
 

 

 

This document gives step-

by-step instructions for 

proctors, classroom 

teachers and survey 

coordinators about how to 

lead students through the 

online survey-taking 

process. 

Proctor Instructions:   

Helping Students Take Online Surveys 

 
Thank you for participating in this year’s student survey program! As someone who 

will be proctoring surveys, you have an important role in this process. The goal of this 

document is to answer any questions you may have about the survey process and to 

give you the instructions you need to help students complete surveys successfully.  

Please take about ten minutes and read this entire document prior to the first day of 

survey administration. 

This document contains three sections:  

✓ About Online Survey Administration  

✓ Proctor Instructions for Survey Administration 

✓ Frequently Asked Questions  

 

I. About Online Survey Administration 
 

Students will take surveys online on Panorama Education’s secure website. This means 

that each student will need to have access to an Internet-connected device to take the 

survey. The survey is accessible via any Internet connection and will run on any web 

browser (Safari, Chrome, etc.). Students may use desktops, laptops, netbooks, 

Chromebook, tablets and/or mobile devices to access the survey.    

You will have one access code that all of your students can use.  

Students will visit Panorama Education’s secure website, listed below, to take the 

survey(s). Each student will enter the access code on the Panorama survey website: 

 

surveys.panoramaed.com/nashville 
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https://surveys.panoramaed.com/CLIENT/login
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After entering access codes and clicking “Enter,” students will be directed to the survey selection page. 

 

 

 

 

 

 

 

Students will see the survey they will take. To start the survey, students will click the green button on the 

right side of the screen that says “Start Surveys.”  

Survey responses are saved once the student clicks on “Submit.” Students can continue to work on their 

surveys as long as they do not reload the page, or click on “Submit.” Partially filled-out survey forms 

won’t be saved and shouldn’t be submitted. 
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II. Proctor Instructions for Survey Administration 

 
You can help your school gain high-quality feedback data by setting a positive tone for the students taking the 

survey. We encourage you to explain that the survey is an opportunity for students to help teachers and 

administrators improve their school as a whole. Students should be asked to take the survey seriously and told that 

their teachers will never be able to connect their answers back to them. The read-aloud directions that follow will 

remind students of these important details.  

In addition to reading aloud these instructions, take care to create an environment that makes students feel safe 

while they take their survey. We encourage you to give your students space while they are completing the 

surveys. You might choose to stay at the front of the room and do work or read a book while students complete 

their surveys.  

Before you begin talking to students about the surveys, take a moment to:   

✓ Write the URL for the survey website on a chalkboard/whiteboard or pre-load the site onto each computer as a bookmark 

or homepage. The survey URL is: surveys.panoramaed.com/nashville 

✓ Write the correct access code on the chalkboard/whiteboard. 

 

III. Frequently Asked Questions 

 
What if a student can’t access the survey?  
Double check the access code the student is entering. If the student still cannot access the survey, record the student’s name, 

grade, access code, and give this information to your survey coordinator.   

 

If a student enters the access code, and the browser freezes or crashes before the student can submit the survey, 

what should I do? 
Please help the student close and re-open the web browser and access the survey website again. If the browser closes before 

the student submits the survey, the student can simply log on again with the same access code and try again. 

 

What if a student does not wish to take the survey? 

The survey is not required, and students may opt-out of participating. Additionally, some parents/guardians have requested 

that their children not be asked to participate in the survey (please see your list of opt-outs). Please provide an alternate 

activity for students who have opted-out of the survey. 

 

Thank you so much for your participation in this survey administration! We appreciate your help and support.  



 

 

 

Proctor Script:  
 

Today, you are being asked to answer questions about your experience as a student in this school. We are asking you 

to take this survey because your teachers want to hear from you!  

 

As you complete your survey, remember that the purpose of the survey is to help us improve your learning 

experiences in school, so please be honest. Your teachers will not be able to connect your answers back to you. If you 

feel that you cannot answer a question on the survey, you may skip that question. 

 

Now, let’s get started. Open your web browser. Type the website address on the board (point to URL) into your 

address bar. Press enter and wait for the survey website to load. Raise your hand if your page does not load and you 

need help finding the website.  

 

You will see a box on the page that asks you to enter an access code. Type the access code into the box and click 

“Enter”. 

 
Tips: Point to URL and access code and help any struggling students get to the website. 

 
Once you have entered the access code, you will see a green button on the right side of the screen labeled “Start 

Surveys.” The name of the survey you are taking will appear in the list below. Please raise your hand if you do not 

see this page. 

 
Help any struggling students enter their access codes. 

 
Click on the “Start Surveys” button on the page.  You will now be taken to the survey.  

After answering all of the questions, click the blue button at the bottom of the screen that says, “Submit.” 

 

Once you have completed your survey, please click the button that says “Submit.” When you see a final “Thank you” 

screen, it means you are done. Please read or work silently until all of your classmates have finished. 
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