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1 Getting started with the CATI Supervisor

1.1 The CATI Supervisor prerequisites overview

The CATI Supervisor is a web-based application, which is accessed by means of an internet browser. Access to
the CATI Supervisor can be exercised both from the Internet, and from within the Intranet. The CATI Supervisor
interface is displayed in the browser windows.

Note: Access to the CATI Supervisor module must be made with an Internet Explorer browser ver-
sion 6 or higher, other browser types are not currently supported.

To be able to work with Confirmit and the CATI Supervisor module and perform certain operations you should
configure the Internet Explore settings in the way described below. These changes must be applied before you
start working with Confirmit and the CATI Supervisor.

First of all you should allow pop-up windows to be opened for Confirmit and the CATI Supervisor module. This
can be done in advance (before you open any of these pages), or when you open any of these pages and see
the Internet Explorer information bar warning you that pop-up windows are blocked.

To allow pop-ups from Confirmit and the CATI Supervisor module before you open any of these
pages:

1. In Internet Explorer, click the Tools button, click Pop-up Blocker, and then click Pop-up Blocker Settings.

2. In the Address of website to allow box, type the address (or URL) of the website you want to see pop-ups
from, and then click Add.

To allow pop-ups from Confirmit and the CATI Supervisor by using the Internet Explorer Infor-
mation Bar:

1. When Information Bar is displayed in the Internet Explorer (after you navigate to the Confirmit or CATI
Supervisor page) notifying you that a pop-up has been blocked, you should right-click this information
bar.

2. Then choose Always show pop-ups from this site command from the context menu that appears. This will
permanently allow the pop-up windows to be displayed by Confirmit and the CATI Supervisor module.

You should also configure the Internet Explorer settings so that operations such as interviewer monitoring and
scheduling script export could be performed.

To configure the Internet Explorer for work with Confirmit and the CATI Supervisor module:
1. Choose Internet Options from the Tools menu in the Internet Explorer.
2. This will display the Internet Options dialog box. Choose the Security tab.

3. Choose the Trusted Sites icon. Press the Sites button below. This will display the Trusted Sites dialog
box.

4. Enter the URL of the Confirmit main page in the Add this website... field and press the Add button to the
right of this field. Repeat the procedure entering the CATI Supervisor main page URL.

5. Next press the Custom Level button in the Security Level group below. This will display the Security Set-
tings dialog box.

6. Scroll down the option list until you reach the "Automatic prompting for file downloads" option. Set this
option to Enable.

7. Also set the "File download" option to Enable.
8. Press OKto save the changes and return to the Security tab in the Internet Options dialog box.

9. Next, in the Internet Options dialog box, choose the Advanced tab. Scroll down the Settings list until you
reach the "Do not save the encrypted pages to disk" option and disable it (uncheck the box).

10. In case you work in IE version 6, you should disable the usage of HTTP 1.1 protocol. On the Advanced
tab. scroll the Settings list until "HTTP 1.1 settings" are reached, and disable both "Use HTTP 1.1" and
"Use HTTP 1.1 through proxy connections" options (uncheck the corresponding boxes). Note that such
settings affect only the work in |IE version 6 - if you work in |E version 7, both options must be enabled
(corresponding boxes should be checked).

11. Press OK in the Internet Options dialog box to save the Internet Explorer settings.
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1.2 Appearance and user actions in the CATI Supervisor module

The CATI Supervisor module uses the object oriented approach in its graphical user interface. All system
objects are divided into types for convenience — Surveys, Interviewers, Resources etc. The CATI Supervisor
module provides navigational functions that allow user to clearly locate the object according to its type and res-
idence in an object group. When the user navigates to the object, he/she can perform operations with that
object.

The main CATI Supervisor module interface is displayed in the browser window.
The main application window uses a framed layout. It contains the following frames:
e Aheader frame, displaying the module name, logo and Help button;
e The left frame, containing the Navigation menu;
e The top right frame, used to display the list of objects of the selected type;

e The bottom right frame, used to display properties, settings etc. of the selected object.

ﬂ'.-‘ CATI Supervisor - Windows Internet Explorer _ ||:||5|
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Figure 1 The CATI Supervisor main window

The left (Navigation) frame is resizable — the user can increase or decrease its width by dragging the frame bor-
der. The same goes to the top and bottom right frames — the frame border can be moved (and frame vertical size
can be changed) by dragging.

The CATI Supervisor module uses a three-level hierarchical structure. The first (highest) level is occupied by the
object types. Object types are represented as buttons in the Navigation Menu. Selecting a button (an object
type) takes the user to the second level. The second level is occupied by the object groups. Object groups for
some object types can be presented as a tree list, which is an additional grouping, providing the convenient way
of organizing objects by their attributes. The third level is occupied by objects belonging to an object group. To
navigate to a particular object the user should first display the list of objects belonging to the group. The list of
objects belonging to the group is displayed in the top right frame.




Confirmit Confidential Confirmit CATI Supervisor User Guide

Typically the user starts working with the system by navigating to the required object. To do this the user must
first use the Navigation Menu located in the left frame and select an object type here. The object type menu
unfolds and displays the list of object groups. Next the user should select the object group that contains the
required object and choose the command that would display the list of objects belonging to that group.

The list of objects belonging to a group is displayed in the top right frame (certain object types do not use the bot-
tom right frame, so the list of objects is displayed in the right frame).

When the object list is displayed in the top right frame, the user can choose an operation to perform with the par-
ticular object (or with a number of objects simultaneously).

Some operations (like, for example, the View operation performed on a survey) require additional configuration,
or just display some information as an execution result. Such information (or configuration settings) is displayed
in the bottom right frame, which may use the tabbed interface to display data. If the bottom right frame contains
configuration settings, and the user modifies any of them, they should press the SAVE button to apply modified
configuration settings.

Certain operations with objects and object groups can be performed in separate dialog windows, which open
when the user chooses the appropriate command. An example of such is a dialog window used to add a new
survey to a group.

Some windows incorporate tabs with fields grouped according to their functions (like in the window illustrated
below).

/) New Interviewer - Webpage Dialog x|

Interviewer Properties

Properties I F\-1em|:|er5hi|:||

Login |

Confirm password |

|
Password | |
|
|

Description |

Task Choice: IAutDmati: LI

| (a4 || Cancel |

F@ Internet | S

Figure 2 The tabbed interface used with the dialog window

The user should enter the required values and press OK in this dialog window to perform the configured oper-
ation.

1.3 Main GUI elements of the CATI Supervisor module

1.3.1 Navigation menu

The Navigation Menu is located in the left frame of the CATI Supervisor module window. The Navigation Menu
in the CATI Supervisor module in fact is a list of object types. The Navigation Menu is represented by a group of
vertically stacked buttons bearing the object type names. Any menu button provides access to groups of objects
of one particular type. Menu button names prompt the user, which type of objects can be accessed with the use
of this particular menu. Operations with objects belonging to an object type are not directly represented in the
Navigation Menu. The user must first access the particular object type (navigate to it) to perform operations on
objects of that type.
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Surveys
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= -5_], CATI Interviawers
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u-;'_., Meeraj Training

Scheduling

Reports

Activity Views

Figure 3 The Navigation menu (the left frame)

The following object types are accessible from the Navigation menu:

Surveys
Resources
Interviewers
Scheduling
Reports

Activity views

Clicking any menu button unfolds a list of object groups. For some object types the object groups are organized
as a tree list.

1.3.2 Tree lists and operations with tree elements

Selecting an object type in the Navigation Menu unfolds the list of groups of objects of that type. For some object
types the object groups are represented in the form of a hierarchy tree. A plus sign near the root object level
name indicates that some object groups of that type already exist. Clicking the plus sign (or doubleclicking the
root level name) unfolds the group list.
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Surveys
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...;'__. Meeraj Training

Scheduling
Reports

Activity Views

Figure 4 Hierarchy tree in the Navigation menu

The menu for some object types allows creation of new object groups. Some object types in the navigation
menu do not use a tree list to represent object groups. However some object types are static and do not permit

items to be added.

Surveys
Resources
Interviewers
Scheduling
Reports

= -ﬂ Reports

"|~f.- Productivity Repaort

Activity Views

.-P,._‘ Sample Status Surmnrmary

Figure 5 Object groups in the Navigation menu

Objects can be accessed from the object groups, which act as a kind of folders, designed for organizing objects.

Any tree item (a node item, or an object group) has a shortcut menu associated with it. The user should right-
click the item name to get access to this shortcut menu. A shortcut menu usually provides the user with a list of
operations, such as create, or delete a node item or an object group, or view the list of objects belonging to an
object group. The list of possible operations with object groups (and node items) is different for each object type.
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Figure 6 Example of a context menu used with the Navigation menu items

The user can access a list of objects contained in the group in either of two ways:

e By double-clicking the appropriate object group name in the menu frame;

e Through the use of the shortcut menu, which is activated by right-clicking the appropriate object group
name. The user must select the List command from this shortcut menu then.

Objects of the chosen group are then displayed in the top right frame of the application window.

1.3.3 Object list

When the user chooses to display the list of objects belonging to a particular group of objects, this list appears in
the top right frame and the user has access to it's control elements. These allow for operations to be performed
with the objects of that type. The objectlistis displayed as a grid. Each grid row displays details pertaining to a

certain object. The grid layout is different for each object type.

The top right frame contents may look somewhat like this.

tcheduling ScHpts

B <D A% [ (e 8

Name Created
I_ All hours 12/3/2008 5:42:22.677 PM | 12/32/2008
F Test_1_ 12/4/2008 8:45:31.997 AM | 12/8/2008
IF Copy of Test_1 12/4/2008 8:46:06.322 AM  12/4/2008
p Test_1 12/8/2008 5:08:34.380 AM 12/8/2008

5

!

8
g

Modified

222677 BM
7135:17.133 AM
146:06.337 AM
108:34.443 AM

Total records : 4 Selected : 3

M B | Pagel 1f> of 1

ad

Figure 7 Example of the top right frame contents
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The grid in the top right frame can contain the list of objects of the currently chosen type in case the list was
already populated with objects. Otherwise the grid is displayed empty. All the objects the user creates are
added to that list.

The top right frame title bar displays names of the object type and of the group this object belongs to. This title
bar also displays a set of buttons in the right part. This button set includes buttons corresponding to operations
that can be performed with the listed objects (this set is different for each object type), and buttons, which can be
used for operations on objects of all types and for customization of the grid layout (these buttons are similar for
all object types).

The object listin the grid is refreshed automatically each time a new objectis added to or deleted from the list.

Alternatively the user can press the Refresh button .ﬂ on the toolbar to refresh the list manually when itis
required.

The user can perform certain operations on a number of objects from the grid simultaneously. Objects are
selected by checking boxes in the leftmost columns of the appropriate rows. If required, the user can clear all the

selections at once by pressing the Clear Selection button £/ on the toolbar. Commands supporting batch
object processing are described in the appropriate sections of this guide.

1.3.4 Customizing the grid layout

The grid appearance can be configured temporarily to make browsing more convenient. Columns containing
particular details can be displayed or hidden, or be moved towards the grid beginning/end. Also the user can
specify the number of grid rows to be displayed per page (per individual grid view). The contents of each col-
umn can also be sorted in ascending or descending order.

To access the grid display options the user should right-click the grid header row and choose Options from the
shortcut menu. This will display the Options dialog window containing the corresponding options for configuring
a grid containing objects of the certain type. The picture below shows such dialog used for customizing the lay-
out of the grid displaying the interviewer groups.
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9 Groups List -- Webpage Dialog El
Groups List
Column Name Visible
e 2
Name p
Move up | | Maove down
Page Size 30“;."
| (o] 4 | | Cancel |

€D Internet | =51

Figure 8 The dialog window containing the grid customization options

Choose a column name in the Column name column and either check the corresponding box in the Visible col-
umn to display itin the grid, or clear the box to hide it.

Select a column name in the Column name column and press either the MOVE UP or MOVE DOWN button to
move this column, correspondingly, towards the beginning or towards the end of the grid.

Use the Page size spinbox to increase or decrease the number of rows displayed per individual grid page.

Press OK to apply the chosen settings. This will save the current grid layout as default. It will be applied any time
the user chooses to display the list of objects of this type.

Press Cancel to close the window and discard any changes.

The specified settings are applied immediately after you press OK in the Options dialog window. The upper right
frame is refreshed according to the new settings.

The grid column width can be altered by dragging the column border. To do so the user should position the
mouse pointer on the column border in the grid header row and drag this border.

Each column contents can be sorted in ascending or descending order. To sort table contents by the column
right-click the column header cell and choose Sort Ascending or Sort Descending from the shortcut menu.
Applied sorting order is indicated with a triangle icon displayed in the column header.

You can also instantly sort the table contents of a column by simply clicking the column header — each sub-
sequent click changes column sorting from ascending to descending and back. The sorting order is indicated
with a triangle icon displayed in the column header.

Grids for all object types are customized independently.
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1.3.5 Browsing the grid

The left part of the bottom bar in the top right frame displays information on the amount of records — the total and
the number of currently selected records. The right part of this bottom bar contains the grid browsing controls
and also displays the number of the currently viewed grid page.

The user can browse the grid pages (if objects are presented on a number of pages) by switching to the next/pre-
vious page, jumping to the first/last page, or jumping to a particular page by typing its number in the Page
Number field and pressing Enter on the keyboard.

1.3.6 Performing operations on objects contained in the grid list

Operations on particular objects can be performed in either of two ways:

e Selecting a grid row, which contains particular object details, and then choosing the appropriate button
in the title bar, or

e Right-clicking a grid row, which contains particular object details, and then choosing the appropriate
command from the shortcut menu.
1.3.7 Object settings view

The bottom right frame is used to display the properties and different configuration settings of an object selected
in the grid in the top right frame. If the user chooses to view properties, or parameters of the currently selected
object, the selected parameter set is displayed in the bottom right frame. The appearance of the displayed
parameter sets is different for each selected object. The bottom right frame can use the tabbed interface. Some
tabs are merely informational, and some can contain editable settings.

The bottom right frame title bar displays the current setting type and the name of the object, which setting is dis-
played. Title bar can also display a toolbar containing buttons corresponding to the currently displayed settings.
'Interviewsr group_1' Properties

Properties || Interviewers | Groups | Membership || Assignments

Interviewers List |EL| q_Z I | ] }: H

Login Full Name Description
[T Interviewsr_2
[ Interviewsr_3

Total records : 2 Selected : 0 1| Page I i EF> of 1 | ]

Figure 9 Contents of the bottom right frame - an example

In general the appearance and control elements used in the bottom right frame are similar to those used in the
top right frame.

Please consult the Object list on page 6 section for a description of these user interface elements.

If the user modifies any setting on any tab in the bottom right frame, they should press the Save button to apply
the changes. If the user chooses to view another objects settings without saving modified settings of the cur-
rently selected object, all changes will be discarded.
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2 Interviewer management

All the interviewers work under supervision. The supervisor specifies survey parameters, defines call lists for
each survey, adds and deletes interviewers and assigns them to specified tasks, and manages the interviewing
process in general.

To facilitate management tasks the CATI Supervisor module allows interviewers to be separated into groups,
since particular interviewers may be assigned for particular surveys, or they can be united using other logic.

To perform interviewer management you should first choose the Interviewers item in the Navigation menu. This
will unfold the list of interviewer groups in the Navigation menu below the Interviewers item and simultaneously
display the list of interviewers which do not currently belong to any group in the top right frame.

Both an interviewer and an interviewer group are configured with the help of the property set, which includes
group membership, survey assignment specification and a name. The supervisor can specify a password for
any interviewer, which this interviewer should use when he/she logs into the CATI console, to perform inter-
viewing (please refer to The CATI Console manual for this utility description).

Interviewers and interviewer groups constitute a single object, which is called Interviewers.

Please readManaging interviewer groups below for instructions on managing interviewer groups, and Man-
aging interviewers on page 18 — for instructions on managing interviewers.

2.1 Managing interviewer groups

When working with the Interviewer objects you can perform the following operations with interviewer groups:
e View the interviewer group list;
e Add and delete interviewer groups;

e View and modify interviewer group properties.

2.1.1 Viewing the interviewer group list

Whatever operations with the interviewer group you need to perform you start with browsing the interviewer
group list.

To view the interviewer group list:

1. Click on the Interviewers object name in the left Navigation menu. This will unfold the list of interviewer
group items below.

Interviewer group items are presented in the form of the hierarchy tree, where each node stands for an
interviewer group. If the interviewer group name shows the plus sign in front of its name, this means that
it contains child groups. Click the plus sign to unfold the list of these child interviewer groups.

2. Right-click the required interview group item in the list in the left Navigation frame and choose List
groups inside this group from the shortcut menu. This will display the list of interviewer groups. The inter-
viewer group listis displayed in the top right frame of the CATI Supervisor main window.
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Figure 10 Viewing the interviewer group list in the top right frame

3. The user can perform the following operations with interviewer groups:
e View and modify the interviewer group properties;
e Add or delete interviewer groups.

These operations can be performed with interviewer groups displayed in the grid in the top right frame.
Operations are performed by either choosing commands from the shortcut menu (activated by right-click-
ing the grid row containing the appropriate interviewer group), or by selecting a group and pressing but-
tons on the toolbar in the top right frame (the toolbar is located in the frame’s title bar).

4. When the top right frame displays the list of interviewer groups its toolbar contains the following object
specific button set.

Button Description Function

IE'] REFRESH Updates the interviewer group list

o CLEAR SELECTION Deselects all currently selected interviewer groups at once

[ ADD GROUP Displays the Add Group dialog window and allows a new interviewer group

to be created

Im EDIT GROUP Displays the interviewer group properties in the bottom right frame. You can
' edit these properties.

* DELETE Deletes the selected interviewer group(s)

ﬂ CLOSE WINDOW Closes the CATI Supervisor dialog window

2.1.2 Adding and deleting an interviewer group

To add a new interviewer group:

1. To create a new interviewer group either:

e Right-click any row in the list (in the top right frame), and choose Add Group from the context menu, or;

® Press the Add Group button ' A in the toolbar in the top right frame.
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Any of the above listed actions brings up the Add Group dialog window, which is used to specify param-
eters of the interviewer group being created.

3 Mew Group -- Webpage Dialog il

Create new group

F’FDF‘El'tiEEI Inter'.riewers“ Meml:lershipl

Name || |

Description | |

| (o] 4 || Cancel |

|§ Internet |£ 4

Figure 11 New Group dialog window - Properties tab

This dialog window uses the tabbed interface.

2. The Properties tab lets you enter the group name (in the Name field), and the group description (in the
Description field). The Name is then displayed in the grid showing the group list.

3. The Interviewers tab contains a list of interviewers belonging to that group.

3 MNew Group -- Webpage Dialog 5'

Create new group

Properties I”tEWiEW‘EFEI Mernhershipl
Interviewers List @|Q|| |:|X|

Login Full Name Description

Total records : 0 Selected : 0 m a Page I 1 f» of 0

| (] 4 || Cancel |

|_ Internet i

Figure 12 New Group dialog window - Interviewers tab

This tab allows for interviewers to be added to or deleted from the current interviewer group.
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4. To add an interviewer press the Add Interviewer button B on this window toolbar. If you have already
added at least one interviewer and its name is shown in the listin the grid, you can instead right-click the
interviewer row and choose Add Interviewer from the shortcut menu.

This will display the Select Interviewers dialog window.

B

Select interviewers to add

Lagin
[ interviewer_1
[ Interviewsr 2
[ Interviewer_2
r

Interviewer_4

Total records : 4 Selected : 0 Lj l.i Page I 1 ‘?:’ of 1 u u

| o] 4 || Cancel |

@ Internek | i

Figure 13 Selecting interviewers to add to the Interviewers tab

The list displays only interviewers that were already added to the system. You cannot add interviewers
using this window interface — this should be done only with the help of the New Interviewer dialog win-
dow (see Adding and deleting an interviewer on page 19 for instructions).

Select the required interviewers by checking boxes in front of the interviewer names (or click the
required items while holding down Ctrl or Shift keys on the keyboard to create a multiple selection). You

can manually refresh the interviewer list by pressing the Refresh button @ on this window toolbar, and
you can clear the complete selection by pressing the Clear Selection button & .

Press OK when you are done selecting interviewers. This window will close and the selected inter-
viewers will be displayed in the grid in the Interviewers tab in the New Group window.

Added interviewers can be deleted from the listin the Interviewers tab — select the required interviewers

by checking boxes in front of their names in the list and press the Delete button x on the toolbar. Alter-
natively you can right-click any selected row and choose Remove Interviewer from the shortcut menu.

5. The Membership tab of the New Group dialog window allows the group to be added into existing inter-
viewer groups.
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g Mew Group -- Webpage Dialog EI
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Figure 14 New Group dialog window - Membership tab

Select the group in the left pane (Not Member of) and press the Add arrow button located between
panes to make the current group the member of the selected group. The selected group name appears
in the right pane (Member of).

Repeat the procedure to add the current group to other required groups.

6. Finally press OK to create a group with the specified properties. The New Group dialog window closes
and the group name appears in the listin the top right frame of the main module window.

To delete an interviewer group:

1. Firstselect a single or a number of interviewer groups by checking a box in front of the required groups
in the list (or click the required items while holding down Ctrl or Shift keys on the keyboard to create a

multiple selection). You can use the Clear Selection button ol to simultaneously deselect all the
selected items.

2. To delete existing interviewer group(s) either:
e Right-click any selected row in the list (in the top right frame), and choose Delete from the context
menu, or;
® Press the Delete button x in the toolbar in the top right frame.
3. The CATI Supervisor module will ask you to confirm the action by displaying the confirmation dialog box.
Press Yes to proceed with deletion.
2.1.3 Viewing and modifying the interviewer group properties
You can always modify properties you have specified when creating the group.
To modify the interviewer group properties:
1. To modify the group properties either:
e Right-click the required row in the list (in the top right frame), and choose Edit Group from the context

menu, or;

® Press the Edit Group button I? in the toolbar in the top right frame.

-14 -



Confirmit Confidential Confirmit CATI Supervisor User Guide

2. Any of the above listed actions displays the interviewer group properties in the bottom right frame. This

frame uses tabs to display the group properties. Use these tabs to modify parameters of the existing inter-
viewer group.

'Interviewsr group_1' Properties

Properties | Interviewers || Groups

Membership

Assignments

Name Interviewer group_1

Description

Figure 15 Interviewer group properties, Properties tab - the right bottom frame

3. All tabs except for the Assignment tab are similar to those used with the New Group dialog window (see

Adding and deleting an interviewer group on page 11 for description). The same work technique is
applied with these tabs.

Pictures below show these tabs.

'Interviewsr group_1' Properties

wﬂ Inter'.'ieweral Groups
Interviewers List |E|] i | | : x lg

Login Full Name Description
[ Interviewsr 2

Membership " Assignments |

[ Interviewsr_2

Total records : 2 Selected : 0 _J _J Page I i f* of 1 u u

Figure 16 Interviewer group properties, Interviewers tab - the right bottom frame
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'Interviewer group_3' Properties

Properties || Interviewers |

Groups I Membership " Assignments

Groups List

2 &£

I- Interviewar group_4

MName Ciescription

Total records : 1 Selected : 0 _J _J Page I 1 f# of 1 u u

Figure 17 Interviewer group properties, Groups tab - the right bottom frame

'Interviewsar group_3' Properties

Froperties || Interviewsrs || Groups

Membership | Assignments

Not Member of

Member of

Interviewer group_1
Interviewer group_2

CATI Interviewers

=

==

Figure 18 Interviewer group properties, Membership tab - the right bottom frame

Please note that all tabs contain an extra button on the toolbar — this is the Save button H . The Save
button starts blinking when you modify any property prompting you to save the changes. When you press
this button and save the changes it stops blinking.

4. The Assignment tab allows viewing, adding and deleting survey assignments (de-assignining surveys)
for the currentinterviewer group.
Note that this tab displays assignments only for the current group and not for any of its members (neither
for interviewers, nor for groups belonging to that group).
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'Interviewsar group_3' Properties

Properties " Interviewsrs " Groups " Membership " Assignments
Group " Interviewer group_3" assigned surveys @ :Q | D @
Project ID Project Name Count
[[] eo0L1851 big Ay
Total records : 1 Selected : 0 u u Page I 1 ‘F’ of 1 u ﬂ

Figure 19 Interviewer group properties, Assignments tab - the right bottom frame

The listin this tab shows the following information for each assigned survey — the assigned project ID, its
name, and the number of calls assigned for the group.

You can assign new surveys to the group by pressing the New button [ on the toolbar, or by right-click-
ing any row and choosing New from the shortcut menu.

This action displays the Select surveys to assign dialog window.

2} Select surveys to assign -- Webpage Dialog

Surveys that are currenty not assigned

Project ID Project Name
‘[ pOSi1218 big

otal records : 1 Selected : 0 u u Page I 1 ‘.’-* of 1 u u

| (0] | | Cancel |
|_ Internekt |§ =

Figure 20 Selecting a survey to assign using the Select surveys to assign dialog window

Select the required surveys by checking boxes in front of the survey names (or click the required items
while holding down Ctrl or Shift keys on the keyboard to create a multiple selection). You can manually

refresh the survey list by pressing the Refresh button @ on this window toolbar, and you can clear the
complete selection by pressing the Clear Selection button el .

Press OK when you are done selecting surveys. This window will close and the selected surveys will be
displayed in the grid in the Assignments tab.
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5.

Added surveys can be de-assigned (removed from the list) in the Interviewers tab — select the required
surveys by checking boxes in front of their names in the list (or click the required items while holding
down Ctrl or Shift keys on the keyboard to create a multiple selection) and press the De-assign button

\-"—3':J on the tab toolbar. Alternatively you can right-click any selected row and choose De-assign survey
from the shortcut menu.

The CATI Supervisor will display the dialog box asking you to confirm the action. Press Yes to proceed
with the De-assign action. The bottom right frame will be refreshed and the chosen surveys will dis-
appear from the list.

2.2 Managing interviewers

When working with the Interviewer objects you can perform the following operations with interviewers:

2.21

View the interviewer list;
Add and delete interviewers;

View and modify interviewer properties.

Viewing the interviewer list

Whatever operations with the interviewer group you need to perform you start with browsing the interviewer
group list.

To view the interviewer group list:

Click on the Interviewers object name in the left Navigation menu. This will unfold the list of interviewer
group items below.

Interviewer group items are presented in the form of the hierarchy tree where nodes stand for interviewer
groups. If the interviewer group name shows the plus sign in front of its name, this means that it contains
child groups. Click the plus sign to unfold the list of these child interviewer groups.

Double-click the required interview group item in the listin the left Navigation frame, or right-click its
name and choose Listinterviewers in current group from the shortcut menu. This will display the list of
interviewers. The interviewer listis displayed in the top right frame of the CATI Supervisor main window.

CATI Supervisor -_:),] Confirmit. 'L.J

everywhere
Surveys Interviewers List Iﬂ 7 | d ,”%j' }( | @I a
Resources Login Logged in Description
Interviewers [[] Interviewsr_2 Logged in
Interview 2
E gl CATI Interviewers [ Interviewer_
.._51'__. Interviawer group_3
...51'_,. Interviewer group_1
...51'_,. Interviewer group_2
Scheduling
Reports
Activity Views Total records : 2 Selected : 0 || Page I 1 I?-J-? of1 L
Figure 21 Viewing the interviewer list in the top right frame
3. The user can perform the following operations with interviewer groups:

e View and modify the interviewer properties;
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e Add or delete interviewers;
e Import the list of interviewers from a file.

These operations can be performed while the interviewer listis displayed in the grid in the top right
frame. Operations are performed by either choosing commands from the shortcut menu (activated by
right-clicking the grid row containing the appropriate interviewer description), or by selecting a row in the
grid and pressing buttons on the toolbar in the top right frame (the toolbar is located in the frame’s title
bar).

When the top right frame displays the list of interviewers its toolbar contains the following object specific
button set.

Description Function

REFRESH Updates the interviewer list

CLEAR SELECTION Deselects all currently selected interviewers at once

NEW Displays the Add Interviewer dialog window and allows a new interviewer to
be created

PROPERTIES Displays the interviewer properties in the bottom right frame. You can edit
these properties.

DELETE Deletes the selected interviewer group(s)

IMPORT Allows the list of interviewers to be imported from a file

CLOSE WINDOW Closes the CATI Supervisor dialog window

Adding and deleting an interviewer
To add a new interviewer:
To add a new interviewer to a group you should first navigate to that group and view the list of inter-

viewers belonging to that group (see Viewing the interviewer list on previous page for instructions on
viewing the interviewer list).

To create a new interviewer group either:

e Right-click any row in the interviewer list (in the top right frame), and choose New from the context
menu, or;

® Press the New button ! ] on the toolbar in the top right frame.

Any of the above listed actions brings up the New Interviewer dialog window, which can be used to spec-
ify properties of the interviewer being created.
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MNew Interviewer -- Webpage Dialog x|
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Figure 22 New Interviewer dialog window - Properties tab

4. Enter user credentials in the Login and Password fields. Enter the password once again in the Confirm
password field. Enter the interviewer description in the optional Description field.

5. The Task Choice field allows the supervisor to set the call delivery mode for this interviewer — it can
either be Manual, Automatic or Survey Selection.

Manual: Upon logging in the interviewer will reach a landing screen where they may select both a sur-
vey and a call to work with, after each interviewer is finished the interviewer will be returned to the land-
ing screen where they may choose another survey or call.

Automatic: Upon logging in the interviewer will be automatically delivered a call from the call list to work
with. Calls from any survey which is open and for which the interviewer is assigned may be delivered.
The system decides which survey the interviewer should work with based on call priority settings and
scheduling rules. Another call will be delivered automatically each time an interview is finished.

Survey Selection: Upon logging in the interviewer will reach a landing screen where they can choose a
survey to work with. Once a survey has been selected the system will begin to deliver calls automatically
for the chosen survey. The interviewer will only be delivered calls for their chosen survey even though
they may be several others. Call delivery for the chosen survey will continue until the interviewer logs
out.

6. The Membership tab provides you with the ability to choose a group to include the interviewer into.
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Figure 23 New Interviewer dialog window - Membership tab

By default this tab indicates that the interviewer is included in the group used to create this interviewer
(i.e. the currently selected interviewer group is used).

You can choose any number of groups to include this interviewer in (from the list of existing groups dis-
played in the Not Member of pane).

Select the group in the left pane (Not Member of) and press the Add arrow button located between
panes to make the currentinterviewer the member of the selected group. The selected group name
appears in the right pane (Member of).

You can also choose not to include the interviewer into any group. To do this remove all groups from the
right pane (Member of).

Repeat the procedure to add the interviewer to other required groups.

7. Finally press OK to create an interviewer with the specified properties. The New Interviewer dialog win-
dow closes and the interviewer name appears in the listin the top right frame of the main module win-
dow. This interviewer will also be displayed in the interviewer lists of all groups he/she was included
into.

To delete an interviewer:

1. First selecta single or a number of interviewers by checking a box in front of the required interviewers in
the listin the top right frame (or click the required items while holding down Ctrl or Shift keys on the key-

board to create a multiple selection). You can use the Clear Selection button 2 to simultaneously dese-
lect all the selected items.

2. To delete existing interviewer(s) either:
e Right-click any selected row in the list (in the top right frame), and choose Delete from the context
menu, or;
® Press the Delete button X in the toolbar in the top right frame.

3. The CATI Supervisor module will ask you to confirm the action by displaying the confirmation dialog box.
Press OK to proceed with deletion.
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2.2.3 Viewing and modifying the interviewer properties
You can always modify properties you have specified when creating the interviewer.
To modify the interviewer properties:

1. To modify the interviewer properties either:

¢ Right-click the required row in the interviewer list (in the top right frame), and choose Properties from
the context menu, or;

® Press the Properties button [ in the toolbar in the top right frame.

2. Any ofthe above listed actions displays the interviewer properties in the bottom right frame. This frame

uses tabs to display the interviewer properties. Use these tabs to modify parameters of the existing inter-
viewer.

All tabs except for the Assignments tab are similar to those used with the New Interviewer dialog window

(see Adding and deleting an interviewer on page 19 for description). The same work technique is
applied with these tabs.

Pictures below show these tabs.

Interviewer Properties

Properties | Mmembership || Assignments

Login Interviewer_4

Password Change...

Description

Task Chnice:l-‘l.utcrnatic LI

Figure 24 Interviewer properties, the Properties tab - the bottom right frame

You can press the Change button to change the current interviewer password. This will display a small
form below the button. It will contain two fields — New Password, and Confirm Password. Enter the new
password in both fields and press OK to change the interviewer password.

The Description field allows for adding a short description of the interviewer in the free form.

The Task Choice field allows specifying how calls will be delivered to the interviewer when he will work

with the CATI Interviewer Console (the Task Choice mode - see Selecting a Survey/Interview on page 85
for details on the Task Choice modes).

The Task Choice mode can also be changed from the Interviewer List (see Viewing the interviewer list
on page 18 for instructions on how to view this list). This operation is performed with the help of the con-
text menu command Change Task Choice - this context menu is available for each interviewer displayed
in this list. Please refer to Changing the task choice mode for an interviewer on page 27 for instructions.
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Interviewer Properties

Properties | Membership | Azsignments

Not Member of Member of

CATI Interviewsrs Interviewer group_2
Interviewer group_1
Interviewser group_3
Interviewer group_4

Figure 25 Interviewer properties, the Membership tab - the bottom right frame

Please pay attention that any tab contains an extra button in its toolbar — this is the Save button H .The
Save button starts blinking when you modify any property prompting you to save the changes. When you
press this button and save the changes it stops blinking.

4. The Assignment tab allows viewing, adding and deleting survey assignments (de-assignining surveys)
for the currentinterviewer.

Interviewsr Properties

Properties || Membership || Assignments

Interviewer " Interviewer_ 4" assigned surveys |E'] i "' @
Project ID Project Name Count
[ pOO11551 big Any

Total records : 1 Selected : 0 J J Page I 1 f) of 1 J J

Figure 26 Interviewer properties, the Assignments tab - the bottom right frame

Note that this tab displays assignments for the current interviewer only and not for any group they might
also belong to.

The listin this tab shows the following information for each assigned survey — the assigned project ID, its
name, and the number of calls assigned for the interviewer.

You can assign new surveys to the interviewer by pressing the New button 'L~ on the toolbar, or by
right-clicking any row and choosing New from the shortcut menu.

This action displays the Select Surveys dialog window.

-23-



Confirmit CATI Supervisor User Guide Confirmit Confidential

g Select surveys to assign -- Webpage Dialog 5[

Surveys that are currently not assigned

Project ID Project Name

pd911218 big

Inf

otal records : 1 Selected : 0 J J Page I 1 ﬁ of 1 u u

| (] 4 | | Cancel |

r@ Internet |ﬂ o

Figure 27 Selecting a survey to assign using the Select surveys dialog window

Select the required surveys by checking boxes in front of the survey names (or click the required items
while holding down Ctrl or Shift keys on the keyboard to create a multiple selection). You can manually

refresh the survey list by pressing the Refresh button E'] on this window toolbar, and you can clear the

complete selection by pressing the Clear Selection button 2 .

Press OK when you are done selecting surveys. This window will close and the selected surveys will be
displayed in the grid in the Assignments tab.

5. Added surveys can be de-assigned (removed from the list) via the Interviewers tab — select the required

surveys by checking boxes in front of their names in the list and press the De-assign button @ on the
tab toolbar. Alternatively you can right-click any selected row and choose De-assign survey from the
shortcut menu.

The CATI Supervisor will display the dialog box asking you to confirm the action. Press OK to proceed
with the De-assign action. The bottom right frame will be refreshed and the chosen surveys will dis-
appear from the list.

2.2.4 Importing an interviewer list

The interviewer list can be imported from a file. This greatly speeds up the work.

The interviewer list must contain the required property set for each interviewer. It can be created manually — as a
single sheet of an Excel workbook. The file should be saved in XLS format.

The format of this file is quite simple — each interviewer property set stands for one record which should contain
the following fields — login, password, description, group membership. Each sheet row is a record, and each col-
umn is a field. Columns can be placed in any order.

This file may look somewhat like this when opened in MS Excel.

Note that this example shows the header row with column names — it may not be presentin the real list you will
be importing (i.e. you can create a table without column headers).
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mes Wl i
A | B | ¢ D
1 |Group Login  Password Person description
2 |Groupl intervrl nnnl23 Interviewer no.l
3 |Groupl intervr2 nnn321 Interviewer no.2
4 |Group 1, Group 2 intervrd nnn231 Interviewer no.3
5

Figure 28 Example of MS Excel file containing the interview list

In case the interviewer belongs to a number of groups, all these group names should be listed in a single sheet
cell separated by commas.

To import a file containing the interviewer list:

1. First navigate to the group you want to import the interviewer list into, and display the interviewer listin
the top right frame (see Viewing the interviewer list on page 18 for instructions).

2. Press the Import button on the toolbar. This will display the Import dialog window.

fal

Import

¥LS file to upload ” Browse... |

W show Report

| (o].4 || Cancel |

|_ Inkternet | o

Figure 29 Importing the interviewer list from a file

3. Check the Show Report box to generate a report regarding the import results — it will be generated after
the successful import procedure finish and will contain details on the file contents and the destination
group.

4. Press the Browse button to navigate to the desired file. This will display the standard Windows Open File
dialog box. Select a file and press Open. The Open File dialog box will then close, and the file name and
path will be displayed in the XLS file to upload field.

5. Press OK to start the import procedure.The list contained in the imported file is then opened in the Import
dialog window.
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6.

2} Import -- Webpage Dialog =l

Import
i’ =
interl interl
interz inter2
inter3 inter3
interd interd |-
inter3 inter3
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=

| Ok || Cancel |

|_ Internet |§ a

Figure 30 Importing the interviewer list from an MS Excel file

You can decide whether or not you want to import the first table row (since it may contain a table header
row, which assigns column roles). Also see step 10 for additional options. Clear the Import the first row
checkbox to exclude it from the imported data. Always check this box if you need to assign column roles
based on values contained in the header row.

The CATI Supervisor can automatically update info for the existing interviewers in cases where it
encounters interviewers with names matching those specified in the Name column. To do this check the
Update details and group membership for existing users box.

There is an option for changing the column role - right-click the required column header in the Import
dialog window and choose Change column role from the context menu that appears. This will invoke the
submenu.

Import
ir i
Choose colurmmn's role | Group
ir !
Auta a=szigna, 3 Lagin
ir
Password
interd interd
Person dezcription
inters inters
: : Rermove calumn assignment
inters inters
T
intar? inter? 1

Figure 31 Assigning column roles to the imported table containing interviewer list

Choose the desired role from this menu. Repeat the procedure for each column which role requires
changing.

Choose Remove column assignment if you do not want to import this column at all.
Choose Auto Assign to assign column roles automatically based on:

e Based on the values from the first row (default option) — this option will use values from the header row
(if such is present) to assign column roles;
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e Based on the columns order — this option will use currently assigned (already existing) column role
assignments.

11. Finally press OK in the Import dialog window to start the import procedure. After a short while the Inter-
viewer list will be populated with persons described in the imported list.
2.2.5 Changing the task choice mode for an interviewer

As a rule the Task Choice mode is specified for each interviewer at the moment her/his properties are con-
figured - see Viewing and modifying the interviewer properties on page 22 for details.

Still the supervisor can instantly change the task choice mode for any existing interviewer, without displaying the
interviewer properties in the bottom right frame. This operation is accomplished with the help of the Change
Task Choice context menu command.

To instantly change the task choice mode for an interviewer:
1. Display the Interviewer List in the top right frame (see Viewing the interviewer list on page 18 for instructions).

2. Right-click the required interviewer in the list and choose Change Task Choice from the context menu. This will
display the Change Task Choice dialog window.

/) Change Task Choice — We x|

Change Task Choice

Task Choice =

(] 4 Cancel

http:172. [€D Internet [

Figure 32 Changing the task choice mode for an interviewer in a dedicated dialog window

3. Select the required task choice from the Task Choice drop-down list and press OK.
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3 Survey management

Survey managementin the CATI module is a complex routine involving monitoring and management of all sur-
veys added to the module. This includes the definition of survey properties, interview and call configuration and
survey assignment.

All operations with the surveys and interviews/calls are begun by navigating to the Surveys object type with the
help of the Navigation Menu contained in the CATI Supervisor module left frame.

Interviews/calls and survey assignments are configured with the help of the dedicated dialog windows. These
separate windows are invoked with the help of commands provided by the right frame interfaces when they are
used for work with Survey objects.

3.1 Viewing the survey list

Whatever operation with the Survey object you need to perform you start with browsing the survey list.

To view the survey list:

1. Click on the Surveys object name in the left Navigation menu. This will reveal the All Surveys object
name.

2. Double-click the All Surveys object group name in the left Navigation frame, or right-click its name and
choose List from the shortcut menu. This will display the list of surveys currently added to the CATI mod-
ule. The survey listis displayed in the top right frame of the CATI Supervisor main window.

CATI Supervisor - Confirmit L'J
J everywhere
Surveys All Surveys IEII 2l |j E B a
u_l_"l All Surveys Project ID Project Name Sample Size State
[T Pp3429350 vi2.5 Demao 0 Cpen
Resources

Interviewers
Scheduling

Reports

Activity Views Total records : 1 Selected : 0 .1l Page I 1 ﬁ of1 |1

Figure 33 Viewing the survey list

3. The user can perform the following operations with surveys:
e Open, close and shutdown a survey;
e View and modify the survey properties;
e View and modify the survey assignment settings;
e Manage interviews and calls for the selected survey;
e Generate Productivity and Sample Status Summary reports for a survey;

All the above listed operations can be performed with surveys displayed in the grid in the top right frame.
Operations are performed by either choosing commands from the shortcut menu (activated by right-click-

ing the grid row containing the appropriate survey), or by pressing buttons on the toolbar in the top right
frame (the toolbar is located in the frame’s title bar).

4. When the top right frame displays the list of surveys its toolbar contains the following object specific but-
ton set.

Button Description Function
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ﬂ REFRESH Updates the survey list

. CLEAR SELECTION Deselects all currently selected surveys at once

Ij VIEW Displays the survey properties in the bottom right frame and allows them to
be modified

== SURVEY ASSIGNMENTS Displays a list of the survey assignments in a dedicated dialog window

CALL MANAGEMENT Displays a list of interviews/calls for the selected survey in a dedicated
dialog window

a CLOSE WINDOW Closes the CATI Supervisor dialog window

3.2 Opening, closing and shutting down a survey

Interviewing on a survey is only possible ifitis explicitly allowed.

A special parameter — a survey status — indicates the accessibility of a survey for conducting interviews. It may
have two values — Open and Closed. A survey with its status set to Open can be used for conducting interviews.
When the status is set to Closed, the survey becomes inaccessible for conducting interviews. The survey status
is changed manually, when interviewing process needs to be started, or finished. The current survey status is
displayed in the State column of the grid containing the list of surveys. This grid is displayed in the top right
frame when the user chooses to view the list of surveys contained in a survey group (see Viewing the survey list
on previous page).

The supervisor can change the survey status whenever itis required.

3.2.1 Opening and closing a survey
To change the survey status:

1. Right-click the row in the grid in the top right frame, which contains details of the required survey, and
choose View from the shortcut menu, or press the View button on the toolbar.

This will display the survey information in the bottom right frame of the browser window.

2. To change the survey status right-click the grid row, containing the parameters of the required survey,
and choose respectively Open or Close from the context menu.

3. The contents of the top right frame are refreshed. The State column shows the current survey state.

When performed, the Close command instructs the system to wait until all interviews currently in prog-
ress are finished, or suspended, and then close the survey.

3.2.2 Shutting down a survey
There may be a situation when all interviews, which are in progress at the moment, must be instantly terminated.

In such case the supervisor can perform the survey shutdown operation. This operation immediately aborts all
current interviews regardless of their state, and closes the survey.

To shutdown the survey:

1. Right-click the row in the grid in the top right frame, which contains details of the required survey, and
choose View from the shortcut menu, or press the View button on the toolbar.

This will display the survey information in the bottom right frame of the browser window.

2. To shutdown the survey right-click the grid row, containing the parameters of the required survey, and
choose Shutdown from the context menu.

3. The contents of the top right frame are refreshed. The survey status is set to Closed.
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3.3 Operations with survey properties

Survey properties comprise a large set of parameters, most of which regulate how the survey is to be conducted.
Survey properties are usually set up at the moment the survey is added to the CATI module (this operation is car-
ried out using the standard Confirmitinterface — please refer to the Confirmit Authoring manual for details).
These properties can be viewed and some of them can be modified at any time later. Any existing survey may
require its properties to be modified during the course of interviewing.

Survey properties view and modification operations are performed using the tabbed interface which is displayed
in the bottom right frame of the browser window.

If you cannot see all the fields contained in a tab, either resize the bottom right frame by dragging its top border
up, or use the scroll bar in the right part of the frame to scroll its contents.

Press the Save button '5—" on the toolbar to apply changes when you are done modifying the properties set-
tings.

3.3.1 Viewing and modifying general properties of a survey
To view and modify general survey properties:

1. Right-click the row in the grid in the top right frame, which contains details of the required survey and

choose Properties from the shortcut menu, or press the View button Sl on the toolbar.

This will display the survey properties in the bottom right frame of the browser window. Survey properties
are grouped using four tabs.

Survey 'pl7248325" information

General Summary || Assignments || Filters

|

Project ID pl724835

Project Name Preview

Extended Statuses =
Size 61

State Open

Scheduling I-'l.II hours LI
Dialling Mode Preview

Openend Review Disabled

Interview Recording Disabled

Figure 34 Survey properties - General tab

2. The general survey properties are contained in the General tab.

The Project ID is the unique project identifier generated and assigned to the project when itis added to
the system. It cannot be changed.

The Project Name is defined at the time the survey is added to the system. It cannot be redefined using
the CATI Supervisor interface. Please refer to the appropriate sections of the Confirmit Authoring manual
for the instructions.

The name of the Survey group (displayed in the Group field) indicates the group this survey belongs to.
You can change the group this survey belongs to. To do this simply select one from the drop-down list.

The Size field displays the current amount of sample records.
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The State field displays the current survey state. The Extended Status drop-down list allows the user to
choose from a number of groups previously created using the Resources object group — see Configuring
the Extended Status Codes on page 116. Every Extended Status group contains a number of Extended
Status codes.

The Scheduling Script field indicates which Scheduling scriptis currently used with the survey. This is
where you can assign another script. To do that select one from the drop-down list.

The dialing mode for the survey (the Dialing Mode field) is defined at the time the survey is added to the
system. Depending on the dialing mode pre-set for this interviewer, he/she will either receive an inter-
view with a call already connected, or receive a number to be dialled in Preview mode. The dialling
mode cannot be redefined using the CATI Supervisor interface. Please refer to the appropriate sections
of the Confirmit Authoring manual for the instructions.

The Openend Review field indicates the accessibility of the survey openend fields for editing. This set-
ting is defined at the time the survey is added to the system. It cannot be redefined using the CATI Super-
visor interface. Please refer to the appropriate sections of the Confirmit Authoring manual for the
instructions.

The Interview Recording field indicates whether or not the option of live interview recording is enabled.
In case the interview recording option is enabled, all interviews for this survey are recorded auto-
matically. The audio track for each interview becomes available for reviewing by the supervisor right
after the interview is finished - refer to Recording and playing back the recorded interview on page 55 for
instructions on playing back the interview recording. Note that interview recording option is set up in the
Confirmit Authoring module at the time the survey is added - please consult the Confirmit Authoring man-
ual for details on setting up this option.

3.3.2 Viewing the sample information corresponding to each extended status

The Summary tab of the Survey Properties view presented in the bottom right frame contains information regard-
ing the sample data available for each extended status.

To view the sample information:
1. Right-click the row in the grid in the top right frame, which contains details of the required survey and
choose Properties from the shortcut menu, or press the View button 'j on the toolbar.
This will display the survey properties in the bottom right frame of the browser window.

Change to the Summary tab.

Survey 'p3429350" information

General [ Summary | Assignments || Filters

0 Mame Count Percent

16 Fresh sample 100 100

Total records @ 1

Figure 35 Survey properties - Summary tab
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The values are displayed in the Summary tab using a grid. Grid columns represent the following value
types:

e ID —an interview ID;

e Name — Extended Status name;

e Count-the number of interviews with that Extended Status;

e Percent— percentage of interviews with that Extended Status to the total number of interviews in that

survey.

2. The user can refresh the list displayed in the grid manually by pressing the Refresh button .E'] located
above the grid.

3.3.3 Viewing and modifying the survey assignments

You, as the Supervisor, can assign users responsible for performing interviews within a specific survey or
assign certain surveys for specific persons.

Note that there are two ways you can view and modify the survey assignments — using the procedure described
below, or with the help of the Survey Assignments dialog window (see Survey assignments on page 55 for
details).

The procedure described below allows users to be assigned or de-assigned to the current survey.
To view and modify the survey assignments:
1. Right-click the row in the grid in the top right frame, which contains details of the required survey, and
choose Properties from the shortcut menu, or press the View button ‘j on the toolbar.
This will display the survey properties in the bottom right frame of the browser window.

Change to the Assignment tab.

Survey 'p2429350' information

General [ Summary || Assignments | Filters
Survey "p3429350" assigned interviewers and groups |E'] ,_ﬁ Ihal o \:i)
Mame Type Count
M t_kad Person Ay
[ tit_kad FPerson Ay
Total records : 2 Selected : 0 Ll Page I 1 i"':} of 1 __j __]

Figure 36 Survey properties - Assignment tab

2. Listitems are displayed in the grid. The Name column shows a person or a group name, the Type col-
umn indicates whether this item represents a person or a group, and the Count column shows the
amount of particular interviews (within the current survey), which are assigned to this particular person or
group. The “Any” value in this column means that this person/group is assigned virtually to any interview
that would be conducted within the current survey.

3. Since this tab lists persons and groups already assigned to the current survey interviews, you can de-
assign selected persons/groups.
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To do this you should first select the required persons/groups by checking boxes in the first grid column
(or click the required items while holding down Ctrl or Shift keys on the keyboard to create a multiple

selection). The selection is cleared when you press the Clear selection button 2 on the toolbar.

After the selection is complete you can press the De-assign button @ on the toolbar to de-assign the
selected persons/groups. These persons/groups disappear from the list.
4. You can also instantly assign persons/groups to this survey.

To do this, press the Assign new button = on the toolbar. This will display a dialog window which can
be used to assign new persons/groups to the current survey.

g Select persons and groups -- Webpage Dialog 5'
T
7

Interviewers /groups that are currenty not assigned @

MName Description Type
|_ CATI Intarviewsars Group ﬂ
|- EME Interviewsrs For Testing Group
|_ Interviewers TEST Int Group
[T French Speakers Group
|_ Meeraj Training Group
[[ Kevin's Training Group Group
[[] davide davido Group ;I
otal records : 72 Selected : 0 u l.i Page I—if’ of 1 u u

| (] 4 | | Cancel |

@ Internet |§ o

Figure 37 Assign to survey dialog window

This window contains a list of persons/groups that are available for assigning to the interviews.This table
displays the persons/groups description in a separate column, and also indication of whether this item is
a person, or a group. Check boxes in front of the required items and press OK in the bottom of the win-
dow.

You will notice that the bottom right frame in the CATI Supervisor window refreshes, and the selected per-
sons/groups appear in the list of the assigned person/groups.
3.3.4 Creating and modifying filters

The user can create filters using conditions which help to define sub-groups of calls. This provides the pos-
sibility of applying operations to a specified sub-group of items only.

Available filters are displayed in the grid on the Filters tab (the Survey settings view) — each grid row contains
parameter values pertaining to a certain filter.
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Survey 'p3429350' information

General || Summary || Assignments || Filters

Filters list |EL| { il .M | x p Shaow all filkers
0 Name Cescripticn Type
2742 completed Site specific =
2744 id=3 Site specific
3032 test_ call ID Site specific
3032 test_T= Site specific
3035 test App_Cont Site specific
3074 wrfwe Site soecific ;I

Total records : 9

Figure 38 Survey properties - Filters tab

The user can manage the list of filters using controls available on the Filters tab. Operations with filters can be
performed either with the help of the buttons displayed above the grid, or using the context menus.

The following buttons are available:

Button Description Function
&ll REFRESH Manually refreshes the filter list displayed in the grid
. ADD FILTER Allows adding a new filter to the list. Displays the Filter Properties dialog
window
ol FILTER PROPERTIES Displays the Filter Properties dialog window and allows the properties to
be edited
> REMOVE FILTER Removes the selected filter from the list

The user can create two types of filters: site and survey specific. A site specific filter condition cannot contain a
variable. After they are created, the site specific filters are available for use with any survey. On the contrary, a
filter containing a variable in its expression, can only be used with the survey for which it was created.
3.3.4.1 Viewing the existing filters

To view the existing filters:

1. Right-click the row in the grid in the top right frame, which contains details of the required survey, and
choose View from the shortcut menu, or press the View button on the toolbar.

This will display the survey information in the bottom right frame of the browser window.

Change to the Filters tab to view the filter list.
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Survey 'p3429350' information

General || Summary || Assignments || Filters
Filters list |EL| { il .M | x p Shaow all filkers
0 Name Cescripticn Type
2742 completed Site specific =
2744 id=3 Site specific
3032 test_ call ID Site specific
3032 test_T= Site specific
3035 test App_Cont Site specific
3074 wrfwe Site soecific ;I

Total records : 9

Figure 39 Survey properties - Filters tab

2. The Filters tab presents the list of available filters. The listis organized as a grid.

The grid contains the following columns:

o ID —this is the filter ID.

e Name - the filter name.

e Description — the filter description

e Type — the filter type (either site, or survey specific)

To display all filters existing in the system, the user should check the Show all filters box located above
the grid. Then the filter list will contain the survey specific, as well as site specific filters. If the Show all
filters box is cleared, the grid will display the survey specific filters only (filters containing variables orig-
inating from the current survey). The listis refreshed each time this checkbox is cleared or checked.

To refresh the list manually the user can press the Refresh button ﬂ .

3.3.4.2 Creating a new filter

To add a new filter:

Right-click the row in the grid in the top right frame, which contains details of the required survey, and
choose View from the shortcut menu, or press the View button on the toolbar.

This will display the survey information in the bottom right frame of the browser window.

Change to the Filters tab to view the filter list.
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Survey 'p3429350' information

Generalu Eurnmarg,r" Assignments " FiltEFEl

3074

virfwie

Filters list @| |:|| @h x| p Shaow all filkers
jinj Name Cescripticn Type
2742 completed Site specific =
2744 id=3 Site specific
3032 test_ call ID Site specific
3023 test_T= Site specific B
3035 test App_Cont Site specific

Site soecific

Total records : 9

Figure 40 Survey properties - Filters tab

3. Press the Add filter button g located above the grid or right-click anywhere inside the grid and choose
Add filter from the shortcut menu. This will display the Filter properties dialog window.

j Add Filter -- Webpage Dialog

x|

| -3

Filter Properties

Name |

Description |

Criteria | AnD
B 5 varizbles |" Operation Value
B call fields
Interview fields
[Bg wvariables
(¥ Appointment fields
=1 Filkers

4

|2

| (a].4 || Cancel |

|§ Internet

£

Figure 41 The Filter dialog window (empty)
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4. To create a new filter you should specify the required parameters using the following fields in the dialog

window:
o Name - the filter name.

e Description — the filter description.

Criteria — this drop-down box allows the user to choose the appropriate Boolean operator that will be

[ ]
used to combine specified conditions (when more than one filter condition is defined).

5. Nextyou should specify the condition set that will be used as a filter. A filter can include as many con-
ditions as required. Any condition includes a variable name, a comparison operator, and a value to com-
pare against. First you should select a variable in the Variables pane (the left pane in the bottom of the
dialog window). These variables in fact are certain types of data contained in the interview data tables.
Usually these data types are presented as columns in these interview data tables. Variables (or data col-
umns) are presented in the form of a tree list with branches containing variable types. Clicking a plus
sign in front of a branch name unfolds a list of variables of a certain type.

9 Add Filter -- Webpage Dialog

Filter Properties

Name |test_Fi|ter
Description |E>carn|:||e filter |
Criteria | Ane =l
B 3 variables II Celumn Operation Value E
[ call fields
B Interview fields Ié‘ calle I{ |24 |
Hg varizbles Telepho|=  x|[z1z 555 5533 |
E () appointment fields () Time  [>  =l|2/4/2008 11:04143 || == |
@ Contact Name
@ Time
@ Expiration Time
=1 Filters
| [s114 | | Cancel |
|€h Internet &

Figure 42 The Filter dialog window containing filter parameters

Select a variable (you can select only one variable at a time) and press the arrow button located
between the panes to create a condition based on this variable (data column).

The selected variable (data column) name is then displayed in the “Column” column in the grid in the
right bottom pane. To complete a condition you should select the required operator from the drop-down
box in the Operation column and next specify the value (in the Value column) to compare the data
against.

If the value type assumes specifying the date and time, the field in the Value column contains a double
arrow button. Press this button to display the Date dialog.
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..a -- Webpage Dialog
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Figure 43 The Calendar control form

This dialog window contains the calendar with browsing controls and a clock with the spin controls. This
dialog allows the required date and time to be entered. By default the dialog window displays the current
system date (in the upper left field and the current system time (in the upper right spinbox).

Using the dialog box controls you can:

Choose a date in the calendar by clicking on it;

Browse through months by pressing the arrow buttons above the weekday names;

Select a month from the drop-down

list;

Select a year from the drop-down list;

Set the required time in the upper right spinbox by pressing the up or down arrows (click the Hours or
Minutes section in the spinbox to change, respectively, only hours, or only minutes when pressing up

and down arrows).

The selected date and time are displayed in the upper left and right fields. These values will be used as
the condition value when you press OK in the Date dialog window.

6. Repeatstep 5 to add another condition to the filter. You can add as many conditions, as itis required.

Newly added conditions are displayed in the listin the right frame in the order they were added.

7. Finally press OK to create a filter. The created filter will appear in the filter list

3.3.4.3 Viewing the filter properties, modifying a filter

The user can view the properties of any created filter. The same view operation also provides the user with the
possibility of modifying this filter's properties.

Filter properties are modified using the Same Filter properties dialog window, which was used to create the

filter.
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To modify the filter properties:
1. Right-click the row in the grid in the top right frame which contains details of the required survey, and
choose View from the shortcut menu, or press the View button j on the toolbar.
This will display the survey information in the bottom right frame of the browser window.

Change to the Filters tab to view the filter list.

Survey 'p3429350' information

General ” Summary " Assignments || Filters |
Filters list |E'] { il fﬁ? | x ¥ show all filters
0 Name Cescripticn Type
2742 completed Site specific =
2744 id=3 Site specific
3032 test_ call ID Site specific
3023 test_T= Site specific B
3035 test App_Cont Site specific
3074 wrfwe Site soecific ;I
Total records : 9

Figure 44 Survey properties - Filters tab

e
2. selectthe required filter in the list and press the Filter properties button - located above the grid, or
right-click the required filter and choose Filter properties from the shortcut menu. This will display the
Filter properties dialog window.
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Add Filter -- Webpage Dialog

Filter Properties

Name |test_Fi|ter |

Description |E>carr||:||e filter |
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@ Time
@ Expiration Time
= Filters
| Ok || Cancel |
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Figure 45 The Filter dialog window containing filter parameters

3. The process of filter parameters configuration is described in more detail in Creating a new filter on page
35. Refer to this description for instructions on modifying the filter properties.

3.3.4.4 Deleting a filter

Any created filter can be deleted from the system. You can only delete a filter when itis not currently used as a
configuration parameter with any other system object.

To delete a filter:
1. Right-click the row in the grid in the top right frame, which contains details of the required survey, and
choose View from the shortcut menu, or press the View button @ on the toolbar.
This will display the survey information in the bottom right frame of the browser window.

2. Change to the Filters tab to view the filter list.

3. Selectthe required filter in the list and press the Delete button X located above the grid, or right-click
the required filter and choose Remove filter from the shortcut menu.

4. The filter is removed from the filter list and from the system. Please be aware that a deleted filter cannot
be restored.

3.3.5 Call Management

You can explore the interview/call details pertaining to the selected survey.
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This vital part of the CATI Supervisor module lets you monitor and manage the interviewing process itself from a
single convenientinterface — you can observe and modify the interview/call state and change differentinter-
view/call properties.

To that end the CATI Supervisor module provides you with a number of dedicated dialog windows, which are
invoked either with the help of context menu commands or toolbar buttons.

@ NOTE Please keep in mind that an “interview” and a “call” are different things though they con-
stitute a single object in the CATI module. A short explanation is that an interview is not always a
call, but a call is always an interview. An “interview” becomes a “call” when its telephony prop-
erties pertaining to the technical side (telephony) are configured. In other words, when the set of
properties pertaining to the “call” is added to the basic “interview” properties, the “interview”
object becomes a “call”’, and when such property set is deleted, the “call” turns back into an “inter-
view”.

All operations with interviews/calls are started in the Call Management dialog window.
Using the Call Management dialog window you can:

e View the interview/call list using a number of viewing options;

e View the interview/call history;

e View and modify the interview/call properties

Most of these management procedures are performed with the use of the dedicated dialog windows.

3.3.5.1 Viewing the interview/call list
You are able to view the complete list of interviews and calls for the current survey.

The interview/call list is displayed in the Call Management window. The current survey name is shown in the top
left corner of the window toolbar.

_imix
3429350 - View state: [all ] £ Fileen [- x| =g N |
Interview Appointment
Interview ID Telephone Numb Respondent Name Timezone Extended Status Call Attempts Made Time of Last Call Contact Name Time  Expiration Time

Il 1 Fresh sample 0 =

Il z Fresh sample 0

Il 3 Fresh sample 0

Il 4 Fresh sample 0

r 5 Fresh sample o

Il & Fresh sample 0

Il 7 Fresh sample 0

Il 8 Fresh sample 0

- El Fresh sample 0 LI
Total records : 100 Selected : 0 ﬂ Page I—lﬁ of 5 B
|D0ne ’_’_’_’_’_’_|® Internet | H100% - g

Figure 46 The Call Management dialog window

By default the list displays only calls in the “Active” state (this option can be selected in the State drop-down box
above the list). Available options are described in the instruction given below.

The following controls are available for displaying data in the interview/call list:

Control ele- Name Function
ment
Drop-down list State Displays interviews/calls in the currently chosen state whilst hid-
ing the rest
£ Interview history Displays data including all the latest changes in the call list.
% Show time in respon-  Displays time considering the respondent time zone.
denttime zones

Drop-down list Filter Allows selection of an expression for filtering the displayed

interviews/calls
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= Add filter Allows creation of a new filter that will be available from the
Filter drop-down list.

nifu" Add variable Adds variable columns to the interview/call list.

IE‘I Refresh Updates the interview/call list.

P Clear selection Deselects all the selected interviews/calls in the list.

3 Add interview/call Allows adding of a new interview/call and configuring its prop-
erties

ﬂ Close window Closes the Call Management dialog window.

Also the total amount and the number of selected calls/interviews are displayed in the bottom bar.

To view the call list:

1. Right-click the row in the grid in the top right frame of the main CATI Supervisor window, which contains
details of the required survey, and choose Call management from the shortcut menu, or press the Call
1<
management button = on the toolbar.
This will display the Call Management dialog window.
,’:" Call Management - Windows Internet Explorer 1Ol x|
p3429350 - View State: IAII | £ Filker | x| W=y ER I T i < |
Interview Appointment
Interview ID Telephons Numb Respondent Name Timezone Extended Status Call Attempts Made Time of Last Call Contact Name Time Expiration Time
Il 1 Fresh sample 0 =
Il z Fresh sample 0
Il 3 Fresh sample 0
Il 4 Fresh sample 0
Il 5 Fresh sample 0
Il & Fresh sample 0
Il 7 Fresh sample 0
Il 8 Fresh sample 0
- El Fresh sample [u] LI
Total records : 100 Selected : 0 ﬂ Page I 1 ﬁ of 5 B
|D0ne ’_’_’_’_’_’_|® Internet | H100% - g

Figure 47 The Call Management dialog window

2. Thellistin this dialog window displays properties of the interviews/calls in the selected state.

There are three types of interview/call states, and an option to display all existing interviews for the cur-
rent survey. You can choose to display only Active, Scheduled, Not Scheduled, or All interviews/calls by
selecting the corresponding option in the State drop-down box at the top of the list.

The “All” option allows all interviews and calls that currently exist for the selected survey to be viewed.

The “Not Scheduled” option will list only interviews that are not scheduled anymore — these interviews
were once scheduled and became calls, but scheduling was canceled for some reason. Therefore these
are now only interviews, not calls.

Since scheduling a call means configuring telephony related options of an interview, you can see that
other options will show the list of calls that are currently in the chosen state — either “Active” (currently in
queue for delivery), or “Scheduled” (waiting to be queued for delivery to an interviewer at the specified
moment).

Property sets displayed in the grid depend on the chosen state. There are three basic predefined prop-
erty sets — Interview, Call, and Appointment.

Interview and Appointment property sets are displayed for interviews/calls in all states. The Call property
setis displayed only for calls in the Active and Scheduled states.

The following properties are displayed in the Interview set:
e Interview ID — this is the ID of the interview record in the queue.

e Telephone number — this is the telephone number of the respondent (if known).
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e Respondent name — this is the name of the respondent (if known).

e Time Zone — this is the timezone of the record.

e Extended Status — this is the Interview Extended Status value for the call.
e Aftempts made — this is the number of call attempts made.

e Time of last call — this is the time the record was last called.

The following properties are displayed in the Call set:

e Call ID - this is the Call ID which is used system wide.

e Call Priority — this is the priority value of a call where a value of 1 is the lowest priority and any value
higher than 1 can be used to give greater priority. Most call statuses have a default value of 1
assigned however appointments are an exception and have a default value of 1000 for high priority.
Note: A value of 0 indicates that the call has no priority and should not ever be called.

e Time to call - this is the time the call is due.

e Expiration Time — this is the time when the call expires.

e Shifttype — a shift type defined for this call by the corresponding scheduling script.
e Assigned To - this is the group/person the call is assigned to

The following properties are displayed in the Appointment set:

e Contact name - this is the respondent contact name (if known).

e Time-this is the time the appointmentis due.

e Expiration time — this is the time when the appointment expires.

3. Some operations can be performed for a number of interviews/calls selected in the Call Management
window.

You can select a number of interviews/calls by checking a box in the leftmost column in the appropriate
interview/call row. Multiple object selection is performed by checking boxes in front of the required object
names in the grid in the top right frame.

Alternatively you can click the required items keeping the Ctrl or Shift keys on the pressed to selecta
number of items.

You can deselect all of the selected interviews/calls at once by pressing the Clear Selection button <
on the toolbar.
To update the interview/call list you should press the Refresh button ﬂ on the toolbar.
The Refresh command helps keeping interview/call list in the current state — some interviews/calls can
be deleted and new ones may be added.
3.3.5.2 Viewing the interview history
Interview history is a list of calls that were ever scheduled for the current interview.
The list of these calls cannot be modified; it can only be refreshed manually when required.
To view the interview history:
1. Selectan interview in the table and choose History from the right click menu, or press the History button
€ on the toolbar.

This will display the Interview History dialog window.
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Figure 48 The Interview History dialog window

The information regarding the history of interviews is organized as a table, where each row holds data
regarding a single call.

2. Inthe table that appears the following data is displayed:
e Start Time — this is the start time of the call.
e End Time — this is the finish time of the call.
e Extended Status- this is the numeric Extended Status value for the call.

e Person — this is the name of the person who has changed the call state (either made a phone call as
the interviewer, or coded as the coder).

e Telephone Number — this is the respondent’s telephone number (if known).
e Respondent - this is the respondent’s name (if known).

e Time zone — this is the timezone of the call.

e Time zone ID — this is the timezone of the call

e Full Time — this is a time period between Start time and Finish time, which includes call initialization,
its processing in the engine module and saving the data.

e Gross Time-— this is the period of processing the call in the engine module.
o Net Time — this is the time of immediate interviewing.

e Idle Time — this is the time period between finish of the previous call and the start of the next sched-
uled call.

e Contact name — this is the respondent contact name (if known).

e Time to call — this is the time the call is due.
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e Time to expire — this is the time when the call expires.
3- You can update the call list to keep it current. To do this press the Refresh button .ﬂ above the list.

3.3.5.3 Working with filters in the Call Management dialog window

While working in the Call Management dialog window the supervisor is allowed to set filters to display inter-
views meeting certain criteria described using expressions.

The list of available filters includes both site and survey specific filters.

The supervisor can apply existing filters, create new filters, or delete the existing ones — refer to Creating and
modifying filters on page 33 for instructions on how to perform these operations.

3.3.5.3.1 Applying a filter in the Call Management dialog window

To apply an existing filter:

1. Choose the required filter using the Filters drop-down box. As soon as the filter is selected, the grid con-
taining the interview listis refreshed, and all interviews/calls not matching the applied filter condition.are
hidden.

2. To reset the filtering condition you have to choose the “No Filter” option in the Filter drop-down box (the
“~” sign).

3.3.5.3.2 Creating a new filter in the Call Management dialog window

To create afilter:

1. Press the Add Filter button = on the toolbar.
This will display the Add Filter dialog window.
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Figure 49 The Filter dialog window (empty)

2. Please refer to Creating a new filter on page 35 for detailed instructions on creating a new filter.

3.3.5.4 Displaying variable columns in the interview/call list

You can display extra columns in the interview/call list. These columns will show the particular variable values
for each interview/call in the list. This can be of help when you need to filter interviews/calls according to var-
iable values.

Variable columns are added with the help of the Select Variables dialog window.

To display variable columns in the interview/call list:

1. Press the Add Variable button |ﬁ'| on the toolbar.

This will display the Select Variables dialog window.
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Figure 50 Adding a variable column with the help of the Select Variables dialog window

2. The listin this dialog window shows variables used with the current survey.

3. Grid columns display the variable name and type. Use this information to select the required variables —
variables are selected when the appropriate box in the leftmost column is checked.

4. Press the Clear Selection button (e above the grid to deselect all of the selected variables at once.

5. Press the Refresh button @ above the grid to display the most recent variable list.

6. Press OK when you finish selecting variables. This will close the Select Variables dialog window and
refresh the interview/call list in the Call Management window. Columns displaying the selected variable
values are added to the interview/call list.

3.3.5.5 Modifying the interview/call properties
You can modify a number of interview/call properties when itis required. These properties include:
e Extended Status
e Scheduled time
e Call priority
e Shifttype
e Interview assignments

All of these properties are changed with the help of the dedicated dialog windows, which are displayed when
you choose the appropriate command from the context menu.

A context menu containing these commands is invoked by right-clicking the corresponding interview row in the
interview listin the top right frame. These context menu commands can also be executed for a number of inter-
views selected in the interview list.

Not all commands are available for all interviews/calls. Unavailable commands are greyed outin the context
menu. The set of available commands depends on the state the interview/call is currently in.
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Interviews/calls which are currently in the particular state can be filtered with the help of the State drop-down list
located above the grid. When the certain state is chosen, the grid refreshes and displays only interviews/calls in
the chosen state.

Some of the actions performed by executing such context menu commands (like Interview Assignments, or Shift
type change) are also available in other dialog windows.

All mentioned context menu commands allow for instant modification of the selected properties of the particular
interviews/calls.

3.3.5.5.1 Editing an interview/call

You can edit properties of any interview/call which is currently listed in the Call Management dialog window.

This operation allows modifying all of the interview/call properties to be modified with the help of a single dialog
window. You can also use other context menu commands to instantly modify separate interview/call properties,
please refer to the following topics — Changing a call priority on page 53, Changing the shift type for a call on
page 53, Assigning a person/group to a call on page 54, Moving an interview on the facing page.

To edit an interview:
1. Selectthe required interview in the list.
2. Right-click the selected interview row and choose Edit from the shortcut menu.

Choosing the command will display the Edit dialog window.

g Edit -- Webpage Dialog El
Call Priority | 4| InterviewID | z
Shift Type |lany valid] =]
Time to Call Time to Expire
[12/29/z008 [ 14:36:16 [§] [12/29/z008 [ 14:36:16 [§]
|7 Set to Now |7 Set to Never
| (a].4 | | Cancel |
|_ Inkernek | =

Figure 51 Editing interview properties using the Edit dialog window

®

Using this dialog window interface you can modify the following interview/call properties:
e call priority

e shifttype

e time to call

e time to expire

4. The priority of a call is modfifed with the help of the Call Priority spinbox — press the Up or Down arrows
on the spinbox to increase or decrease the value by one.

5. The Interview ID cannot be modified using this dialog window. This value is for reference only.

6. The Shift Type can be modified using the Shift Type drop-down list. Choose a value from those specifed
for the current survey.
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7. Time to Call indicates the starting moment (particular date and time) of the period when the call should
be delivered to the interviewer. ltis set with the help of the calendar form (invoked by pressing the arrow
button in the Date field) and the Time spinbox (to the right of the Date field).

The Set to Now checkbox below these fields allows overriding the date and time values and forcibly
specifying the call delivery time from the moment OK is pressed.

8. Time to Expire indicates the end (particular date and time) of the period when the call should be deliv-
ered to the interviewer. It is set with the help of the calendar form (invoked by pressing the arrow button
in the Date field) and the Time spinbox (to the right of the Date field).

The Set to Never checkbox below these fields allows overriding the date and time values and specifying
that the call should never be excluded from the delivery queue.

9. Press OK to confirm interview/call property changes. This action will close the Edit dialog window and
refresh the interview/call list in the Call Management dialog window.
3.3.5.5.2 Deleting an interview

You can delete any interview/call which is currently in the list. The action of deleting a call will remove the inter-
view from the Scheduled list and place it into the Not Scheduled list. The interview record and corresponding
data will not be physically deleted.

To delete an interview:

1. Select the required interview/call (or a group of interviews/calls) in the list by checking the required items
(or click the required items while holding down Ctrl or Shift keys on the keyboard to create a multiple
selection).

2. Right-click the selected interview row (or any row in the selected interview group), and choose Delete
selected only from the shortcut menu.

Alternatively you can choose Delete Entire List from the shortcut menu. This will execute the command
for the whole interview/call list.

The CATI Supervisor will ask you to confirm the Delete operation by displaying the appropriate message
box.

3. Press OK to delete the selected interviews/calls.

3.3.5.5.3 Moving an interview

You can modify an Extended Status of any interview. For example, this can be useful if you plan to repeat an
interview.

In the CATI Supervisor this is called moving an interview. You can manually assign an Extended Status of your
choice to the selected interview (or a group of interviews), and they will be “moved” into this status.

This operation can be performed for an interview in any state.

Please refer to Configuring the Extended Status Codes on page 116 for more information on Extended Sta-
tuses.

To move an interview:

1. Select the required interview (or a group of interviews) in the list by checking the required items (or click
the required items while holding down Ctrl or Shift keys on the keyboard to create a multiple selection).

2. Right-click the selected interview row (or any row in the selected interview group), and choose Move
Selected Only from the shortcut menu.

Alternatively you can choose Move Entire List from the shortcut menu. This will execute the command for
the whole interview list.

Choosing the command will display the Move... dialog window.
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Figure 52 Move Selected Interviews Only dialog window

To move an interview into another Extended Status you should select a new Extended Status from the
Extended Status drop-down list.

Press OK to confirm the change. This window will close, and the interview list in the Call Management
dialog window will be refreshed.

3.3.5.5.4 Moving and rescheduling an interview

You can modify an Extended Status of any interview and simultaneously run the scheduling script associated
with the current survey.

Note that this operation does not necessarily schedules the interview immediately — it only runs the appropriate
scheduling script.

If you try executing this command for an already scheduled call, it will be ignored.

This operation can be performed for an interview/call in any state, but the command becomes available only
when the grid listin the Call Management dialog window displays interviews/calls in all states (the “All” option is
selected in the State drop-down field).

1.

To move and reschedule an interview:

Select the required interview/call (or a group of interviews/calls) in the list by checking the required items
(or click the required items while holding down Ctrl or Shift keys on the keyboard to create a multiple
selection).

Right-click the selected interview row (or any row in the selected interview group), and choose Move
And Reschedule Selected Only from the shortcut menu.

Alternatively you can choose Move And Reschedule Entire List from the shortcut menu. This will execute
the command for the whole interview list.

Choosing the command will display the Move... dialog window.
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Figure 53 The Move and Reschedule Interviews dialog window

3. To move an interview into another Extended Status and reschedule it you should select a new Extended
Status from the Extended Status drop-down list.

4. Press OK to confirm the change. This window will close, Extended Status will be modified, and the appro-
priate scheduling script will be run. The interview list in the Call Management dialog window will be
refreshed.

3.3.5.5.5 Activating an interview

You have an option of instantly modifying scheduling parameters of an interview and, therefore, turning itinto a
call. To do this you have to “activate” the interview.

By executing the Activate command you can instantly schedule the call and assign a person/group to this call in
one step.

To activate an interview:

1. Selectthe required interview (or a group of interviews) in the list by checking the required items (or click
the required items while holding down Ctrl or Shift keys on the keyboard to create a multiple selection).

2. Right-click the selected interview row (or any row in the selected interview group), and choose Activate
selected only from the shortcut menu.

Alternatively you can choose Activate the entire list from the shortcut menu. This will execute the com-
mand for the whole interview list.

Choosing the command will display the appropriate Activate... dialog window.
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Figure 54 Activate the Interview dialog window

Using this dialog window you can modify the following interview/call properties:
e call priority

e shift type

e time to call

e interviewer/interviewer group assigned to this call

The priority of a call is modfifed with the help of the Call Priority spinbox — press the Up or Down arrows
on the spinbox to increase or decrease the value by one.

5. The Interview ID cannot be modified using this dialog window interface. This value is for reference only.

6. The Shift Type can be modified using the Shift Type drop-down list. Choose a value from those specifed

for the current survey.

Time to Call indicates the starting moment (particular date and time) of the period when the call should
be delivered to the interviewer. ltis set with the help of the calendar form (invoked by pressing the arrow
button in the Date field) and the Time spinbox (to the right of the Date field).

The Setto Now checkbox below these fields allows overriding the date and time values and forcibly start-
ing the call delivery the moment OK is pressed.

The last field contains the hierarchical tree representing the interviewer group structure.

You can select any combination of interviewers/interviewer groups in this tree. Use the Shift key to create
a multiple selection.
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9. Press OK to confirm interview/call property changes. This action will close the Activate... dialog window
and refresh the interview/call list in the Call Management dialog window.
3.3.5.5.6 Changing a call priority
You have an option of instantly changing any call priority.
This command can be executed only for the scheduled calls.
To change a call priority:

1. Choose Scheduled in the State drop-down list to display only scheduled calls in the Call Management
list.

2. Select the required call (or a group of calls) in the list by checking the required items (or click the
required items while holding down Ctrl or Shift keys on the keyboard to create a multiple selection).

3. Right-click the selected call row (or any row in the selected call group), and choose Change Priority to
selected only from the shortcut menu.

Alternatively you can choose Change Priority to Entire List from the shortcut menu. This will execute the
command for the whole call list.

Choosing the command will display the appropriate Change Priority ... dialog window.

.rg Change Priority to Selecte x|
Select new priority:
Call Priority I —
o134 Cancel
€D Internet |z

Figure 55 Change Priority of the Interview dialog window

4. To change a call priority you should select a new value using the Call Priority spinbox.
5. Press OK to confirm the change. This window will close, and the call priority will be modified. The inter-
view listin the Call Management dialog window will be refreshed.
3.3.5.5.7 Changing the shift type for a call
You have an option of instantly changing the shift type already assigned for a call.
This command can be executed only for the scheduled calls.
To change the shift type for a call:

1. Choose Scheduled in the State drop-down list to display only scheduled calls in the Call Management
list.

2. Select the required call (or a group of calls) in the list by checking the required items (or click the
required items while holding down Ctrl or Shift keys on the keyboard to create a multiple selection).

3. Right-click the selected call row (or any row in the selected call group), and choose Change Shift Type to
selected only from the shortcut menu.

Alternatively you can choose Change Shift Type to Entire List from the shortcut menu. This will execute
the command for the whole call list.

Choosing the command will display the appropriate Change Shift Type ... dialog window.
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Figure 56 Change Shift Type dialog window

4. To change a shift type for a call you should select a new value from the Shift Type drop-down list.
5. Press OK to confirm the change. This window will close, and the shift type will be modified. The inter-
view/call list in the Call Management dialog window will be refreshed.
3.3.5.5.8 Assigning a person/group to a call

You have an option of instantly assigning a person/group to a call. You can also change the assignment if it
already exists.

This command can be executed only for the active or scheduled calls.
To assign a person/group to a call:

1. Choose Scheduled or Active in the State drop-down list to display only scheduled or active calls in the
Call Management list.

2. Selectthe required call (or a group of calls) in the list by checking the required items (or click the
required items while holding down Ctrl or Shift keys on the keyboard to create a multiple selection).

3. Right-click the selected call row (or any row in the selected call group), and choose Assign to Selected
Only from the shortcut menu.

Alternatively you can choose Assign to Entire List from the shortcut menu. This will execute the com-
mand for the whole call list.

Choosing the command will display the appropriate Assign to... dialog window.
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Figure 57 Assign to a Call dialog window

4. To assign a new interviewer/interviewer group for an interview you should select a new value from the
Shift Type drop-down list.

5. Press OK to confirm the change. This window will close, and the assignment will be modified. The inter-
view/call list in the Call Management dialog window will be refreshed.
3.3.5.6 Recording and playing back the recorded interview

The CATI Supervisor module allows for live recording of the interviewing process. To this end the Interview
Recording option must be enabled at the time the survey options are configured in the Confirmit Authoring mod-
ule (please refer to the Confirmit Authoring manual for instructions on how to do it). This option can also be dis-
abled later using the same routine.

In case the Interview Recording option is enabled for the survey all the conversations that are held between the
interviewer and the respondent in the course of each interview will be recorded.

The recorded interview becomes available for playback shortly after itis finished. All interviews that have a
recording available for playback are marked appropriately in the listin the Call Management window - the cor-
responding cell for such interview turns yellow. The supervisor can review the available audio recording.

To play back the recorded interview:

Check if the device which is used for playback of audio recordings is properly attached to the computer and is
functional.

Right-click the required interview in the listin the Call Management window and choose Play Audio from the
context menu that appears. The playback starts.

The playback will stop after the audio track finishes.

Repeat the procedure to play back another interview, or repeat the playback of this interview.

3.3.6 Survey assignments

You, as the Supervisor, can assign users responsible for performing interviewing within a specific survey or
define certain surveys for specific users.

You can also de-assign surveys or persons using a similar routine.
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The CATI Supervisor provides the Survey Assignments dialog window to perform these operations. This dialog
window allows different combinations of surveys and persons/groups to be selected for making assignments
and de-assignments.

Once the assignment is made, it can be viewed for each survey in the bottom right frame with the help of the
View operation (see Viewing and modifying the survey assignments on page 32 for instructions). Please note
that this view mode also allows modifying person/group assignments, but for the current survey only. The same
is true for a de-assignment operation.

0 Note: There is no possibility of viewing the existing assignment details using the Survey Assign-
ments dialog window interface. Only the total number of assignments existing for each per-
son/group and each survey is shown. To that end we strongly recommend checking the existing
assignments using the Assignments tab in the bottom frame in the survey View mode (see Viewing
and modifying the survey assignments on page 32 for instructions) before you perform any Assign
or De-assign operation.

3.3.6.1 Making assignments in the Survey Assignments dialog window

To make assignments using the Survey Assignments dialog window:

1. Press the Survey Assignments button in the top right frame toolbar.

This will display the Survey Assignments dialog window.

_ioix
@Assign @ Deassign i Reset @ Refresh ﬂ Close|

Interviewers Interviewers/Surveys -
Filter ||| sApply | Reset | | == || Assign || Deassign || Reset || << | [ Apply | Reset |
& [ gl CATI Interviewers I Sort surveys by sroject 1D

- [EQ eati_m (0) - 73 ANl surveys

. [ B catia (0) - [ B3 pr (0001007) (1)

Done l_ l_ l_ l_ l_ l_ |@ Internet B0 -

Figure 58 The Survey Assignments dialog window

2. The dialog window contains three panes and the toolbar above them.

The panes include:
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¢ Interviewers — lists the existing interviewer groups and interviewers included into these groups in the
form of a hierarchical tree;

e Interviewers/Surveys — displays the list of either surveys or interviewers selected for assignment;
e Surveys — lists the existing surveys in the form of a hierarchical tree.

3. Both Interviewers and Surveys panes provide you with information on the amount of currently assigned
surveys/interviewers.

Interviewers and interviewer groups displayed in the tree in the left pane are accompanied with infor-
mation regarding the amount of surveys assigned to each of them. These numbers are shown in brack-
ets after each item name. A pop-up prompt containing the same information appears each time you
hover the mouse pointer over an item name in the list.

Surveys and survey groups displayed in the tree in the right pane are accompanied with information
regarding the amount of interviewers assigned to each of them. These numbers are shown in brackets
after each item name. A pop-up prompt containing the same information appears each time you hover
the mouse pointer over an item name in the list.

4. To view the most recent information on the amount of assignments for surveys and interviewers you

should press the Refresh button [Z] Refresh o, the Survey Assignments dialog window toolbar.

The Refresh operation helps keeping survey and interviewer lists in the current state — some surveys
and/or interviewers can become unavailable for assignments, and, therefore, they should disappear
from the list after the Refresh operation is performed.

5. The left (Interviewers) pane allows the required interviewers or groups of interviewers to be selected by
checking the corresponding boxes.

If the group is collapsed, you can unfold it by clicking the plus sign next to its name.

Bear in mind that selecting a group automatically selects all of the interviewers and groups included into
the selected group.

You can search for the particular interviewer(s) by name by entering a search string in the Filter field and
pressing the Apply button next to that field. This action will hide all the listitems which names do not
match the entered string. Press the Reset button beside the Apply button to clear the filter and reveal the
complete interviewer list.

6. The right (Surveys) pane allows the required surveys or groups of surveys to be selected. This pane
uses the same controls as the left (Interviewers) pane.

7. The middle (Interviewers/Surveys) pane is used to display items for which you start making assignments.
It displays the selected interviewers (groups of interviewers), or surveys (groups of surveys) after you
press the appropriate arrow button located at the top of this pane. First select the required interviewers or

surveys in the appropriate pane. Press the arrow button next to the left side of the pane == to
populate the middle pane with the list of interviewers selected for assigning surveys to them. Or press

the arrow button next to the right side of the pane | ==

surveys selected for assigning interviewers to them.

to populate the middle pane with the list of

8. In case you start assigning interviewer(s) to survey(s), you start with selecting interviewers in the left
pane, and when the selection is formed press the arrow button on the left side of the middle pane. The
middle pane is then refreshed, its name changes to Interviewers and the selected interviewer listis dis-
played in the middle pane.

To help you doublecheck or reconfigure the selection the CATI Supervisor requires that you put ticks in
front of items in the middle pane list.

Next turn to the opposite (Surveys) pane, and select the required surveys in that pane in the same
manner you already used for the list displayed in the Interviewers (left) pane.

You can clear the selection completely and remove all items from the listin the middle pane. This can
only be done before you perform the Assign operation itself. Press the Reset button in the top part of the

middle pane, or press the Reset button =& 252t 5t the top of the Survey Assignments dialog window

to do that. When the reset operation is performed, the middle pane refreshes and all selections are
removed from this pane. You should create new selections to make assignments.
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10.

11.

To assign the selected interviewer(s) to selected survey(s) press the Assign button in the top part of the

middle pane, or press the Assign button (D assign at the top of the Survey Assignments dialog window
to do that.

If the Assign operation is performed successfully, the dialog box informing you of the operation com-
pletion is displayed. Pressing OK in this dialog box closes it, and simultaneously clears the middle pane.

If assigning survey(s) to interviewer(s), you should first select survey(s) in the right pane, then when the
selection is formed press the arrow button on the right side of the middle pane. The name of the middle
pane changes to Surveys and the selected survey listis displayed in the middle pane.

Other actions are performed similar to those described in step 6 above. The only difference is that you
start with selecting surveys, and the middle pane in this case displays the list of selected surveys.

There is an alternative way of quickly assigning persons/groups to surveys and vice versa. This pro-
cedure is fast, and it requires no confirmation.

To quickly assign an item (a group of items) to another item (a group of items) you must select the
required persons/groups and surveys in both panes.

Next you should simply drag the selected items from one pane to another (the direction has no impor-
tance), point the cursor on any of the selected items in the opposite pane and drop the selection there.

The CATI Supervisor module will create the assignmentinstantly in this case.

After the assignments are made we would recommend changing to the main CATI Supervisor window
and checking the assignments for each survey by opening itin the View mode (see Viewing and mod-
ifying the survey assignments on page 32 for instructions).

3.3.6.2 Performing De-assign operation in the Survey Assignments dialog window

To make sure you perform De-assign operation precisely for the required persons or surveys we strongly rec-
ommend checking the assignments for each survey by opening itin the View mode (see Viewing and modifying
the survey assignments on page 32 for instructions).

Procedures for performing De-assign operation are very similar to those performed for the Assign operation.

1.

To perform De-assign operation in the Survey Assignments dialog window:

Press the Survey Assignments button E in the top right frame toolbar.

This will display the Survey Assignments dialog window.
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_ioix
@Assign @ Deassign i Reset @ Refresh E Close|

Interviewsrs/Surveys Surveys

Interviewars

i || Assign || Deassign || Reset || == |Fi|ter | Apply I Reseat |

Filter | Apply I Reset ||

I- Sort surveys by project 1D

=0 |- h.'?_i CATI Interviewsrs —
H = I_ l'1| Y All Surveys

Il hi cati_m (0] -
.. [ Eg cati_a (0) - [ pre (20001007) (1)
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Figure 59 The Survey Assignments dialog window

2. De-assign operation is performed in a similar way to the Assign operation.
It requires selection of either persons or surveys for which you will perform it.
Next, depending on what was you first selection, you should select surveys or persons to de-assign.

All these actions are described in details in Making assignments in the Survey Assignments dialog win-
dow on page 56 section.

3. Please follow the procedure described in Making assignments in the Survey Assignments dialog win-
dow on page 56 section step by step to make the required selections.

After the selections are made press the De-assign button in the top part of the middle pane, or press the

De-assign button () peassign atthe top of the Survey Assignments dialog window to execute the De-
assign operation.

If the De-assign operation is performed successfully, the dialog box informing you of the operation com-
pletion is displayed. Pressing OK in this dialog box closes it and simultaneously clears the middle pane.

4. After the operation is completed, we recommend checking the results for each survey by opening itin the
View mode (see Viewing and modifying the survey assignments on page 32 for instructions).
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4 Scheduling Scripts
4.1 What is a Scheduling Script

A Scheduling Scriptis made up of a number of rules which are applied to the finished call. This scriptis typically
used to reschedule the finished call according to this set of rules.

A scheduling script can consist of:
¢ Shift types - types of shifts used in the scheduling scripts
e Shifts — describes interviewing hours during a week
e Rules — itdescribes subrules that trigger recalls
e Subrules — describes actions which should be performed for a specific subrule
e Actions - actions which should be performed for a call
e Time Zones — set of timezones which are used in the scheduling script

e Custom script (optional) — custom script can be used to perform specific actions not available via the
GUl interface

Scheduling scripts can be saved to the database and stored as XML descriptions. Saved scripts can be edited
or deleted at any time later. Also the user can export and import Scheduling script descriptions in XML format.

4.2 Working with Scheduling Scripts

To perform operations with Scheduling Scripts the user should navigate to the Scheduling object type with the
help of the Navigation Menu displayed in the CATI Supervisor module left frame.

All operations can be performed on the particular object, which exists in the list of the Scheduling Scripts. The
list of the Scheduling Scripts is displayed in the top right frame.
4.2.1 Displaying the list of the Scheduling Scripts
To display the list of the Scheduling Scripts:
1. Click the Scheduling button in the vertical Navigation menu (which is displayed in the left frame)
2. Inthe list that unfolds below:
e Either doubleclick the Scheduling Scripts item, or
¢ Right-click the Scheduling Scripts item and choose List from the context menu that appears.

This will display the list of the Scheduling scripts currently stored in the database in the top right frame.

CATI Supervisor . Confirmit. L.J

Surveys
Resources
Interviewers

Scheduling

__.’5‘. Scheduling Scripts

Reports

Activity views

Scheduling Scripts

Name Created
I_ All hours 12/3/2008 5:42:122.677 PM
I_ Test_1 12/4/2008 B8:145:31.997 AM

[ Copyof Test_1

Total records : 3 Selected : 0

Figure 60 The Scheduling Script list

3. All operations are performed on objects you selectin this list.
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4.2.2 Browsing the scheduling script list

The left part of the bottom bar in the top right frame displays information on the amount of records — the total and
the number of currently selected records. The right part of this bottom bar contains the grid browsing controls
and also displays the number of the currently viewed grid page.

The user can browse the grid pages (if objects are presented on a number of pages) by switching to the next/pre-
vious page, jumping to the first/last page, or jumping to a particular page by typing its number in the Page
Number field and pressing Enter on the keyboard.
4.2.3 Creating a new Scheduling Script
To create a new Scheduling Script:
1. A new Scheduling Script creation procedure can be started in either of three ways:

e by right-clicking the Scheduling Script object item in the Navigation menu (the Scheduling item), and
choosing New Script from the context menu;

e by right-clicking any row in the Scheduling Script list (in the top right frame), and choosing New Script
from the context menu;
® by pressing the New button B in the title bar of the object list grid (in the top right frame).

2. Any ofthe above listed actions brings up the New Script dialog window, which you will use to specify
parameters of the scheduling script you create.

9 MNew Script -- Webpage Dialog 5[

New Script

General | Script |

Name |

Created

Medified

| a4 || Cancel |

@ Internet |§ =

Figure 61 The General tab of the New Script dialog

You can specify the script name in the Name field in the General tab.

3. The Script tab allows writing the script code (or pasting it in the text format).
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2 New Script -- Webpage Dialog

New Script

General | Script

| a4 || Cancel |

|_ Internet |% =

Figure 62 The Script tab of the New Script dialog

This tab also allows parsing the script to check it for correctness. Press the Parse button to do this.
4. Press OK to add a new script to the scheduling script list.

4.2.4 Modifying properties of an existing Scheduling script
To modify properties of an existing Scheduling Script:

You can view and modify properties of any of the scripts displayed in the listin the top right frame. You
can either right-click the script and choose Script properties from the shortcut menu, or select the

required scriptin the grid and press the Script properties button @ on the toolbar.

This will display the selected script properties in the bottom right frame.

'"All hours’ Properties

General I Script

Mame |A|I hours
Created 12/1/2008 2:22:32 PM
Madified 1/28/200% 11:45:07 PM

Figure 63 Script properties - right bottom frame

The General tab displays the current script parameters. You can modify the script name in the Name field.
2. Use the Script tab to edit the script code.
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'"&ll hours’ Properties

General | Script

Parze
=DotMetScript= -
«<Sourcefiles=
<SourceFile Name="initizlize.jz" Language="15cript.Met"=
<I[CDATA[// 15cript source code
import System: ;I
ok,

Figure 64 Script properties - the Script tab

This tab also allows parsing the script to check it for correctness. Press the Parse button to do this.

3. Press OK to save changes.

4.2.5 Viewing the existing Scheduling script settings
To view the existing Scheduling script settings:

1. The user can view and modify settings of any of the scripts displayed in the listin the top right frame. The
user can either right-click the script and choose View from the shortcut menu, or select the required script

in the grid and press the View button L% on the toolbar.

This will display the selected script settings in the bottom right frame.

Rules | Shifts | Shift Types | Custom Script

Script "All hours' Search... [ ] I"%"‘ "lll.l :&x | é_} (; | gl | (S L] H
Rules Description
=] Rule1
SubRules Extended Status Code Extended Status Name Shift Type ID Shift Type Description
:l 1.1 1 Appointment i} Any
= 1.2 2 Busy 0 Any
£ 1.2 3 No reply 0 Any
=+ 1.4 21 Transfer to CATI 0 Any

Figure 65 Viewing the script settings in the bottom right frame

2. The bottom right frame uses tabbed interface to display the scheduling script settings. There are four
tabs that you can use to view and modify the script settings:

e Rules - this tab is used for specifying rules to be applied to the call;
e Shifts — this tab is used for specifying shifts during which the script should be active;

e Shifttypes — this tab is used for specifying shift types (shift types are required for correct specification
of the shifts);

e Custom script — allows entering any custom code you wish to use with the script (this code is intended
for execution when the “Run specified script” action is defined for a subrule). Refer to Writing the cus-
tom scheduling script code on page 72 for details.
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3. The toolbarin the frame title bar contains the selected scheduling script name and a set of controls dif-
ferent for each tab.

Please refer to Modifying the existing Scheduling script settings below for the detailed description of the
script modification procedure. This chapter describes actions required to correctly modify script settings
in each tab, and the order in which these actions should be performed.

4.2.6 Modifying the existing Scheduling script settings

The scheduling script settings include specifications of the time period (or “shift” in Confirmit terms), the system
event, and the interview state which precisely point at the moments when this script should be run.

Shifts describe the particular recurring time periods during which the script can be run. The shift start is indicated
by the day of the week and the time within that day, and the shift end is also indicated by the day of the week
and the time within that day. The whole set of shifts you specify for a week is then repeated each week during
one year (the default parameter used by the CATI Supervisor module).

To help you fine tune the specified schedule the CATI Supervisor module allows specifying exclusions, which
are one-time periods, during which the script should not be active. This helps to exclude holidays, or certain
time and date ranges from the specified schedule. Exclusions never recur — exclusion start time is specified by
the particular date and the time within that date, and its end time is also specified by the particular date and the
time within that date.

For example, you have scheduled the script to run each Monday and Wednesday starting from 09:00, and end-
ing at 18:00. This means it can be run each Monday and Wednesday during one year (counting from the first
day it was run) from 09:00 to 18:00. But the next state holiday will happen on Monday. The system is not sup-
posed to function that day, and you should exclude this particular date from the schedule. You can specify the
date, and then the start and end time within that date. The system will not run the script during the specified
exclusion time.

Both shifts and exclusions are specified only for particular time zones. You cannot assign one and the same

shift or exclusion to different time zones. Please see Configuring the Master Timezone list on page 120 and Con-
figuring the Active Timezone list on page 122 for more details on time zones. Shift overlap for a single time zone
is prohibited.

All shifts are grouped according to the user’s preferences. Such groups are called “Shift Types”. Shift types are
used to logically separate shifts — they can be grouped by the time of day, or by any other logical attribute — this
facilitates the scheduling rules creation.

The other important scheduling script parameter is a set of rules, which describe the interview states that trigger
the script. Rules consist of subrules and actions which are used to instruct the system what to do with a call
when a call (an interview) is finished. These instructions are normally used to set a new recall time so that a call
could reach a respondent.

A subrule defines a condition and a set of actions which will be executed if these condition criteria are satisfied.
An action is a single instruction to the system to execute a single action for a call.

Any scheduling script configuration procedure must start with shift type specification. After all the required shift
types and shifts belonging to that type are specified, you can proceed with adding rules (since all the rules are
specified for particular shifts only).

The configured scheduling script can be discarded, or saved. It can also be saved and launched simul-
taneously. A saved scriptis stored in the Confirmit database and can be accessed for editing or launching at
any time later. A launched scriptis instantly scheduled for execution according to the specified rules.

Please refer to the following sections for descriptions of script configuration procedures related to the appro-
priate tabs.
4.2.6.1 Specifying the shift (exclusion) type

Please note that you should create new or check the existing shift types first, before you start adding new or edit-
ing the existing shifts and/or scheduling script rules.

To specify the shift (exclusion) type:

1. With the scheduling script opened in the View mode (see Viewing the existing Scheduling script settings
on previous page for details), choose the Shift Types tab in the bottom right frame. This will display the
list of existing shift and exclusion types.
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Rules | Shifts | Shift Types | Customn Script

Scrpt ' All hours"

BOA* DE

ID Shift Type Name Color Name Color
i Mearning BurlyWood
2 Ewvening Crimson

1]

3 Weekend ForestGreen _

Figure 66 Creating shift and exclusion types using the ShiftTypes tab

2. Using this tab’s interface you can create new, edit and delete existing shift and exclusion types. All

actions are available both through the use of the buttons located on the toolbar above the list, or through
commands contained in the context menu, which appears when you right-click any listed item.

Actions are applied only to the item currently selected in the list, or to the item that you right-click upon.

To create a new shift type you should press the New Shift button ! _ onthe toolbar, and to create a new
exclusion type you should press the New Exclusion button ﬂ] on the toolbar.

Choosing the New command from the context menu invoked by clicking the shift type item creates a new
shift type, and choosing the New command from the context menu invoked by clicking the exclusion type
item creates a new exclusion type.

The New command displays the dialog box as shown in the picture below.

Tupe Marme:

Tupe Calor: ITransparent ;I

(1.4 Cancel

Figure 67 Adding a new shift (exclusion) type

Enter the shift (exclusion) type name in the Name field, then select the color in the Color field. Press OK
to create the shift (exclusion). The listin the frame refreshes, and the new shift (exclusion) type appears
in this list.

The color you have selected will be used to display the shift (exclusion) of this type in the diagram on the
Shifts tab.

If you wish to edit any of the listed items you should selectitin the list and press the Edit button on the
toolbar, or right-click the item and choose Edit from the context menu that appears.

This will bring up the dialog you have used to create thatitem. The dialog box fields will contain the cur-
rent settings. Edit them as required and press OK to confirm the changes.

5. You can proceed with specifying shifts using the Shifts tab then.
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4.2.6.2 Specifying shifts and exclusions for use with the scheduling script

Please note that you can specify shifts and exclusions only of the existing type. To add more shift (exclusion)
types please refer to Specifying the shift (exclusion) type on page 64.

To specify a shift or exclusion:

1. With the scheduling script opened in the View mode (see Viewing the existing Scheduling script settings
on page 63 for details), choose the Shifts tab in the bottom right frame. This will display the list of existing

shifts.

Rules || Shifts | shift Types | Custom Script
script’Alex's Schedule’ Display: IBoth VI Current Timezone: |Respondent timezone =1 Add.. [ P % ﬁ | 30 &
D Shift Typa Shift Status Start Day Start Tima Finish Day Finish Tima
1 Morning Default Monday 08:00 Manday 11:55 -
2 Afternocon Default Monday 12:00 Monday 17:5%
3 Evening Default Monday 18:00 Monday 20:55
4 Night Default Monday 21:00 Monday 23:00
3 Morning Default Tuesday 08:00 Tuesday 11:39
[ Afternoon Default Tuesday 12:00 Tuesday 17:59
2 Evening Default Tuesday 18:00 Tuesday 20:59
7 Hight Default Tuesday 21:00 Tuesday 23:00
S Marning Default Wednesday 08:00 Wednesday 11:58
10  Afterncon Default Wednesday 12:00 Wednesday 17:539
11 Evening Default Wednesday 18:00 Wednesday 20:59
12 Hight Default Wedneszday 21:00 Wednesdzay 23:00 =l
-
shift default shift overridden exclusion default exclusion overridden
4 r
Monday, February 02 Tuesday, February 03 |Wednesday, February 0f Thursday. February 05 Friday. February 06 Saturday, February 07 Sunday. February 08
e B
5:00
10:00
11:00
1?33 Shift :2 Shift 16 Shift 110 Shift 114 Shift 118 Shift 132 Shift 136
13:
14:00
15:00
16:00
17:00
12’33 Shift :3 Shift :8 Shift 111 Shift 115 Shift 119 Shift :23 Shift :27
19:
20:00
oo ke kg wkaz 0 [ fkas 0 fhkiao [ feRas [k ]~

Figure 68 Specifying shifts and exclusions using the Shifts tab

2. The Shifts tab displays the existing shift and/or exclusion list. This depends on what mode you select
using the Display drop-down box located in the frame title bar: “Shift” mode will display only shifts, “Exclu-
sion” will display only exclusions, and “Both” mode will display shifts and exclusions simultaneously.

The diagram below the list presents listed items visually — it uses colors assigned to the appropriate shift
types and also highlights the current date and the default and overridden shifts and exclusions (as
shown in the legend presented right above the diagram).

3. Using this tab’s interface you can create new, edit and delete existing shifts and exclusions. All actions
are available both through the use of the buttons located on the toolbar above the list, or through com-
mands contained in the context menu, which appears when you right-click any listed item.

Actions are applied only to the item currently selected in the list, or to the item that you right-click upon.

Choosing the New command from the context menu invoked by clicking the shift item creates a new shift,
and choosing the New command from the context menu invoked by clicking the exclusion item creates a
new exclusion.

You can also export the defined shift or exclusion description.

4. To start adding a shift or exclusion you should first select a time zone to which this shift will be added.
From the Current time zone drop-down list select the time zone you wish to add the new shift (exclusion)
to. If the time zone you need is not on the list, you should add it by pressing the Add button (to the right of
the Current time zone drop-down box), and choosing one from the displayed list.
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Available time zones:

[(EMT) Greenwich Mean Time : Dublin, Edinburgh, L
(GMT=+01:00) Amsterdam, Berlin, Bern, Rome, Sto
(GMT+0Z2:00) Moscow, St. Petersburg, Volgograd
(GMT+03:00) Nairobi

[(GMT=+04:00) Baku, Thilisi, Yerevan

Add

Figure 69 Adding a time zone

If the required time zone is absent in this list, you should probably make it active, so that it could appear
in the time zone list. For more information on making the time zone active refer to Activating the selected
Master Timezone on page 121.

You can set the current time zone as the default time zone. It will then be used as default each time you
add a new shift or exclusion. To do so you should choose the required time zone in the Currenttime

zone drop-down box and then press the Set Default button § on the toolbar.

5. Nextyou can add a new shift or exclusion. This operation is almost similar for both. The only thing is that
you can create a new Shift only in the “Shifts” display mode, and a new exclusion only in the “Exclu-
sions” display mode (selected using the Display drop-down box).

The New command displays the dialog box as shown in the picture below.

Shift type: I ll
Start Day Monday LI Tirme
Fimizh Cray Manday ;I Tirne

(=],4 Cancel

Figure 70 Adding a new shift

Shift type: I ll

Start Day 12082008 « Tirme
Fimish Day 12082008 Time

(a4 Cancel

Figure 71 Adding a new exclusion

Choose the shift (exclusion) type in the Shift type field. For a shift select the start day of the week and
enter the start time (in HH:MM format), then select the end day of the week and enter the end time. For an
exclusion select the start date (pressing the down arrow in the field that displays the calendar control)
and the start time (in HH:MM format), then enter the end date and the end time.

Remember that shifts are always recurring, while exclusions are one time events.

Press OK to create the shift (exclusion). The listin the frame refreshes, and the new shift (exclusion)
appears in this list.

The item ID (displayed in the first grid column) is a unique number — itis generated by the system and
cannot be edited.
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6.

7.

If you wish to edit any of the listed items you should select it in the list and press the Edit button on the
toolbar or right-click the item and choose Edit from the context menu that appears. Again, shift editing
operation is available only in the the “Shifts” display mode, and exclusion editing — only in the “Exclu-
sions” display mode (selected using the Display drop-down box).

This will bring up the dialog you have used to create thatitem. Dialog box fields will contain the current
settings. Edit them as required and press OK to confirm the changes.

You can proceed with specifying scheduling rules using the Rules tab then.

4.2.6.3 Specifying scheduling script rules

A scheduling script can use any number of rules. A scheduling rule consists of subrules and actions.

A rule itselfis in fact a container. To correctly define a rule you should specify at least one subrule for this rule
(which tells what interview state during which shift will trigger the script), and one action for this subrule (which
tells what kind of action and how should be executed when the subrule is satisfied). Any number of subrules is
allowed for a rule, and any number of actions is allowed for a subrule.

To specify a scheduling script rule:

1. With the scheduling script opened in the View mode (see Viewing the existing Scheduling script settings
on page 63 for details), choose the Rules tab in the bottom right frame. This will display the list of existing
scheduling rules.

Rules | shifts || Shift Types | Custom Script
Script'Alex's Schedule! search... | [ P2y G | | 0 v (3 (@
Rules Description
=l Rule1
SubRules Filter Extended Status Code Extended Status Name Shift Type ID Shift Type Description
El 11 1 Appointment 0 Any
Filter Action Parameter
Fulfill the specified appointment 5
Set new Call Priority 1000
Assign user/group -1
= 1.2 2 Busy ] Any
Filter Action Parameter
Recall after number of minutes 15
=l 3 No reply ] Any
= | 21 Transfer to CATI ] Any
Filter Action Parameter
Set time to NOW 1
Figure 72 Viewing the scheduling rule list for the selected scheduling script
Scheduling rules are presented in the listin the hierarchical form — the Subrules in this list are presented
as branches of the appropriate rules, and actions — as branches of the appropriate subrules.
Normally the subrules and actions are executed in the order they are listed — higher items are executed
first.
By default all listed items are collapsed — you can expand any item by clicking the plus sign in front of its
name. Alternatively you can expand or collapse all items at once by pressing the Expand All “) orcCol-
lapse All ™ buttons on the toolbar.
2. Using this tab you can create new, edit and delete existing rules, subrules and actions. All these oper-

ations are available both through the use of the buttons located on the toolbar above the list, or through
commands contained in the context menu, which appears when you right-click any listed item.

You can copy and then paste selected rules, subrules and actions. Copied items can be pasted only into
the same scheduling script. All items are copied alone, without subitems (e.g. rules are copied without
subrules, subrules without actions).

You can move subrules up or down the list within the limits of one rule, and you can move actions up or
down the list within the limits of one subrule.
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Operations are applied only to the item currently selected in the list, or to the item that you right-click
upon.

To create a new rule you should select a rule in the list and press the New button ! " on toolbar, or
right-click the selected rule and choose New from the context menu. The new rule is inserted in the list
below the selected one.

To create a new subrule you should select a subrule in the listand press the New button ! ] on toolbar,
or right-click the required rule and choose New Subrule from the context menu.

To create a new action you should select an action in the list and press the New button ! " on toolbar,
or right-click the required subrule and choose New Action from the context menu.

You can also export the defined scheduling rule description (along with all subrules and actions spec-
ified for this rule).

3. The New command for a rule displays the dialog box as shown in the picture below.
Rule 2.
Cescription
(o] 4 Cancel
Figure 73 Adding a new scheduling rule
Enter the rule description in the Description field.
Press OK to create the rule. The listin the frame refreshes, and the new rule appears in this list.
The rule number (displayed in the first grid column) is a unique number — it is generated by the system
and cannot be edited. Normally it shows the execution order of the rule.
4. The New command for a subrule displays the dialog box as shown in the picture below.
Rules | Shifts || Shift Types | Custom Seript
Script ' Alex’s Schedule’ search... | [IFHEY @ X 6 & 9 o0 H
Rules Description
=] Rule1
SubRules Filter Extended Status Code Extended Status Name  Shift Type ID shift Type Description
Al 11 1 Appointment o Any
2l 1.2 2 Busy o Any
#l 1.3 3 No reply o Any
=l 1.4 21 Transfer to CATI ] Any

1.5

Filter enabled |
Filtar

Extended Status I(D] Any LI
=l

Shift Type [ Any

Desctiption

(=13 Cancel

Figure 74 Adding a new subrule
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Enter the filter expression in the Filter field (in case you need to apply this subrule only to the interviews
matching this filter). Check the Filter enabled box above to enable the filter. Otherwise leave it clear.
Select the interview extended status in the Extended Status drop-down box (this subrule will trigger the
script when an interview is assigned this state). Select the shift type in the Shift type drop-down box (this
subrule will trigger the script only during this shift). Then enter the subrule description in the free form
into the Description field.

Press OK to create the subrule. The listin the frame refreshes, and the new subrule appears in this list as
a branch of the selected rule.

The subrule ID (displayed in the first grid column) is a unique number — it is generated by the system and
cannot be edited. Normally it shows the execution order of the subrule.

5. The New command for an action displays the dialog box as shown in the picture below.

Rules | shifts | Shift Types | Custem Script

Script "All hours' Search... L3 I"%;-._:j JE)( | e’_} (j‘ Ca Il WHIE |] IIEIl
Rules Description
=] Rule1
SubRules Filter ITS Code ITS Name Shift Type ID Shift Type Description
11 2 Busy o Any
Filter Action Parameter
Action enabled ¥ Filter enabled [
SubFilter
Action IRecaII on the specific shift LI

Enter the Shift ID

Pararmeter

QK Cancel

Figure 75 Adding a new action

The Action enabled box is checked by default. Clear it to disable this action. Enter the filter expression in
the SubFilter field (this subfilter expression is added to the subrule filter expression, and the action sub-
filter is applied after the subrule filter). Check the Filter enabled box above to enable the subfilter. Other-
wise leave it clear. Select the action type in the Action drop-down box (this specifies what action is
performed). The Parameter field below the Action drop-down box allows entering the parameter value in
case this is required by the selected action type. A prompt appearing between these fields is context sen-
sitive — it will tell you the meaning of the parameter, the required format and the correct parameter limits
(if such is assumed).

Please refer to Appendix A for the complete action parameter description list.
Press OK to create the action. The listin the frame refreshes, and the new action appears in this listas a
branch of the selected subrule.
4.2.6.4 Copying and pasting scheduling rule items
To copy and paste scheduling rule items:
1. With the scheduling script opened in the View mode (see Viewing the existing Scheduling script settings

on page 63 for details), choose the Rules tab in the bottom right frame.

Select a rule, subrule, or action and press the Copy button 2=l in the bottom right frame toolbar. The item
is copied without the siblings.
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3. Selectarow in the grid below where you would like to paste the copied item. Note that the copied item
will still be inserted on the appropriate hierarchy level — a rule on a rule level, a subrule — on a subrule
level and so on.

4. Press the Paste button b in the bottom right frame toolbar. The item is pasted below the selected the

row (taking into account the script hierarchical structure).

4.2.6.5 Exporting the scheduling rule definition
You can export the selected scheduling rule definition as a description in the XML format.

To select a rule you can choose in the list any subrule or action belonging to that rule. Whatever item you

choose, the exported definition will include descriptions of all the subrules and actions belonging to the selected
scheduling rule.

To export the scheduling rule definition:
1. With the scheduling script opened in the View mode (see Viewing the existing Scheduling script settings

on page 63 for details), choose the Rules tab in the bottom right frame.

Selecta rule, subrule, or action and press the Export button " in the bottom right frame toolbar. This

will display the standard browser dialog box prompting you to choose what to do with the saved XML
data.

Press the Save button. This will display the standard Windows Save As dialog box. Enter the file name
and and path to save the file in XML format, and press the Save button. The scheduling rule definition is
then saved to a file in XML format.

4.2.6.6 Changing the order in which rules, subrules, and actions are executed

Normally rules, subrules, and actions are executed in the order they are listed — items standing higher in the list
are executed first.

You can change the execution order by moving any rule, subrule, or action higher or lower in the list. Note that a
subrule can be moved only within the limits of the rule it belongs to. The same is true for an action — it can be
moved only within the limits of a subrule.

To change the rules, subrules, and actions execution order:

1. With the scheduling script opened in the View mode (see Viewing the existing Scheduling script settings
on page 63 for details), choose the Rules tab in the bottom right frame.

r
Select a rule, subrule, or action and press the Move Up —P or Move Down & button

3. The CATI Supervisor module asks you to confirm the requested action by displaying a dialog box.

Windows Internet Explore x|

9

“"r} Do o really wank to maove row up?

(0] 4 I Cancel |

Figure 76 Confirmation dialog for Move operation

Press OK to move an item in the chosen direction.
4. The bottom right frame refreshes, and items in the list are displayed in the changed order.

5. You should repeat this operation to move an item several rows higher or lower.

4.2.6.7 Searching for a particular rule, subrule, or action in the scheduling rules list

You can search the scheduling rule list to find a rule, subrule, or action with an attribute value matching spec-
ified condition.
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To search the scheduling rule list:

1. With the scheduling script opened in the View mode (see Viewing the existing Scheduling script settings
on page 63 for details), choose the Rules tab in the bottom right frame.

2. Press the Search button in the bottom right frame title bar. This will display the following dialog box.

Search type: I Any ;I
Search text:

Find next

Figure 77 Searching the scheduling rule list

3. Inthe Search type drop-down box select an attribute to search. Enter the search string in the Search text
field — wildcards are supported.

Press the Find next button. The first item with the selected attribute value matching the search condition
will be highlighted in the list.

Press the Find next button again to highlight another match.

4. Click the frame title bar to close this dialog box.

4.2.6.8 Writing the custom scheduling script code

In case you wish the scheduling script to perform operations which cannot be configured using the regular CATI
Supervisor functions available through the user interface, you can write the script code manually. This requires
thorough knowledge of the JavaScript. NET language.

The script code you enter using this tab is executed only when the “Run specified script” action is enabled (see
Specifying scheduling script rules on page 68).

To create a custom scheduling script manually:

1. With the scheduling script opened in the View mode (see Viewing the existing Scheduling script settings
on page 63 for details), choose the Custom Script tab in the bottom right frame.

Rules || Shifts || Shift Types || Custom Script

Script 'All hours' o | LD H

Figure 78 Adding a custom script

This tab contains a single text field, which you will use to enter the script code of your own.

2. Enter the script code (JavaScript.NET language is used) in the text field. You can also paste the clip-
board contents into this field. Press the Parse button in the bottom right frame toolbar to check the code
for correctness.
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4.2.6.9 Saving a scheduling script
The Save operation stores all the parameters of the scheduling scripts in Confirmit database.

The CATI Supervisor prompts you to save the scheduling script each time you modify any of its parameters
using any tab in the bottom right frame — the Save button in the bottom right frame toolbar starts flashing when
you do that. Itis a good idea to save the script periodically while you edit it because all unsaved changes are
lostin case a power failure or other problem occurs.

The Save operation does not enable the script (does not “launch” it — see Launching a scheduling script below
for details). It only stores the script — as a draft, so to say. You may edit this script later on, or delete it, or use as a
template for creating other scheduling scripts.

To save a scheduling script:

1. Open the scheduling scriptin the View mode (see Viewing the existing Scheduling script settings on
page 63 for details), and choose any tab in the bottom right frame.

2. Press the Save button in the bottom right frame toolbar. The bottom right frame refreshes, and the CATI
Supervisor displays a message informing you of a successful script save.

4.2.6.10 Launching a scheduling script

When you finish configuring and checking the scheduling script you may instantly enable it (or “launch” itin the
Confirmit terms).

This operation saves the scheduling script (the way itis described in Saving a scheduling script above), and
then launches it. After that the script will be triggered according to the specified rules.

To save a scheduling script:

1. Open the scheduling scriptin the View mode (see Viewing the existing Scheduling script settings on
page 63 for details), and choose any tab in the bottom right frame.

2. Press the Launch button in the bottom right frame toolbar. The bottom right frame refreshes, and the
CATI Supervisor displays a message informing you of a successful script save and launch.

4.2.7 Deleting scheduling scripts

You can discard one or a number of existing scheduling scripts in case you do not need them anymore.

Deleted scheduling scripts are completely purged from the database and cannot be restored in future.
To delete the selected scheduling script(s):

1. Selectone or a number of existing scheduling scripts in the grid in the top right frame. Multiple object
selection is performed by checking boxes in front of the required object names in the grid in the top right
frame.

Alternatively you can click the required items keeping the Ctrl or Shift keys on the keyboard pressed to
select a number of items.

Scheduling Scripts |EL| l i 4l I’%;" x IEE:‘ | I_,,-$| a
Name Created Modified
l_ All hours 12/3/2008 5:42:22.677 PM | 12/3/2008 5:42:22.677 PM
p Test_1_ 12/4/2008 B:45:31.997 AM  12/8/2008 7:55:17.1332 AM
p Copy of Test_1 12/4/2008 B8:46:06.323 AM 12/4/2008 2:46:06.337 AM
p Test_1 12/8/2008 B:08:34.380 AM 12/8/2008 5:08:34.443 AM
Total records : 4 Selected : 3 1| Page I 1 fb of 1 |13 1G]

Figure 79 Multiple Scheduling script selection
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To deselect all the selected objects you should press the Clear Selection button £ in the top right
frame toolbar. This will remove all ticks from the checkboxes.

2. Press the Delete button in the top right frame toolbar. The top right frame refreshes, and the Scheduling
script list does not contain the deleted objects anymore.

4.2.8 Exporting scheduling scripts
You can export descriptions of any existing scheduling scriptin the XML format.

This provides for the possibility of transferring scheduling script descriptions between different system instal-
lations and teams, facilitating the collaboration.

To export the selected scheduling script(s) description(s):

1. Selectone or a number of existing scheduling scripts in the grid in the top right frame. Multiple object
selection is performed by checking boxes in front of the required object names in the grid in the top right
frame.

Alternatively you can click the required scripts keeping the Ctrl or Shift keys on the pressed to selecta
number of items.

Scheduling Scripts IELI cAl | x IEE:“ | |">$| a
Name Created Modified
I_ All hours 12/3/2008 5:42:22.677 PM  12/3/2008 5:42:22.677 PM
p Test_1_ 12/4/2008 B:45:31.997 AM 12/8/2008 7:55:17.133 AM
p Copy of Test_1 12/4/2008 8:46:06.322 AM | 12/4/2008 £:46:06.337 AM
p Test_1 12/8/2008 8:08:34.380 AM 12/8/2008 8:08:34.443 AM
Total records : 4 Selected : 3 1| Page I 1 ﬁ of1 |

Figure 80 Multiple scheduling script selection

To deselect all the selected objects you should press the Clear Selection button £ in the top right
frame toolbar. This will remove all ticks from the checkboxes.

Press the Export button ! 4 in the top right frame toolbar. This will display the standard Windows Save
As dialog box.
You can choose any available location for saving the file in XML format.

Press Save to save the file.

4.2.9 Importing the scheduling script description

You can import a description of a scheduling script in the XML format. The file you are going to import can be
located on any drive you currently have access to.

To import the scheduling script description in XML format:
1. Display the list of Scheduling scripts in the top right frame (refer to Displaying the list of the Scheduling
Scripts on page 60 for instructions).

2. Press the Import button @ in the top right frame toolbar. This will display the dialog box which will allow
browsing the files and selecting the one to import.
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Select file for import:
Browse...

Load

Figure 81 Selecting an XML description of a scheduling script for import

Enter the name and path to the file containing the scheduling script description in XML format, or press
the Browse button to display the standard Windows Open File dialog box. Navigate to the file containing
the description you want to import and press the Open button. The name and path to the file will appear
in the Select file for import field.

Press the Load button.

The top right frame refreshes and, if the file is in the format suitable for use with the CATI Supervisor mod-
ule, the scheduling scriptis added to the list displayed in the top right frame.
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5 Interviewing

Interviewer’s work is arranged and monitored by the supervisor. Supervisor specifies time intervals (shifts) when
the interviews should be performed, assigns interviewers and interviewer groups to surveys and interviews,
defines the task choice mode for them, and monitors their work. Supervisor is also entitled to terminate any inter-
view, and shutdown the whole survey, if required.

An interviewer works with the separate program module which is called CATI Interviewer Console. The present
section describes technique of working with the CATI Interviewer Console.

The CATI Console software module installation kit is downloaded from the Confirmit server and CATI Inter-
viewer Console is then installed on a computer from this kit. Installed application is available through the Con-
firmit group found in Windows Programs menu. Click the CATI Interviewer Console item to start the application.

Do not forget that interviewers who should log in to work with CATI Console must be added to the CATI Super-
visor module prior they begin their work. Otherwise they would not be able to provide credentials required for
logging in.

CATI Console allows selecting a surveyl/interview to work with if such is assumed by the task choice mode, or it
simply takes an interviewer to the designated interview (in a fully automatic mode).

Telephone interviewing assumes dialing telephone numbers provided in the sample. The dialing routine can
either be performed manually (on the side of interviewer), or it can be delegated to a company specializing in
providing dialing services. Provider of the dialing services arranges a special dedicated hardware/software com-
plex that carries out all tasks regarding establishing telephone connections that are required to conduct inter-
views defined by the survey parameters.

The clear and comprehensible console interface makes it easy for the interviewer to interact with the respon-
dent. Prompts are displayed on each interview step, the interviewer can choose between entering answer var-
iants in the text field and selecting predefined options.

On any step, the interviewer has an ability of going back to any of the preceding questions and modifying the
answer, if required.

Besides the interviewer can make appointment for a later call should the respondent ask for a delay.

5.1 Downloading the CATI Console Installation Files

Note that the download and installation procedures described herein are performed on the same machine — you
should always install CATI Console on the same machine you have used to download the installation files.

CATI Console installation files are downloaded only when the corresponding command is executed from the
Confirmit Authoring user interface. You should be granted access to Confirmit Authoring before you can down-
load and install CATI Interviewer Console. Please refer to Confirmit Authoring manual for description of the user
interface.

The URL from which you should download the CATI installation files will differ depending on which server you
run Confirmit Authoring from.

@ IMPORTANTThis note is intended for users who work behind proxy. ClickOnce is the mechanism
that is used for the CATI console installation. ClickOnce provides support for Windows Integrated
proxy authentication. ClickOnce does not provide support for other authentication protocols such
as Basic or Digest. Users who run the installation behind a proxy server where that proxy server
uses Basic authentication will be presented with an error message stating that the URL cannot be
reached as proxy authentication is required. Console installation and console running will there-
fore not work through a Basic authentication proxy server. For Basic authentication, the only solu-
tion is that the user allows for proxy by-passing, otherwise every time the URL is accessed the
user will need to authenticate. Methods such as attempting to load another browser and authen-
ticating there first, then loading the console, will not work. For further information regarding Click-
Once deployment, go to the MSDN website at http:/msdn.microsoft.com/en-
us/library/ms228998.aspx.

To download the CATI Console installation files:
1. In Confirmit Authoring, go to the CATI > Download CATI Console menu command.

The Download CATI Console dialog opens. Here you can either send the URL to a specified email
address or copy it directly into your clipboard.
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Dovnload CATI Console

http://172.16.132.30 cati/ publish.htm Ccpy to cipbeoard

Email recipient IuEErname@:nmpan',r.:Dm

Figure 82 Fetching CATI Console download URL

The default email address, to which the download URL will be sent, is that specified for the currently-
logged-on user - you.

2. Editthe email address if necessary and click OK, or copy the URL into your clipboard and paste itinto
your Internet Explorer.

If using email, an email with the URL is sent to the specified address.

3. Click the URL to open IE at the appropriate download page.

Confirmit

Cati console

Name: Cati console
Version: Beta fest

Publisher: Confirmit

The following prerequisices are reguired:

« ‘Windows Installer 3.1
e« MNET Framewsork 3.3

If these components are zlready installed, vou ca
Otherwise, click the button below to install the pré

Install

he application now.
tes and run the application.

Figure 83 CATI Console download page

4. Click the link (arrowed) and follow the instructions to download the file in case the required prerequisites
are already installed on your machine.

5. In case prerequisites mentioned in the dialog window shown above are notinstalled on your machine,
you should press the Install button in this dialog window.
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511

CATI Interviewer Console -0 x|

License Agreement for Confirmit Consoles
(Confirmit CAPI, Kiosk and CATI) v 1.0

1.

In this case you should follow instructions appearing on the display and install the required applications.
CATI Console installation procedure will commence right after all the prerequisites are successfully
installed.

For instructions regarding CATI Console installation please refer to Installing a new copy of CATI Con-
sole below.

CATI Console upgrade procedure is described in Upgrading CATI Console on the facing page.

Installing a new copy of CATI Console
To install a new copy of CATI Console:

Log on to the console PC as the PC Administrator and start the installation file download procedure (see
Downloading the CATI Console Installation Files on page 76 for details).

After file download is complete, read and accept the Confirmit License that appears when the installation
procedure starts.

rF S

Introduction

1.1. Thizs license (the “License™) swmmarizes the Term: and Conditions for Uss of the licensed versions of
the Confirmit Consels{s) {as d=fined below) for Confirmit CAPI, Confirmit Kiosk and Confirsmt CATL

1.2, Thiz License iz to be rzad in conjunction with the mors detailed master agreement for the Confirmit
Professional Software a2 i betwsen the wvendor ("Vendor™) and the purchaser {the “Parent
Auvtherity™) and anv subssquant amendments that have been mutvally azreed between the Partizs, nown
collzctively as the “Parent Agreement”, which zives the asthorization for this installation.

1.3. Incase of conflict or inconsistency betwsen a provision of the Parent Agrsement and a provision of this
Licenss, it is the provision of the Parent Agrsement that shall prevail.

14, Pzrsonnszl downloading, installing, copying, wsing or interacting with Confirmit Consols (“Consecls
Usars™), must only do so on specific instruction ziven by their Parent Asthernitv, and only at times when
such Parent Avthority is in posssssion of 2 valid Parent Agrzement.

The Parent Avthority is responsible for ensvring that the Conscle User is awars of, and compli=s with

the Terms and Ceonditions of the Parent Agreement. including but not limited to the requirements
relating to softwars prerequisites and consols configvration ziven thersin,

1.6, Thes Parent Avthority and Conscle Users, shars the common responsibility of ensvring that all
installations of Confirmit Console are permanently delst=d from all Computers and'or other slectronic vl

| accept. .. I | decline... |

3.

Figure 84 CATI Console License Agreement

The dialog window with the progress bar showing the installation progress is displayed after you press
the l accept button in the Confirmit License window.
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(93%) Installing Confirmit CATI Interviewer rhunsule - |EI|£|
Installing Confirmit CATI Interviewer console ﬁ:’
This may take several minutes, You can use wour computer to do other tasks o

during the installation,

rMame: Confirmit CATI Interyiewer console

From:  172.16.12.30

Downloading: 7.62 MB of 8,41 ME

Cancel

Figure 85 CATI Console installation progress

The CATI Console is installed into the default destination. You cannot change the installation path.

4. CATIConsole starts automatically when the installation procedure finishes successfully. This will display
the CATI Console Log In screen. You can either log in (see Starting the CATI Console and Logging In on
next page for details), or close CATI Console by pressing the cross button in the top right corner of the
Log In screen.

5.1.2 Upgrading CATI Console

CATI Console will be upgraded automatically the first time you log on after the application has been upgraded
on the server. The files are copied into your PC and the console is enabled for CATI operations.

How to handle the update announcements:

1. When an update is available for the CATI Console application, you will be notified and prompted to
download and install it.

Update Available x|

Application update ﬁf

& new version of Canfirmit CATI Inkerviewsr console is available, Do vau S
want to download it now?

Mame: Confirmit CATI Interyiewer C_...ole
From: 172.16.12.30

Figure 86 CATI Console update announcement

2. The normal procedure will be to approve the download, wait for the few moments it takes to download
and install the update, then continue using your system. If you do not wish to download and install the
update when prompted, cancel the prompt dialog.

-79 -



Confirmit CATI Supervisor User Guide Confirmit Confidential

3. Note thatif you refuse the update when first notified, you will be prompted again the next time you log in

to work with CATI Console.

critical updates.

@ Note: Confirmit recommends that you always install automatic updates when prompted to do so by
the CATI Interviewer Console application. Confirmit reserves the right to force the installation of

5.2 Uninstalling the CATI Console application

In the event you need to completely remove the CATI Console application from a PC, perhaps prior to per-

forming a fresh installation, proceed as follows:

1. Go to the PC's Start menu > Settings > Control Panel and open the Add or Remove Programs appli-

cation.
2. Using this, choose to remove the Confirmit CATI Console application.

This action will display the Maintenance dialog window.

Confirmit CATI Interyviewer console Maintenance

Confirmit CATI Interviewer console ﬁ‘,’

hoose the type of maintenance you need.,

V% % Restore the application ko its previous state,

= oy
_&1\? ™ Remove the application from this computer,

Ik | Zancel I Mare Informakiom,.,. .

Figure 87 CATI Console maintenance dialog

3. Choose the Restore... option to roll back the previous update (if the application has not been updated,

this option will be unavailable).

4. Choose the Remove... option to completely uninstall the CATI Console application from the computer.

5. Press OK to start the chosen procedure, and follow the provided instructions.

5.3 Starting the CATI Console and Logging In

The interviewer has to start the CATI Console application by choosing CATI Console in Confirmit group in the

Windows Programs menu.

When CATI Console is started it displays the login screen.

-80 -




Confirmit Confidential Confirmit CATI Supervisor User Guide

Figure 88 CATI Console - Login screen

The interviewer should enter his credentials into the User and Password fields in this dialog window. Then
he/she should specify the name of the company he/she is a member of (in the Company field). Optionally he/she
can decide whether this company name will be used as default each time he/she starts CATI Console - this is
done by checking the Set as default box.

To start the login procedure the interviewer should press the Log In button.

Next the interviewer should choose whether he/she would engage the dialing system (the "Dialer" in Confirmit
terms - please refer to The Dialer on page 124 for information on what the Dialer is and how itis used with the
CATI Supervisor module), or whether he/she would perform dialing manually. The dialing system is used to
deliver the connected calls to the interviewer automatically based on the specified set of rules.

When the CATI Console application identifies the interviewer it displays the dialog box asking to enter the tel-
ephone number which will be used by the dialing system to deliver connected calls to (see the picture below).
This must be the number of the telephone which this particular interviewer will use to conduct interviews.

Please mind that the number entered into this field must always start with "007" prefix, and all the subsequent
digits must be entered together as a single line, without spaces or other symbols in between.

Telephone number

Enter telephone number
E
==
Flease enter telephone number below, Or click
cancel ko work without dialer

Ik Cancel

Figure 89 Entering the telephone number for work with the Dialer

Pressing OK will start the interviewing session and will also commence communication with the dialing system.
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Alternatively the interviewer can press Cancel in this dialog window to perform all the dialing manually, without
using the dialing system.

The difference between two methods for the interviewer is obvious - when the dialing system is being used all
the calls designated for this interviewer are connected automatically in the order specified by the survey param-
eters and determined by the task choice mode (which is assigned to the interviewer by the supervisor). In this
case the interviewer only hears the next call connected and sees the corresponding interview questions dis-
played in CATI Console.

In case the interviewer chooses not to use the dialing system, he/she performs dialing himself. In fact the order
of the numbers to be dialed is determined by the current task choice mode, but the dialing job itself is performed
by the interviewer, and the dialing results are not processed automatically - the interviewer starts and stops dial-
ing himself.

After the successful login CATI Console may display different interface depending on the task choice mode spec-
ified for the currentinterviewer, and on whether the dialing system was engaged.

Please read Selecting a Survey/Interview on page 85 and Logging Out on page 99 for information on how the
work is organized in every task choice mode, provided the dialing system was or was not engaged.

Interviewer’s actions in CATI Console which is displayed after successful login vary depending on the task
choice mode this interviewer must work in.

Please follow instructions contained in Selecting a Survey/Interview on page 85 and Interviewing procedures on
page 90 to understand how the work in CATI Console is organized.

5.4 The CATI Console interface

The CATI Console window contains a toolbar with the button set at the window top, the work area, occupying
the main window space, and a status bar.

Depending on the task choice mode designated for the current interviewer CATI Console may start with dis-
playing:

o the Survey/Interview listin the work area;

e the Interview Question in the work area.

The picture below shows the CATI Console displaying the Survey/Interview listin the work area.
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=
|Eru;||i5h '| = @ @ I%
SUFVEY NAams - | |
big
surveyl I0 | Respondent name | Phone | status |
User: kad_inkl

Figure 90 CATI Console - Survey/Interview selection area

Two buttons in the right part of the toolbar are only available in this case, and they are disabled when CATI Con-
sole displays the Interview Question.

Button Description Function

@ SHOW MY APPOINT- Displays the list of appointments in a separate window

MENTS
@ REFRESH Updates the surveyl/interview list
,\.‘;s LOGOUT Allows logging out of the current session. Closes the CATI Console window.

The left pane in the Survey/Interview area shows the survey list. When the interviewer chooses a survey in the
left pane, the list of interviews for the current survey is displayed in the right pane.

The Status bar will display only the Interviewer name.

The survey and the interview list will show only surveys and interviews for which the currentinterviewer was
assigned.

Another picture shows the CATI Console displaying the Interview Question in the work area. This is the case
when the CATI Console is started in the Automatic mode, and when an interview is selected and started in any
other task choice mode (actual layout of the answer options may vary).
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User: kad_inkl | Respondent time: 2:23:56 FM | Interviewer bime: 5:23:56 PM | Survey name: p0911218 | Inkerview id: 33

]| ]| S

Figure 91 Interview question displayed in the work area

The available button set on the toolbar in this case contains the following buttons.

RENT INTERVIEW

Button Hot key com- Description Function
binations
Ctrl+Backspace, or PAGE BACK Displays the previous interview question
- Left, or PgUp
$] Right, or PgDn PAGE FORWARD Displays the next interview question
Ctri+A APPOINTMENT Allows making an appointment. Displays the Appointment
L dialog window.
Drop- Interview language Allows selecting interview language from those available
down list choice
? REDO Allows choosing a completed interview question and mod-
th v ifying the entered answer variant.
a Ctrl+Enter FAST FORWARD Takes you to the last interview question.
0 Ctrl+Q LOG OUT (AFTER THE The toggle button. When enabled triggers log out command
% CURRENT INTERVIEW) after the current interview is finished.
zg] Ctrl+X TERMINATE THE CUR- Abandons the interview in progress.
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@ NOTE CATI Interviewer Console provides the user with the set of hot key combinations that can be
used instead of buttons. Also, moving through interview questions and answer selection can be
performed with the help of hot keys. Refer to Appendix C on page 147 for a list of hot key com-
binations available in CATI Interviewing Console.

The left pane in the Survey/Interview area shows the survey list. When the interviewer chooses a survey in the
left pane, the list of interviews for the current survey is displayed in the right pane.

The Status bar displays the following information:
e Interviewer name
e Currentrespondenttime
e Currentinterviewer time
e Selected survey ID
e Selected inteview ID

Contents displayed in the work area normally would include the question text and answer variants, but the
actual layout and formatting is determined by the template which is used to display a question (this template is
created beforehand and is selected by the supervisor). A couple of arrow buttons below the answer variants
allow moving through questions.

Besides the question text and answer variants the work area may display prompts, warnings and other mes-
sages which guide the interviewer.

A textfield and a button set are displayed at the bottom of the work area. This text field is used to enter the
answer text manually — the entered text is used to help selecting the appropriate answer variant in case the inter-
viewer cannot locate it visually. Also, buttons in the set allow selecting the default answer variant, and the
“refused” answer variant.

5.5 Selecting a Survey/interview

On successful login depending on the interviewer's choice CATI Console may or may not engage the dialing
system in processing calls (see Starting the CATI Console and Logging In on page 80 for instructions on engag-
ing the Dialer).

In case the interviewer chooses not to engage the Dialer he/she has to dial the required telephone numbers
manually (particular dialing procedure depends on the equipment type used to connect calls).

When the Dialer is engaged all required interview calls are delivered to the interviewer already connected -
he/she does not have to dial manually. Basically nothing changes in the way the interviews are delivered when
the Dialer is engaged - they are delivered according to the task choice mode specified by the supervisor. Pro-
cedures corresponding to the task choice modes are described below.

After the interviewer logs in and engages or rejects the Dialer, the CATI Interviewer Console starts operating in
the task choice mode that was specified for the current interviewer by the supervisor. The task choice mode
defines the way in which interviews are delivered to an interviewer. The following task choice modes are avail-
able:

e Autromatic — this mode implies that CATI system decides which survey the current interviewer will work
with, and which interview should be started. In other words the interviewer only has to wait for the inter-
view questions to appear on the screen — he/she cannot choose survey and/or interviews himself (see
Automatic mode on next page for details).

e Survey selection — this mode provides for manual interview selection within the survey which the CATI
system chooses for the currentinterviewer (see Survey Selection mode on next pagefor details).

e Manual — this mode allows for manual choice both of the survey and the interview. The interviewer
should decide for himself which interview from which survey he/she wants to work with (see Manual
Selection mode on page 88 for details).

The CATI Console displays a slightly different interface for each task choice mode. Additionally, when the Dialer
is engaged, and it operates in the Preview mode (see The Dialer on page 124 for details on dialing modes), the
CATI Interviewer Console will display the appropriate information in its working area prior to delivering a call so
that the interviewer can make some decision based on this information. To proceed with interviewing and
receive the delivered call the interviewer must confirm it by pressing a button - usually this is the regular
arrowed Next button.
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Besides, in all task choice modes, CATI Console will handle the abnormal interview termination (on system
crash etc.) in the following way — the next time the interviewer logs in to work with CATI Console after the inter-
view was abnormally terminated, CATI Console will display the following message upon successful login.

CATI Interviewer Console 5'

\lj) You have not finished an inkerview during wour last session, You should finish it Firsk,

Figure 92 Warning message displayed upon logging in after abnormal application termination

The interviewer is supposed to continue the terminated interview from the first question that contains no answer.
This interview is displayed in the work area of the CATI Console right after OK is pressed.

5.5.1 Automatic mode

In this mode the interviewer is provided with interviews in the order determined by the system. He cannot alter
this order in any way, and all he/she has to do is move through questions.

If there are interviews assigned to the currentinterviewer, the interview is started and the first interview question
is displayed on the screen immediately.

In case there are no interviews assigned, CATI Console displays the following message in the blank work area:
“No calls. Please wait.” The system then waits for one minute for new interviews to be assigned and, if no inter-
views are found, it displays the following dialog box.

CATI Interviewer Console El

\‘?/" System returns ‘Mo calls' skate, Click retry to by again or cancel bo logout,

Retry I Cancel |

Figure 93 Warning message displayed upon logging in when no interviews are available

If you choose Retry, the system waits for one minute more for new interviews to be assigned, and if no inter-
views are found, it displays the same dialog box again.

If you choose Cancel, the system logs you out.

5.5.2 Survey Selection mode

In this mode one or a number of surveys are assigned for the interviewer, and he/she can choose the one to
work with.

So when CATI Console starts in Survey Selection mode the interviewer is presented with the list of all assigned
surveys displayed in the left pane in the work area. He selects a survey by doubleclicking its name in the listin
the left pane, and CATI Interviewer Console starts the firstinterview from that survey assigned to that inter-
viewer.
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B x]
| English '| = @ @ I%

SUFVEY NAams - | |

sureyl D | Respondent name | Fhone | Skatus |

User: kad_inkl

Figure 94 CATI Console - Survey/Interview selection area

Since that moment CATI Interviewer Console operates in the Automatic mode — see Automatic mode on pre-
vious page for details. When the first interview is finished, CATI Interviewer starts the next one and so on, until
all interviews from this survey assigned to the interviewer are finished.

o Note: If a single survey is assigned to the interviewer working in the Survey Selection mode, the
CATI Interviewer Console starts operating in the Automatic task choice mode from the very begin-
ning, since there will be no choice of surveys (the interviewer cannot choose another survey in the
left frame in that case).

In case there is no survey assigned for the current interviewer, CATI Console displays the following message
box.

CATI Interviewer Console ﬂ

1 J There is no assigned inkerwvigw ar survey For vou, Please, use ‘Refresh’ bukton For update.

Figure 95 Warning message displayed upon logging in when no surveys are available in Survey Selection mode

Press OKin this dialog box. CATI Console searches for an assigned survey. If no assigned survey is found for
the currentinterviewer, it displays the same dialog box again.
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You can repeat the procedure until the assigned survey appears, or you can log out of CATI Console by press-

ing the Log out button \}h on the toolbar. Please see Logging Out on page 99 for information on logout
options.

5.5.3 Manual Selection mode
In this mode the interviewer is free to choose any assigned interview from any assigned survey.

When CATI Console starts in Manual Selection mode the interviewer is presented with the list of all assigned
surveys displayed in the left pane in the work area.

=

|Engiish -| - @ @ \Jh

SUFvEY Name - | |

surveyl 1D | Respondent name | Phone | Skatus |

User: kad_inkl

Figure 96 CATI Console - Survey/Interview selection area

Select a survey by doubleclicking its name in the list left pane, and the right pane is populated with the list of
interviews available for this survey.

To startinterviewing you have to select an interview by doubleclicking its name in the listin the right pane.

In case there is no interview assigned for the current interviewer, CATI Console displays the following message
box.
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CATI Interviewer Console El

\lj) There is no assigned inkerview ar survey For vou, Please, use 'Refresh’ button For update.

Figure 97 Warning message displayed upon logging in when no surveys/interviews are available in Manual Selec-
tion mode

Press OKin this dialog box. CATI Console searches for an assigned interview. If no assigned interview is found
for the current interviewer, it displays the same dialog box again.

You can repeat the procedure until the assigned interview appears, or you can log out of CATI Console by press-

ing the Log out button % on the toolbar. Please seeLogging Out on page 99 for information on logout
options.

5.6 Fast filtering the interview list

When an interviewer works with the CATI Interviewer Console in the Manual task choice mode, he/she can
choose interviews on his own. If he/she needs to locate the interview pertaining to the particular respondent
he/she can do so by applying a filter to the interview list.

An interview list can be filtered by a respondent name, or by telephone number. The filter acts like a mask, hid-
ing interviews that do not match the filter conditions.

A filter condition should consist of a number of adjacent symbols, wildcards are assumed at the string beginning
and at the end.

=
To reset the applied filter the interviewer should press the Refresh button Lﬁ‘c:_if::l on the toolbar.
To apply the interview filter condition:

1. When you are selecting an interview in the Manual task choice mode choose a filtering option from the
drop-down list located on the toolbar right above the interview list (see Applying a filter to the interview
list below).

Two filtering options are available:

e Respondent Name — allows filtering respondents by their names (displayed in the Respondent Name
column);

e Telephone number — allows filtering respondents by their telephone numbers (displayed in the Tel-
ephone number column).

] Respondent Marme * resp J,_)
10 | Respondent name | Phone Skakus |
45 1
Ll 4

Figure 98 Applying a filter to the interview list

2. Enter the filter string in the text field to the right of the drop-down box. The filter condition should be an
undivided combination of symbols. Wildcard symbols are assumed at the beginning and at the end of
the search string.
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Press the Filter interview list button ’J to the right of the text field. The interview list will then be
refreshed and will contain only records that match the entered filter condition.

5.7 Viewing the list of appointments

The interviewer should keep an eye on appointments he/she made before. This task is accomplished with the
help of the Interviewer Appointments window which displays the complete list of appointments.

The Interviewer Appointments window shows surveys with interviews for which appointments exist. It also indi-
cates the time on which the appointmentis due (or was, in case itis currently overdue).

Appointments are displayed in the list in that window until they expire, or until the interview changes the
extended status (from “Appointment” to any other).

To view the list of appointments:

1. When you are selecting an interview in either Survey Selection or Automatic mode press the Show My

Appointments button g on the toolbar.

This will display the Interviewer Appointments window.

.Interviewer Appointments El

Survey Id Survey Mame Time due in Respondent Timezone | Timezone |
p0a11215 hig 4712009 8:30 AM (GEMT) Greenwich Mean Time : Dublin, Edinburgh, Lisban, London
p0ai1218 big 4/7/2009 9:00 AM {GMT) Greenwich Mean Time : Dublin, Edinburgh, Lisbon, Londaon

Figure 99 The Interviewer Appointments window

2. The Interviewer Appointments window displays the following information about appointments:
e Survey ID — ID of the survey containing the interview for which the appointment was made;
e Survey Name — name of the survey containing the interview for which the appointment was made;

e Time due in Respondent Timezone — the time (in Respondent Timezone) on which the appointmentis
(was) due;

e Timezone — the Respondent Timezone name.

The Interviewer Appointments window provides only information regarding the appointments, no actions
can be performed in that window.

3. Press the cross button in the top right corner of the Interviewer Appointments window to close it.

5.8 Interviewing procedures

When an interview is started the first question along with all the answer variants is displayed in the work area.
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CATI Interviewer Console 1O =]
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aa7
8: aad
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User: kad_intl | Respondent time: 2:19:23 PM | Interviewer bime: 5:19:23 PM | Survey name: p0311218 | Interview id: 11

Figure 100 The first interview question displayed in the work area

Usually the interviewer goes through interview questions in the normal order. This means that he/she asks a
question (and lists the answer variants, if required by the question type) and then enters the answer.

Next he/she moves to another question, selects an answer variant, and proceeds in that manner until the inter-
view end is reached.

Note that depending on the question type — a Single, Multi, 3D Grid etc. one page can include not a single, buta
number of questions, so moving from one question to another does not necessarily require moving to another

page.
CATI Console provides a set of commands which allow extra actions to be performed if required.
During the interviewing process the interviewer is able to:

e Selecta language in which interview is to be conducted;

¢ Move one or more questions back or forward (view one of the previous or pending questions with
answer variants);

e Make an appointment according to the respondent’s will;
e Modify answers entered for previous questions;

e Skip to the last answered question;

e Terminate an interview;

e Log out (after the interview is either terminated or finished).

5.8.1 Going through an Interview

The interview must be selected and started before the interviewing process can begin. The interview is selected
differently in different task choice modes — please refer to Selecting a Survey/Interview on page 85 for details.
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After the particular interview is chosen, the work area displays the question accompanied by answer variants.
The interviewer asks the respondent this question and lists all answer variants if needed. When the respondent
chooses the answer variant, the interviewer marks the chosen answer (or a number of answers) in the answer
listin the appropriate way. For example, in the picture shown below, the interviewer has to check one or a
number of boxes to mark appropriate answers.

CATI Interviewer Console 10l =l

| #]| =) e Q &3S D

English -

[ - Name of quis 2
[ 11 aa
[T 2: aaz
[T 3:aa3
[ 4: aad
[T 5: aas
[ & aad
[T 7:aa7
[T 8: aad
[T 9: aa9
[T 10: aa10

<< | = =
[

I ENRER =]

User: kad_inkl | Respondent time: 2:23:56 FM | Interviewer bime: 5:23:56 PM | Survey name: p0911218 | Inkerview id: 33

Figure 101 Selecting an answer to the interview question

In case the interviewer is unable to locate the required answer variant visually he/she can use the text field in

the bottom of the question area and type that variantin the field. When the Enter button ll located next to that
field is pressed CATI Console marks the matching answer variant in the list.

Also there are two answer types that can be predefined in the answer list — the “default” and the “refused”
answer. If present, both are marked in the answer listin the appropriate way. The interviewer can either choose

them in the list, or he/she can press the DefaultAnsweriI or the Refused Answer button QI in the bottom
of the question area to automatically select one of these variants. Alternatively the interviewer can press Ctrl+D
hotkey combination to select the default answer, or Ctrl+R to select the refused answer.

When the answer variants for each question on the current page are selected the interviewer can move to the

next question — he/she should press the Next arrow button E located below the answer variant list. Alter-
natively the following hot key combinations can be used — Right cursor key, or PgDn. The Next arrow button can
be pressed only if an answer variant is chosen in the answer list, otherwise CATI Console will not allow moving
to the next question and will display the reminder prompt, see the picture below. The interviewer has to correct
the situation by selecting an answer.
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CATI Interviewer Console
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Figure 102 Warning displayed for an empty answer variant

If the answer variant was selected CATI Console displays the next question after the Next arrow button is
pressed.

If this is the next question, and the previous question was answered, two arrow buttons appear below the
answer variants in the work area.
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User: kad_intl | Respondent bime: 2:36:49 PM | Inkerviewer bime: 5:36:49 PM | Survey name: p0911218 | Inkerview id: 39

Figure 103 Navigating through interview questions

Pressing the Back arrow button E will take you one question back. Alternatively the following hot key com-
binations can be used — Ctrl+Backspace, or Left cursor key, or PgUp.

The interviewer can move one question back and one question forward. This is done by pressing Page Back

—] or Page Forward button —] on the toolbar. These actions are also executed when the following hot
key combinations are pressed — Ctrl+Backspace, or Left cursor key, or PgUp for moving one page back, and
Right cursor key, or PgDn for moving one page forward. Note that these buttons and hot key combinations dupli-
cate arrow buttons located on the question page below the list of the answer variants. You cannot move forward
if the current question has no selected answers.

Sometimes the respondent may decide that one of his previous answers was wrong, and ask the interviewer to
correct it. This action also applies in case the interviewer decides to correct a previous answer himself. The best

way to get to the required question is to press the Redo button Ld'\' on the toolbar (see Modifying an
already entered answer variant on page 97 for instructions).

When the interviewer moves a number of questions back, he/she gets an option of quickly returning to the last
answered question without the need of going through questions one by one. To return to the last answered

question you should press the Fast Forward button a on the toolbar. Alternatively the following hot key
combinations can be used — Ctrl+Enter.

Also the interviewer may decide to log out of the CATI Console after the current interview is over. To do that you

0
should toggle the Log out after finishing current interview button % on the toolbar, or press Ctrl+Q on the
keyboard (see Logging Out on page 99 for details).
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The Interviewer can also terminate the current interview immediately without leaving the CATI Console. To do

2%
that you should press the Terminate current interview button J on the toolbar, or press Ctrl+X on the key-
board (see Terminating an interview on page 98 for details).

The interview is considered finished when all interview questions are answered — see The finished interview
below for details.

5.8.2 The finished interview

After all interview questions are answered (and the interview is finished), CATI Console depending on the task
choice mode will display:

e The first question of another interview, if an interview is available (in Automatic and Survey Selection
task choice modes);

e The Survey/interview selection page (in Manual Selection task choice mode);

¢ In all task choice modes, when all interviews assigned for the current interviewer are finished, CATI Con-
sole behaves the same way as it does when the Interviewer logs in to work wit the system and there are
no interviews assigned for him (see Automatic mode on page 86, Survey Selection mode on page 86,
and Manual Selection mode on page 88 for details).

Please see Logging Out on page 99 for information on logout options.

5.8.3 Making an appointment

In case the respondent expresses his will to continue inetrview at a later time, the interviewer can postpone the
interview and make an appointment. This means that he/she creates kind of a reminder in CATI Console, which
will activate and start this postponed interview when the time specified in this appointmentis due. Of course the
postponed interview can be started only in case the interviewer is already logged into CATI Console.

An appointment can be made only for the started interview.

NOTE Please mind that all appointment times are set for the respondent time zone — not for the
interviewer’s!

To make an appointment:

1. When the interview is started, and the respondent states that he/she wants to postpone it, the interviewer
inquires what time is convenient, and after the exact time is agreed he/she should press the Appointment

button ===/ or press Ctrl+A on the keyboard.
This will display the Appointment dialog window.
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Appointment k|

Edit Appointment
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r Log out
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Figure 104 The Appointment dialog window

2. The Appointment dialog window will display the interviewer and respondent current time (in the Current
time group). Use it to estimate the situation.

3. The Appointment group contains the set of fields required to specify appointment details.

First enter the respondent contact name in the Contact name field. This field cannot be empty when you
make an appointment.

4. Choose the date when the interview should be started again — press the arrow button in the Appointment
date field. This will display the calendar from.

Sun Mon Tue Wed Thu Fn Sat
28 29 a0 H 1 2 3
4 5 B 7 8 9 10
11 12 13 14 15 16 17
1| 13 20 M 22 23 M
=ERz 2 23 3 3
1 2 3 4 5 & 7
[ Today: 1/26/2009

Figure 105 The Calendar form used with the Appointment dialog window

You can cycle through months and years by pressing arrow buttons at the top of this form. To select the
particular date click the one you need in this form. The prompt showing the current date is displayed in
the bottom of this form.

The Time drop-down field allows choosing from the list of predefined times in a half an hour increment.
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5. You can set up the expiration time, or you can set the appointment to never expire. In case the Does not
expire box is checked the appointed interview will be delivered to the interviewer irrespective of the time
and date he/she logs into the system (given the interview is already due).

In case the Does not expire box is cleared Expiration date field becomes available and the expiration
date and time can be set up similarly to the appointment date and time (see the instructions given for the
previous step).

When the expiration date and time are set up, the appointed interview will be started only in case the cur-
rent date and time do not exceed the current date and time. If expiration date and time pass, the inter-
view is considered not to be scheduled anymore, and it will not appear in the list of assigned interviews
until supervisor schedules and assigns it again.

6. Also there is a possibility to specify whether the interviewer wants to log out of CATI Console after the
appointment is made.

To do this you should check the Log out box in the bottom of the Appointment dialog window. This will ini-
tiate log out immediately after you press OK in the current appointment dialog window.

7. Finally press OK in the Appointment dialog window to confirm the appointment time and close this dialog
window.

After the dialog window is closed CATI Console will actthe same as it does when an interview is finished
(see The finished interview on page 95 for details).

5.8.4 Modifying an already entered answer variant

In case the answer variant the interviewer has entered for one of the previous questions of the currentinterview
is considered incorrect (for some reason), the interviewer is able to return to that question and select another
answer variant(s).

To modify an already entered answer variant:
1. When the interview is started, the interviewer is able to return to any of the previous answers to correct
7 .
the answer variant by pressing the Redo button ="

2. When the Redo button is pressed it displays the drop-down menu listing all the answered questions from
the currentinterview.

P/ %]

5 - Mame aof quis 1

Figure 106 The Redo button drop-out menu

The interviewer should select the required question in this list.

3. This will display the selected question in the work area of CATI Console in place of the current question.
The displayed question will contain the old answer variant — choose another one from the list.

4. Nextyou can either:
e press the Next arrow button, or
e press the Fast Forward button on the toolbar, which will take you to the first question for which no
answer was given (see Skipping to the first question without answer on next page for details).
5.8.5 Selecting an interview language

The interviewer can select a language in which intrview questions and answer variants are presented in CATI
Console.

Language choice can be performed independently for each interview.

Languages are selected from the list of those available for the current survey.
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To select an interview language:

1. When the interview is started and the first question is displayed in the work area choose the required lan-
guage from the Language drop-down list on the toolbar.

The default language is set up in the current survey properties.

2. When another language is selected in the Language drop-down box, the work area refreshes, and the
interview questions and answer variants are presented in the chosen language.

5.8.6 Skipping to the first question without answer

CATI Console provides the interviewer with convenient feature of instantly getting to the first question which has
no answer variants selected. This feature can be very useful in case you navigate away from the last question
that was displayed in the work area. For example, you decided to modify the answer variant selected for some
previous question, and you select this question from the drop-down list provided by the Redo command. This
can take you a number of questions away from your last question. Instead of waisting time on moving back
through questions one by one waiting for the work area to refresh you can jump right back.

To skip to the first question without answer:

After you have navigated away from the currentinterview question press the Fast Forward button d
on the toolbar, or press Ctrl+Enter on the keyboard.

The work area is refreshed; the first question which has no selected answer is displayed. This should be
the question you have left to go back to another question.

5.8.7 Terminating an interview

The interviewer may need to terminate the current interview until itis finished. The terminated interview is then
assigned the Terminated extended status, and it is not assigned to anyone anymore. It will not be delivered to
an interviewer until supervisor assigns it again.

@ NOTE The interviewer can intentionally shut down CATI Console by clicking the Close button (the
standard Windows button with a cross in the top right window corner). This is not a normal way to
close CATI Console. When CATI Console is closed in that manner, the current interviewer is not
logged out, and, if an interview is in progress at the moment, CATI Console first displays the dialog
box asking if you want to terminate the current interview. Press Yes to terminate the interview, and
close CATI Console, press No to close this dialog box and continue working in CATI Console. If you
choose to terminate the interview and shut down the application, CATI Console will display the
warning message the next time you log in, and you will have to continue the terminated interview.

To terminate an interview:

When working with the current interview press the Terminate button j on the toolbar, or press Ctrl+X
on the keyboard.

2. CATIConsole displays the dialog box asking you to confirm the action.

CATI Interviewer Console 5[

:.?/I‘ Do ol really wank ko terminate current inkerview?

Yes Mo |

Figure 107 Warning message displayed upon intentional application termination
3. Press NO to close this dialog box and continue working with the interview. Press YES to terminate the

current interview.

4. When the currentinterview is terminated, CATI Console starts the next assigned interview.
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If there are no interviews left, CATI Console acts the same as it does when an interview is finished (see
The finished interview on page 95 for details)

5.9 Logging Out

There are several ways the interviewer can use to log out of CATI Console.

Generally, the interviewer can log out of CATI Console after finishing any assigned interview. Although different
task choice modes assume different CATI Console behaviour after the current interview is finished, the user can
always instruct CATI Console not to start the next interview, and to log him out after the current interview is fin-
ished. The finished interview on page 95 chapter explains when the interview is considered finished.

In any case, after the interviewer logs out of CATI Console, it displays the “Logging out. Please wait” message in
the blank work area, closes the main window, and in a while displays the Log in screen, which you can either
use to log into CATI Console again, or close it to shut down the application.

To log out after the current interview is finished (delayed logout):

1. When working with the currentinterview in any task choice mode press the Log out after finishing the cur-
]
rent interview button “"}-' on the toolbar, or press Ctrl+Q on the keyboard. This button (and the hot key

combination) becomes available only when an interview is started and the work area displays a ques-
tion.

2. Finish the interview. CATI Console will instantly log you out of the current session.
To log out when working in the Manual, or Survey task choice mode:

1. When the currentinterview is finished in the Manual task choice mode CATI Console displays the Sur-
vey/Interview selection pane (this is also the case when you work in the Survey Selection task choice
]
mode and all assigned interviews from the selected survey are finished). Press the Log out button ‘1'}-'
on the toolbar. This button becomes available only when CATI Console displays the Survey/Interview
selection pane.

2. CATIConsole will instantly log you out of the current session.
To log out when no interviews are available after logging in:

1. When you log into CATI Console and no interviews are currently assigned to you, you can either wait for
new interviews to be assigned, or log out. Please see Automatic mode on page 86, Survey Selection
mode on page 86, and Manual Selection mode on page 88 chapters for description of available logout
options in this situation.

To log out after making an appointment:

1. The Appointment dialog box which appear when you choose making appointment (see Making an
appointment on page 95 for details) contains an option that lets you log out of CATI Console right after
you define appointment details.

When the Log out box in the Appointment dialog is checked CATI Console will log you out after you
press OKin the Appointment dialog.
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6 Monitoring in the CATI Supervisor

The CATI Supervisor module provides the possibility of monitoring all kind of activities involving CATI objects.

All activity views are configurable - the supervisor can access the Activity Views object and choose which activ-
ity type he/she wants to monitor. The CATI Supervisor module then displays the list of objects of the selected
type, which can be filtered according to a condition. Object lists contain a set of object properties. These lists
also allow viewing corresponding alerts pertaining to events that involve particular objects. For example the list
of appointments allows specifying time alerts which can show past and due appointments within the specified
time range.

All monitoring operations are begun by navigating to the Activity Views object type with the help of the Navi-
gation Menu contained in the CATI Supervisor module left frame.

Activity views for each object are displayed in the dedicated dialog windows. These separate windows are
invoked with the help of the List command contained in the context menu for appropriate objects.

A special monitoring activity type is monitoring the interview progress. The supervisor can observe interviewers’
work — which interview was selected by the particular interviewer, how much time was spent on each question,
what answers were selected etc. This possibility is provided when the CATI Monitoring Console application is
installed and launched on the Supervisor's machine.

6.1 Choosing an object to monitor

Supervisor can select an object to monitor.

The Activity Views objects are listed in the similar way in the left and in the top right frames. Whatever activity
you need to observe and monitor you start with browsing the Activity Views list.

To view the Activity Views list:

1. Click on the Activity Views object name in the left Navigation menu. This will reveal the Activity Views
object listin the Navigation frame.

Simultaneously the same Activity Views object list will be displayed in the top right frame. The listin the
top right frame is displayed in the grid and contains item descriptions.

CATI Supervisor . Confirmit L.J
J everywhere

Surveys Activity wiews - double click to open | ﬂ

Resources Mame Diescription

Interviewers Survey List List of open surveys with summary activity information available

Scheduling Interviewsr List List of logged in interviewers with summary activity information ava
Appointment List List of upcoming appeintments

Reports

Activity Views
B Lg] Activity Views
|'|,/._\ Suruey Lizt
|'|‘/._l' Interviewer List

rl,._‘ Appointmnent List

Total records : 3

Figure 108 Activity Views object type list
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2. Double-click the required object name in this list in the left Navigation frame, or right-click its name and
choose List from the shortcut menu.

Both actions can also be performed for objects listed ib the grid in the top right frame.
This will display the list of objects of the chosen type in the dedicated dialog window.

Please refer to Monitoring surveys and survey related events below, , and for descriptions of the pro-
cedures you can perform working with these windows.

6.2 Monitoring surveys and survey related events

To monitor surveys and survey related events supervisor has to choose the Survey List object (see Choosing an
object to monitor on previous page). Itis then opened in the Survey List dialog window.

ﬂ'.; Survey List - Windows Internet Explorer - IElliI
| surveys 1% Survey Alartz 1Y Status Alertz Refresh rate INone 'i IE.] Refresh | B close
| l1d |Name|Logged in [Assigned [Sample Time spent |[Next appointment |Active|Scheduled |Suspended |Strike rate [Calls per hour |Duration
| +* pO011851 big 1 3 167 00:11:32 ] 163 32 u] u] 00:00:00
Logged in interviewers: 2 Open surveys: 1 Calls: 0 1/27/2009 10:18 AM
& nternet [®R1o0w - 4

Figure 109 Activity Views - Survey List dialog window

The Survey List dialog window provides the Supervisor with the following information (presented in the grid col-
umns):

e SurveyID

e Survey Name

e The amount of interviewers this survey is assigned to
e The sample size

e Total amount of time spent since the first interview was started
¢ Nextappointmenttime

e The amount of active calls

e The amount of scheduled calls

e The amount of suspended interviews

e Strike rate

e The average amount of calls performed per hour

e Duration — total amount of time spent since the survey was opened

Two leftmost grid columns are occupied by the Expand button "' and the alertindicator **. The Expand button
unfolds the list of survey calls (see Monitoring survey calls and their status on page 104 for details). The alert
indicator displays alerts pertaining to different survey parameters (see Setting up survey alerts on page 103 and
Setting up extended status alerts on page 103for details).

The Survey List dialog window also contains a toolbar with the following buttons.

Button Description Function

SELECT SURVEYS Displays the survey selection form. Allows selecting surveys to display
in the listin the grid.

SET SURVEY ALERTS Displays the survey alert form. Allows specifying alert thresholds for a
survey parameter.

I Status mlerts SET STATUS ALERTS  Displays the status alert form. Allows specifying alert threshold for a

status parameter.

J Surveys

f‘-.l Survey Alerts
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Drop-down list REFRESH RATE Allows specifying how often the survey list should be updated to reflect
the most recent parameter values
|E'] Fafrazh REFRESH Allows updating the survey list manually.
[ cloze CLOSE WINDOW Closes the Survey List dialog window.

6.2.1 Selecting surveys to display in the grid in the Survey List window

Supervisor can choose what surveys should be displayed in the survey list. This can be done with the help of
the Survey Search form using which supwervisor can search for surveys by their names, or can apply filter to the
survey list.

To select surveys for displaying in the survey list:

1. | dl Surveys

Press the Surveys button on the toolbar.

This will display the Survey Search form below the button.

fj Suryey List - Windows Internet Explorer - ||:||£|

A surveys 1% Survey Alerts 1Y Status Alerts Refrash rate Im @ Refresh [E Close
Find | st I LEEAIN | <pent [Next appointment |Active |Scheduled |Suspended |Strike rate [Calls per hour |Duration
Filter Apply I Resat 132 5 163 32 0 0 00:00:00
I- Sort surveys by project ID

= I-hfl-l Surveys

|l @ big (p0011851)

Logged in interviewers: 2 Open surveys: 1 Calls: 0 1/27/2000 10:18 AM

[T T | || [&nternet [Fom -

Figure 110 The Survey search form - selecting surveys to display in the Survey List

The form contains the Find and Filter fields, the Sort surveys by project ID checkbox, and the complete
survey listin the form of a hierarachical tree, where each survey is accompanied by a checkbox that
allows selecting that survey.

By default all checkboxes are cleared and no survey is selected.

2. Use the Find field to enter all or part of the survey name and press the First button to skip to the first
matching survey. The survey name is highlighted in the hierarchical tree to let you locate it. Pressing the
Next button will take you to the next matching survey and so on until the end of the listis reached.

You can check all or part of the surveys you have found.

3. Alternatively you can apply a filter to select simultaneously all the surveys with the name matching the
string entered in the Filter field.
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Enter the name (or part of it) in the Filter field and press the Apply button. All the matching surveys are
then checked.

Filtering results and the Filter field contents can be cleared by pressing the Reset button.

4. Press OK when you are done selecting surveys. This will refresh the survey listin the Survey List dialog
window, leaving only the selected surveys and hiding all other surveys.

6.2.2 Setting up survey alerts

Monitoring is about observing the state of a number of survey parameters. CATI Console automates monitoring
process by providing configurable visual alert facility.

Second to left column contains the alert indicator which shows whether some survey parameter has reached or
even exceeded the threshold you have specified for that parameter.

Parameter thresholds are specified in the dedicated form.
Normally, when the parameter value does not near, or exceed the specified threshold, the alert indicator in the
grid for the corresponding survey stays green - *" .

When the parameter value reaches the specified threshold, the indicator changes to the amber triangle with the
exclamatory sign, and when it exceeds the specified threshold, the triangle color changes to red. The affected
parameter cell is highlighted in the corresponding color — amber, or red.

In addition, to attract your attention, CATI Console automatically sorts surveys in the grid according to the alert
indicator state — surveys marked with the red indicator (value exceeded for any of the monitored parameters)
come first, then come surveys with the amber indicator (value reached for any of the monitored parameters),
then come surveys with normal green indicators (all parameters are normal).

To specify alert parameters:

1 Survey Alerts
1. Press the Survey Alerts button ' =*: 5 on the toolbar.
This will display the Survey Alert form below the button.

/2 Survey List - Windows Internet Explorer o ] 1|
J Surveys !"-.I Survey Alarts !"-.I Status Alerts Refresh rate INone VI IEII Refresh ﬂ Close

-_IIHtET'-'iEV‘EFE logged in count JE2 |, pointment| Active|Scheduled|Suspended Str e rate|Calls per hour|Duration’
o« p00L1EWarning Thresheld Critical Thresheold Set 3 162 32 0 0 00:00:00
« 2]
Logged in interviewers: 2 Dpen surveys: 1 Calls: 0 1/27 /2009 10:18 AM

l—l_l_l_’_’_|® Inkernet R0 - g

Figure 111 Setting up survey alerts

2. Choose the survey parameter to monitor from the drop-down list. This listincludes parameters displayed
in the grid columns.

3. Enter the warning and the critical threshold values in the fields below.
4. Press Setto activate the specified threshold.

5. Repeatthe procedure to specify thresholds for other parameters.

6.2.3 Setting up extended status alerts

Status alerts are specified and monitored almost similar to the survey alerts (see Setting up survey alerts above
for instructions on configuring and monitoring alerts).
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{2 survey List - Windows Internet Explorer o ] 4|
|l Surveys I\-.I Survey Alerts I\-.I Status Alerts Refresh rate INone 'I @ Refrash a Clase
-_mma’uhppc““tm"‘t i | scheduled/Suspended|stri R
v po011851 big 1 Warning Threshold Critical Threshold | get || 183 3z a d 00:00:00
4 [
Logged in interviewers: 2 Open surveys: 1 Calls: 0 1/27/2009 10:18 AM
| | € treernet [Ho0w - »

Figure 112 Setting up extended status alerts

The only difference is that CATI Console highlights cells in the extra grid containing survey calls information,
and you have to expand this extra row to observe the situation (see Monitoring survey calls and their status
below for details).

6.2.4 Monitoring survey calls and their status

Normally the list of survey calls is hidden, and the Supervisor has to expand it to observe call amounts and
alerts.

When pressed, the Expand button ' in the leftmost column displays the additional row below the selected grid
row. This extra row shows information reagrding the amount of existing calls with different extended statuses

(see the picture below). The Expand button turns to Collapse button < To collapse this extra row you should
press the Collapse button. It will then turn back to Expand button.

/2 survey List - Windows Internet Explorer iy | |
J Surveys I\ Survey Alerts I\ Status Alerts Refresh rate INone I d Refrezh E Close
h-_mmh‘uwwwﬂmmmmm
& « p0011851 big i 187 00:11:32 163 ZZ u} 00:00:00
|Appoint i Te nate |. o late |“ | 53 ” lephony
z | |20 |li67
Logged in interviewers: 2 Dpen surveys: 1 Calls: 0 1/27 /2000 2:50 PM
|€D mmternet [m 100w -~ 4

Figure 113 Displaying an extra extended status row in the survey grid

Supervisor can instruct CATI Console to notify him when particular survey parameter reaches the specified
threshold, or exceeds it. This is accomplished by setting up the alerts. Alerts can be set up for surveys (for dif-
ferent survey parameters contained in the grid), and for statuses (for different status parameters contained in the
extra status row).

Please refer toSetting up extended status alerts on previous page for instructions on setting up the alerts.

6.2.5 Setting up the survey list refresh rate

Supervisor can instruct CATI Console to automatically uipdate the survey list and get the latest parameters.

To do this you can select the required increment value from the Refresh rate drop-down list.

Alternatively you can always refresh the survey list manually by pressing the Refresh button @ Refresh on the
toolbar.

6.3 Monitoring interviewers and their work

To monitor interviewers and their work supervisor has to choose the Interviewer List object (see Choosing an
object to monitor on page 100). Itis then opened in the Interviewer List dialog window.
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Please note that in order to monitor interviewing process in the real time you have to start the Monitoring Con-
sole, which is installed and launched independently of the CATI Supervisor module. Refer to Downloading the
CATI Monitoring Console Installation Files on page 108 for details.

When the monitoring Console is not started only specified alerts are displayed in the window grid.

/2 Interviewer List - Windows Internet Explorer 10l =|
I‘_“ Surveys 1Y Alerts Refresh rate INone 'I Iﬂ Refresh ﬂ Close
[ | |ld/Froject 1D Froject Name Interviewer Question Last submission |Duration |[Delivered |Iimezone|loginjstate  [Keep Alive | Dialer Uialling Mode Froblem
o |[@|¥53|p0011851 big Interviewer_2 QUES1_2 5603 01:33:32|8:45:59 AM | (GMT)  |Yes |Interviewing 5:46:48 AM No  Manual
« @ ¥ o Interviewer_3 (GMT)  Yes Selecting 10:19:25 AM No  Manual
Logged in interviewers: 2 Open surveys: 1 Calls: 0 1/27 /2000 10:19 AM
€D tnternet [® 1000 - 4

Figure 114 Activity Views - Interviewer List dialog window

The Interviewer List dialog window provides the Supervisor with the following information (presented in the grid
columns):

e ID

e ProjectID

e Project Name

e Interviewer

e Question

e Lastsubmission

e Duration

e Delivered

e Timezone

e Login

e State

o Keep Alive

e Dialer

e Dialling mode

e Problem
Three leftmost grid columns are occupied by the alert indicator **, Monitoring Console Start/Stop button @ and
the Terminate button #

The alertindicator displays alerts pertaining to different interviewing parameters (see Setting up interviewer
alerts on page 107 for details).

Monitoring Console Start/Stop button starts or stops (depending on the situation) interviewer work monitoring
(see Monitoring interviewers’ work on page 111 for details).

The Terminate button allows for instant termination of the currentinterview conducted by the selected inter-
viewer (see Monitoring interviewers’ work on page 111 for details).

The Interviewer List dialog window also contains a toolbar with the following buttons.

Button Description Function
il Surveys SELECT SURVEYS Displays the survey selection form. Allows selecting surveys for which
the list of interviewers is displayed in the grid.
¥ Alarts SET INTERVIEWER Displays the interviewer alert form. Allows specifying alert threshold
' ALERTS for one parameter.
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Drop-down list REFRESH RATE Allows specifying how often the survey list should be updated to reflect
the most recent parameter values

|E'] Fafrazh REFRESH Allows updating the survey list manually.

[ cloze CLOSE WINDOW Closes the Survey List dialog window.

6.3.1 Selecting interviewers to display in the grid in the Interviewer List window

Supervisor can choose surveys for which the list of assigned interviewers should be displayed in the grid. This
can be done with the help of the Survey Search form using which supervisor can search for surveys by their
names, or can apply filter to the survey list.

To select surveys for displaying in the interviewer list:

1. | Surveys

Press the Surveys button on the toolbar.

This will display the Survey Search form below the button.

/2 Interviewer List - Windows Internet Explorer =101 x|
= 8
—

| surveys 1% Alerts Refresh rate INOHE 'I @ Refresh [0 close
Find | First I i l-=E3308 ==tion|Last submission|Duration | Delivered|Timezone|Log n|State  |[Keep Alive|Dialer|Dialling Mode|Problem

Filter Apply £0:20:57 ,‘I',;G’ 16 |(GMT+3) [ves Selecting ?I’“ﬂ"‘s Mo  Manuzl

I_ Sort surveys by project ID 14
¥s By proj (GMT+3) Yes Waiting Fl,lt"‘m'os Ne  Manuzal
W [ surveys 3:33:09

: [(BMT=3) Yes No Calls 2% No  Manuzl

(GMT+3) Yes Selecting g;‘3’18 Ne  Manual

(GMT=3) Yes Selecting él’\f‘“lg No  |Manual
4| [ o]
Logged in interviewers: 0 Dpen surveys: 0 Calls: 0 2/2/2009 8:07 PM
[pone | ntermet [® o0 -~ 4

Figure 115 The Survey search form - selecting surveys for the Interviewer List

The form contains the Find and Filter fields, the Sort surveys by project ID checkbox, and the complete
survey listin the form of a hierarachical tree, where each survey is accompanied by a checkbox that
allows selecting that survey.

By default all checkboxes are cleared and no survey is selected.

2. Use the Find field to enter all or part of the survey name and press the First button to skip to the first
matching survey. The survey name is highlighted in the hierarchical tree to let you locate it. Pressing the
Next button will take you to the next matching survey and so on until the end of the listis reached.

You can check all or part of the surveys you have found.

3. Alternatively you can apply a filter to select simultaneously all the surveys with the name matching the
string entered in the Filter field.
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Enter the name (or part of it) in the Filter field and press the Apply button. All the matching surveys are
then checked.

Filtering results and the Filter field contents can be cleared by pressing the Reset button.

4. Press OKwhen you are done selecting surveys. This will refresh the interviewer listin the Interviewer
List dialog window, leaving only interviewers assigned to the selected surveys and hiding all other inter-
viewers.

6.3.2 Setting up interviewer alerts

Supervisor can set up alerts that visually indicate if some parameter pertaining to an interviewer reaches or
exceeds the specified value.

The leftmost grid column contains the alert indicator which shows whether some interviewer parameter has
reached or exceeded the threshold value.

Parameter thresholds are specified with the help of the dedicated form.

Normally, when the parameter value does not near, or exceed the specified threshold, the alertindicator in the
grid for the corresponding survey stays green like this **.

When the parameter value approaches the specified threshold, the indicator changes to the amber triangle with
the exclamatory sign, and when it exceeds the specified threshold, the triangle color changes to red. The
affected parameter cell is highlighted in the corresponding color — amber, or red.

In addition, to attract your attention, CATI Console automatically sorts interviewers in the grid according to the
alertindicator state — interviewers marked with the red indicator (value exceeded for any of the monitored param-
eters) come first, then come interviewers with the amber indicator (value reached for any of the monitored param-
eters), then come interviewers with normal green indicators (all parameters are normal).

To specify alert parameters:

f'-.l Alerts

Press the Alerts button on the toolbar.

This will display the Alert form below the button.

/2 Interviewer List - Windows Internet Explorer i ] S
=l 8
_d Surveys 1% Alerts Refrash rate INDne -1 |2 Refresh [ Close
IRIREEI[| Last Submission Alert B3} —bmission |Duration |Delivered |Timezone |Login|State _ |Keep Alive | Dialer | Dialling Mode |Proble
« B X0 Warning Thresheld Red Threshald Set (GMT) Yes Mo Czlls 3:33:0% PM No Manual
w @xo Alert T Warning Red 05:41:19 B:i46:16 AM (GMT) Yes Selecting 8:53:48 AM  Ne  Manual
a e
« @ "o e Threshold Thrashold (GMT) Yes |Waiting 11:44:06 PM No Manual
v EXo0 |® ';Ia:rtts“'bm'zz":” 1 1 (GMT]  Yas Selecting 2:27:27 PM  No  Manual
« @ ¥ 0 - FETIF T (GMT) Yes |Selecting 8:43:18 PM_ |No Manuzl
« @A ¥ o valery_asa_catil (GMT) Yes Selecting 1:34:15 PM  No Manual
Logged in interviewers: 0 Open surveys: 0 Calls: 0 1/30/2009 2:27 PM
& Internet [® 100w -~ 4

Figure 116 Setting up interviewer alerts

2. Choose the interviewer parameter to monitor from the drop-down list. This list includes parameters dis-
played in the grid columns.

3. Enter the warning and the critical (Red) threshold values in the fields below.

4. The bottom form row displays the current Warning and Red threshold value. An icon to the left - x .
deletes these values and removes the alert.

5. Press Setto activate the specified threshold.

6. Repeat the procedure to specify thresholds for other parameters.
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6.3.3 Downloading the CATI Monitoring Console Installation Files

Note: Please check the following setting in the MSIE options - it is required for the CATI Monitoring
Console to work properly. Run the MSIE browser and select Tools on the MSIE menu bar. Choose
Internet Options from the Tools menu. This will display the Internet Options dialog box. Choose the
Security tab. In this tab choose the Trusted Sites zone and press the Custom Level button in the
bottom of this tab. This will display the Security Settings dialog box. Scroll down the list in this
dialog box until you reach the Downloads group. Choose the Enable radio button for the "Automatic
prompting for file downloads" option. Press OK in each dialog box to confirm changes and close
these dialog boxes.

Note that the download and installation procedures described herein are performed on the same machine — you
should always install CATI Monitoring Console on the same machine you have used to download the instal-
lation files.

The URL from which you should download the CATI Monitoring Console installation files will differ depending
on which server you run Confirmit Authoring from.

J

IMPORTANTThis note is intended for users who work behind proxy. ClickOnce is the mechanism
that is used for the CATI console installation. ClickOnce provides support for Windows Integrated
proxy authentication. ClickOnce does not provide support for other authentication protocols such
as Basic or Digest. Users who run the installation behind a proxy server where that proxy server
uses Basic authentication will be presented with an error message stating that the URL cannot be
reached as proxy authentication is required. Console installation and console running will there-
fore not work through a Basic authentication proxy server. For Basic authentication, the only solu-
tion is that the user allows for proxy by-passing, otherwise every time the URL is accessed the
user will need to authenticate. Methods such as attempting to load another browser and authen-
ticating there first, then loading the console, will not work. For further information regarding Click-
Once deployment, go to the MSDN website at http://msdn.microsoft.com/en-
us/library/ms228998.aspx.

To download the CATI Monitoring Console Installation Files:
In Confirmit Authoring, go to the CATI > Download CATI Monitoring Console menu command.

The Download CATI Monitoring Console dialog opens. Here you can either send the URL to a specified
email address or copy it directly into your clipboard.

http://172.16.12.30 player/ publish.htm Copy to clipboard

Email recipient quername @company.com

Figure 117 Fetching CATI Monitoring Console download URL

The default email address, to which the download URL will be sent, is that specified for the currently-
logged-on user - you.

Edit the email address if necessary and click OK, or copy the URL into your clipboard and paste itinto
your Internet Explorer.

If using email, an email with the URL is sent to the specified address.

3. Click the URL to open IE at the appropriate download page.
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Confirmit

Cati SupervisorPlaye

Hame: Cati Supervisor Plaver

Version: Beta test

Publisher: Confirmit

The following prerequisites are required:
« YWindows Instzller 3.1

« MET Framewaork 3.5

If these components zre already installed, you ce application now.
Otherwise, click the button below to install the prétequsies and run the application.

Install

Figure 118 CATI Monitoring Console download page

4. Click the link (arrowed) and follow the instructions to download the file in case the required prerequisites
are already installed on your machine.

5. In case prerequisites mentioned in the dialog window shown above are notinstalled on your machine,
you should press the Install button in this dialog window.

In this case you should follow instaructions appearing on the display and install the required appli-
cations. CATI Console installation procedure will commence right after all the prerequisites are suc-
cessfully installed.

6. Forinstructions regarding CATI Monitoring Console installation please refer to Installing a new copy of
CATI Monitoring Console below.

CATI Monitoring Console upgrade procedure is described in Upgrading CATI Monitoring Console on
next page.
6.3.3.1 Installing a new copy of CATI Monitoring Console
To install a new copy of CATI Monitoring Console:

1. Log on to the console PC as the PC Administrator and start the installation file download procedure (see
Downloading the CATI Monitoring Console Installation Files on previous page for details).

2. The dialog window with the progress bar showing the installation progress is displayed.
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(10%) Installing Confirmit CATI Monitoring Console - |EI|£|
Installing Confirmit CATI Monitoring Console ﬁi’
This may take several minutes, You can use wour computer to do other tasks o

during the installation,

mMame: Confirmit CATI Monitoring Console

From:  172.16.12.30

Downloading: 916 KB af 5,22 ME

Cancel

Figure 119 CATI Monitoring Console download progress

The CATI Monitoring Console is installed into the default destination. You cannot change the installation
path.

3. You will have to run the CATI Monitoring Console application after itis installed to use its features.

6.3.3.2 Upgrading CATI Monitoring Console

CATI Console will be upgraded automatically the first time you log on after the application has been upgraded
on the server. The files are copied into your PC and the console is enabled for CATI operations.

How to handle the update announcements:

1. When an update is available for the CATI Monitoring Console application, you will be notified and
prompted to download and install it.

Update Available |

Application update E‘i’

A news version of Confirmit CATI Supervisor plaver is available, Do vou ot
want to download it now?

Mame: Confirmit CATI Supervisor player
From: 172.16.12.30

| oK I Skip

Figure 120 CATI Monitoring Console update announcement

2. The normal procedure will be to approve the download, wait for the few moments it takes to download
and install the update, then continue using your system. If you do not wish to download and install the
update when prompted, cancel the prompt dialog by pressing the Skip button.

3. Note thatif you refuse the update when first notified, you will be prompted again the next time you log in
to work with CATI Monitoring Console.
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6.3.3.3 Uninstalling the CATI Monitoring Console application

In the event you need to completely remove the CATI Monitoring Console application from a PC, perhaps prior
to performing a fresh installation, proceed as follows:

1. Go to the PC's Start menu > Settings > Control Panel and open the Add or Remove Programs appli-
cation.

2. Using this, choose to remove the Confirmit CATI Monitoring Console application.

This action will display the Maintenance dialog window.

Confirmit CATI Monitoring Console Maintenance x|

Confirmit CATI Monitoring Console ﬁ,’
Choose the type of maintenance vou need., o

r\% {* Restore the application ko its previous state,

)
W

™ Remaove the application from this computer,

Ik | Zancel I Mare Information,.,. .

Figure 121 CATI Monitoring Console maintenance dialog

3. Choose the Restore... option to roll back the previous update (if the application has not been updated,
this option will be unavailable).

4. Choose the Remove... option to completely uninstall the CATI Monitoring Console application from the
computer.

5. Press OK to start the chosen procedure, and follow the provided instructions.

6.3.4 Monitoring interviewers’ work

To monitor interviewers’ work in the real time you should install and launch the CATI Monitoring Console appli-
cation. Refer to Downloading the CATI Monitoring Console Installation Files on page 108 description of the
CATI Monitoring Console application download and installation procedures.

Note: Please check the following setting in the MSIE options - it is required for the CATI Monitoring
Console to work properly. Run the MSIE browser and select Tools on the MSIE menu bar. Choose
Internet Options from the Tools menu. This will display the Internet Options dialog box. Choose the
Security tab. In this tab choose the Trusted Sites zone and press the Custom Level button in the
bottom of this tab. This will display the Security Settings dialog box. Scroll down the list in this
dialog box until you reach the Downloads group. Choose the Enable radio button for the "Automatic
prompting for file downloads" option. Press OK in each dialog box to confirm changes and close
these dialog boxes.

Supervisor can monitor all actions that interviewers perform working in the CATI Monitoring Console appli-
cation. He is able to observe what particular interview is being conducted. To monitor interviewers’ work in the
real time you should install and launch the CATI Monitoring Console application. Refer to Downloading the
CATI Monitoring Console Installation Files on page 108 for description of the CATI Monitoring Console appli-
cation download and installation procedures.

See instructions below on how to start and stop the CATI Monitoring Console.
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Supervisor can monitor all actions that interviewers perform working in the CATI Console application. He is able
to observe what particular interview is being conducted by the interviewer, currently answered interview ques-
tions, the answer variants selected by the interviewer, the amount of time spent and other interviewing param-
eters.

The monitoring console grid is refreshed in very short time increments — 15 seconds. Values in the Intervewer
List grid cells change each 15 seconds.

Supervisor can set up alerts for any parameter that is displayed in the grid in the Interviewer List dialog window.

Supervisor is not able to modify the answer variant, he/she can only terminate currentinterview if this is
required. Interview can only be terminated when the Monitoring console is started for the required interviewer.

To start and stop the monitoring console:

1. Press the Start monitoring console button Win the grid corresponding to the interviewer you want to
monitor.

Monitoring is started and the button turns to the Stop monitoring button a.
2. Pressthe Stop monitoring button & when you do not need to monitor the interviewer.

Monitoring stops and the button turns back to the Start monitoring console button o

To terminate the interview:

1. When the Monitoring console is started for the required interviewer, press the Terminate button “in the
grid corresponding to this interviewer. Current interview conducted by the selected interviewer is ter-
minated, but monitoring still continues.

Note that the next assigned interview is then delivered to this interviewer.

6.4 Monitoring appointments

To monitor appointments supervisor has to choose the Appointment List object (see Choosing an object to mon-
itor on page 100). Itis then opened in the Appointment List dialog window.

Appointment list shows the amount of appointments for each survey which are due in the specified short and
long period.

ﬂ" Appointment List - Windows Internet Explorer - ||:||i|
|4l Surveys .\‘_'D Intervals !\-.I Alerts [ Respondent timezane I(GMT) Greenwich Mean Time : Dublin, Ec 7l1f2?f2009 1:40 PM IEII Refrash ﬂ Cloze

Proje [ame |1 Hour |2 Da
Total count 0 0

p0011851  big 0 0 |
Logged in interviewers: 2 Open surveys: 1 Calls: 0 1/27 /2009 1:40 PM
Done |_|_|_|_|_|_|® Internet | w100 - g

Figure 122 Activity Views - Appointment List dialog window

The Appointment List dialog window provides the Supervisor with the following information (presented in the
grid columns):

e ProjectID

e Project Name

e Short period value

e Long period value
The Appointment List dialog window also contains a toolbar with the following buttons.
Button Description Function

SELECT SURVEYS Displays the survey selection form. Allows selecting surveys for which

4 Surveys
the list of appointments is displayed in the grid.
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(¥) Intervals SET APPOINTMENT Displays the monitoring intervals for appointments and allows spec-

INTERVALS ifying appointments.
1 Alerts SET APPOINTMENT Displays the appointment alert form. Allows specifying alert threshold
: ALERTS for one parameter.

Checkbox RESPONDENT TIME- Allows specifying that time values for the appointments should be
ZONE shown for the corresponding respondent timezone.

Drop-down list SELECT TIMEZONE Allows specifying timezone that will be used to display all appointment

time values.
|2 Refresh REFRESH Allows updating the appointment list manually.
[ close CLOSE WINDOW Closes the Appointment List dialog window.

6.4.1 Selecting appointments to display in the grid in the Appointment List win-
dow

Supervisor can choose surveys for which the list of appointments should be displayed in the grid. This can be
done with the help of the Survey Search form using which supervisor can search for surveys by their names, or
can apply filter to the survey list.

To select surveys for displaying in the appointment list:

1. I‘_1.. Surveys

Press the Surveys button on the toolbar.

This will display the Survey Search form below the button.

ﬂ" Appointment List - Windows Internet Explorer _ |E||i|
‘!L Surveys .::’) Intervals !‘-I Alerts | [~ Respondent timezane I(GMTJ Greanwich Maan Tirme @ Dublin, Ec 'I2.-"5.-"2DCIQ 2:06 AM IE'] Refrash ﬂ Close

Find First Mext

Filter Apply Reset
I- Sort surveys by project ID
= |7L.1T"-l Surveys

IVLE big (p0911218)

QK Cancel

Logged in interviewers: 4 Dpen surveys: 1 Calls: 1 2/5/2009 11:06 AM

Done l_ l_ l_ l_ l_ l_ €D 1nkernet [® 100 - 4

Figure 123 The Survey search form - selecting surveys for the Appointment List

The form contains the Find and Filter fields, the Sort surveys by project ID checkbox, and the complete
survey listin the form of a hierarachical tree, where each survey is accompanied by a checkbox that
allows selecting that survey.

By default all checkboxes are cleared and no survey is selected.
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2. Use the Find field to enter all or part of the survey name and press the First button to skip to the first
matching survey. The survey name is highlighted in the hierarchical tree to let you locate it. Pressing the
Next button will take you to the next matching survey and so on until the end of the listis reached.

You can check all or part of the surveys you have found.

3. Alternatively you can apply a filter to select simultaneously all the surveys with the name matching the
string entered in the Filter field.

Enter the name (or part of it) in the Filter field and press the Apply button. All the matching surveys are
then checked.

Filtering results and the Filter field contents can be cleared by pressing the Reset button.

4. Press OK when you are done selecting surveys. This will refresh the appointmentlistin the Appointment
List dialog window, leaving only appointments pertaining to the selected surveys and hiding all other
appointments.

6.4.2 Setting up time intervals for monitoring appointments

The short and long time periods to be monitored are specified with the help of the special form — the Selectinter-
vals for appointment counters form.

@ Intervals

This form is displayed when you press the Intervals buttons
below that button.

on the toolbar. Itis displayed right

ﬂ" Appointment List - Windows Internet Explorer _ |E||i|

| (GMT) Greenwich Mean Time : Dublin, Ec ¥ | 1/27/2009 1:45 PM |2 Refresh | £ Clese

|d| Surveys \\_") Intervals f'". Alerts [ Respondent timezone

. : Selact intervals for h
el d ol . Da
appointment counters 0
pO011851 Shc:rtl 12 Hours 0
Long I 2_‘7_]' IDa',-E 'I

(o1 Cancel

Logged in interviewers: 2 Open surveys: 1 Calls: 0 1/27 /2009 1:45 PM

[T [T [ [ mtemet [ R0 -

Figure 124 Setting up intervals for appointment counters

The short period is setin hours with the help of the Short spinbox, the long period can be set up both in hours
and in days. The Long spinbox allows selecting the value, and the drop-down list next to it allows choosing
between days and hours.

Pressing OK activates the specified monitoring values. The grid will then display the amount of appointments for
each survey that fall within specified periods.

6.4.3 Setting up alerts for monitoring appointments

Alertis set up in order to warn supervisor of appointments that are due in a very short time period. Also the alert
can warn in case some of the appointments are overdue. This is a single alert thatis used to monitor all the
appointments.

Sometimes the situation may require switching the interviewer to another job, which makes impossible con-
ducting the appointed interview at the specified time. Supervisor can handle such situation by modifying param-
eters of the appointed interview. He can change the interview start time, its priority, or even reassign this
interview to another person/group. In the CATI Supervisor module parameters of the appointed interview can be
changed with the help of the Activate dialog window (see Activating an interview on page 51). The Appointment
List dialog window provides instant access to the Activate dialog window in such situation — see Activating the
alerted interview on the facing page for details.

To set up the appointment alerts:

1. 1 Alarts

Press the Alerts button on the toolbar.

This will display the Time form right below this button.
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fj Appointment List - Windows Internet Explorer

=101

e i
|df Surveys @ Intervals 14 alerts [~ Respondent timezone

| (GMT) Greenwich Mean Time : Dublin, Ec x| 1/27/2009 1:46 PM |2 Refrash | [ Close

Project 1D |Project Nanflliy

Total count | About to be due in
pO0011851  big

Minutes

Overdue after

Minutes

et | conee |

Logged in interviewers: 2 Dpen surveys: 1 Calls: 0

1/27 /2009 1:46 PM

[T [ @wems

[# 1000 ~

Figure 125 Setting up appointment alerts

2. Enterthe value in the Aboutto be due in a number of minutes field. This alert parameter indicates that
there are appointments for this survey that are due in the specified number of minutes.

3. Another alert parameter, which you set up using the Overdue after a number of minutes field, lets you
see if there are overdue appointments. Enter the value in the Overdue after a number of minutes field.
When the specified time elapses, the alert for the corresponding survey will indicate that there are
appointments for this survey that are overdue for this number of minutes.

4. Press the Set button to activate alerts.

5. When the alerttime is reached, the Appointment List dialog window displays an extra grid to the right of
the regular survey alert grid. The interview alert grid lists all interviews which are due within the time
period specified in the “About to be due in N minutes” field (see Step 2).

,fj Appointment List - Windows Internet Explorer

=101 %]

|A Surweys @ Intervals I\-.I Alerts | [ Respondent timezonel[GMT) Greenwich Mean Time | Dublin, Ec 'l3.|"12.-"2009 Q42 AM @ Refresh ﬂ Close
Total count 1 2 2015 p0511218 big Any 3/12/2009 8:30:00 AM  (GMT)
|e05ti218  big 1 2 | e p0S11218 big Any 3/12/2009 10:00:00 AM (GMT)
Logged in interviewers: 4 Open surveys: 1 Calls: 0 3/12/2000 9:42 AM
| €D 1nkernet ["10% - 4

Figure 126 Monitoring the appointment alerts

The leftmost column of this grid displays the alert indicator — the yellow triangle L in case the appoint-
ment s still due and the red crossed circle & in case the appointmentis already overdue.

6. The second to left column in the alert list contains the Activate button @, When pressed, this button
invokes the Activate dialog window which allows modification of the interview’s call parameters (see Acti-
vating the alerted interview below for details).

6.4.3.1 Activating the alerted interview

Supervisor can modify parameters of the appointed interview when this interview appears in the appointment
alert list. Supervisor can do this by activating the interview. This procedure is the same Activate procedure as
described in Activating an interview on page 51.

Such action allows changing the interview priority, time and date of the interview start, and it also allows reas-
signing interview to another person/group.

Please refer to Activating an interview on page 51 for detailed instructions on activating the interview.
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7 Working with the Resources objects

Objects of the Resources type are used to specify settings used with other CATI objects. The following objects of
the Resources type are available:

e Extended Status Codes
e Dialler

e Master Timezone List

e Active Timezone List

These objects are important since they set the base for timings and determine how properties of other objects
are specified.

Supervisor can add, modify, and delete objects of each type.

All operations with Resources objects are begun by navigating to the appropriate object list. The list of objects of
each type is displayed in the top right frame.

7.1 Displaying the list of objects of the particular type
To display the list of the Resources objects:
1. Click the Resources button in the vertical Navigation menu (which is displayed in the left frame)
2. In the list that unfolds below:
e Either doubleclick the required Resources item, or
e Right-click the Resources item and choose List from the context menu that appears.

This will display the list of objects of the selected type in the top right frame.

CATI Supervisor E)) Confirmit. L.J

everywhere
2 " LY

Surveys State Groups |EI| i ||| }( | ﬂ
Resources MName
E<f Extended Status Codes Default group
O Disller kzv statuses

baz states
] Master Timezone List == stats
] Active Timezone List
o About CATI Supervisor
Interviewers
Scheduling
Reports
Activity Views Total records : 3

Figure 127 The Resources object type list

7.2 Configuring the Extended Status Codes

Extended Status Codes are used to indicate current status of an interview/call. Please see Call Management on
page 40 for information on how Extended Status Codes are used with interviews and calls.
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The CATI Supervisor module allows separating Extended Status Codes into groups for conveniency. Usually

status codes are applied as a set containing all the required statuses. Itis convenient to separate such a setinto
a group of Extended Status Codes.

When working with the Extended Status Code objects you can perform the following operations:

e View the Extended Status Code group list;

e Add and delete Extended Status Code groups;

e View and modify Extended Status Code properties;

e View and modify Extended Status Code group properties.

7.2.1 Viewing the Extended Status Code group list

Whatever operations with the Extended Status Code groups you need to perform you start with browsing the
Extended Status Code group list.

To view the Extended Status Code group list:

1. Double-click the Extended Status Codes item in the listin the left Navigation frame, or right-click its name
and choose List from the shortcut menu. This will display the list of Extended Status Code groups. The
Extended Status Code group listis displayed in the top right frame of the CATI Supervisor main window.

CATI Supervisor

) Confirmit. G

everywhere

Surveys

Resources

E2f Extended Status Codes
2 Dialler

L Master Timezone List
] Active Tirmezone List

o About CATI Supervizor

Interviewers
Scheduling
Reports

Activity Views

State Groups 2 =l Eal > 23

Name

Default group
kzv statuses

baa states

Total records : 3

Figure 128 Viewing the Extended Status Code group list in the top right frame

2. The user can perform the following operations with the Extended Status Code groups:

e View and modify the Extended Status Code group properties;

e Add or delete Extended Status Code groups;

e Refresh the Extended Status Code group list.

These operations can be performed with the Extended Status Code group list displayed in the grid in the
top right frame. Operations are performed by either choosing commands from the shortcut menu (acti-
vated by right-clicking the grid row containing the appropriate Extended Status Code group description),

or by selecting a row in the grid and pressing buttons on the toolbar in the top right frame (the toolbar is
located in the frame’s title bar).

To refresh the Extended Status Code group list press the Refresh button IE'] on the toolbar.
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3. When the top right frame displays the list of Extended Status Code groups its toolbar contains the fol-
lowing object specific button set.

Button Description Function

Iﬂ REFRESH Updates the Extended Status Code group list

. NEW Displays the Add Extended Status Code group dialog window and allows
creating a new Extended Status Code group

e PROPERTIES Displays the Extended Status Code group properties in the bottom right
frame. You can edit these properties.

'-EI DUPLICATE Duplicates the selected Extended Status Code group.

}( DELETE Deletes the selected Extended Status Code group

ﬂ CLOSE WINDOW Closes the CATI Supervisor dialog window

7.2.2 Adding a new Extended Status code group
To add a new Extended Status Code group:

1. With the Extended Status Code group list opened in the top right frame press the New button ! ) on the
toolbar, or right-click any row in the listin the grid and choose New from the shortcut menu. This will dis-
play the New state group dialog window.

x
- -4

Mame

o] 4 Cancel

|@ Internet |% A

Figure 129 Adding a new extended status group to the list

2. Enter the name for the new group in the Name field and press OK.

3. Thelistin the top right frame refreshes and the new group appears in that list.

4. Each new group of the Extended Status Codes contains predefined default set of Extended Status
Codes — you cannot change this set contents using the CATI Supervisor interface. Only some of the
Extended Status Code properties are editable — see Viewing and modifying the Extended Status Code
group properties below for details.

7.2.3 Viewing and modifying the Extended Status Code group properties
To view and modify the Extended Status Code group properties:
1. Double-click the Extended Status Codes group item in the listin the top right frame and press the View

)
button '~ on the toolbar, or right-click its name and choose View from the shortcut menu. This will dis-
play properties of the selected Extended Status Code group in the bottom right frame.
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CATI Supervisor
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L Active Timezone List
o About CATI Supervizor e
Default group states ,"%_q'
ID Name Priority Disallow Activation
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2 Busy 1
3 No reply 1
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Figure 130 Viewing the extended status list

The list of extended statuses normally contains a set of 30 predefined statuses, which ID and name can-
not be changed. These statuses are contained in each extended status group, and each new group

added to the list already contains such a set. Predefined extended statuses are assigned ID of 1 through
30. All the rest statuses can be edited — with the exception of ID value.

To view and modify the Extended Status properties:

1. You can edit the extended status properties in the following way.

Either double-click the selected status name in the listin the bottom right frame, or select the status name

E
and press the Edit button ‘-~

choose Edit from the context menu.

in the bottom right frame toolbar, or right-click the selected name and

This will display the form containing current status properties right below the selected extended status.
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3.

1D Name Pricrity Disallow Activation
i Appointment 1000 r
2 Busy i -
3 Mo reply 1 -
4 Quota failure i r
o 4 i I—
Marme Quota failure : =
: r
Priority 1 I_
Dizallow Activation [ 1 -
(s138 Cancel : ™
: r
12 MNuisance 1 -
13  Completed i 7
14  Screensd 1 il

Figure 131 Modifying the extended status properties

Use this form to modify extended status properties.

For the first 30 statuses you will be able to modify the Priority value and check (or clear) the Disallow Acti-
vation box. Other statuses also allow changing their names.

When the Disallow Activation option is enabled (this box is checked) all interviews/calls with that
extended status are prohibited from being assigned the Active state (see Viewing the interview/call list
on page 41 section for description of this state).

Press OK in the status edit form to confirm property changes.

Repeat the procedure to modify properties of other extended statuses.

7.2.4 Deleting an Extended Status code group from the list

2.

7.3

To delete an Extended Status Code group:
With the Extended Status Code list opened in the top right frame select the required group in the listin

the grid and press the Delete button )‘( on the toolbar, or right-click the required group row and choose
Delete from the shortcut menu. This will delete the selected Extended Status Code group from the list

Repeat the procedure for other groups if needed.

Configuring the Master Timezone list

Master Timezone list includes officially used timezones that are available for activation in the CATI Supervisor
module, i.e. that are not directly used with any other CATI object. Supervisor can quickly select a timezone from
this list and make it “active”. Active timezones can be used as object properties — for example, an active time-
zone can be specified as the respondent timezone. Also refer to Configuring the Active Timezone list on page
122 for instructions.

When working with the Master Timezone objects you can perform the following operations:

o View the Master Timezone list;

Make a master timezone active;

Refresh the Master Timezone list.
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7.3.1 Viewing the Master Timezone list

To view the Master Timezone list:

1. Double-click Master Timezone Listitem in the listin the left Navigation frame, or right-click its name and
choose List from the shortcut menu. This will display the list of Master Timezones. The listis displayed in
the top right frame of the CATI Supervisor main window.

CATI Supervisor

) Confirmit. Ged

everywhere

Surveys Timezones IEII @ I a
Resources 1D Mame Bias (hh:mm:ss)
£4 Extended Status Codes 11 (GMT=02:00) Harare, Pretoria -02:00:00 1=
[ pialler 12 (GMT=02:00) Helsinki, Kyiv, Riga, Sofia, Tallinn, Vilnius -02:00:00
- 12 | (GMT+02:00) ] =zl -02:00:00
A Master Timezone List ‘ 4 Jerusalem
17 | (GMT+0Z:00) Nairobi -02:00:00
W Active Timezone List
] 18 (GMT+03Z:20) Tehran -02:30:00
) About CATI Supervisor i A
’ 21 (GMT+04:20) Kabul -04:20:00 Lo
24 (GMT+03:30) Chennai, Kelkata, Mumbai, New Delhi -05:20:00
25 (GMT+05:43) Kathmandu -05:45:00
28 (GMT+06:00) Sri Jayawardenspura -06:00:00
29 (GMT+06:30) Rangoon -06:20:00
34 | (GMT+08:00) Kuala Lumpur, Singapore -08:00:00
35 (GMT+08:00) Perth -08:00:00
Interviewers 36 (GMT=+08:00) Taipei -08:00:00
Scheduling 39 (GMT=0%:00) Yakutsk -09:00:00
41 | (GMT+09:30) Darwin -05:30:00
Reports LI
AT CERAT LA O O0% Beicho o =T T T
Activity Views Total records : 46
Figure 132 Viewing the Master Timezone list in the top right frame
The grid contains the following columns:
e ID
e Name
e Bias

2. When the top right frame displays the list of Master Timezones its toolbar contains the following object

specific button set.

Button Description Function

Iﬂ REFRESH Updates the Master Timezone list

@ ACTIVATE Activates the selected Master Timezone
ﬂ CLOSE WINDOW Closes the CATI Supervisor dialog window

7.3.2 Activating the selected Master Timezone

To activate the selected Master Timezone:

1. Select the required Master Timezone Listitem in the grid in the top right frame and press the Activate but-

ton @ on the toolbar, or right-click this item and choose Activate from the shortcut menu.
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2. This will delete the activated item from the list of Master Timezones and simultaneously add it to the list
of Active Timezones (see Configuring the Active Timezone list below for details).

3. Repeatthe procedure for other Master Timezones if required.

7.4 Configuring the Active Timezone list

Active Timezone listincludes timezones that are activated, i.e. they can be directly used with any other object.
Supervisor can quickly select an active zone from the list and use it as an object property — for example, an
active timezone can be specified as the respondent timezone. Also refer to Configuring the Master Timezone list
on page 120 for instructions.

When working with the Active Timezone objects you can perform the following operations:
o View the Active Timezone list;
e Setan Active Timezone as local,
e Delete an Active Timezone;
o Delete all unused Active Timezones;

o Refresh the Master Timezone list.

7.4.1 Viewing the Active Timezone list
To view the Active Timezone list:

1. Double-click Active Timezone Listitem in the listin the left Navigation frame, or right-click its name and
choose List from the shortcut menu. This will display the list of Active Timezones. The listis displayed in
the top right frame of the CATI Supervisor main window.

CATI Supervisor . Confirmit L.J
LJ) everywhere
Surveys Timezones IEI] o x _";\. I ﬂ
Resources ID Name Biaz (hh:mm:ss)
54 Extended Status Codes 1 (GMT) Greenwich Mean Time : Dublin, Edinburgh, Lisbon, Londc 00:00:00 =
[ Dialler 2 (GMT) Casablanca, Monrovia 00:00:00
0 Master Timezone List 3 (EMT=+01:00) Amsterdam, Berlin, Bern, Rome, Stockhelm, Vier -01:00:00
4 (GMT=01:00) Belgrade, Bratislava, Budapest, Ljubljana, Pragu -01:00:00
A Active Tirmezone List
) 3 (GMT=01:00) Brussels, Copenhagen, Madrid. Paris -01:00:00
.3] About CATI Supervisor i A
’ & (GMT=01:00) Sarajeve, Skopje, Warsaw, Zagreb -01:00:00
7 (GMT=01:00) West Central Africa -01:00:00
2 (GMT=+0Z2:00) Athens, Beirut, Istanbul, Minsk -02:00:00
9 (GMT=02:00) Bucharest -02:00:00
WSS 10 (GMT=02:00) Caire -02:00:00
Scheduling 14 (GMT=03:00) Baghdad -03:00:00
Reports 15 (GMT=+03:00) Kuwait. Riyadh -03:00:00 _I
-
Activity Views Total records : 29

Figure 133 Viewing the Active Timezone list in the top right frame

The grid contains the following columns:
e ID

e Name

e Bias

2. When the top right frame displays the list of Active Timezones its toolbar contains the following object
specific button set.
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Button Description Function

.ﬂ REFRESH Updates the Active Timezone list

o SET AS LOCAL Sets the selected Active Timezone as local
}( DELETE Deletes the selected Active Timezone

.13‘ DELETE UNUSED Deletes all the unused Active Timezones
kﬂ CLOSE WINDOW Closes the CATI Supervisor dialog window

7.4.2 Setting the selected Active Timezone as local
To set the selected Master Timezone as local:
1. Select the required Master Timezone Listitem in the grid in the top right frame and press the Set as local

button o

on the toolbar, or right-click this item and choose Set as local from the shortcut menu.
The Active Timezone list will be refreshed and the selected timezone will be displayed in bold typeface.
2. Ifyou setanother timezone as local, the previous one will be shown in normal typeface, and the new one
will be marked with bold typeface again.
7.4.3 Deleting (deactivating) the selected Active Timezone
To delete the selected Active Timezone:
1. Select the required Active Timezone Listitem in the grid in the top right frame and press the Delete but-
ton X on the toolbar, or right-click this item and choose Delete from the shortcut menu.

This will delete the selected timezone from the list of Active Timezones and simultaneously add it to the
list of Master Timezones (i.e. you will deactivate this timezone).

2. Repeatthe procedure for other Master Timezones if required.

7.4.4 Deleting the unused Active Timezones
To delete the unused Active Timezones:

1. In case the Active Timezone Listis populated with timezones you do not use as properties with other
objects you may wish to clear up this list and remove such timezones.

To do this you should click any row in the grid in the top right frame and press the Delete unused button

Bla
** on the toolbar, or right-click any row in the grid and choose Delete unused from the shortcut menu.

This will delete all unused active timezones from the list of Active Timezones and simultaneously add all
these timezones to the list of Master Timezones (i.e. you will deactivate these timezones).
7.5 Viewing software version and copyright information

You can view general information regarding the version of the CATI Supervisor module, and existing copyright.

To view the About information:

1. Double-click the Aboutitem in the listin the left Navigation frame, or right-click its name and choose
View from the shortcut menu. This will display the information regarding the current software version
number, and the copyrightinformation. All this information is displayed in the top right frame of the CATI
Supervisor main window.
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Figure 134 Viewing the general software information

7.6 The Dialer

The Dialer in Confirmit terms stands for the dialing system. The dialing system is a hardware/software complex
which task is to aid and facilitate the dialing routine in a CATI system. The simple explanation of the dialer pur-
pose is that it frees the interviewer from the dialing job and automatically delivers the connected calls to him in
the way specified by the CATI Supervisor. In case the dialer is engaged, the interviewer only has to wait for
another connected call - he is not supposed to perform dialing tasks in this case. Usually the dialing system is a
third party service provided by a telephone company, an internet service provider etc.

The dialer works in conjunction with the CATI Supervisor module and performs the following tasks:

accepts the command to commence dialing (in the specified dialing mode - see explanation below) telephone
numbers contained in the sample;

e tracks and processes the dialing results according to the specified dialing mode;
e tracks and processes the interviewers' load level;
e delivers the connected calls to the interviewers.

The Dialer must be available and operational so that CATI Supervisor module can access it and exchange infor-
mation and commands with it. The Dialer is initially enabled by the Supervisor and then it can be engaged or
rejected by each interviewer that logs in to work with the CATI Interviewer Console. To allow interviewers to
engage the Dialer the supervisor must enable it first (see Enabling the Dialer on the facing page for instruc-
tions).

The CATI Supervisor module monitors the current Dialer state and displays this information (see Enabling the
Dialer on the facing page for details).

When the Dialer is enabled, any interviewer belonging to a company monitored by the supervisor can perform
interviews using the Dialer. The interviewer also has a choice of performing dialing manually, without the use of
the Dialer - refer to Starting the CATI Console and Logging In on page 80 for instructions.

The Dialer operates in one of the four dialing modes. Such mode is specified as the CATI survey parameter in
Confirmit Authoring. We recommend reading the appropriate chapters of the Confirmit Authoring User Guide for
details on this procedure (for example "The CATI Options Tab" chapter). Once the dialing mode is specified for a
survey, the Dialer will operate only in this mode with this survey until the dialing mode is changed.

The following dialing modes are available:
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Manual - assumes that the dialer dials only the number corresponding to the interview manually selected by the
interviewer;

Preview - assumes that the CATI Interviewer Console displays some information for the interviewer which he
should view before proceeding, and the Dialer dials the number corresponding to the interview only after the
interviewer confirms proceeding with that interview;

Automatic - in this mode the system simply delivers the next connected calls to the interviewers one after
another in the order specified by the task choice mode;

Predictive - this dialing mode was designed to increase the productivity of the interviewers by performing the so
called "predictive" dialing. In this mode the Dialer applies various algorithms that help delivering the required
call to a free interviewer while keeping the number of failed ("nuisance") calls to the bare minimum. The dialer
operating in this mode tracks and processes the call results, analyses and compares this results and the inter-
viewer's load pattern and tries to "predict" (based on the calculated statistics) when should the particular number
be dialed so that it could be delivered to the interviewer precisely after he finishes the previous interview.

7.6.1 Enabling the Dialer

The Dialer should be enabled to allow interviewers to engage it when they log in to work with the CATI Inter-
viewer Console.

The Dialer is enabled by the Supervisor - see instructions below.

Normally the Dialer is enabled once, and it remains enabled no matter if the CATI Supervisor module is
launched or not. Current Dialer status is displayed in the top right frame of the CATI Supervisor module when
the Dialer objectis selected (in the Resources object group in the Navigation Menu) - see the picture below.

CATI Supervisor .‘_}) Confirmit. 'L.-l

everywhere

Surveys Dialler |EL| @ | ﬂ

Resources

£ Extended Status Codes Dialler is available and operational.

2 Dialler
] Master Tirmezone List
L] Active Tirmezone List

& About CATI Supervizor

Interviewers
Scheduling
Reports

Activity Views

This status allows monitoring whether the Dialer is enabled, or whether the connection was lost for some reason
and the Dialer requires enabling again. A situation is possible when the Dialer could not be accessed and,
therefore, could not be enabled.

The following messages displayed in the top right frame indicate Dialer's accessibility and status. Message
descriptions explain the required action on the supervisor's side:
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Available and operational - the Dialer is enabled and accessible. Normal status - interviewers can engage the
dialer. No action is required.

Not available and not operational - the Dialer is inaccessible and cannot be enabled at the moment. The Super-
visor should wait until the status changes to "Available but not operational”, and then enable the dialer.

Available but not operational - the Dialer is accessible but is not enabled. The supervisor should enable the
dialer as soon as he gets this message.

The supervisor should monitor the Dialer status and perform the appropriate action if required.
To enable the Dialer:
In the Navigation Menu in the left frame choose the Dialer object in the Resources object group.
If the message in the top right frame says "Available but not operational" press the Enable Dialer button @ on
the toolbar.

The top right frame refreshes and the Dialer status message should change to "The Dialer is available and oper-
ational". If the message does not change press the Refresh button on the toolbar. If the status is still set to "Avail-
able but not operational" you should contact the system administrator to make sure the connection with the
service provider exists. Normally the Enable Dialer button should become inaccessible and should be grayed
out when the Dialer state is set to "Available and operational".
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8 Generating reports in the CATI Supervisor

Reports in the CATI Supervisor module provide statistics pertaining to certain objects.

The CATI Supervisor provides the user with the possibility of generating the following reports:
e Sample status summary report
e Survey Productivity report

Interviewer Productivity Report

Attempts by Disposition report

Number of attempts report

Reports can be configured with the help of interface provided by the Reports objects.

Generated reports can be saved in a number of common formats and viewed using an Internet browser or an
appropriate application capable of reading the required format.

Supervisor has to choose the Reports item in the left Navigation frame to access the list of the Reports objects.

All operations with the Report objects are begun by navigating to the appropriate object list. The list of Report
objects is displayed in the left Navigation frame and simultaneously in the top right frame. The listin the top right
frame is displayed in the grid and is accompanied with short descriptions of the available report types.

CATI Supervisor

) Confirmit. G

Surveys
Resources
Interviewers
Scheduling
Reports

Bl Lg) Reports

[£5 survay Productivity Repo
[ sample Status Summary
2 Interviewar Productivity A
[ Atternpts by Disposition

[& mumber of Atternpts Rep)

Activity Views

everywhere
List of reports - double click to open 0 |
Name Report Type Description
Survey Productivity Report Multi survey This multi-survey report shows the time spent by interviewers
Sample Status Summary Report Single survey This single-survey report shows count of sample records for different Extended Statuses
Interviewer Productivity Report Single survey This single-survey report shows detailed interviewer productivity statistics
Attermpts by Dispesition Report Single survey This single-survey report shows the distribution of interviews by the count of attempts made broken down by Extended Status

Humber of Attempts Report Single survey This single-survey report shovs the distribution of interviews by the count of attempts made

il | i
Total records : 5 [ page | 1@ ofr (A

Figure 135 The Reports object type list

8.1 Generating the Survey Productivity Report

The Survey Productivity Report provides statistics regarding the work of the selected interviewers.

This is a multi survey report which means it can be configured to produce statistics for a number of surveys at
once.

To generate the Survey Productivity Report:

1. Double-click the Survey Productivity Reportitem in the left Navigation frame, or double-click this report
type in the listin the top right frame.

This will display the Productivity Report dialog window.
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If‘ Survey Productivity Report - Windows Internet Explorer - |I:I|i|

=
Dates range IThiE year ;I Fange. .. 5tatu5| Selech.,

Surveys | Selact.. | Users | Selac.. |

Build report

Done l_ l_ l_ l_ l_ l_ |_ Internet "',. 0% - =

Figure 136 Configuring the Survey Productivity Report

This window interface lets you configure all the parameters required to generate the Productivity Report.

2. The Date Range drop-down box allows selecting the time period for which the report should be gen-
erated. You can select a period from the drop-down list, or you can choose to define the period manually
(the "Range" item in the list) — in this case the Range button on the right of this field becomes available.
Press the Range button to display the Date Range form.

Dates range IRange... ;l | Range... | 5tatu5| Selecdt. .. || N
Survays | Seledc... | From date/time: |1/1/200% -| o:o0:00 S
To date/timea: 12/31/2009 =| 22:59:59 |&

Figure 137 Choosing the date range for the Survey Productivity Report

Specify the start and finish time of the desired period using the From and To fields. These fields include
the calendar form which opens when you press the arrow button in the date field, and the time spinbox
which allows increasing and decreasing value with the help of the buttons, or entering the value man-
ually. Press OK below this list to confirm this setting.

3. Status field allows selecting interview Extended Statuses. Interviews with the selected status will be
included in the report. Press the Select button and check the required statuses in the scrollable list that
appears. Press OK below this list to confirm this setting.

Dates range IThis month LI | Range.., |5tal:u5| Select... ||
Build report
Surveys Users I_Appnintrnent ill
I_ Busy
e raply

r Quota failure
M refuszl

™ Terminzted

-

Figure 138 Selecting extended statuses to include into the Survey Productivity Report
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4. The Productivity Report allows selecting a number of surveys for which it will generated. Press the Select
button to display the Survey Search form (see description of this form here - Selecting surveys to display
in the grid in the Survey List window on page 102). Press OK in the form to save this setting.

5. Finally you should select users for which this report will be generated. Press the Select button to display
the User Search form.

Dates range IRange... LI |Range... 5I:al:|.|5| Selec., |
Build report
Find [ First | Mext |
Filter | Apply I Reset |
= rh’;} Users -

@ [ g EMK Interviewers (3)

[

rh’;} MNeeraj Training (1)

[

rh’;} Kewvin's Training Group (2]
rh’;} davido (1)
[lig) Gotham city (2)

F B &

- li..‘_?"_1L arthurw final (1)

| I-li;l Spanish Group (1)

| I-li;l Stephanie's Awesome Group of Intervie
=N li;l Alex's Interviewsr (1)

| I-li;l Matt's Telephone People (1)

| I-li;l interz (1]

| I-li;l Pelle Parafins belgeband (1)

| I-li;l flopeztest (1)

=] I-l.i;l PolinaF group (&) -
4| ) | _’l_l

Figure 139 Selecting users to include into the Survey Productivity Report
This form uses the same approach to selecting users as the Survey Search form described on the pre-

vious step. Press OK to save this setting.

6. Press the Build Report button to generate the Survey Productivity Report.
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,’:"' Survey Productivity Report - Windows Internet Explorer oy ] |
=l
Dates range IThis year TI Fzange,.. |Status Seledh..
Build repart
Surveys Selact.., Users Seled.,
¥ S 1/t By
Productivity stats
11/2/2009 11:31:41AM
Start date: 1/1/2009
End date: 12/31/2009
Status: Appointment, Busy, Refusal, Terminated, Nuisance, Completed, Fresh sample
Users: All
Surveys: All
Survey: Preview ( p1724835)
User ID IUser name Interview Total Interviewing Average Status
count count time time
285 kad_inter [ 7 02:31 00:35
5 02141 00:32 Terminated
i 00:350 00:30 Completed
Average for survey: 6.00 03:31
Sum for survey: ] 03:31
Survey: Progressive [ p1724643 )
User ID IUser name Interview Total Interviewing Average Status
count count time time
351 kad_intz 1 1 00:19 00:19
i 00:19 00:19 Terminated
285 kad_inter 4 [ 00:48 00:12
1 00:00 00:00 Busy
i 0000 00:00 Terminated
2 00:48 00:24 Completad
Average for survay: 2.50 00:24
Sum for survey: 3 01:07
Done |@ Internet L00% - g

Figure 140 The generated Survey Productivity Report

7. In case the generated reportis large enough and occupies more than one page you can navigate
through its pages using the browsing controls displayed above the report header.
Press the First button to jump to the first report page, press the Previous button * to jump one page

back, press the Next button to jump one page forward, or press the Last button to jump to the last
report page.

Numbers to the right of these buttons show the current page number and the total number of pages in
the report.

You can also jump to the specified report page — enter the page number in the Go To field and press the

Go To button '1L| to do this.

8. The generated report can be exported and printed out — refer to Exporting the generated report on page
140 and Printing out the generated report on page 141 for instructions.

8.2 Generating the Sample Status Summary report

The Sample Status Summary Report provides statistics regarding extended statuses of the interviews selected
from the particular sample.
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To generate the Sample Status Summary Report:

1. Double-click the Sample Status Summary Reportitem in the left Navigation frame, or double-click this
report type in the listin the top right frame.

This will display the Sample Status Summary Report dialog window.

ﬂ; Sample Status Summary Report - Windows Internet Explorer o [ m]
EEY

Survey ™ status filter
[ Hide zero statuses [ user filter Selech..

Build report

Done I_ I_ I_ I_ I_ I_ |_ Internet '-"i'; 100%: -

Figure 141 Configuring the Sample Status Summary Report

This window interface lets you configure all the parameters required to generate the Sample Status Sum-
mary Report.

2. The Sample Status Summary Report allows selecting a single survey for which it will generated. Press
the Select button to display the Survey Search form (see description of this form here - Selecting surveys
to display in the grid in the Survey List window on page 102). Press OK in the form to save this setting.

3. Nextyou can choose to apply the Status filter option. Check this box to activate the Select button. Press it
to display the Status Filter form.

Survey ¥ status filter I Selach.. || |

e

[~ Hide zero statuses [~ user filter Se r Appeintment I custemiz [T customs: =
I- Busy I- Custemiz I_ Custom3z

M e reply M custemiz [ custemsz —

r Quota failure [T customia [ customsa
[ refusal [T custem1s [ customss
I- Tarminatad I- Custemis I_ Custom36

I_ Answer phone I_ Custom17 I_ Custom37

[ Madem M customia [T customss
I_ Fax I_ Custem1S I_ Custom33
I- Congestion I- Customz0 I_ Customei0 j

Figure 142 Applying extended status filter to the Sample Status Summary Report

Put a check in front of extended statuses you want to include in the Sample Status Summary Report.
Press OK to save this setting.

4. Check the Hide zero statuses box to apply this option. If there are no interviews in some extended status,
this status will automatically be excluded from the report.

5. Check the User filter option to select users for inclusion into the Sample Status Summary Report.
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This form uses the same approach to selecting users as the Survey Search form (see description of this
form here - Selecting surveys to display in the grid in the Survey List window on page 102). Press OK to

Survey ™ status filter

™ Hide zero statuses ¥ user filter

Build report
I Select.. I
Filtar | || apply Reset
[@1 CATI Interviewsrs =

B

e [T <hr

o [T intert

Il ﬁ test_egs
b [T 5 erick_cati
- [T [ testss

- [ [ johnb

- [ﬁ test_egaz
08

T g erickz_cati

M3 nn inkar

Figure 143 Applying the user filter to the Sample Status Summary Report

save this setting.

6. Press the Build Report button to generate the Sample Status Summary Report.

/2 sample Status Summary Report - Windows Internet Explorer - |EI|E|
Build repart
™ Hide zero statuses ¥ user filtar Selact.,
@ S w1 W
Sample status summary
2/4/2009 5:06:28PM
Survey: big (p0911218)
Sample size: 100
Calls: o]
Statuses: Appointment, Completed
Users: [All]
Status Count Status Count
JALL_ PERSONS
Appointment
Completad 4
Done |@ Internet A0 v g

Figure 144 The generated Sample Status Summary Report

7. In case the generated reportis large enough and occupies more than one page you can navigate
through its pages using the browsing controls displayed above the report header.
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Press the First button to jump to the first report page, press the Previous button ™ to jump one page
back, press the Next button to jump one page forward, or press the Last button to jump to the last
report page.

Numbers to the right of these buttons show the current page number and the total number of pages in
the report.

You can also jump to the specified report page — enter the page number in the Go To field and press the

Go To button 1'-' to do this.

1. The generated report can be exported and printed out — refer to Exporting the generated report on
page 140 and Printing out the generated report on page 141 for instructions.

8.3 Generating the Interviewer Productivity Report

The Interviewer Productivity Report provides statistics regarding the work of the selected interviewers.

To generate the Interviewer Productivity Report:

1. Double-click the Interviewer Productivity Reportitem in the left Navigation frame,or double-click this
report type in the listin the top right frame.

This will display the Interviewer Productivity Report dialog window.

ﬂ" Interviewer Productivity Report - Windows Internet Explorer - |EI|5|
E
Dates range x Fanas.. | [ user filter Seledt...
Build report
Survey Select.. ™ Show dialer attempts
Status Seled... ™ Hide zero values

Dane l_ l_ l_ l_ l_ l_ €D Inkernet HA00% -

Figure 145 Configuring the Interviewer Productivity Report

This window interface lets you configure all the parameters required to generate the Interviewer Pro-
ductivity Report.

2. The Interviewer Productivity Report allows selecting a survey for which it will generated. Press the Select button
to display the Survey Search form (see description of this form here - Selecting surveys to display in the grid in
the Survey List window on page 102). Only one survey can be selected (this type of reportis generated for a sin-
gle survey only). Press OK in the form to save this setting.

The Survey Search form which is activated using the Select button does not contain the Find field. It only
allows for applying a filter to the list of surveys.

3. The Status field allows selecting interview Extended Statuses. Interviews with the selected status will be
included as completes in the report. Press the Select button and check the required statuses in the scrollable list
that appears. Press OK below this list to confirm this setting.
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Dates range IThia year ;I Fange... [T user filter

Survey I- Show dialer attempts

Status ™ Hide zero values
pAppnintment =
I_ Busy

V na reply

Build report

v Qucta failure
[ Refusal
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Figure 146 Selecting extended statuses to include into the Interviewer Productivity Report

4. You can select interviewers for which this report will be generated. Check the User filter box to enable
this option, and press the Select button to display the Interviewer Search form.

Dates range IThia year ;I Range.. | ¥ user filtar I Select,. || |
curvey - gFiter [poely [ iseet |

=Rar -
Status My El- |- ILgd CATI Interviewers
----- I_ la kad_inter

T kad_int2

Figure 147 Selecting interviewers to include into the Interviewer Productivity Report

This form uses the same approach to selecting interviewers as the Survey Search form described on the
previous step. Press OK to save this setting.

You can include additional statistics reflecting the amount of times the dialer attempted to connect. This figure is
included into the reportin case you check the Show dialer attempts box.

You can also exclude all interviewers that had never logged in to work with the Interviewer Console during the
period selected for the current report.

To exclude such "inactive" interviewers you should check the Hide zero values box.
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7. Press the Build Report button to generate the Interviewer Productivity Report.

Bbaskange v B user fater
Build repart
Survey Select... [¥] show dialer attampts
Status Select... Hide zero values
W S 1/1 £
Interviewer Productivity Report
30/10/2009 16:26:55
Start date: 01/01/2009
End date: 31/12/2009
Survey: Training CATI prej 1 (p2140297]
Users: All
User IO User name Log on Interviews Interviews Completes Completes per Interviews Average completed
houors ﬁer lag on lag an hour per interview length
our complete {min}
110 &lex 4,96 182 36,72 ] 0.00 0.00 0.o0o
102 Annz 1.62 45 20.28 1 0.62 49,00 0.22
S8 Annetts 3.25 147 45,25 S 10.47 4,532 0.47
118 Anuj 44,05 255 6.78 iz 0.27 24,52 0.52
111 Crawid 43,57 204 4.68 2 0.05 102.00 0.42
112 Delbir 1.31 113 86.35 87 66.48 1.20 0.43
] Dizller 0.00 3,795 0.00 ] 0.00 0.00 o.o0o
107 Duncan 2.68 156 42,42 = 0.82 S2.00 0.833
104 Eraham 1.92 142 73.96 36 18.75 254 0.42
116 Paulg 41,20 5 0.12 a 0.00 0.00 0.00
100 Sandip 3.89 78 20.06 35 14,14 1.42 0.67
109 Sanjeswv 1.58 36 22.81 i 0.00 0.00 o.oo
114 walery 0.22 4 18.58 = 12,54 1.23 0.28
Total 151.28 5,210.00 34.44 233.00 1.54 22.36 0.52

Figure 148 The generated Interviewer Productivity Report

8. The Interviewer Productivity Report provides the following information:

User ID This is the ID of the CATI interviewer

User name This is the login name for the CATI interviewer

Log on hour This is the total time (in hours) spentlogged into the system during the date range
selected

Interviews These are the number of interviews worked on during the date range selected for the

selected statuses

Interviews perlog on This is the number of interviews worked on for this survey per logged in hour for the
hour date range specified

Completes This is the count of interviews that are selected as in the status filter and considered
as completes (based on the status filter) in the date range selected

Completes perlogon This is the number of interviews with the complete status worked on for this survey per
hour logged in hour for the date range specified

Interviews per complete This is the number of interviews worked on per completed interview
Average completed This is the average time (in minutes) for a completed interview
interview length (min)

9. In case the generated reportis large enough and occupies more than one page you can navigate
through its pages using the browsing controls displayed above the report header.

Press the First button to jump to the first report page, press the Previous button © to jump one page

back, press the Next button to jump one page forward, or press the Last button to jump to the last
report page.
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Numbers to the right of these buttons show the current page number and the total number of pages in
the report.

You can also jump to the specified report page — enter the page number in the Go To field and press the

Go To button '1L| to do this.

10. The generated report can be exported and printed out — refer to Exporting the generated report on page
140 and Printing out the generated report on page 141 for instructions.

8.4 Generating the Attempts by Disposition report

The Attempts by disposition Report provides statistics detailing the distribution of interviews by the count of
attempts made broken down by the Extended Status.

To generate the Attempts by disposition Report:

1. Double-click the Attempts by disposition Reportitem in the left Navigation frame, or double-click this
report type in the listin the top right frame.

This will display the Attempts by disposition Report dialog window.

ﬂ" Attempts by Disposition Report - Windows Internet Explorer - |EI|£|
il
Survey Selact.. Status Selad..
Build report
|- Hide zero states Dates range IThiE year LI Range

Done I_ I_ I_ I_ I_ I_ |g Internet w00% - g

Figure 149 Configuring the Attempts by disposition Report

This window interface lets you configure all the parameters required to generate the Attempts by dis-
position Report.

2. The Attempts by disposition Report allows selecting a survey for which it will generated. Press the Select button
to display the Survey Search form (see description of this form here - Selecting surveys to display in the grid in
the Survey List window on page 102). Only one survey can be selected (this type of report is generated for a sin-
gle survey only). Press OK in the form to save this sefting.

The Survey Search form which is activated using the Select button does not contain the Find field. It only
allows for applying a filter to the list of surveys.

3. The Status field allows selecting interview Extended Statuses. Interviews with the selected status will be
included in the report. Press the Select button and check the required statuses in the scrollable list that
appears. Press OK below this list to confirm this setting.
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Figure 150 Selecting extended statuses to include into the Attempts by disposition Report

By default all extended statuses are included (all boxes are checked). Clear the boxes to exclude inter-
views with that status from the report.

4. The Date Range drop-down box allows selecting the time period for which the report should be gen-
erated. You can select a period from the drop-down list, or you can choose to define the period manually
(the "Range" item in the list) — in this case the Range button on the right of this field becomes available.
Press the Range button to display the Date Range form.

Survey Selact.. Status Selad..
Build report
I_ Hide zero states Dates range IREHQE--- LI Fange...
From date/time: |1/1/2005 =| 0:00:00 &
To date/time: 12/31/z009 =| 23:59:59 |&
=14

Figure 151 Choosing the date range for the Attempts by disposition Report

Specify the start and finish time of the desired period using the From and To fields. These fields include
the calendar form which opens when you press the arrow button in the date field, and the time spinbox
which allows increasing and decreasing value with the help of the buttons, or entering the value man-
ually. Press OK below this list to confirm this setting.

5. You can exclude from the report all the statuses that were never assigned to any interview during the
selected period. In such case all rows containing statistics pertaining to these "zero" statuses are hidden
in the generated report, and the reportis perceived better.

Check the Hide Zero States box to exclude zero statuses from the report.

The report shown in the picture below is generated with the Hide Zero States option turned on. Although
all Extended Statuses were selected using the Status option, only two statuses are included into the gen-
erated report - other statuses were never assigned to the interviews during the selected period.

6. Press the Build Report button to generate the Attempts by disposition Report.
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Surwvey Status Selact...
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20 Error r 1 1 (u] o o o o o o = 0.17
22 Custom 2 example 5= 1 o (u] o o o o o o S« 1.0<%
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Figure 152 The generated Attempts by disposition Report

7. In case the generated reportis large enough and occupies more than one page you can navigate
through its pages using the browsing controls displayed above the report header.

Press the First button to jump to the first report page, press the Previous button * to jump one page

back, press the Next button to jump one page forward, or press the Last button to jump to the last
report page.

Numbers to the right of these buttons show the current page number and the total number of pages in
the report.

You can also jump to the specified report page — enter the page number in the Go To field and press the

Go To button '1L| to do this.

8. The generated report can be exported and printed out — refer to Exporting the generated report on page
140 and Printing out the generated report on page 141 for instructions.

8.5 Generating the Number of attempts report

The Number of Attempts Report provides statistics detailing the distribution of interviews by the count of attempts
made.

To generate the Number of Attempts report:

1. Double-click the Number of Attempts reportitem in the left Navigation frame, or double-click this report
type in the listin the top right frame.

This will display the Number of Attempts Report dialog window.

-138 -



Confirmit Confidential Confirmit CATI Supervisor User Guide

/= Wumber of Attempts Report - Windows Internet Ex - O] x|
[
m—

Dates range IThiE year LI | Famnge, .. |

Build report

Core l_ l_ l_ l_ l_ l_ |@ Inkernet H100% -

Figure 153 Configuring the Number of attempts Report

This window interface lets you configure all the parameters required to generate the Number of attempts
Report.

2. The Number of attempts Report allows selecting a survey for which it will generated. Press the Select button to
display the Survey Search form (see description of this form here - Selecting surveys to display in the grid in the
Survey List window on page 102). Only one survey can be selected (this type of report is generated for a single
survey only). Press OK in the form to save this setting.

The Survey Search form which is activated using the Select button does not contain the Find field. It only
allows for applying a filter to the list of surveys.

3. The Date Range drop-down box allows selecting the time period for which the report should be gen-
erated. You can select a period from the drop-down list, or you can choose to define the period manually
(the "Range" item in the list) — in this case the Range button on the right of this field becomes available.
Press the Range button to display the Date Range form.

Survey

Dates range IFtange... LI IRange... |

From date/time: |1/1/2003% -| o:00:00 &
To date/time: 17/31/2009 =| 23:59:59 |&

Build report

Figure 154 Choosing the date range for the Number of Attempts Report

Specify the start and finish time of the desired period using the From and To fields. These fields include
the calendar form which opens when you press the arrow button in the date field, and the time spinbox
which allows increasing and decreasing value with the help of the buttons, or entering the value man-
ually. Press OK below this list to confirm this setting.

4. Press the Build Report button to generate the Number of Attempts Report.
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B
i

Dates range This year b
1/t ]

Number of Attempts Report

Build repaort

30/10/2009 16:13:14
Start date: 01/01/z009
End date: 31/12/z2009
Survey: Training CATI proj 1 (p3140297)
Attempts Records
1 4375
2 100
k] 10
4 0
5 1
Total attempted: 5086
Average! 1.02
Not attempted: 33323
Total sample: 38611
Figure 155 The generated Number of Attempts Report
5. In case the generated reportis large enough and occupies more than one page you can navigate
through its pages using the browsing controls displayed above the report header.
Press the First button to jump to the first report page, press the Previous button * to jump one page
back, press the Next button to jump one page forward, or press the Last button to jump to the last
report page.
Numbers to the right of these buttons show the current page number and the total number of pages in
the report.
You can also jump to the specified report page — enter the page number in the Go To field and press the
Go To button %] to do this.
6. The generated report can be exported and printed out — refer to Exporting the generated report below

and Printing out the generated report on the facing page for instructions.

8.6 Exporting the generated report

The generated report can be exported and saved as a file in one of the commonly used formats. The saved
report file can then be opened using the appropriate application capable of reading files in this format.

1.

To export a report:

After the generated reportis displayed in the browser window press the Export button ﬂﬂ located
above the report header. This will display the Export the report dialog window.
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/= Export the Report - Windows Internet Explorer O] x|

Export Options
Please select an Export format from the list.
|F|:|r|'nats j

Enter the page range that you want to Export.
& All

T Pages

From: |1 To: |1
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Figure 156 Export the Report dialog window

This dialog window allows setting up options required to export the generated report.

From the Formats drop-down list select the format of the file to which the report would be saved.

N

The following formats are available:

e Crystal reports (file with RPT extension)
e Acrobat format (file with PDF extension)
e MS Word

e MS Excel 97-2000

e MS Excel 97-2000 (data only)

3. Choose whether you want to export the whole report (by selecting the All option), or selected pages (by
entering the page range to be included in the exported report)
4. Press OK to start the export procedure. This will display the standard MS Internet Explorer dialog box

using which yiou can select whether the file should be saved or opened. If you choose the Save button,
the standard Windows Save File dialog box will be displayed, and you will have to enter the name and
path to the file you want to save.

8.7 Printing out the generated report

The generated report can be printed out on any printer currently installed in your system.

Note that before the file can be printed itis converted into the Acrobat format, and can be opened for printing
only in case an application capable of reading files in the Acrobat format is installed on your machine.
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To print out a report:

1. Atter the generated reportis displayed in the browser window press the Print button = located above
the report header. This will display the Print the Report dialog window.

Ifj Print the Report - Windows Internekt Explorer ;IEIEI

Print Options
Enter the page range that you want to Print.
= All
 Pages
From: |1 To: |1
To Print:

1.Inthe next dialog that appears, select the "Open this file" option and click the
OK button.

2. Click the printer icon on the Acrobat Reader Menu rather than the print button
an your internet browser.

OKl

Cione I_ I_ I_ I_ I_ I_ |@ Inkernet 00 -

Figure 157 Print the report dialog window

This dialog window allows setting up options required to print out the generated report.

N

Choose whether you want to print out the whole report (by selecting the All option), or only selected
pages (by entering the page range to be printed).

w

Press OK. This will display the standard MS Internet Explorer dialog box using which yiou can select
whether the file should be saved or opened. Select the Open this file option and press OK. This will open
the file in the application capable of reading files in Acrobat format.

»

Print out this file using the standard application Print procedure.

142 -



Confirmit CATI Supervisor User Guide

Confirmit Confidential

9 Appendix A

Below is the list of the action parameter descriptions.

ified by variable

name. Variable value can be
set to the specific shift
name, or to "None".

type. Time to call is set precisely at the shift start.
Shift name set to "None" will cause the call to be
made at the start of the appropriate shift.

Action name Parameter |Description Usage Comment
Suspend the interview |n/a Places the call into the "Not Scheduled" list
while maintaining it's current status.
Terminate the interview |n/a Places the call into the "Not Scheduled" list
while changing it's current status to be "Ter-
minated".
Set time to NOW Oor1 Enter O for a Shift type = The value specifies the time to call for the par-  |Schedules
“None”, or 1 for a Shift type = |ticular shift. "0" indicates that the call will be the call
“Any Valid”. made reggrdless of the shift, "1" indicateg that
the call will be made only for the appropriate
shift.
Fulfill the specified number, min |Enter the number of minutes |Sets the time to call ASAP. The call will be made Schedules
appointment =0 before the appointment time. |n Minutes before the appointment time. The mini-the call
The value must not be mum value is "0" - this indicates the current time.
empty.
Recall after a number of |number, min |Enter the number of minutes [Specifies the time to recall as n minutes after the[Schedules
minutes =1 call has ended. the call
Recall after a number of |[number, min |Enter the number of shifts. |Specifies the time to recall as n shifts after the |Schedules
shifts =1 "1" indicates the next shift. [current shift. Time to call is set precisely atthe [the call
shift start.
Recall after a number of |[number, min [Enter the number of shifts. |Specifies the time to recall as n shifts after the |Schedules
shifts (random time) =1 "1" indicates the next shift. |current shift. Time to call is set randomly (when- |the call
ever the call can be made) within the specified
shift.
Recall on the next shift |number, Enter the Shift Type ID. Only |Specifies the time to recall for the specified shift Schedules
of the specifiedtype  |range = Shift |existing Shift Type ID values [type- Time to call is set precisely at the shift start.|the call
Type ID are supported.
Recall on the next shift [String Enter a quantity variable Specifies the time to recall for the specified shift [Schedules
of the type specified by name. The survey must con- type. Time to call is set precisely at the shift start.|the call
variable tain the referred variable.
Recall after a number of |String Enter a quantity variable Specifies the time to recall for the specified shift [Schedules
shifts specified by var- name. The survey must con- type. Time to call is set precisely at the shift start.|the call
iable tain the referred variable.
Recall on the specific  [number, Enter the Shift ID. Only exist{Specifies the time to recall for the specified shift [Schedules
shift range = Shift |ing Shift ID values are sup- type. Time to call is set precisely at the shift start.[the call
ID ported.
Recall on the shift spec-[String Enter a quantity variable Specifies the time to recall for the specified shift [Schedules

the call

forward starting with the specified rule.

Recall on specific time |valid date and|Enter the time value in the fol{Specifies the time to recall within the current Schedules
time, lowing format: dd/mm/yyyy [shift. the call
dd/mm/yyyy |hh:mm. Only valid date and
hh:mm time values are supported.

Set Next Rule number, Enter the Next Rule ID. Only |Specifies the number of rule for the nextcall to |Updates
range = Rule |existing Rule ID values are [start searching from. This means thatrulesin [the call
number supported. the list to be used for the next call are searched |properties
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Set new Extended Status|number, Min |Enter the new Extended Changes the Extended Status of a call. Updates
=1, Max = [Status the call
120 properties
Set new Call Priority number, min (Enter the new call priority Changes the Priority value of a call. Updates
=1 value the call
properties
Increment Priority number, min |Enter the value to increment [Increments the Priority value of a call by the Updates
=1 the current priority by specified value. the call
properties
Decrement Priority number, min |Enter the value to decrement [Decrements the Priority value for a call by the  |Updates
=1 the current priority by specified value. the call
properties
Assign Resource number, Per- |Enter Interviewer ID or Group|Assigns a specified person/group to a specified |Updates
son ID or ID, -1 for" Unchanged ", -2 |interview. the call
Group ID, -1, [for" Last Person" properties
-2
Set Call expiration time- |[number, min |Enter the timeout value in Sets the expiration timeout counting from the Updates
out =1 minutes specified Time to Call. the call
properties
Set Call expiration time |valid date-  |Time format: dd/mm/yyyy |Sets the expiration time of a call. Updates
time, hh:mm the call
dd/mmlyyyy properties
hh:mm
Set Shift Type number, Shift |Enter the Shift Type ID, 0 for |Specifies the shift type, during which the call will|Updates
Type ID, -0, - ["Any Valid", -1 for"None"  |be due. the call
1 properties
Increment quantity var- [String Enter a quantity variable Increments the quantity variable value by one. [Updates
iable name the call
properties
Special increment quan-(String Enter a quantity variable Increments the quantity variable value by one. |Updates
tity variable name Should be applied in case the Extended Status [the call
of a call has not changed since the last time. properties
Decrement quantity var-|String Enter a quantity variable Decrements the quantity variable value by one. [Updates
iable name the call
properties
Special decrement quan{String Enter a quantity variable Decrements the quantity variable value by one. [Updates
tity variable name Should be applied in case the Extended Status [the call
of a call has not changed since the last time. properties
Reset quantity variable |String Enter a quantity variable Changes the variable value to a zero. Updates
name. The specified variable the call
must allow zero values. properties
Special reset quantity  [String Enter a quantity variable Changes the variable value to a zero. Should |Updates
variable name be applied in case the Extended Status of a call [the call
has not changed since the last time. properties
Assign value to quantity |string, quan- |Enter a quantity variable Assigns a new value to the variable. Updates
variable tity variable |name and its value. the call
name = value properties
Assign function call string, quan- |Enter a quantity variable Assigns the result of the function call to the spec{Updates
result to variable tity variable [name and a function name [ified variable. the call
name = func- properties
tion name
Place call history book- [number, Enter a new history book- Places a new call history bookmark in the call  [Updates
mark min=0 mark value history list. the call
properties
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Place call history book- |n/a Places a new call history bookmark in the call  |Updates
mark to NOW history list. the call
properties
GoTo string, Sub- |Enter the subrule number. Specifies the subrule to be executed next (right
Rule number | Current subrule numberis  [after the currentaction).

not allowed.
Run custom script n/a Enter the name of the func- |Specifies the custom script to be run.

tion contained in the custom

script
Stop execution n/a Stops the current rule execution. Search for the

nextrule is canceled.
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10 Appendix B

Below is the recommended limitation list.

1.

Although the number of CATI interviewers and CATl interviewer groups that can be created in the system
is unlimited, we recommend not more than 1000 in total exist at any one time.

Although the number of scheduling routines that can be created in the system is unlimited, we rec-
ommend not more than 100 exist at any one time.

Although the number of extended status groups that can be created in the system is unlimited, we rec-
ommend not more than 100 exist at any one time.

Although the number of filters that can be created in the system is unlimited, we recommend not more
than 50 exist per survey.
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11 Appendix C

Below is the list of hot key combinations used to perform actions in CATI Interviewer Console.

Action

Hot key combinations

Comment

One page back

Ctrl+Backspace, or Left cursor key, or
PgUp

One page forward

Right cursor key, or PgDn

Make an appointment Ctrl+A
Fast forward Ctrl+Enter
Log out after the currentinterview is |Ctrl+Q
finished

Terminate an interview Ctrl+X
Choose the default answer Ctrl+D
Choose the refused answer Ctrl+R

Highlight the previous question on
the current page

Up cursor key, or Shift+Tab

Used with all Grid question types

Highlight the next question on the
current page

Down cursor key, or Tab

Used with all Grid question types

entry text box

Highlight the first sub question (if Home Used with all Grid question types
any) of the current question

Highlight the last sub question (if End Used with all Grid question types
any) of the current question

Highlight the first sub question (if Ctrl+Home Used with 3D Grid question types
any) of the first question on the cur-

rent page

Highlight the last sub question (if Ctrl+End Used with 3D Grid question types
any) of the last question on the cur-

rent page

Move focus to the keyboard entry F2 Used with the Open/Multi question
text box (and select this box) types

Move focus back from the keyboard |Esc Used with the Open/Multi question

types
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12 Index
CATI Monitoring Console 111
behind proxy 108
A downloading 108
Action 70 installing 109
Active timezone 122 uninstalling 111
deleting (deactivating) 123 upgrading 110
deleting unused 123
list 122 E
setting as local 123  Exclusion
Alerts specifying 66
appointment 114 type, specifying 64
extended status 103  Extended Status Code 116
interviewer 107 group 117
survey 103 group, adding 118
Appointment group, list 117
making 95 group, properties 118
property set 42
Attempts by disposition Report 136 F
generating 136  Filter 33
adding 35
c applying 45
Call creating 45
assigning a person/group 54 list 34
changing the shift type 53 properties 38
management 40 filters 45
priority, changing 53
properties 47 G
property set 42  Grid 6
Call list 41 browsing 9
CATI Interviewer Console 76 layout, customizing 7
behind proxy 76
downloading 76 '
hot key combinations 147 Interview
installing 78 activating 51,115
interface 82 finished 95
interview selection mode 85 history 43
Interviewing procedures 90 list (call list) 41
logging in 80 moving 49
logging out 99 moving and rescheduling 50
uninstalling 80 properties 47
upgrading 79 property set 42
terminating 98
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Interview/call 41
editing 48 R
properties 47  Report 127
Interviewer exporting 140
adding 19 printing out 141
group list 10 Resources 116
group properties 14 list 116
group, adding 11 Rule 68
list 18 exporting 71
list, importing 24
management 10 S
properties 22  Sample Status Summary Report 130
Interviewer Productivity Report 133 generating 131
generating 133  Scheduling script 60
Interviewers creating 61
the object 10 custom 72
exporting 74
M importing 74
Master timezone launching 73
activating 121 list 61
list 121 properties 62
Monitoring 100 saving 73
appointments 112 settings 63
choosing an object to monitor 100 settings, modifying 64
interviewers 104, 111 Shift
surveys and survey related events 101 specifying 66
type, specifying 64
N Subrule 69
Navigation menu 2-3  Survey
Number of attempts Report 138 assignment 32,55
generating 138 de-assign operation 58
list 28
o management 28
Object 2 opening and closing 29
group 2 properties 30
list 3,6 shutting down 29
list of object groups 4 status 29
settings, view 9  Survey Productivity Report 127
type 2,4 generating 127
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Tree list 2,4

operations with tree listitems

User interface 2

- 150 -



	Table of Contents
	1  Getting started with the CATI Supervisor
	1.1  The CATI Supervisor prerequisites overview
	1.2  Appearance and user actions in the CATI Supervisor module
	1.3  Main GUI elements of the CATI Supervisor module
	1.3.1  Navigation menu
	1.3.2  Tree lists and operations with tree elements
	1.3.3  Object list
	1.3.4  Customizing the grid layout
	1.3.5  Browsing the grid
	1.3.6  Performing operations on objects contained in the grid list
	1.3.7  Object settings view


	2  Interviewer management
	2.1  Managing interviewer groups
	2.1.1  Viewing the interviewer group list
	2.1.2  Adding and deleting an interviewer group
	2.1.3  Viewing and modifying the interviewer group properties

	2.2  Managing interviewers
	2.2.1  Viewing the interviewer list
	2.2.2  Adding and deleting an interviewer
	2.2.3  Viewing and modifying the interviewer properties
	2.2.4  Importing an interviewer list
	2.2.5  Changing the task choice mode for an interviewer


	3  Survey management
	3.1  Viewing the survey list
	3.2  Opening, closing and shutting down a survey
	3.2.1  Opening and closing a survey
	3.2.2  Shutting down a survey

	3.3  Operations with survey properties
	3.3.1  Viewing and modifying general properties of a survey
	3.3.2  Viewing the sample information corresponding to each extended status
	3.3.3  Viewing and modifying the survey assignments
	3.3.4  Creating and modifying filters
	3.3.4.1  Viewing the existing filters
	3.3.4.2  Creating a new filter
	3.3.4.3  Viewing the filter properties, modifying a filter
	3.3.4.4  Deleting a filter

	3.3.5  Call Management
	3.3.5.1  Viewing the interview/call list
	3.3.5.2  Viewing the interview history
	3.3.5.3  Working with filters in the Call Management dialog window
	3.3.5.3.1  Applying a filter in the Call Management dialog window
	3.3.5.3.2  Creating a new filter in the Call Management dialog window

	3.3.5.4  Displaying variable columns in the interview/call list
	3.3.5.5  Modifying the interview/call properties
	3.3.5.5.1  Editing an interview/call
	3.3.5.5.2  Deleting an interview
	3.3.5.5.3  Moving an interview
	3.3.5.5.4  Moving and rescheduling an interview
	3.3.5.5.5  Activating an interview
	3.3.5.5.6  Changing a call priority
	3.3.5.5.7  Changing the shift type for a call
	3.3.5.5.8  Assigning a person/group to a call

	3.3.5.6  Recording and playing back the recorded interview

	3.3.6  Survey assignments
	3.3.6.1  Making assignments in the Survey Assignments dialog window
	3.3.6.2  Performing De-assign operation in the Survey Assignments dialog window



	4  Scheduling Scripts
	4.1  What is a Scheduling Script
	4.2  Working with Scheduling Scripts
	4.2.1  Displaying the list of the Scheduling Scripts
	4.2.2  Browsing the scheduling script list
	4.2.3  Creating a new Scheduling Script
	4.2.4  Modifying properties of an existing Scheduling script
	4.2.5  Viewing the existing Scheduling script settings
	4.2.6  Modifying the existing Scheduling script settings
	4.2.6.1  Specifying the shift (exclusion) type
	4.2.6.2  Specifying shifts and exclusions for use with the scheduling script
	4.2.6.3  Specifying scheduling script rules
	4.2.6.4  Copying and pasting scheduling rule items
	4.2.6.5  Exporting the scheduling rule definition
	4.2.6.6  Changing the order in which rules, subrules, and actions are executed
	4.2.6.7  Searching for a particular rule, subrule, or action in the scheduling rules list
	4.2.6.8  Writing the custom scheduling script code
	4.2.6.9  Saving a scheduling script
	4.2.6.10  Launching a scheduling script

	4.2.7  Deleting scheduling scripts
	4.2.8  Exporting scheduling scripts
	4.2.9  Importing the scheduling script description


	5  Interviewing
	5.1  Downloading the CATI Console Installation Files
	5.1.1  Installing a new copy of CATI Console
	5.1.2  Upgrading CATI Console

	5.2  Uninstalling the CATI Console application
	5.3  Starting the CATI Console and Logging In
	5.4  The CATI Console interface
	5.5  Selecting a Survey/Interview
	5.5.1  Automatic mode
	5.5.2  Survey Selection mode
	5.5.3  Manual Selection mode

	5.6  Fast filtering the interview list
	5.7  Viewing the list of appointments
	5.8  Interviewing procedures
	5.8.1  Going through an Interview
	5.8.2  The finished interview
	5.8.3  Making an appointment
	5.8.4  Modifying an already entered answer variant
	5.8.5  Selecting an interview language
	5.8.6  Skipping to the first question without answer
	5.8.7  Terminating an interview

	5.9  Logging Out

	6  Monitoring in the CATI Supervisor
	6.1  Choosing an object to monitor
	6.2  Monitoring surveys and survey related events
	6.2.1  Selecting surveys to display in the grid in the Survey List window
	6.2.2  Setting up survey alerts
	6.2.3  Setting up extended status alerts
	6.2.4  Monitoring survey calls and their status
	6.2.5  Setting up the survey list refresh rate

	6.3  Monitoring interviewers and their work
	6.3.1  Selecting interviewers to display in the grid in the Interviewer List window
	6.3.2  Setting up interviewer alerts
	6.3.3  Downloading the CATI Monitoring Console Installation Files
	6.3.3.1  Installing a new copy of CATI Monitoring Console
	6.3.3.2  Upgrading CATI Monitoring Console
	6.3.3.3  Uninstalling the CATI Monitoring Console application

	6.3.4  Monitoring interviewers’ work

	6.4  Monitoring appointments
	6.4.1  Selecting appointments to display in the grid in the Appointment List window
	6.4.2  Setting up time intervals for monitoring appointments
	6.4.3  Setting up alerts for monitoring appointments
	6.4.3.1  Activating the alerted interview



	7  Working with the Resources objects
	7.1  Displaying the list of objects of the particular type
	7.2  Configuring the Extended Status Codes
	7.2.1  Viewing the Extended Status Code group list
	7.2.2  Adding a new Extended Status code group
	7.2.3  Viewing and modifying the Extended Status Code group properties
	7.2.4  Deleting an Extended Status code group from the list

	7.3  Configuring the Master Timezone list
	7.3.1  Viewing the Master Timezone list
	7.3.2  Activating the selected Master Timezone

	7.4  Configuring the Active Timezone list
	7.4.1  Viewing the Active Timezone list
	7.4.2  Setting the selected Active Timezone as local
	7.4.3  Deleting (deactivating) the selected Active Timezone
	7.4.4  Deleting the unused Active Timezones

	7.5  Viewing software version and copyright information
	7.6  The Dialer
	7.6.1  Enabling the Dialer


	8  Generating reports in the CATI Supervisor
	8.1  Generating the Survey Productivity Report
	8.2  Generating the Sample Status Summary report
	8.3  Generating the Interviewer Productivity Report
	8.4  Generating the Attempts by Disposition report
	8.5  Generating the Number of attempts report
	8.6  Exporting the generated report
	8.7  Printing out the generated report

	9  Appendix A
	10  Appendix B
	11  Appendix C
	12  Index

