Creating a Google Excel Doc for Multisite
Reporting Using a Participatory Approach
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 So you get the most out of the next 45 minutes ...

I’m already familiar | | want to learn (this is what we’ll | | realize we’re not going

with cover today!) to cover
*Basic* *Intermediate®™ *Advanced®*

How to create, share, & protect

Creating an email account
google excel docs

Complex coding in excel

Participatory approaches to

Basic excel functions .
database construction

Methods for data cleaning

Pros and cons of using a google

Internet browsing Methods for analyzing data

excel doc
Protection and Participant usability and Advanced concepts in
Confidentiality basics reactions participatory evaluation
Database construction Troubleshooting and tips for
basics working w google excel docs
Participatory evaluation How to tailor docs to meet

basics multiple needs



Objectives

Google Docs 101

Context

Starting “participatory”

Pros and cons (demos and tips!)
Data usage

Final thoughts with Q&A
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Google Excel Doc 101

* Make it
> Need a gmail account (create or use existing)
> Go to drive
> Create doc
e Starting tips
> Rename
> Add sheets
> Download
 Share it
> Share button
> Choose level of sharing



|. Create/login — Select “Drive” icon

I. GETTING INTO THE EXCEL GOOGLE DOC

1. Go towww.email.com

2. Login using your username and password:
3. Selectthe App icon followed by “Drive”

| [ Npa.) maiLgoogle.com, maiy Brnnos ;T
3
Google [ a | _ e @
Gmail - = (] Wore =
+
—couros— [— 2 S S : B O
Imbox {6] +ProeeEval Saarch ‘¥oaTube
Seared Ross Hennessy (Gaoghe Fia,  mapping b (pdeveval weaia@gmail oom) - N dhieed an 2em wilh pou sappng el
AT -~
Impartant Rose lennessy (Google Fu.  'Wisconsin Counthes [prev.eval woasadiigmadl.oom) - Ive shared an fem with you Wiscr E'_.-‘ 4 A=
o =
Sanl W Ross Bennessy [Googht Dr,  RTA Tealsing and TA Repedting [piev.avel weass@gmail com] - [ 1hased 3 fem v Maps Play Hewi
Draly
e Rose Hennessy (Google Dn Cogry of RTA Traming and TA Reposting (prev.eval woasaiiigmai com) _ |
eilay
LIRS Gmail Toam Gt Grmail Bor yeur mobile device - Hi PreeEval Go Geral for yoor msleds desce Grad | 3
| FrwEal - Grmad Des Calendar
Gmall Team Welcoma to Gmall - H Prev-Eval Welcome to Gmasl Mest the inboo Yow inbox is oiganizy




y

2. Create excel sheet

o= https://drive.google.com/?tab=mo&authuser=

Google

Drive

CREATE

» My Drive ‘
Shared with Me
Starred
Recent
Trash

0 GB (0%) of 15 GB used

Manaae




3 — 5. Starting Navigation Tips

RENAME
e Click on “Untitled spreadsheet”
* Rename item

ADD SHEETS
* Select “+” sign at bottom left hand corner

DOWNLOAD
» File > Download as (select type)



6. Share it!

€ - C |8 https;//docs.google.com/spreadsheets/d/1VrWOP2sY_rZyhuWHu44auyE4pEffCB_Crgl @ 7| =

AEA demo [ WCASA Webinar
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Share it
\ = AEA demo [ WCASA Webinar

File Edit View Insert Format Data Tools Add-ons  ©omments
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Make sure to view in correct folder!

LJIIVE

CREATE

» My Drive
Shared with Me
Starred
Recent
Trash
More «

Install Drive for your
computer



Two minutes in two slides
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Context —Who, what, where

POSITIONTITLE
- Office Manager =
» — V4

Office Assistant K N

Finance Manager

[ 9 ‘ ( Technology and Events

Coordinator
CCR/SART Specialist

Director of Legal & Systems b
Services Lo

Programs Coordinator
Southwest

Executive Director

Director of Prevention and
Programs il




Context — the “problem”

Reach? Y | | No Y
Who | tracking |

approach!

JV‘;




The goal

 Standardized and efficient way of tracking

technical assistance from RTAs,
consultants, and VWCASA staff
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Non-profit Eval |01 w/ Leadership

e Step |:What do you e Step 2.What do you
NEED to know!? WANT to know!?

o For funders ° For evaluation
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.- Online meeting with RTAs

8 GoToMeeting Viewer File Options View Help @~ 8%
= Screen Sharing

— Stopped No one sees your screen

AR | AaBbCcDc | AaBbCcDe AaBbCi AaBbCc Aalj AaBb

pi Y fiNormal |1 No Spaci.. Headingl Heading 2 Title Subtit|

= Styles Give

Keyboard
& Mouse

Start Recording | 373.8 GB remaining Settings

+ Webcam =

o
N
o
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= Audio

® Telephone
O Mic & Speakers

SA Staff and RTA TA and Training Codebook Dial: +1 (773) 897-3016

Access Code: 583-477-413
Peter Fiala ated4/8/14 Audio PIN: 274

If you're already on the call, press #274# now.
Problem dialing in?

i-X)

able Variable Description Variable Values

e *Character=open text,
Numeric= open number
D Total entry numbers Numeric + Aftendees: 1 out 0f 26
name Staff or contract name Character

position Position title or region Character

date Date of entry Date

RTAreport | One of fourreporting options; currently forRTAs only | Administrative Activities

4 Programmatic Activities

ol Technical Assistance
Trainings, Meetings, Events
entry Type of contact or event Email

Phone Call

Web-based TA

& In-personTA 11 TA

z Program visit Meeting ID: 583-477-413
2 Provide webinar GoToMeeting
< Provide training

; Provide conference call
Host/ Facilitate Meeting

= Chat

[Type message here] %

All - Entire Audience

IEEES 100% (=)
T00%') (

RPN L I PR 1

Page: 1 of 3 \ Words: 729 \ <& English (US) |

e




Next steps

e Check back in with leadership
» “test trial” with RTAs

* Changes

* Adapt and go “live with staff”

> Gmail addresses for everyone

o Staff meeting, everyone brought a computer

e Use “How to” guide



Ongoing changes

* Definitions page
e Acronyms
e Missing entry types
 Specifications

> Other TA versus Other Not TA
 Trainings and meetings tracking
e For payroll
* Visual features
* New SASPs
* New staff — new sheets, new categories
e Adding “Grant”
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(DEMOS & TIPS!)



| PRO — Many benefits of excel

* Protection, coding, fancy stuff, and data validation
options

* Many of the same features from excel available in
google excel doc
o Coding
> Validations
> Drop-down options (type and fill)

o Able to have all staff view others entries but not be
able to edit them

o Ability to pull content from one google excel doc to
another

> No click and point!
° Faster data entry



. “I love that all the SASP's and their
COd 1 ng corresponding counties are pre loaded.”

Agec (non-
SASP) Outcome_Referral Outc

If TA -= If the If TA-=Ifagency It TA -= Please If TA -= Did you If T
agency is a SASP  was NOT a SASP, enter the main provide one or prov
please select please type inthe county of the TA more referrals?

"SASP" in the agency below recipient(s)

previous column
and then select the

particular SASP

below

____________ " =|F(P4 ="Advocates of Ozaukee",

____________ 4 "Ozaukee", IF(P4="APFV Association
v For the Prevention of Family Violence",

"Walworth", IF(P4="ASTOP, Inc.", "Fond
sl du Lac", IF(P4="AVAIL, Inc."

"Langlade", IF(P4="Bolton Refuge
House, Inc.","Eau Claire",
IF(P4="Brighter Tomorrows", "Monroe",
IF(P4="CAP Services, Inc.", "Portage",
IF(P4="CASDA", "Douglas"”,
IF(P4="CRA Community Referral
Agency, Inc.”, "Polk", IF(P4="Family
Advocates, Inc.”, "Grant", IF(P4="Family
Center, Inc.", "Wood", IF(P4="Family
Support Center","Chippewa",




Drop down options: Type and Fill

Validations

Lime

Reporting options JEntry Type Time -

sntry  Please select one
ed or of the following four
s reporting options.
led Please refer to your
handout and
description if
needed.

Technical
172014 Assistance

Programmatic
212014 Activities

Administrative
372014 Activities

Trainings,
4/2014 Meetings, Events
Administrative
52014 Activities
Administrative
6/2014 Activities
Technical

ngs Northwest TA

Please select the entry I you w
type from the list below. If it record
is not listed please select  here fol
"other” and enter your own purpost
category in the next cell. welcom

Email|

Email

Fhone call

Web-based TA
n-person TA

Program visit

Provide webinar
Frovide fraining
Frovide conference call

Host / Facilitate Training TA

| validation Click and enter a value

or enter a new value in the next
cell




Protect Range

File Edit View Insert Format Data Tools Help  All changes saved in Drive

= e ~ P s % 123-  Arial e Named and protected ranges %

region
J + Add a range
A B c D E
ID name region date entry Template Test
'TA Template'lA1:E1002
The region you |Date entry Please select the ent 8 Canedi
serve - this occured or type from the list
should be tt o S T ite VariableNames
same for all  Clear column ™ Disability TATATW2
Hide column :

r
i

Resize column...

Sortsheet A — 7

1 Taylor Southwest

SortsheetZ — A
2 Maria South Centi  Name and protect range...
3 Lindsay Southeast

Conditional formatting. ..

Data validation...

4 Janet MNortheast



| CON- NotALL excel options

e Other options are kept offline

> Example: Macros

» Coding makes things go slower

“Sometimes it takes quite awhile
for the pop up options to appear.”

* Solutions
o Offline analysis

> Extending Google Sheets — Script

* https://developers.google.com/apps-
script/guides/sheets



https://developers.google.com/apps-script/guides/sheets
https://developers.google.com/apps-script/guides/sheets
https://developers.google.com/apps-script/guides/sheets
https://developers.google.com/apps-script/guides/sheets

2 PRO — Online!

* Access anywhere with an internet
connection

» Multiple devices

* Don’t need to “send” to one person for
collection



2 CON — Online!

e Can’t access offline

» Can be slower when internet connection
is slower
> Show offline reporting option

» Really works best on google chrome

browser and not everyone is familiar with
that



3 CON- Lack of control- privacy

* Even though it is not “publically’” available
it’s not on a safe server

* Would never want to include highly
confidential information



3 PRO — Central control

* No multiple versions floating around

» Changes can be standardized

» Can easily control who can view versus
edit

* In one spot and accessible to evaluator
(and finance and supervisor)



4 PRO - Flexibility*

* Due to central control and set-up, really
easy to add columns, drop-downs unique
to certain individuals, consultant versus
staff specifications, track time-sensitive
trends

e Flexible in which columns are filled out at
what times

 Ability to put descriptions in each column
e Super easy to add new users
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Drop-downs match here

K
Teport ey Lime
Sty type
sntry Please select one Please select the entry I you w Email
ed or of the following four | type from the list below. If it record
s reporting options. is not listed please select  here foi
led Please refer to your "other" and enter your own purpost Phone call
handout and category in the next cell. welcom
description if Web-based TA
needed.
Email In-person TA

1/2014 Assistance Provide webinar

Program visit
Programmatic

212014 Activities

Administrative Phone call
3/2014 Activities

Email

Provide training

Web-based TA Provide conference
Trainings, . call _ N
4/2014 Meetings, Events n-person TA | Host / Facilitate
Administrative Program visit Training .
52014 Activities Attend meeting

Administrative Provide webinar

5/2014 Activities Provide training _ Listserv TA
Technical i

Provide conference call | Listserv Non-TA

ngs Northwest TA TA WCASA TA

h Host / Facilitate Training



| R L L R L R
fa == OO 0

Cad

“Frozen” descriptions

=~ L r r I

ID name region date report

ID Name Region Date Reporting options
The region Date entry Flease select one
you serve - occured or  of the following four

this should TA was reporting options.

be the same provided Please refer to your

for all cells handout and
description if
needed.

205 Gina -~ Northwest
206 Gina -~ Northwest
207 Gina -~ Northwest
208 Gina -~ Northwest
209 Gina -~ Northwest



4 CON- Google has the flex power

* Give up control on macro changes (they
can release a new format or change their
user interface and design elements)

* When they have drama we have drama

> Example: Lost data —“confirming” data is
really saved



5 PRO - Auto-restore

* Restoring revision history

* Able to “restore” changes up until maybe

20 or so revisions

File
Tx
1
2
i
3
4

AEA Demo RTA Training and TA Reporting

Edit View Insert Format Data Tools Help
Share - 10
New >
Open._. Ctrl+0

zontents
Rename
Make a copy...

moar o
Move to folder . Ions. liste:

to your | and
Import._. in th
See revision histary Ctrl+Alt+Shift+G

Spreadsheet settings. .

Revision history x

Today, 1216 PMPT
W office_.wcasa

Today, 12:13 PM PT
W office.wcasa

Todai, 10:32 AM PT

Today, 9:58 AM PT

Today, 9:52 AM PT

TM‘ FT
Oct 8, 2:.08 PM PT

W events.wcasa

Oct 8, 1:41 PM PT
W events.wcasa

Oct 8, 1:40 PM PT
W events.wcasa



5 CON- Not super pretty

e Can be an issue with space on a small
screen

File Edit View |Insert Format Data Tools |

ﬂ AEA Demo RTA Training and TA Repol

e Solutions

= A Normal

> Make screen bigger « i« i
A B
o . M0 Troma o Freeze rows > -
1 ID |name re
o Full
u Slze VIeW 2 ‘ ‘ Freeze columns S
Tl
yc v Gridlines -
-1
3 st v Protected ranges r
gl v Formula bar
All formulas Ctrl+’
- 88 Liz - Di
5 89 Liz - Di
6 90 Liz - Di
7 91 Liz ~ Di Compact controls Ctri+Shift+F
8 92 Liz - Di ull
9 93 Liz - Di ull screen

=
=

94 Liz - Disability



6 CON- General quirks

* Have to “go back” from each line
e Sorting by chronological order

> May be a solution — not entirely clear — we've
had a “makeshift” solution in place

» Can’t download big files

> Can copy and paste entire doc, delete sheets,
and download particular sheet



7/ CON- External cleaning &
analysis™
* With each provider having their own

“sheet’ all the data needs to be combined
elsewhere for cleaning and analysis

 Sheets need to be “emptied”

* Would need someone on staff with
intermediate excel skills to complete this

e Current method

“File became very cumbersome with more
than three months of data on each RTA sheet.”



6 PRO — Relatively good usability

* Quick learning

o (hardest part is getting to the document the
first time for folks who are less familiar with
internet navigation)

e Can “bookmark’” and then point and click
to login

* Most questions are “content’” based.

“l am not always confident in what | am
entering is correct and what is needed.”



System Usability Scale

The graph below shows how the percentile ranks associate with SUS scores and letter grades.

100% 4
o0
B0
TO0% <
m +

Average: 76

S0

40% -

Percentile Rank

3%
0% 1

1%

o +

1] 10 0 0 40 ad ) 100

F D C B A
SUS Score

http://www.measuringu.com/sus.php



/ PRO — Power to the people

* Instead of putting into a general
“database” everyone can see what they
previously entered

* All on the same document, able to view
others information for comparison or
other notes

e Get full reports and individual reports
back
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BIG PRO - Data is really being used!

e Grant reporting
> ED & Staff
> Continuous reporting and final evaluations

e Quarterly board reports

* Monthly payroll purposes

* Full program team for improvement purposes and
highlighting needs

e Advocating for funding (we ARE well connected,
covering a lot with a little)

* Every quarter we're asking new questions and
making changes for full staff and for individuals

* Very high internal satisfaction
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" FINALTHOUGHTS
Q&A




Closing thoughts ...

* Really need to consider if this is the right
fit for what you're collecting

» Giving participants power in collecting
and deciding on their data is really cool

* Participatory evaluation is a process — this
takes time but the efforts really do show
in the results



Thank you!

Rose Hennessy, MPH

Prevention & Evaluation Coordinator
Wisconsin Coalition Against Sexual Assault
roseh(@wcasa.org



mailto:roseh@wcasa.org

