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1. Introduction 
 
The Indicator 8: Parent Survey Manager web application creates two survey codes for each student 
included in the October 1 Child Count. Districts can also add students to the survey that may either 
transfer into the district or become eligible for special education after October 1 in the year prior to the 
district’s procedural compliance self-assessment year. The survey site that parents use is hosted by the 
Wisconsin Department of Public Instruction (DPI), so real-time response rates can be tracked by districts. 
 
Please also see the Indicator 8 website: http://dpi.wi.gov/sped/about/state-performance-
plan/indicators/8-parent-involvement/law 

2. Special Education Web Portal 
The application is accessed through the Special Education Web Portal 
(https://apps4.dpi.wi.gov/seportal). 
 

 
 
If you are unsure of your login ID or password for the Special Education Web Portal, please see this 
webpage:  http://dpi.wi.gov/sped/educators/webportal 
 

  

http://dpi.wi.gov/sped/about/state-performance-plan/indicators/8-parent-involvement/law
http://dpi.wi.gov/sped/about/state-performance-plan/indicators/8-parent-involvement/law
https://apps4.dpi.wi.gov/seportal
http://dpi.wi.gov/sped/educators/webportal
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2.1. Granting Access 
Directors of Special Education 
Users with the role of Director of Special Education will have access to the application by 
default.  
 
District Users 
The application will not be displayed on the Main Menu if a District User has not specifically 
been granted access to it by their Director of Special Education. 
 
If any other users require access to the application, they will need to request it from the 
district’s Director of Special Education. This is usually (but not always) the person listed in the 
Special Education Leadership Directory: https://apps4.dpi.wi.gov/speddir 
 

2.2. LEA Data link 

 
 
Clicking this link will open the Special Education District Profile for your district for the latest 
year of data available, and point you to the Indicator 8 data that has been collected in the past. 
It does NOT open the application. 
 

  

https://apps4.dpi.wi.gov/speddir
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2.3. Required Action 
Users will select the link in the Required Action column to open the application. 
 

 
 
There are three possible ‘Required Action’ statuses for the Indicator 8: Family Engagement 
Survey Application in the Special Education Web Portal.  

 
1. None 

This means that there is no required action to be taken by your district for the 
current school year. Your district is not required to conduct the Indicator 8 Parent 
Involvement survey this year. 
 
If the survey is not required for your district but you would still like to conduct the 
survey as an Optional district, click the ‘None’ link and the application will ask if you 
would like to opt in to the survey for the current year. 
 

2. Setup Survey 
This action means that your district is required to or has chosen to conduct the 
survey for the current year and you have not yet activated the survey for parents to 
start taking it. 
 
Select the ‘Setup Survey’ link to enter the application and enter basic information to 
activate the survey for your parents. 
 

  



    
 
Indicator 8: Family Engagement Survey – Parent Survey Application User Guide 

 

   
Page 7 of 60  Last Update: 01/30/2017 

3. Collect Responses 
This means that your district has activated the survey for parents to start providing 
responses.  
 
Select the ‘Collect Responses’ link to enter the application if you would like to 
monitor the number of responses that have been received or generate a paper 
survey for a parent.   

 

3. Home Page 
The home page is the page that is presented each time that you enter the application. 
 
You can navigate back to the Home Page at any time by selecting the home icon from the blue menu bar 

( ). 
 
There are several different varieties of the Home Page depending on whether your district chose to or 
are required to conduct the survey and whether or not your district has activated the survey for parents 
in your district to take it. 
 
Screenshot - Required District – Prior to Survey Activation 
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Screenshot - Required District – After Survey Activation 
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Screenshot - Optional District – Prior to Survey Activation 
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Screenshot - Optional District – After Survey Activation 
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3.1. Menu bar 
The following describes the items that are available in the menu bar. 

 

3.1.1. Home icon and Home menu 

 
You can navigate back to the Home Page at any time by selecting either the Home icon or 
Home menu item from the blue menu bar. 

3.1.2. Students 
Selecting the ‘Students’ option from the menu will take you to the Student List page. This 
menu item only appears for districts that are required to conduct the survey in the 
indicated year.  
 
The ‘Student List’ link is also available in the Student List section of the Home Page for 
required districts. 
 
See section 7 for more details. 

3.1.3. Preview menu 

 
The Preview menu contains links to the Online Survey Preview page for both the Preschool 
and School Age survey. Users can also preview the paper survey from this page. 
 
See section 8 for more details. 

3.1.4. Reports menu 

 
When the survey window is open, the Reports menu will only contain a link to the 
statewide Response Rate Reports. Once the survey window is closed, it will also contain a 
link to the Parent Comments. 
 
See section 9 for more details. 
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3.1.5. Exit to Portal 
If you would like to go back to the Special Education Web Portal at any time, choose this 
link from the menu. It is located at the far right hand side of the menu. 

3.1.6. School Year 
This represents the School Year of when you are or have conducted the survey. This is 
typically your self-assessment year. 

 
This is static text in the first year you conduct the survey. When you have conducted the 
survey in at least two school years, you will be able to change the selected school year to 
access your Response Rate Results and Parent Comments for a prior year if needed. 

3.1.7. District Name and Number 
This indicates the district you are currently working in. If you need to complete this 
collection for multiple districts in the same year, be sure you are providing information for 
the correct district. 

3.1.8. Collection Year Indicator 
This indicates whether your district must conduct the survey (REQUIRED Collection Year) or 
whether your district chose to conduct the survey (Optional Collection Year). 

3.1.9. Person icon and Login ID 
This is the login ID of the person that is currently logged in. This ID will be used to track who 
is creating and modifying records in the system. 

3.2. Survey Contact section 
Each LEA must provide the contact information for a primary district contact before the district 
can activate the survey for their parents. This information will be used by DPI to contact you 
regarding the survey. Once the primary contact has been added, you can also add additional 
contacts through the Manage Contacts button. 
 
The contact details shown in the Survey Contact section of the home page will always be those 
of the primary contact. 
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3.2.1. Blue Message Bar 
The blue message bar stating: ‘Please enter the details of a primary contact.’ will appear on 
the home page every time you enter the application until primary contact information is 
entered.  

3.2.2. Add Primary 
Select the Add Primary button to enter contact information. A popup window will appear. 
The information that is stored against your user account in the Special Education Web 
Portal will pre-populate into the relevant fields.  
 
Note: The Contact Phone must be entered as ten digits. Do not include separators such as 
parentheses, hyphens or dashes. 

 
Review the information, correct it if necessary and select the Save button. 
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3.2.3. Manage Contacts 
After the Primary Contact has been added, you can access the Manage Contacts page from 
the Survey Contact section of the home page to add more contacts, view all contacts and 
change who the primary contact is. 
 
Further information on the functionality of the Contacts page is in section 6. 
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3.3. Survey Collection Status section 
This section of the home page indicates if your district has activated the survey yet and if the 
survey window has closed. 
 

3.3.1. District Setup – Required District 
When you first enter the application the survey collection status will be set to ‘District 
Setup’ and the Activate button will not appear in the title bar of the Survey Collection 
Status section until you enter a Primary Contact, as displayed below: 

 
 

Once the district adds a primary contact, the Activate button appears in the title bar of 
Survey Collection Status section, as shown below: 
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3.3.2. District Setup – Optional District 
When you first enter the application the survey collection status will be set to ‘District 
Setup’ and the Activate button will not appear in the title bar of the Survey Collection 
Status section until you enter a Primary Contact, as displayed below. 
 

 
 
Once the district adds a primary contact, the Activate button appears in the title bar of 
Survey Collection Status section, as shown below: 
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3.3.3. Opt Out – Optional Districts only 
If your district no longer wishes to participate in the survey (opt out), click the ‘I made a 
mistake…’ link to revoke your decision.  

 
 
The following pop up will appear 

 
If you select “Yes, opt out” and your district has never conducted the survey before, you 
will be taken back to the Special Education Web Portal, otherwise you will remain in the 
application and be taken to the last year your district participated the survey. 
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3.3.4. Survey Open – Required District 
Once the district has activated for the year, the status of this section changes to Survey 
Open, as shown below: 

 
 

3.3.5. Survey Open – Optional District 
Once the survey has been activated, the status will change to ‘Survey Open’. 
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3.3.6. Deactivate – Optional Districts 
Districts who choose to conduct the survey (optional districts) can also choose to 
Deactivate the survey if they no longer wish to participate. 
 
Districts will deactivate the survey and then opt out to completely remove themselves from 
the collection. 
 
The following prompt appears when the Deactivate button is selected 

 
 
Clicking the “Yes, close it” button will revert the district back to the ‘District Setup’ option, 
where the ‘I made a mistake…’ link can be selected to opt out of the survey. 

3.3.7. Survey Closed 
At the end of the survey window, DPI will close the survey window and the status for all 
districts (required and optional) will change to Survey Closed, as shown below 
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3.4. Survey Links 
Once you have activated the survey, the DPI survey link will be provided. 
 
If your LEA is required to conduct the survey, the link is: https://apps4.dpi.wi.gov/pisurvey. 
Parents must log in with the Usernames and Passwords available on the Student List page. 
 
If your LEA has chosen to conduct the survey and you have activated the survey, the DPI Survey 
Link appears and is customized to your district.  
 
While it is recommended to enter district provided survey links prior to activating the survey, 
you can add or edit them at any time. The district provided links display to your parents after 
they decline or submit the DPI survey. 
 
The example below is for a required district: 

 
 

  

https://apps4.dpi.wi.gov/pisurvey
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3.4.1. Edit Links 
While it is recommended to add District Provided survey links prior to activating the survey, 
they can be entered or edited at any time. 
 
You must enter a full URL beginning with ‘http://’ in order for the application to accept it. 

 
 

3.4.2. Display of District Provided Survey Links to parents 
The following is how the above URL would be displayed to parents after submitting the DPI 
parent survey. The district provided survey link also displays after a parent declines to take 
the DPI survey. 
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3.5. Response Summary 
Once the district activates the survey, the Response Summary section of the home page 
appears. 
 
Display for required districts: 

 
 
Display for optional districts: 

 

3.5.1. Data Elements – Required Districts 
 
Total Students 
This is the total number of students that have not been excluded at the time of survey 
activation. If you add students after survey activation, this figure is not updated. 
 
Required Responses 
The Survey Manager application calculates each LEA’s number of Required Responses 
based on the total number of students on the Student List page (from the LEA’s Child Count 
data) that have not been excluded at the time the LEA activated the survey.  A statistical 
formula is applied to this  number of students on the Student List page (using a confidence 
level of 95 and confidence interval of 10) to create the response rate sample.  The Required 
Responses number is 20% of the response rate sample (or 6 respondents), whichever is 
higher. 
 
Responses Submitted 
This is the total number of families that have submitted a survey. Surveys that are Declined 
do NOT count towards the Responses Submitted figure. 
 
As stated when you hover over the heading of this figure, if both parents respond, only one 
response is counted here. 
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Accessed Surveys 
This figure tells you how many surveys have been started, declined or submitted. The count 
includes both survey codes that are created for each student, if both have been accessed. 
 
You can also click the heading of this figure to see a breakdown by survey status. 

 
Response Rate Met 
This indicates if your district has met the required response rate. A district meets the 
required response rate when the Responses Submitted is greater than or equal to the 
Required Responses figure. 
 
 A red x appears if you have not yet met the required response rate (as displayed in section 
3.5) 
 
A green checkmark appears if you have met the required response rate. 
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Districts that do not meet the required response rate must repeat the survey again the 
following year. 

 

3.5.2. Data Elements – Optional Districts 
Optional districts (districts who are not required to conduct the survey in a given year) are 
not assigned survey codes and are not required to meet a certain response rate. 
 
Responses Submitted 
The number of surveys that have been submitted to DPI 
 
Surveys Accessed 
The number of surveys that have been started but not submitted. Declined surveys are not 
included in this count. 

4. Survey Activation Steps 
You must perform the following actions in the application before parents can begin taking the survey. 
The actions vary slightly depending on whether your district is required to conduct the survey or if your 
district has chosen to conduct it (opted in). 
 

4.1. Step 1 – Add Primary Contact 
Add a primary contact by clicking the ‘Add Primary’ button in the title bar of the Survey Contact 
section. Detailed instructions can be found in section 3.2.2. 
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4.2. Step 2 – Review Student List 
This step is not required for districts who have chosen to conduct the survey (opted in). 

 
Review the students imported from the October 1 Child Count. If any students have become 
eligible for special education or if students with IEPs have transferred into your district since the 
October 1 Child Count, you can add their WISEid (formerly Wisconsin Student Number WSN) to 
the student list prior to activation. 

 
If any students have left your district since the October 1 Child Count, you can Exclude them 
prior to activation. 

 
A detailed explanation of how the Student List and Survey Codes page functions can be found in 
section 7. 
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4.3. Step 3 (Optional) – Enter District Provided Survey Links 
If your district has a separate survey it has written that you would like parents to take after 
the DPI survey has been submitted, enter the link of the survey into the Survey Links 
section of the home page. If you would like parents of school age and preschool students to 
take the same survey, enter the same link into both survey types. 
 
Detailed instructions can be found in section 3.4 
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4.4. Step 4 – Activate 
Click the Activate button in the title bar of the Survey Collection Status section of the home 
page. 

 
   

Once you click the Activate button, the following pop up will display: 
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Once you click the “Yes, open it” button, the Home Page will change to display as follows: 
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5. Opt In 
If your district is not required to conduct the survey in a given year, the Required Action column in the 
Portal will display as ‘None’ 

 
 
Click the ‘None’ link to be asked if you would like to opt into the survey. 
 

 
If you did not mean to click this link, choose the “No, I made a mistake coming here” option. If your 
district has never conducted the survey before, you will be taken back to the Special Education Web 
Portal. If your district has conducted the survey before, you will be taken to the last year your district 
completed the survey. 
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If your district selects the “Yes, please opt me in and choose the appropriate year, you will be taken to 
the home page of the Indicator 8: Parent Survey Manager application and can start the activation 
process – see section 4 for more details. 
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6. Contacts 
Once a primary contact has been added, you can access the Contacts page by clicking the Manage 
Contacts button in the Survey Contact section of the home page. 
 

 

6.1. Add button 
You can add multiple contacts at any time during the survey window. If you would like to 
designate the contact you are adding as the primary contact, select the Primary Contact 
checkbox prior to selecting the Save button. 
 
Note: The Contact Phone must be entered as ten digits. Do not include separators such as 
parentheses, hyphens or dashes. 
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6.2. Edit button 
See the Add contact section. If you are editing the primary contact, the ‘Primary Contact’ 
checkbox will not be included. 

6.3. Delete button 
The Delete button only appears on contacts that are not the primary contact, so that you always 
have one contact that is the primary. 
 
When you click the Delete button, the application will prompt you to make sure you are deleting 
the correct contact: 

 
Click Yes to delete the contact. Click No to return to the Contacts page. 
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7. Student List and Survey Codes 
This page can be accessed by clicking the Students option in the menu bar, or choosing the Student List 
link in the Student List section of the home page. During the activation process, it can also be accessed 
by clicking the Student List link in the Survey Collection Status section of the home page. 
 
This section only applies to districts that are required to conduct the survey. 
 
The list of students is imported from the October 1 Child Count your district submitted in the fall of the 
indicated School Year.  
 
Parentally placed private students are not included in the import and neither are students who will be 
18 or older as of February 1 of the school year. 
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7.1. Sorting and Paging 
You can sort by any field in the table of students by clicking the name of the heading. Clicking 
the column once will sort A-Z and clicking the column name again will sort Z-A. 

 
The default sort for the page is by School then by Student Name. 
 
50 students display per page. 

 
Example of sorting by student name: 

 
 

7.2. Filtering 

7.2.1. Fields 
You can filter or search the list by the following fields: 

 Student Last Name 

 Student First Name 

 WISEid 

 School (dropdown) 

 Survey Type (dropdown – School Age or Preschool) 

 Status (combined status of surveys for a student) 
 

7.2.2. Partial Information Entry 
You can enter partial information in the Name fields to just bring back a portion of students 
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7.2.3. Reset 
Once the list is filtered or sorted, click the ‘Reset’ button to revert back to showing all 
students by the default sort.  
 
The button is located on the far right of the page, underneath the Status filter dropdown. 

 
 

7.2.4. WISEid Search 
Searching by a valid WISEid that exists in the list will always bring back one result. 

 
 

7.2.5. No Results Found 
The following displays if zero results are found: 
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7.3. Survey Status 
The following status codes may be displayed on the Student List page: 

 Unused – This means that consent has not yet been given and the survey has not yet 
been declined. 

 Started – This means that consent has been given, but the parent has not yet 
submitted the survey. 

 Submitted – This means that consent has been given and the survey has been 
submitted.  

 Declined – This means that consent has not been given and the survey has been 
declined by a parent. 

 Excluded – This means that the district excluded the student from the survey prior 
to survey activation. These students are not included in Student List spreadsheet 
that can be downloaded for letter or email merging purposes. 
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7.4. Add Student 
If a student has recently become a student with an IEP or a student with an IEP has transferred 
to your district, you can manually add the student by adding their WISEid and providing a 
disability for the student. 
 
Students can be added at any point during the survey window, however if you know a student 
has become eligible to take the survey between October 1 and the start of the survey window, 
the student should be added prior to activating the survey. 
 

 
 
Enter the student’s WISEid and click the Verify button. 
 
Students that do not meet the criteria on the page cannot be added to the student list and 
therefore the parents cannot take the survey. 
 

WISEid will be successfully verified when: 

 The student associated with the WISEid is currently enrolled at a school in your LEA in 

WSLS; 

 The student is aged 17 or younger as of February 1; and 

 The student has not already been added to the list. 
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7.4.1. Review Student Information 
Once the WISEid has been verified, you will be prompted to review the student’s 
information and provide a disability category. 

 
 
Review the student information, choose a disability and click Save. Two survey codes will be 
assigned for the student. 
 
The Age as of 9/1 in the current school year is displayed and is used to determine if the 
student should be assigned the Preschool or School Age survey type. The survey type that 
will be assigned is also displayed on the page. 

7.4.2. Error Messages 
 WISEid could not be verified – This message appears if the student has not already 

been added to the list and is either not associated with your district in WSLS 
(Wisconsin Student Number Locator System) or the student is 18 or older as of 
February 1 in the current school year. 

o If the student recently transferred into your district, speak with the district 
WSLS Coordinator to ensure that the WISEid has been received from the 
previous districts or created if the student hasn’t been enrolled in a 
Wisconsin public school before. 

 Duplicate WISEids are not allowed – This WISEid already exists in the Student List. 

 The Disability field is required – A disability must be provided on the second page of 
the Add Student process in order to save the student and generate survey codes. 
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7.5. Download Student List 
Once you have activated the survey, the Download button will appear on the Student List and 
Survey Codes page. You can merge this list with parent information from your local systems or if 
you have a small number of students you can manually enter the parent information into the 
downloaded spreadsheet.  
 
Once parent information has been added you can merge the spreadsheet with the form letter 
that is available on the Indicator 8 webpage to send parents their survey codes (usernames and 
passwords). 
 
Students you excluded from the survey prior to survey activation are not included in the 
downloaded Student List. 
 

 
 

7.5.1. Data Elements 
The following data elements are included in the spreadsheet. 
 

Field Description 

Date Blank on download. Fill this in with the date of your mailing. 

First Name Blank on download. Fill this in with the parent’s first name. 

Last Name Blank on download. Fill this in with the parent’s last name. 

Mail Line 1 Blank on download. Fill this in with the first line of the parent’s 
mailing address. 

Mail Line 2 Blank on download. Fill this in with the second line of the 
parent’s mailing address. 

Mail Line 3 Blank on download. Fill this in with the third line of the parent’s 
mailing address, if needed. 

Student First Name Downloaded from the Survey Manager. 

Student Last Name Downloaded from the Survey Manager. 

Birth Date Downloaded from the Survey Manager. 

District Name The LEA/district name. 

http://dpi.wi.gov/sites/default/files/imce/sped/doc/spp8sampleltr-eng.doc
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Field Description 

School Name If source is Final Child Count or In Progress Child Count, the 
school will be set to the accountable school from October 1 
Child Count. 
 
If the source is LEA, the school will be set to the school the 
student was enrolled at in WSLS at the time the student was 
added to the Survey Manager  

School Phone Blank on download. Fill this in if you want to include a school or 
district phone number on the mailing to parents. 

WSPEI Phone This is the WSPEI phone number of the contact in your CESA. If 
you would like to have WSPEI staff contact parents to take the 
survey, you can include this number on the letter. 

FACETS Phone FACETS phone number 

Community Phone Blank on download. For optional use. 

Tribal Phone Blank on download. For optional use. 

Username1 This is the first survey code that was assigned to this student. 

Username2 This is the second survey code that was assigned to this 
student. 

Password The password is always the four digit LEA number for all 
Usernames generated for the district. 

Director Name The name of the Director of Special Education / Pupil Services 
as pulled from the Special Education Leadership Directory 
(https://apps4.dpi.wi.gov/speddir) 

Title Blank on download. This field can be used to print the title of 
the Director of Special Education / Pupil Services in the mailing 
to parents 

Survey Type S – School Age 
P – Preschool 
 
The type of survey assigned to a student is determined based 
on the student’s age at September 1 of the Parent Survey 
school year. 

WISEID The student’s unique identification number. This field can be 
used to merge in parent information from your local student 
information system. 

Source The source of the student’s information. 

 Final Child Count – DPI imported this student from the 
Final Child Count for the school year. 

 In Progress Child Count – DPI imported this student 
from the In Progress Child Count for the school year.  

 LEA – the LEA added this student to the Survey 
Manager application through the Add Student 
functionality. 

https://apps4.dpi.wi.gov/speddir
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Field Description 

Status1 The status of the survey code in Username1. See section 7.3 for 
details 

Status2 The status of the survey code in Username2. See section 7.3 for 
details 

Status Combined The Status Combined field is used to determine whether you 
need to follow up with a family or not. If your LEA/district has 
not yet met the required response rate, follow up is required 
for Status Combined of Started or Unused. 
 
The Status Combined of Submitted is counted towards meeting 
the required response rate. 
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7.6. Generate a Paper Survey 
If you need to generate a paper survey to send to a parent, click the Code 1 hyperlink for that 
student in the Student List table, as shown below.  If the Code 1 survey has been taken by the 
first parent, click on the Code 2 hyperlink to generate a survey for that second parent. 
 
Paper surveys cannot be generated for codes that have been Submitted or Declined. 
 

 
 

The following page will appear once a code is selected: 

 
 

Choose the language you need and then click the Generate PDF button. 
 

The default file name of the PDF that is generated will be the student’s last name followed by 
the student’s first name. 

 
 

In addition, the Survey Code and the District (password) is pre-populated at the bottom of every 
page on the survey.  
 
You can generate a PDF as many times as required as long as the survey code has not been used 
yet (Submitted or Declined). 
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7.6.1. Screenshot of generated paper survey 
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7.7. Details 
The following information is displayed when selecting the Details button for any student 

 

7.7.1. Data Elements 
Field Description 

WISEid The unique 10 digit identification number for this student. 

Student Name The last name followed by the first name. 

Disability Code The disability code of the student. This is pulled from October 1 
Child Count if the source is Final Child Count or In Progress 
Child Count, otherwise this is entered by the LEA when the 
student was manually added. 

Race Reporting 
Category 

The race/ethnicity of the student. 
A – Asian 
B – Black or African American 
H – Hispanic or Latino 
I – American Indian or Alaska Native 
P – Hawaiian Native or Other Pacific Islander 
T – Two or More Races 
W – White 

Exclusion Reason IF the student was excluded from the survey by the LEA prior to 
survey activation, this is the reason that was given by the LEA. 

Load Source The source of the student’s information. 

 Final Child Count – DPI imported this student from the 
Final Child Count for the school year. 

 In Progress Child Count – DPI imported this student 
from the In Progress Child Count for the school year.  

LEA – the LEA added this student to the Survey Manager 
application through the Add Student functionality. 
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Field Description 

Code 1 Also known as Username1. This is the first survey code that was 
assigned to this student, for the first parent that takes it 

Code 1 Status The status of the survey code in Code 1. See section 7.3 for 
details. 

Code 2 Also known as Username2. This is the second survey code that 
was assigned to this student, for the second parent that takes 
it. 

Code 2 Status The status of the survey code in Code 2. See section 7.3 for 
details. 

Combined Status The Combined Status field is used to determine whether you 
need to follow up with a family or not. If your LEA/district has 
not yet met the required response rate, follow up is required 
for Combined Status of Started or Unused. 
 
The Combined Status of Submitted is counted towards meeting 
the required response rate. 
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7.8. Exclude a Student 
Prior to survey activation, the LEA can exclude a student from the survey collection. A reason 
must be provided when excluding a student. 

 
Students will remain in the Student List and Survey Codes page, with a status of Excluded. 
Excluded students are not in the downloaded Student List spreadsheet. 
 
You cannot reverse the exclusion of a student from the survey collection. 
 
After clicking the ‘Exclude’ button on the Student List and Survey Codes page, the following page 
will appear. 
 

 
 
Verify the correct student was selected, enter a valid exclusion reason and click “Yes” to exclude 
the student from the survey. (valid exclusion reasons can be found in the Indicator 8 FAQ - 
http://dpi.wi.gov/sped/about/state-performance-plan/indicators/8-parent-involvement/faq) 
 
After the survey has been activated, students can no longer be excluded, so the Exclude button 
will no longer display at that time. 

  

http://dpi.wi.gov/sped/about/state-performance-plan/indicators/8-parent-involvement/faq
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8. Online and Paper Survey Preview 
If you would like to see an approximation of what the online survey will look like to your parents, you 
can navigate to the Online Survey Preview page through the Preview menu bar. 
 
The actual online survey is split up across several pages and also includes a Percent Complete table to let 
users know if they answered all of the questions in a given section. 
 

8.1. Language Selection  
If you would like to preview the online survey Spanish, select the button that corresponds to that 
language. The page will reload in the selected language: 
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8.2. Welcome and Consent - Screenshot 
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8.3. Sections and Questions - Screenshot 

 
  



    
 
Indicator 8: Family Engagement Survey – Parent Survey Application User Guide 

 

   
Page 50 of 60  Last Update: 01/30/2017 

8.4. Submit - Screenshot 

 
 

8.5. Paper Survey Preview 
This section of the page does not appear for optional districts, as those surveys are only meant to 
be taken online. 

 
 

You can preview an example copy of the paper survey. The preview is generated with an ‘EXAMPLE 
– DO NOT USE’ watermark and Survey Code of ‘USE RNA MEH ERE’ and District/Password of 9999. 
 
This is not meant to be sent to parents as the paper survey, see section 7.6 on how to generate a 
paper survey for a specific parent. 
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8.5.1. Screenshot of paper preview PDF 
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9. Statewide Response Rate Report 
The statewide response rate report can be accessed at any time from the Reports menu (Response Rate 
Report). The report is only relevant to districts who are required to conduct the survey in a given year. 
 
You can also download the report, which includes more detailed information. 
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9.1. Statewide Summary box 
The following elements are included in the Statewide Summary box. 

 
Field Description 

Total Districts The total number of districts required to conduct the survey in 
the school year. 

Not Activated The number of Total Districts that have not yet activated the 
survey for parent use. 

Activated The number of Total Districts that have activated the survey. 

Response Rate Met The number of Total Districts that have met their number of 
Required Responses. 

% Districts – Response 
Rate Met 

Percentage of Total Districts that have met their number of 
Required Responses. 

Responses Submitted Total number of responses submitted (maximum of one per 
student) for required districts. 

 

9.2. Sorting 
You can sort by any field in the table of districts by clicking the name of the heading. Clicking the 
column once will sort smallest-largest/A-Z and clicking the column name again will sort largest-
smallest/Z-A. 
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9.3. Table Fields 
The following fields are included in the table of districts. Only required districts are included in 
the table. 

Field Description 

District Number The four digit number DPI assigns to the district. 

District Name The name of the district. 

District Activated  Yes – Indicates that the district has activated the survey 
for their parents and can receive survey responses. 

 No – Indicates that the district has not yet activated the 
survey for their parents and cannot receive survey 
responses. 

Responses Submitted Blank if ‘District Activated’ is No. 
 
This is the total number of families that have submitted a 
survey (maximum of one survey is counted per student, even if 
more than one parent completed one for a student). Surveys 
that are Declined do NOT count towards the Responses 
Submitted figure. 

Responses Required Blank if ‘District Activated’ is No. 
 
This figure is based on the total number of students on the 
district’s Student List page that haven’t been excluded at the 
time the LEA activates the survey.  

Response Rate Met Blank if ‘District Activated’ is No. 
 

 Yes – Responses Submitted is greater than or equal to 
Responses Required. 

 No – Responses Submitted is less than Responses 
Required. 
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9.4. Download button 
Selecting the Download button will download the report to Excel. The downloaded report includes 
more information than the version on the application and includes a Header table, Districts Not 
Activated Yet table and Activated Districts table. 
 

 
  



    
 
Indicator 8: Family Engagement Survey – Parent Survey Application User Guide 

 

   
Page 56 of 60  Last Update: 01/30/2017 

9.4.1. Header table 
The fields in the Header table are largely the same as those in the Statewide Summary box 
of the Statewide Response Rate report page. See section 9.1 for more details. 
 

 
 

9.4.2. Districts Not Activated Yet 
This table includes the four digit district number and district name of those districts who 
have not yet activated the survey for their parents. 

 
 

9.4.3. Activated Districts 
The following fields are included on the Excel download of the report but are not included 
on the page. See section 9.3 for an explanation of the fields that are also included on the 
page (District Number, District Name, Responses Submitted (Combined), Responses 
Required, Response Rate Met). 

 

Field Description 

Unused Surveys 
(Combined) 

The number of surveys that haven’t been started by either 
parent. 

Started Surveys 
(Combined) 

The number of surveys that have been started by at least one 
parent. 

Declined Surveys 
(Combined) 

The number of surveys that have been declined by at least one 
parent. 

Submitted (Code 1) /  
Submitted (Code 2) 

The number of surveys (by Code 1 or Code 2) that have been 
submitted 

Unused (Code 1) / 
Unused (Code 2) 

The number of surveys that have not been started (by Code 1 
or Code 2). It would be likely that the Unused number of Code 2 
surveys would be high as only one parent needs to take the 
survey. 

Started (Code 1) / 
Started (Code 2) 

The number of surveys that have been started but not 
submitted (by Code 1 or Code 2). 
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Field Description 

Declined (Code 1) / 
Declined (Code 2) 

The number of surveys that have been declined (by Code 1 or 
Code 2). 

10. Parent Comments 
After the survey window has been closed by DPI, the Parent Comments report will appear underneath 
the Reports menu option. When the Parent Comments option is selected, an Excel report is downloaded 
to your computer. 
 

 
 
 
On the final page of the survey, parents can choose to give comments. The following prompt is shown to 
them: 

“Please write any additional information that you think is important for improving the special 
education services students with disabilities receive. 
 
Your comments are optional. If you choose to give comments, they will be used by the 
Wisconsin Department of Public Instruction to better inform districts of the feelings and 
needs of families.” 

 

If the parent chooses to give comments, an additional question appears below the comment box 
I would like my comments sent to... 

My school district's Pupil Services / Special Education Director and the Wisconsin 

Department of Public Instruction. If you choose to provide comments to your district’s Pupil 

Services / Special Education Director, the school district may be able to identify the person 

completing this survey based on your comments. 

Only send my comments to the Wisconsin Department of Public Instruction. 

 
 
The second option ‘Only send my comments to the Wisconsin Department of Public Instruction’ is the 
default option. 
 
If the parent changes this answer to the first option, their comments will be included on the Parent 
Comments report that districts can access after the survey window has closed. 
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10.1. Parent Comment report elements 
The following data elements are included in the Parent Comments report. 

Field Description 

School Year The School Year the parent comments were collected in. 

Report Name This is always set to Survey Comments 

District Number The four digit number assigned to the district by DPI. 

District Name The name of the district. 

Date/Time Generated The Date/Time the Parent Comments menu option was 
selected. 

Survey Type Preschool or School Age 

Comment ID Random identifier assigned to the comment 

Comment The text of the comment that the parent provided. 
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11.  Appendix A – Merging Student List with Parent Information 
In order to send out the usernames and password to all students, you’ll need to download the student 
list (see section 7.5) and merge the list with parent information from the LEA’s local information system.  
 
The key field to use when merging these lists in the student WISEid. 
 
The following steps can be used to merge the information. Depending on your version of Excel, the steps 
may vary slightly. 
 

1) Download the Student List spreadsheet from the Student List page (section 7.5) 
2) Open the spreadsheet and create a new tab called ‘Parents’.  
3) Create an Excel file of parent information for your local information system. Be sure to include 

the student WISEid in the file. 
4) Copy the parent information into the Parents tab you created in the Student List spreadsheet 
5) Select the entire table of Parent information you just copied and name the table ‘Data’ and hit 

the Enter key 
https://support.office.com/en-us/article/Define-and-use-names-in-formulas-4d0f13ac-53b7-
422e-afd2-abd7ff379c64#bmquickly_name_a_cell_or_range_of_cells 

 
6) Note down the column number of each of the columns in the Parents tab. These will be used in 

the VLOOKUP formulas on the Student tab. In the example above: 
a. WISEid is column 1 
b. First Name is column 2 
c. Last Name is column 3 
d. Mail Line 1 is column 4 
e. Mail Line 2 is column 5 
f. Mail Line 3 is column 6 

7) Go to the Students tab. 
a. In the First Name column, in the first row of data, start entering the VLOOKUP formula 

by typing =VLOOKUP( 
b. Select the WISEid in the same row you are entering the formula in. The column letter 

and row number will populate into the formula. Enter a comma and then type in ‘Data’ 
(the name you gave the Parents information). This is the data set being matched 
against. 

c. Enter another comma and then type in the column number that corresponds to the First 
Name field on the Parents tab (see step 6). In this example, it is column 2. 

https://support.office.com/en-us/article/Define-and-use-names-in-formulas-4d0f13ac-53b7-422e-afd2-abd7ff379c64#bmquickly_name_a_cell_or_range_of_cells
https://support.office.com/en-us/article/Define-and-use-names-in-formulas-4d0f13ac-53b7-422e-afd2-abd7ff379c64#bmquickly_name_a_cell_or_range_of_cells
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d. Enter another comma and type in FALSE. This means the formula will look for exact 
matches only.  

e. Close the formula with a ‘)’ and tab out of the field. 
f. The parent’s name should now appear in the First Name column if it worked correctly. 

8) Repeat Step 7 for each field you need to source from the Parents tab. 
9) Once you’ve entered a formula into each column in your first row of data, you can copy those 

formulas down to the rest of the table. 
 
Please refer to this example Student List spreadsheet that has already been merged with parent 
information to give the steps above more context. 
http://dpi.wi.gov/sites/default/files/imce/sped/xls/spp8-vlookup-example.xls 
 
Note 1: The Mail Line 1, Mail Line 2 and Mail Line 3 address fields are included in the Student List 
spreadsheet but are not in the form letter we provide on the Indicator 8 Parent Survey Resource page in 
the Parent Survey Letters section: http://dpi.wi.gov/sped/about/state-performance-plan/indicators/8-
parent-involvement/law 
 
Note 2: The VLOOKUP formula can return a zero (0) when the source field is blank (this may occur in 
Mail Line 3). If you have data in that manner then you need to adjust the formula to set these back to 
blank.  

=IF(VLOOKUP(W2,Data,6,FALSE)="","", VLOOKUP(W2,Data,6,FALSE)) 

 
“W2” refers to first column W in row 2 of your spreadsheet – which is the default position of the first 
WISEid in the file. Column 6 of the ‘Data’ (Parents) table refers to Mail Line 3 in the example. 
 
 
 
 
 

http://dpi.wi.gov/sites/default/files/imce/sped/xls/spp8-vlookup-example.xls
http://dpi.wi.gov/sped/about/state-performance-plan/indicators/8-parent-involvement/law
http://dpi.wi.gov/sped/about/state-performance-plan/indicators/8-parent-involvement/law

