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Faculty Advisor Steps for Requesting
Student Projects in Baseline

Requesting the project to be built will have the student developing the questions,
with one of our staff building what they develop within Baseline. You would only start
this process once the student has developed the questions and has them in a word
document to be uploaded to the project dashboard.

If the student is building the survey themself, there are different instructions.

The faculty advisor will need to be the one to start the process by requesting the
project within Baseline. This should be done after the student has the questions
finalized and ready to be uploaded to the project dashboard.

1 Log in to Baseline: liu.campuslabs.com/baseline

www.anthology.com
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2 Click "Request a Project"

3 Type the title of the Project. This title will be used for identifying the project on the
back end and will not be seen by respondents.
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4 Click on the Department drop-down to select the department to add the project
to.

5 You will only see the departments that you have access to, in order to request
different access you need to contact Devabrata at Devabrata.Mondal@liu.edu
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6 Choose the open date for the survey. This must be at least 4 business days from
the questions being uploaded to the project dashboard. The open date is just
when the survey is accepting responses.

7 Then select the close date. This is the date that the survey will stop accepting
responses. This can be changed later if necessary.
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8 This should be left at "Web surveys only" unless you intend to use the Campus
Labs iOS app to collect data. You can read more about it here:
baselinesupport.campuslabs.com/hc/en-us/article...

9 Web Survey Administration Method gives us an idea of how the survey will be sent
out. It has no bearing on what you do with the survey later. You can read more
about generic link vs Mass Mailing here:
baselinesupport.campuslabs.com/hc/en-us/article...

https://baselinesupport.campuslabs.com/hc/en-us/articles/204305315-Using-the-Collect-Mobile-App
https://baselinesupport.campuslabs.com/hc/en-us/articles/204305785-Survey-Administration-Options
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10 Click "I would like Anthology to review my survey for grammar errors and
formatting discrepancies." This option would have the student develop the survey
instrument and our staff only build the survey how they wrote it in Baseline.

11 Please note that we will build it within 4 business days after we have received the
questions.
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12 Click "Next"

13 Click "Additional Notes"
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14 In order for the student to be added to the ticket and be able to receive emails
when the survey is built you will need to include them in the additional notes by
typing:
"Please add "Student Name" to this ticket at "StudentmEmail@liu.edu""

This does not add them to the project within Baseline - just the ticket that is
created for our staff to build the survey. You will need to email Devabrata Mondal
after you submit the project request for the student to be given access to the
survey.
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15 Once you click "Submit" then you will be brought to the Project Dashboard where
you can upload the survey questions.

To add the student to the survey you will need to email Devabrata Mondal
(Devabrata.Mondal@liu.edu) and include the Survey Title, Student Name, and
Student's LIU Email address.
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16 You would upload the survey questions to the Project Files portion of the
Dashboard. If the student will be doing this later you will likely receive an email
asking for the project files to be uploaded. Once the student does upload them
reply to that email to let us know because we are not notified when project files
are uploaded.


