radio button
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b) Begin selecting the questions you want to include in your form.
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NOTE!!  


# =  A Mandatory question.

  This is a question that is included in every form. They will be auto filled from the Profile form to the Feedback and Follow up forms.

(If you have a genuine problem with any of these mandatory questions, please get in touch with B.J. Bluth by email: 

(bbluth@hq.nasa.gov)

explaining what you want to do and why.)
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3.Select "In Progress" if you are not finished with the form,

request is complete and ready to be coded.
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     * = A Preferred question.  We’d like you to include this question if it

              is appropriate for your program.  These are some of the

              designated metrics we are attempting to capture across the Agency.
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   %  = This represents a list which cannot be changed due to Agency

wide data rollup requirements.   We can’t remove items, but we             can add items at the very end of the list.  However, they will not be in alphabetical order.
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c) Only check boxes that are checked will appear in the lists.

d) Fill in Program Dates: THIS IS VERY IMPORTANT!!!
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e) Check In-Progress or Complete. Located at the bottom of the page.  If you check “In-Progress” you can change your mind later; however work will not begin on coding your form.

    If you check “Complete,” we will begin coding your form.
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11)   To fill out another request form, click on the back button twice and   

      you will go to the Request Forms Menu. Then follow the same steps as  

      above.
C:  Selecting from a list of standard questions and adding new questions:
There are two ways to add new questions.

Online:

FIRST, FOLLOW ALL OF THE INSTRUCTONS TO SELECT STANDARD QUESTIONS FROM THE LIST.
If you have a few questions to add, type them into the text box at the end of the form, indicating where you want them placed. 
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Print out a copy of your form, and follow the instructions in for Adding the Request and Submitting the form.

BY MAIL: 
FIRST, FOLLOW ALL OF THE INSTRUCTONS TO SELECT STANDARD QUESTIONS FROM THE LIST.

In the text box at the end of the request form, indicate that you want to add new questions and you will send them by mail.
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Type your questions.  Print out a copy of your selected questions, indicating in red, where you want each one placed.  Make a copy for your records, and mail 2 copies to:


Dr. B.J. Bluth

EDCATS Program Manager, Code NO

NASA Headquarters

300 E. St., SW

Washington, D.C. 

20546

You will receive an email when the forms are finished, and a url to look at the mockup.  Review the mockup, make any corrections, and reply on the notification email to REI letting them know if you have any changes.  Send simple corrections to Dr. Bluth by email.  More extensive revisions, indicated in red, should be mailed in hard copy to Dr. Bluth.

When the changes are complete, the form/s will be posted on the site for your program, and again, you will receive an email that everything is ready. 
Please note that it will take longer (by about 2-4 weeks, depending on the questions), to get your forms ready if new questions have been added.


D. To Complete/Update/Delete a Request you’ve already   

entered:

This option can be used for completing ‘In Progress’ requests, or to  

make changes to any requests you have already entered.

1) Select the Program Type and/or NASA Center (if applicable) for your Program, and/or enter the Program Title.
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2) Scroll down to:

Complete/Update/Delete a Request you've already entered:
Click [Here] to go to the Request Forms.


3) This takes you to the Request Forms Menu.
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4) Select a Request Form you would like to Complete/Update/Delete.

5) Operation in the form will be pre selected to ‘Search – Using entered values’.

6) Your personal information, (NASA Center, Program Type and Program Title if you have selected them previously) will be auto filled. This will permit you to search requests you have submitted. 

* If you are a center POC and want to see requests made by others:

1. Clear the form using ‘Clear Form – Clear all values’ operation and ‘Submit’. 
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2. Select a NASA Center, and ‘Search – Using entered values’ operation and ‘Submit’.
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7) You will get a list of requests entered. Select a request and click on ‘Retrieve a Record’ button.
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8) This will bring up the form with the data filled in.
9) Once you have Completed/Updated the record, choose the appropriate database operation from the ‘Choose An Operation’ drop down menu at the top of the page. Print then Select ‘Submit’.
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10)  ‘Delete a Request’ from the ‘Choose An Operation’ drop down Select menu at the top of the page to delete that record. Select ‘Submit’.
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V:  DATA AND COMMENTS REPORTS

  AUTOMATIC REPORTS.

To access data and comments reports for your program, go to the form which is used to collect the data and click Report Tools:
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Every Program package automatically includes a Summary Report of all questions collecting numerical data, and Comments Reports for all text answers. Each report includes the question with the data.
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User defined tables enable the user to group data by item in the questionnaire on an Ad Hoc basis.  However, these are “one-time-only” reports.  You can request that these data reports be permanent by using the “Report Request” option under “Administration” on the Home Page.  They will be listed under the Pre-Defined Reports.  
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