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Introduction to WebTrak 

WebTrak is an on-line sample supervision tool.  It is used to monitor the status of 
sample lines in the field.  It gives supervisors the information that interviewers 
have access to in SurveyTrak, plus some special fields just for supervisors.  Using 
WebTrak, you can monitor sample by using searches you design.  More specifically, 
you can monitor call attempts, call notes, rates, send/receive dates, and result 
codes, just to mention a few.   

This manual will familiarize you with WebTrak so you can use it to its fullest 
capacity.  Although the manual will mention some common tasks that can be done 
with WebTrak, it does not attempt to include an exhaustive list.  As you work with 
WebTrak, you will discover how you can best use it to help you with your work.  
Other team leaders can be a great resource to help you learn techniques and tricks 
in WebTrak. 

Logging In To WebTrak 
Once you are connected to the Internet via cable modem, iPass, etc., you can 
access WebTrak either by clicking on the WebTrak icon on your desktop or by 
clicking on the Internet Explorer icon.  The WebTrak website is found at 
https://webtrak.isr.umich.edu/webtrak/dsp_login.cfm. 

Enter your username and password.  These are the same as your Windows log-in 
username and password.  If you don’t have this information, or you have forgotten 
it, please contact the Interviewer Help Desk. 

Once you’ve entered your information, press <Enter> or single left click the LOG-
IN button.  Now you are in WebTrak. 
 
 

 
 Fig. 1  Log-In Page 
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Select Project 

Once logged in to WebTrak, you are automatically taken to the Select Project page. 
The highlighted button in the upper right corner identifies the page you are on.  

The Select Project page lists the available studies/projects for your username.  
Study names are listed on the left side of the box and project names to the right.  
When choosing the project to view, be aware that some studies have more than 
one option. 

Click the radio button next to the project you wish to select, and you are taken to 
the Current Project page for the selected project. 

If at any point you wish to log-out, click the gold LOG-OUT button in the upper left 
corner.   

  

 
Fig. 2  Select Project Page 

Timing Out of WebTrak 
Because of the confidential nature of the information that is displayed in WebTrak, 
the designers included a special security precaution.  If you do not interact with the 
WebTrak display for 30 minutes, it will “time-out.”  This means that the next time 
you go to click something on the page, you will have to log-in again.  The amount 
of time you have left before you time out is displayed in the browser status bar in 
the lower left hand corner of your screen. 
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Current Project Page 

Once you’ve chosen a project, you will reach the Current Project page.  This page is 
the starting point for your work in WebTrak.   

Each Project Page has two segments:  Reports & Data Dictionary and Searches.  
Each segment will be discussed at length in the following sections. 

The navigational tools on this page are the same throughout WebTrak.  See below 
for a description of each. 

Navigational Tools: 

Back This button will return you to the previous page. 

Log-Out This button ends the WebTrak session and returns to the log-in 
page. 

Header 
Buttons 

The buttons at the upper right corner identify the page you are 
on and, when clicked, return you to pages you’ve visited. 

Bread Crumbs Once the page name appears in blue, you may click it to return 
to that page. 

New Search Clicking takes you to a new page to enter search criteria. 

 

 

 
 Fig. 3  Current Project Page 

Back - Returns you 
to previous page 

Log-Out Button - Click to 
exit WebTrak 

Header Buttons 

Bread crumbs - Click to 
return to selected pages 

in blue 

Click to 
execute a 

new search 
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Reports & Data Dictionary 

The options found under the Reports & Data Dictionary segment are project 
specific.   

Reports 
Select the hyperlink of the report to be displayed and a new browser window will 
launch.  The reports are opened in Acrobat Reader (PDF) or HTML format and are 
printer-friendly.  These reports are not interactive; you cannot sort or select any of 
the text in the document.   

There are many features in Acrobat Reader, but the three main ones you may need 
are as follows: 

• Fit Width:  To enlarge the document and fill the page, click on Fit Width 
button.  

• Saving the Document to Your Hard Drive:  To save a document to your hard 
drive, single left click on the picture of the floppy disk.  After you click on the 
disk, a pop-up window will appear, and you can choose where to save your 
document.  The default is the My Documents folder on your hard drive.  Type 
in a name for the file and press Save.  Now the report is on your hard drive, 
and you can access it when you are offline.  This also makes it easier to 
print. 

• Printing the Document:  To print a PDF report, either press the print icon (a 
picture of a printer) which is near the bottom left of the toolbar or go to the 
File menu and select Print.  You can then either change the printer/document 
settings, or just press Ok to print. 

 
   

 
 Fig. 4  Acrobat Reader Functions 

Save Print Fit Width 
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After reviewing the report, click the “x” in the top right corner to return to the 
Current Project page. 

Respondent Contacts Report (HTML) 
A report common to all studies is the Respondent Contacts Report (HTML).  This 
report provides a weekly summary of all 800 calls logged into RCLS (Respondent 
Contact Logging System) for a particular study.  The calls are grouped by purpose 
of call.  To see details of the calls, you would need to access RCLS or SurveyTrak.  
Click Back to return to the Current Project page. 

 

 
 Fig. 5  Respondent Contacts Report 

Data Dictionary 
The data dictionary is a project specific guide which identifies where in the 
SurveyTrak database data are stored.  It also indicates the source of those data, 
whether it's preloaded in Ann Arbor or comes from the interview instrument, 
SurveyTrak, or WebTrak. 

To exit the data dictionary, either click the Back button or one of the Bread 
Crumbs. 
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Result Codes 
Another option accessible from the Reports and Data Dictionary section is Result 
Codes.  This page lists all possible result codes for a given project.  In addition to 
result codes, the reports are based on result type and report definitions. 

You may need to use the scroll bar to the right to view all of the result codes 
available for your project.  To exit from this page, click Back or one of the Bread 
Crumbs. 
 

 
Fig. 6  Result Codes 
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Letters – Export and Send 
The Letters - Export link takes you to a batch page containing all pending letter 
requests for a project.  Once the interviewer indicates in SurveyTrak that a 
respondent needs a particular letter, the request displays here until the letter is 
exported or disapproved.  The requests can be sorted by clicking on your 
preference in the upper right corner:  Request Date or Approver Notes.  Letter 
requests for each sample ID are numbered sequentially, so Letter No. 3 next to 
the sample ID indicates that it is the third letter requested for that sample ID.    

In order to produce the letters to be mailed, the user clicks the “Export” checkbox 
of the letters to be sent, then clicks the “Export” button.  When this button is 
clicked, a new browser window is opened with a list of exported requests.  The user 
saves this window as a text file and imports it into Access or Excel for use in a mail 
merge program to mass produce the letters. 

 
 Fig. 7  Letters - Export 

Once a letter is exported it is moved to the Letter - Send page.  This is another 
batch page and it allows the user to send (approve) multiple letter requests at 
once.  The user checks the “Letter Sent” checkbox of the applicable requests, 
enters the date the letters were sent in the “Date Letters Sent” field, then click the 
“Mark Sent” button.  The letter requests are then marked as sent and removed 
from this page.   
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 Fig. 8  Letters - Send 

Sent and disapproved letter requests can be viewed by clicking on the L link in the 
Details column of the Sample page. 

A letter request can be disapproved from either of these batch pages by clicking on 
the Sample ID link, then clicking the Disapprove check box in the Pending Letter 
Requests section. 

Update Staff 
The Update Staff link allows the user to change an interviewer’s assignment or 
permissions, and add interviewers to a project.  Only users with authorization to 
perform these tasks will be able to view this link.   

 
Fig. 9  Update Staff Link 
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The first page you come to after clicking Update Staff is the Update Staff page.  
This is a list of all staff members currently assigned to the project and includes id 
numbers, TL and PM information, and permissions for WebTrak access, payment 
approval, group searches and SurveyTrak status.   

 
Fig. 10  Update Staff Page 

Clicking on a column heading, such as “Iwer Name,” will sort the list according to 
that heading.  The three hyperlinks, Add New Employee, Update Employee, and 
Update Assignments encompass the options available on this page.   

Add New Employee 
You may add an employee to the project by clicking the Add New Employee link.  
This link takes you to the Find Staff Person page, Fig. 11.  The employee must exist 
in the database already in order to add him or her.   
 
 

 
 Fig. 11  Find Staff Person Page 
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You do not need to fill in all the blanks on this page.  Entering an ID number, last 
name or first name will generate a list from which to choose the correct employee.  
You may also enter just the first few letters of a first or last name.  Once you have 
selected the new employee, click Add New.  If the person you want to add is not 
among this list, you may want to re-try using Find Again. 
 
Once you have clicked on the Add New button, you will be taken to a page where 
you assign a role and preferences for the new employee.  After this information is 
added, the employee will appear on the Staff List. 

Update Employee 
There are two ways to update an employee’s permissions.  You can either click on 
the employee name or employee ID in the Staff List or click on the hyperlink, 
Update Employee. Clicking on the employee name takes you directly to the page 
below.  Here you are allowed to change the employee’s supervisor, WebTrak 
Access, Approve Payments permission, and Create Group Searches permission.   
Once the appropriate changes are made, click on the Change button.  
 
 

 
Fig. 12  Update Employee Page 

If you click on the Update Employee hyperlink, you will be taken to the Find Staff 
Person page, Fig. 11.  This allows you to first search for the employee’s name when 
the staff list is lengthy.  Once you identify the correct person, you will be taken to 
the Update Employee page shown directly above. 

Update Assignments 
Supervisory assignments can be updated by clicking the Update Assignments 
hyperlink.  Once clicked, you are taken to a page listing PMs and TLs for the 
project.   Selecting a PM will generate a list of TLs and selecting a TL will produce a 
list of interviewers.  Choose the name to which you want to assign another 
employee and click Next.   Only one name may be selected when you click Next.   
The other column must specify “-select-.” 
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Pick the interviewer (or TL if you chose to change an PM assignment) you want to 
move and click the >> button.  You are allowed to make more than one move on 
this page, so proceed with further changes if necessary.  If you move someone who 
shouldn’t be moved, simply highlight the name and click <<.  Once you are 
finished, click the Assign button and you will be returned to the Staff List page 
where you can view your updates. 

What’s New! 
This is a new feature in WebTrak which highlights some of the key differences 
between the previous version of WebTrak and the one you are viewing now.  All of 
the new features are explained in detail in this manual.  Click What’s New! for a 
brief overview. 

Row Display 
Row display allows you to select the number of rows to be displayed on the 
Sampleline and Addresses pages.   
 
 

 
 Fig. 13  Row Display 

WebTrak FAQ and Manual 
Clicking FAQ will lead you to a resource page of Frequently Asked Questions 
regarding WebTrak.  Many of your questions will be answered on this page, so you 
may want to check it before calling the Help Desk. 

Clicking Manual will open a new Adobe Reader window containing the WebTrak 
Manual. 

DRS 
The DRS (Dynamic Reporting System) link takes you to the DRS website. 

Web Logging 
This link directs you to a log-in page for SRO Logging. 
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Searches  

The lower segment of the Current Project page is dedicated to search functions. 
Any saved searches will be shown on this page.  Until a search is saved, “You have 
no saved searches” or “There are no group searches” will be displayed.  After you 
have created a search, it will be listed under “Your Saved Searches.”  Group 
Searches are located beneath your saved searches.   

In any case, the name of the search is listed on the left and on the right are four 
hyperlinks: 

 
 

Fig. 14  Searches 

Search Executes the defined search.  The search is rerun each time you press 
Search, so all of the sample lines that are in the database at that moment 
and that fit your search criteria will be displayed. 
 

Criteria Displays a list of all the possible criteria for the search and lists the values 
actually used in the search. 
 

Edit Allows the search criteria to be modified. 
 

Delete Removes the existing search.  This option is not available for Group 
Searches unless you created the search. 
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New Searches 
To create a new search, first click on the gold New Search button found on the 
Current Project page.   You will be taken to the New Search page where you must 
determine the criteria for your search.  WebTrak offers a variety of choices, which 
include:  Results, IW Status, Field Staff, Instrument & Sample, Sampleline 
ID, Evaluation, Letters, Payments, Respondent, and Verification.  Depending 
on the project requirements, other options may be displayed. 

The following are the basic steps required to create a search: 

1. From the Current Project page, click the New Search button.   
2. Enter a descriptive name for the search in the field “Name of Search.”  Note:  

WebTrak automatically names the search “unnamed” if you save it without 
giving it a name. 

3. Select your criteria for the search on the various tabs.  See the following tab 
descriptions for details.   Note: Criteria can be entered on more than one 
tab. 

4. Click on the Search or Search + Save button. Search will execute the 
search according to your criteria without saving it.  Search + Save will save 
the search and execute it at the same time. 

Group Searches 
WebTrak has the ability to allow searches to be set up by a manager and then be 
available for all managers and supervisors to use.  The manager who creates the 
original group search retains edit rights to that search.  All supervisors and 
managers have the ability to "save as" the group searches in order to customize 
these searches for their own needs.   

Contact your production manager to get the permissions to create group searches. 

Users with group search permissions will see a Group Save button on the New 
Search page.  Once you select your criteria, click the Group Save button.  The 
search is saved as a group search and the user is returned to the Current Project 
page.   
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 Fig. 15  Group Save 

Search Criteria Tabs 
Search criteria can be specified while creating a new search on the New Search 
page, or editing a saved search on the Edit Search page.  As mentioned previously, 
search criteria may include the following:  Results, IW Status, Field Staff, 
Instrument & Sample and Sampleline ID.   

Additionally, search criteria can include Evaluation, Letters, Payments, 
Respondent and Verification.   See the Additional Tab section on page 14 for 
adding these tabs.   

The search criteria work together using a “logical and.”  That means that your 
search will only bring up sample lines that meet all of the criteria that you have 
entered.  If you don’t enter any criteria, all of the sample lines for the project will 
be displayed.  

 
 Fig. 16  Search Criteria 

Search 
Criteria 
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Additional Tab 
In order to do searches based on Call Wizard, CaseTrak, Evaluation, Letters, 
Payments, Respondent, or Verification, you must first select the appropriate 
tab option from the Additional Tab dropdown menu.  Once an option is selected, it 
will appear as the last tab on the Search Criteria list to the left.   

Multi-Select Criteria 
For all of the criteria where there is a drop down list of options, multiple options can 
be selected from the list.  If you want the search to include all of those options, you 
can highlight all of them or select the “All” option.  “All” is usually found at the top 
of the list.  If you only want to search for some of the options, you will need to 
highlight specific values.  This can be accomplished in two ways:   

To select nonadjacent codes in WebTrak drop down lists, click the code.  Hold down 
<Ctrl> and click on each additional code.  To select adjacent codes in the WebTrak 
drop down lists, click the first code in the sequence. Hold down <Shift> and click 
on the last code in the list code. 

Tip:  If you select a code you don't want, hold down <Ctrl> and click the code 
again. 

For example, to find all the interviews that have specific result codes, perform the 
following steps. 

• Click on the New Search button 
• In the field “Name of Search” type “Test3” 
• In the Result Codes box, scroll down and click on “4001” 
• Hold down the <Shift> key and at the same time click on “4002” 
• Hold down the <Ctrl> key and at the same time click on “4101” 
• Click on Search + Save 

 
 

 
Fig. 17  Multi Select Search Criteria 



 

 
Survey Research Center  16 
  WebTrak Procedures Manual 

16 

Results 
The first tab on the left is the Results tab.  This is the default tab and will always 
appear first when creating or editing a search. 
 
 

 
 Fig. 18  Results Tab 

Results Tab Options 

Result Codes Codes currently in use for the project you selected are 
highlighted in gray.  The search only looks at the most recent 
result code entered in the Call Wizard.  For example, if a case 
is now coded 1001, but it was once coded 4201, it will show up 
in a search for 1001, but not 4201.  To select more than one 
option, see Multi Select Criteria. 

Result Type Allows user to search according to “Final” or “Non-Final” result 
codes. 
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Result Date 
Intervals 

Week related intervals are provided from which to select.  If 
you choose this option, WebTrak will always search this 
specified date range automatically. 
The intervals are: 

• Last reporting week - returns result dates from Sunday 
through Saturday of the previous week.   

• Within last week - means the last 7 days prior to today.  
For example, if today is July 24th, this search will return 
result dates July 17th through July 23rd. 

• Within last two weeks 
• Older than last week 
• Older than last two weeks 
 

Result Date Range If you click on the calendar icon to the left of the date fields, a 
calendar will pop-up on your page.  It displays the current 
month, and highlights the current day in yellow.  The double 
arrows in the top left and top right corners of the box move 
backwards and forwards one month respectively.  The minus 
sign and the plus sign next to the year box in the window 
move backwards and forwards one year. 

 
Click on the day of the month to select it.  The calendar pop-
up window will disappear, and the date will appear in the field.  
Once you’ve selected a date, you can change it by going back 
into the calendar pop-up window. 
 

“From” field – If this field is left blank, the result dates 
displayed in the search results will be from the beginning of 
the project to the date entered in the “To” field. 
 
“To” field – If this field is left blank, the result dates 
displayed in the search results will be starting at the date 
entered in the “From” field to today. 

 
Note:  If you are searching for one day, that date must be 
entered in both the “From” field and the “To” field. 
 
You are not required to use the pop-up calendar; you may 
type in the date directly.  However, we encourage the use of 
the pop-up calendar for proper date formatting. 
 

IW Status 
IW Status tab allows you to create searches based on the status of the interview.  
Several options are available for your customized search.  
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Fig. 19  IW Status Tab 

IW Status Tab Options 

IW Status When an interview has been finished, the IW status is 
complete.  If an interviewer exits prematurely and all the 
questions are not answered, the status will be suspended. 
 

Wizard Action Indicates if the Wizard Actions have been completed for a 
given Result Code including Interviewer Observations. 
 

RC Ind Flag Refusal Conversion Indicator.  Selecting “Yes” will return any 
lines that have a refusal result code type.  This corresponds to 
the * in the RC Ind column on the Sample tab in SurveyTrak. 
 

Contact Flag  Selecting “Yes” will return the sample lines where the last 
attempt resulted in contact with someone.  “No” will return all 
the sample lines where the last attempt did not result in a 
contact.  See the Result Code list for all the result code types. 
 

Tracking Flag This is a fast way of selecting all the sample lines that are in 
tracking.  Selecting “Yes” will return the samplelines where the 
last call record is a result code type of tracking. 

Field Staff Tab 
The third tab is the Field Staff tab.  Here you can select search criteria based on 
particular people.  The default for all of these fields is “-select-.” You can leave this 
highlighted unless you want to search based on someone in that column.  If you 
click on “All,” you will see the sample lines belonging to everyone in that group 
(and since directly or indirectly every line is assigned to someone in every group, 
this means you will see all of the lines). 
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Fig. 20  Field Staff Tab 

 

Note:  The management levels that are displayed on this tab are project specific. 
For example, some projects have only TLs and interviewers. 

Field Staff Tab Options 

PM Selecting a PM (project manager) displays all of the sample lines 
belonging to the PM, TLs (team leaders) or interviewers assigned 
that PM. 
 

TL Selecting a team leader from this column displays all of the 
sample lines belonging to the TL and any of the interviewers 
under that TL.   
 

Interviewers Displays all of the sample lines belonging to that interviewer. 

Instrument & Sample Tab 
The options on this tab can change based on the project requirements.  Below are 
some of the common options typically found on most projects. 
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Fig. 21  Instrument & Sample Tab 

Instrument & Sample Tab Options 

Instrument If a project has multiple Blaise instruments, they will be 
available for selection.  
 

Last Call Mode Allows selection of mode for the last call record for each 
interview.  The options are “All,”  “TEL” and “FTF.” 
 

SID Active Status The option “Checked In” refers to the lines that have 
been selected on the laptop for “Check In” from the 
SurveyTrak menu option.  Please contact the Interviewer 
Help Desk to have the line checked back out to the same 
or another interviewer. 
 

Sampleline ID Tab 
This tab allows for searching for complete Sampleline ID’s or doing a partial search 
on the Sampleline ID. 
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  Fig. 22  Sampleline ID Tab 

Sampleline ID Tab Options 

Enter whole 
Sampleline ID’s 
separated by 
commas. 

Enter a particular SID or set of SIDs.  Enter all of the numbers 
of the SID.  
 
Note:  The search will find the SID with or without the hyphen. 
 
To enter multiple SIDs, separate them by commas. 
 

Enter a single, 
partial Sampleline 
ID using an asterisk 
as a wildcard. 

Allows for searches with only some of the SID.  Useful when a 
digit in the SID represents a specific group. 

Examples: 
To search for all the ids that begin with 123, enter: 123* 
To search for all the ids that end with 123, enter *123 
To search for the ids that have 123 somewhere in them, 
enter *123* 

Evaluation Tab 
The Evaluation tab allows searches based on interviewer evaluations performed in 
WebTrak.  Also on this tab is the ability to select the interviews that have been 
taped. 
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Fig. 23  Evaluation Tab 

Evaluation Tab Options 

IW Taped Allows you to search for interviews that have been taped by 
selecting “Yes.” 
 

Evaluation Lists status options of the evaluations being searched.  The 
options that have actually been used thus far in the project will 
be highlighted in gray. 
 

Evaluator Allows you to search for evaluations performed by a specific 
person. 
 

Date Evaluated 
Range 

Enter dates in this format, 00/00/0000, or use pop-up calendar 
provided. 
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Letters Tab 
The Letters tab allows for you to search for letters meeting criteria you determine 
using the options listed.  Letters tab options are study specific. 

 
Fig. 24  Letters Tab 

Letter Tab Options 

Status Choose the status, pending, sent or not approved, of the letters 
you  
 

Type Choose the type of letter you are searching for:  difficulty 
completing IW parts, hard to reach, more info, other, 
refusal/resistance, or sympathy. 
 

Language Searches based on English or Spanish letters. 
 

Requestor Performs a search based on who requested the letter. 
 

Mail To Searches based on to whom the letter is mailed. 
 

Date Requested 
Range 

Use this format, 00/00/0000, or the pop-up calendar provided to 
specify a date range in which letters were requested. 
 

Date Sent Range Use this format, 00/00/0000, or the pop-up calendar provided to 
specify a date range in which the letters were sent. 
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Payments Tab 
The Payments tab makes it easy to check respondent payment status.  You can 
search for payments based on a number of criteria as outlined below.  The default 
for many of these payment options is “select.”  If you do not wish to use that option 
as criteria for your search, leave “select” highlighted.  Payments tab options are 
study specific. 

 
Fig. 25  Payments Tab 

Payments Tab Options 

Status Searches for payment info based on status:  Pending, 
Approved, Not Approved, N/A. 
 

Method Conducts search based on method of payment. 
 

Reason These reasons cover unusual circumstances regarding 
respondent payment.  When searching for typical 
respondent payments, leave “select” highlighted. 
 

Type This option is study specific. 
 

Amount Enter a dollar amount here.  Acceptable formats include:  
10, $10, $10.00. 
 

Requestor Searches payments requested by a particular person. 
 

Person Being Paid Conducts search by payee type from SurveyTrak. 
 

Date Requested Enter dates using this format, 00/00/0000, or use the 
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Range pop-up calendar to select dates. 
 

Date Approved Range Enter dates using this format, 00/00/0000, or use the 
pop-up calendar to select dates. 

Respondent Tab 
The Respondent tab information is drawn from the information in the address tabs 
of the View/Edit window of SurveyTrak. 

This tab will make partial matches.  For example, if you enter “Ann” in the “City” field, it 
will give you all of the entries for “Ann Arbor.” 

 
 

 
Fig. 26  Respondent Tab 

Respondent Tab Options 

First Name Enter the first name of the respondent 
 

Last Name Enter the last name of the respondent 
 

Address 1 Enter any portion of the address 
 

Address 2 Second line of the address information 
 

City Enter the city 
 

State Use the scroll bar to select the state 
 

Zip Enter the zip code 
 

Phone Enter phone number including area code into this field.  If the 
project has a Phone 2 field in SurveyTrak, WebTrak 
automatically searches both Phone 1 and Phone 2. 
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Person Type R=respondent, C=contact, 2C=2nd contact.  Corresponds to the 

SurveyTrak tab. 

Verification Tab 
This tab allows searches based on interview verifications performed in WebTrak. 

 

 
Fig. 27  Verification Tab 

Verification Tab Options 

Verification Allows you to search for verification flags.  The options that have 
actually been used thus far in the project will be highlighted in 
gray. 
 

Verifier Allows you to specify the verifier for the interview. 
 

Date Verified 
Range 

Type in the date or use the pop-up calendar to specify the date 
in which you believe the interview was verified. 
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Search Results 

Sample Page 
Once Search + Save or Search is selected, the search results will be displayed on 
the Sample page.  The columns on this page vary from project to project depending 
on the project’s requirements. 

 
Fig. 28  Search Results:  Sample Page 

The column headings are listed at the top and the bottom of the page.  If the 
heading is underlined, it can have the sort order changed by simply clicking on the 
heading.  If you click once, the information is sorted in ascending order.  Clicking 
again sorts it in descending order. 

Navigating the Sample Page 
At the left of the page, directly above the column headings, there is text that 
displays the range of sample lines you are viewing and the total number of 
samplelines returned from the search.  This feature helps you keep track of where 
you are if there are multiple pages of samplelines. 
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 Fig. 29  Samplelines Displayed 

On the upper right side of the page, there are hyperlinks for each page of results.  
Click on the hyperlink to go directly to the page of your choice.  You may also click 
Next to be taken to the next page in the sequence. 

The number of rows displayed can be changed via the Row Display link on the 
Current Project page. 

No Samplelines Found 
Sometimes there will not be any samplelines that fit the search criteria.  If that 
happens, the following page will appear: 

 
 Fig. 30  No Samplelines 

 

Navigational Tools 
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Check the search criteria by clicking on the hyperlink phrase check your search 
criteria to make sure something was not entered unintentionally.  The display that 
appears gives you the same information you would have gotten if you clicked on 
the Criteria button on this page. 

Columns on the Sample Page 
The column headings that appear are project specific.  Listed below are some of the 
common column headings found on the Sample page. 

Details Displays hyperlinks: 
A - Address information for all SurveyTrak address tabs 
C - Call records 
H - Transfer history  
L* - Letter request information -  
N - Case note information 
P* - Respondent payment information 
R* – Respondent profile 
T* - CaseTrak information  
8 – 800 line call(s) received (Respondent Contact       

Logging System - RCLS) 
* Not all studies use these options 
 

Sample ID The sampleline ID 

Chd In Indicates if the line has been checked in when the 
column contains a “Y.”  If the line needs to be sent to 
the interviewer, please contact the Interviewer Help 
Desk. 

RC Ind Refusal conversion indicator 

Interviewer The name of the interviewer assigned to line 

Result Date The date of the last call record in the Call Wizard 

Result  The result code of the last record in the Call Wizard 

Wizard Action Contains “Suspended” if the interviewer has not 
completed the entry of the Wizard Actions 

IW Taped Indicates if the interview was taped. 

IW Status Indicates if the interview is complete or suspended 

Last Call Mode Indicates the mode on the last call record in the Call 
Wizard 

FTF Calls Indicates the number of face to face call records 

TEL Calls Indicates the number of telephone call records 

IW Length Indicates the length of the interview 

Verification Indicates the verification status 

Evaluation Indicates the evaluation status 
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Sample Page Buttons  
When the search results are returned, WebTrak has more functions available. The 
active button is dark blue instead of the light blue default color, which indicates the 
page currently being displayed.  The following figure displays the Sample page and 
the button functions will be described below. 

 
Fig. 31  Sample Page Buttons 

Following are brief descriptions of the Sample Page buttons.  More comprehensive 
descriptions can be found below. 

Sample Default page when search results are returned. 

Addresses Displays the respondent addresses for the samplelines of the 
current search.  To view the other addresses from the 
SurveyTrak tabs, click the A link in the “Details” column. 

Interviewers Displays the Interviewer’s ID, name, TL, PM, address, phone,  
Last Send Date and status for all the interviewers who appear 
in the search.  To view this information for all interviewers, 
click the hyperlink that says View All Iwers. 

Evaluations Displays all evaluation information for interviewers.  To view 
this info for all evals (if any), click the hyperlink that says 
View All Evaluations. 

Verifications Displays verification information for each sample id.  To view 
this info for all evals (if any), click the hyperlink that says 
View All Verifications. 

Criteria This will display the selections made for the current search. 

New Search Use to create a new search. 
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Addresses Page 
The Addresses button displays the respondent address information by Sample ID.  
To see information from the second address tab, click on the hyperlink A.  
 

 
Fig. 32  Addresses Page 

Interviewers Page 
The button lists the interviewer id, name, TL, PM, address, last send date and 
status. 
 

 
Fig. 33  Interviewers Page 
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Evaluations Page 
This page provides information on interviewer evaluations performed in WebTrak if 
required by the project. 
 

 
 Fig. 34  Evaluations Page 

Verifications Page 
The Verifications page provides information on interview verifications performed in 
WebTrak if required by the project. 
 

 
 Fig. 35  Verifications Page 
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Criteria Page 
The Criteria page can be accessed in several ways: 

• Selecting the Criteria hyperlink for an existing search on the Current Project 
page. 

• Selecting the Criteria button on the Sample page after a search is 
performed. 

• Selecting the check your search criteria hyperlink when the message “No 
samplelines found” displays. 

The same information displays no matter how it is accessed.  This page is for 
display purposes only.  If values in the search need to be changed, click the Edit 
Criteria hyperlink.   Headings on the Criteria page match the search tabs. 

 
 Fig. 36  Criteria Page 

New Search Page 
Clicking the New Search button on the Sample page returns you to the New 
Search page where you are able to define criteria for a new search.   
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Search Examples 
The following are step-by-step instructions for creating some common searches in 
WebTrak.  The more you use WebTrak, the better you will become.  Note:  
Depending on who is assigned to the project, the people listed below may not be 
included.  Select other people for the search examples. Additionally, some criteria 
listed below may not be available for all projects. 

Find all the interviews that have been completed. 
 

Click on the New Search button  
In the field “Name of Search” type “Completed Interviews” 
On the Results tab, under “Result” box, click on “1001” 
Click on Search + Save  

 
Find all the interviews that have been completed for two interviewers. 
 

Click on the New Search button  
In the field “Name of Search” type “Test2” 
Click on the Field Staff tab 
Under the “Interviewers” column, click on a name. 
Hold down the <Ctrl> key and at the same time click on another name. 
Click on the Results tab  
Under Result box click on “1001” 
Click on Search + Save  

 
Find all the interviews that have Contact Result Code. 
 

Click on the New Search button  
In the field “Name of Search” type “Test3” 
On the Results tab, select the result code “4001” 
Hold down the <Shift> key and at the same time click on “4204” 
Click on Search + Save  

 
Find all the interviews that have a tracking result code and for interviewer Genise 
Pattullo. 
 

Click on the New Search button  
In the field “Name of Search” type “Test4” 
On the Results tab, select the result code “4510”  
Click on the tab Field Staff 
Under Interviewers box click on “Pattullo, Genise” 
Click on Search + Save  
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Find all the interviews that have been flagged for verification for a team leader. 
 

Click on the New Search button  
In the field “Name of Search” type “TL Verification” 
Click on the Field Staff tab 
Under the “TL” column click on a name 
Click on the Verification & Evaluation tab 
Under verification box click on “1 – Flagged” 
Click on Search + Save  

 
Find all the interviews that are flagged for verification that have a NS Result Code. 
 

Click on the New Search button  
In the field “Name of Search” type “NER Verif” 
On the Results tab, select the result code “7001”  
Hold down the <Shift> key and at the same time click on “8011” 
Click on the Verification & Evaluation tab 
Under verification box click on “1 – Flagged” 
Click on Search + Save  

 

 
 


