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Definition of Sampling TC " Definition of Sampling " \f C \l "1" 
Survey sampling s the process of selecting certain members of a group in such a way that they will represent the total group about which we wish to make generalized statements.  The selection process is extremely important; no matter how good the interviews are, the results of your surveys will not be accurate if the respondents have not been selected properly.
Accurate sampling requires a combination of sound planning in the office and careful execution by interviewers in the field.  Most of the Survey Research Center’s (SRC) studies, especially large nationwide surveys, involve interviewing one member of a household. 

About this Manual TC " About this Manual " \f C \l "1" 
This manual is published as a comprehensive reference guide for survey listing.  This book contains the background on the components of the Fujitsu Lifebook Series Tablet PC, the computer you will use for all of your work and describes the various functions of the Electronic Listing Program, a component of SurveyTrak.  You will receive training on the TabletPC though an in-class session.  You will receive training on the Electronic Listing Program through self-study and in-class sessions.  This manual is meant to supplement that training and give you a solid guide to refer to throughout your employment. 
Chapter 1 -  SEQ CHAPTER \h \r 2Computer Usage TC "Chapter 1 - Computer Usage" \f C \l "1"  
This chapter will give you some background on the components of the Fujitsu Lifebook Series Tablet PC, the computer you will use for all of your work.  The Tablet PC has features you may be accustomed to if you have used a laptop computer before, as well as added functionality that will make your MCS tasks more efficient than they would be on a normal laptop computer.

Getting to Know Your Tablet PC TC "Getting to Know Your Tablet PC" \f C \l "2" 
Equipment List TC "Equipment List" \f C \l "3" 
The following accessories are included with your Tablet PC.  A detailed explanation of the each accessory can be found on the following pages.  The accessories will be given to you along with your Tablet PC at training.
1. ISR Briefcase – The briefcase is designed to transport the Tablet PC.  You will use this to carry the Tablet PC and other supplies while you are out listing and interviewing.

2. Convertible Bump Case – The bump case is a padded case that protects the Tablet PC.  Most of the time you will use the study briefcase that has been provided to carry the Tablet PC.  The convertible bump case will be best utilized in situations where you need to carry the Tablet PC around for long periods of time (such as listing).  The case provides full access to areas of the machine that you need to use.

3. Pen and Tether – The pen is the input device for the Tablet PC when the machine is in tablet mode.  It allows you to “write” with electronic ink on the screen.  You can use the pen to launch applications by tapping on them, much like clicking on them with a mouse.  The pen can also be used in tandem with the onscreen keyboard to type.  It is attached to the Tablet PC with a tether so it does not get lost.  

4. AC Adaptor – This accessory is used to provide power and charge the battery of the Tablet PC.  You should use the AC Adaptor while conducting an interview to prevent the computer from suddenly running out of power.  At the end of each day, you should charge your battery for the next day. 

5. Auto Adapter – This accessory also charges the battery by plugging into a cigarette lighter or power port in your car.  It is connected to the Tablet PC in the same manner as the AC Adaptor. 

6. Extended Life Battery – The extended battery can be inserted into the DVD/CD-RW drive when the other battery you have starts to run out of power.  You should always keep your extra battery fully charged.

7. Modular DVD/CD-RW Drive – The DVD/CD-RW drive will allow you to access DVD’s and CD’s.  It may be necessary to use this drive to install updates sometimes sent out by the Help Desk.

8. Weight Saver – The weight saver can be inserted into the location of the DVD/CD-RW drive.  Inserting this in place of the DVD/CD-RW drive will lighten the machine.  You may want to insert this when you will be out listing.

9. Screen Protector – The screen protector overlays the screen.  It has been applied to the tablet for you.  The purpose of the protector is to protect the screen from pen scratches that can be caused by dust and grit.

10. Telephone Cord – A telephone cord has been provided for communications in case you are in a location that does not have high-speed or wireless access.  The telephone cord can be plugged into the modem jack to conduct a communication.  This cord cannot be used to connect the Tablet PC to a high-speed connection.

11. USB Mouse – A USB mouse has been provided for your use.  You may find that it is easier to use a normal mouse while doing tasks (e-mail, Tenrox, etc.) other than interviewing.  You should not use the mouse while interviewing.

12. Extension Cord and Adaptor – A three prong extension cord is provided with your Tablet PC and may need to be used with the AC Adaptor when you are conducting an interview if the AC Adaptor cord is not long enough.  An adaptor that converts the three-prong cord to a two prong cord is provided.  This would be used in situations where the house or apartment you are working in does not have three-prong outlets.

Top and Front Components TC "Top and Front Components" \f C \l "3"  
Below is a diagram of the top and front components of the tablet.  Some of the unique features are described below.
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Fig. 1.1 Front Panel Components

Opening the Display Panel TC "Opening the Display Panel" \f C \l "4" 
1. Press the latch release button.  This releases the locking mechanism.  While pressing the button lift the display panel.

2. Lift the display up, until it is at a comfortable angle.

Pen/Pen Holder TC "Pen/Pen Holder" \f C \l "4" 
The pen is the input device for the tablet when it is in the tablet mode.  It allows you to tap on items located on your screen.  You can use the pen in tandem with the keyboard that appears on the screen when in tablet mode (we will talk about this later).
The pen holder is the spot that you can store your pen when you are using the machine in laptop mode.  There is also a tether cord that you can attach to the pen and to the side of the input panel near the pen holder so your pen will not go missing.

Display Panel Latch TC "Display Panel Latch" \f C \l "4" 
The display panel latch is the device that locks the panel into place.  
Display Panel TC "Display Panel" \f C \l "4" 
The display panel is the tablet screen part.  It functions as a normal laptop screen, but also functions as an input device when the machine is in tablet mode.  Using the pen you can touch the screen to navigate through programs (much like using a mouse in a desktop PC environment).

Suspend/Resume Button TC "Suspend/Resume Button" \f C \l "4" 
This button allows you to suspend your activity without turning off your machine.  You can resume from the suspended mode by pushing that button again.  This is also the button that you use to power the machine on.  

Keyboard TC "Keyboard" \f C \l "4" 
A full-function keyboard with dedicated Windows key and numeric keypad.

Touchpad pointing device TC "Touchpad pointing device" \f C \l "4" 
The Touchpad pointing device consists of two mouse-like buttons and one scroll button.

Stereo Speakers TC "Stereo Speakers" \f C \l "4" 
The stereo speakers allow you to listen to stereo sound from your system.

Headphone Jack TC "Headphone Jack" \f C \l "4" 
The headphone jack allows you to connect headphones. 

Power Indicator TC "Power Indicator" \f C \l "4" 
The power indicator shows the power state of the system.  Solid green indicates that the power is on, and blinking green indicates that the system is in suspend mode.

Rotation Hinge TC "Rotation Hinge" \f C \l "4" 
The rotation hinge allows you to transform your machine from a laptop into the tablet configuration.

Status Indicator Panel TC "Status Indicator Panel" \f C \l "4" 
The status indicator panel displays symbols that correspond to specific components of the tablet (see Status Indicator Panel Section).
Left-Side Panel Components TC "Left Side Panel Components" \f C \l "3" 
The figure below shows the components of the left-side panel.  Four of the features are described below.
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Fig. 1.2 Left Side Panel Components 
Pen Tether Attachment Point TC "Pen Tether Attachment Point" \f C \l "4" 
The pen tether attachment point is designed to securely hold a pen tether to prevent loss of the pen.

USB 2.0 port TC "USB 2.0 port" \f C \l "4" 
The USB 2.0 port allows you to connect Universal Serial Bus devices (like a printer or mouse).

WLAN/Bluetooth On/Off Switch TC "WLAN/Bluetooth On/Off Switch" \f C \l "4" 
The wireless LAN/Bluetooth On/Off switch is used to power off the wireless antenna when not in use.  This button should remain off unless you want to use a wireless connection when available.
Air Vents TC "Air Vents" \f C \l "4" 
The air vents allow the machine to pull air in to keep it cool.  You SHOULD NOT cover these up.  Your machine could overheat and be damaged.

Right-Side Panel Components TC "Right-Side Panel Components" \f C \l "3" 
The figure below gives a brief description of features found on the right-side panel of the machine.
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Fig. 1.3 Right-side panel
Flexible Bay TC "Flexible Bay" \f C \l "4" 
The flexible bay can accommodate a variety of different devices.  Most commonly it would be the location of the DVD/CD-RW drive.  The DVD/CD-RW can be taken out, and a device called a weight saver can be inserted.  The weight saver is a lightweight piece of plastic that makes the tablet a little less heavy to carry around.

Flexible Bay Eject Lever TC "Flexible Bay Eject Lever" \f C \l "4" 
The flexible bay eject lever releases any of the devices in the flexible bay.

Rear Panel Components TC "Rear Panel Components" \f C \l "3" 
Below is a description of the components found on the back panel.
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Fig. 1.4 Back panel
DC Power Jack TC "DC Power Jack" \f C \l "4" 
The DC power jack allows you to plug in the AC adapter to power your Tablet PC and charge the internal lithium ion battery.

Modem Telephone Port TC "Modem Telephone Port" \f C \l "4" 
The modem telephone port is for attaching a telephone line to the internal multinational 56k modem.

USB 2.0 Ports TC "USB 2.0 Ports" \f C \l "4" 
The two USB 2.0 ports allow you to connect Universal Serial Bus devices such as a printer or an external mouse.

LAN (RJ-45) Port
 TC "LAN (RJ-45) Port" \f C \l "4" The internal LAN port is used for an internal GigaLAN Ethernet connection.  This is where you would plug-in a cable for a high speed internet connection.

Status Indicator Panel TC "Status Indicator Panel" \f C \l "3" 
The status indicator panel displays symbols that correspond to specific components of the Tablet PC.
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Fig. 1.5 Status indicator panel
Power Indicator TC "Power Indicator" \f C \l "4" 
The Power indicator symbol tells you whether your system is operational.  It has several different states that will tell you what mode your machine is in.

1. Steady on:  This means that there is power reaching your machine and it is ready to use.

2. Flashing:  This means that your machine is in standby mode.

3. Steady off:  This means that your machine is in hibernate mode or it has been powered off.

AC Adapter Indicator TC "AC Adapter Indicator" \f C \l "4" 
This symbol indicates if you are running off of the AC adapter or the batteries.  There are two different states that tell you which power source you are currently using.

1. On:  This means that you are currently using an adapter for your power supply.

2. Off:  This means that you are using the battery(ies) for your power supply.

Battery Charging/Level Indicators TC "Battery Charging/Level Indicators" \f C \l "4" 
These indicators tell you which battery (if you have both types) is currently in use and charging, and how much power is left in them.
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Fig. 1.6 Battery Charging/Level Indicators
Wireless LAN Access Indicator TC "Wireless LAN Access Indicator" \f C \l "4" 
This indicates when the internal wireless LAN device is being accessed.  
Optical Drive Access Indicator TC "Optical Drive Access Indicator" \f C \l "4" 
This indicates if the DVD/CD-RW drive is being accessed.

Hard Drive Access Indicator TC "Hard Drive Access Indicator" \f C \l "4" 
This indicates if the hard drive is being accessed.  You should notice it if you save something while working.

NumLk Indicator TC "NumLk Indicator" \f C \l "4" 
This indicates if the number lock is on.  When it is on, it allows you to use the numeric keypad that is on the keyboard.

CapsLock Indicator TC "CapsLock Indicator" \f C \l "4" 
This indicates if the Caps Lock is on.  When it is on, everything you type should be in all CAPS.

ScrLk Indicator TC "ScrLk Indicator" \f C \l "4" 
This indicates that you have your scroll lock on.

Display Panel TC "Display Panel" \f C \l "3" 
The Tablet contains a display panel that is backlit for easier viewing in bright environments.  The convertible design allows you to open the display fully, rotate it 180 degrees, and lay it face up on the keyboard.  This allows you to use the machine as a tablet.
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Fig. 1.7 Tablet display panel
Opening the Display Panel TC "Opening the Display Panel" \f C \l "4" 
1. Press the latch release button.  This releases the locking mechanism.  While pressing the button lift the display panel.

2. Lift the display up, until it is at a comfortable angle.

Using the System as a Tablet TC "Using the System as a Tablet" \f C \l "4" 
Lift the display until it is perpendicular to the keyboard.
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Fig. 1.8 Tablet with display perpendicular to keyboard
1. When the display is perpendicular, rotate it clockwise (when looking down on the machine).  Be careful to turn it in the direction indicated.  There is an arrow on the machine pointing the direction you should turn the panel.  Turn the display 180 degrees so that is facing backwards from the keyboard.  
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Fig. 1.9 Rotating the display panel
2. Holding the top edge of the display panel, pull it towards you until it is lying nearly on top of the keyboard.
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Fig. 1.10 Pulling the display panel towards the keyboard
3. Push the latch towards the display.  The latch will pivot so the top latch disappears and the bottom latch appears.  
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Fig. 1.11 Top and bottom latches
4. Holding the latch down, lay the display flush against the system so that the latch engages.  You can now use you machine as a tablet.
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Fig. 1.12 Machine ready to be used as a tablet
Keyboard TC "Keyboard" \f C \l "3" 
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Fig. 1.13 Keyboard
Using the Keyboard TC "Using the Keyboard" \f C \l "4" 
The keyboard has 84 keys.  It has all of the standard functions of a full keyboard, including the Windows keys and other special function keys.  This section describes some of the special keyboard functions.

1. Cursor keys:  The keyboard contains four arrow keys for moving the cursor around in applications and documents.
2. Start and Application keys: These keys work with your Windows operating system and function the same as the onscreen Start menu button.
3. Fn key and Function keys: The keys label [F1] through [F12], are used in conjunction with the [Fn] key to produce special actions that vary depending on what program is running.

Cursor Keys TC "Cursor Keys" \f C \l "4" 
The cursor keys are the four arrow keys located on the lower right-hand portion of the keyboard.  They allow you to move the cursor, up, down, left and right in applications.  

Start and Application Keys TC "Start and Application Keys" \f C \l "4" 
The Start key will display the start menu.  That button functions the same as clicking on the start menu onscreen.  The Application key functions the same as your right mouse button and displays shortcut menus for the selected item.

Fn and Function Keys TC "Fn and Function Keys" \f C \l "4" 
The function keys (labeled F1-F12) are used in conjunction with the Fn key to produce special actions in various programs.  

Touchpad TC "Touchpad" \f C \l "3" 
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Fig. 1.14 Touchpad pointing device
The touchpad built into the tablet is used to control the movement of the cursor to select items on your display panel.  The touchpad is composed of a cursor control, left and right buttons, and a scroll button.  The cursor control works the same way a mouse does, and moves the cursor around the display.  It only requires light pressure with the tip of your finger.  The left and right buttons function the same as the left and right mouse buttons.  The scroll button allows you to navigate through pages quickly without using the scroll bars.  The actual functionality of the buttons may vary depending on the application being used.
Clicking TC "Clicking" \f C \l "4" 
Clicking means pushing and releasing a button.  To left-click, move the cursor to the item you wish to select, press the left button once, and then immediately release it.  To right-click, move the cursor to the item you wish to select, press the right button once, and then immediately release it.
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Fig. 1.15 Clicking the button
Double Clicking TC "Double Clicking" \f C \l "4" 
Double-clicking means pushing and releasing the left-button twice in rapid succession.  This procedure does not function with the right button.  To double-click, move the cursor to the item you wish to select, press and release the left button twice.
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Fig. 1.16 Double-clicking the button
Dragging TC "Dragging" \f C \l "4"  

Dragging means pressing and holding the left button while moving the cursor. To drag, move the cursor to the item you wish to move.  Press and hold the left button while moving the item to its new location, and then release it.
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Fig. 1.17 Dragging on the left button
Scrolling TC "Scrolling" \f C \l "4" 
Using the scroll button allows you to navigate through a document quickly without having to use the scroll bars.  This is particularly useful when you are navigating through online pages.  To use the scroll button, press the raised horizontal line at the top or bottom of the button to scroll up or down a page.  When you have reached the desired section of the page, release the button.
[image: image18.png]



Fig. 1.18 Using the Scroll button
Touchpad Control Adjustment TC "Touchpad Control Adjustment" \f C \l "4" 
It is possible to adjust the sensitivity of the touchpad.  It has been set ahead of time for you.  If you need assistance with adjusting this, please call the Help Desk.

Pen and Active Digitizer TC "Pen and Active Digitizer" \f C \l "3" 
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Fig. 1.19 Pen and active digitizer
Using the Pen TC "Using the Pen" \f C \l "4" 
The pen can be used to generate and create electronic “ink” to select items, and to navigate through programs on the tablet.  Programs that support handwriting recognition also allow you to write characters directly on the screen with the pen.  You can also use the pen as a drawing tool.

Here are some important points to remember about the pen.

· The pen should be the only item used on the tablet screen.  The tablet will not recognize any other instruments such as a stylus, finger or real pen/pencil.

· Do not tap the pen on surfaces other than the tablet screen.  

· Do not try to turn the thumb grip on the pen.  It is designed for inserting and removing the pen from the pen holder.

· Never store the pen with the tip bearing the weight of the pen (e.g. setting the pen tip down in a pencil cup).  Storing the pen tip down could distort the internal mechanism over a period of time causing the tip to act as if it always depressed.  The pen should be stored in the pen holder when not in use.

· The screen reacts when the pen tip is approximately 1/8 in from the screen.  The pen has three switches: a tip switch and a barrel button toggle switch with switches at both ends.  By default, the tip switch corresponds to the left mouse button, and the front toggle (closest to the pen tip) barrel button switch corresponds to the right mouse button (when used in combination with the tip switch).  The rear toggle, of the barrel button switch, acts as an electronic ink “eraser.”

Clicking TC "Clicking" \f C \l "4" 
To left-click, touch the object you wish to select and then lift the pen up immediately.  To right-click, press the front button on the barrel switch or touch the pen to the screen for a couple of seconds until the right mouse icon appears at the tip.

Double Clicking TC "Double Clicking" \f C \l "4" 
To double-click, touch the item twice, and then immediately remove the pen tip.  If the interval between taps is too long, the double-click will not be executed.

Tablet PC Buttons TC "Tablet PC Buttons" \f C \l "3" 
The Tablet PC contains a series of Tablet PC buttons.  These buttons allow you to launch specific applications.  The buttons are located in the lower right-hand portion of the screen.
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Fig. 1.20 Security/Tablet PC Buttons
Tablet PC Functions TC "Tablet PC Functions" \f C \l "3" 
All five of the buttons have primary functions.  Four of the buttons have secondary functions when used as application buttons.  The secondary functions are activated by pressing the Fn button while pressing the application button.

The primary functions are page down, page up, screen rotation, secondary function selection and the Clt+Alt+Del button. 
Tablet PC Functions
	Button icon


	Primary function
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	Page Down: Each press of this button will scroll the screen down one frame.  This will aid you in navigating while the machine is in tablet mode.
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	Page Up: Each press of this button will scroll the screen up one frame.  This will aid you in navigating while the machine is in tablet mode.
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	Screen Rotation: This feature should only be used when the machine is in tablet mode.  The machine will default to landscape (horizontal) mode when converting it to tablet mode.  You can change the orientation of the screen from portrait (vertical) to landscape (horizontal).  The machine should always be in landscape orientation when listing, screening or interviewing.
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	Secondary Function Selection: This button works along with the other application buttons to provide added functionality to those buttons.
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	Ctl+Alt+Del Button: Pressing and holding this button for a short time will launch the login screen.  You can use this button instead of the key combination.


Using Your Tablet PC TC "Using Your Tablet PC" \f C \l "3" 
There are a series of steps you will take to get your tablet PC ready to use.  
Step One – Setting Up the Tablet PC TC "Setting Up the Tablet PC" \f C \l "4" 
Before opening the Tablet PC, be sure to rest it on a firm, flat surface, such as a table or your lap or passenger seat if you are in the field.

Step Two – Power Sources TC "Power Sources" \f C \l "4" 
Always try to have your Tablet PC connected to a power source.  When you are listing this will not be possible, but once you have entered a respondent’s home or have returned to your car, connect the Tablet PC to a power source.
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Fig. 1.21 Connecting your tablet to a power source
The tablet has two possible power sources:
1. A primary lithium ion battery, or
2. an AC adapter

The AC adapter provides power for operating the machine and charging the battery.

Connecting the AC Adapter TC "Connecting the AC Adapter" \f C \l "5" 
1. Plug the DC output cable into the DC power jack on the machine.

2. Plug the AC adapter into an AC electrical outlet
Connecting the Auto Adapter TC "Connecting the Auto Adapter" \f C \l "5" 
1. Plug the DC output cable into the DC power jack on the machine.

2. Plug the Auto Adapter into the cigarette lighter or power port.

Step Three – Opening the Tablet PC TC "Opening the Tablet PC" \f C \l "4" 
For the protection of the screen the Tablet PC contains a locking device that keeps it from opening accidentally.  To open the screen you will need to press the latch release button located in the middle of the front panel.  This will release the locking mechanism.  While pressing the button lift the display panel up, until it is at a comfortable angle.  Remember; never carry the Tablet PC by its screen.
Step Four – Starting your Tablet PC TC "Starting your Tablet PC" \f C \l "4" 
To turn the machine on, you will press the round gray power button located in the lower right-hand portion of the screen.  You will press that button once to turn the machine on.  Sometimes it may take a few moments for the Tablet PC to react, so do not automatically press the power button again if the machine does not start right away.  Always allow the Tablet PC to fully boot up before attempting to open any of the applications.

Step Five – Navigating/Using the Pen and Touch Pad Pointing TC "Navigating/Using the Pen and Touch Pad Pointing" \f C \l "4"  Device 

Although you only need to use the keyboard during interviewing, there are other programs and tasks that require you to navigate through screens and select various options.  This is not always possible with a keyboard.  For this reason, the Tablet PC comes with a pen and a touch pad point device. 

Step Six – Controlling the Volume TC "Controlling the Volume" \f C \l "4" 
The volume controls are located at the top of the keyboard, on the [F3], [F8], and [F9] keys.  The [F3] key has an icon of a speaker with a line through it.  This will mute the speakers.  The [F8] key has a down arrow with an icon of a speaker and the [F9] key has an up arrow with an icon of a speaker.  Those keys will lower and raise the volume of the speakers.  To adjust the volume of the speakers when in use, simply press the [Fn] button located in the lower left portion of the keyboard along with the appropriate key for the direction you wish to change the volume.  
Step Seven – Shutting Down the Tablet PC TC "Shutting Down the Tablet PC" \f C \l "4" 
Whenever the computer needs to be turned off or reset, it is vital to use the shutdown menu shown in figure 1.22.  If the computer is shut down in any other manner, damage could occur.  To shut down the machine you need to select Shutdown under the start menu.  Always select the option “Shut Down”, from the drop down menu and then press [Enter] or click the “OK” button.  The Tablet PC will then shut down.
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Fig. 1.22 Shutdown menu
Communicating with Your Tablet PC TC "Communicating with Your Tablet PC" \f C \l "3" 
One of your tasks as an interviewer will be to transmit the data you have collected to ISR everyday and pick-up and read your e-mail every day.  These processes are largely automated.  You only need to connect the computer to a telephone line or a high-speed connection if you have one.

High-Speed Connection TC "High-Speed Connection" \f C \l "4" 
If you have a high-speed data connection, the first step is to connect the Tablet PC to the high-speed connection.  You will need to take a LAN cable and plug it into the port found on the back panel of the machine (see figure 1.23).  Plug the other end of the LAN cable into the jack provided by your service provider.  If the cord does not fit you are trying to plug the LAN cable into the modem port.
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Fig. 1.23 Connecting LAN cable with Tablet
Wireless Connection TC "Wireless Connection" \f C \l "4" 
The Tablet PC comes with wireless capabilities, so if you have a wireless connection at home or are in a location with wireless signal, you may find it convenient to communicate via this medium.  You will not need any cables or cords when using this method and your connection via the wireless connection is secure through the VPN.

Communication when Traveling TC "Communication when Traveling" \f C \l "4" 
If you are asked to travel to another area, you will need to communicate while you are away from home.  Many hotels have high-speed connections.  You can follow the instructions above to connect the cable to your machine.  Many hotels will also have wireless access that you can use also.

A telephone cord has been provided for communication purposes.  The first step is to connect the Tablet PC to the telephone connection.  You will need to take the phone cord (black) and plug it into the port found on the back panel of the machine (see figure 1.24).  Plug the other end of the telephone cord into the telephone jack in the wall.  If the cord does not fit, you have plugged the telephone cord into the LAN port.
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Fig. 1.24 Connecting telephone cord with Tablet
Taking Care of Your Tablet PC TC "Taking Care of Your Tablet PC" \f C \l "3"  

Tablet PC’s are lightweight, compact, portable and sturdy.  They can operate without being plugged into and electrical outlet.  Still, it is very important that you take care of your Tablet PC.  Be sure to work and store your computer in areas that will protect it from harm.

Caring for your Tablet PC TC "Caring for your Tablet PC" \f C \l "4" 
· Make a habit of transporting it in the ISR briefcase provided.

· Do not attempt to service the computer yourself.  Call the Help Desk.

· Keep it away from food and beverages.

· If you accidentally spill liquid on your Tablet PC:
1. Turn it off.

2. Position the machine so the liquid can run out.

3. Let it dry for 24 hours.

4. If your Tablet PC will not boot after it has dried call the Help Desk.

· Do not use the Tablet PC in a wet environment (near a bathtub or swimming pool).

· Always use the AC Adaptor and batteries approved for the machine.

· Avoid exposure to sand, dust and other environmental hazards.

· Do not expose your Tablet PC to direct sunlight for long periods of time as temperatures above 140( F (60( C) may damage your Tablet PC.  Temperatures should remain between 13( F (-25( C) and 140( F (60( C).  Do not leave the tablet in the trunk of your car overnight.

· Keep the covers closed on the connections and slots when they are not in use.

· Do not put heavy or sharp objects on the computer.

· Do not drop the Tablet PC.

· Do not touch the screen with any sharp objects.

· Never force the rotation of the display panel.  There is an arrow as to which way the display panel can be turned.

Cleaning the Tablet PC TC "Cleaning the Tablet PC" \f C \l "4" 
· Always disconnect the power plug (pull the plug not the cord).

· Clean the Tablet PC with a lightly dampened, lint-free cloth.  Do not use abrasives or solvents, such as glass cleaner.

· Use a soft cloth (the blue cloth provided) or the screen cleaning wipes provided to remove dust from the screen.  Never use glass cleaners.

Safeguarding the Tablet PC TC "Safeguarding the Tablet PC" \f C \l "4" 
· Always make sure the Tablet PC is in a safe, secure location.  When not in use it should be locked in your NSFG briefcase.

· Never leave the computer unattended in a respondent’s home or in a public area.

· Never leave the Tablet PC in an unlocked hotel or conference room if you are traveling.

· Never leave the Tablet PC unattended in an unlocked vehicle.

· Never allow another person, other than ISR Help Desk personnel or MCS project staff, to attempt to fix your computer if you are experiencing problems.

· Never check the Tablet PC as baggage.  It should be carried on the plane with you when traveling.

Computer Terms TC "Computer Terms" \f C \l "2" 
The following are terms that are often used when talking about computers.

· AC Adaptor – A device which converts the AC voltage from a wall outlet to the DC voltage needed to power your Tablet PC

· Auto Adaptor – A device which converts the DC voltage from an automobile cigarette lighter or power port outlet to the DV voltage needed to power your Tablet PC.

· Boot – To start-up a computer and load its operating system.

· Cursor – The computers method of showing you the location on the screen.  Usually an arrow appears when dealing with the mouse, touch pad or pen or a flashing bar when word processing.

· Default value – A preprogrammed value to be used if you fail to set your own.

· Directory – The location on a disk where related files are stored. 

· DVD ROM – Digital video disk read only memory.  This is a form of digital data storage which is read optically with a laser.

· File – A collection of information or data.

· Hard Drive – A spinning platter of magnetic data storage media.  When data is saved, it is automatically saved here.  It is not visible to the user.

· LAN – Local Area Network.  An interconnection of computers and peripherals which can pass programs and data amongst themselves.

· Lithium ion Battery – A type of rechargeable battery which has a high power-time life for its size and is not subject to the memory effect as Nickel Cadmium batteries.

· Memory – A repository for data and applications which is readily accessible to your Tablet PC’s central processing unit (CPU).

· Modem – The equipment which connects a computer to a communication line.

· Operating System – The most important program that runs on a computer.  The operating system (Windows XP Tablet PC Edition 2005) allows other programs and software to run and perform basic tasks.  These tasks include recognizing input from the keyboard, sending output (information) to the display screen, keeping track of files and controlling peripheral devices.

· Peripheral Device – A piece of equipment which performs a specific function associated with but not integral to a computer, such as your printer or optical mouse.

· Status Indicator – A display which reports the condition of some portion of your hardware.  On your Tablet PC this is an LCD screen just above the keyboard.

· USB – Universal Serial Bus.  Standard that allows you to simultaneously connect up to 127 USB devices such as a printer or mouse to your computer.
· WLAN – Wireless Local Area Network.  A wireless interconnection of computers and peripherals which can pass programs and data amongst themselves.

Troubleshooting TC "Troubleshooting" \f C \l "2" 
The next few items deal with troubleshooting technical and computer related problems.

Computer Troubleshooting TC "Computer Troubleshooting" \f C \l "3" 
In this section we will review the Tablet PC focusing on technical problems you may encounter.

· What happens if the Tablet PC freezes, the cursor no longer moves, and it seems that I can’t do anything on the Tablet PC (this includes freezing during shut down so the computer does not turn completely off)?

1. Press and hold the [Control] and [Alt] key.  Then press [Delete], while holding down the other two keys.  This will bring up Windows Task Manager with a list of programs currently running.  If one of them is not responding click on it and select [End Task] to close it. 

2. If this does not solve the problem, or if the above screen does not come up, press and hold the [Control] and [Alt] key.  Then press [Delete] again to restart the computer.  If this problem persists, the Help Desk should be notified.

3. Sometimes, using the [Control]+[Alt]+[Delete] method does not work.  If this is the case, please call Help Desk.

4. Sometimes, if the computer is not turned off properly, it will begin in “safe mode.”  When the computer boots up, it will give you the option of how to start.  Choose “safe mode.”  Then, once the computer has completely booted up, turn it off the proper way (from the start menu).

· What happens if I get an illegal operation error while I am working in a program?

1. Click “details” and write down the error message. Click “Close,” which will close the program.  Then, you can reopen the program.

2. If the error happens repeatedly, reboot your computer.

3. If you are still getting the error, do not attempt to clear it again.  Leave the message on the screen and call the Help Desk during their regular hours.

· What happens if I am trying to locate a file or a program and I cannot find it?

1. Under the start menu (on the toolbar), click “Find.” 

2. This will open a search box.  Type the name of the file into the blank field and then click “Search.” This program will bring up a list of matching files.

Help Desk TC "Help Desk" \f C \l "2" 
If you have hardware-related questions or problems, please contact the Help Desk.

Please do not try to fix the problem unless you are absolutely sure of what you are doing and what the results will be, or unless you are instructed to do so by the Help Desk.

Before Calling the Help Desk TC "Before Calling the Help Desk" \f C \l "3" , there are a number of preliminary steps you can take to facilitate your communication with them.

1. Make a list of what happened leading up to the error.  What buttons were pressed?  What programs were running?  Were there any unusual circumstances (you were out in the very cold weather or the Tablet PC was unusually hot)?

2. If you received an error message, be sure to write down the exact wording of the message.  If you are able to leave the message on the screen while you call the Help Desk that would be the most useful.

3. Be able to describe, in detail, what the problem with the computer is.  “It isn’t working” is not specific.  Explaining that you were in the middle of the interview in Section HJ, and you had hit [Enter], and then all of a sudden the computer froze (the touch pad was unresponsive and no matter what you typed, nothing happened) and then you left it alone for about 10 minutes and it still was frozen is far more helpful to the Help Desk staff.  The more specific you are, the quicker the Help Desk staff will be able to isolate, and therefore fix, the problem.

The telephone number to call when having computer problems is:

1-800-631-2819. 

Business hours for the Help Desk are from 8 a.m. to 10 p.m. EST Monday – Saturday and 10 a.m. – 10 p.m. EST on Sunday.  If the line is busy, you will be transferred to voicemail. 

After hours, please leave a message on the voicemail and someone will return your call as soon as possible.  Help Desk requires that the interviewer leave the following information: name, eight digit U-M ID #, project name, phone number where you can be reached, and a brief description of the problem.  You will be called back during the next business day.

You can also send an email to the Help Desk.  The message should be addressed to Help Desk with IT in the subject line.  Someone will respond to your message as soon as possible.  Help Desk requires that the interviewer include the following information: name, eight digit U-M ID #, project name, phone number where you can be reached, and a brief description of the problem.
 SEQ CHAPTER \h \r 2Chapter 2 - Listing in SurveyTrak TC "Chapter 2 - Listing in SurveyTrak" \f C \l "1" 
SurveyTrak is the sample management system you will use to help manage your work.  The basics of the SurveyTrak program are described in the SurveyTrak Manual.  SurveyTrak is a very robust program and the manual includes descriptions of the how to navigate in the program and information on more advanced features.  
In this chapter, we describe the various functions of the electronic listing program, a component of SurveyTrak.  The program accommodates both the updating of purchased address lists as well as taking traditional or “scratch” listings.

You can launch the listing program from SurveyTrak by selecting the Listing project for the study.  The listing project contains four tabs labeled Listing, Transfer Lines, Transfer History and Finalized.  

Listing Tab TC "Listing Tab" \f C \l "2" 
The listing tab (see Figure 2.1) displays each unique segment that you need to list as well as important information about the segment.  It is broken into two panes, a top pane and a bottom pane.  The top pane of the listing tab contains information such as the name of the PSU and the segment. You can also find the status of the segment and the status of the segment observations.

The top pane also indicates the type of listing that you will be doing.  If the type says “scratch” it means you will create a new list of addresses for the segment.  If the type says “updating”, it means you will be provided a set of addresses believed to be in the segment.  It is your job to confirm whether those addresses exist in the segment and whether there are any addresses missing from the list.

The bottom pane contains three pieces of information about the segment.  (1) The PSU and segment number of the record you are on, (2) the estimated number of housing units expected to be in the segment, and (3) any special notes that go with the segment.
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Fig. 2.1 Listing Tab
Transfer Listing TC "Transfer Listing" \f C \l "2" 
The transfer listing tab (see Figure 2.2) shows the segments that have been marked to be transferred to a different interviewer (segments you are transferring).
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Fig. 2.2 Transfer Listing Tab
Transfer History TC "Transfer History" \f C \l "2" 
The transfer history tab (see Figure 2.3) contains the information of the segments that you have transferred to someone else or segments that have been transferred to you.
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Fig. 2.3 Transfer History Tab

Finalized TC "Finalized" \f C \l "2" 
The finalized tab (see Figure 2.4) is an exact replica of the listing tab.  Any segment that you have finished listing will be visible here.  Each segment looks exactly as it had on the listing tab; the only difference is the status shows as complete.  All other statuses (empty and “suspend”) remain on the listing tab.
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Fig. 2.4 Finalized Tab
Maps TC "Maps" \f C \l "2" 
Before you start the listing process you will need to review the segment maps.  The maps are provided to help you figure out how to navigate to the selected area.  The maps are viewable electronically within SurveyTrak.  They have the same flexibility as paper maps; you can view and annotate a map in the same fashion that you would with a paper map. 

The maps button can be found by highlighting the desired segment and clicking the “listing” button found along the toolbar.  The maps button is located at the bottom left-hand portion of the screen.

There are three types of maps loaded for each segment; an area map, a block map and a sketch map.  The area map is a small scale, less detailed map of the area around a selected segment.  The main purpose of the area map is to give you an overview of the area and to show you how to get to the selected area.  The area map usually includes major features to help aid you in getting to the segment.  In most cases, there is no need to annotate this map.

The block map is a larger scale, more detailed map.  It shows the boundaries of the segments and any other features in the immediate area nearest the selected blocks.  This is the map you will annotate, if necessary.
The sketch map is a blank piece of electronic “paper”.  There are some instances where you may need to hand-draw a map that will aid you or another staff member in the future.  Examples would be a sketch of a subdivision or a trailer park.  The sketch map can also contain detail maps of blocks or segments that are very large.
Segment Observations TC "Segment Observations" \f C \l "2" 
One of the things you will want to do after you get to the segment is to start filling out your segment observations. To launch the segment observations you can either double click the segment or highlight the segment row and click the “Seg Obs” button.  Either of these actions takes you to a screen that has a series of questions about the segment that you need to answer.  
Segment Observations are a series of questions that give more information about particular items that may be found in the segment (see Figures 2.5 – 2.7).  Some questions provide open text boxes, where you can enter detailed comments about a situation. There are questions that you can answer by selecting check boxes and some that have drop-down menus for you to select answers from.  The program may prompt you if it detects contradictory or incomplete answers.
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Fig 2.5 Segment observations (questions 1-3)
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Fig. 2.6  Segment observations (questions 3a-5)
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Fig. 2.7 Segment Observations (questions 6-8)
Most of the questions in the segment observation window are required to be answered.  Some questions may be required depending on outcomes of other items in the program.
· Q1 gives you an open text box to describe why the lines listed are drastically different than what was expected.  This could happen and could be due to factors like there was a lot of new construction or a hurricane came through and destroyed many homes.

· Q2 deals with accessibility problems that may occur in segments.  There are a variety of options.  You can select any that apply.  If you select locked building or other you will notice that they open other boxes for you to enter more information about the answer you selected.

· Q3 deals with any other languages other than English that may exist in the segment.  If you answer yes, a follow-up question appears to ask you what languages exist in the segment.

· Q3a asks you to describe which languages other than English you believe to exist in the segment.  The choices are Spanish and other.  If you select “other” it opens a text box for you to specify the other languages.

· Q4 asks about any possible safety concerns in the segment.  If you answer yes, a specify box opens for you to enter more information about those safety concerns.  Remember, we want our staff to be safe.

· Q5 asks about the structure types in the segment.  You can select one of the answers to represent the majority of the structures.

· Q6 asks about the composition of the segment.  You choose only one answer, ranging from entirely residential to primarily commercial.

· Q7 asks how you listed the segment.  We are interested in how staff actually listed the segment.  Please be honest and tell us how you actually listed the segment.

· Q8 is a question where you can enter any information that you feel is important that was not covered with any of the other questions. 

Special Notes TC "Special Notes" \f C \l "2"  
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Fig. 2.8 Special Notes

If there is not a special note, the bottom pane will only have the PSU and segment number along with the estimated number of housing units.  Any notes are preloaded.  If the note is especially long, you will only see what fits in the bottom pane.  The complete note can be accessed by going to the segment observation area.  Next to the segment observations tab is a tab called special notes.  This tab contains the full text of the note if it does not fit into the bottom pane of the listing tab (see Figure 2.9).
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Fig. 2.9 Special Note Tab

Listing TC "Listing" \f C \l "2" 
After arriving at the segment and completing the segment observations, you are ready to actually begin the process of listing addresses.  To start, you will select the “Listing” button (see Figure 2.10) found along the toolbar.  
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Fig. 2.10 Listing Button

On this screen you will either see a list of addresses if the segment type says “updating” (see Figure 2.11) or you will see one record with cells that say insert for fields that are required (see Figure 2.12) that you use to list from “scratch”.
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Fig. 2.11 Listing program "updating" screen
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Fig. 2.12 Fresh scratch listing screen
The first column does not have a column heading, but will populate with an icon when you insert a record.  This icon will help you keep track of lines you have inserted.  For a scratch list segment, all of the lines will have an icon.  If you insert a single family address, the icon will be a small house.  If you are entering apartments, the icon will be a small apartment building.

The Selected TC "Selected" \f C \l "3"  column appears between the icon column and the block number column of segments that have moved to the finalized tab.  You will not see this column until after you are done listing.  This column provides an indicator for lines that have been selected for the study.  It displays the SampleID that has been assigned to the line in the interviewing project.  When you go to the address to conduct an interview you can come back to the listing frame to see if there are any addresses that were missed during the listing phase.
Block # TC "Block #" \f C \l "3"  identifies the block number associated with each address.  A drop down menu with block numbers in the segment is provided.  You have the ability to modify a block by adding an alphabetical suffix, if necessary. 

Line # TC "Line #" \f C \l "3"  is the unique sequential number initially assigned to each record contained in a listing.  If you insert a new line between two existing lines, all of the lines renumber appropriately in the Line # column.  Conversely, if you delete a record, all of the lines renumber appropriately.  If you find that a preloaded list to be out of order you can correct the line number and it will move to the appropriate location and renumber all of the other records.  This renumbering function is important since you are going to record the line number of “No Number” housing units on the map to pinpoint their locations for future reference.  
Order TC "Order" \f C \l "3"  is the column that you use if you find a preloaded list out of order.  You can assign the correct line number in this column and use the line re-order button to move the line to its correct position.  You must click the line re-order button each time you assign a new line number in the column.  It is not desgined to re-order multiple lines at once.
The “NM TC "NM" \f C \l "3" ” column stands for non-mailable.  If you determine an address to be non-mailable, you will check this box.  This applies to all housing units that do not have a street number on them and to any other units that you believe may not receive mail at the address you are recording.

Street Number TC "Street Number" \f C \l "3"  is where you record the street number portion of the address of each housing unit.  Fractional addresses, such as 1405 ½ are accepted by the program.  If the address does not have a number you can click the “No Number” button located at the bottom of the screen.

The Street Name TC "Street Name" \f C \l "3"  includes a drop down menu so that you can select any street name known to be in the segment.  If you find a street that is not in the drop-down menu, you can enter the new information into that cell.  Once a new street name has been added, it is appended to the list of street names in the drop-down menu.  Finding new streets is possible because the data from the Census Bureau is updated only a few times a decade.

The Apt/Lot TC "Apt/Lot" \f C \l "3"  column is provided to record apartment designations.  Numbers and letters or a combination of each are accepted for apartment numbering.  Other designations such as upper and lower or front and rear can be recorded here.  You will want to enter lot numbers in the Apt/Lot column if you are listing a trailer court or park.  

The Confirm TC "Confirm" \f C \l "3"  column works two ways.  If you are confirming addresses in an updating segment, this is where you checkmark the addresses in the list.  If the type of segment you are listing is a scratch list, this column fills automatically for you.  If you insert new lines into an update segment, this column also fills in automatically for you.

The Additional Info TC "Additional Info" \f C \l "3"  column is where you enter descriptions for No Number housing units and/or any information that you think may be relevant to the Ann Arbor staff or other field staff that may have this address in the future.  It is important that you describe the housing unit in as much detail as possible.

A small button with three dots on it is located after the additional info column that produces a window (see Figure 2.13) in which you can select pictures of housing types, windows, chimneys, roofs and dormers.  A short list of descriptive words is also available.  Selecting any combination of these choices automatically creates text descriptions in the additional info column.  This is an efficient and consistent method to uniquely identify No Number housing units.
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Fig. 2.13  No Number Housing Unit Descriptors

The program allows for one picture type to be selected (i.e. 1 house type, 1 window type etc.) and text descriptors to adequately describe the structure.  The program saves whatever information has been entered.  If you need to change or add something to your description, you can make the appropriate change and do not need to select everything again.

Function Buttons TC "Function Buttons" \f C \l "2" 
There are several buttons located at the bottom portion of the listing screen to handle certain functions. 

In the lower left-hand corner are the Line Re-order, Maps and Delete Records buttons (see Figure 2.14).
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Fig 2.14  Listing Screen Lower Left Buttons
The Line Re-order TC "Line Re-order" \f C \l "3"  button allows you to correct the order of purchased listings.  You use this button in tandem with the order column mentioned earlier.  Remember; use this for re-ordering one line at a time.  Renumbering multiple lines and the clicking the re-order button will not work.
The segment maps, as mentioned earlier can be accessed at the Maps TC "Maps" \f C \l "3"  button.  
Delete Record TC "Delete Record" \f C \l "3"  allows you to delete a record in a preloaded list if that address does not physically exist.  You can also use this button if you incorrectly enter a record and need to delete it.  

In the lower middle portion of the screen are the No Number, Insert Record, Add Seq and Apt Insert buttons (see Figure 2.15).
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Fig. 2.15 Listing Screen Middle Buttons

The No Number TC "No Number" \f C \l "3"  button is provided for housing units that do not have a visible address number.  This button enters “No#” into the street number field and automatically checks the non-mailable (nm) box for you.

Insert Record TC "Insert Record" \f C \l "3"  creates a new record.  If you are on the first line the program will prompt you if you would like to insert before the first record, otherwise it default to inserting after the record you are currently on.  This function automatically carries down information from the previous line including the block number, street name and inserts the appropriate line number.  You only need to enter the street number and apartment or lot number if necessary.  If you begin listing a new block or street, you can make the necessary adjustments using the drop down menus. 
The Add Seq TC "Add Seq" \f C \l "3"  (sequential address, see Figure 2.16) button allows you to insert multiple lines at once.  In an area where there is a systematic order to the addresses such as, they are all even numbered addresses and they all go by two, you can use this function to insert multiple lines for single family housing units.  You are prompted with a few questions about the addresses that you want to enter and then the program will insert the appropriate number of lines based on the information you provided.  
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Fig. 2.16 Address Sequence Window
Apt Insert TC "Apt Insert" \f C \l "3"  (apartment insert, see Figure 2.17) allows you to insert multiple lines at once.  The Apartment Insert function will prompt you with a few questions about the apartment building that you want to list.  The program then inserts the appropriate number of lines based on the information you provided.  Generally, you will use this button if there are more than ten apartments in the building that you are listing. 
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Fig. 2.17 Apartment Insert Window
In the lower right-hand corner are the Complete, Suspend and Close buttons (see Figure 2.18).

[image: image47.png]'8 Listing for PSU: 200 Segment: 156

Line Listing
‘ ‘ ‘ ‘ ‘ Additional A
Block# | Line# | Order | NM | StreetNumber Street Name Apt/Lot Confirm Info
m 5004 001 ﬁ r 825 HOOPER LN 1 r
- 5004 [ & r 825 HOOPERLN 2 r L
m 5003 003 ﬁ r 987 MARTIN LUTHER KING BLYD Al v
m 5003 004 ﬁ r 987 MARTIN LUTHER KING BLYD A2 v
m 5003 005 ﬁ r 987 MARTIN LUTHER KING BLYD A3 v
m 5003 006 ﬁ r 987 MARTIN LUTHER KING BLYD B1 v
m 5003 007 ﬁ r 987 MARTIN LUTHER KING BLYD B2 v
m 5003 008 ﬁ r 987 MARTIN LUTHER KING BLYD B3 v
m 5003 009 ﬁ r 987 MARTIN LUTHER KING BLYD cl v
m 5003 010 ﬁ r 987 MARTIN LUTHER KING BLYD ce v
m 5003 o ﬁ r 987 MARTIN LUTHER KING BLYD c3 v
m 5003 012 ﬁ 4 NO# MARTIN LUTHER KING BLVD V¥ Describe NO#
] B
Line Re-Order Maps Delete Record | NoNumber | InsertRecord | AddSeq Aptinsert Complete Suspend

Close





Figure 2.18 Listing Screen Lower Right Buttons

Complete TC "Complete" \f C \l "3"  is the button that you click to tell the program the segment is completely listed.  This is only active if you are in a “scratch” listing type segment.  This button is disabled for the update segments.  The program can tell when updating segments have been completed. 

Suspend TC "Suspend" \f C \l "3"  allows you to suspend the segment without having completely listed it.  This is only active if you are in a “scratch” listing type segment.  Suspend is disabled for the updating segments.  The program can tell when an updating segment is being suspended.

Close TC "Close" \f C \l "3"  acts as the save function.  When you click close, the program saves any changes that you have made, closes the lines window and takes you back to the segment level screen on the listing tab.

Consistency Checks/Counter TC " Consistency Checks/Counter " \f C \l "2" 
There are consistency checks that run at various points while you are listing.  The consistency checks look to see that both the Segment Observations and listings are complete and makes sure that all information entered is consistent.  You will be prompted with a message if data appears to be missing or incomplete.  Below are the consistency checks that are built into the program.
Segment Observations TC "Segment Observations" \f C \l "3" 
There are a series of checks to make sure that specify boxes have been filled out with information.  The program does not allow you to enter contradictory answers either.

Measure of Size (MOS) Discrepancy TC "Measure of Size (MOS) Discrepancy" \f C \l "3" 
If the segment contains more than double or less than half the total expected HU’s, you receive a message that you need to describe the discrepancy in question 1 of the segment observations.

Duplicate Addresses TC "Duplicate Addresses" \f C \l "3" 
The program checks for duplicate addresses.  It does this by checking a combination of columns: Street Number, Street Name, Apt/Lot # and Additional Info.  If two lines match you will receive an error message that there are duplicate lines.
Reports TC "Reports" \f C \l "2" 
You can access the reports by clicking the “Reports” button located along the toolbar (see Figure 2.19).
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Fig 2.19 Reports Button

After clicking the “Reports” button the Report Selection Window opens.  There will be one report for the listing program.  

Line Listing Report TC "Line Listing Report" \f C \l "3" 
This report will contain all of the lines listed in the selected segment.  This will allow you to print off a paper version of the listings if necessary.   There is a “Print” button on the bottom of the window that opens that allows you to print off the report.
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