Updating Section Metrics

Scope

This work instruction describes the steps necessary for updating the section metrics on the section web site.

Responsibility

Updating section metrics is the responsibility of the Voice of the Customer Chair. It should be done at least once per month when new metrics information is available.

Overview

Updating section metrics is a relatively complex task and consists of the following major steps:

1. Collecting metrics information

2. Checking out a copy of the metrics spreadsheet from the section web site

3. Update the metrics information in the spreadsheet

4. Create the new graphics files for the metrics web page

5. Check the updated metrics spreadsheet back in to the section web site

6. Update the graphics files on the metrics web page

Collecting Metrics Information

The following metrics are tracked:

· Yearly total membership
· Yearly new and non-renewing members

· Yearly net membership change

· Member satisfaction survey results (usually annually)

· Monthly meeting satisfaction results (monthly when meetings occur)

· Monthly membership total (monthly)

· Monthly new and non-renewing members (monthly)

· Monthly general meeting attendance (monthly when meetings occur)

Yearly membership totals (total membership at year end, total new members, and total non-renewing members) are usually reported by ASQ HQ in an annual Retention Report on the ASQ HQ web site. In years when these numbers have not been reported, they have been calculated from the monthly membership reports described below.

Yearly net membership change is computed from the yearly totals.

The member satisfaction survey results result from the section's membership satisfaction survey which occurs one or two times per year. (This survey has been conducted locally by the VoC Chair, but may transition to a central survey.)

The monthly meeting survey results are the results of a paper-based satisfaction survey generally conducted at each general membership meeting by the VoC Chair. (The detailed information from the surveys is recorded in a separate Excel spreadsheet, with only the summary transferred to the metrics spreadsheet. At present, this survey tracking spreadsheet is maintained separately by the VoC Chair.)
Monthly membership total and new and non-renewing members totals are obtained from the membership report provided each month on the ASQ HQ web site. The report must be downloaded each month, usually after the end of the first week of the month. Reports that are not downloaded are removed from the HQ web site and become unavailable.

Monthly general meeting attendance figures are provided by the Treasurer upon request.

In preparation for updating the metrics, all the data required for a given update must be gathered in advance.

Check Out the Metrics Spreadsheet
The metrics data are recorded and tracked in a metrics spreadsheet stored in the document control system on the section web site. In order to ensure the integrity of the information, the file must be checked out, updated, and then checked back in to the document control system.

First, open a browser window and navigate to the Indianapolis ASQ web site at www.IndyASQ.org.
Navigate to the "Document Search" page by using the following menu path:


About Us > Governance > Document Search

In the dropdown box labeled "doctype", choose "Metrics".

In the "Search For" box, type "Metrics".

Then click "Search".

Scroll through the results (if necessary) and locate the document titled "Section 0903 Metrics".

Click on the document title to download a copy of the document. Save the file to a known location on your computer.

Update the Metrics Information
Each of the metrics charts on the metrics web page is tracked in a corresponding section of the metrics spreadsheet. There are separate worksheets for each of the graphs, but more than one data column may appear on a data worksheet.

Open the file in Microsoft Excel and update the appropriate data in the spreadsheets. Then verify that the updated values appear on the graph sheets. It may be necessary to edit the data series for the graphs to add the new points to the graphs.

Save the file to the local storage.

Create the New Graphics Files
In order to be placed on the web site, each of the graph sheets in the Excel workbook needs to be exported into a separate graphics file. This can be easily done using Excel's "Save as Web Page" capability.

Save the file as a web page using the “File > Save as Web Page” command. This will create a one file (with an .htm extension) and one new folder in the selected location. You may want to save the file to a scratch location, as both the file and folder will later be discarded.
Within the folder you will find a series of image files labeled image001.png through image008.png. These files correspond to the graph sheets in the workbook. They are numbered in the order of the tabs in the workbook. They are also the images to appear on the metrics page on the web site.

Total Membership


image001.png

Net Membership Change
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Meeting Satisfaction
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New and Non-Renewing Members
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Member Satisfaction Survey
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Membership Totals by Month
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New and Non-Renewing by Month
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General Meeting Attendance

image008.png

Check In the Updated Metrics Spreadsheet
In a browser window, navigate to the section web site (www.IndyASQ.org). Scroll down to the lower part of the home page and click on the icon labeled "Member Login".
Log in using your user name and password. (The web site administrator must have previously given you permission to edit content on the site.)

In the black bar at the top of the window, hover over "IndyASQ" until the flyout menu appears, then click on "Dashboard".

In the Dashboard menu along the left edge of the window, hover over "Documents" and in the flyout menu, click "All Documents".
In the "Search Documents" box, type "Metrics". The "Section 0903 Metrics" document should appear in the search results. Hover the mouse over the document title, then click the "Edit" button that appears.

In the "Edit Document" screen that appears, in the box labeled "Document", click "Upload New Version".

Locate the metrics spreadsheet document on your hard drive and drag it to the drop area on the Edit Documents screen.

In the box labeled "Revision Summary", enter notes describing the updates that were performed. (For example, "Updated monthly membership totals.")

Finally, click the "Update" button to save the changes. Then navigate away from the edit page to release the lock on the document.

Upload the New Graphics Files
(Note that the image size is controlled by the value specified in the “Add Media” dialog when the image is added to the post or page.)
The next step is to use the image files created in the "Create the New Graphics Files" section to replace the corresponding files in the media library on the web site. We will use the Wordpress plugin “Enable Media Replace” to do this.

You need only replace the graphics files that have changed. Using the reference list above, make a list of the numbers of the image files that are to be updated.

If you have not already done so, log in to the section web site as above and open the Dashboard menu.

For each of the image files to be updated, do the following:

In the Dashboard menu, hover the mouse over the “Media” menu option and select “Library” option from the flyout menu that appears. (On second and subsequent files, just no flyout will appear. Just click "Media".)

In the "Search Media" box, begin to type "image". After a few seconds, a list of matching files will appear.

Locate the file in the media list.

Click the filename, or hover the mouse over the filename and click the “Edit” option that appears.

On the edit page that appears, verify that this is in fact the file to be replaced.

Then scroll down until you see the section labeled “Replace Media”.

Click on the button there labeled “Upload a new file”.

Click the “Browse” button and in the file dialog that appears, choose the replacement file from the folder created earlier. Click Open.

Verify that the “Just Replace the File” radio button is selected.

Click the “Upload” button.

Click the “Reload” (or “Refresh”) icon on the browser to reload the Media Library web page. The new version of the image should now be displayed.

Finally, return to the home page, then navigate to the Section Metrics page (About Us > Section Metrics) and verify that the new charts are all present. As your computer (or internet service provider) may have cached a copy of the page, you may need to click the “Reload” (or “Refresh”) icon on the browser to get the browser to download a new version of the page.
Log out of the web site.

