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INTRODUCTION

On Track projedhas come to fulfil the need of VET providers, offering initial vocational educati
and training for asystem for tracking their own VET graduates and use the information, to impro
their quality assurance system. Thproject comes as a response tthe COUNCIL
RECOMMENDATION on tracking graduates (November 2@t @mphasized the need to improve
the avalability of qualitative and quantitative information about what graduates from tertia
education and vocational education and training (VET) in Europe do after they complete t
education and trainingOn Track projedtas develope@ methodology anddols for VET providers,
to support them to design and establish VET graduates systems, in their own organisation.

The outputs of On Track project are:

1 Context study o¥ET graduatesacking systems and measurgsomparative study in seven
countries

1 OnTrack Methodological Guidelines for VET providers

1 TrackingModel Surveys in three levelseven languages and 2 different tools (google for
& Limesurvey)

1 On Track Surveys Technical Manual

All outputscan be found in the On Track websitehdtp://www.ontrack-project.eu/en/.

The present technical manual aims to provide technical guidance to VET providers that wa
design and establish a VET graduates tracking system, based on On Track methodologygand
the model surveysThe technical manual complements the Methodological guide deals only
with the technical aspects on how to adapt the model surveys.

Thetechnicalmanual consists of three different parts:
Part 1 includes instructions on how to use and adapt the Google survey tools
Part 2 includes instructions on how to use and adapt Limesurvey tools

Part 3 provides the threenodel questionnaires that are the basis of On Track surveys. O
guestionnaire for tracking graduates leveB2one for level 46 and one for level G.

The manual provides all the technical information that a VET provider will need, in order to use
Track bols, how to adapt the surveys, how to invite responders and how to analyse the results.
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http://www.ontrack-project.eu/en/

How to start

Before starting withthe onlinesurvey make sure that you have read the methodological guide an
you have design your own methodology for trackiffgTgraduates If you have decided to use h
track€ tools, selectthe appropriatequestionnaire and make the necessary changhs minimum
changes requiredre: to insert the name of your educational Institudad to insert your own study
programs

Then you shouldchooseone of the two tools Google form or limesurveyou canvisit the model
surveys in our websitbttp://www.ontrack-project.eu/en/, to see how it looks but remember that
you can changthe appearance and the graphics of your own survey.

Whenyou decide which one of the two tools you will yg@u need to get in contact with one of
the partners and task for accesstire specific model survey of your choié&member, that there
are 42 diferent model surveyshat is three different questionnaires for differeMETlevels, two
different onlinesurvey toolsand seven different languages

If you need further support you can always contact one of the partners
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PART 1.GOOGLEORMS

If you optto choose Google formgou will need your own Gmail accourfeoogle forms is an easy
to use too| accessible t@nybody with a Gmail and easy to administrate this part we provide
the instructions how to use The Google surveysd df traclke project.

1.1. Set up a new form

In case that you may have to create a new form, there are two ways for it.

Option 1 Go toforms.google.comWhen you click thé . f loptidns a new google form wible
created.

= Forms Q  Ssearch
B

Start a new form Template gallery £

[ patmp  TorieE U

— -

Blank Contact Information RSVP Party Invite T-Shirt Sign Up Event Registration

Option 2 To create a form directly from Google Drive, click on thé S dutton. Then,
Clickd a 2 NJGdogle Forms > Blank Form. Everything done or written in the form will be sa
automatically.

L Drive Q, Searchin Drive

)

1.2. Edit the form

Afteryou've created a form, you can add titles, sections, questions, descriptions, images, and vid
For a better organizatigrihe form will be spliin sections for every topic. Tlgoogle form will be
created with a section by default at the beginnimgdyou could write there the title of the form
and a description. As already explained above, the sections are necessary for the organization
main title, the topics and the conditionals questions. The picture below corresponds to the fi
section ofthe form that shows the main title of the survey and an introductory description.

My Drive ~

This project has been funded with support from the European Commission.

This communication reflects the viewsly of the author, and the Commission Co-funded by the
cannot be held responsible for any use which may be made of the information - Erasmus+ Programme
contained therein. of the European Union
Project number2018-1-SK01KA202046331



https://forms.google.com/

Secﬁon 10f 23

w .

Tracking VET graduates at level 2-3 ~

Welcome,

You are asked to fill-in the current survey as a past graduate from our school. This survey aims to track the
progress of graduates in employment and further education and training and provide valuable data that will be
used for the continuing improvement of our educational offer.

This survey should take no more than 15 to 20 minutes. By participating in this survey, you will help us to
improve our training programmes and services.

The survey consists of a basic questionnaire that will give us the minimum information regarding the
employment and further education of our graduates plus an optional complementary questionnaire that will
provide mare in-depth information on career and education paths. You can participate in the survey
anonymously and it is up to you to provide us with your contact details, if you want to stay in contact. In any
case, the elaboration of the survey results will be done in a strictly confidential way.

N EB0F®e

Thank you so much for your timel.
Please, click "Next'to begin.

When you have a section created you can duplicate it ioutton, and then click’ 5 dzLJt A OF. {
On the right there are the options for adding elements on the form.

@  Add question

2 Import question

Tr  Add title and a description
Add image

J  Ad video

= Add section

Add a question

Clicka | R® £Then on the right part of the question title, choose the type of question you wan
Type the possible responses to your questioh LJi A @pyexent people from not answering, turn
ondwS |l dzA NER ¢
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In the button of six dots you can move the blocks by dragging this button

Gl

1.3: Have your expectations for first salary after = @® Muttiple choice v
araduation been met? . 9
Yes Type here the posible answers X Tr
[

No X
(I3}

Don't know X
=
=

Add option or Add “Other"
Delete question
Duplicate question @ [ Required :

You can import a Google o to your new one by clicking 6d! R R |j drfttie light?to6ls

Add an image or video to a question

You can add an image to a question or an answer for multiple choice or checkbox questions. |
guestion clickAdd image E], then you uploadr choose an image.

For attaching videos from YouTube, clickfatul video [»], and choose your video.
Add an image or video to an answer

In the question type selectile upload Then you can choose the file type, if you want a video, or a
image, anong others. You can set the maximum number of files and the size.

-

Question & File upload -

|

Tr
Allow only specific file types Q .
D Document |:| Sentation
[ spreadsheet [J prawing >

PDF Image
D D g =
D Video D Audio S
Maximum number of files 1 A
Maximum file size 10MB -
This form can accept up to 1 GB of files. Change
|_D IE Required )
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1.4. Work with conditional questions

Show questions based on answers

{2YS ljdSaGAz2ya oAttt 2yte | LIISINIOlFASR 2y
A2 0

the question block click:  y R OKz22aS8s wD2 (2 asdi
associate every answer with the corresponding section.

QX [entN

What are your further steps in education/training? ® Multiple choice - 2
Same field X Tr
Different field X =
=
Not further education X
=
[ |
Add option or Add "Other"
|_D [ Required ] Show
Description
After section 1 Continue to next section -
Go to section based on ansjver
Shuffle option order
What are your further steps in education/training? @ Multiple choice h
2
Same field X Go to section 2 (Same field) - Tr
Different field X Go to section 3 (Different field) -
(I3}
Not further education [] X Continue to next section v
=
=
Add option or Add "Other" —
|_D Iﬁ] Required ]

Here, the second column shows a drop down list of the sections to link with the answers.
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What are your further steps in education/training? @ Multiple chaice - In thIS ScreenShOt yOU cal
see how every answer o

Same field * Go to section 2 (Same field) - . .

the question will take you
Different fisld b 4 Go to section 3 (Different fiskd) - tO the Corresponding
Mot further education x Go to section 4 (Mot further education) section .

Add option or Add "Other”

I_D 0] Reguired

After section 1 Continue to next section -

Same field -

Description (aptional)

After section 2 Continue to next section -

LR

Different field

Description (optional)

After section 3 Continue to next section -

E R

Not further education

Description (optional)

1.6. Customize your form
You can change the fortheme.

Click® to customize. In the screenshot below you can see the options for changing the vistal
design.

OnHeaderyou can choose a default picture for the header of the form or upload one of yours.
OnTheme Colouyou can change the color tife blocks, and thé@ackground colour

OnFontStylE A G Qa L2 &aaAiofagilyi2 OKFy3aS GKS F2yi
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ooo B O

HEADER

.| Image uploaded
THEME COLOUR

C3 5% Alchanges saved in Drive

Questions  Responses

P

NE D+

><

I +
S

Untitled form

Form description BACKGROUND COLOUR

Untitled Question

) Option 1
Basic -

After section 1 Continue to next section -

1.3. Add form collaborators

-
-
-

Just click o1

o oo I

1C
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= I -~

€ Undo

Move to bin

LD Make a copy
[

GD Get pre-filled link

= Print

20+ Add collaborators

<> Script editor

5} Add-ons

o
28 Preferences

The following panel shows the form access data, like the namdezmail of the owner of the form

and the data of the added collaborators. For sharing the form with other collaborators you hav
write their emails in the pointed gap. Once the collaborators emails are added, you have to clic
the W5 2 huto. Every collaborator will be able to edit the questions, and the possible answer

e Add editors (Share with people settings) fS;
(Write the collaborator email)
|Add people and groups
TempName (you) (Owner name and email)
a temp@gmail.com :l

o m

© oetlink

Restricted Only people added can open with this link

Copy link
Change PY
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When you write the email of the collaborators, it will appear the role of the collaborator as an edi
by default, the option of writing a message on the invitation andftiven name below. When the
emails of collaborators are already ready, you have to clickitiie S hlitfof. Check the picture
below.

e Add editors (Share with people settings) @

(Write the collaborator email)
This is the role of the collaborator - Edjtor ~
on_track_admin@gmail.com as an editor in the form

Notify people

Message

(Write an optional message for the collaborator)

E Survey_level_2-3 EN

(Name of the form)

@ Editors will be able to view and delete form responses

Feedback? Cancel

| S A

It is possible to restrict access to collaborators so they can only edit the content of the form. k
onW{ KI NBIS Wi & BSidAy3a0

¢ Share with people settings
Editors can change permissions and share

Viewers and commenters can see the option to download, print, and copy

1.5. Send the form to participants
ST2NE aSyYyRAy3a GKS F2N¥Y (2 LINIGAOALIYIAZ AlQa
rules. Gotd¥{ S ,@,LyﬂéQ
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™

IntheQ D S y fatyJjoli kave to choose what is convenient fouy form. OnWw S |j dzA -NJif &
youclickor?[ A YA i { 2Zthe partitifaatd iall ieiaSked to sigm with their Google Account,
0ST2NB adGFNIAy3I G2 FAEE 2dzi GKS F2NX¥O 2 A
noted down.

X Settings Save

General Presentation Quizzes

D Collect email addresses

Response receipts

Requires sign-in:

Limit to 1 response
Respondents will be required to sign in to Google.

Respondents can:

D Edit after submit

D See summary charts and text responses

OntheWwSalLRyRSYik®dZORWIORA dz O frthaCaliows tifleafticipafits to edit
their responses whethosethey have alreadpeensubmitted.
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X Settings

General

D Collect email addresses

Response receipts

Requires sign-in:

D Limit to 1 response

Respondents can:

Edit after submit

D See summary charts and text responses

Thew{ SS adzy Yl NB OKI Niab mdané that e partidipBnis ffilPoyt dHerim,Q
they are allowed to see a link with the results.

X Settings

General

D Collect email addresses

Response receipts

Requires sign-in:

D Limit to 1 response

Respondents can:

[] Edit after submit

See summary charts and text responses

There is a confirmation message made by default. It appears whepdheipant submits the
survey.If you want to change the confirmation messageu can type a new messagss in the
image belav.
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X Settings

General Presentation

D Show progress bar
D Shuffle question order

Show link to submit another response

Confirmation message:

Your response has been recorded.

A

ForexampleA ¥ @2dz gNAGS WwW2Sif R2yS> &2dzNJ NBaLRy
participant submisthe form.

Survey level 2-3 EN

Well done, your response is saved.

Submit another response

~

2 KSy |ff GKS NMHz S&a IINB | f NSWREOSBUOlI 60f AaKSR

Presentation Quizzes

Send the form

For sending the forno participants, click ot { S, @nid then add the email addresses, the subjec
of the form and the invitation message, then click'¥d S.y R Q

15

This project has been funded with support from the European Commission.

This communication reflects the viewsly of the author, and the Commission Co-funded by the
cannot be held responsible for any use which may be made of the information - Erasmus+ Programme
contained therein. of the European Union
Project number2018-1-SK01KA202046331




X  Sendform

D Collect email addresses

Send via 5 (<o) <> n n

Email

) Type the email address

Survey_level 2-3 EN  Type the form subject

I've invited you to fill in a form:  Type invitation message

D Include form in email

2+ Add collaborators

You can get the link of the form for sending through a chat or ema G2 button. Before copying
the link youcan click on the option o¥ & K 2 NJi i grder, tovijave a shorter link. Then you can
copy it on theW / 2 hukof or with the keyboard.

X  Sendform

[:] Collect email addresses

Send via 8 @ < n D

Link

https:#/forms.gle/YBIVBL 1pydm9zbTVE

Shorten URL
e

There is the option of sharing the form through social medgd-acebook or Twitter.

Cancel Copy

You can also embed the faron a blog or website. Click <2 button.

16

This project has been funded with support from the European Commission.

This communication reflects the viewsly of the author, and the Commission Co-funded by the
cannot be held responsible for any use which may be made of the information - Erasmus+ Programme
contained therein. of the European Union
Project number2018-1-SK01KA202046331




X  Sendform

D Collect email addresses

Send via B () @ | £} D

Embed HTML

<iframe src="https//docs. google.com/forms/d/e/ 1 FAIpQLSAYAJENIRIACINHWCSgHF 27n6Rv119yIV2_CSLSwWP-HARRQ/viewform?embedded=true” width="700" height="520" framebord

Width 700 px Height 520 px

Canes!

Copy the HTML code and paste it in your blog or website.

17

This project has been funded with support from the European Commission.

This communication reflects the viewsly of the author, and the Commission Co-funded by the
cannot be held responsible for any use which may be made of the information - Erasmus+ Programme
contained therein. of the European Union
Project number2018-1-SK01KA202046331




PART 2. LIMESURVEY

2.1. First steps

When you have logged in, go directly to your corresponding questionnaire that you want to mod

© Create a new survey

Survey list
Survey Anonymized Closed
O © Status  Title Group Created ~ Owner responses Partial Full Total group
o
844253 > Tracking VET graduates at level 6-7 CY Default 30042020 drieneGlla No 0 0 0 No
il
o
D 688927 » Tracking VET graduates at level 4.5 CY Default 3004 2020 drieneGlla No o 0 0 No
Wl
o
D 117420 > Tracking VET graduates at level 2.3 CY Default 3004 2020 drieneGilla No 0 0 0 No
il
o
D 725674 » Tracking VET graduates at level 6.7 SP Default 2804 2020 drieneGlla No 0 0 0 No
"

Youcan change the title, description, welcome message and end message of the surveyton
42
elementson ™ button.

Every modification of the survey must be saved.

& Display/Export & Survey participants Save

2.2. Translate the s urvey
The default language of the surveys is established in englisbatbelanguage option is located on
the base language field

For establishing an additional language g&tovey general settingand click or. o
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https://manual.limesurvey.org/General_settings#Base_language

= SECTION |. EDUCATION 0- Survey summary : Tracking VET graduates at level 2-3 (ID 635521)

[A1] In which year did you graduate?

Survey URL: Text elements: o)
= [A2] » What was your field of study at ...(name of school)?

English (Base https://survey.ontrack- Description:
= [A3] » What are your further steps in education/training? language): project.ew/index.php/6355217

lang=en Welcome: Welcome, You are asked to fill-

=  [A4]> Overall, how satisfied are you with the education you received at ...(na In the current survey as a past

End URL: http://ontrack-project.eu/en/ graduate from our school. This
- . survey aims to track the .
= (5] What subject/s In your course helped you In your work? Only answer If Niiiiber of 4755 s T

questions/groups:
[B1] » If you don't have further education please choose one of the reasons:

End message: Thank you for your time and
your attention.

= SECTION Il: EMPLOYMENT STATUS 0.
Survey general settings: E, Publication and access settings: o)
= [A8]» Please tick your current main employment status and specify:
Owner: Administrator (Info@ontrack- Start date/time: 13.01.2020 17:10
= [A14] ) Please Indicate the sector of your current employment project.eu)
Expiration
= [A7]» Please tick your current occupation : date/time:
project.eu)
= [A8] » Please tick your current status: Listed publicly: No
Fax to:
= [A9] » How did you access the job? Theme On_Track (On_Track) | K| #
= [A10] » Have your expectations for first salary after graduation been met?

Survey settings: Responses to this survey are NOT
anonymized

A11] » Is your job related to the professional field of your study at ...(name of
gl tayed, F ¥ ¥ { Itis presented group by group.

Then go to Additiondanguages, and select the language you want. Then click on Save.

Once the language is added, goTtools and click orQuick Translations
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