Church Assessment Setup
Instructions

Growing Young Assessment Supporting Materials



Overview

The following pages provide printable instructions for how to set up your
church assessment, after you have purchased the appropriate version of the
assessment.

http://fulleryouthinstitute.org/assessment/individual/toolkit

The instructions that follow assume you are setting up a church assessment,
though the setup for the team and individual versions is similar (in fact, the
individual assessment is much shorter and skips several steps explained
here). No matter what version of the assessment you're setting up, you
should find the following instructions a helpful reference point.

If at any point you get stuck, please contact our team at:

fyi@fuller.edu | 626-584-5580.



After purchasing the appropriate version of the assessment, you'll be directed
to a page that looks like the following:

Account -
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Thank You

Thank you for purchasing the Growing Young Assessment. You may download a rece ERE. You will also receive email confirmation of your purchase,

as well as instructions on getting started.

Ready to start now? We've created an Assessment Toolkit for you.

The Assessment Toolkit provides materials to support you with setting up, launching, and implementing the assessment. You're welcome to review these

materials at any time. For now, feel free to go directly to the assessment setup or review the additional resources first.

@ Assessment Toolkit Assessment Setup

You may access your Assessment Dashboard anytime through your Fuller Youth Institute account. Simply login to your account at the top right of our

website to access your personal account. From there, you will be able to click directly to your Assessment Dashboard.

@ Even if you decide to go directly to the “Assessment Setup” and get your assessment
started, we strongly recommend that once your assessment is set up you review the
materials available in the “Assessment Toolkit.”

These tools include:

* An execution timeline to plan your assessment process from setup to inviting your
congregation to running team meetings to announcing the results of your report.

+ Bulletin inserts, announcement slides, and a video to share the assessment with your
congregation.

+ Team discussion guides to get the most out of your assessment results

 And much more!
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Assessments

Welcome, Friend. You have purchased 1 church assessment.

@ Church Assessments Team Assessments Individual Assessments

Church Assessments

You have purchased 1 church assessment for a congregation of up to 2500 attendees.

@ Church Assessment Setup

@ Church Assessments

Search All Church Assessments (1)

Church Nome Assessment Nome Date V Status

Test Assessment 08/21/2017 @ 4:45 pm In Process

This page is your assessment dashboard and can be used to access information about any
assessments you have completed, purchased but have not set up, or have in process.

If you have purchased or completed an individual, team, and/or church version of the
assessment, you can view the details of that assessment by clicking each of these tabs.

Once you are ready to begin setting up your assessment, please click “Church Assessment
Setup” to proceed to the first step.

The area below will reflect any church assessments you have purchased and/or completed
to date. If this is your first purchase, you will likely not see any information listed here. If
you decide to retest your church 6-12 months from now and purchase a new assessment,
you will be able to view the older assessment here.
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Church Assessment Setup

Please fill out the fields below and click the Continue Setup Process button at the bottom of the page to setup your assessment.

Step1of 5

Church Information

Please fill in the fallowing detoails obout your church

Church Neme
Denomination Church Size @
Age of Church (number of years) Ethnic Mokeup

City State or Region

Church Assessment Name

Fleose provide the nome of your church ossessment in the box below. This nome will eppear on the final report.

@ Church Assessment Nome

ST S

Please provide number based on average attendance across all worship services and
regular programming.

You may choose to keep the name of your assessment the same as the name of your
church, or you can provide another unique name.
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Church Assessment Setup

Please fil ot the fields below ond click the Continue Setup Process button ot the bottom of the poge to setup your assessment

Step2ef 5

Assessment URL

Wele generated o unique link where your assessment wil be avalable. You are weleome to customize it

Assessment URL

hittp://woww.oursurvey.church/ ExampleChurchPasadena

Once your assessment. setup is complete, there are two ways om URL with any participant ot anytime. Second, o

ur assessment
the next page youll have the sppertunty to enter specific emall ack mail irvitation from our system

nd eity so participants know they ore in the right glacel

3 ()

Weleame Messoge

#iv B U & erpar K-l =|=]| =" [:: M © @ - X 7

Welcome 0 the Growing Young Assessment for Example Church in Pasadena, California.
Before you begin, please theroughly read the instructiens on the next page so that you are able to answer the questiens ecurately.

Thonk you for participating in this assessment

Thank You Message

that will thank us

Flease specy o message

en they hove completed the assessment.

Thank You Message
o B U & wmpr A v = E o= B o @ w2 o7

Thank you fer toing the assessment for Example ChureH in Pasedena. Your results hove beer recorded and will help us goin @ deeper understanding of sur chureh's culture.

Go Back |

Save for Later | Cantinue Setup Process

While you can create any customized URL for your assessment, we recommend keeping it
as simple and memorable as possible. It is common that participants will misspell and/or
forget complicated URLs.

We recommend you utilize a blend of both approaches for inviting people to take

the assessment. We have found that the custom URL is effective for ensuring wide
participation by sharing it in emails to your overall congregation, printing it in a bulletin
or newsletter announcement, and other methods. Please be cautious when sharing on
social media, as you only want to share the link with attendees (e.g. avoid sharing on any
personal profiles).

We have found entering specific email addresses (on the next page) is especially effective
if there are individuals who you want to be invited to take the assessment before it is
announced to the rest of your church. In addition, entering email addresses here allows
you to track if these particular individuals have completed the assessment, and you can
schedule automatic email reminders to be sent at specified times if these people do not
complete the assessment.

Keep in mind participants will have other instructions to review in addition to your
welcome message. We recommend a welcome message that is warm and personal, but
also brief.
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Church Assessment Setup

Please fill out the fields below

click the Continue Set:

of the poge to setur

your assessment

Main Contact

t has closed. Please enter the emai this assessment.

aking the assessment?

the ossessment status?

aweekly email updat

periodic updates and th

final repo

E-mail #1
example]@
E-mail #2

r individual results,

on taking the assessmer

example@email.com




Chances are likely you are the main contact for this assessment. However, if you are
setting up this assessment on someone else’s behalf (such as your supervisor) you can
include either your email or your supervisor's email. If you would like both yourself and
your supervisor to receive the final report, please enter the additional email below in
“additional contacts.”

We provide the option for the main contact to receive a weekly email update so you'll
know when it's time to end the assessment. This report will include information about how
many people have participated in the assessment, as well as a demographic breakdown of
participants.

You can also enter additional contacts who will receive these updates and the final

report. If you are setting up the assessment for someone else, you can enter your email
address or theirs here under “additional contacts.” You might also consider entering email
addresses of particular stakeholders who you would like to automatically receive periodic
updates and the final report. You will also have the option to download your PDF report
and send it to additional people once the assessment is closed.

If you would like to specify a large number of people as additional contacts, please click on
this red text and enter each email address, separated by commas (email one, email two,
email three, etc.)

As a reminder, this is an OPTIONAL feature. There are two ways to invite participants to
take the assessment. First, you can share the custom URL with any participant at any time.
Entering email addresses here is the second way to invite participants.

When you enter someone’s email address here, they will automatically receive an email
invitation once the assessment is set up. From your assessment dashboard, you will

be able to see if that person has completed the assessment. If they have not, you can
automatically send them email reminders.

If you are utilizing this assessment with your entire congregation, we recommend inviting
most people through the URL link. Then utilize this “Track Specific Participants” function
with a smaller group (perhaps 5-20 people) who you want to be sure participates.

If you would like to specify a large number of people as specific participants to track,
please click on this red text and enter each email address, separated by commas (email
one, email two, email three, etc).
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Church Assessment Setup

Please fill out the fields below and click the Continue Setup Process button at the bottom of the page to setup your assessment.

@ Stepd of 6

ave included a standard message in the box belo

Custom E-mail Message

j on the previous page. Wi

Growing Young Assessment

Take The Church Assessment

Fuller Youth Institute

® G

hetp:/ feewwoursurvey.church/ExampleChurchPasadena

If you did not enter specific participants to track, please note that you will not see this step
in your setup process.

Please note that the custom email will be sent by the Fuller Youth Institute. However, you
can enter your own email as the “reply to” address. Please enter the email address of the
person you would like to field questions about the assessment for your church.

If you choose to customize the email subject, please choose a subject that is likely to result
in the email being opened and read by those in your church.

You are welcome to customize this text, though we recommend you consider retaining
the instructions about how long the assessment will take and the fact that participant
responses remain confidential.



Fuller Youth Institute OUR STORY STICKY FAITH ‘GROWING YOUNG URBAN TRAINING

Assessments Account Help

Church Assessment Setup

Please review this infc sefore completing the setup process

Logout

Main Contact

The e-mail oddress of act is: example@email.com

rch ossessment

The moin eentact is participating in the eh

The main centact will be receiving ! status updates.

eekly assessme

ople will receive updates throughout t

1. example1@email.com
2. example2®email.com

Team Members

e following people inviti to take the assessment

ver's e-mail address. E

You entered s wi

1. example@email.com

Custom E-mail Message

The follor Friend Davis <macypdavis@gmail.com> in HTML format to ecch team me

ssage will be sent fro

Growing Young Assessment

Take The Church Assessment

wowcursuvey.church/ExempleChurehPosadena

huep:/

Scheduling Option

e and/o

If you wish, we can send the e-mail for this assessment at o futur

t @ future time and/or

for this assessme:

Yes, plecse se

Send E-mail

Once you click Send Now you will be unable to make any additional changes. Click Save for Later to come back and send the assessment at a later time. Click the Go Back button to

make any necessary edits.

o Bock I I save for Later I m




There is no new information to enter on this page. Simply confirm that all of the
information you have entered is correct. If you notice errors, please click the appropriate
“Edit” button or use the “Go Back” button at the bottom of this page to correct those
errors.

Once you click “Send Now” your assessment will be live and invitations will be sent to
participants.

If you are NOT ready to invite participants now (perhaps you want to make an
announcement about the assessment first, or for some other reason want to wait to invite
people to participate), please use this feature to send the emails to the specific users you
entered on the previous setup pages.
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Church Setup Complete

Stepbof &

The Example Church Name Assessment Church Assessment has been created. E-mails hove been sent and the Church assessment is now in process.

The assessment will be available at:

http://www.oursurvey.church/ExampleChurchPasadena
To check the stotus of your assessment please click the *Back to My Assessments’ buttan,

IF you are partic pating In the assessment, you will find instructions n your e mol

Assessment Reminders (Optional)

& &

This informal
rerminds

tion is eptional. The system can autematically notify team members who have not cempleted their assessment by o certain date.

Enter up 10 two dates and times when
ould be sent o teom members who hove ot yet completed their assessment

Delivery Date & Time Today is August 23, 2017

GMT-8:00 - Pacific Standard Time (America/Los_Angeles)

Please select o date
124 00% AM
GMT-8:00 - Pacific Standard Time (America/Los_Angeles) &

Set Reminders
Back to My Assessments

This is the live custom link for your assessment. You can now share it with participants at
any time.

@ These reminder emails will be sent to the people whose participation you wanted to track.
You do not need to enter information below to send reminders, but you can do so if you
would like.
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Assessments
Welcome, Friend

Church Assessments Teom Assessments ndividual Assessments

Example Church Name Assessment

Your church wide assessment begon on 08/23/2017 O
COMPLETE

- — JE

Church Assessments

Search All Church Assessments (1)

Church Name Assessment Name Date ¥ Status

Example Church Name Example Church Name Assessment 0B/23/2017 @ 1:32 pm In Process.

This is the main view of your dashboard after you have successfully set up your church
assessment. The default is the “Church Assessments” tab. If you have completed team or
individual assessments and would like to view them, please click on those tabs.

Click on this button if you would like to view more detailed information about your church
assessment, including a demographic breakdown of participants.

This number shows the total number of people who have participated in your assessment.

Any assessments that are completed or in process will be reflected below. For example,
if you completed a church assessment one year ago and are re-testing now, you will see
both the old assessment and the one that is in process.
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Example Church Name Assessment

Status: In Process
Assessment began on 08/23/17

You purchased 1 church assessment for a congregation of up to 2499 members.
example®email.com is the main contact for this team and will receive status updates. example1®email.com, and

example2®email.com have clso been specified to receive updates.

Schedule reminders for this assessment

Demographic Breakdown Overview

Below is an up-to-date demographic representation of those who have taken your Growing Young Assessment. O

category. If participation from a particular category is lower thon it should be, plecse encourage more individuals from that COMPLETE
cotegory to take the survey.

Gender

@ Male

@ Female

Age Groups

@ Ages 1417
@ Ages 18-23
@ Ages 24-29
@ Ages 30-49

@ Ages 50+

Role in the Church

@ Pastor o Church
Staff

@ Church Leadership
@ Active Volunteer

@ Regular Attendee/
Participant

@ Other

Essential Participants Roster

Edit Selected Team Members :

mail Address A Status Date/Time Com

exomple@ema




This page provides the more detailed information about your church assessment. You can
use the information immediately below to make limited edits to the assessment, copy and
share the URL link, or schedule email reminders.

@ The information below provides more detailed information about those who have
participated in your assessment. Your weekly email updates sent to the point person will
contain similar information.

@ The information below provides updates on the status of those whose participation
you wanted to track. It will show if they have started, completed, or are in-process of
completing the assessment

We hope that you have found these instructions helpful as you set up your assessment.

http://fulleryouthinstitute.org/assessment/individual/toolkit

If you're feeling stuck or not sure how to move forward:

Please contact our team at fyi@fuller.edu or 626-584-5580.



