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Introduction 
This user guide supports ViewPoint users through the process of 
extracting and analysing data 

 

Museum Development North West (MDNW) manages a regional audience data 
collection programme using the ViewPoint system. Initiated in 2008 by Renaissance 
North West, MDNW have rolled it out since 2012 and there are now 79 devices 
capturing live audience data in Accredited North West museums. 

 

ViewPoint is a data collection system produced and supported by CRT (Customer 
Experience Feedback Solutions) www.crtviewpoint.com. Audience feedback can 
be captured using ViewPoint surveys on a variety of platforms - on-site surveys on 
kiosks and tablets, ViewPoint survey app on secured tablets; SMS texts or 
smartphone surveys, online surveys via email or website or paper surveys. MDNW 
holds a licence for 100 channels, of which we currently use 79%. If you wish to 
explore using various methods to consult your audiences please contact MDNW. 

 

ViewPoint enables museums to collect valuable audience data that: 

• Supports regional and cluster benchmarking and marketing 

• Can ask customised questions that are easy to ask and understand  

• Allow questions to be targeted to different audiences  

• Is useful for clusters where a network use the same questions  

• Is useful for analysing audience data  

• Identifies audience trends  

• Has strength in its “anonymity” 

• Can be significant for applying for external funding  

• Can be used for advocacy  

• Can signpost people to other heritage organisations within a cluster  

• Is cheaper than other forms of market research  

 

For case studies on how ViewPoint has been used by museums to support 
development, read our Knowing Your Audiences publication here.  
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1 What is data analysis? 
 

Statistics aren’t just for nerds! Historically, arts and cultural organisations have 
resisted numbers, preferring not to try to quantify the emotional and intellectual 
responses to the visitor experience, but in a time of increasing budget pressures, 
nobody can afford not to learn how to advocate their services effectively.  

 

Most decision makers will be aware that visits to leisure attractions, places of 
interest and special events or exhibitions account for only a very small percentage 
of days out (defined by Mintel as “a visit made to an attraction or place that takes 
up a substantial portion of the day, typically three hours or more”) and that trip 
takers are significantly more likely to be drawn from the higher socio-economic 
grades and more likely to come from car owning households. Under pressure to 
get value for money for all, they are understandably more inclined to look 
favourably at potential “big wins” such as retail, when they may never have visited 
you at all and so have no idea what you do or what you give to the community or 
local/regional tourism. 

 

Data analysis, for the purpose of the users of ViewPoint, is the investigation of how 
the raw data that the machines using your questionnaires have collected can be 
converted into a clear, concise and meaningful picture of how you and your 
customers interact. 

 

It is the process whereby you apply techniques to describe, illustrate (through 
tables, charts etc.) and evaluate your raw data in order to share it with others, 
whether they are your colleagues, funders or peers. 

 

Data analysis can involve complex statistical procedures and software, but 
primarily this manual will look at simple techniques that will allow you to work your 
data until it tells a coherent story and then to learn how to share that story 
effectively to create the best advocacy tool for you and your organisation.   
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2 Extracting your data from ViewPoint  
 

ViewPoint data is held on CRT’s server. You can interrogate specific time periods or 
choose the total collated data set i.e. the total question responses from the date 
the survey was uploaded to your device(s) until the date of the last upload. 

 

The following screen grabs lead you through the process of accessing your report 
data. Close all other Excel worksheets before you start. 

 

Log on via the CRT website: http://www.crtviewpoint.com  

 

    

 

Select Create Report. 
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The right hand date is the last date for which data was uploaded for your survey. 

 

              

 

Select Auto Report. 

 

              

 

Then select Auto Report again and click OK. This will open the Auto Report in Excel.  
At the top you will see a button that says Enable Editing. Click on this before you 
save it as Excel Workbook; this will save it as the most recent version of Excel that 
you have on your own computer. 
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The tabs of the worksheet are labelled: 

Cover - as below 

 

Summary - the unsorted responses to each question showing the responses, the 
number of responses to each question and their equivalent % 

 

Open-ended - the text responses to your open-ended questions (including your 
postcodes) and then subsequent tabs showing the auto generated bar chart 
responses to each question 

 

 

 

  

For$more$information$contact$reports@crtviewpoint.com

Customer)Name: Manchester*Partnerships*

Survey)Name: PEQPM*0 *Penrith*benchmarking*questions

Locations: Penrith*and*Eden*Museum,*
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3 Tips to consider before analysing your data  
 

Don’t analyse the master copy of your data set 

Save it as the master copy to which you can later refer. You cannot lose your 
ViewPoint data completely – even if you accidentally save it to the machine hard 
drive instead of your USB it is retrievable, but it will save time to have a copy of the 
master data to work from.  

 

What does your summary page tell you? 

The ViewPoint software creates a summary report in Excel that consists of an 
overall summary tab – showing the collated responses to each question and 
separate tabs with automatically generated tables and charts. 

 

The overall summary tables do not sort the data in any way; it displays the answers 
in the order in which they were input into the questionnaire. However, before 
starting to analyse the data yourself, it is always worthwhile to take time to look at 
the overall story that the summary report is telling you so that you can pinpoint the 
questions that provide the critical answers, or the questions whose answers have 
changed significantly since they were last analysed. 

 

Can you trim back your data to make it more meaningful? 

The average reader does not know how to properly evaluate and interpret the 
statistics he or she reads. Numbers are as ambiguous as words and need just as 
much explanation. It is a sign of respect to your reader to be as clear and 
straightforward as you can be with your numbers. 

 

To keep your data manageable, you may need to cut off the surplus responses 
that would make charts less clear and tables overly long and unwieldy. If the most 
popular responses selected have for example 200+ visitors selecting them, then the 
responses that have single digit selections are meaningless. They can be trimmed 
off the main table and grouped under a subtitle or in the explanatory text. 

 

As an example, a questionnaire provided 15 responses to the question, “What 
prompted you to visit this museum today?” generating the table overleaf. 
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If the table is sorted by the number of responses: 

              

 

The three answers which nobody selected can be trimmed from the results 
table/chart and substituted with an explanatory sentence e.g. “Nobody had seen 
the museum on the television or Council website and there were no returning adult 
visitors from a school trip”. 

 

You could trim further by saying, “Fewer than seven visitors had read about the 
museum in the local paper, found out about it at another museum, were asked to 
go by school or found out through the radio or a Google search”. 

 

 

What prompted you to visit this museum today?
I was just passing by 56
I had seen a flyer 12
I had seen it on TV 0
I heard about it on the radio 1
Somebody told me about it 48
I was asked to go by my school 2
I had been on a school trip  wanted to come back 0
My child had been on a school trip and wanted to come back 13
I needed somewhere to take the children 7
I had planned to visit for some time 22
I found out about it at another museum 3
It is free 9
I went on Google 1
It was on the Council website 0
I read about it in the local paper 5

179 TOTAL

What prompted you to visit this museum today?
I was just passing by 56
Somebody told me about it 48
I had planned to visit for some time 22
My child had been on a school trip and wanted to come back 13
I had seen a flyer 12
It is free 9
I needed somewhere to take the children 7
I read about it in the local paper 5
I found out about it at another museum 3
I was asked to go by my school 2
I heard about it on the radio 1
I went on Google 1
I had seen it on TV 0
I had been on a school trip  wanted to come back 0
It was on the Council website 0

179 TOTAL
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This leaves the table as: 

              

 

Or, as a bar chart: 

 

                                                                                                                                             

Sometimes, there may be nothing significant located in your data 

This is most likely to happen if the questionnaire is written by one person working in 
isolation, without referring to their team. That said, sometimes the most interesting 
data stories come from something that didn't happen as expected. Unfortunately, 
this may be uncomfortable to confront. 

 

Don’t manipulate the results to tell a different story 

Let the data tell its own story. Always share your base i.e. the number of people 
who have taken part. 50% of a base sample of only 20 is considerably less 
influential than 50% of a base of 1,000. The base can be very misleading, which is 
why advertisements have to say what their base is. Be sure to present your charts in 
such a way that people can draw their own conclusions from the facts displayed 
and verify the assertions you make through titles, labelling and explanatory text. It 
may be tempting, but don’t hide bad news. 

  

What prompted you to visit this museum today?
I was just passing by 56
Somebody told me about it 48
I had planned to visit for some time 22
My child had been on a school trip and wanted to come back 13
I had seen a flyer 12
It is free 9
I needed somewhere to take the children 7

167 TOTAL

I!was!just!
passing!by!

Somebody!
told!me!
about!it!!

I!had!
planned!to!

visit!for!some!
9me!

My!child!had!
been!on!a!
school!trip!
and!wanted!
to!come!back!

I!had!seen!a!
flyer!

It!is!free! I!needed!
somewhere!
to!take!the!
children!

Nearly!2/3!of!visitors!were!just!passing!by!the!
museum!or!were!told!about!it.!
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4 What next? 
!

The quarantine is made up of those responders who fell within the criteria you set 
to validate the survey. People may decide not to finish a full survey, perhaps if it is 
too long or they have limited time. You can check the quarantined responses 
manually as some may be valid if your most important questions appear at the 
beginning of the survey. You can choose to validate quarantined data so the 
information will appear in your automated report. 

!

              

 

i.e. 

              

 

!

Adjusting the automatic graphs in the report 

CRT Auto Report generates bar charts from the percentage responses to each 
closed question. These responses are arranged in the order that you input them 
into the survey. Unless you know what the response percentages are likely to be, 
the responses won’t be ordered and will look like this: 

 

Penrith(and(Eden(Museum,(

22(May(2014(to(22(Nov(2014

130(of(147

17

00:00(to(23:59

Summary(Report

C lient:

Surveys:

Locations:

Date3Range:

Total3Surveys:

Quarantined:

Time3Range:

Manchester(Partnerships(

PEQPM(D(Penrith(benchmarking(questions



!

! ! !! 12!!        Museum Development North West: ViewPoint User Guide III – Extracting and Analysing Data 

              

 

Underneath the chart you will see the originating table 

 

              

 

 

 

 

Question)1
What)is)the)main)reason)for)your)visit?)
Please)select)one)answer)only.

An#exhibition 9.23
An#event 6.15
Research/student#visit 1.54
Family#day#out 16.92
See#the#building 3.08
General#day#out 20.77
Just#passing #by 26.15
Social#visit/venue#to#meet#friends 3.08
Use#the#facilities## 3.08
None#of#the#above 10
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You can reorder these by selecting the Data tab, select Sort, then My data has no 
headers and Largest to smallest and round up the numbers by using the icon to 
create: 

 

              

 

Which in turn will automatically amend the bar chart to: 

 

              

 

You can change to a pie chart if you wish.  

Question)1
What)is)the)main)reason)for)your)visit?)
Please)select)one)answer)only.

Just%passing %by 26
General%day%out 21
Family%day%out 17
None%of%the%above 10
An%exhibition 9
An%event 6
See%the%building 3
Social%visit/venue%to%meet%friends 3
Use%the%facilities%% 3
Research/student%visit 2



!

! ! !! 14!!        Museum Development North West: ViewPoint User Guide III – Extracting and Analysing Data 

Removing the grid lines and the vertical axis, broadening the bar widths (by 
decreasing the gap width to 20%) and changing the title will create a chart like 
this: 

 

         

 

 

 

 

 

 

 

 

 

 

!

Annotating the Auto Report 

Another advantage of using the ViewPoint Auto Report is that it enables you to 
merely order the results tables and then add extra columns into which you can 
insert comparative results from the previous period and/or add notes outlining your 
thoughts. If you adjust the scaling of the worksheet so that all of the columns fit 
onto a page, you can then quickly create a simple report to distribute. 

 

Setting up tables to track responses to key questions 

Sharing your performance data with your teams will help them to see ViewPoint as 
a positive contributor to their work and therefore to actively encourage visitors to 
use it. If teams are involved in developing a survey, this can help include questions 
about key areas e.g. those that have received new funding, or are seen as in 
need of improvement or are being threatened with closure. 

 

By taking ownership of your data, you can download your responses every month; 
add key items to tables and track improvements over time to share with teams 
and management.  
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5 Effective presentation of your data 
 

Once you have extracted your data and determined what you need from it, it is 
time to consider how to communicate the results effectively with your intended 
audience. 

 

Telling the statistical story 

An effective message uses a combination of text, tables and graphics to maximise 
its strength in conveying the story behind the data. On their own, statistics are just 
numbers. To mean anything, their value to the person in the street, the funding 
decision-maker or the journalist, they must be brought to life.   

 

A statistical story is one that doesn’t just recite data in words, it tells a story about 
the data. Readers tend to recall ideas more easily than they do data (which is why 
good headlines are eye-catching) and so a good statistical story shows readers 
the significance and relevance of the most current information i.e. “Why should I 
take my valuable time to read this and how will it help me?” Your audience is in 
the driver's seat. By and large, what the audience wants is what you should be 
giving them.  

 

You also need to bear in mind the fact that many readers scan documents for 
what they believe are the most relevant points – which may not always be your 
relevant points. This is one of the reasons an Executive Summary of no more than 
one page is essential for reports; it is often all that gets read. If you are reporting 
regularly, get into the habit of only writing the Executive Summary. Present the 
most important facts first, followed by subsidiary points in decreasing order of 
importance. Readers lose interest quickly, so the most critical information must be 
at the beginning of the text i.e. put your conclusion at the beginning, not the end. 

 

Start each subsection with a topic sentence that states clearly the main finding in 
the subsection and make sure that each subsection makes sense if read as a 
stand-alone piece. 

 

Strive for plain language. Too often, we will have read reports written in an 
“official” style that is inefficient and often unfriendly or unclear to any reader. 
Avoid jargon; not only does it exclude a reader, but it can date quickly and make 
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your efforts appear irrelevant to future readers. This doesn’t mean that you are 
dumbing down for your audience, but rather treating them as equals.  

 

When you have written your first draft, review it for spelling, format consistency and 
consider: 

• Are you writing this report to persuade or inform? Will it inform future 
decisions or review past decisions? 

• Is your audience at the top of your mind throughout? Will they understand 
the key points you wish to make from the way that you have made them? 

• If your report flows from point to point naturally i.e. is there a natural 
progression in your data story? 

• The appearance matters. Your reader may scan the report for what interests 
them. Make use of heading styles to subdivide your text into bitesized pieces 

• Is it too long?  Your enthusiasm for sharing your results may lead to writing far 
more than necessary 

• Only when you’ve finished writing everything else will you be ready to write 
your executive summary 

• When you think you’ve finished, put it away for a few hours and do 
something else. Then review it with a fresh eye 

 

Using numbers 

Readers generally do not take in the meaning of more than two digits when they 
are reading. You should therefore use only key rounded figures i.e. 9% not 9.3% or 
30% instead of 27%.  

 

Less important numbers should be relegated to accompanying tables. Use the text 
to present analysis, trends and context, not to repeat the values in the tables.  

 

When whole numbers (integers) are given in text, numbers less than or equal to 
nine should be written as words, numbers from 10 upwards should be written in 
digits i.e. one, two, three, 11, 12, 13.  

 

A picture tells a thousand words 

Excel is a wonderful tool for helping you to illustrate your results effectively. 
Sometimes the only problem is knowing when to stop! NEVER for instance, use 3D 
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options for bar and column charts – changing the perspective makes them difficult 
to read. 

 

In general, tables are better than graphs for giving structured numeric information 
e.g. the long list of responses to the example question above, “What prompted 
you to visit this museum today?” Graphs (including pie charts) are better for 
indicating trends and making broad comparisons e.g. adjacent coloured bars 
showing two years of data. 

 

Tables and graphs should, ideally, be self-explanatory. The reader should be able 
to understand them without detailed reference to the text, on the grounds that 
users may well pick things up from the tables or graphs without reading the whole 
text.  

• Before creating your chart, always have your source data table organised in 
descending/ascending order 

• Don’t use pie charts if you have more than five (at a pinch six) data 
segments 

• Make the bars on bar and column charts as wide as possible. This increases 
their visual impact 

• Always remove the horizontal and vertical gridlines, which are automatic on 
Excel’s Chart Wizard and remove fill, so that you have charts on a white 
background 

• Don’t overuse lines on your tables – box in only the table itself, not every line.  
A well-laid-out table need never include vertical lines 

• Give your chart or table a title, which explains the story it is trying to tell e.g. 
80% of local people believe that a local authority should prioritise cultural 
spend 

• Bullet point your text underneath 

 

It is important that summaries make clear: 

• what was measured so there is no uncertainty about the definition and the 
units 

• where the data was collected so the extent of the coverage is clear 
• when the data was collected so the time period represented is explicit 
• the source of the data if using comparative data quoted from elsewhere 



!

! ! !! 18!!        Museum Development North West: ViewPoint User Guide III – Extracting and Analysing Data 

Deciding between bar charts and line graphs 

Line graphs can show more detail than bar charts. They should be used when the 
horizontal axis represents a continuous variable such as visitor arrival time. When 
the horizontal axis is a qualitative factor, such as ethnicity in a visitor profile, bar 
charts are the natural choice.  

 

There is no general rule for deciding on line graph data, but graphs with more than 
four or five lines tend to become confusing and the message is lost (in a similar 
way to multiple segments on a pie chart). In a graph with multiple lines, lines should 
be well separated and visually distinct through the use of different line styles (e.g. 
solid line, dashed line etc.), colours and plotting symbols (e.g. asterisks, circles 
etc.). Increase the thickness of the lines from the default setting, especially if you 
plan on copying them into a presentation.  

 

When your report or summary includes a set of line graphs, use plotting symbols 
and line styles consistently and consider using the same scale on each graph to 
allow appropriate comparisons to be made. 

!

Considerations for bar chart use 

Bar charts display simple results clearly. They are not generally useful for large 
amounts of structured information, partly because this may result in a large 
number of thin bars, which are hard to visually separate. If your data is presenting 
comparisons across a number of charts, use shadings and colours consistently 
across them to avoid confusion.  

 

It is frequently useful to "cluster" or group the bars according to the categories they 
represent, to highlight certain comparisons. It is easier for readers to make 
comparisons between adjacent bars than between distant bars i.e. place year on 
year comparisons for a data category. 

 

Stacking charts can be very confusing and 3D is a step too far for professional 
presentations. They are superficially attractive, but their message remains unclear. 
Concentrate on the message, not the technology used to illustrate it. 
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Tables 

Tables are intended to be understood quickly by the reader, so it is vital that they 
are clear and well-presented, using reasonable approximations (rounding 
up/down) to reduce numbers to two significant digits i.e. 9% not 9.3% or 30% 
instead of 27%. 

 

Over-large demonstration tables are intimidating and readers tend to give up on 
them quickly. If your table is over-large, consider how it could be broken down into 
smaller tables that will clarify your message. 

 

If the table contains counts, consider adding another column showing those 
counts as percentages, to make the differences between the variables clear to 
the reader. If you decide to replace your counts with percentages only, remember 
to clearly show the size of your sample at the bottom of the table. 

 

It is much easier for a reader to make comparisons within a column of numbers 
than within a row. The Chart Wizard in Excel offers the opportunity to swap the rows 
and columns over in your data table to improve the final presentation. 

 

There are five features of good table design:  

Table title gives a clear and accurate description of the data it contains – think 
“what”, “where” and “when” 

 

Column headers at the top of the table should identify the data in each column 
and any other relevant information e.g. time period or postcode area of origin 

 

Row header in the first column of the table should clearly identify the data 
contained in each row of the table below it 

 

Footnotes at the bottom of the table provide any additional information needed 
to understand and use the data correctly e.g. definitions/technical acronyms 

 

Source identification statement of any data that you have not generated yourself 
e.g. comparative statistics from other agencies/museums 
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Consider whether your report will be read in more than one country. Some 
countries do not use a comma to separate thousands. Align the numbers on the 
decimal point if you are using one, or align the column to the right if you are using 
whole numbers. Use NA (not applicable) where there are empty cells in your table, 
rather than leave them blank. 

 

Accessibility 

You need to make sure that anybody reading the report, in whatever format they 
find it and for whatever reason they read it, will have the same quality experience. 
Experiment with your data presentation and test it on your intended audience. 

 

Consider: 

Explanatory text - provide alternatives for non-text elements such as charts and 
images 

 

Colour - don’t rely on colour alone  

• If you remove the colour, is the presentation still understandable? People 
won’t always print/photocopy in full colour 

• Do colour combinations have sufficient contrast?  
• Do the colours work for the colour blind (red/green)?  

 

Consistency - ensure elements within charts and tables are designed consistently 
and use common conventions where possible (e.g. blue to show water on a map)  

 

Size and complexity - is your presentation easy to understand? Have you 
highlighted the key points in an Executive Summary at the front? 

 

Possibility of misinterpretation - test your presentation methodology out on 
colleagues, friends or some people from your target group to see if they get the 
intended messages 
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Further resources 
 

A walk through the data analysis tools provided by Excel  

www.excel-easy.com/data-analysis.html 

 

An overview of chart formatting on Excel 2013  

www.youtube.com/watch?v=wpTyZ5cL1_k 

 

University of Leicester student resource – Numerical Data 

www2.le.ac.uk/offices/ld/resources/numerical-data 

 

 

 

!
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Further information  
 

This ViewPoint User Guide publication has been produced as part of a series by 
MDNW to support audience development in North West Accredited museums 
using the ViewPoint system. This complements a series of training sessions that have 
been delivered since 2014. ViewPoint User Guide I – Creating a Survey and 
ViewPoint User Guide II – Deploy Survey and Upload Responses are also available 
to download from our blog: 
https://museumdevelopmentnorthwest.wordpress.com  

 

Credits 

Esther Morrison, Managing Director at 7 Park Street, Business Hub and Coffee Shop, 
has written this epublication on behalf of MDNW. Esther formally worked for 
Stockport Council and was responsible for capturing and evaluating audience 
feedback across Stockport Museums.  

 

For information on the Regional Audience Data Collection Programme contact 
MDNW: 

Kaye Hardyman, Museum Development Officer (North) 
kaye.hardyman@manchester.ac.uk  

Lynsey Jones, Museum Development Officer (South) 
Lynsey.jones@manchester.ac.uk  

 

For technical support for your ViewPoint Hardware Contact CRT: 

CRT Customer Service Helpline: customerservice@crtviewpoint.com  

Telephone: 024 7660 8833  

 
Cover Image: Cumbria’s Museum of Military Life, Carlisle © Simon Critchley 2014-15 
p9-10, 12-14 charts courtesy of Esther Morrison 
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