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How to Create and Enter GCV Surveys in PEARS 

The GCV Common Evaluation Survey is now available in PEARS. By using the questions from this survey 
(as your program evaluation, or added on to your current survey tool), it will allow us to collect data 
across all of our programs throughout the year and report overall impact of our team. The survey is 
already pre-loaded into PEARS and can be copied each time a Program Activity takes place. If you would 
like to use some of the Common Eval questions, but not all, you may select the ones to use or remove. 
Wording of the questions cannot be changed. 

To use the GCV Common Evaluation AS IS for your program: 

Login to PEARS 

Select Track v Program Activities 

 

 

Add Program Activity (this can be done prior to the program taking place or afterwards). It should be 
done for each time the program takes place (Ex. Communicating through Conflict-Kalkaska March 2020) 
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Add information about the program (see example above) 

 

Note: If you are setting up the survey prior to the program taking place, you may need to leave the 
“Participants” field blank until after. 

Select Save and Continue 

  

Then Attach Surveys 
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Select the GCV Common Evaluation. Aggregate responses would allow you to tally up the results ahead 
of time and enter them all at once. In most cases for the GCV Survey, you will not check this box. It may 
be helpful for the Civil Rights forms. 

 

mailto:nlundeen@msu.edu


If you have questions, contact Norma Lundeen at nlundeen@msu.edu 517-432-7691 

Once the survey has been attached, you can use the public link if participants are responding 
electronically 

 

If you collect data from paper survey, it can be entered manually.  

 

 

You will also want to Attach the Demographic Data Collection Form in the same place. The process for 
collecting this information is similar.  
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To Create a Survey in PEARS that includes GCV Common Eval and Program-Specific Questions 

In many cases, you may have a survey that you already use for your program. This process allows you to 
combine the GCV Evaluation and your program-specific survey into one. You will be able to see your 
program-specific data and the questions that are the same as the GCV Evaluation will be reported there 
as well. Each program will need to copy the GCV Common Eval and then add their program-specific 
questions by following the steps below. 

Under Plan select Surveys 

 

 

The GCV Common Evaluation will be shared with everyone on the team, so it should appear on your list 
of surveys. Click there now 
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Select Copy  

Rename the survey for the Program Title. In this case, it should not be site specific, but rather the name 
of the program so it can be reused for each Program Activity throughout the year. (Ex. Communicating 
through Conflict) 

 

You will want to unselect Permissions unless it is to be shared with the entire GCV team. You will have 
the option to share the survey with instructors of that particular program after. 

At the bottom of the survey, select Add Question   

You can adjust the survey with the additional questions you would like. If there is a question on the GCV 
Common Evaluation that is not appropriate for your particular program, you may remove it. 

 

To share this newly-created survey with other instructors, select Permissions 
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Add Shares  

Individual User where you can search for anyone in PEARS to add. 

 

Once the survey has been created and shared, each time you (or other Instructors with survey access) 
do a Program Activity, you can add this program-specific survey. The GCV Common Evaluation data will 
now be collected in both places.  
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