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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.
The Indicator 8: Family Engagement Survey was formerly known as the Parent
Involvement Survey.
Please also see the Indicator 8 website.

2. Special Education Web Portal
The application is accessed through the Special Education Web Portal.

If you are unsure of your login ID or password for the Special Education Web Portal,
please check the Special Education Web Portal.

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
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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.

2.2. LEA Data link in Special Education Portal

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.

2.3. Required Action
Users will select the Indicator 8: Parent Survey Manager link to open the
application.

There are two possible "Required Action" statuses for the Indicator 8: Family
Engagement Survey Application in the Special Education Web Portal.
1. None
For any districts that are not in cycle. If your district is in this reporting
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cycle, the “Required Action” column will read “None” until you activate
the survey. Afterwards, it will change to read “Due Date
(MM/DD/YYYY).”
2. Required Responses: (X)
Due Date (MM/DD/YYYY)
The number of responses required for a district to meet their response
rate. The actual date of when the application closes for any districts that
are in the cycle.

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.
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Required District: Prior to Survey Activation (District Set-up)

Required District: After Survey Activation (Survey Open)
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Optional District: Prior to Survey Activation

Optional District: After Survey Activation

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.
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3.1.2.

Parent Outreach

Hovering over the parent outreach tab will show three sub-tabs to choose
from:
1. Parental Contacts, which contains the student list.
2. Letter Manager
3. Send Letters, which is the option from the menu will take you to the
Student List page.
These menu items only appear for districts that are required to conduct the
survey in the indicated year.
See section 7 for more details.
3.1.3.

Preview Menu

The Preview menu contains links to the Online Survey and the 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

At any time, if you would like to go back to the Special Education Web Portal,
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.
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The contact details shown in the Survey Contact section of the home page will
always be those of the primary contact.

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

Enter the contact information for the Primary Contact. Contact name and
email address are required fields.
Select the “Is Primary Contact” checkbox.
Review the information, correct it if necessary and select the “Add” 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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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.

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.
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3.3.2.

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:

3.3.3.

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.
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Once the district adds a primary contact, the “Activate” button appears in the
title bar of Survey Collection Status section:

3.3.4.

Opt-Out (Optional Districts)

If your district no longer wishes to participate in the survey (opt out), click the
“I made a mistake” link to revoke your decision.
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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 in the survey.
3.3.5.

Survey Open (Required District)

Once the district has activated for the year, the status of this section changes
to Survey Open, as shown below:
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3.3.6.

Survey Open (Optional District)

Once the survey has been activated, the status will change to “Survey Open.”

3.3.7.

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:
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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.
3.3.8.

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:

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://sped.dpi.wi.gov/pisurvey.
Parents must log in with the Usernames and Passwords available on the Parental
Contacts page.
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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 the district provided survey links prior to
activating the survey, you can add or edit them at any time. The district provided
links to parents after they declined or submitted the DPI survey.
The example below is for a required district:

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.
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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.

3.5. Response Summary
Once the district activates the survey, the Response Summary section of the home
page appears.
The “Responses Distribution” button opens a small window that shows your
response information for every race/ethnic group and every disability type.
Display for required districts:

Display for optional districts:
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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 Parental Contacts
page that have not been excluded at the time the LEA activated the survey. The
Required Responses number is 10% of the response rate sample (or 6
respondents), whichever is higher. More than half the questions must be
answered (12 or more) in order to be counted.
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.

Districts that do not meet the required response rate must repeat the survey
again the following year.
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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.

4.2. Step 2: Review List of Students in the Parent Contacts Page
This step is not required for districts who have chosen to conduct the survey
(opted in).
Review the student list. 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.
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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 Parental Contacts page functions can be found in
section 7.

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:

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.
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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.
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.

7. Parent Outreach Within the Application
The application’s features to support district outreach to parents live within the pages
under the Parental Outreach tab option in the menu bar under Parental Contacts page.
Note: This section only applies to districts that are required to conduct the survey in
this current cycle. Districts who opt-in to the survey cannot access the Parent Outreach
tab.
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7.1. Parental Contacts Page: Student List
This page contains the list of students whose parents are expected to be invited to
complete the Family Engagement Survey. You can sort this list by any field in the
table 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. 50 students display per page.
The default sort for the page is by School then by Student Name. The “Reset”
button returns the list to its original form before sorting.
Rows for students with no parental contact information are highlighted in Pink.
This pink shading will disappear after parental contacts associated with that
student are added to the application database.
Note: Parentally placed private students are not included in the import and neither
are students who will be 18 or older as of the day of the survey opening (the
current school year, typically mid-January to early February).
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7.2. Parental Contacts Page: Add a 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 WISEdata;
● The student is aged 17 or younger as of the start of the survey window
(February 1); and
● The student has not already been added to the list.
●

Once the WISEid has been verified, you will be prompted to review the student’s
information and provide a disability category.
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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.
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 WISEdata or the student is 18 or older as of February 1 in the current
school year. If the student recently transferred into your district, speak with
the district WISEdata 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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7.3. 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.
Note: 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.
After the survey has been activated, students can no longer be excluded, so the
“Exclude” button will no longer display at that time.

7.4. Parental Contacts Page: Upload or Add Parent Contacts
There are two ways to add parental contacts to the application: bulk upload or
manually adding one-by-one. You can find basic instructions for how to do this
under the expandable, light blue “Instructions” banner at the top of the Parental
Contacts page in the application. Use the arrow at the far right of the banner to
open the instructions on the page.
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To upload parental contacts, click the orange button called “Upload Parental
Contacts”. This will take you to a separate page with instructions that describe how
you can 1) download an empty template spreadsheet with column names, 2) enter
data into those columns for each parental contact and save (in .csv format!), and 3)
upload the filled-out spreadsheet to the application.

To manually add parental contacts, click the drop-down arrow to expand the row
beneath each student. The drop-down arrow at the far right of the student row
opens the parent table. From there, clicking “add” opens a small pop-up window
into which you can enter parent contact info. To edit current parental contact info,
click “Edit.”

7.5. Parental Contacts Page: Paper Surveys
There are two ways to generate paper surveys from the application that you can
mail to parents: in bulk or one-by-one.
To generate all surveys as PDFs, download, and print, click the blue button on this
page called “Generate All Surveys as PDF.”
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NOTE: All papers surveys should be mailed to parents with self-addressed
envelopes to:
Wisconsin Department of Public Instruction
P.O. Box 7841
Madison, WI 53707-7841

If you need to generate a paper survey to send to a parent, click the Code 1
hyperlink for that student list that lives on the Parental Contacts page, 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. Paper surveys cannot be mailed to the districts.
NOTE: All papers surveys should be mailed to parents with self-addressed
envelopes to:
Wisconsin Department of Public Instruction
P.O. Box 7841
Madison, WI 53707-7841

The following will appear after you’ve selected the hyperlink to download an
individual PDF of a survey:
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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).

7.6. Letter Manager Page
New for 2020-2021 the Family Engagement cycle, district users are now
recommended to use the new Letter Manager feature in the Survey Manager
application to maintain and customize the letters you send as parents. You will be
able to send these as emails from the application or download the letters as PDFs
which you can then print and mail to parents (more on that in next section).

The Letter Manager is the second page under the Parent Outreach tab. This page
contains some instructions that you can find by expanding the light blue
“Instructions” banner.
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To add letters that DPI staff started writing for you, click the “Import” button. Your
browser will ask if “if it’s okay to import letters.” Click “Okay.” You will then see one
or more new rows in this table.

Click the “Edit” button to open the letter to open the Edit District Letter window.
At this point, you may customize the letter to better fit your district’s outreach
preferences or specifically target this version of a letter to your audience.
Note: You may *not* edit the text between {curly bracket} symbols. DPI placed
these into the letter; that text is how the application knows where to place your
customized parent/student data.
Note: Pay attention to the Letter Name. This will be the Subject line for all emails
sent using this letter. Currently, the name is limited to 35 characters.
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When you’ve finished editing, click “Update” to save. This letter is now ready to be
assigned to contacts and to be sent to those contacts (see next section).

7.7. Associating a Saved Letter to Parental Contacts
Before doing this step, you must have uploaded or added parental contact info into
the database (see section 7.1) AND you must have imported a letter into your
Letter Manager (see section 7.6). At first, the table on this page will be empty. Note
that this page includes an expandable, light blue “Instructions” banner that
provides some basic instructions on how to use this page.
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First, use the “Select letter name” drop-down to select a letter from your saved
letters. Next, click “Assign Letter to Contacts.” This opens a pop-up window called
“Assign Letter to Contacts.”
The Recipients list shows the available Student Last/First Name – Parent Last/First
Name format in the database. Use the filters above to filter to a more specific
subset of parental contacts if you wish. For example, if you want to send a letter to
only English-speaking parents who have not yet responded to the survey, set the
Languages filter to “English” and the Responses filter to “No”.

Next, to select the contacts who should receive the letter you selected, use the
arrow controls. The double-arrow will move all recipients to Selected. Click on
individual recipients and use the single arrows to move them one-at-a-time. Finally,
click “Assign Contacts to Letter” to save the assignment of these contacts to the
letter you selected.
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The contact and the letter to which they were just assigned will now appear as a
row in the table on this page. You can use the “Preview” button to view the letter
and verify that the correct student and parent information appears in this letter.

7.8. Send Letters: Do Not Reply
The default “sender” email address for emails sent from the application will be a
“DoNotReply” DPI email address. That’s why the default answer to the “Do Not
Reply?” question on the Send Letters page is set to “Yes.”

However, if you want parents to receive emails that appear to be from a specific
district staff person, click No and enter a valid email address in the resulting text
box. If you do this, that person’s email address will be listed as the sender on emails
sent to parents.
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7.9. Sending Assigned Letters as Emails
If you want to send parent letters as emails from the application using the saved
email addresses, click the “Send Emails” button. This will take you to a new page.

This page summarizes the emails you are about to send. The first box describes the
total number of emails sent, while also noting if any of those contacts are missing
an email address (in which case the email to those contacts will not be successful).
The following tables will show this information for each letter you’ve assigned to a
batch of contacts. In this example, only one letter is in the queue to be sent, named
“Example Letter for Survey Guide.”
The “Send Emails” button executes the actual sending of emails to the contacts in
this batch. “Return” takes you back to the Send Letters page.

7.10. Downloading Assigned Letters as PDFs to Print
If you want to download parent letters as PDF files to print and mail to parents,
click the “Generate PDFs” button after assigning letters to parent contacts.

This takes you to a new screen called Generate PDFs. Note the expandable, light
blue “Instructions” banner that provides basic instructions on how to use this page.
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First, use the far left column to check rows whose letters you want to include in the
download. You have the option to filter this list down to just contacts who are
missing an email address in the application’s database.
Next, use the “Generate PDFs” button to initiate the batch download of letters for
all selected rows. This will trigger the download of a zip file containing PDF files for
each letter, named using the parental contact’s name and the date of the download.

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

8.3. Sections and Questions
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8.4. Submit

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 "USER NAME
HERE" and District/Password of 9999.

This is not meant to be sent to parents as the paper survey, see on how to generate
a paper survey for a specific parent.
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8.5.1.

Paper Preview PDF

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.
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% 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.

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.

Responses
Required

Blank if "District Activated" is No.
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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.
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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.

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.

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.
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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).

January 2021

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.
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Started (Code 1) /
Started (Code 2)

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

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 s ent to...
My s chool dis trict's Pupil Services / Special Education Director and the Wis cons in
Department of Public Ins truction. If you choos e to provide comments to your dis trict’s
Pupil Services / Special Education Director, the s chool dis trict may be able to identify the
pers on completing this survey bas ed on your comments .
Only s end my comments to the Wis cons in Department of Public Ins truction.
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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.

11. Appendix A – Mail Merge Outreach Instructions – Not
Recommended
Starting in the 2020-2021 reporting cycle, the application now includes features that
allow districts to upload and manage parent contact information with the application and
send letters from the application. District users no longer need to use a mail merge to send
their letters to parents. In fact, DPI highly recommends using the application to send
emails rather than the former mail merge process.
Using the new features in the application to conduct parent outreach will allow district
users to track which parents have responded to the survey and send targeted letters to
parents based on student demographics. Using the mail merge process will not allow
district users to track parent responses for targeted outreach. See section 7.

Mail Merge Instructions
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 Parental Contacts page
2. Open the spreadsheet and create a new tab called Parents.
3. Create an Excel file of parent information from your local information system.
Be sure to include the student WISEid in WISEid 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. Please view this Microsoft Office support
article if you need more help.

January 2021

Page 50 of 52

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

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 WISEid 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.
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.
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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.
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.
You can find the parent letter under Key Resources. Parent letters are
customizable in Microsoft Word.
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 the first column W in row 2 of your spreadsheet – which is the
default position of the first WISEid in WISEid the file. Column 6 of the "Data"
(Parents) table refers to Mail Line 3 in the example.
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