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Introduction

Overview

 SEQ CHAPTER \h \r 1SurveyTrak is a sample management system designed to support your interviewing efforts, as well as those of the survey management team.  SurveyTrak performs the following critical functions:

·  SEQ CHAPTER \h \r 1Delivers sampled households to the interviewer

·  SEQ CHAPTER \h \r 1Controls entry into the screener and main interview instruments

·  SEQ CHAPTER \h \r 1Moves other SurveyTrak data from your laptop to ISR

·  SEQ CHAPTER \h \r 1Transfers completed screener and questionnaire data to ISR

Windows Login

After you turn your computer on, the first screen on which you should be able to type information is your Welcome to Windows login screen.
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Fig. 1  Log-In Screen
You must enter your username and valid password in order for SurveyTrak communications to run properly. Your eight-digit username should already be entered in the Username box, and Windows will automatically default to the password field. You can verify this by noting the blinking cursor in the password field. If there is not a blinking cursor in the password field, left click in the password field and the blinking cursor will appear.

Your entire password MUST be entered in all lowercase letters in order for you to successfully send and receive files.  You are not able to cancel out of this window on your computer.  If you do not enter a password, you will be unable to log-in to Windows XP.

If Windows was not properly shut down the last time your machine was turned off, your machine will run scandisk when it boots up.

Accessing SurveyTrak
After you have entered your password, the Welcome to Windows box will close, and your Windows XP desktop will appear:  
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Fig. 2  Windows XP Desktop
Note the various shortcut icons that can be found on your desktop. You can access SurveyTrak in one of two ways:

· Double left click on the SurveyTrak icon on the desktop 
· Access SurveyTrak from the Start Menu 
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Fig. 3  Desktop Access
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Fig. 4  Start Menu Access
A “Welcome to SurveyTrak” login window will appear.  Enter the username and password assigned to you.  You can find your assigned username and password on the Interviewer ID and Login Sheet that you received with your computer.

After you have entered your password, press the <Enter> key or move the pointer to the OK box and left click.  You will see that the log-in username is the same eight-digit you used to log-in to your Windows XP desktop.
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Fig. 5  SurveyTrak Login

Work Sample

In order to access a particular project in SurveyTrak, you must access the Projects function. You can access the Projects function by clicking on the Projects button on the toolbar, or from the SurveyTrak sub-menu on the menu bar.
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Fig. 6  Projects Button
A Project Selection screen will appear:
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Fig. 7  Project Selection Screen
If you are on several projects, there may be a vertical scroll on the right that allows you to scroll through the project list. To select a project, either click on the project name or use your up/down arrow keys to scroll through the selections. Once you have selected the desired project click the OK button or double-click on the highlighted selection to open the project. 

Note: If you see white space at the bottom of the list, but still haven’t been able to locate your project, continue to scroll down, it just may be out of sight.
Sample Tab

Once you have successfully selected a project, SurveyTrak will open the Project window and default to the Sample tab, where all of your sample lines are listed and the corresponding respondent information for each sample line is displayed.
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Fig. 8  Sample Tab
Note that your UserID, Name, Project, the highlighted SID, Build and Last Send Date are all listed on the bottom of the screen.

The information starting from the “Result Code” column and going right is modified in the Call Wizard.  See the Call Wizard section for more details.  

Note:  The data on the screen can be sorted by clicking on the column title.  For example, the data can be sorted by result code order by clicking on the title “Result Code.”

Notice now that all of the icons on the toolbar are available, except Projects and Send/Rec. To do a Send/Receive, your project must be closed. For more information on SurveyTrak Send/Receive, please see Send/Receive beginning on page 37.
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Fig. 9  SurveyTrak Toolbar
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In addition, other options are now available to you in the various sub-menus of the menu bar.  

The setup and appearance of the project window varies from project to project depending on a project’s needs and requirements. The top two thirds of the project window display respondent information based on Sample IDs. Sample IDs are unique, anonymous identifiers for respondents in a given project. Notice the column headings and the different types of information that they can contain. 

Underneath the column headings (below the last listed Sample ID) is a horizontal scroll bar that allows you to view other column headings that do not fit in the project window. Also notice the vertical scroll (found on the right of the last viewable column) that allows you to scroll up and down to view all Sample IDs that are listed.

In the bottom third of the Sample tab is the respondent address information for the selected (highlighted) Sample ID. The information listed in this section of the window also may vary from project to project.

In this same window, after the address information is where your case notes are located. You can scroll through Sample IDs with the arrow keys found on your keyboard or with the vertical scroll bar found to the right of the last column heading listed. 
RCLS Follow Up Column

A column on the Sample tab to note is Respondent Contact Logging System (RCLS) Follow Up.  When phone calls are received at the central office from a respondent, they are logged in the RCLS application.  If a call is received from one of your sample IDs, you will receive an e-mail notification of the call.  In order to view the call in SurveyTrak, you will need to complete a Send/Receive.  Once the S/R is complete, an exclamation point will be visible in the “RCLS Follow Up” column under that sample ID number on the Sample tab.
[image: image10.png]g SurveyTrak == %
5%

SurveyTrak Edit Tooks Help
umg*y»‘xtuw\m

Popoc  Tander CaseMowss ViewEde Colbesd Planner  Soclie  Fepons  Fid Lok Son  ewew  Ewt
REL
[ElSample | | ETransferLines | [ Transfer History | [E]Finalizedt
RC RCLS Result \_\ﬂ\i\_\ﬂm Wizard EA
Ind_FollowUp SampleiD | Code | Stats Date_ | Calls | Calls | No Contact | Mode | Actions Status
L] __-
1000-083 4003 05/15/2008 1 0 Cornplete
1000-084 0000 00/00/0000 0 0
1000-085 0000 00/00/0000 0 0
! 1000-086 0000 00/00/0000 0 0
1000-088 0000 00/00/0000 0 0
1000-089 0000 00/00/0000 0 0
1000-090 0000 00/00/0000 0 0
< o
Name: Mr. JahnX. Do Phone: () -
Address1: 65481 Sheridan Ave IW Taped: No
Address2: #10 Tape Mailed:
City: Apple Valley
State: NY Zip Code: 14057-
Case Notes: |

—_——m
[UserlD: 85969388 |Name: Jeannie Baker |Praject GIT 2003 |sID: T000-082 |Build: 10.04.13 [SendDate: 05/16/08 01:15 PM






Fig. 10  RCLS Follow Up Indicator

To view the call information, click the View/Edit button while the sample ID line is highlighted.  You will be taken to the View/Edit tabs, where you will choose the RCLS Follow Up tab.  
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Fig. 11  RCLS Follow Up Tab

There are three sections to the RCLS Follow Up tab:

The top section is a table containing information about the call.  Note the scroll bars at the right and bottom of this section (see Fig. 11).  The scroll bars allow you to view multiple calls (if applicable) and additional columns not seen in the window.

The middle section, Contact Call Information, provides a quick glimpse of the call.  This information is entered by the central office staff when a respondent calls the toll free number.  In the “Notes” box, the operator will enter any action that is required of the interviewer.  

The RCLS Contact Follow Up section, at the bottom, is where you will input your follow up actions regarding the call.  As always, first record any contact with the respondent in the Call Wizard.  Once you have recorded your information there, complete the required fields (red asterisks) in this RCLS Contact Follow Up section.  If you select “Other” for the follow-up action, you will be required to enter the specifics of that action. 

The “Iwer Call Rec Link” allows you to view all call records related to this sample ID (Fig. 12) when you click on the box to the right of the field.  
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Fig. 12  Link to Call Records

Select and highlight the call record that corresponds to the action you have taken to close the call and click OK.  Once you have selected the call record that corresponds to the follow-up action, the date, time and mode will automatically fill with the information from the call record.  When you have completed the follow-up actions, click the Save button on the RCLS Follow Up tab.  Once you save the follow-up action, you will not be able to go back into the call and make changes.  
Note that the Call Status (see Fig. 11) indicates “Open” before you input any information.  After you complete your follow up, the Call Status changes to “Closed” (see Fig. 13) and the exclamation mark will be removed from the RCLS column on the Sample tab.
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Fig. 13  Call Status: Closed

If a respondent calls the toll free number, but no follow-up action is required by you, you will still receive an e-mail notification of a call, but there is no exclamation point in the RCLS Follow Up column on the Sample tab.  This indicates that the call has been resolved, and there is no follow-up required by you.  You will be able to view the call in View/Edit, on the RCLS Follow-Up tab.  Additionally, you may see two or more exclamation points on one sample ID in cases where the caller has phoned more than one time or you have not completed your follow-up for previous calls.

Address Tab

You can access the Address tab simply by clicking on that tab in the project window. The Address tab lists the address information for each Sample ID.  The setup of the Address tab is the same as the Sample tab except that the column headings list address information instead of contact information. 
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Fig. 14  Address Tab
Note:  The column headings on the Address tab may vary from project to project.

Notice that the lower section of the Address tab displays information found in the column headings on the Sample tab. Information shown here will also vary from project to project.

The vertical and horizontal scrolls can be found in the same places and used in the same manner, and the case notes display field displays the case notes for the selected (highlighted) Sample ID. 

When moving between the Sample and Address tabs, the same Sample ID remains selected.
Transfer Lines Tab

You can access the Transfer Lines tab by clicking on the Transfer Lines tab found in the project window. The Transfer Lines tab lists the Sample IDs that are ready to be transferred on your next transmission. Notice the different column headings including:

· Release

· Sample ID

· Transfer Interviewer

· Transfer Supervisor

· Result Code

· Interview Status

[image: image15.png]=18]x

SurveyTrak Edit Tools Help
um L o “h - &

Proeetz  Trarcfer Cazellores UiuEdi Calicd  Planner  SenclFec Repons  Find  Look So e B

R

[l Sample ransfer Lines | ] TransterHistory | [ElFinaizec!
Transfer Transfer Result Interview
Release Sample ID Intervlewer Supervisor Cnde Status
w 0007-013 4337mn7 9915 nnnn
1 0007-009 30537009 EEE 0000






Fig. 15  Transfer Lines Tab
Note:  Both the sending and receiving interviewers must do a communication before the transferred line will be in the receiving interviewer’s sample.  The line being transferred will be available for the receiving interviewer approximately 1 hour after the sending interviewer completes the communication.
Transferring a Sample ID

To transfer a sample line in SurveyTrak:

1. Go into your work sample and highlight the SID you wish to transfer. 

2. Press F3 or click on Edit and then “Tag for transfer F3”.  (Fig. 16)
3. You will get the Transfer screen.  (Fig. 17)
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Fig. 16  Tag for Transfer
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Fig. 17  Transfer Screen
In this screen, the box on the left shows the SID you have selected to transfer. You can change your selection or add more SIDs in this screen by holding the <Shift> key down and using the arrow on your keyboard to go down or up to highlight more SIDs.  Or you can click on Find SID and search via result code or sample line for SIDs to transfer. 

To find the person to transfer to, click on Find IWER, and you will be taken to the following screen.
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Fig. 18  Find Screen
You can search by Employee ID, first or last name.  Click Cancel once the Iwer you wish to transfer to has been located.  You will then see the following screen:
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Fig. 19  Transfer Screen
Click the Transfer button, and you will be asked to confirm the SID number and person it will be transferred to.  Click Yes to proceed.
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Fig. 20  Tag for Transfer Screen
Note:  To complete the transfer of a line, you must perform a send and receive (Communication).

Searching for SID on Transfer Selection Screen

If you have selected the wrong Sample ID to transfer, at the Transfer screen you can search for the correct one without having to cancel out and start over.

Simply click Find SID. You can search by 

· Sample ID number

· Release Number
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Fig. 21  Find Screen
Removing a Sample ID from Transfer Lines

When reviewing the Transfer Lines tab, if a Sample ID has been selected for transfer in error, follow the steps below.

4. Highlight the Sample ID you wish to untag on the Transfer Line tab.

5. Click on the Edit menu.

6. Select the “Untag Transfer” option.

7. The Sample ID will now be removed from the Transfer Line tab and will be displayed on the Sample tab.

Transfer History Tab

Access the Transfer History tab by clicking on Transfer History.  This tab lists a history of the lines that have been transferred to you and that you have transferred out.  Notice the column headings:

· Sample ID

· Transfer Date and Time

· Sending Interviewer

· Receiving Interviewer

· Received
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Fig. 22  Transfer History Tab
When the interviewer has received a transferred sample line, SurveyTrak will return a “received” flag to the sending interviewer.  When the “received” flag has been picked up by the sending interviewer, an ‘x’ will appear in the box in the received column to signify that the transfer was received. Notice the vertical scroll bar on the right that allows you to scroll through the listings in the Transfer History.

You are able to change the way SIDs are sorted in the Transfer History by going into the Transfer History tab, then clicking the menu option Sort and setting up ascending or descending sort fields.  Clicking on the heading will also sort the data on the screen.

Finalized Tab

Once a SID is completed with a finalized code it will go into this tab and not be in the Sample tab any longer. The column headings are the same as in the sample screen, with a few additions, based on project needs. 
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Fig. 23  Finalized Tab
Case Notes

Case notes are used for notes that you would not enter in the call record.  They can be used to quickly get the status of a given Sample ID from the project window.  To enter a case note, follow the steps below.

8. Highlight the desired Sample ID on the Sample tab.

9. Click the Case Notes button from the toolbar or press the <F7> key on the keyboard.  The Case Notes screen should now be displayed.
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Fig. 24  Case Notes

10. Once you have entered your text in the text field, save by clicking on the Save function. 
11. To return to the project window, click Close. 
The case note information appears below the address in the lower window of the Sample tab.

View/Edit
The View/Edit function is used to update respondent and contact address information for Sample IDs.  The tabs available vary depending on the needs of the project.  The first step in using the View/Edit function is selecting the desired Sample ID from the Sample Line or Address tab. Once the Sample ID you want to edit is highlighted, access the View/Edit function in one of three ways:

· Click the View/Edit button on the toolbar
· Hold down the <ALT> key and press the letter “V”
· Double-left click on the Sample ID. 
Call Info Tab

Each time that you enter the View/Edit function, the Call Info tab will display, which allows you to strictly view (not edit) the calls you have made and entered for this Sample ID.
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Fig. 25  Call Info Tab
All Notes

The ALL NOTES button on the lower left of the Call Info tab allows you to view all of the calls and call record notes entered by you for this respondent. 
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Fig. 26  All Notes

Remember these notes are available strictly for viewing. To edit and enter calls, you must access the Call Wizard function from either Sample or Address tabs.

Respondent Address Tab

To edit the Respondent address information for the sample ID you have selected, click on the Respondent Address tab. The Respondent’s address information is now available for editing. Click into the field that you wish to edit and make the appropriate changes. Remember to click on the Save function along the bottom of the window before closing. 
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Fig. 27  Respondent Address Tab

The Household Mailing Address tab works in the same manner. Simply click on the tab you wish to edit. Always remember to save before moving to different tabs or closing out of the View/Edit function. To close out of the View/Edit function and return to the project window, click the Close button. 

Note:  The screens and the number of tabs in the View/Edit function may vary from project to project depending upon project needs. 

To return to the View/Edit function, click Close.

Planner 

The Planner is a SurveyTrak feature that displays appointments or commitments that have been recorded for Sample ID’s in the Call Wizard.  Additionally, interviewers will enter weekly work hour projections here. Every time SurveyTrak opens, the “Appointment/Projections” screen will pop up.   

There are three ways to access the Planner.

· It automatically pops up upon opening SurveyTrak.  Enter information immediately or click Close to exit.
· Click the Planner button on the toolbar (Fig. 28)

· Select “Planner” on the Edit submenu (Fig. 29)
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Fig. 28  Planner Button
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Fig. 29  Edit Menu Access to Planner
Appointments

The Result Code in the Call Wizard triggers the appointment date and time fields displayed on this screen.  Appointments for the next three weeks will appear.

Appointments cannot be edited or deleted in this screen.  You must enter any changes using the Call Wizard.
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Fig. 30  Appointments/Projections Screen

Projections

The bottom portion of the screen is for interviewers to submit weekly time projections for each project they are currently working.  If projections have already been entered and no edits are needed, click Close to exit this screen.  If projections have not been entered, it is important to do so before proceeding.

Entering New Projections

To enter a new time projection, click Insert and a new line will appear.  
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Fig. 31  Entering New Projections
	Project
	Select the appropriate project from this drop-down menu of projects assigned to the interviewer.



	Day
	The interviewer selects the day from a calendar pop-up.  The day will be recorded in this format:  Wednesday, July 25, 2007.



	Week Of
	The data collection week is automatically entered based on the calendar day selected.



	Contact Window
	This is a drop-down menu that allows the interviewer to choose which calling window he/she will be working in.  The options are:


Sun – Thur 6:00pm – 9:59pm


Fri – Sat 6:00pm – 9:59pm


Sat – Sun 9:00am – 5:59pm


Mon – Fri 9:00am – 5:59pm


Sun – Sat 10:00pm – 8:59am

The interviewer should only choose one call window (even if the block of time the interviewer will work extends into another call window).  The interviewer should choose the call window that reflects the window in which work will start.



	Hours
	Enter the number of hours the interviewer is going to work within the chosen call window on the selected day.


	Cumulative Hours
	This column sums the hours entered on the preceding rows and the current row in a given week by project.



	Notes
	This is a drop-down menu which allows the interviewer to note why projections may be less or more than expected.  Options include:

· Illness/Injury/Medical

· Personal

· Vacation

· Weather

· Other (pops up a window in which you enter the reason)


	Specify
	If “Other” is selected under the Notes column, the reason you enter in the pop-up box is displayed here.  The Specify field can also be used to provide additional information to the Notes field (for example, “travel dates are 7/21 through 7/28”).  To see the entire explanation, click the button next to the row.  

Please note:  sensitive/personal details should not be included in the Specify field.




Click the Save button at the bottom of the screen when you have completed each entry.  If you enter a line in error, highlight the line and select Delete.  Close when your projections are complete.  

Note:  Multiple projections may be entered for a single day to represent work across more than one project.  
Editing Projections

If edits to previously entered projections need to be made, the interviewer can highlight the row and click Edit to make changes.  Projections from the current date and forward can be altered.  Past projections cannot be changed.

[image: image32.png]123 45 6 7
8 9 10 1112 13 14

15 16 17 [18 19 20 21

22 23 24 25 26 27 28
29 30 3

SurveyTrak Demo <l suyoo0r 5[ P07
Su Mo Tu WeTh Fr Sa

Man - Fri S:00AM - 553PM

Edit

6.00

Insert

Delete

Save

Close





Fig. 32  Editing a Projection

Once you have made your edits, click Save, then Close to exit.

Call Wizard

Using the Call Wizard 

The Call Wizard is used to enter calls or contact attempts that you have made to respondents. Like the View/Edit function, the first step in using and accessing the Call Wizard is selecting (highlighting) the desired Sample ID. Once selected, you can access the Call Wizard in one of three ways:

· Click on the Call Wizard button on the toolbar  (Fig. 33)

· Access the Call Wizard from the Edit submenu  (Fig. 34)

· Press the <F10> key  
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Fig. 33  Call Wizard Button
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Fig. 34  Edit Menu Access to Call Wizard
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Fig. 35  Call Wizard

Call Wizard Buttons
	All Notes
	Used to view all the Call Record Notes for the particular Sample ID. Note that this is similar to the ALL NOTES function found in the View/Edit function.


	Case Notes
	Used to view Case Notes written for this Sample ID. You can use this button to add a case note from within the Call Wizard.


	Case Trak
	Takes you to CaseTrak.

	Insert
	Adds a new call record line.  You may not enter calls out of date and time order.  Valid data must be entered in both the Mode and Result Code fields before SurveyTrak will let you save and continue through the Call Wizard.


	Delete
	Used to Delete a call record line entered in error. You may only Delete the last call record for a Sample ID.



	Modify
	Used to make changes to the last call record.



	Back
	Returns you to the previous screen.



	Next
	Takes you to the next screen.


	Close
	Terminates the Call Wizard, closes the Call Info box and returns to the Project window. This function is primarily used at the completion of an interview to avoid entering Interviewer Observations screen while with the Respondent.


Recording a Call or Contact

12. Highlight a Sample ID on the Sample Lines tab and click on the Call Wizard button on the toolbar.

13. Click on the Insert button.  A new Call Record line will be inserted (see below).
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Fig. 36  Recording a Call in Call Wizard
14. Click into the date field to change the date (if necessary).

15. Click into the call time field to change the default time of 12:00 PM.  To change AM or PM, you must type “A” or “P” over the one you wish to change.

16. Click into the Mode field to select the appropriate mode:  Face-to-Face or TEL for telephone.

17. Click into the Result Code field to select the appropriate result code. Note the vertical scroll that appears on the right, which allows you to scroll through the various listings. Left click on the appropriate result code to select it.

18. Click into Note field and type your note for that call. 

19. Click the Next button to continue with the Call Wizard.

20. Depending on the result code that you entered, the wizard will determine whether or not you have other wizard actions to complete. If the result code you have entered does not require further action, the Finish button will appear at the bottom to close the Call Wizard. 

21. Click on the Finish button to return to the project window. If the Result Code you have entered does require further wizard action, you will be asked to complete one or more of the following observations.
A. Household Observations – You are asked to complete Housing Unit Observations when you record a face-to-face contact.  Answer the two questions and click Next or Finish (again, depending on your result code) when completed.  As above, Finish returns you to the project window.
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Fig. 37  Housing Unit Observations Screen

B. Contact Observations – If you have made contact with a Respondent or Informant, you will be directed to complete a Contact Observation.  Click on the Contact Observation button (Fig. 38) to continue and answer the questions as indicated (Figs. 39-41).  
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Fig. 38  Contact Observation Button
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Fig. 39  Contact Observations Screen 1
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Fig. 40  Contact Observations Screen 2
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Fig. 41  Contact Observations Screen 3
C. Interviewer Observations – Once an interview has been partially completed or completed, you will be asked to launch the Interviewer Observations application.  Click on the Interviewer Observations button (Fig. 42) to open the application and answer the subsequent questions (Figs. 38 - 41).  Once you have finished, click Finish.
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Fig. 42  Interviewer Observations Button
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Fig. 43  Interviewer Observations Screen 1
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Fig. 44  Interviewer Observations Screen 2
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Fig. 45  Interviewer Observations Screen 3
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Fig. 46  Interviewer Observations Screen 4
Recording Call with an Appointment
For calls that are coded as appointments or “best time to call,” an appointment time and date field will appear to the right of the mode and result code fields, as seen below:

Note:  The year in the appointment date field must be entered as a four-digit year.  The appointment time field must include AM or PM.  

To set the date you may either type it in as MM/DD/YYYY or click on the drop down arrow and select it on the pop-up screen that appears. 
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Fig. 47  Recording Call with an Appointment
Using the Call Wizard After Completed Cases
Once you have completed an interview, the Call Wizard will open and take you to the Respondent’s address information screen.

Simply click into the field you wish to update and click the Next at the bottom of the window when you have completed entering your information for that screen.

Note:  A different series of screens may appear because they can vary from project to project. 

The Call Wizard will eventually take you to the Call Info box for this Sample ID. Use the Close function to avoid entering the Interviewer Observations and return to the project window. 
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Fig. 48  Respondent's Address Screen
Send/Receive 

The Send/Receive function allows you to send the data you have entered in SurveyTrak to the Ann Arbor Office.   SEQ CHAPTER \h \r 1Sending and receiving is a critical part of your daily routine.  Before you begin the communication, you should make sure to update your records so that the data you transmit are as accurate as possible.

Note:   SEQ CHAPTER \h \r 1You should be sending data back to ISR at least once a day.

To communicate in SurveyTrak you must close your Project screen. You should then minimize SurveyTrak and double click on iPassConnect VPN.

Steps for using the Communication Function 

22. At the Windows desktop, double-click on the iPassConnect icon.

23. Select a local phone number from the pick-list and click on Connect. 
24. At the User Info Screen, enter your password and click on OK.
25. Once you have successfully connected you will see the iPass icon in the System Tray ( bottom right-hand corner of the screen ):       [image: image49.jpg]



26. Open up SurveyTrak and enter your password. 

27. Click on the Send/Rec button on the toolbar.  Communication will begin immediately. [image: image50.jpg]Connecting drive... please wait
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28. You should see the following messages:
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Please note this screen will be displayed for several minutes. 

29. At the end of a successful communication, you will receive a message similar to this:
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30. Click on OK.
31. Exit out of SurveyTrak.   Back at the Windows Desktop, double-click on the iPass icon in the System Tray: 

32. Click on the Disconnect button when you this window pops up:
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33. When you receive this message, click on the Exit button:
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General tips for doing SurveyTrak Communications

· You should always use iPass to do SurveyTrak communications.

· After training, you will need to remove the 9 in the field “To access outside line dial” after clicking on the Dial Properties button in iPassConnect.

· If you encounter a problem, write down the following information:
· Did you hear the computer dialing? If so, what did you hear?

· Write down the error message that appears on the screen.

· Go into iPass, change to another local number, and try connecting again. Do this one or two times maximum. After three unsuccessful attempts your iPass account may be locked and you will have to call the Interviewer Help Desk to have it unlocked. 

· If you’re still having a problem during the day, contact the Interviewer Help Desk at 1-800-631-2819
Performing a Send/Receive for the First Time at Home

The Send/Receive function allows you to send the data you have entered in SurveyTrak to the Ann Arbor Office.  The Send/Receive function in Outlook Express allows you to send your emails that are in the outbox and pickup emails sent to you.  These are separate software packages and you need to send/receive in both applications.  The internet connection we use to transmit data in both applications is iPassConnect VPN.

34. Connect the phone line to the laptop in the modem jack on the left side of the laptop.
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35. Double click on the iPassConnect VPN icon on your desktop.

36. Select the State and City on the iPassConnect VPN screen.  Click on the Find button.
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Click on the Dial Properties button and remove the “9” from the field To access outside line dial by clicking in the field and pressing the delete key.  This field is used when you are required to dial a number to get an outside phone line like at a hotel.
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Click OK and you will be returned to the iPassConnect VPN screen.  
Under Phonebook, click on the right arrow next to the City name to display the available phone numbers.  Select a phone number by clicking on it.
Click on the Connect Button.

At the Login Information screen, enter your password.  Under VPN Credentials, select the “Same as Internet Credentials” box and click OK.
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Once you have successfully connected you will see the iPass icon in the System Tray (bottom right-hand corner of the screen):   
Double click on the SurveyTrak icon on the desktop and enter your password. 
Click on the Send/Rec button on the toolbar.
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Communication will begin immediately. 


37. You should see the following messages:
[image: image61.jpg]Connecting drive... please wait




[image: image62.jpg]£ sybase SQL Remote =10l x]

110/25 115631
I 10/25 1156:31. Copyright 1969-2000 Sybase, Inc. Al rights reserved
. 10/25 11°56:31. All unpublished rights reserved

.10/25 1156:31
1.10/25 1156:31. Sybase, Inc. 6475 Christie Avenue, Emeryville, CA 34608, USA J

1.10/25 11:56:31
Shutdawn

SOL Remote






Please note this screen will be displayed for several minutes. 

38. At the end of a successful communication, you will receive a message similar to this:
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39. Click on OK.

Close SurveyTrak by clicking the Exit button.

Double click on the Outlook Express icon on your desktop.

Click on the Send/Receive button on the menu in Outlook Express.

When Outlook Express has completed sending and receiving emails, the system is configured to automatically disconnect from iPassConnect.  You may either read your emails or close Outlook Express. 

Congratulations!  You have now completed your first Send/Receive 
from home.

Find 

The Find function allows you to quickly locate particular Sample IDs on the Sample, Address, or Finalized tabs.

40. Access the Find function by selecting “Find” on the Tools submenu.
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Fig. 49  Locating "Find" on Tools Submenu
41. The Find SID screen will be displayed.
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Fig. 50  Find SID Screen
42. Enter the Sample Id without any dashes.
43. Once you have finished entering Sample ID, click the Find button and SurveyTrak will return to the Project window and the Sample ID will be highlighted.
44. If the Sample ID is not found, a message will be displayed.

Sort 

SurveyTrak allows you to sort your sample lines in a variety of different ways.  The sort order may be changed for the Sample, Address or Finalized tabs.  

45. To change the order in which your Sample is sorted, access the Sort function by either clicking on the Sort button on the toolbar or accessing it from the tools submenu. 

46. A window will open that lists all of the column headings found in the Sample Lines tab.
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Fig. 51  Sort Screen
47. To select a column heading that you would like sorted, drag and drop that column heading from the Available Columns (left) of the window to the Sort Columns (right) of the window. The default sort order is ascending.
To sort descending, left click to remove the check in the ascending box.  SurveyTrak begins its sort based on the order in which the columns headings are listed on the right. 

48. When you have defined the sort order that you want, click on OK to return to the Sample tab and the lines will be sorted.  
	OK
	Executes the search.

	Default
	Returns the project to the original sort.

	Cancel
	Does not save any changes and returns to the previous screen.


Lock Columns

The Lock function is used to select the columns to always have in view on the Sample, Address, and Finalized tabs.

· A column is locked when it is always in view.

· A column is unlocked when it scrolls with the horizontal scroll bar found below that list listed Sample ID. 

SurveyTrak allows you to select which columns you wanted locked, and which columns you want to scroll.  To access the Lock Columns function, follow the steps below.

49. On the Sample tab, click on the Lock Columns button on the toolbar.  The following Lock/Scroll screen will display.

[image: image67.png]‘Lock/Scroll x|

Lock Column Seroll Column
Sample ID InterviewType A
RCInd InstrumentType

TelCalls

Face ToFace
Last CallMode
ResulDate
WizardActions
SpecialTab
Language

0K Defauft Cancs|






Fig. 52  Lock/Scroll Screen
50. The left half of the window lists those columns that are currently locked. The right half of the window lists the remaining columns that scroll. In order select a column to lock, simply drag that column heading from the scroll (right) half of the window to the locked (left) half of the window. 

51. To unlock a column, simply drag the column heading from the locked half of the window to the scroll half of the window. 

52. When you have selected all of the columns that you want locked, click OK.
Add IWStatus to the Locked columns 

Watch what happens on the Sample tab when IWStatus is added to Lock Columns.
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Fig. 53  Lock/Scroll Screen
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Fig. 54  Sample Screen
Notice now that IWStatus column is locked and the remaining columns scroll. To get back to the default settings click on the default setting option from the tools submenu.
 Filter

The Filter function is found on the tools submenu and allows filtering out of Sample IDs from the Sample, Address or Finalized tabs.
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Fig. 55  Filter Function
Filter Options
53. Cases Transferred To You - This function hides any sample IDs that were transferred to you by another interviewer.

54. By Column - This function filters out sample IDs based on specific values in the specified columns.  When filtering by columns, clicking in the blank field will open up a drop down list, which includes all possible values that can be entered in that field.  A left click selects and places the selected value in the field

55. Clear All Filters - Removes any existing filters (show all of your sample lines.)
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Fig. 56  Filter Example

The example above would display all lines that had a Result Code of 3001.

Interview

Getting into an Interview

 SEQ CHAPTER \h \r 1The interviews will be completed using a Computer-Assisted Interview (CAI) system.  The CAI system will guide you through the interview questions, display helpful instructions, collect the recorded data, and alert you when a response is incorrect or invalid.  The CAI software package used is called Blaise.  Blaise is an extremely powerful application, is user friendly and can be learned very quickly.  You can access the Interview by highlighting the sample ID and do one of the following:

· Press the <F2> key

· Click on the Interview icon on the menu.  
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· Select the “Conduct Interview” option from the Edit menu.
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Digitally Recorded Interviews (DRI)

Interviewers have always been required to record selected interviews or portions of interviews for quality control purposes.  Previously, this involved using a tape recorder.  Now, a new function called DRI, or Digitally Recorded Interviews, has been added to SurveyTrak for projects using tablet PCs.  DRI utilizes Camtasia software and the internal microphone in a tablet PC to record sound and video during an interview.  DRI eliminates the need for additional equipment and requires very little interaction from the interviewer, making it less of a burden than using a tape recorder.  
Once you have started your interview, one of the first questions you will encounter involves the respondent’s consent to be recorded.  Recording begins when the question is displayed in order to capture the respondent’s response.  If consent is granted, recording continues.  Of course, if consent is denied, no recording is made of the interview.  Because DRI is designed to be as unobtrusive as possible, you will have no window or any other indication that the interview is being recorded.  
After you have completed the interview, Camtasia will begin to process the recording you just made.  Depending on the length of the interview, this could take a few minutes and you may see a screen indicating the progress.  Upon completion of the processing, you will see the following message:
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Fig. 57  DRI Complete Message
Note:  You will be unable to begin another interview until you receive the message indicating that the processing is complete.
Pausing or Stopping the Recording
On occasion, interviewers will find it necessary to pause or stop the recording of the interview.  The information requested during the interview may be considered very personal or private and a respondent may be hesitant to provide the information knowing they are being recorded.  If a respondent states they are willing to continue with the interview, or answer a particular question, but not if the response is recorded, the interviewer can pause the recording by pushing F4.  If the respondent is agreeable, the recording should be started again after that question or set of questions by pushing F4 again.  If the respondent no longer wants the interviewer to be recorded at all, push F5 to stop the recording.  

Note:  You won’t see any type of message when you pause or stop the recording.
Burning the CD

The recordings from your interviews are saved on the laptop in a secure, encrypted file.  Once a week, or as required by the project, you are to copy or “burn” the files to a CD and send them to Ann Arbor.  CDs and mailing instructions will be provided by the project. 
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Fig. 58  Burning a CD

To begin the burning process, click on “Burn CD” under the SurveyTrak menu (see above).   At this time, another window will open specifying the number of CDs required for the session.  
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Fig. 59  CD Instructions
Insert the CD into the laptop and click the Start button.  If you insert a CD that is not a CD-R, you will get the following burn error message:
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Fig. 60  Burn Error Message
In this case, click Cancel Burn, insert the correct CD and try again.  If the CD you inserted already has data on it (if you have already burned a recording, for example), you will see the message below.  Eject the CD, insert a blank one and continue.
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Fig. 61  CD Is Not Blank Message

After you click Start, the CommandBurner window will open displaying the progress of the burn.
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Fig. 62  CommandBurner Window

When the burning process is finished, you will see the “Success” message below.  Your new CD will automatically eject at this time.  Note that the Sample IDs are listed in the white box on the left.
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Fig. 63  CD Burn Successful
Label, package and mail the CD(s) to the Ann Arbor office as specified by the project.  Make a note of the date and tracking number for each Sampleline ID in SurveyTrak on the Mailing tab under the View/Edit menu.
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Fig. 64  Mailing Tab
Once the CD is received in Ann Arbor and the contents confirmed, the recordings on your laptop will be erased during your next send/receive.  
Troubleshooting

Here are a few tips about what to do if you receive one of the following error messages.  If you receive a message not listed here, contact the Help Desk before proceeding with the interview.

Error in wf_compare_files. 

As previously stated, you may receive a message when attempting to burn the CD that the CD is not blank.  The easy remedy to that problem is to insert a new CD.  However, be cautioned that DRI currently displays no message if you forget to insert a CD or if your CD is incorrectly formatted.  DRI will appear to execute as usual; however, after a few seconds, the following message will appear:
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Fig. 65  No/Incorrectly Formatted CD Error

You must contact the Help Desk upon receiving this message in order to preserve your recording.
Laptop is not set up to do Digitally Recorded Interviews

If you get this message, it means your laptop does not have Camtasia and Command Burner, the software necessary to record and burn the interviews.  As the message indicates, you can proceed with the interview, but must contact the Help Desk as soon as possible.
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Fig. 66  DRI Error Message

Help Menu

Help Topics

Help Topics can be accessed from the Help Menu or by pressing F1.  Help Topics provides an extensive overview and explanation of SurveyTrak features.  

About Box 

 SEQ CHAPTER \h \r 1The About Box is used to verify system and questionnaire versions.  To verify that you have current files, you may be asked to check the About Box.  This is not something you will need to perform for your regular duties, but you may need this information if you experience problems with SurveyTrak and need to work with the help desk.  

You can access the About Box from the Help menu on the menu bar.  Note that it lists the help desk hours and phone numbers.
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Fig. 67  Access to Help Menu
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Fig. 68  Help Menu - About Box
SurveyTrak Menu

The SurveyTrak menu contains options for Check In and Profiles, which are not found on the toolbar.  When the SurveyTrak menu is selected, a submenu similar to the one below will display.
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Fig. 69  SurveyTrak Menu
Reports

Selecting the “Reports” option on the SurveyTrak menu accesses the Reports.  Reports can also be accessed by clicking the Report button on the toolbar.  Depending on the project’s needs and requirements, different reporting options will be available. After the Reports option has been selected, a report selection screen similar to the one below will display. 
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Fig. 70  Report Selection Screen
To run a report, highlight the report name and click OK.  Click Close to return to the previous screen.

Listed below are some standard reports that are available depending on the project.

· Iwer Weekly Cost Report - Reports on the information entered in the Cost Module for the current week.

· Iwer Daily Effort Report - Reports on the information entered in the Call Wizard.  Displays contact attempts and gives a listing of the sample lines that have had information entered.
· Iwer Contact Window Report - Reports on the contact attempts entered in the Call Wizard based on time of the day the contact was made.

Check In Option

The Check In option is designed to allow Interviewers to release control of the sample lines that are assigned to them if they are planning to be unavailable for an extended period of time; such as going on a vacation, or sick.  When the sample is "checked in,” the Ann Arbor Central Office can reassign the sample to another interviewer without the intervention of the original interviewer.  This is done without actually having to send ALL of the interview sample data to the consolidated database (or another interviewer) and back to the original interviewer when they return.

The Difference between Check In and Transfer

The Transfer option is used when you know an interview is being re-assigned to another interviewer. The Check In function is used when the interviewer is going away for an extended period of time and it is not known if a line will need to be transferred to another interviewer.

The Check In Process

56. The Interviewer selects the sample line to be checked in by highlighting the line on the Sample tab.

57. Select the SurveyTrak submenu and then select Check In option.

58. The following screen will be displayed.
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Fig. 71  Check In Screen
59. The Check In screen will have the SID highlighted from the Sample tab.  You may select another SID or multiple SID’s on this screen.  To select nonadjacent SIDs on the lists, click the SID.  Hold down <Ctrl> and click on each additional SID.   To select adjacent SIDs on the list, click the first SID in the sequence. Hold down <Shift> and click on the last SID. 

60. Perform a SurveyTrak Send/Receive.  This sends the "check in" flag to the consolidated database, which gives the Ann Arbor central office the rights to reassign the sample (if needed) from the consolidated database.

61. When the interviewer has returned and would like the sample lines back, they contact their TLs or Supervisors who will then contact the Interviewer Help Desk and request the sample be "checked out" to the interviewer.  The Central office will "check out" the sample to the interviewer.

62. Perform a SurveyTrak Send/Receive to pick up the sample lines.

63. The sample lines should now appear on the Sample tab.

Note:  The Transfer tab or the Transfer History tab will not display the lines that have been "checked in."

Respondent Profile or Profile

The Respondent Profile is an option that stores and displays historical information about respondents that have been gathered from previous waves.  Information contained in the Respondent Profile is strictly confidential and should only be viewed by the interviewer.

Note:  The Profile option cannot be open in SurveyTrak at the same time as the interview (Blaise.)

To view a Respondent Profile for a particular Sample ID:

64. Select the Sample ID on the Sample or Address tab.

65. Select Profile on the SurveyTrak menu.

66. A window similar to below will display.
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Fig. 72  Profile Window
To view all the information, use the scroll bar on the right.  To exit the profile, click on the “X” in the upper right hand corner of the window or select the Close button

If Profile information is not available for a Sample ID, the following screen will be displayed.
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Fig. 73  No Profile Available Message
Edit Menu

Based on the requirements of your project, the Edit Menu could have two options that are not on the toolbar.  The two options are for “Letters” and “Payments.”
[image: image91.png]SurveyTrak

StrveyTrak | EdifyTools Hep
“ 8 Conduict Interview F2

Pojests 1

Tag for Transfer  F3

1 GIT 2008NEEE R ERE =

BlSample e potes £7
View/Edit Aty
Call Wizard F10

Planner

T E TSR

Payments
Letters

TANN-NAR





Fig. 74  Edit Menu
Letter Request Form

The Letter Request Form option is used to request that a letter be sent to a respondent or another individual.  You should consult your Team Leader before requesting a letter.  The request is made via the SurveyTrak application on their laptop.  The request to send the letter is sent to the Ann Arbor office during the next SurveyTrak Send/Receive.  The request gets routed to WebTrak, web based software for Team Leaders.  From there, someone on the project staff will be able to see the request, comment on it, create a letter from the information or deny the request. Whatever action is taken, it is recorded in SurveyTrak so that the IWER can view the results of the request on the Laptop.  The Laptop screen will be updated during the Communication so the Interviewer knows when the letter was sent to be able to plan the next follow-up contact.

Letter Request Features:

· Interviewer can make unlimited number of requests

· Requests can be in a variety of languages

· Requests can be sent to a variety of available addresses

· A complete “letter-request” history will be recorded and available for interviewers and approvers to review as well
Enter a Letter Request Form by highlighting the Sample ID on the Sample tab and then selecting the “Letter Request Form” option on the Edit menu.  The following screen will display:

[image: image92.png]g SurveyTrak 8.0 -8 x

SurveyTrak Edit Tooks Help
umg*y»‘xtuw\m

Propoic  Tander CaseMowss ViewEde Colbiesd Planner 5oz Fepons  Fid Lok Son  Ineuiew
‘BLetters for 2251-034 x|

Letter | Requested | Request | Letter Sent
# By Date Date Stﬂtus Letter Type Mail To Language

Letter #: 1 Requested By: 85969388 Request Date Letter Sent Date:
Letter Type: ~] Mail To

Status: Pending

Language: ~

By changing this address. you are specifying where to send the letter. This address will not change the
primary address saved for this person.

Title: First Name: Last Name: Suffoc [

Addressline 1

Addressline 2

City: State: |

Zip Code: |

Notes:

mset | pelte | see | o |

|UserlD: 85969388 [Name: Jeannie Baker |Project PSID 2008 Testing Project  [SID: 2251-034 [Build: 8.00.75  [SendDate: 01/13/05 11:29 AM

Histart| | & (3 5 © |[EsurveyTrakso Y lettersbmp - Paint DO @O w0ssam





Fig. 75  Letter Request
The 4 functions available on the bottom of the window:

	Insert
	Used to add a new Respondent Payment record.

	Delete
	Used to remove the Letter request.  This option is only active until a SurveyTrak Send/Receive has been performed.

	Save
	Used to save the information that you have entered.

	Close
	Closes the screen and returns you to the Sample tab.


The field values are:

	Letter ID
	Display field that indicates the number of letter requests.

	Requested By 
	Display field that indicates the interviewer id.

	Request Date 
	The date the Interviewer requested the letter to be sent.  Defaults to current date on laptop.

	Letter Sent Date
	Date the request was fulfilled by Ann Arbor staff.  This is display only field.

	Status
	This is a display only field.  Values are:  Pending, Approved, Denied.


	Letter Type 
	Drop down field: Condolence (set as default), Persuasion -- Too Busy, Persuasion -- Too Ill, Persuasion -- Privacy/Confidentiality, Persuasion – Evasive, Persuasion – Gatekeeper, Persuasion -- Child Proxy, Persuasion -- Exit Proxy, Tracking -- Contact Person (Relative), Tracking -- Contact Person (Non-Relative), Other (Specify in Note Field)

	Mail to
	Drop down field:  Respondent Mailing Address (set as default),

Respondent Address, 2nd Home, Contact #1, Contact #2, OTHER (Enter Address in NOTES)

If address information is present for the corresponding View/Edit tab that is selected, the address fields will auto fill with that information.  Note:  Changing the address only changes where the letter is sent and not the View/Edit address information.

	Relationship to R
	Select the correct option from a drop down list.

	Language
	Drop down:  1) English (default), 2) Spanish

	Notes
	Note/Memo field.  This will allow Iwer to record an address where letters are to be mailed or brief comments about the request.


Payments

The Payments option is used to request a payment for a respondent or proxy.  The request to pay the respondent is sent to the Ann Arbor office during the next SurveyTrak Communication (Send/Receive.)  Once the Ann Arbor office sends the check or money order out, the screen will be updated during the SurveyTrak Communication so the Interviewer knows when the payment was sent.

Enter a payment request by highlighting the Sample ID on the Sample tab and then selecting the “Payments” option on the Edit menu.  The following screen should display:
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Fig. 76  Payments Screen
The 4 functions along the bottom of the window are:

	Insert
	Used to add a new Payment record.

	Delete
	Used to remove the Payment request.  This option is only active until a SurveyTrak Send/Receive has been performed.

	Save
	Used to Save the information that you have entered.

	Close
	Closes the screen and returns you to the Sample tab.


The field values are:

	Person Being Paid
	Drop down box.  Choose Respondent or Proxy.

	Amount
	Enter the amount to be paid.

	Method of Payment
	Drop down box.  Options vary based on project specification.  For example, Check or Money Order.

	Name and Address
	Information defaults in from the Address tab.  This information maybe changed if needed.

	Reason for Payment
	Drop down box.  Options vary by project.  

	Notes
	Note/Memo field to record brief comments about the request.


The screen is divided into two parts.  The top half of the screen is for the display of records and the bottom half is for the data entry of the payment information.  Additional fields at the end of the top portion of the screen are:

	Date Requested
	The date request was sent.

	Status
	The status of the payment.

	Date Approved
	The date the Ann Arbor office approved the payment.

	Date Check Issued
	The date the check was issued from the Ann Arbor office.


The fields above are updated during the SurveyTrak Send/Receive (Communication.)

CaseTrak

CaseTrak is an optional feature that can be selected by a project.  CaseTrak is used to record the tracking efforts of the interviewer and the tracking team.

Accessing CaseTrak

The CaseTrak button is located in View/Edit on the bottom of the Call Info screen or in Call Wizard on the bottom of the Call Info screen.  The CaseTrak button will not be accessible until a tracking result code is entered into the Call Info Screen for that Respondent.  Tracking Result Codes are:  4510, 4520, 4530, 4610, 4620, and 4630.

Important:  If you are recording information in CaseTrak you do not have to record the same information in the Call Wizard Notes field.  Use CaseTrak only!
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Fig. 77  CaseTrak
CaseTrak Buttons

	New Step
	This button will add a new step that will require a user defined heading.  CaseTrak comes with predefined steps that can vary from project to project.


	Insert Action
	This button will add a new action record to the step that is highlighted.


	Profiles
	Selecting this button will display profile information.

	Find
	Allows searching for an address 1 or phone called.

	Find Next
	After executing the “Find,” allows you to search for the next match.

	Delete
	Allows you to remove an action record or a user entered step.  The 8 predefined steps can not be removed.


	Save
	Saves the information entered on the screen since the last save.

	Trak Notes
	This button will produce a report to the screen that will list all the information entered into CaseTrak for a particular sample ID.


	Close
	Whenever this button is clicked, you will be returned to the screen where CaseTrak was accessed.  If entries have been modified, CaseTrak will prompt you to Save and then returns to the previous screen.


	
	

	
	


Appendix A Menu Options
	Menu Options:
	Command Options:
	Sub-Menu Options:



	SurveyTrak
	Projects
Send/Rec

Burn CD
Check In
Profile

Related Case Details
Exit
	

	Edit
	Conduct Interview (F2)

Tag for Transfer (F3)

Untag Transfer

Case Notes (F7)

View/Edit (ALT +V)

Call Wizard (F10)

Planner 

Payments
Letters 
	

	Tools
	Find 

Filter 

Lock 

Sort
	Exclude Finalized (CTRL+X)

Cases Transferred To You (CTRL+T)

By Column (CTRL+B)

Clear All Filters (CTRL+C)



	Help
	Help Topics (F1)

About
	


Appendix B Troubleshooting

General

Computer froze at the Windows screen when performing shut down

This occurs sometimes when the program encounters an anomaly. Hold down the power button for seconds minutes and the computer will turn off.

‘Windows was not shut down properly’ prompt upon turning on the computer

If your computer was not shut down properly the last time the machine was turned off, a prompt will appear asking you to press any key to run “ScanDisk.”  Press any key to begin processing.  This process should take about five to ten minutes.  Scandisk will work by itself and Windows will load when ScanDisk has completed.

IPassConnect/Communicate

There is No Dial Tone (680)

This error typically means that iPassConnect is having a problem with the modem or phone line.  Check the connection to the phone line starting at the laptop and follow the cord to the wall jack verifying they are plugged in properly.

Invalid UserID or Password

This message indicates the telephone number you are dialing has problems.  Select another telephone number in iPassConnect on the Modem tab.

Computer Freezes at “Connecting Drive” prompt

This error typically occurs when you have not logged into Windows upon starting your laptop.  Reboot your laptop and at the “Welcome to Windows” prompt, enter your user name and password.

Call Wizard

Cannot insert a new row
This error occurs when trying to insert a new record in the Call Wizard and the “Interviewer Observations” was not selected on your last record.  Click OK and then click on Next.  The Interviewer Observations button should now appear on the screen.  Click the Interviewer Observations button and complete the Contact Description Form.  
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