Participation Rates 
Participation rates can be viewed installation-wide or from the perspective of the contact for that unit.  Instructions are attached for viewing participation rates from three perspectives: as a Command POC, Installation/Wing/Center POC, and as a unit Contact.

Those designated to receive Participation Rates in ADMIN will be e-mailed a link to their respective unit(s) data. Typically, on Mondays throughout the survey period, an e-mail with two links will be sent to all contacts in ADMIN designated to receive Participation Rates.

Link #1:  Unit Participation Rates

The first link will show the Unit Participation Rates and participation rates of all subordinate units reporting to that PAS code. The data is between 24-48 hours old because it trickles from multiple data sources worldwide. The link will not change, so contacts should save the link and click on it to review updated participation rates through out the survey. 

Link #2:  Command and Wing/Center Participation Rates

The second link accesses a page on our website, http://afclimatesurvey.af.mil, that displays all Command and Wing/Center Participation Rates. 

If the name of the unit displayed is incorrect, it can be changed.  Log into ADMIN using your ID and password.  Once you get to the Main Menu, click on Unit Review.  From the top of the screen, click on Edit.  This name will also be used on the unit’s Final Report.

You may also change the number of assigned personnel.  However, you will need to enter a valid explanation for the change.  

NOTE:  For reference, the number of assigned will remain in the edit screen.  Again, this is for reference only.

TDY and Deployed members are counted in their home units’ number assigned.  Completed surveys from these members are counted in the home unit’s participation.  This means that if members of your unit are TDY or deployed, they should be counted in the number of assigned personnel in their home unit.  

Matrixed members are counted in the unit in which they work from day to day.  Completed surveys from matrixed members are counted in their Special Program Offices (SPO) or SPO equivalent’s participation rate.  

For a survey to be considered complete, the respondent must have completed the entire Organization Climate section.  This section is complete when the survey respondent begins the Air Force Analysis section.  

I.  Viewing Participation Rates as a Command POC

For a quick summary of the Command and it’s wings/centers participation rates, we recommend visiting our website, http://afclimatesurvey.af.mil.  Click on Participation Rates to display comparisons between the aggregate of the Air Force and Commands, and Wings/Centers within a Command. 

For a detailed view of the units at the HQ, you must first “Morph” into the Installation POC view, then follow the Installation POC instructions.

1. Log in to ADMIN 

2. From the Main Menu, select the Review Inst POCs link 
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3.  Find the installation POC for the installation you would like to view.  To view participation rates for all units within the Command, find the Installation POC where the HQ is located.  Click on the More button to the left of the name.
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4.  Click on the Morph button at the top left of the screen.  This will allow you to have the same view as the [image: image5.png]rosoft Interet Explorer MEIE
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Installation POC.

5.  To see all of the participation rates for the installation, click on Participation Rates link.
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6.  To view participation rates for all installations within the Command, make sure the Units on Installation POC ADMIN List Only is NOT selected. 

See Step 3 of the Installation POC instructions below for more details about Participation Rates.

II. Viewing Participation Rates as an Installation POC
Installation POCs will be able to view the participation rates for the entire installation, including subordinate units.

1.  Log in to ADMIN using your ID and Password

2.  Click on Participation Rates
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3.  Scroll down to view participation rates for all units and subordinates on the installation.
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Some totals will show twice.  Under the “Unit Name” column, you will see some units starting with “Total For.” This total includes all subordinates--those that have the same PAS code and those that report to the PAS code. Sometimes a unit only contains subordinates within a PAS code. In this case, the “Total For” line and the line below it (displaying the total number of assigned to subordinates with the same PAS code) will be equal.
Adding the estimated assigned numbers will not add up to the total assigned for the unit.  To verify that the numbers add up to the total of assigned personnel to a unit: 
--Do not add subordinate assigned numbers with a gray background 
--Do not add the “Total for:” assigned numbers 
--Add the assigned numbers with a yellow background that are indented under the unit 


Adding up the gray estimated assigned numbers for the subordinates is not the same total as the Parent PAS code. The original total for the PAS code was generated from AFPC and POCs have the option of modifying this total. If there are numbers in the gray boxes, the numbers were entered by the local survey POC. These numbers are not used in the estimated assigned--they are for reference purposes only. The numbers of assigned can be updated in ADMIN.

For multi-level subordinates: Subordinates within a subordinate are not summed at the first layer subordinate - all subordinates, regardless of level of indentation are summed at the PAS code level.  For example, see 653 Combat Log Support Sq (Robins AFB, RX1MFRC1) below.  
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he numbers for LGD, LGE and LGM are not summed to LG.  Instead, the numbers for all subordinates under RX1MFRC1 (CC Staff, LG, LGD, LGE, LGM, and Other) are summed to RX1MFRC1 as 158.

The number displayed for LG reflects the number of completed surveys for respondents that selected In LG, but not listed above.  The number displayed for Other (not listed above) reflects the number of completed surveys for respondents that selected In 653 Combat Log Support Sq, but not listed above.

4. At the top of the screen, before the list of units begin, there are two boxes (“Units to Show” and “Display Options”) that provide different views of the units in the participation list. The Total for:  653 Combat Log Support Sq reads 159 because there are other child PAS codes at different locations.  Uncheck Units on POC ADMIN list only (at the top of the web page) and click update the display button to view these numbers.
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If you have checked or unchecked one of the display options but your screen still looks the same, click the “Update the Display” button, the Refresh button at the top of the web display, or F5 on your keyboard to update your screen
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For example, if there is a check mark in the box beside “Show Files/Folders (allows drill-down capability)” there will be an icon of a folder beside the name of the parent unit. Placing a check mark in the box will list the subordinate units to that parent.  So, to view a wing staff agency such as JA, you may have to click on the Wing folder first. Uncheck this option if you would like to view all subordinate units at the same time. 


5.  Click on the number of completed surveys for one of the units.

6.  Click on the link, “Click here to go to a more detailed view.”
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* Surveys completed for this unit  =  Non-matrixed respondents that work in this unit [not shown] + DEPLOYED (From this unit, answering for their deployed unit) + Matrixed (to this unit, answering for this unit)

The number under Assigned to this unit is the number of eligible participants physically working in this unit (including Matrixed personnel) and personnel deployed from this unit.  

The first DEPLOYED column contains the number of surveys completed by personnel deployed from this unit, answering the survey questions about their deployed unit.  This number is included in the number of surveys completed for this unit.  The second DEPLOYED column contains the number of surveys completed by personnel deployed to this unit, answering the survey questions about this unit.  The last DEPLOYED column contains the number of surveys completed by personnel deployed to this unit, answering the survey questions about this unit.

For AFMC, the first MATRIXED column contains the number of surveys completed by personnel matrixed to this unit, answering survey questions about this unit.  This number is included in the number of surveys completed for this unit.  The second MATRIXED column contains the number of surveys completed by personnel matrixed from this unit, answering survey questions about this unit.

III. Viewing Participation Rates as a Unit Contact

1.  Log in to ADMIN using your ID and Password

NOTE: Command POCs must “morph” into an Installation POC after logging in to ADMIN.  These instructions can be found on page 2. 

2.  Click on Contact Review from the Main Menu.


3.  Click on the Unit Contact's name from the left side of the screen.

 

4.  Click on “Click here for participation counts (in a new window).”  This link will be on the right side of the screen under the Unit Contacts name.


5.  A new window will open with the Participation Rates the Unit Contact will be viewing.  

NOTE:  Contacts will not log in to ADMIN to view the Participation Rates.  They will click on the link that is e-mailed to them.
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