IMPACT & INSIGHT TOOLKIT PLATFORM
GUIDE
GETTING STARTED WITH THE CULTURE
COUNTS PLATFORM

1

CREATING YOUR FIRST EVALUATION .................................................................. 3
WHAT IS AN EVALUATION? .................................................................................................. 4
CREATING A NEW EVALUATION ........................................................................................... 4
DESIGNING YOUR SURVEY .................................................................................................... 9
INVITING PEER AND SELF ASSESSORS ................................................................................. 13
COMPLETING AND DISTRIBUTING YOUR SURVEY .............................................................. 14
SEEING THE RESULTS .......................................................................................................... 16
REPORTING ............................................................................................................ 19
NAVIGATING THE REPORTING DASHBOARD ...................................................................... 19
WHAT DOES EACH SECTION OF REPORTING DO? .............................................................. 20
FURTHER GUIDANCE ............................................................................................ 23
HOW TO ADD EVALUATION PROPERTIES ........................................................................... 23
HOW TO SHARE YOUR EVALUATIONS ................................................................................ 25
HOW TO ARCHIVE AN EVALUATION OR SURVEY ................................................................ 25
FURTHER SUPPORT .............................................................................................. 27
YOUTUBE GUIDES TO CONDUCTING BASIC ANALYSES IN EXCEL ........................................ 27
TECHNICAL ............................................................................................................. 28
TROUBLESHOOTING CULTURE COUNTS ............................................................................. 28

2

CREATING YOUR FIRST EVALUATION
Having received your login details from the Counting What Counts team, you will be able to
access the Impact & Insight Toolkit at this address: https://impactandinsight.co.uk
Once here, click “Sign In” to access the Culture Counts platform.

Once you’ve logged in to your account, this guide will take you through the steps required
to create a new evaluation and make your first survey.
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WHAT IS AN EVALUATION?
Evaluations are folders that contain all the information for a particular event, project or
place that you wish to evaluate, AKA your cultural offering. If you wish to create several
related surveys to evaluate an event, they can all be grouped and organised within a single
evaluation. In other words, one evaluation folder per cultural offering. The evaluation will
store and present all the data collected through those surveys so that you can quickly see
what your cultural offering is achieving overall.
Please note you can choose to do evaluations in addition to those that are required. When
creating additional evaluations, you do not have to use Arts Council’s core questions; you
can choose whichever questions you like.

CREATING A NEW EVALUATION
Firstly, create a new evaluation for your cultural offering. This will be a new folder where you
can create, manage and store surveys related to this offering; you can also download all of
the data that is collected through these surveys.
To start a new evaluation, click the New evaluation orange button at the bottom left of your
dashboard.
A ‘Create an Evaluation’ pop-up will appear and you will be prompted to give your
evaluation a name (we have called ours ACE TEST in the example below, but normally it
would be the name of the event or offering you are evaluating).
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In the Create an Evaluation pop-up you will also see a Evaluation template (optional)
prompt. Here you have the option to select a pre-built template from the dropdown menu.
Each of these templates have been populated with a specific set of surveys and questions,
and you will be able to use these as a starting point when building your evaluation.1
If you are carrying out evaluations that you intend to submit to the Arts Council as part of
your funding requirements, we recommend that you choose the template that is
appropriate for your funding type; these templates have been set up to include all of the
required surveys and questions. Using the right template will ensure that you fulfil all survey
requirements set for you by the Arts Council.
Before you create your new evaluation using a template, you may preview the template by
clicking the Preview button in the Create an Evaluation pop-up. No changes can be saved
in the template preview mode; therefore, please close out of this tab before you proceed.

If you decide not to use a template, for example if you are carrying out a participatory
evaluation or an evaluation that you do not intend to submit to Arts Council, you can leave
the Evalation template (optional) section empty.
Once you are happy with the information in the Create an Evaluation pop-up, click Create
Evaluation.

Previously, a Culture Counts user would have needed to copy individual surveys from a
‘template’ evaluation into their own. The option to create a new evaluation from a template
now replaces and streamlines that process. Please note that if you need to copy surveys
from one evaluation into another, you are still able to do so.
1
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DEVELOPING AN EVALUATION FROM SCRATCH
If you have not chosen a template, you will need to create your first survey for your new
evaluation by clicking on the orange Create survey button.

You will then be taken through the three main stages of survey creation:
•
•
•

Configure – to change the survey settings
Design – to edit, add or remove survey questions
Invite – to add or remove self and peer assessors

If you would like more information on adding more dimensions and custom questions you
can find information and a support film in the section entitled Designing Your Survey.

DEVELOPING AN EVALUATION FROM A TEMPLATE
If you have chosen to create your new evaluation from a template, you will now see the
survey(s) from the chosen template in your new evaluation. From here, you may customise
these surveys. We recommend customising each survey title to something that both people
in your organisation and assessors will understand, like the name of the offering and the
survey type: ‘Exhibition A – Public Survey’ or ‘Exhibition A – Prior Survey for Self
Assessors’.
Click the name of the survey that you wish to customise and you will be taken to the survey
Summary page, which shows a brief summary of the survey’s settings and inclusions. From
here you can navigate to different pages in the survey builder by clicking the Manage
button in the top right corner and selecting the appropriate page, or by clicking on one of
the tabs in the top menu bar (dark grey). The editable pages include:
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•
•
•

Configure – to change the survey settings
Design – to edit, add or remove survey questions
Invite – to add or remove self and peer assessors

CONFIGURING YOUR SURVEY
The Configure page is where you set up the following options for your survey.

NAME
This is the survey name that respondents will see when they access the survey.

START AND CLOSE DATES
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The start and close dates will determine when the survey begins and stops taking entries.
It is fine to leave the start and close dates blank. If you leave the start date blank, the
survey will be available to record responses immediately, and if you leave the close date
blank the survey will remain active indefinitely. When inputting the start and close date, we
advise that you include an additional one or two days either side of the official start and
close dates of your event to ensure that you capture all available survey responses.

SURVEY INTRODUCTION
Here you can write a short optional introduction to your survey that will appear on the front
page of your survey. This introductory front page will only appear on the Online and
Display survey delivery methods, as interviewers delivering the survey by using a Tablet
can verbally provide this information to respondents. This introduction is good place to
provide a brief explanation to respondents, such as:
We’d love to hear what you thought. Please share your views on this event via our
short survey. Your feedback will help us to understand and measure the impact of
our events.

CUSTOM BRANDING
Here you can upload your own logo, which will appear on the front page with the survey
introduction text.

SURVEY TYPE
There are three survey types: Standard, Prior and Post.
•

Standard: The standard survey is for your general public audiences or visitors.
Audiences are typically asked to complete a standard survey after experiencing
an event or visiting a place, to measure the perceived impact of their
experience.

•

Prior: Prior surveys allow you to record expectations of an event, to later
compare with how it was actually perceived. We generally recommend that
prior surveys are completed by self assessors to set up their objectives and
creative intentions for the event.

•

Post: Post surveys are used to aid comparison between expectations and
experience. Typically, self and peer assessors completed the post survey. Post
event data can be compared with public data from the standard survey.

When creating prior and post surveys for the same respondent group within an evaluation,
you could link them so that Culture Counts automatically copies any dimension questions
used in one survey to the other.
If you create the prior survey first, you can complete this step when creating your post
survey. You will see a ‘Survey Link’ box to the right of your survey type input on the
Configure page. Select the correct prior survey from the Survey link dropdown list. This
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will then sync your prior and post surveys so that details from the prior survey are copied
across to the post survey. To complete your post survey, click on the ‘Design’ tab and
change the tense of the dimension statements from future to past from the dropdown
options provided.

DELIVERY TYPES
This section allows you to choose how the survey will be delivered to the public
respondents. Culture Counts supports the following delivery types:
•

Online Survey: to be taken by respondents online via email, or on their own
smart phones or devices. An online survey will only accept one response per
device.

•

Interviewer: to be facilitated by an interviewer with a tablet computer. Interview
surveys are resettable so that multiple responses can be recorded on one
device.

•

Display: to be displayed on a device at a set location, such as a fixed podium or
a library computer. Display surveys are resettable so that multiple responses
can be recorded on one device.

Select all of the methods that you wish to use to deliver your survey. You can choose
however many you wish. A unique survey link will be created for each method and will be
displayed clearly on the Summary page at the end of the survey builder. For more
information on the various delivery methods, please see the User Guide.
You will be presented with advanced options related to the delivery type(s) you have
chosen, including:
•
•
•

A finish URL, which will redirect respondents to a specific website (e.g. your
organisation’s homepage) on completion of the survey
A timeout, which will reset the survey if the respondent is inactive for a period of
time
Access to survey tools, which will enable interviewers to access tools to support the
interview process

Please note that all of the methods require an internet connection in order to collect
data.

DESIGNING YOUR SURVEY
Designing a survey is the process of adding questions and content to your survey. On the
Design screen you can add, modify or remove questions. Please click here to watch a
video on the Design page and the options available.
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ADDING SURVEY CONTENT
In order to add content, simply click the type of question or content and it will appear in the
survey section. Your questions should be chosen based on the objectives of your
evaluation (the outcomes you want to measure that reflect your creative intentions for the
event or activity). If you want to learn more about best practice for making surveys in
Culture Counts, visit the ‘User Guide’ for more information. The types of survey content
available in Culture Counts are outlined below:

DIMENSION
A dimension is a standardised statement that respondents can agree or disagree with,
rated using a slider. The slider represents a one-hundred-and-one-point scale on a
continuum, where the far left is 0, the centre point is 0.5 and the far right is 1. This means
that every position on the slider has its own value.
Culture Counts’ dimensions are based on extensive collaboration with the arts and cultural
sector in order to identify the key elements that make up the quality of a cultural event or
project. These elements have been translated into single statements to be included in
Culture Counts surveys.
It may be that there are core dimension questions you need to use, pre-selected by Arts
Council. You should check the appropriate mandatory requirements document to ensure
your survey includes these.
There is a dedicated drop down menu selector for adding dimensions to the survey. When
you click to add a dimension, you will be presented with a list of dimension categories
relevant to your organisation or survey type. To add a dimension question, simply click the
category you wish to use, select the one you want to add, then click "Use selected
dimension". After the dimension has been added to the survey, click the dropdown next to
‘Question text’ and select variants of that dimension statement that best suit your survey.
This is where you can also change the tense of the statement as required.
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SLIDER
In addition to dimensions, you can use a slider if you have a statement that you would like
to measure reactions to. Responses are recorded along a slider that ranges between
three values. By default, these are "Strongly disagree", "Neutral", and "Strongly agree", but
can be customised when the question is added. Similarly to the Dimension question
format, the slider represents a one-hundred-and-one-point scale on a continuum, where
the far left is 0, the centre point is 0.5 and the far right is 1. This means that every position
on the slider has its own value.

DEMOGRAPHIC
This is where the three inbuilt demographic questions are stored: age, gender and
postcode. By default, these three questions will be added to any survey you create.

EXPERIENCE
There are two inbuilt experience questions: Net Promoter Score (NPS), Overall Experience.
NPS is a globally recognised metric for measuring the likelihood of customers
recommending an event, organisaiton or product. Overall Experience is a popular question
which can aid your understanding of an audience’s overarching satisfaction level.

DATE
Provides a date input where respondents can select a date from a calendar.

YES/NO
Gives the respondent two options to choose from, which default to "Yes" and "No".

NUMBER
A basic number input, where numbers can be input by either typing, or changed using up
and down arrows; minimum and maximum values can be specified.

DROPDOWN
Provides a dropdown list, where respondents can answer by choosing one of the options.

MULTIPLE CHOICE
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Provides a selection of answers, where respondents can answer by selecting one or more
of the options.

SHORT TEXT
A short text input designed for smaller input types, such as one-word answers. For this
question format, the Culture Counts platform will automatically graph the most commonly
used words.

FREE TEXT
A simple text input that allows respondents to type an answer or comment with no word
limit. These responses are available via the CSV file download.

MESSAGE
This displays a message within the survey but does not require respondents to provide an
answer. It is typically used to provide respondents with additional instructions or context.

EMAIL
This option provides a section to ask for respondents' email contact information. It is a
simple text input designed to recognise if the text entered is an email address. When the
responses are downloaded, the respondent’s email address will automatically be separated
from the rest of their data, so that their responses to other questions remain anonymous.
We therefore recommend that you only use an email question once per survey or to register
for one thing. Organisations using the option are ultimately responsible for being in
compliance with all of the attendant GDPR obligations around the collection and use of
personal data.

EDITING OR REMOVING CONTENT
In order to edit content, click on the question text you wish to edit and type your desired
text. Some content types, like dimensions, cannot be edited as they are standardised. To
remove a question, click on the "rubbish bin" icon in the top right of the question box. The
icon with the four squares allows you to change the ordering of questions within your
survey by dragging to the correct position.
Please note that standard demographic questions – age, gender and postcode – are
included automatically at the end of all Culture Counts surveys. You do not need to
add these questions to the survey yourself but are able to delete them if you see fit.

SURVEY LOGIC
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Survey Logic allows you to hide or show questions based on their relevance to particular
respondents. Asking targeted questions helps keep surveys short and achieves increased
response rates.
Our Introduction to Survey Logic video provides users with a step-by-step guide to
adding logic to survey questions in the Culture Counts dashboard, and provides insight into
when this feature may be useful.

INVITING PEER AND SELF ASSESSORS
One of the core functions of Culture Counts is the ability to invite and manage peer or self
assessors. This can be done easily through our Invite page.
You can invite a peer assessor that’s registered on the Peer Matching Resource. For more
information on how to use this resource, please see here:
https://impactandinsight.co.uk/support-materials/using-the-peer-matching-resource/

You can also invite peer assessors that are not registered to the Peer Matching Resource.
Simply type in the email of the peer assessor you wish to invite in the email field, and press
enter to add them.

13

Similarly to the above, when needing to register self-assessors for a survey, simply type in
the email address of the self-assessor, and press enter.

If you are uncertain whether an individual should be a peer or self assessor for your
evaluation, please take a moment to look at the ‘User Guide’ document.
The Invite page is also where you can register to join the Peer Matching Resource.

COMPLETING AND DISTRIBUTING YOUR SURVEY
Once you have been through the Configure, Design and Invite stages, you have created
your survey and will be taken to the survey Summary page.

14

Here you will be shown an overview of the survey, with the number of questions you have
included, a list of the self and peer assessors you have added and a summary of the survey
results so far. You can return to this page at any time to see how your survey is
progressing, and which of your nominated respondents have completed their surveys.

DISTRIBUTING THE SURVEY TO THE PUBLIC
The Summary page will contain the links (URLs) for your survey. There will be a separate
URL for each of the different delivery types (Online, Interview & Display) that you selected at
configuration stage. It is important to use the correct URL for each method. To distribute a
public survey, simply copy these links and use them in the relevant locations. For example,
for a survey to be administered by interviews, enter the Interview link into the browser of
your iPads or tablet computers. For a survey to be distributed via email, copy the Online
link and paste it into the email you are sending to audience members/visitors.
Before distributing the survey, we recommend you click on Preview to the right of the
survey link so that you can make sure the survey looks just as you intended it to. The
preview link will open the survey in a new tab for reviewing, but will not record any data.
Please remember that using the Online, Interview or Display link will always record the
response as public, regardless of which survey it’s associated with.

DISTRIBUTING THE SURVEY TO PEER AND SELF RESPONDENTS
The easiest way to distribute a survey to self and peer respondents is to send email
invitations to your nominated assessors via the Culture Counts platform. If you scroll to the
bottom of the survey Summary page, you will see that the system automatically generates
a unique link to the survey for each of your nominated self and peer assessors. Each
self and peer assessor must be sent their own unique link, and it’s easy to do this via the
platform. On the Summary page, click the Send invitation button next to your first self or
peer assessor. A dialogue box will open to allow you to draft your invitation email. The
unique survey URL for that particular respondent will automatically be included in the email.
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If you are asking self and/or peer assessors to complete both a prior and post survey, you
need to invite each assessor to complete the prior survey first. Within each prior survey,
Culture Counts automatically asks respondents when they are planning to attend the event.
This date will show up in the survey Summary page, along with notification that the peer or
self assessor has completed their survey. You will know to send self and peer assessors
their links to the post-event survey once they have completed the prior survey and attended
the event.

SEEING THE RESULTS
Once you’ve completed the evaluation and collected the public, peer and self responses,
you are able to see your results on your Reporting dashboard. On the front page of your
evaluation you should click on ‘Go to report’.
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The Culture Counts platform will present:
Real time graphs which can be viewed online or downloaded into a pdf format or zip file:

You have the option to download the Culture Counts generated charts, either as a .zip file,
or as a complete .pdf file. If saved as a .zip file, you can extract individual charts to use as
you like, for example in your own presentation documents.
CSV raw data which is downloaded into Excel for you to conduct further analysis:

This allows you to view the data you have collected in an Excel document, where you can
conduct further analysis. At the end of this document, you will find links to instruction
videos explaining some of the basic analyses you can do using Excel. If you need to
upload your data into another survey platform, this is how you will access the raw data and
manipulate it accordingly.
To download any of these, simply click Export Evaluation on the top right-hand side of the
main Reporting page.
Next to Export Evaluation is the option to Prepare Insights Report. Dependent on the
questions asked in your surveys and the structure of your evaluation, it may be that your
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Insights Report will automatically populate. Other instances may necessitate manual report
creation.

For more information and guidance on the Insights Report, please see our guidance here:
https://impactandinsight.co.uk/creating-your-insights-report-2/
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REPORTING
NAVIGATING THE REPORTING DASHBOARD
The reporting section of the Culture Counts system is designed to be easy and intuitive for
users to navigate, containing a series of charts.

How do I view reporting?
You can view reporting by simply scrolling to the top of the front page and clicking the link,
Reporting in the top menu bar. This is located just to the right of the Overview link.
Alternatively, you can access Reports by opening your evaluation and clicking Go to
Report toward the top right of the screen. This is located next to Download Evaluation
Results, where you can download a CSV file of raw survey response data.

How do I swap between evaluations in reporting?
While in the Reporting section, you can easily transition between your different evaluations.
At the top left of the page, there is a headline called Evaluations, with an arrow pointing to
the current evaluation that you are viewing. If you click on the evaluation name, a dropdown
list appears containing all your evaluations. To swap to another evaluation, simply click on it
from the dropdown list.
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How do I swap between surveys in reporting?
While in the Reporting section, you can easily transition between different surveys. This is
useful if you wish to view the results of surveys within your evaluation individually rather
than the evaluation as a whole. Click the word Surveys on the top left-hand side of the
reports page, next to the name of the evaluation you are currently viewing. This will
immediately show you the results of the first survey in your evaluation, with the name of
that survey appearing to the right. You can move to other surveys by clicking the dropdown
arrow next to the name of the survey you are currently viewing. A list of the different
surveys within that evaluation will then be visible for you to click, view, and navigate
between. If you wish to go back to the combined reports page for the evaluation, simply
click on the evaluation name to go back a step.

WHAT DOES EACH SECTION OF REPORTING DO?
The data collected is displayed in a number of different charts within the reporting section
of the Culture Counts dashboard. Components of the reporting dashboard include:
•
•
•
•
•
•
•
•

Evaluation Summary
Demographics
Respondent Comparison
Experiences and Expectations
Experience
Custom Questions
Response Origin
Variance
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EVALUATION SUMMARY
On this page, you can view the total number of public responses received for your
evaluation, the total dimensions tracked and total number of surveys contained in the
evaluation. The page also provides a summary of mean average scores for each dimension
from public respondents. The summary of dimensions is depicted in the form of a bar graph
and is evaluated on a scale from 0-100. An average score of 0 demonstrates that
respondents strongly disagreed, while a score of 100 indicates that respondents strongly
agreed.

DEMOGRAPHICS
The demographics page displays the ratio of public respondents that identify as male,
female and in another way in the form of a pie chart. This allows you to see whether your
survey respondents were predominantly male, female or an alternative gender. The
demographics section also depicts the age breakdown of survey respondents in the form of
a bar graph.

RESPONDENT COMPARISON
In this section you can observe the total number of survey responses, segmented into three
categories: number of public responses, number of peer responses, and number of selfassessor responses. Average scores for each respondent type for each dimension are then
presented in the form of a bar graph on a scale from 0-100.
This chart allows you to quickly compare the scores given by the public, peer and selfrespondent groups after experiencing the event, programme or place.

EXPERIENCES AND EXPECTATIONS
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In this section, you can see and compare the average prior and post dimension scores
recorded for public, self and peer assessors. The results are shown in a bar graph and are
measured on a scale from 0-100, where 0 indicates strong disagreement and 100 strong
agreement. Comparing before and after scores demonstrates where the event met, fell
below or exceeded expectations. This chart is particularly useful for organisations to identify
the areas in which they achieved their creative intentions or objectives. If prior and post
surveys have not been carried out as part of the evaluation, no data will be available in this
section.

EXPERIENCE
Experience questions are specific questions that have been standardised to allow for easy
benchmarking and comparison. These often reflect common funder requirements and
globally recognised measures, such as the Net Promoter Score. Utilising the pre-set
Culture Counts experience questions can help to provide insights into marketing or
outcomes specific to your organisation.

CUSTOM QUESTIONS
When setting up a survey, you are given the option of including custom questions. This
comprises any question type outside the standard dimension sets. This section of reporting
presents the results from these questions in bar and pie chart format. Audience comments
and other longer custom question responses can be accessed by exporting the raw CSV
file. This can be done at any time from the reporting section by clicking Export Evaluation in
the top right corner of the screen.

RESPONSE ORIGIN
Here you can see how the data for your survey was collected. Data can be collected from a
combination of online responses, interviewer responses, display responses, peer assessor
responses and self assessor responses. The breakdown of responses is depicted in a pie
chart.

VARIANCE
This chart shows the margin of error, which represents how confident we are in our
reporting of each dimension based on the number of responses you have received.
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FURTHER GUIDANCE
HOW TO ADD EVALUATION PROPERTIES
When you set up an evaluation in Culture Counts, we strongly recommend you also
add evaluation properties; these are descriptors of your event which will enable you
to make more detailed comparisons between your evaluations over time, or against
aggregate data sets. If you intend on submitting this evaluation to Arts Council,
these details will also give your Relationship Manager important context when
reviewing your evaluation report.
To enter your event’s details, select the appropriate evaluation in your dashboard
and then click on the Properties tab.

Scroll down the page to add your event information.
1. What type of event are you evaluating?
First, tick ‘Event’ and choose one of the options you are shown beneath: exhibition,
festival, performance or participatory. Further down you will be able to add more
specific tags.
2. Which artforms does your event include?
You have a wide selection of artforms to choose from to describe your event. You
may tick as many as you feel are appropriate.
3. Add keywords2
2

If there are any keywords you feel should be available for selection that aren’t
currently, please let us know.
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Choose from a wide range of keywords to describe your event. These can include
artwork attributes, including media, subject, genre, and time period, as well as
audience attributes, artist attributes, purpose of the event and place.
Please click save at this point in the process to register your changes.
4. Event location
Add where your event is taking place. If your event is touring, or takes place in
multiple locations, you may add these addresses. This tool is powered by Google
so you can enter any address as you would do in Google Maps. Finally, if your
event is touring, you should also indicate this by clicking ‘Yes’.
5. Attendance Size
If you know the size of your audience, include this number in the ‘Attendance’ box.
This will enable you to view margin of error calculations in your Insights Report,
helping you to determine how representative your dimension averages are of your
total audience.
Properties can be added to your evaluation at any time – you might choose to add
these data tags after the evaluated work has taken place, or part way through. This
is an opportunity to provide more context to your Insights Report and to provide the
wider sector with more nuanced data for analysis.

When you do so, please tell us:
1) The keyword you would like to see
2) Which ‘category’ it falls into. The options are:
a. Artist name
b. Subject
c. Audience attribute
d. Medium
e. Process
f. Presentation
g. Chronological style
h. Transaction
i. Purpose
j. Genre
k. Cultural origin
l. Place type
Any additional words will be considered on a periodical basis and, dependent on the
quantity of requests we receive, they may be made available in your dashboards.
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HOW TO SHARE YOUR EVALUATIONS
The Culture Counts platform enables organisations to share their evaluations with others to
help the sector benchmark and learn. Many of our members choose to share their
evaluations with a member of Counting What Counts staff, asking us to check it over before
its public distribution. Sharing evaluations is also useful when undertaking a collaborative
event with another member organisation.
To share an evaluation, simply click on the evaluation name in your dashboard evaluation
list. Click the Edit button at the top right of your screen. Click Sharing Options from the
dropdown list. In the box that says ’Share with another’, type in the email address of the
person you would like to share with. They must also have a Culture Counts account so
they can view your evaluation within their dashboard.

To the right of the email address is a dropdown list of sharing options. Choose ‘Viewer’ if
you would like them to be able to look at your evaluation and results but not edit it in any
way. If you would like them to be able to do more than just view your evaluation, choose
‘Admin’ from the pulldown list. This will give them the same access to the evaluation as
you. This option is best for collaborative events, where both organisations want to share
the creation and editing of their event surveys; both organisations would also have equal
access to results.
If you would like to unshare with someone, simply open the Sharing options box again via
the Edit dropdown and click the ‘x’ next to their organisation name. This is where you can
also view each organisation’s permission level.

HOW TO ARCHIVE AN EVALUATION OR SURVEY
If you find yourself wanting to remove an evaluation or survey from your dashboard, you
can do so by using the archive function. Archiving a survey or evaluation will remove it from
your dashboard. It is similar to “deleting” something, except that it will not delete any
associated data.

ARCHIVING AN EVALUATION
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Data archiving is the process of moving a collection of data to a backup repository in order
to separate current data from data that is no longer actively used. The files that are
archived can be retrieved and this process is often used for long term data storage.
You can archive an evaluation by clicking into the evaluation you wish to archive and then
clicking ‘Edit’ on the top right corner. From the dropdown you can then select ‘Archive’.
You will then be prompted to confirm or leave this process. Click ‘yes, archive this
evaluation’ if you wish to continue. This will archive the evaluation, including all surveys
within it. If you are a Creator or Admin of an evaluation, you also have the option to archive
the evaluation for everyone it is shared with. This is useful when a project is no longer
relevant, or you simply want to remove it from their dashboards. This will not remove their
share on the data, however, and they can restore it themselves if they want to continue
using it.
We wouldn’t recommend that you archive evaluations in the opening years of the Impact &
Insight Toolkit programme. We will be encouraging you to analyse and compare your data,
so in the early years of the project there is a value in keeping your evaluations in your
Dashboard. However, you may wish to archive your old pilot or test evaluations.

ARCHIVING A SURVEY
This is a similar process to archiving an evaluation. If you wish to archive a specific survey
within an evaluation you can by clicking ‘Edit’ next to the survey and from the drop down
list select ‘Archive’. Again, you will then be prompted to confirm or leave this process. Click
‘yes, archive this survey’ if you wish to continue.

RECOVERING AN ARCHIVED EVALUATION OR SURVEY
Evaluations and surveys that are archived are not permanently deleted and can be
recovered if required.
To recover an archived survey or evaluation you will need to contact our support team. Be
sure to mention your organisation name and the evaluation or survey name that you would
like recovered in your support request.
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FURTHER SUPPORT
YOUTUBE GUIDES TO CONDUCTING BASIC
ANALYSES IN EXCEL
Downloading Raw Data
Separating Data and Comparing Results Across One Respondent Category
Comparing Public Responses Across Evaluations
Creating a Word Cloud Using an Online Generator
Calculating the mean average and standard deviation
Graphing the mean average and standard deviation
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TECHNICAL
TROUBLESHOOTING CULTURE COUNTS
Having some technical issues using Culture Counts? Here are some things that might help
you.

Check that your browser meets our platform requirements:
Culture Counts is made to work best on all major modern browsers, but we support a range
of others as well. Here is a list of browsers that we officially support:
• Chrome 47 or greater
• Firefox 37 or greater
• Safari 8 or greater

The survey application also officially supports these mobile browsers:
•
•
•
•

Android 4.2 or greater
IOS safari 7.0 or greater
The latest 2 versions of Firefox for mobile
The latest 2 versions of Chrome on Mobile

We also require that JavaScript and cookies are enabled.
If you are experiencing interface issues, it can often help to check that your browser is up
to date. If you are running an outdated or unsupported browser, please consider updating.
Modern browsers will not only offer you a better experience but also tighter security.
Please note that the Culture Counts dashboard, for evaluation creation and design, does
not currently support mobile browsers.

Make sure your network connection is working
If Culture Counts is taking a while to load, or not showing up on your browser at all, it could
be that you're are having local network connection issues and are unable to access the
internet. Try to access other websites as well and see if they are also inaccessible.
If you are running a Culture Counts survey in a public space, you may have to plan ahead
and test your internet connection before you begin surveying. Culture Counts surveys work
on a 3G connection or greater.

Ensure your firewall or proxy is configured correctly
Culture Counts can sometimes be affected by firewalls, or proxies. If you are connecting
through one of these, make sure that uk.culturecounts.cc is whitelisted. You may need to
get your IT administrator to help you with this.
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Nothing works!
If none of this is working for you, we're always happy to provide support. Let us know what
kind of problems you're experiencing by contacting us directly.
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