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Module 12 

Collecting Feedback Online 
Description: If you are running a business, how will you find out what customers think about your business, products or services?  In business, feedback often has to be collected from a large number of people, so you can assess whether you have to make changes in your products or services.  Online platforms such as business Web sites are ideal to get immediate feedback from your customers.  In this module, you will use a Web-based application to create a feedback form, which you can include in your business Web site to get customer feedback.  Even if you do not plan to start a business, these skills will help you in getting feedback for your ideas in your job or in your personal life. 
Activity 1: Understanding Feedback Forms 
How will you gather feedback from people? One way to gather such information from a large number of people is through a feedback form or a survey. A survey is a method of collecting information by asking a series of questions and giving options from which the answers can be chosen. These surveys can be provided to the customers using different platforms such as Web sites, marketing material, email or direct mail. 
Step 1: Guided Practice 
Feedback Form Design  
What information will you include in your feedback form? What method will you use to collect feedback from the customers? How will you collate the feedback provided by the customers?  Typically, a feedback form will have questions about your business, products or services and will gather some basic information about the customers such as name, contact details and so forth. In this module, you will be using an online application called Google Docs* to create the feedback form and collate the feedback information.  You will use your Web site as a platform to collect the information from the customers.    
PLAN IT OUT
Create a Web site for your business idea. Look at the following sample:
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We would like to know your opinion about us. Please take a few minutes to filin this survey.
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Have you purchased our products before?
© Yes
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Do you like our products? *
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What features do you like of Tasty Tidbits snacks?
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Would you buy our products in the future?
© Yes

© Maybe
© No

What suggestions do you have to make our product better?





Feedback Form Example 
Think about the following questions and plan your feedback form. 
1. What is the purpose of the feedback form?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. What questions about your business, products or services do you wish to include in the feedback form?  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Would you like to give answer options to the questions? 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. What information do you wish to collect about the customer?  
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5. How would you like to include the feedback form in your Web site – as a separate Web page or as a part of an existing page? 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. How will you collate the feedback information and summarize the information?  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
TRY IT OUT
Follow the instructions to create the feedback form.  
· The instructions given below are specific to a web site and may differ from other web sites. The site below is a suggested site only. You or the facilitator may select another web site to use for this activity. 

· To access the web site suggested below, you will need to register for the site. Before you set up an email account or register for any other external Web site, you must become familiar with some basic rules regarding Internet Safety. Please make sure that the basic rules of Internet Safety are reviewed before registering on any Web site (Refer to the Appendix – Internet Safety Guidelines).  
A. SELECT A WEB SITE SERVICE
1. Start the Web browser. (See Help Guide, Web Technologies Skill 1.1and  Web Technologies Skill 3.1)

2. Click to place your cursor in the Address or Location bar. Type http://www.google.com. (See Help Guide, Web Technologies 1.4 and 3.4)
Note: Make sure that you type the Web site address correctly since a typing error may take you to a different Web site that does not work. 

3. Press the Enter key on your keyboard or click the Go button. Then, wait as the Web page loads on your computer.

 B. SIGN IN TO GOOGLE DOCUMENTS 

1. To be able to create a Web site from your Gmail account, you need to be signed in to the account. To sign in to your account, click More | Documents. 
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2. Type your Gmail address in the Email box.
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3. Type your password in Password box.
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4. Click Sign In. You are now signed in to Google Documents.
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C. CREATE A NEW FORM
1. Click Create | Form.
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2. Click Theme: Plain to change the theme of your form.
Note: You can choose to select the default theme or you can browse from the gallery to select the theme of your choice.
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3. Click a theme from the gallery. Then, click Apply.
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4. Type a title for your form in the Untitled form box.
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5. In the box below, type a few words to help others fill out the form.
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D. ADD QUESTIONS TO YOUR FORM
1. Click the Edit icon that looks like a pencil. 
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2. Type a question in the Question Title box.
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3. Select the type of question from the options given in the drop down box.
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4. If your question requires a response, type the option. Add more options, as needed.
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5. Click Done once you are finished. 
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6. To add more questions, click +Add item located at the top left corner of the page.
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7. Select the type of question from the options given in the drop down box.
[image: image18.jpg]Question Type {Toxt

e

- Multiple choice
Checkmanes

ElMake 4 Croose o s
S

g




8. Repeat steps 2 – 5.
E. EMAIL YOUR FORM
1. Click Email this form.
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2. Add the email addresses to whom the form is to be sent.
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3. Click Send.
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F. EMBED THE FORM IN YOUR WEB SITE
1. Click More actions | Embed. An Embed box will pop-up.
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2. Copy the URL that appears in the Paste this into your blog or website box.
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3. Click the Cancel button of the Embed box.
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4. To paste the URL in your Web site, login to Google Sites.

5. Click your Web Site.

6. Decide where you want to embed the form. Then click that web page.

7. Click Edit Page (e). 
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8. On the editing toolbar, click <HTML>
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9. Paste the URL link in the HTML editing space.
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10. Click Preview if you want to view the changes.
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11. Click Update. Then, click Save.
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12. Or, if you want to embed your form in a separate page, click New Page (c).
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13. Give your page a title.
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14. Select the type of page from the template options given.
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15. Select a location of the page. You can also arrange the order of the pages by going to More | Manage Site | Site Layout and editing the Sidebar Navigation.
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16. Click CREATE.
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17. Repeat steps 7-11 to embed the form.

G. FILL OUT THE FORM
1. To fill out the form, go to the Web page where the form is embedded. Fill in the details of the form and click Submit. 
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Would you buy our products in the future?
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2. Go back to the page or click Submit another response to fill the form again. 
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3. Request some of the other participants to visit your Web site and submit their feedback.

H. VIEW THE RESPONSES
1. If you are already logged in to your Gmail account, click Documents.

2. If you are not already signed in, login to Google Documents.

3. Click the form whose responses to want to view. A spreadsheet with the responses will be displayed.
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4. If you do not see any responses, click Form | Accepting Responses. 
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5. To download the spreadsheet, click File | Download as and select the file type. 
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6. To view the summary of responses as charts, click Form | Show summary of responses. 
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I. SIGN OUT
Click Sign Out to exit Google Documents.
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Getting feedback from others will help you improve your work. Share your feedback form and Web page with a few other participants and get their feedback. Make changes based on the feedback, if required. It is always a good practice to review your work before you share it with others.
Step 2: Self-Practice
Practice and improve your skills by completing the following activities in your spare time.
1. Create links to the feedback form page on the other pages of your Web site. 

2. Share the form and give editing rights with another participant. 

3. Import a document from your computer to Google Docs application. 

Activity 2: Share and Discuss on a Skype Call using the Share Screen Feature 
A very useful feature offered by Skype is the facility to share your computer screen with the person you are communicating. In this activity, you will pair up with another participant. You will share and discuss feedback for the Web site and the feedback form with your partner. 

· The instructions given below are specific to a web site and may differ from other web sites. The site below is a suggested site only. You or the facilitator may select another web site to use for this activity. 

· To access the web site suggested below, you will need to register for the site. Before you set up an email account or register for any other external Web site, you must become familiar with some basic rules regarding Internet Safety. Please make sure that the basic rules of Internet Safety are reviewed before registering on any Web site (Refer to the Appendix – Internet Safety Guidelines).  
1. Start the Skype application and login to your Skype account. 
Note: To use Skype*, you need to first check if your machine has the Skype application. If not, request your facilitator to download and install it in your machine.
2. If your partner is not in your contact list, add the person to your list. Or, accept the contact request sent by your partner.
3. Make a voice call to your partner.
Note: Before you make a voice call, check your audio settings. In your Skype window click Call | Audio Settings.
Note: Before you make a voice call, check if the person you wish to talk to is online. Usually, the online status of a contact on your list is indicated by a green check mark next to the contact’s name.

4. Share your Web site and the feedback form using the share screen feature. To share your screen, Click the + button in the chat window. Then click Show entire screen. 
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5. Or, in your Skype window, click Call | Share Your Screen | Share Full Screen.
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6. To stop sharing your screen, click the + button in the chat window.  Then click Stop sharing.  
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7. To end the call, click End call.
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8. Sign out of your Skype Account. 
Self-Practice 

Practice your skills by completing the following activities in your spare time. 

1. Call another participant and ask the person to share his or her computer screen with you. 

2. Add a photo to your profile. Include a status message.

3. Make a video call and try sharing your screen. 
Activity 3: Using What I Learnt 

1. In this activity, you will discuss uses of the online applications in a business scenario.  Online applications have many uses. For example, you  can use Online applications for 

· Creating Feedback Forms
· Collecting and Collating Feedback
· Communication and Sharing Information
· Web site Creation
Think about other possible uses of online applications for your business.  Use the space given below to list your points.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Think about possible uses of the products you created and the skills you learnt in your personal and professional life. Use the space given below to list your points.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Share the lists with your friends and note down any additional points.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Skills Set Checklist 
Go through the checklist to review what you have learned in this module. 
	Skills
	Yes
	No
	Need Practice

	I can sign into Google Docs.
	
	
	

	I can create a form using Google Docs.
	
	
	

	I can email the Google Docs Form.
	
	
	

	I can embed the Google Docs Form into a Web site.
	
	
	

	I can update the form and submit on a Web site.
	
	
	

	I can view the responses submitted to a form as a spreadsheet in the Google Docs site.
	
	
	

	I can download the Google docs spreadsheet to my computer.
	
	
	

	I can see the summarized responses to the form.
	
	
	

	I can make a Skype Voice call.
	
	
	

	I can share my computer screen on Skype. 
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