CORD AA 2020 Handout

Google, meet Microsoft: Joining technologies to track conference attendance and obtain feedback...a “How-to”

Guide

For our example we will utilize the following conference schedule:

8:00-9:00am: Resident/Attending Core: Gestational HTN/Preeclampsia/Eclampsia: Drs. Powers and South
9:00-10:00am: Split Sessions Board Review
PGY1/Students: Dr. Scott (JP Conference Room)
PGY2: Dr. Abbuhl (EDILL)

PGY3/4: Dr. Agarwal (Resident Room)

**%10:00-11:00am: Consultant Lecture Series: Neurology- Dizziness: Dr. Price
*%%11:00-12:00pm: Grand Rounds: “Economics of Emergency Medicine” Dr. Lin

***Denotes CME Available

Creating the Google Form:

1. Title, primer, and demographics:

Section 1 of each conference form contains the same information. Notice the title of the form includes
the date of the conference for organizing purposes. We also include a primer as to the purpose of the
form and when the form closes. Finally, we collect names for attendance tracking and set up the form so
that each respondent is sent a copy of their answers. This allows respondents to keep track in case of a

discrepancy.

Section 1 of 16

2/12/20 Conference Evaluation and
Attendance Attestation

Please complete the form below in its entirety in order to track attendance and provide
feedback on conference.

Forms become unavailable for completion at the beginning of the following conference
date.

Names and emails are only collected for attendance purposes. Feedback provided will
be aggregated and shared anonymously with the presenter.

Email address *

Valid email address

ecting email addresses. Change settings

Resident
Attending
APP
Fellow
Student

Other.

Nam *

Short answer text

After section 1 Continue to next section v

2. Conference Session Attendance and Feedback
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For each session we ask respondents if they were present or not or if they were presenting. This question
will be referred to as the “attendance attestation”. You'll notice in the screenshot below that each
option brings the respondent to a different portion of the form based on their answer. For example,
those that did not attend a session or those that presented do not complete the feedback section for that
particular session. Instead, they are brought to the attendance attestation for the next session of that
week’s conference.

Section 2 of 16

Resident Core Lecture: "Gestational B
HTN/Preeclampsia/Eclampsia” Dr. Powers

Description (optional)

| was present for this session (® Mutiple choice -
Yes x @
Continue to next section M 9
T

No X
[}

Go to section 4 (Attending Core Lec...ampsia” Dr. South) -

=

| was the presenter X

a0

Go 1o section 4 (Attending Core Lec...ampsia” Dr. South) -

Add option or add “Other”

Q T Requied ~ () i

Screenshot

After section 2 Continue to next section hd

The “feedback section” for each session asks for a rating of the session and for written comments (see
below).

Resident Core Lecture: "Gestational ~ Tr
HTN/Preeclampsia/Eclampsia” Dr. Powers

Description (optional)

LB ®

o e B

Overall Quality of Session *
1 2 3 4 5

Poor Excellent

Feedback *

Long answer text
After section3 Continue to next section -

We ask for the same information for each session included in the schedule...an attendance attestation
and a feedback section for those that were present and not a presenter.
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3. Split Sessions

Our conferences incorporate several “split sessions” where we divide learners by their PGY level. In these
instances, we start with the standard attendance attestation. For those that attended, but did not
present, we then ask to choose the session they attended from a drop-down menu. This allows for the

respondent to be directed to the corresponding feedback section for that session (see below)..

Section 6 of 16

Split Sessions: Board Review

»<

Description (optional)

| was present for this session *
@ ves
No

| was the presenter

After section & Continue to next section hd

Split Sessions: Board Review 2
Description (optional)
Please choose the session you attended: © oropdown v a

1. PGY1/Students: Dr. Scott x Go to section 8 (Split Session Boar...udents: Dr. Scott) - T
2. PGY2: Dr. Abbuhl x Go to section 9 (Split Session Boar... PGY2: Dr. Abbuhl) -

=
3. PGY3/4: Dr. Agarwal x Go to section 10 (Split Session Boar...¥3/4: Dr. Agarwal) -

=
4. Add option

0 m@ Required i)

After section7 Continue to next section -

Section 8 of 16 L

Split Session Board Review: PGY1/Students: =
Dr. Scott

Description (optional)

o Ea

Overall Quality of Session *

1 2 3 4 5
Poor Excellent
Feedback *
Lon nswer text
After section 8 Go to section 11 (Consultant Session...ziness, Dr. Price) -
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You'll notice that after completing the feedback portion, the form is set-up to bring the respondent to the
next session scheduled for that conference day (above underlined in red). This prevents the user from
completing feedback for the other split sessions.

4. CME Sessions

As noted above in the example conference schedule, CME is available for some sessions. When CME is
available, we include the text codes in the Google Form. Below, you’ll notice we create the same
attendance attestation. Presenters are brought directly to a section that provides them with the CME
code for the session. Attendees are asked to provide feedback and are then brought to the same CME
code section (see below).

Section 11 of 16

Consultant Sessions (Neuro): Dizziness, Dr. =
Price

| was present for this session *
Yes
He

I'was the presenter

After section 11 Continue 1o next section

Attendees
Presenters

=0

Consultant Sessions (Neuro): Dizziness, Dr.
Price (CME Code: 65251)

m CME Code: 65251
The CME Code is 65251. Please take a = i
moment and text to (215) 398-6728. Oursll Guakiy of Sesion *
. t 1 2 3 4 s
After section 13 Continue 1o next section Foot Frcetlent
Feedback *
After section 12 Continue to next section

The CME Code is 65251. Please take a X
moment and text to (215) 398-6728.

After section 13 Continue to next section

5. Finishing out the Form

For the last conference session, the attendance attestation is formatted so that those that do not attend
the last session, submit the form. Presenters will either submit the form or be shown a CME code prior
to submitting. Attendees will complete the feedback section and then submit or be shown a CME code
prior to submission.
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Grand Rounds: “Economics of Emergency =
Medicine” Fred Lin, MD

Description (optional)

| was present for this session (® Multiple choice -
Yes X
Go to section 15 (Grand Rounds: “Eco...(CME Code: 65252)) ~
. No x
Did not attende———
Submit form
| was the presenter X

Go to section 16 (The Grand Rounds C...o (215) 398-6728) =

Add option or add "Other™

0 ®

Scheenshot

Presenters Attendees

Sectlon 16 of 16 Section 15 of 16
lon 16 of

The Grand Rounds CME Code is 65252. v i Grand Rounds: “Economics of Emergency =
Please take a moment and text to (215) 398- Medicine” Fred Lin, MD (CME Code: 65252)
6728. CME Code: 65252

Description (optional) Screenshot

Overall Quality of Session *

Excellent

Feedback *

Long answer text

After section 15 Continue to next section

Sectlon 16 of 16

The Grand Rounds CME Code is 65252. X

Please take a moment and text to (215) 398-
6728.

Description (optional)

Screenshot
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Linking the Form with Microsoft Outlook

Microsoft Outlook is the primary work email for Penn. In order to distribute conference schedules and
the Google Form, we utilize a calendar invite that gets sent to all residents, faculty, nursing, APPs, and
fellows.

Calendar

& Edit  [E] Cancel ) Replyall v Busy v <7 Categorize vV

® Dept. of EM Education Conference

®©  Wed 2/12/2020 8:00 AM - 12:00 PM Organizer
©  John Pryor Conference Room @ Scott, Kevin R
Attendees

{9 Remind me: Never -~

| Conference Evaluation and Attendance Attestation Form I

You MUST complete the above form in order to obtain credit for attendance.

You haven't requested responses for this

All sessions to be held in the John Pryor Conference Room unless otherwise specified.

8:00-9:00am: Resident/Attending Core: Gestational HTN/Preeclampsia/Eclampsia: Drs. Powers and South
9:00-10:00am: Split Sessions Board Review

PGY1/Students: Dr. Scott (JP Conference Room)

PGY2: Dr. Abbuhl (EDILL)

PGY3/4: Dr.Agarwal (Resident Room)

***10:00-11:00am: Consultant Lecture Series: Neurology- Dizziness: Dr. Price

***11:00-12:00pm: Grand Rounds: “Economics of Emergency Medicine” Fred Lin, MD

***CME Available (CME Codes available through conference attendance and evaluation form)

o
<
e

A hyperlink is included (highlighted above) that directs the user to the Google Form. This is easily
accessed via mobile device or computer.



Calculating and Extracting Conference Hours

CORD AA 2020 Handout

Weekly Evaluation/Attestation Google Form Creation (to be completed by residency leadership)
-Each week, residency leadership creates a Google Form for that week’s conference and sends it out via a
calendar invite. This allows the residency leadership to alter the form real-time in case of last-minute
changes to the schedule. That form is saved in a “conference attendance and feedback” folder in the
corresponding month.

Closing Forms to Responses
-We close forms to responses no sooner than one week after the corresponding conference date.

1. Opening and closing a form for responses:

My Drive > > Conference Attendance/Evaluati.. > 2019-.. -~

Name T Owner Last modified
B 12an9 me Dec 16,2019 me
12/4/19 {(Responses) me Dec 16,2019 me
B 1z2mine me Dec 19,2019 me
12/11/19 (Responses) me Dec 23,2019 me
B 121819 & me Dec 18,2019 me

g resronses [

Section 1 0f 16

12/18/19 Conference Evaluation and
Attendance Attestation

& © W i EH

File size

Please complete the form below in its entirety in order to track attendance and provide feedback on conference.

Click on “responses” (circled above in red)

QUESTIONS

31 responses

SUMMARY INDIVIDUAL

Who has responded?

responses [

Accepting responses ®

Click “accepting responses” to open or close a form
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Step-by Step Guide for Extracting Data for Conference Attendance

1. Create Google Sheet containing Response Data
a. Open desired week’s form

My Drive > = > Conference Attendance/Evaluati.. > 2019-.. ~ & 2+ @ [ : HH
Name T Owner Last modified File size
B 2419 me Dec 16,2019 me -
12/4/19 {Responses) me Dec 16,2019 me
B 12mn9 me Dec 19,2019 me -
12/11/19 (Responses) me Dec 23,2019 me =

12/18/19 &% me Dec 18,2019 me =

o
o
=
=g
o
o
©
(0]
)
—
o
=
3
i

QUESTIONS

resronses [

Section 10f 16

B

[12/18/19 Conference Evaluation and ™
Attendance Attestation =
[ »]

Please complete the form below in its entirety in order to track attendance and provide feedback on conference.

Click on “responses” (circled above in red)

QUESTIONS responses  [EQ)

31 responses E

SUMMARY INDIVIDUAL Accepting responses .

Who has responded?

Click on Google Sheet Icon

Select response destination

Create a new spreadsheet 12/18/19 (Responses) Learn More . “« ”
© Click “Create

O Select existing spreadsheet

CANCEL  CREATE

This will automatically create and open a Google Sheet with the same title as the form and all
responses will be recorded in this sheet. It will also be automatically saved to the Google Folder.
Once a sheet has been created for a form, clicking the icon will open the corresponding sheet.
You can also access by opening via the folder (example below).



My Drive > . > Conference Attendance/Evaluati... > 2019-. -~
Name P Owner Last modified
B 127419 = me Dec 16,2019 me
12/4/19 (Responses) <+ me Dec 16,2019 me
B 1z & me Dec 19,2019 me
12/11/19 (Responses) == me Dec 23,2019 me
B 21819 & me Dec 18,2019 me

Once you click create, the sheet will open:

® O ® 1 Inbox (55) - kevinrscott@ar X | & 2019-2020 Conference Plar X | & 2019-12 - Google Drive x | B 12/18/19 - Google Forms X
a &

[Ed Facebook

[

& Feedly

@ docs.google.com/spreadsheets/d/ImRdJnAne5a3VFicuF-0_iSVygdnb_NWz-xifCluSVrw/edit#gid=959258

W Twitter

PennEM.com

M Gmail B3 UPennSites B UMESites (3 Shift Administrators P Pandora

Apps

1218119 (Responses) -

File Edt View insert Format Data Tools Form Addons Help

- Detaht( - 10 -
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© o

i

File size

12/18/19 (Responses) - Goc X 4
s D - [

» [ Other Bookmarks

- P % o 00 123 L]

Timestamp

x . c o [ v ) " J © . »

¢ Timestamp |Emet Adsress sess tor Guailty of the Ses Feadhack 1 was prasert for this ses: Oversil Quaity of Sessicr Fosdback 1 wos prosent for this ses:
2 12182019 6:15.01 Yes Yes 4 Very heiphul Yes. & Very holphul Yes
s 12182018 7.02.16| Vs Yes 5 Very practcal Yes 5 Pracecal Yes L]
. 1271872019 7:11.08| Iwes the prosenter  Yes 4 Aot of materis 1 cover - Yea 5 Nica Job. ™
' 12102010 717,57 Mo Yeu 5. You 5 You
[ 1282019 8.14.00] No. o o ™
' 12812010 8:18:23) No. Ho o ™
[ 12N2019 82302 Yes Yes 5 Great job of simplitying th Yes 5 Loved leaming how to aci Yes
0 12182019 8:40.35) no s 5 Great 1! 1w e presenter
0 120182010 8.48 50| Yes Yes 5 Relevant and good use ol Yes & Empawering. We shouid | Yes
" 120182019 846,56 No No Mo No
" 121102019 8:51.40| Yo Yo 5 Groat concise cverview  Yes 5 Veey halphul informaion i« Yes
" 120182010 04 49| You You 5 Excolont and weil done.  Yea § Excolertasabway  You
" 121187018 w07 56| Yes Yos 5 Simpie and gret loundat Ys 5 Groat hands on axperien: N
s 121182019 81055 Yos Yos 5 wxcotent review! Yos 5 Groat kst W shouid me Yes
" 121182018 84028 No o Mo o
" 12182019 10:11.07 No no Ho o
“ 12/182019 10:18:58| es es 5 Greatiecure Yea 5 Grestiecture Yes
" 121872018 103551 Yeu Yes 5 greatjob! Yea § very interactiva great! Mo
) 127182019 11.28.50) No. Yeu 4 very heiptud Yes 5 Very usond You
n 12/1872019 12:04.26) No. No o Yeu
] 12/182019 120856 Mo Yeu 4 Comically relevant, Wish ‘Yes 3 Wiah here was more me Yes
n 12182018 1307:50 Yeu no Mo N
] 12182018 13:09.25) Yes Yes 5 Yes 5 Yes
» 1218201 s Yes 5 Great intro lopie: Yes 5 Supar helpful glad someo Yes
» 1820 s Yo 5 Resily ciesred up every® Yoa 5 Groat 1o clear up thega n Yes
] 121182018 18:88.01 Yeu es 5 concie, clear, memorabi Yos & exceers, tha for actually Yeu
» 121107019 92425 Yes Yeou 5 A Yes 5 A Yos
= 121002019 11:40:49] Yo Yes 5 Great opic Yoa & Reaty appreciate the han Yeu
) 121872019 224207, Mo ™ Mo o
a 127202019 102841 No o o o
2 12202019 14:30.48 Mo Ho ™ Yes
»
a .

+ = B Form Responses 1 = B epoe ’
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2. Gathering Attendance Data from the Google Sheet
Respondents click one of the following radio buttons for each conference session:

Section 3 of 16

Resident Core Lecture: Vent Management, Dr.
Bar

>¢

| was present for this session *

| was the presenter

Their response is recorded as such in the sheet

A ]
Timestamp \Email Address
12/18/2019 6:15:01
12/18/2019 7:02:16
12/18/2019 7:11:05
12/18/2019 7:17:57
12/18/2019 8:14:00
12/18/2019 8:18:23

12/18/2019 8:23:12
12/18/2019 8:40:35

We format the sheet to count the number of times a respondent answers “yes” or “l was the presenter”.

a. Formatting the Sheet

i. While in the sheet, scroll all the way to the right to find the end of the response section.
In this example, column “U” is the first column without response data and is where we
will begin entering our formulas.

| was present for this ses: Overall Quality of Sessior Feedback

No
aNo
Yes S Nice unique pitch
Yes 5
Yeos 5 This is a very novel topic 50 it was an unusually creative talk
sef Yes 5 important topic, great and clear siides
dis Yes § Fascinating and unusual topic
No

ytYes

5 Addresses a topic we probably do not talk about enough
se: Yos

5 Great cutting edge topic

ii. For this example, | have titled column U “number yes”, column V “number | was the
presenter”, and column W “total” (see below)

T v v
w Feedback number yes

w

number i was the presenter”  Total (Max hours 4 for faculty and residents)

5 Nice unique pitch
5.

Thle fa o coiem s e el bl e B ot s @ s s il & e . e

iii. For column U above (number “yes”) we will enter the following formula, which will
calculate the number of times a respondent answered “yes”.

10
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=countif(range,“yes”)
Starting by typing the following: =countif(

BN - B T A FE R e - " -~ B

3’; . | =T LTI v Bl ] ¥ ¥ 2~
=countif(
P Q R S T u v
1 Overall Quality of Sessior Feedback | was present for this sess Overall Quality of Sessior Feedback number yes number "i was the presenter” To
: No T —
3 4 Good job making it interat No
4 4 Adequate M & M Yes 5 Nice unique pitch
5 4. Yes 5.
6 Yes

5 This is a very novel topic so it was an unusually creative talk

In this example, the range that should be counted is E2:T2. Columns A-D are excluded as

this is categorizing data. You can easily select the range by highlighting each of the
boxes you want to include (click, hold, and drag).

L $ % .0 .00 123~ - - BISA ¢H EvLlele- - [+ I
=countif(
(5 D E F G H 1
1 lama Name | was present for this sess | was present for this sess Overall Quality of the Sembsck I was present for this sess

2 Attending |Yss Yes 4|=countif( Yes
3 Attending Yes Yes 5 Very practical Yes

After dragging, release the mouse (do not press “enter” as this will enter a faulty
formula) and type the following remaining components of the formula (red text):

=countif(E2:T2,”yes”)

Then press enter and this will calculate the number of “yes” responses (4 in this case).

\
oo P 100% ¢ $ % .0 00123~ Defat(. - 10 - B I S A B E- L - BEY-Z-
K L ' N o Q R s T u
Feedback | was present for this ses: Overall Quality of Sessior Feedback | was present for this sest Overall Quality of Sessior Feedback | was present for this ses: Overall Quality of Sessior Feedback

number yes
Very helpful Yes 5 Very interesting No No ‘

11
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u

number yes

numbe

topic so it was an unusually creftive tal

at and clear slides
usual topic

ve probably do not talk about erfough

topic
tion

i fantastic to think of the impact
1 a very relevant topic that does)
on a very important topic
novel and under explored probj

1 informative talk that opened nj

esting subject
s, especially in residency wher|
ng this intersection of digital wg
ication season, but | didn't find

bn healt
hot get

lem in th

y eyes t

P we son
rk and pi
t useful |

on of a new complex topic w

methc

Great idea to hear from a member of th

formula

completed

=countif

§

iv.

| was presont for this sest Overall Quality of Sessior Fesdback
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Next, click and drag the blue square at the lower right-hand corner of the box through
each row with a response. This will apply the formula to each row and calculate the
“yes” responses for each individual.

|

topic
at and
usual |

ve pro

i fanta
1@ ver
onav

esting
s, esp
ng this
ication

onof&
Great

I s 0 00D O NBNWD D 44D D DNG = DR =t E O

n

Repeat the same steps for the “number ‘I was the presenter’” column. For this example,

the formula is the following:

=countif(E2:T2,”l was the presenter”)

O a®E v-3I-

"i was the presenter’)

N 3 Q " s T u v
| was present for this sest Overall Quaity of Sessior Fesdback

1 was present for this sest Overall Quaity of Sessior Foedback numbor yos
5 Very interesting No No
5 Great conversation regart Yes 4 Good job making it intera No 5

12

number i was the presenter”  To

4 o
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Drag to apply the formula to each row just as above.

u w

number yes number "i was the presenter” Jotal (Max hours 4 for faculty and re

nd
il

or
v
rel

sp
s
on

fe
at

iloccocoococooocooocoo0ooco0c000000000=0000=00

v. Calculate the total hours for each respondent

IM

In the column title total, we will insert a formula to add together the total “yes”

responses and “l was the presenter” responses.
For this example, insert the following in the 15t row of column W:
=sum(‘range’)

The range in this example is U2:V2, which is selected by dragging just as done

previously.
=sum( )
P Q R s T u v W
Overall Quality of Sessior Feedback | was present for this sess Overall Quality of Sessior Feedback number yes number "i was the presenter” — ours 4 for faculty and re
No (o[=sun¢izv23]) \
4 Good job making it interac No 5 0

13
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Complete the calculation by pressing enter and drag through the remaining

columns.
u v 3
number yes number “i was the presenter” | Total (Max hours 4 for faculty ark re:
4 0j 4
5 0j 5
4 1 5
5 0j 5
Dic : 1 0] 1
and 2 v 2
ialt 6 o) 6
1 1 2
pro 6 0) 6
ic 2 0j 2
1 6 0 6
nta 6 0j 6
ver 4 0] 4
av 6 0j 6
wel 1 0j 1
1 0j 1
6 0f 6
5 0 5
3 0 3
2 0 2
5 0j 5
forr 2 0j 2
6 0j 6
ing 6 0] 6
esp 6 0 6
this 6 0 6
tion 6 0 6
6 0 6
2 0 2
of 1 0 1
eat 2 1 3
6 0j 6
6 0j 6

14



19 (Responses) =
ert Format Data Tools Form Add-ons Help

a v Gridlines

Protected ranges

v Formula bar

201 Show formulas

Zoom

019 Full screen

019 13:07:58
019 13:09:25
019 16:04:34
019 16:20:06
019 19:55:07
2019 9:24:25
019 11:10:19
019 14:30:48
2019 3:12:07
019 11:38:35

b.

Ctri+

Formatting the Sheet for Easier Recording
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| find it easiest to record the hours by sorting the sheet by type of respondent and then by

freezing the column with the names prior to scrolling over to the total hours.

Sort the Sheet by respondent by right clicking the column you desire to sort and choosing “Sort

sheet A>Z"
e P
lona XK cut ®x 3F
nn.g Attending
sicir| Attending O Copy #®c
Attending [] Paste ®y 3t
nm| Resident
sdu | Attending Paste special >
nm|Attending
yme{ Resident Insert 1 left
adici Attending )
ned| Resident Insert 1 right
medAttending Delete column
redi{ Resident
edidR t Clear column
.edd Resident Hide column
2.up|Attending
n |Attending Resize column
nedi Attending
ine.{Resident Group column
enn|Attending UG0S GoliTin
nn.¢ Attending
Ipen| Attending
upe|Resident Sort sheet A —Z
bl 22 Sort sheet Z — A
iper| Resident
nnn Resident Randomize range
edic|Resident
'm_|Resident Get link to this range
ned| Resident
2 " Define named range
icin{ Attending Protect range
1.ed|Attending
nnim Resident s .
nedResident Conditional formatting
enn|Resident Data validation

rdici
meg
.up

enn
n.g
ipen
icing
1ed|
nm|
1me
ned

edig
-edy
ine.
upey
nm
tpen
nnr
adic
m

ned
@pe
nnm
med
enni

Attending
Attending
Attending
Attending
Attending
Attending
Attending
Attending
Attending
Attending
Attending
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident
Resident

Freeze name column by selecting the column with the names of respondents, then select “view”
- “Freeze” = “Up to current column”. You will now be able to scroll to the “Total” column

while still being able to see the names of the respondents.

All changes save

No rows B I & -‘

1row

2rous !' ]

N
Yi

No columns 1 Al
N

1 column Abella N

2 columns

v w
number "i was the presenter”  Total (Max hours 4 for faculty and
0 4
0 5
15
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As you may have noticed, there is sometimes a disconnect between the number of maximum
hours available and the total recorded in column W. This is the result of the sessions varying in

length of time.

W

Total (Max hours 4 for faculty ark

u v
number yes number “i was the presenter”
4 0)
5 0)
4 1
5 0)
oic 1 0
and 2 0f
ial i 6 0}
1 1
pro [ 0)
ic 2 0}
1 6 0
nta 6 0
ver 4 0
av 6 0)
wel 1 0)
1 0)
6 0f
5 0f
3 0)
2 0)
5 0)
forr 2 0)
6 0)
ing 6 0
esp 6 0f
this 6 0f
tion 6 0)
6 0)
2 0f
of ¢ 1 0
eat 2 1
6 0)
6 0)

DO W = NN N WO - A hE NN ON A

re:

We clarify how to record the hours in the title of the total column. For example, for this sheet,
any faculty or resident whose sum is 4, 5, or 6 will receive 4 hours. Everyone else would receive

the total number recorded (i.e. 1, 2, or 3).

3. Special Considerations and Alterations to the Above Process
a. M&M

Occasionally we have sessions that are longer than one hour. For example, 2 -hours credit is
given for M&M as it typically runs between 1.5-2 hours. In the case of M&M weeks, | add
another column that gives an additional hour for those that attended M&M.

A B c D T

Timestamp Email Address lama Name Feedback number yes

u v

number "i was the presenter” | Add 1 hour for M&M

]

Above you will notice the formula entered was, =countif(02,”yes”). “02” was the column that

recorded attendance specifically for M&M.

16
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| then increase the range on the “Total” column to also include the newly added column above
(range is now U2:W2). Formula entered is =sum(U2:W?2). This will give an additional hour for
M&M.

u v W X
number yes number "i was the presenter" Add 1 hour for M&M 4 % (Max hours 4 for faculty and re
4 0 0 |-=sum( |

Complete the calculation for each respondent by dragging the box just as above. The following is
a completed sheet.

number yes number “i was the presenter”  Add 1 hour for M&M Total (Max hours 4 for faculty and residents; if 4 or more give 4; all others are number recorded)
4

DON D DD DDBDNNO EDDD DN NN LN = 2o N 0

0040000000000 00000O00O00O00O0O0O0 00400
S SO O R T - T - T R - R~ Ry

NN NN N N N NN O N BN NN ND W W WS NN WS DO

***This entire process typically only takes about 3 minutes once it has been done a few times.***
***The same process can be used to extract resident attendance data.***

17
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Extracting Feedback Data

We provide each speaker with the data obtained regarding their session. Below is an example. Graphical
data and comments are pulled from the Google Form response data.
w Pe-nn Medicine Deportmest of Emergerey Medioe

Hemgiital of e Uniiveniily of Pennmylvania

Dear or [N
Thank mmmg_sessmmhw of
Medicine Education Conference at the Hospital of the Uni ity of iz om D 18, 2019

Below you will find feedback from your presentation. Please keep this document for your records.

Oweral Quality of Session
23 respunms

"

%) o) 0[5

Poor Excellent

Comments:

‘Good job making it interactive

Ervare o Ranke | 340 Sproce S | P A SI4 | ALSS280T | e 780550 3661 | smtimatsbrenkafucte cpumn ks

W Penn Medicine Deparmestof Emergerey e

Hemgiital of dher Univeenily of Pennmylvania

Weappmcmememlt that zoes into preparing and giving a presentation, and sincerely thank you for
your i i our students, resi and faculty. If you have any questions, please feel free
10 Contact me.

Perelman School of Medicine at the University of Pennsylvania
Eevin. scott(@uphs upenn edu

Each presenter is sent an email with the above letter attached in PDF form.
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