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11. While still in the Application Configuration window, click on the Debugging tab.  
Tick the options: “Enable ASP server-side script debugging” and “Enable ASP client-side script debugging”. 
 
Then click the OK button to close the window. 

 

 
 

12. Click on the Documents tab, then click on the Add button. 
Add the Default content page: index.asp and make sure that the item “index.asp” is at the top of the list by using 
the Move Up button.  
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13. Click on the HTTP Headers tab, and then click on the MIME Types… button. 

 

 
 

14. Click on the New… button to add a new MIME Type. 

 
In the Extension field enter: .bak   (be sure to add the dot at the start) 
In the MIME Type field enter: text/plain 

 
Click the OK to add the MIME type, then OK again to close the MIME Types dialog box. 
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15. Click the OK button to close the “polt Properties” window. 

 

 

16. In the left pane, click on the Web Services Extensions item. 
 
On the right side, make sure that the Active Server Pages item is set to “Allowed”. If it is not, highlight the item 
and click on the “Allow” button. 

 

 

17. Close the ‘Internet Information Services Manager’ window. 
You will now need to complete the last step to configure the PoLT Electronic Survey to connect to the SQL Server 
Please proceed to the next page. 
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PART 5 – CONNECTING POLT TO YOUR SQL SERVER 

Once you have completed the previous installation steps, you will need to connect your PoLT software to the SQL 
Server. This is the last step of the installation process. 

 

1. Open Internet Explorer and enter the address of your PoLT installation. 
For example: http://myserver/polt 
 
You should see the screen below.  
 
If you do not, please check your ‘Internet Information Services (IIS)’ settings as per the instructions in this setup 
manual and that the account IUSR_<yourservername> has read permissions on the “bin” folder in your PoLT 
Electronic Survey installation directory. 
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2. Field out all of the fields on the form. 
 

School No. and Name –  please enter your school number and full school name. 
 
Password –   enter an administrator password for the PoLT Electronic Survey. Only the PoLT 

coordinator and IT technician should know this password. It allows full access to the 
PoLT software and all survey data. 

SQL Server –  enter the name or IP address of the server on which you installed your  
Microsoft SQL Server and the instance name (i.e. <your-server>\SQLEXPRESS) 

SQL Username –  enter the SQL username to access the PoLT database. 
If you followed these setup instructions it should be: poltuser 

SQL Password –   enter the password for the SQL username above. 

POLT Database Name –  enter the name of the PoLT database in the SQL server. 
If you followed these setup instructions it should be: poltsurveys 

 
 

3. Once you have filled out all of the fields, click the Save button to save the details. The PoLT software will try and 
establish a connection to the SQL Server and PoLT database, and then save the information. 
 
 
 

4. If successful and no error messages appeared, then you have successfully completed the PoLT Electronic Survey 
Setup. Please read the rest of the manual for usage information. 
 
 
(If an error message appears, please check the information that you have entered. If the software cannot connect 
to the SQL Server or PoLT database please check the error message on the page and your SQL Server settings.) 
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COMPLETING THE POLT ELECTRONIC SURVEYS 

 

All surveys are accessed using a standard Internet browser. The recommended browsers are Microsoft Internet 
Explorer 5.0+ or Mozilla Firefox. All clients will need to have JavaScript enabled and Macromedia Flash Player 5.0 or 
higher installed in order to use the surveys. These add-ons can be downloaded for free from www.java.com and 
www.macromedia.com. 
 

We recommend that you create a link on your existing Intranet to the PoLT surveys or a shortcut on the user’s desktop 
or Start menu. Student and teacher surveys can be enabled or disabled for more security and control. Please see the 
‘School Settings’ page for more information on this option. 

 

 
ACCESSING THE SURVEYS 

Open your Internet browser and in the address bar enter the following URL, replacing yourserver with the name of the 
server the PoLT Electronic Survey is installed on: 

 http://yourserver/polt 

 
 

 

STUDENT SURVEYS 

If you are using the surveys as a cluster setup, select the school that you belong to. Choose ‘Student Surveys’ from the 
menu. Students can then select a survey to complete. All questions must be answered before the Submit button is 
pressed. 

 
 

TEACHER SURVEYS (INCLUDING THE COMPONENT MAPPING) 

If you are using the surveys as a cluster setup, select the school that you belong to. Choose ‘Teacher Surveys’ from the 
menu. Teachers can then select a survey to complete. All questions must be answered before the Submit button is 
pressed. 

 
 

IMPORTANT INFORMATION – SUBMITTING SURVEYS 

If your school will be performing more than one survey per year, you must complete all of your surveys within the same 
calendar month. This will allow you to separate the two (or more) sets of surveys later when you view your results. If 
you do not, you will only be able to view the overall results of surveys and will not be able to distinguish between them. 
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POLT ADMINISTRATION 

 

The PoLT Administration area can be accessed using your Internet browser and allows you to change most aspects of 
your PoLT setup and view your results. 

The recommended browsers are Microsoft Internet Explorer 5.0+ or Mozilla Firefox. All clients will need to have 
Cookies and JavaScript enabled and Macromedia Flash Player 5.0 or higher installed in order to view the survey results. 
These add-ons can be downloaded for free from www.java.com and www.macromedia.com. 

 
 

1. Open your web browser and point it to the PoLT Electronic Survey. 
 Click on the Admin link on the bottom right corner of the page as shown below. 

 

 
 

2. The login screen shown below will appear. You can log in as either the cluster administrator, school administrator 
or as a teacher.  

Note:  If the Cluster feature is enabled, you will only be able to login as the school whose name is shown in the 
login box. To login as a different school, click on the [ Home ] link at the bottom of the login page. 
 

The school administrator password allows the user to view or clear the survey results and edit the class, learning 
area and teacher lists for a particular school. The cluster password will allow the user to view the survey results of 
all schools and add or remove schools from your cluster. If you login as a teacher, you will only be able to view 
your own Component Mapping results. 

 
Click the Login button to proceed. 
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FORGOTTEN YOUR PASSWORDS? 

You can set new administrator passwords or retrieve your existing ones. Please see the Troubleshooting section at the 
end of this document for detailed instructions. 
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VIEWING SURVEY RESULTS 

 

LOGGING IN 

You need to login to the PoLT Administration area to view your survey results. You can login as the school 
administrator, cluster administrator or as an individual teacher.  

The cluster administrator has the ability to view results from any school. The school administrator can only view and 
delete results for his or her school. Teachers can login by entering their teacher number as the password, allowing 
them to only view their own survey results for the Component Mapping. 

 
 

VIEW RESULTS 

Select the survey results you want to view and the year and/or month in which it was completed. Where applicable you 
can also refine your results to a specific school, class, gender, learning area or teacher number by entering or selecting 
values in each of the respective fields. If you are logged in as the cluster administrator you will be able to view the 
average results of all schools in your cluster or select particular schools. 

When using the School and Class/Level fields you can select or deselect multiple items by holding down the CTRL 
button on your keyboard and ticking each item. If you do not select any class or school, all classes or schools are added 
to the results. 

If you are logged in as the cluster administrator, the items that appear in your Class/Level, Learning Area and Teacher 
No fields are from all the surveys that users have submitted regardless of which school they are from. 

By selecting or de-selecting the ‘Show Question References’ tick box you can elect to show a list of the survey questions 
for reference purposes on the results page. 

Click the View Results button to show the results. 
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PRINTING RESULTS 

To print your survey results use the File menu of your browser and select Print. You must change the paper orientation 
to Landscape before printing a survey. 
 

IMPORTANT: You must change the Paper Orientation under your Printer Properties to Landscape.  

 
 

EXPORTING RESULTS 

Click the Export Results button to export the results to a CSV (comma delimited file) which can be opened in Excel and 
most other popular text/spreadsheet programs. 
 

The results you export depend on which options you selected on the ‘View Results’ section. The Export Results button 
will provide the same data as the View Results button except that it will provide the results in a CSV file instead of a 
graph format. 

 
 

EXPORT AS PDF 

A PDF (Portable Document Format) is a file format developed by Adobe Systems. These files can be opened in the 
Adobe Acrobat Reader software which is available as a free download from www.adobe.com. 

Exporting the graph data as a PDF will allow you to save the graphs to a computer for later retrieval or use (i.e. emailing 
them). Click the Export to PDF button to save the graph results into a PDF document. 

The results shown on the graph depend on which options you select on the ‘View Results’ section. The Export to PDF 
button will provide the same data as the View Results button. 

 

PLEASE NOTE: The Export to PDF function will not work if the PoLT Electronic Survey is installed on a Windows 2008 
Server. This is a known issue. 

 
 

PLEASE BE AWARE OF THE FOLLOWING WHEN VIEWING RESULTS 

o Any comments entered into the teacher questionnaires and component maps are only displayed when the 
criteria is refined to a particular teacher number and month, not when the average results are displayed. 

o The Gender field is not available to use as search criteria when the Teacher Questionnaire or Component Map 
is selected. 

o You cannot use the Teacher Number field on any of the student surveys. 

o The Learning Area field is not available to use when the Student Learning survey is selected. 
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CLEARING / DELETING SURVEY RESULTS 

 

Use these steps to delete all or parts of your survey data. In a cluster setup, only the school administrator can delete 
survey results for his or her school, not the cluster administrator. 

 

1. Login to the PoLT Administration area with the school’s administrator password and navigate to the ‘Clear Results’ 
section as shown below.  
 
 

2. Select the survey results you want to delete and the year in which the surveys were completed. You can optionally 
refine this to a specific month, class, learning area, gender or teacher number (where applicable) by selecting 
values from each of the respective fields. 

For example, you can clear all data in the selected survey for a particular year. Alternatively, you can clear only 
surveys the class 8a completed by selecting 8a from the Class/Level field. These options work in the same way as 
viewing your survey results – except that you will be deleting the survey data not viewing it. 

 

3. Click the Clear Results button to delete your specified survey data. 
 

  WARNING:   Any survey data you clear can NOT be recovered. Use this option with extreme caution!  
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CLUSTER SETTINGS 

 

Please read the Cluster Setup section of this manual before enabling the cluster feature. 

You can access your cluster settings by logging into the Administration area with the Cluster Administrator Password 
and scrolling down to the Settings section. 

 

ENABLE / DISABLE CLUSTER FEATURE 

Tick this option to enable the cluster feature. Students and teachers will then need to select which school they belong 
to before opening a survey. Please read the Cluster Setup section of this manual before enabling the cluster feature. 

 

CLUSTER ADMINISTRATOR PASSWORD 

You can change your cluster administrator password by entering a new value into the field provided. Please note that 
the password must be a minimum of four characters in length. The password can contain any combination of 
alphanumeric characters. 

 

SCHOOLS IN YOUR CLUSTER 

Add the schools in your cluster into this list. To add a new school, enter the school’s number, name and a school 
administrator password into each of the fields then click the Add button. The password must a minimum of four 
characters in length and can contain of any combination of alphanumeric characters. 

To remove a school, highlight the school in the list by clicking on it and then clicking the Remove button. When you 
remove a school, the school settings (such as the class list, learning areas and teacher numbers) are not removed. 
Therefore if at a later time you wish to add the school again, these settings will be recovered. 

By removing a school from the list you are not deleting the results of their surveys. Any previously completed surveys 
are not affected by any changes you make here. 

Press the Save button to save your changes. 
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SCHOOL SETTINGS 

 

You can access your school survey settings by logging into the Administration area with your School Administrator 
Password and scrolling down to the Survey Settings section. 

 

ENABLE / DISABLE SURVEYS 

By ticking or un-ticking the student and teacher survey options you can enable or disable the student or teacher 
surveys. Disabling an option will prevent anyone from completing any student or any teacher survey depending on 
which option you disable. You will still be able to view survey results for disabled surveys. 

 
 

SCHOOL ADMINISTRATION PASSWORD 

You can change your school administrator password by entering a new value into the field provided. Please note that 
the password must be a minimum of four characters in length. The password can contain any combination of 
alphanumeric characters. 
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THE CLASS LIST 

Before you can use any of the surveys you must enter all of your classes (otherwise known as home groups) into what 
is known as the class list. When completing a survey the student can then select his or her class from your predefined 
list. 

 
 

PREPARING YOUR CLASS LIST 

It is important to setup your class list correctly since it will affect which graphs you will later be able to produce. You 
may wish to view results for one class, an entire year level or parts of composite grades. How you design your class list 
affects which of these results you will be able to view. 
 

Your grades or home groups should be included in your class list. If your classes are structured by year level and letter 
(i.e. 6T, 7A, 7B, 10C, etc…) simply add each of these to your class list. This will allow you to view results for an entire 
year level, each individual class or any combination of these. 
 

If your school has composite grades (i.e. a class with both year 5 and year 6 students) you will need to add two entries 
for that grade into your class list, each with a different identifier at the end to distinguish the separate year levels. For 
example, if you have a composite grade 56t, you should create an entry in your class list for 56t5 and 56t6. This will 
later allow you to view all results for the class 56t, but also allow you to separate the results to view the year 5 students 
(56t5) and year 6 students (56t6). 

 
It is important to note that any changes you make to your class list will not affect the surveys that have already been 
submitted. For example, if students previously submitted surveys using the class 7A, and you now change or remove 
the class 7A from the list, the results for the surveys with 7A will still remain the same.  

 
 

CREATING AND EDITING YOUR CLASS LIST 

1. Login to the PoLT Administration area as the school administrator and navigate to the ‘Survey Settings’ section as 
shown below. 
 

2. Under the Classes heading, enter a class into the ‘Add’ field and click the Add button to add it to the list. If you 
have made a mistake or simply wish to remove a class from the list, highlight the class in the list by clicking on it 
once then click the Remove button. 

 
3. Click the Save button to save your changes. 

 
 
The class list is automatically sorted in alphanumeric order and  
all class names are converted to lowercase. You cannot use the  
following characters in a class name:  
/ \ ? ! + , : ; ` ~ & % $ # @ ^ * “ ‘ { } () | [ ] < > 
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THE LEARNING AREA LIST 

You can optionally choose to add learning areas to your surveys. This will allow you to later refine your results to a 
particular learning area. When completing a survey the student or teacher can select a learning area from your 
predefined list. 

 

 

CREATING AND EDITING YOUR LEARNING AREA LIST 
 

1. Login to the PoLT Administration area as the school administrator and navigate to the ‘Survey Settings’ section as 
shown below. 
 
 

2. Under the Learning Areas heading, enter a learning area into the ‘Add’ field and click the Add button to add it to 
the list. If you have made a mistake or simply wish to remove a learning area from the list, highlight the item in the 
list by clicking on it once, then click the Remove button. 
 
 

3. Click the Save button to save your changes. 
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THE TEACHER NUMBER LIST 

Before you can use any of the teacher questionnaires or teacher surveys you must enter the teacher numbers (or a 
unique identifier for each teacher) into what is known as the Teacher Number list. When completing a survey the 
teacher can then select his or her teacher number from your predefined list. 

 
You do not have to use the actual teacher number (T0 number) of each teacher. For privacy reasons it may be better to 
assign each teacher a unique identifying code (i.e. GPS001, GPS002, etc…). 

The teacher number can consist of any alphanumeric characters but must be a minimum of 4 characters in length. 

 

 

CREATING AND EDITING YOUR TEACHER NUMBER LIST 
 

1. Login to the PoLT Administration area as the school administrator and navigate to the ‘Survey Settings’ section as 
shown below. 
 
 

2. Under the Teacher No’s heading, enter a number into the ‘Add’ field and click the Add button to add it to the list.  
If you have made a mistake or simply wish to remove a number from the list, highlight the item in the list by 
clicking on it once, then click the Remove button. 
 
 

3. Click the Save button to save your changes. 
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BACKING UP YOUR POLT SURVEY DATA 

 

You can backup your survey data in the PoLT Administration area. If you are using the PoLT surveys as a single school 
(not as a cluster setup) you will need to login using the school administrator password. If you are using the cluster 
feature you will need to login using the cluster administrator password. 

 

1. Scroll to the bottom of the Administration page to the section titled ‘Backup Database’ as shown below.  
Click the Backup Database button to start the backup of your survey data. 

 

 
 

2. You will be prompted to save your backup file. Backup files are stored in the format of “poltbackup-dd-mm-yyyy-
hhmmss.bak”, where dd-mm-yyyy and hhmmss is the date and time at which you created the backup. 
 
 
Save your backup to a secure location such as a removable disk or tape drive. Please consult your IT technician for 
more storage suggestions or options. You should backup your PoLT survey data regularly, particularly after 
students or teachers have completed their surveys. 
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RESTORING A BACKUP 

 

WARNING:  Restoring a backup will overwrite any current survey data.  
Any overwritten data can NOT be recovered. Proceed with caution!  

 
 

1. Open your Internet Browser and in the address bar enter the following URL, replacing yourserver with the name of 
the server the PoLT Electronic Survey is installed on: 
 
http://yourserver/setup/restore.asp 

 
 

2. Copy your backup file into the ‘Backup Directory’ indicated on the page. 
 
This will be the “setup” directory where the PoLT Electronic Survey is installed, usually: 
 C:\Program Files\Department of Education\PoLT Electronic Survey\bin\setup 

 
 

3. In the Backup Filename field, enter the filename of your backup file that you placed into the directory in the 
previous step (usually: poltbackup-dd-mm-yy_hhmmss.bak). 

 
 

4. Click the Restore Database button to restore your backup. 
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UNINSTALLING THE POLT ELECTRONIC SURVEY 

 

You can uninstall the PoLT Electronic Survey by logging onto the server on which it is installed with administrative 
privileges and following these steps: 
 

IMPORTANT: Your PoLT survey data will not be removed during the uninstall process. However, we recommend that 
you still backup your survey data before proceeding with the un-installation. See the section: Backing Up Your PoLT 
Survey Data. 

 

1. Click on the Start menu, select Settings, and then Control Panel.  
 

2. Open the ‘Add/Remove Programs’ option, select ‘PoLT Electronic Survey’ from the list and click the Remove 
button. 

 
3. The PoLT Electronic Survey will be removed from your computer. 

 
4. You will manually need to remove the “polt” virtual directory or website from your Internet Information Services 

(IIS) Manager and manually remove the PoLT database from your SQL Server should you choose to do so. 
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TROUBLESHOOTING 

 

INSTALLATION 
 

o I CAN’T INSTALL THE POLT ELECTRONIC SURVEY 

You can only install the PoLT Electronic Survey on Windows 2000 Server or Windows 2003 Server. Before installing 
the software please make sure you have Microsoft Internet Information Server (IIS) installed. IIS can be installed 
from your Windows Server CD-ROM. Consult your computer technician if you require more information. 

 

 

ACCESSING THE SURVEYS 
 

o WHEN I TRY TO ACCESS THE POLT SURVEYS I GET A HTTP 500 ERROR 

The Internet Information Server (IIS) on your Windows server will have ASP scripting disabled.  

1. Open IIS on the server by clicking on Start, Settings and Control Panel. 
 

2. Double-click on Administrative Tools and Internet Information Server (IIS) Manager.  
 
3. In the left pane of IIS click the Web Service Extensions folder and then in the right pane check that ‘ASP 

(Active Server Pages)’ is set to ‘Allowed’. If not, highlight the ‘Active Server Pages’ option, and click the 
Allow button. 
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ADMINISTRATION SECTION 
 

o WHEN I PRESS THE SAVE BUTTON TO SAVE MY SETTINGS I GET AN ERROR (ERROR 70) 

This usually occurs because the default Internet Information Server (IIS) anonymous user account does not have 
sufficient rights to save to the school or global configuration file. 

1. On the server, open My Computer and navigate to the location where you installed the PoLT Electronic 
Survey (normally this is: C:\Program Files\Department of Education\PoLT Electronic Survey). 
 

2. Open the bin and includes directories. 
 
3. Right-click the settings folder and select Properties.  
 
4. Click on the Security tab and make sure ‘IUSR_yourserver’ (i.e. IUSR_SERVER1) has ‘Modify’ rights. If the 

user is not in the security permissions list, add the user granting them Modify rights. Click OK to close the 
dialog box and try saving your class list again. 

 

 

o I CANNOT EXPORT TO A PDF FILE 

The PoLT Electronic Survey installs a third-party PDF Printer and PDF Converter Service on to the server.  
 
Please note: if you installed the PoLT Electronic Survey on a Windows 2008 Server you will not be able to Export to 
PDF file. This is a known issue. 

1. Check that the “PDFcamp Printer” is installed in your ‘Printers and Faxes’ folder.  
 

2. Next click on Start, Run, and type in: services.msc then click OK.  
 
3. Scroll through the list of services to the “Very PDF DocConverter COM Service”. 
 
4. Right-click the service and select Properties.  

Change the ‘Startup Type’ to Automatic and click the Start button to make sure that the service has been 
started. Click the OK button to close the dialog box and try again. 

 
 

o I CANNOT LOGIN TO THE ADMINISTRATION AREA 

Make sure that you have cookies enabled in the browser on the computer you are using. 

If your address (URL) to the Administration Area includes an underscore _ character (for example: 
http://my_server/polt/admin) you will not be able to login.  

The underscore issue is a known problem with Microsoft Internet Information Services (IIS). The only workaround 
is to use host header values on the website with a DNS alias that does not contain an underscore. 
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o HOW TO RECOVER YOUR SCHOOL PASSWORD 

1. On the server, open My Computer and navigate to the location where you installed the PoLT Electronic 
Survey (normally this is C:\Program Files\Department of Education\PoLT Electronic Survey).  
 

2. Open the “bin” directory, then the “includes” and “settings” directories. 
 
3. Open the global.inc.asp file in Notepad.  

Find the line that starts with strSchoolList = “….”  
 

The format of the line is: 
<school no>;<school name>;<password>,<school no>;<school name>;<pass….etc… 
 
Note the semi-colon (;) between each value and the comma (,) between each school. The school 
password can be changed by editing the respective <password> value. The entire line must be enclosed by 
talking marks “…”. 

 

 

o HOW TO RECOVER YOUR CLUSTER PASSWORD 
 

1. On the server, open My Computer and navigate to the location where you installed the PoLT Electronic 
Survey (normally this is C:\Program Files\Department of Education\PoLT Electronic Survey).  
 

2. Open the “bin” directory, then the “includes” and “settings” directories. 
 
3. Open the global.inc.asp file in Notepad.  
 

Find the line that reads: 
strClusterPassword = “<password>” 
 
Change the value in-between the talking marks to change your cluster administrator password. 

 

 


