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Overview of Comment Card
Survey Process

« The comment card survey process involves three steps:

1. Develop a survey schedule using survey planning tool you can
download from the NRM Gateway.

2. Conduct the comment card survey at the locations and days
indicated in your schedule using the standard procedures
described in the comment card documentation on the NRM
Gateway.

3. Enter comment card responses into the comment card
database using the data entry tools available on the Gateway.

 This set of slides describes the data entry process.

e For overall information on the Comment Card Program

gO tO, http://corpslakes.usace.army.mil/employees/commentcard/commentcard.html




Accessing Comment Card Survey Tools
On the NRM Gateway

All current comment card survey procedures, tools and documentation, including the

comment card data entry system can be accessed through the comment card survey main page
on the NRM Gateway at:. http://corpslakes.usace.army.mil/femployees/commentcard/commentcard.html,
where you will see the screen shown below.

You can access comment card data entry either by starting here and following the screens or by
going directly to data entry at http://corpslakes.usace.army.mil/employees/commentcard/survey-visit-data.html.

Natural Resources Management Gateway

to the future . . .

- Customer Comment Card Program
s Headquarters POC: Recreation MManagement Support Program
N @ Program Summary @ Procedures Archive
“— @ Tecreation Areas: Survey tools and procedures for FY06-07 — 1. The data entry system
- can be accessed through
-~ @ Vizsitor Centers: Survey tools and procedures for FY06-07 — the survey procedures for
‘:_'__ @ Comment Card Image Files @ Data / Results Archive recreation areas or visitor
Fams centers.
: Important Note: Comment tools and procedures for FY05/06 surveys have been moved to
= | make way for FY08/Y surveys. I vou are still entering cotmment card data for the FY05/06
: survey yeat, click on the Procedures Archive abowe, then access the tools and procedures for
e | the FYO5/06 survey year
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Survey Tools and Procedures for

Recreation Areas

If you follow the screens via the recreation area survey page, you can access

data entry by clicking on “Access to Data Entry” from the list of survey tool and
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documentation options shown below.

Recreation Areas: Survey Tools and Procedures for
FYO06-07

+ Which Projects Should Participate In This Survey?

* What's MNew i 20067

+ Survey Planmng

+ Download the Survey Schedule Generator (Do nof run this program from the semver.
To download the Generator, rght click on the hnk and select “Save link target
as” o save file fo your computer).

+ Comment Card Image Files (Mew formal and OME approval)

+ Data Collection Procedures

+ Access to Data Entry

+ Arccessto Project Summeary Reports

¢ FAQS

* Have Duestions or Meed Help?

+ Prnt Complete Survey Planning and Data Collection Instructions

Itemns are restricted to U3, Army Corps of Engineers and will open in a new window.

1. Click here for access to
comment card data entry
system.




Accessing Data Entry System:

Clicking on “Access to Data Entry” on the previous screen or going directly to
http://corpslakes.usace.army.mil/employees/commentcard/survey-visit-data.html
will take you the data entry access screen shown below.

e Access to Data Entry

Drata entry wvolves the tanual transter of customer responses mto the online data entry

sy, system. As part of the data entry process, you will also be asked to classify each 1. Before entering
v response to the question “What mmprovements would you like to see here?” The data date_l’_yo_u should
N entty process will proceed more quickly ff vou tarnharize yourself with the classification fa_m iliarize yo U r_self_
categories before mputting FY06/07 Visttor Center Comment Card Survey data for the W'th the classification
-. first titme. options for

categorizing visitor

o Eewiew Classification of Visttor Sugoestions — suggestions.

s Enter Data Entry Sarstem _ 2 Click here to

access the data entry
Items are restricted to T35, Army Corps of Engineers and will open in a new window, |ogon screen.
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Logon Screen

Comment Card Surveys

Type in your
User ID and
Introduction

Thiz 15 the data entry system for the FY06-07 Eecreation Area and Visitor Center Comment Cards. Once vou log in, you can select PaSSWO rd! then
which zet of comment cards you will be entering. Cl |Ck on “Log I n"

Headquarters POC: Judy Rice

You may also view the submission results here. bOX.

Logm

Mote: Taers can use their Eec-BEST User Id to log i N
Tser I Faszsword:

New Users
Hote:

Please enter the following information:
Matne: Phone:

Ermnail:
MNewxt ...

! S & Internst




Select Recreation Area
or Visitor Center Data Entry

The screen below appears immediately after you successfully log in.  On this
screen, click on “Recreation Area Submissions” if you are entering data from the
recreation area survey. Click on “Visitor Center Submissions” if you are entering
data obtained from the visitor center survey.

If you conducted both recreation area and visitor center surveys, first enter your
data for one survey and then come back to this point and enter your data for the
other survey.

Comment Card Surveys

Data entry for
recreation areas
and visitor centers
are similar. This
tutorial will show to
o Eecreation Areas Submissions: Enterfreview visitor cotnment card surveys the data entry
process for
recreation areas.

Comment Card Surveys

" 11115006

o Visttor Centers Subtmsstons: Enter/review Visttor Centers surveys

-




Select Your Project

Comment Options

" hdain Menu
" Data ResultsfArchive

3. Click here to begin
entering data

Comment Card Surveys

Recreation Area Comment Cards
Select a New Project for a Comment Card Session M
(If the project is shown below, it will not be available as a new project to select)

o EBxcel File for Calendar

o LOWER GRANITE LOCK AND DAM - Submutted
n Enter New Rec Area Comment Card
s RewewEdit Completed Data Entries
o Eeview/Edit Comments
o Start Over - BEemoves all entered data for this project

o View Sumnary Table
Table of includes both submitted and unsubmitted data for the project
o LOWER GEANITE LOCE AND DAM

2. If necessary,
click here to
select a different
project.

1. Verify the
project for which
you want to enter
data.




Data Entry Form

Begin copying data from the comment cards to this electronic form. When you
have entered all visitor and rating information, click on “Next Comments” to enter
visitor responses to the first of two open-ended questions.

Comment Card Surveys

Recreation Area Comment Card

" Menu

Froject: LOWEE. GEANITE LOCE AND DAN

Comment Cards Swvey Date: Scheduled Swvey: | Select A

(i)

* LOWER GRANITE . . o
LOCK ARD DA Recreation Arvea: |Mo Area w Add a Becreation Area not in lst on
WAL LA WAL LA, left
NORTHWESTERMN
DASION

Previous visits to this recreation area: Use of park facilities at this area:

1. Is this your first wisit to this recreation area? Did you do aty of the following af this recreafion area during

* Start Mew Card O Yes O Hao pour current visif?

* Edit Card Data [ Stay overnight in campground

T v 2. 1f not, how matiy other titnes have you visited this atea in the [ Use restrooms of showets

* Summary Tahle tast 12 montha? |0 [ Use swimming beach
oummary 1aole

[ Use a recreation trail
O Use picnic facilities
[ Use boat of facilities af a marina
[ Launch a hoat
[ Other
Visitors Fees: About yourself:

1. Did you use a Golden Age, Golden Access or Anmal Day-Use .
I = = iR A 1. Home postal ot ZIF code:

&] Done 8 & Internet




First, Enter Response to Question:

"What dio you like most about this area?”

Comment Card Surveys

Recreation Area Comment Card

* Menu
Project: LOWER. GEANITE LOCE AND DAM
/ i i 7 ] i .. ares ..:'
. LOWER GRANITE What did you Zike mosi about this area :
LOCK AND DAM Type verbatim
YWALLA WALLA visitor response Iin
NORTHWESTERN 4 this space. Then
DIVISION _ g .
click on “Next”.

" Start Mew Card
* Edit Card Data
* Edit Comments

* Summary Table
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Next, Enter Response to Question:

1
What improvements would you like to see in this area?”

Comment Card Surveys

Comment Options

" Wenuy

Comment Cards

* LOWER GRANITE
LOCK AND DAM
WWALLA WWALLA
NORTHWESTERN
DIISION

" Start Mew Card
* Edit Card Data
* Edit Comrments

* Summary Table

Recreation Area Comment Card

Froject: LOWER GRANITE LOCE AD DAM

What imprevements would vou like to see m this area?

mtep 1. Enter entire text of comment(s) recemved

—

1. Type verbatim
visitor response in
this space.

2. Click next to
classify
suggestion
offered by visitor.
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Finally, Categorize Visitor Improvement Indicated in Question:

1
What improvements would you like to see in this area?”

Comment Card Surveys

Recreation Area Comment Card _ _
- Meny Note: You can click here to print a

Froject: LOWER GRANITE LOCK AND DAM reference copy of the category definitions.

Comment Cards

" LOWER GRANITE
LOCK AND DAM

What imprevemenis would you lilze to see m this area?

WEALLA, WALLA Suggestions for improvements will be classified to relate them to future budget needs.
NORTHWESTERRN
DIVISION Step 2. Select the one category that best describes the first suggestion for improvetnent in commernt(s) receved. Print the

Classification Instructions and Defimtions for reference before beginning data entry

= Start Mew Card
® Edit Card Data
® Edit Comments

® Summary Tahle

Main Category | Select v

- Roads & Parking
- Boat Ramps/Courtesy Docks/Piers

FAC - Buildings O Restrooms/Shower Houses
FAC - Camp/Picnic Sites

FALC - Signs

- Other Facilities

- Facility Cleaning

- Facility Mowing

- Visitor Assistance

- Park Attendant/Park Host

- Reservations

- Repairs

- Miscellaneous Comments

- Mo Comment or Suggestion Offered

1. Click here to
display a list of
classification
options, then
double click on
the best choice.

- Inappropriate or Offensive Comment Was Mot Entered

5 @ Internet

2. You have now completed entering data for this comment card. Click 12
on “Next” or “Start New Card” to begin entering data for the next card.




Review of Entered Data

After each data entry session, you should verify that the rating and comment data you have
just added to the database is correct and complete. You can make corrections at this time.

Note: You can review
and edit your data at

i .
any time during a data

) " tleny
entry session. You can
then return to data

entry by clicking on
“Start New Card”

" LOWER GRANITE
LOCk AND DA
WALLA WALLA
NORTHWESTERMN
DISION

Start New Card
" Edit Card Data
" Edit Comments

= Suramary Table

1. Click on “Edit
Card Data” or
“Edit Comments”
to review and/or
edit your comment
card entries

ﬂj Dione

Comment Card

Recreation Area Comment Card

Project: LOWER GRANITE LOCE AND DA
Swvey Date: 11/01/06

Recreation Area:

Previous visits to this recreation area:

1.1z this you first visit to this recreation area?

2. If nuot, how many other times hasve you visited this area in the
last 12 months? 0

Visitors Fees:

1. Did you use a Golden A ge Golden Access or Anmial Day-Use
Pass to offset the fees charged at this area?

2. Did wou pay afee to enter or use this area during your current
isit?

Very Good

Facilities:
Zuitability of park facilities for my recreational
equipttient snd activities

Surveys

Scheduled Swvey:

Use of park facilities at this area:
Did yvou do aty of the following af fhis recreafion area during
your current visif?

About vourself:

1. Home postal ZIF Code:
2. Vo live in:

3 Age:

4. Gender:

5. Ethticity affiliation?

6. Racial affiliation:

Good Hot Good Poor Very Poor Does Mot
Tot Poor Apply
o o ) o) o)
S @ Internet

13



Submitting Final Data

After entering and verifying data for all comment cards associated with the current

survey year, you should submit the completed comment card data for the project.
Submitting the data:

® Signals that the data you entered is accurate and no more data will be entered
for the current year.

® Triggers a brief survey asking you to characterize conditions that occurred during

to the survey period that have the potential to influence the survey results for your
project.

Comment Card Surveys

Recreation Area Comment Cards

® Main henu
* Data Results/Archive Select a New Project for a Comment Card Session
(If the projectis shown below, it will not be available as a new project to select)

@ Bxcel File for Calendar

» ALAMO LAKE DAN, AZ
m Enter Mew Bec Area Comment Card
» EeviewEdit Completed Data Entries

1. Submit data by n Review/Edit Comments

clicking here only m Start Over - Removes all entered data for this project

when all data for the *l Subtmit Vistter Comment Card Data Entries for this Progect - Select once all cards are entered
survey year has been
entered.

v View Sunmary Table
Tabls of inchdes hoth submitied and unsubmitted data for the praject

w ATAMO LAKEDAN, A7




Obtaining Summary Results

You can view and print a summary report of visitor ratings and comments based
on data entered to date at any time. But note that any data you enter today will
not appear in the summary report until tomorrow morning. If any data you enter
does not appear in the Summary Table after 24 hrs, notify the Help Desk for
assistance.

Comment Card Surveys

Summary of Recreation Area Survey .June - November 2006

" Meny LOWER GRANITE LOCK AND DAM
® Print Friendly “ersian
: « Response Distribution (Percent)
Click on *Su m mary Very | Good |Average FPoor | Very |Total| DMean
Table” or “Printer y T p ’ )
) . i " LOWYER GRAMITE No. of Visitor | Good (4) 3) (2) |Poor (1) Response
Friend |y Version” to LOCK AND DAM Customer Satisfaction Item Responses (5) (1-5 Scale)
; WALLA AL LA s
dlsplay asummary HORTHWESTERN Facilities:
available rating and DIVISION Suitability of park facilities for my 304 55% | 41% | 3% 1% | 0%  100% 45
comment data. recreational equipment and
Comment Menu I
Y . * Start New Card Eestroom cleanliness and 284 45% | 48% &% 2% 1% 100% 4.3
ou may_ expgrlence a « Edit Card Data avalability of convermences
short wait while your S — Appearance of park grounds 312 as% |44% | % | 1% | 0% [100%] 44
summary reportis * Summary Tahle Adequacy of signs providing 300 44% | 46% % | 2% | 1% |100% 43
retrieved from the directions and mnformation
database. Parking space availability during 314 0% | 32% 5% 1% 2% |100% 4.5
my wsit
Condition of roads and parking 308 2% 39% 6% 2% 1% |100% 4.4
areas in the park
Fmployees:
Asrailabilite Af narle ranaers and D A4 4204 1204 304 494 TNN%4 41

féj Dane 2 @ Trusted sites




