
Translation Guide: 
Using the Panorama 
Translation Template  

We know that you and your planning 
team want to hear from everyone in 
your community. One of the best 
ways to make sure that you capture 
everyone’s unique perspectives is to 
offer surveys in all the languages that 
your community speaks. To support 
these engagement efforts, we have 
created a Translation Template to 
collect survey content from you in all 
the languages you would like to 
administer surveys in.  

The Translation Template is an Excel 
workbook that you will fill out and 
return to us. 

Panorama Surveys in 
Translation 
The Panorama Student Survey and 
Family-School Relationships Survey 
are available in eight languages: 
Arabic, Cantonese (traditional 
Chinese), English, Korean, Mandarin 
(simplified Chinese), Portuguese, 
Spanish, and Vietnamese. If you want 
to use one of the Panorama 
instruments in a language for which 
we do not have a translation, we will 
provide you with a version of our 
Translation Template that has the 
Panorama survey content in English 
already on it.  

The translations of the Panorama 
instruments were produced using 
translation best practices and do not 
reflect local dialects or stylistic 
patterns. If your community has 
specific language needs, we 
encourage you to adapt our 
translations for your context.  

Surveys with Multiple 
Translations 
Please fill out the Translation 
Template for every language in which 
you intend to administer surveys. We 

upload translations individually, so it 
is important to keep languages 
separate.  

New Languages 
If this is the first time that Panorama 
is administering a survey in a given 
language (confirm this with your 
Client Success Lead), we will need 
translations of a small number of 
phrases that will give survey-takers 
instructions in their native language. 
Please contact your Client Success 
Lead for that workbook. 

Filling Out the Translation 
Template 
The Translation Template includes an 
example sheet, called “Example 
Survey Translations.” This tab is part 
of a sample survey, and shows how 
survey content needs to be formatted 
to produce your survey correctly.  

The other tab, Survey Translations, is 
the tab you will use to give us your 
translations. That tab has small red 
triangles in the column headings. 
When you hover over these cells, a 
comment box appears that provides 
information about what content 
belongs in the particular cell and how 
to format it.  

  

This guide will help you 
provide translations to 
us in a way that we can 
successfully and 
accurately upload them 
to our survey platform.  
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Note that errors in 
translation spelling, 
punctuation, and 
capitalization will 
appear on surveys. 
Please carefully 
proofread your content 
to confirm that all the 
information is correct.



Column ContentLetter

A Header Input text here for a survey header. A header might be “Classroom” 
or “About Your Teacher.” If you would like headers and/or 
subheaders in between questions or sets of questions, the headers 
and/or subheaders should be entered on rows between the 
corresponding questions, in the order in which they should appear 
on the survey. If headers and subheaders should appear together 
vertically on the survey, header and subheader text should be 
inputted on the same row on the template. 

B Header 
Translation

Input the translation of headers in this column beside the English 
content. 

C Subheader Input text here for subheaders. A subheader will appear underneath 
a header if you have also included a header. Subheaders are typically 
instructions for answering a question, and might take the form of 
“For each of the following, how often do you….”.  Headers and 
subheaders should be entered on the same row if they will be placed 
next to each other on surveys. 

D Subheader 
Translation

Input the translation of subheaders in this column 
beside the English content. 

E Question Input the text here for each survey question. Each question should 
be entered on its own row. Questions cannot be entered on the same 
row as headers and subheaders. The ordering of questions in the 
spreadsheet should be the order in which they should appear on the 
survey.

F Question 
Translation

Input the translation of questions in this column beside the English 
content.  

G Answer 1 Please list answer choices in the correct order and with the wording 
exactly as the answers should appear.

H Answer 1 
Translation

Input the translation of answer choices in this column beside the 
English content. Continue filling out answer choices as appropriate 
for your survey. 
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Template Directions 
All of the content that you give us on the Translation Template should reflect the survey content that 
you have entered on the Custom Survey Content Guide or the Panorama survey content you have 
selected. Our platform matches translation content to the English content that we have already 
uploaded, so if you are using custom survey content, please confirm that the English content is the 
same as what you have already given us. Please note the ordering of headers, subheaders, and 
questions should be the same as the order of the English content you gave us or the Panorama 
content you have selected.  

Almost Finished!   
Please email the completed spreadsheet back to your Client Success Lead. We will upload your 
content onto Panorama’s platform. We will then send you demo surveys to approve. 

Please contact your Client Success Lead or support@panoramaed.com with any questions.  
We look forward to speaking to you soon!  
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