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● Coordinate Information 

Collection Across Campus

● Calculate and Enter Data IR’s Role

Two Tasks



Task 1: 
Collect 

Information 
from Other 

Offices 

● Different deadlines
● Similar questions
● Massive email 

communication

Main Challenges



Our
Solution

A Consolidated Data 
Set and a Streamlined 
Collection Schedule



Consult with 
Participating 

Offices

Admissions Career Services Athletics

Student Life & 
Development

Alumni Registrar

IT Commuter 
Service

Library

Fiscal Residence 
Life

Human 
Resources

Financial Aid Disability 
Service

Research 
Services



Need for 
Improvements● Too much one-on-one 

communication 
● Data download and upload
● Risks of human errors



Two 
Bottleneck 

Issues

Manually 
downloading & 

saving data

Communicating with 
each office on a 

one-on-one basis



Two types of Information Provider Offices:

Goal: Reduce the 
cumbersomeness of 

manually downloading 
and saving data

Solution: transform the 
consolidated dataset to a 

format that offices can 
easily enter and upload 

their answers to.

1) Offices that have minimum data entry
2) Offices that submit different data each year  



Offices with Minimum Data Entry Use a 
Consolidated Online Questionnaire

● Career Services
● Student Life & Development
● Disability Service
● Library
● IT
● Commuter Service
● Residence Life
● Alumni



Input Survey Provider’s Information

                                                              Offices Use Online Survey to Submit Data



Offices Review and Revise Answers



Great Efficiency Improvement 
Using Online Survey



Offices Provide 
Different Data 

Each Year:
Use Google 

Shared Folders 
to Submit Data

● Admissions
● Athletics
● Registrar
● Fiscal service
● Financial Aid
● Research Services
● Human Resources



Google Folder 
Collection 
Example

Instructions New data needed

 Last year’s data



Offices have Editor’s Role When Collection Window is Open

Change from Editor to Viewer Once Data are Moved to Archive Folder



Information Collection
and Storage

Google Folder Online Surveys

● IT
● Commuter Service
● Residence Life
● Alumni

● Career Services
● Student Life & 

Development
● Disability Service
● Library

● Research Services
● Human Resources
● Fiscal

● Admissions
● Athletics
● Finance
● Financial Aid



MIRO’s Internal Information Collection Cycle

Fall Collection:
Admissions
Athletics
Financial Aid
Career Services
Residence Life
Commuter Services
Disability Services
Military Transfers
Registrar
Student Life and 
Development
ITS

Winter Collection: 
Financial Aid (Annual 
Expenses)

Spring Collection:
Fiscal (January)
Research Service (January)
Library (February)
HR (March)
Alumni (March)
Finance (April)



Late July: 
Update Contact 

Late August: 
Send Invitation, 
6-week Collection  
Window Starts 4th Week: 

1st Reminder 5th Week: 
2nd Reminder

Fall Collection Communication Timeline



Efficient Communication

Invitation Email Templates



Resources on the Symposium Page



Task 2: 
Calculate and 
Prepare Data

● Many Surveys Requests Data 
at Different Times

● Lots of Calculations Needed
● Different Reporting Formats

Main Challenges



Create New Variables 
in Virtual Database 
(MySQL)

Automating Data Preparation

Create New 
Variables in 
SPSS (Syntax)

Generate Data in 
Required Format 
in Excel
(Pivot Table)



Example: Create a New Variable in a Ranking Survey

New Variables in SPSS
(times_subject)

Excel Pivot table
(use the new variable to generate reporting data



Great Efficiency, Less Pain



External Surveys Offering CDS Data Entry

● U.S. News & World Report 
● The Peterson’s
● The College Board
● Fiske



Careful 
Planning 

&
Thoughtful 

Communication



Q & A Session
MIRO Symposium

Mānoa Institutional Research Office (MIRO) https://manoa.hawaii.edu/miro/
University of Hawaiʻi at Mānoa

https://manoa.hawaii.edu/miro/


Q1: How does the IR decide which external 
surveys to participate in? Who do you consult 

with and what are the deciding factors?



Q2: It is time-consuming to collect data 
and I am the only data collector on 

campus. What are some tips to help 
reduce the time spent on data collection ?



Q3: We haven’t received the 
Wintergreen Orchard House Survey 

yet, did you get yours?



Q4. What tools have you used to improve the 
process of data collection and calculation to 
report on the CDS and external surveys? What 
do you wish you had known earlier?



Q5: How do you collect data from many 
offices and ensure its accuracy?  



Q6: Have you used external surveys’
 data entry service for CDS? How has your 

experience been?



Q7: How do you deal with offices that fail to 
respond to IR’s data collection requests for the 

CDS and external surveys?



Q8: How do you organize and store completed 
external surveys and make them easily 

accessible to campus stakeholders?



Q9: We have limited personnel, but 
unlimited requests on data analysis and 

presentations. Do you have suggestions on 
the situation?

Q10. How do you create efficient processes 
to maximize the IR office’s output, while 

juggling with multiple projects and 
deadlines?



Q11: It is a very manual process to compile 
the data for the CDS and the external 

surveys. What would you recommend where 
to start with?



Manoa Institutional Research Office 


