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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.

2 WebTrak - Microsoft Internet Explorer FEX)
File Edit Wiew Favortes Tooks  Help i

=
Peack - adiress €] httpsifjwebtrak.isr.unich. dujnewlookidsp login.cim v| B

Links (] Best of the Web @] Channel Guide 4] Customizs Links 4] Fres Hotmail (&] Internet Start  &] Microsoft ] Windows &2 Windows Marketplace ] Windows Update > @& -

WEBTRAK

]
L1

&) Dore B @ Trusted sites

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.

WEBTRAK e DSR2 5 e e

Select Project
Seled Project

Study Mame Praject Narme Study Marme Project Mame

O cvs certification MTF MR 2006 O MTF 06 HR Prod
Casey O cvs TEST 2 PSED O PsED2 W1 PROD

O cvs TRAINING PRSI0 2005 O psipos Production
HRS 2004 Main O Hr304 Production - Main PSID 2007 O PsID 07 Pretest-Test
HRS 2004 Screener O HRE04 Production - SCRH SCA O sca production

HRS 20068 Pretest

HRE 2006 Production

HRS PDS 2005

MTF 2006 Base Year

INSTITUTE FOR SOCIA

D HRS 2006 Pretest Production
O DRS Dermo

) HR3 2008 Prad Training

O HRS5 2006 Production

O HRS 2006 Test

O PDS0OS PROD

O MTF 0& Base Year Production

UMDES

webTrak Demo

O bioxin Non-Respanse

O Dioxin Production

O Diaxin Spring 05 Production
O UMDES Mon Response 05 Prod
O oemo sTa TEST

O surveyTrak Derme

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.

Survey Research Center
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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 The buttons at the upper right corner identify the page you are

Buttons 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.

Header Buttons

Log-Out Button - Click to

W E B T R A K (Toaour’ . 01.8elect Project 02.Current Project 03.8earch Results
~ Gurrent Project : SurveyTrak Demo Back - Returns you |[—» ok
Select Project >% ) 5
Bread crumbs - Click to to previous page
Reports & Data Dictionary return to selected pages
in blue
Cost Report I ry b at's Mew!
Eusluation and Verification Result Codes Fow Display
Field Progress Repork - Main Letbers - Export webTrak FAQ and Manus| B
Field Progress Repott - Rates IR Letters - Send DRI
Respondent Contactks Report (HTML) Update Staff web Logging
Searches
Your Saved Searches:
Cormpleted iws Search B Criteria Edit Celete B
FTF Search B Criteria Edit Celete B
Suzp Tws Search B Critaria Edit Delete B
Test 1 - Complete Iws Search B Criteria Edit Celete 8
Test 2 - Partial [ws Search B Criteris Edit Celete B
unnarmed Search B Criteria Edit Delete B
) _ Click to
Group Searches:
¥ e execute a
abc Search B Criteria Edit new search
all detail links Search B Criteria Edit
Corpleted Iws- no Wizard Search B Criteria Edit
Latest Completed Iws Search B Criteria Edit

ISR UNIVERS

Y OF MICHIGAN

INSTITUTE AL RESEARCH

EI Session kime remaining: 28:36

Fig. 3 Current Project Page

=] ‘ﬂ Local intranet
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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.

| https:/iwebtrak.isr. umich.edu/newlookfreports/democst. pdf - Microsoft Internet Explorer

Fle Edt GoTo Favorites Help

3 > EEENE N A /'" Search 57 Favarites 40%) = ©8 3 Links @
Address &) hetps: ) fuebtrak.isrrmich, edufnewlook/reportsfdemacst, pdf =
[Bl s7%e 2 Copy ;_‘ch B0y Tescect i - ® -1 24 @ [eow |- @ | D3 1o - e Adober neadern\oj

»
¢ S F,, st cont it ~
e Cairariiry af Michizan =0 ok 17, 2005

Save Print Fit Width

|| commerts “{ attachments

= oz | b Bl © Wl- H
£ Unknown Zone

Done

Fig. 4 Acrobat Reader Functions

Survey Research Center
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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.

WEBTRAK o=

01.8elect Project

Current Project : SurveyTrak Demo
Select Project > Current Project > Field Progress Report

Respondent Contacts Report
o Purpose of Calls - By Project

Totals 13 11 5

e Purpose of Calls - By Week
Weel

06/18/06 -
08/25/08 -
070206 -
07/0%/06 -
07/16/06 -
07/23/06 -
07/ 30/06 -
08/06/06 -
08/13/06 -
0g/zof08 -
08/27/06 -
0940306 -
09/10/06 -
09/17/06 -
09/24/06 -
10404406 -
10/08/06 -
10/15/06 -
1né22ing -

06/ 24/06 z 0
07/01/08
07/03/06
07/15/06
0742206
07/23/06
0805/ 06
08/12/06
08/1%/06
08/26/06
09/02/06
09/09/ 06
09/16/06
09/ 2306
09/30/06
10/07/06
10/14/06
10/21/08
1nizaing

~HKEMNMOODODOODOoODOOOoOOoOoOoOoO
~“ o orHoooOoOoo0oo0o0ooooo
T oo o0oo0o0oo0o0G0 00000000

2

“igioigioio gidipigio gicie oio pigia

Payment Appointment Address Update Deceased Refusal General | Info Other Total Calls

5 8 5 49

Payment Appointment Addreess Update Deceased Refusal General Info Other Total Calls

0 o

Sior ool ofo oioloio o oo o oidl oo
2N O OoOOCO0OODO0OODGOCO0OO0OO0OoOoOO0DO0O0GCO
2 Hooooooooocoooo o0 o0
W s K WHODOOOSOoOOoOoOoO o O R

@] Done

5 82 Local intranet

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.

Survey Research Center
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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.

01.8elect Project 02.Current Project 03.8earch Results

- Current Project : SurveyTrak Demno : T

Select Project > Current Project > Result Codes

© Result Codes

Result Code  Description Result Type Report Def

oooo Mot warked

1001 Complete Interview CO,FLL I

1005 Partial Cormplete I ,FI,CO,PR

1401 Answering Machine/Service Reached, No Message Left M o |

140z Answering Machine/Service Reached, Message Left M

1501 Privacy Manager, Mo Message Left M

1502 Privacy Manager, Message Left MNC

1601 FPager, 2 beeps, Text Messenger MC

1602 Fax, Modem MNC

1603 TTY NC

2005 Respondent Mot at Address (FTF anly) MNC

2006 Bad address/ Address Non-Existent MC

2007 Mail Returned, Forwarding Address Given NC

2008 Mail Returned, Mo Forwarding Address NC

3001 Mo Contact - Mo one home NC

3003 Mo Contact -- Locked Building/Gated Community M

4001 Contact Mo Resistance, General Callback, Informant Co,CE

4002 Contact Mo Resistance, General Callback, R cO,CB

4003 Cont Mo Resistance, General Callback, R Unknown COCE

4004 Cont Mo Resistance, General Callback, Proxy cO,CB

4101 Contact Mo Resistance, Best Time Known, Informant COAP

A1n0 back Bl Daci Blact Ti 1 o d o v
@SEssiUn time remaining: 29:03 é 0 Trusted sites
Fig. 6 Result Codes
Survey Research Center 6
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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.

W E B T R A K (Loaaut 01.5elect Project 02. bject 03.5earch Results

R‘)unem Project : SurveyTrak Demo
Selsct Broject > Currsnt Brojsct > Lettars - Export

Export Letter Requests Sort by: Eeguest Date Approver Notes

SID: 1521-041 Letter No, 1

Mailto: Iwer: Test User 46 - TU46 Letter Status: Pending
Mr Thomas Crown Sr Letter Type: Sympathy Export: ]
1254 Parker Ave Language: English T —
Ernerald City MI 63106 Request Date: 03/02/2005

Iwer Notes:

Approver Notes:

SID: 1420-841 Letter No, 3

Mailto: Iwer: Test User 36 - TU36 Letter Status: Pending
Mr Thomas Crown Sr Letter Type: Sympathy Export: O
1254 vellaw Brick Rd, Language: English et enE
Ernerald City MI 63106 Request Date: 03/02/2005

Iwer Notes: wife passed away

Approver Notes:

SID: 1310-630 Letter No, 1
Mailto: Iwer: SRO Training User 26 - TUZA Letter Status: Pending
Mr. RIcky Martin Letter Type: Difficulty Completing IW Parts Export: E

123 Cha Cha Cha Lane Language: Spanish S e

Request Date: 03/21/2008
ah Reba ND 33333

Iwer Notes:

Approver Notes:

] Session time remaining: 29:43 &) @ Trusted sites

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.

Survey Research Center 7
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WEBTRAK wmem

¢ Current Project : SurveyTrak Demo
Select Project > Current Project > Letters - Send

Mark Letters Sent Sort by: - Request Date

- Export Date Approver Motes

01.Select Project

SID: 1230-465 Letter Mo, 1

Mailto: Iwer:

Ms Jane Swanson Letter Type:
2815 Oprah Avs. Language:
Emerald City MI 63106 Request Date:

Iwer Notes:

Approver Notes:

SID: 1450-901 Letter No. 1

Mailto: Iwer:

Mr Thamas Crown Sr Letter Type:
123 Easy Street Language:
Emerald City MI 63106 Request Date:

Iwer Notes:

Approver Notes:

SID: 14560-921 Letter No. 1

Mailto: Lwer:

Mr Thomas Crown Sr Letter Type:
1254 Parker Ave Language:
Emerald City MI 63106 Request Date:

Iwer Notes:

Approver Notes:

Jeffrey Smith - 79432558
Hard to Reach
English

Test User 39 - TUZ9
Sympathy

English

03/02/2005

Test User 40 - TU40
Sympathy

English

03/02/2005

02.Current Project

|
Sent: E

Letter Status:
Export Date:

Letter Sent:

Letter Status:
Export Date:

Letter Sent:

Letter Status:
Export Date:

Letter Sent:

03.Search Results

Pending
08/02/200%9

]

Pending
12/14/200%

O

Pending
12/14/2005

[m]

&) Session time remaining: 2344

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

5 & Trusted sites

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.

WEBTRAK o=

> Current Project : SurveyTrak Demo
Select Project > Current Project

Reports & Data Dictionary

Cost Report IR Data Dictionary
Euslustion and Verification EEE Fesult Codes
Field Progress Report - Main R Letters - Export
Field Progress Report - Rates Letters - Send

Update Staff

Fig. 9 Update Staff Link

01.8elect Project

What's New!
Row Display

02.Current Project 03.Search Results

webTrak EAC and Manus| EE

DRS
web Logging

Survey Research Center
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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.

W E B T R A K (ioa-ouT 01.8elect Praject 02.Current Project 03.8earch Results
Current Project : SurveyTrak Demo
Select Project = Current Project > Update Staff ——t?
Staff List + Add Mew Ernplovee + Updste Emnplovee + Update Assignments
webTrak spprove  SC23E pdate SurveyTr:
Iwer ID Iwer Mame Role TLID TL Name PM ID PM Mame e PAvheaEe (SE;IIaI:CEh Staff Status
859593588 Baker, Jeannie Interviewer 43370107 Skoman, Marsha 98316575 Pattullo, Genise Yes Mo Mo Yes Active
72440438 Burns, alixandra In-House Staff Yes No Mo Mo Inactive
01535779 Casey, Dianne In-House Staff Yes Mo Mo Mo Inactive
79178487 Cheung, Gina-Qian Interviewer 53583734 Guyer, Heidi 95316575 Pattullo, Genise Yes Create Yes Yes Active
69114547 Freeland, Sara Interviewer 53583734 Guyer, Heidi 95316575 Pattullo, Genise Na Na Mo Mo Active
53583734  Guyer, Heidi Team Leadsr 53583734  Guyer, Heidi 98316575  Pattullo, Genise  Yes Approve Yes Ma Active
12243721  Herningway, Lloyd Interviewsr 53583734 Guyer, Heidi 98316575 Pattullo, Genise Mo Ma Mo Mo Active
ahupp Hupp, Andrew In-House Staff Yes Ma Mo Mo Inactive
41265472 Kirn, Il-hwan In-House Staff Yes No Yes Mo Inactive
52916819 LaDronka, Kathleen Interviewer 43370107 Skoman, Marsha 98316575 Pattullo, Genise Yes Approve Mo Mo Active
16237770 Laidlaw, Joe In-House Staff Yes Mo Mo Mo Inactive
30537009 Li, Tong Interviewer 53583734 Guyer, Heidi 98316575 Pattullo, Genise No No Mo Mo Active
29014732 Logan, Maudine In-House Staff Yes Na Mo Mo Inactive
sparker Parker, Sharon In-House Staff Yes Na Mo Yes Inactive
98316575 Pattullo, Genise Teamn Leader 43370107 Skorman, Marsha 98316575 Pattullo, Genise Yes Approve Yes Yes Active
51495764  Philippou, Ruth In-House Staff Ma Approve Yes Mo Inactive
52630070 Pierce, Andrea Interviewer 43370107 Skoran, Marsha 98316575 Pattullo, Genise Mo Mo Mo Mo Active
50804195 Ragland, Tvonne Interviewer No No Mo Mo Active
37404033 Rosenbaumn, Jennifer In-House Staff No No Mo Mo Inactive
tinaschn Schneider, Tina In-House Staff Yes No Mo Mo Inactive -
€ [ @
@Session kime remaining: 29:42 é @ Trusted sites

Fig. 10 Update Staff Page

Clicking on a column heading, such as “lwer 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.

WEBTRAK wmem ST S

Search Results : SurveyTrak Demo :

Select Project > Current Project > Update Staff » Find Staff Person

Find Staff Person

S —

Last Nams | |

First Name |

Fig. 11 Find Staff Person Page

Survey Research Center 9
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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.

W E B T R A K e 01.Select Project 02.Current Project

Search Results : SurveyTrak Demo
Select Project > Current Project > Update Staff > Update Employee

Update Employee

Employes 85069388 - Jeannie Baker

Supervisar Skoman, Marsha |
WebTrak Accesz Yes VI

Approve Payrments Mo v|
Create Group Searches | No VI

TY OF MICHIGAN

1AL RESEARCH

Copyright @ 2006 The Regents of the University of Michigan

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 nhame 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-.”

Survey Research Center 10
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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.

W E B T R A K L 01.Select Project 02.Current Project.  03.Search Results
Current Project : SurveyTrak Demo 1
Select Project > Current Project > Row Display —_—

© Select the number of rows to be displayed on the Sampleline and Addresses pages. This value applies to all projects,
[ ¥

JSR UNIY OF MICHIGAN

INSTITUTE | AL RESEARRCH

Copyright @ 2006 The Regents of the University of Michigan

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.

Survey Research Center 11
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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:

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.

W E B T R A K fd 01.Selec! Project 02 Current Project 03.Search Resulls

- Current Project : SurveyTrak Demo TR

Select Project > Current Project

Reports & Data Dictionary

Cost Report (PDF Dats Dictionary ihat's Hew!
Eusluation and Verification (PDF) B Result Codas WebTrak FAQ
Field Pragress Report - Main (PoF) IR Letters - Export LRSS
Field Progress Report - Rates (pOF) EEE Letters - Send web Logging
Field Progress Repaort (HTML] Update Staff

Searches

“our Saved Searches!

Completed Interviews Search B Criteria Edit Delete B
Partial Search B Criteria Edit Cel=te B

Group Searches:

sl detail links Search B Criteria Edit
Cormpleted Iws- no Wizard Search B Criteria Edit
Latest Completed Iws Search B Criteria Edit Delete 8

lE\R LINIVE

INSTITUTE FOR SOCIAL RESEARCE

Copyright @ 2006 The Regents of the University of Michigan

Ifig. 14 Searches
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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.

Survey Research Center 13
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W E B T R A K b 01.Select Project 02.Current Project 03.Search Results

) Search Results : SurveyTrak Demo 4 BACK }

Select Project = Current Froject = Search Results = Mew Search

Marme of Search: ] EARCH + SAU .I
additionsl Tabi

Pesulls Result Codes (Codes in Use are Highlighted in Gra
IW Status

~

0000 - Mot Wiorked

Field Staff 1001 - Complete Interview:

1005 - Pattial Complete

Instrument & Sample 1401 - Answeting MachinefService Reached, Mo Message Left
1402 - Answering Machine/Service Reached, Message Left
1501 - Privacy Manager, Mo Message Left

1502 - Privacy Managet, Message Left

Sampleling [0

<

Result Date Intervals
t -

Last reporting week

WAt lzst sweek

Within last two weeks

Result Date Range

From | | B

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 1D.

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.

~
W E B T R A K (oot 01.Select Project 02.Current Project 03.Search Results
Search Results : SurveyTrak Demo
Select Project = Current Project > Search Results > New Search
N e - o
Additional Tab:
Result Result Codas (Codss in Use are Highlightsd in Gra
Search s 2
0000 - Mot Vorked —]
B} . Feld Staff | |1081 - Complete Interview
Criteria = 1005 - Partial Complete
Insirument & Sample 4401 - Answering Machine/Service Reached, Na Message Lett ls
1402 - Answering MachineiService Reached, Message Left
Samplline 1D
1501 - Privacy Manager, No Message Left
1502 - Privacy Manager, Message Left v
Result Type
Firal
ron-Final
Result Date Intervals
~
Last reparting week 3
within et week —
Within last two weeks ]
Result Date Range B
romBEAL JreE[ ]
a )
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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

WEBTRAK e==m s 2 Gt

Search Results : SurveyTrak Demo
Select Project » Current Broject * Search Results > New Search

= Highlighted in Gray)
IW Status ated Community ~ |

Field Staff
- Cont Mo Resistance, General Callback, R Unknowen
Respandent - Cont Mo Resistance, General Calloack, Proxy
rmaEnt
Responcent |
,RUnknown %

Verification & Bvaluation

Instrument & Sample

Sampleline |0 _Result Date Intervals

| ~
|Last reporting week =i
[¥ithin fast week 2 ‘
[aithin last twvo weeks |

Result Date Range
From [ | |+ BE|

Fig. 17 Multi Select Search Criteria
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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.

53

W E B T R A K =) 01.elect Project 02.Current Project 03.Search Results

Search Results : SurveyTrak Demo

Select Project = Current Project > Search Results = New Search

nemeorsesren [ | ECIEN ECIEEKT
adltionsl Tabs

Results Result Codes (Codes in Use are Highlighted in Grs
IW Status

A

0000 - Mot Worked
Field Staff 1001 - Complete Interviewn
1005 - Partial Complete
Instrument & Sample 1401 - Answering Machine/Service Reached, Mo Message Lett [%
1402 - Answering Machine/Service Reached, Message Left
1501 - Privacy Manager, Mo Message Left
1502 - Privacy Manager, Message Left

Sampleling 10

K9

Result Date Intervals

Last reporting week
WWithin last week
Within last two weeks

(AR

Result Date Range

From | | v B

£

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.

16
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Result Date
Intervals

Result Date Range

IW Status

IW Status tab allows you to create searches based on the status of the interview.

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:

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

e 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.

e Within last two weeks

e Older than last week

e Older than last two weeks

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.

Several options are available for your customized search.

Survey Research Center
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W E B T R A K i 01.5elect Project 02.Current Project

Search Results : SurveyTrak Demo
Select Project > Current Project = Search Results = Mew Search ——
Marne of Search: !1331_3 | I
Additional Tab: | VI
fesuls | pwstatss o Wizard Action
V Status
Complete Comp
Field Staft Suzpended Incomg
Bad Casze
Instrument & Sampla ———————— -
2 RC Ind Flag » Contact Flag - Tracking Flag
Sampleline 10 [ :
“es Yes Yes
o o Mo

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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WEBTRAK wem

01.8elect Project

02.Current Project

3. Search Results

Results

IW Status

Feld Staft
Instrument & Sample

Sampleling 10

' Sparch Results : SurveyTrak Demo
Select Project » Current Project > Search Results > Mew Search

P

All
Pattullo, Genise
Scott, Lesli

Hams of Search || EEl EEETE
additianal Tabi | |

LN

T

All
Guyer, Heidi
Skoman, Marsha

Fig. 20 Field Staff Tab

Intervievrers

4
Baker, Jeannie
Blanchard, Tricia
Cheung, Gina-Glian
Guyer, Heidi
Lalronka, Kathleen
Li, Tong

Pattullo, Genize
Pierce, Andrea
Skamman, Marsha
Turf, Megan

User 16, Test

User 17, Test

User 18, Test

User 19, Test

User 25, Test

User 26, Test

£

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

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.

Displays all of the sample lines belonging to that interviewer.

Survey Research Center
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W E B I R A K - 01.Select Project 0z.Current Project | 03.Seareh Resulls

' Search Results : SurveyTrak Demo : =

Select Project = Current Project = Search Results = Hew Search

Marne of Search: seARCH | SEARCH +SFUE |
Additional Tab:

Results Instrument

IW Status GIT Field

Field Staft
Instrument & Sample

Sampleling 10
Last Call Mode SID Active Status

TEL Checked In

FTF Checked Out

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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W E B T R A K (e 01.Select Project 02.Current Praject nmm

' Search Results : SurveyTrak Demo i

Select Project > Current Project > Search Results > Mew Search

Narne of Search: | ERRCH | EARCH + SAUE |

additional Tab: | v

fResults

Enter whole leline 10's separated by c

IW Status (For example: 11000241,11001011,11001951)

Field Staft
Instrument & Samplg

Sampleline |0

Enter a single, partial Sampleline ID using an asterisk as a wildcard
(For example: 10018% or #*511 or *823%)

Fig. 22 Sampleline ID Tab

Sampleline ID Tab Options

Enter whole Enter a particular SID or set of SIDs. Enter all of the numbers
Sampleline ID’s of the SID.

separated by

commas. Note: The search will find the SID with or without the hyphen.

To enter multiple SIDs, separate them by commas.

Enter a single, Allows for searches with only some of the SID. Useful when a
partial Sampleline digit in the SID represents a specific group.

ID using an asterisk Examples:

as a wildcard. 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.

21
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W E B T R A K b 01.Select Project 02 CurrentProject | 03.Search Results F

" Search Results : SurveyTrak Demo

Seleck Project > Current Project = Search Results > Mew S=arch

Marmne of Search:
Additional Tab: |Evalugtion ||

Results

IW Status D Tspad

Field Staft Mo

Yes
Instrument & Sample

Sampleling 10
Evaluator

Evaluation T

Burns, &lixandra
Guyer, Heidi
Hupp, Andrew
Laicllzw, Joe
Logan, Maudine ~l

Date Evaluated Range

From | | v |
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 Enter dates in this format, 00/00/0000, or use pop-up calendar
Range 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.

W E B T R A K - 01.Select Project 02.Curtent Project | 03.Seareh Results

' Search Results : SurveyTrak Demo : ;

Seleck Project = Current Project = Search Results = Mew S=arch

NameoFSearch:I ] ARG I
Additional Tab: | Letters v

Results

Status
- zelect -
Pending

IW Status

Field Staft Sent ‘
Instrument & Sample ot Seproved |
Language
Sampleling 1D EEhETE e
Letters Difficutty Completing kY Parts : Englizh
o Hard to Reach Spanish
Mare Info o
- Requestor Mail To
- zelect - ” A
Li, Tang = Cortact1
Pattullo, Genise Contact2
Peng, Hueichen Cther ]
Skoman, Marsha T
Smith, Jetirey v

Date Requested Range

From5| |TOE| | =
i P | |
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 Use this format, 00/00/0000, or the pop-up calendar provided to
Range 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.

W E B T R A K et 01.Select Project 02.Current Project

' Search Results : SurveyTrak Demo -
Select Project > Current Project > Search Results > Mew Search et
Mame of Search: SERRCH | PR e l
Additional Tab: .Paymems v.
Results Status Method Date Requested Range

wsans | | A~ ~ From (1| |7 B |
Pending Cash

Field Staft Approved = Check = Date A|I:|proved Range |
Mot Approved S Maney Order M From E| ‘ To E| |

Instrument & Sampla = =
Enter check numbers separated by commas
Sampleling 0 ¥
Payments nal payment 3
g Additional payment promised but not received
Could not cash a check At
© Type Sfimount
~ lo
Completed M —
Iwwer Requested —
Cther b
= Requestor - Person Being Paid
- o - -~
Baker, Jeannie = Contact 1
Guyer, Heidi Crther
Li, Tong Responcent 7
Pattullo, Genise
Peng, Hueichen b
S
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
Survey Research Center 24
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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.”

W E B T R A K - 01.Select Project 02.Current Project

Search Results : SurveyTrak Demo
Select Project > Current Project > Search Results > New Search ——
Nama of Search: | [ ccvace QN cerncd +siue |
Additional Tab: |Respondent v |
Feaults First Name Last Name - Person Type
IW Status | | |
c2
Field Staft Address 1 c

Address 2
Sampleline 1D | |

Instrument & Sample

Respondent City

State

[Alabama ‘
|| Alaska
||Arizona b

|2

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.

Survey Research Center 25
WebTrak Procedures Manual



Person Type

Verification Tab

R=respondent, C=contact, 2C=2"" contact. Corresponds to the
SurveyTrak tab.

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

WEBTRAK =

Results

IW Status

Field Staff
Instrument & Sample
Sampleline 1D

Verification

. Search Results : SurveyTrak Demo
Select Project = Current Project > Search Results = Mew Search

Vmedeeemin| |
Additional Tab: | Werification

- Yerification (Codes in Use are Highlighted in Gray)

|

- Mot Flagged

- Flagged

- Werified

- Werified with Discrepancy
- Failed Yerification

- Unable to Werify

- Lirnit et

O =]

Verifier

Benson, Grant
Burns, &lixandra
Guyer, Heidi
Hupp, &ndrew
Laicllawy, Joe

Date Yerified Range

From5| |TOE|

Fig. 27 Verification Tab

Verification Tab Options

Verification

Verifier

Date Verified
Range

01.5elect Project

~

02.Current Project 03.5earch Resulls

Cmec

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

gray.

Allows you to specify the verifier for the interview.

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

Survey Research Center
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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.

W E B T R A K B 01.8elect Project 02.Current Project | 03.Search Results

Search Results : SurveyTrak Demo 1 BACK

Seleck Project > Current Project > Search Results = Sample

+ Addresses + Interviewers + Evaluations + Verifications v Criteria F Mew Search

© answering machine Edit

Displaying records 1 through & of 8

Batails Samc |G \BC |juaer (BSE |pege MEa |18 D¢ |Gl (SR TS DM vescton mislisien | Samela

AC M R 1040-082| Y 0 Pattullo, Genise 07/29/2004 1401 Mo Susp TEL i 1 W E 1040-082
ACH R 1i040-085 ¥ 0 Li, Teng 09/09/2004 1401 Mo TEL 0 1 W E 1040-085
AC F 1060-130 ¥ 0 Turf, Megan 1401 Mo ] ] W E 1060-130
AC R 11310-23F| 0 Skoman, Marsha 11/11/2004 1401 Mo FTE: il al W E 1110-237
AC R 1170-341 0 |Li, Tong 08/16/2005 1402 Mo Susp TEL 0 1 W E 1170-341
AC LNPR 1220-443 0 Pattullo, Genise 11/07/2005 1401 Mo <FEI 1 1 W Flagged E 1220-443
AC E 1400-304 0 |User 34, Test 02/08/2005 1401 Mo FTF 1 0 W E 1400-204
AT B 1501-004 0 User 44, Test 02/01/2005 1402 Mo TEL 0 1 W E 1501-004

; Last
Details E—mp'—e Ic_ﬂ ﬁ Interviewar gz_t;:'t Result &d %pe_d éTatus :I_z!e gls & IL—:'H i, Varification Evalustion E—mp'—e

ISR UNIVERSITY OF MICHIGAN

INSTITUTE FOR SOCIAL RES!

Copyright @ 2006 The Regents of the University of Michigan

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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W E B T R A K 01.Select Project 02.Current Praject 03.3earch Resulls

) Search Results : SurveyTrak Demo
Select Project = Current Froject = Search Results = Sample
» Addresses ] r Interviewers -_ » Evaluations -_ + Verifications -_ v Griterla -_ » New Search -_
_ _ _ = _ _ PP
I Dizplaying records 1 through 20 of 66 I +— Navigational TOOIS e I 1234 Mextw I
ataie E_mpl_e f_ﬂ Fj ot puems Eif:'t Fesult &:‘;ﬁ‘ %&d %tus EEEE gls %Is %ﬂ i | Merficstion | Evslustion E—mp‘—e
8A R [1100-201 | ¥ 0 Baker, Jeannie 0ooa Mo a a v E 1100-201
248 E o 1100-202 0 Y 0 Baker, Jeannie [elulal} Ho a ] W E 1100-202
A B |1100-203 Y 0 Baker, Jeannie 0ooo Mo a ] v E 1100-202
£ E 1100-204 Y 0 Baker, Jaannis o00o Mo ] ] W E 1100-204
A FE 1100-z05 Y 0 Baker, Jeannie 0000 Mo ] ] ¥ E 1100-205
A R |1100-208| ¥ 0 Baker Jeannie 0o0o Mo ] ] s E 1100-206
A R |1100-z07 | v 0 Baker, Jeannie 0ooo Mo ] ] ¥ E 1100-207
A R |1100-208 | ¥ 0 Baker, Jeannie [elulals} Mo a a v E 1100-208
2a E o 1100-209 Y 0 Baker, Jeannie [elalal} Mo ] ] W E 1100-209
A R |1100-210| ¥ 0 Baker, Jeannie 0ooa Mo a ] u E 1100-210
24 E o 1100-211 ¥ 0 Baker, Jeannie o00o Mo a ] W E 1100-211
A R |tio0-z12| ¥ 0 Baker, Jeannie [elalal} Mo ] ] ¥ E 1100-212
2 R 1i00-213 v 0 Baker, Jeannie 0000 Mo o ] W E 1100-213
A R |1100-214 | ¥ 0 Baker, Jeannie [elalal} Mo ] ] v E 1100-214

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:

WEBTRAK rsetpoleot o2 cumen proet [SSBEBRRARRUNG

¢ Search Results : SurveyTrak Demo

Selact Project > Current Froject > Search Results > Sampls
» Sample * Addresses * Iwer Info » Evaluation » Verification » Criteria » New Search

Displaying records 0 of 0

Mo samplelines found, Please check vour search criteria,

Copyright @ 2006 The Regents of the University of Michigan

Fig. 30 No Samplelines
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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

Sample ID
Chd In

RC Ind
Interviewer
Result Date
Result
Wizard Action

IW Taped
IW Status
Last Call Mode

FTF Calls
TEL Calls
IW Length
Verification
Evaluation

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

The sampleline ID

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.

Refusal conversion indicator

The name of the interviewer assigned to line

The date of the last call record in the Call Wizard
The result code of the last record in the Call Wizard

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

Indicates if the interview was taped.
Indicates if the interview is complete or suspended

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

Indicates the number of face to face call records
Indicates the number of telephone call records
Indicates the length of the interview

Indicates the verification status

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.

W E B T R A K = 01.Select Project 02.Curent Project | 03.Search Results

Search Resulis : SurveyTrak Demo 1 BAG) \

Select Project = Current Project > Search Results > Sample

| + Addresses v Interviewers + Evaluations v Verifications v Criteria b New Search

ing machine Edit

Displaying records 1 through & of 8

,_
0
i
I+

Datsils f_g—mp'—e Ic_nﬂ ﬁ Interviswar gz_t;:'t Result ;"i:‘;d %pa_d IsTatus fni'ée gls %IS %ﬂ 4, | Verification | Eualustion f_g—mp'—e

AC M R 1040-082 Y 0 Pattullo, Genise 07/23/2004 1401 Heo Susp TEL 0 1 u E 1040-082
ACH B 1i040-085 ¥ 0 L, Teng 09/09/2004 1401 He TEL 0 1 u E 1040-085
AC B 1060-130 ¥ 0 Turf, Megan 1401 Mo 0 0 W E 1060-130
AC B 1110-237 ¥ 0 Skoman, Marsha 11/11/2004 1401 Mo FTF 1 1 u E 1110-237
AL B 1170-341 0 L, Teng 08/16/2005 1402 e Susp TEL 0 1 u E 1170-341
AC LMER  1220-443 0 Pattullo, Genise 11/07/2005 1401 Mo TEL 1 1 W Flagged E 1220-443
AL B 1400-304 0 User 34, Test  02/08/2005 1401 e FTF 1 i u E 1400-204
AC E 1501-004 0 User 44, Test  02/01/2005 1402 Ho TEL 0 bl u E 1501-004
Datails fg—mp'—e Ic—d ﬁ Interviswar ;z_t;:'t Result &d %pa_d IsTatus Eﬁf gls %IS %ﬂ 4, | Yetification | Eualustion Is_g—mp'—e

INSTITUTE

Copyright @ 2006 The Regents of the University of Michigan

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 lwers.

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.
Survey Research Center 30

WebTrak Procedures Manual



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.

01.5elect Project 02.Current Project 03.3earch Results

WEBTRAK w==m

) Search Results : SurveyTrak Demo

Select Project > Current Project > Search Results = Addreszes

|' Interviewers | |' Evaluations | |'

|+ sampie |

Verifications | | » Grfterla | | New Searcn

© answering machine Edit
Displaying records 1 through 8 of 8
Cretails Sample Ik Iwer IO Interviewsr Eesult Title | Firstname Lastname Addressi Address2 | City State | Zip Phone
AT M R 1040-082 22216575 Pattullo, Genise 1401 M= Marie White 65421 Sheridan Ave, #4 Ernerald City MI E2106
ACH B 1040-085 320337009 Li, Tong 1401 M= Jane Swanson 2815 COprah Ave, Ernerald City MI 63106
AT R 1060-130 71851664 Turf, Magan 1401 M= Harriet Schneider 25232 Harmpshire Avenue Ernerald City MI a02e7
AC E 1110-237 43370107 Skornan, Marsha 1401 My Kathy Houwe 43223 Bishop Ernerald City MT 45219
AT R 1170-341 20537009 Li, Tong 1402  Mr Thormas Crown 1254 Parker Ave Ernerald City MI E3106
AT LMFPE 1220-443 98316575 Pattullo, Genise 1401 Mrs  Sally Harper 456 Maple Lane Ernerald City MI 63106
AC R 1400-204 TU34 User 34, Test 1401 Mr Scott Srnith 2811 Michigan Ave, Ernerald City MI 63106
AC 1:% 1501-004 TU44 User 44, Test 1402 Mr Scott Srith 2811 Michigan Auve, Ernerald City MI 63106

Copyright @ 2006 The Regants of the Univarsity of Michigan

Fig. 32 Addresses Page

Interviewers Page

The button lists the interviewer id, name, TL, PM, address, last send date and

status.

WEBTRAK w=em

01_Select Project

02_Current Project

03.8earch Results

. Search Results : SurveyTrak Demo
Select Project > Current Project = Search Results = Iwer Info

{ --.é:"“ﬁ;*-“. .u.’

‘ » Sample | | » Addresses » Evaluations | | ¥ Verifications ‘ | » Griferia | | * New Search ‘
© answering machine  Edit
Displaying records 1 through 6 of 6 b View all Tvers
Iwer 1D h‘::e ﬁ L PM Address1 | Address2 | Citv | Stste | Zip | Phone ;"hz":e g:!nE Eﬂ Status
30537009 Li Tong Guyer, Heidi Pattullo, Genise 02406/ 2006 Active
98316575 Pattullo Genise Skoman, Marsha  Pattullo, Genise 02/06/2006 Active
43370107  Skoman  Marsha Guyer, Heidi Pattullo, Genise 02/06/2006 Active
71851664 Turf Magan Guyer, Heidi Pattullo, Genise MI 04/25/2005 Active
TU34 User 34 Test Guyer, Heidi Pattullo, Genise 11/01/2005 Inactive
Tu44 User 44 Test Guyer, Heidi Pattullo, Genise 07/15/2005 Inactive

Copyright @ 2006 The Regents of the University of Michigan

Interviewers Page
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Evaluations Page

This page provides information on interviewer

required by the project.

WEBTRAK m==m

01.5elect Project

02.Current Project

evaluations performed in WebTrak if

03.3earch Results

> Search Results : SurveyTrak Demo

Selact Project > Current Project > Search Results > Evaluation

| ¥ Sample

Displaying records 1 through 20 of 58

Cretails

A

2=
(]

e 1= = = I > = = & >
o= e T g e 1o Hloe tlo

Iz

I

il

I
=

[}
=

B

[ e o v N

=

(= B R

|

Sarmple 1D

1000-001

io000-002

i000-0032

io000-004

i000-005

1000-006

io00-007

ioo00-002

io000-003

i000-010

1000-017

i000-01%

io0io-oz1

| » Addresses

b Wiew All Evaluations

Interviewer

Sykors, Richard
Sykara, Richard
Sykors, Richard
Sykora, Richard
Sykara, Richard
Sykora, Richard
Sykaora, Richard
Sykors, Richard
Sykara, Richard
Sykara, Richard
Sykora, Richard
Sykora, Richard

Li, Tong

Fig. 34 Evaluations Page

Verifications Page

 Interviewsrs

L
Skornan,
Skaornan,
Skarnan,
Skoman,
Shkoran,
Skoran,
Skaornan,
Skarnan,
Skorman,
Skornan,
Skornan,

Skoman,

Marsha
Marsha
Marsha
Marsha
Marsha
Marsha
Marsha
Marsha
Marsha
Marsha
Marsha

Marsha

Guyer, Heidi

| v Verifications | v Criteria | » New Search
- © Completediws  Edit
123 Next»
Result Date I Taped Eval Flag Eual Date Evalustor
0772172004 Mo E Sent 03/22/2005 User 32, Test
0772172004 Mo EDone 02/12/2005 Skoman, Marsha
0772172004 Mo E Sant 02/12/2005 Skoman, Marsha
07/21/2004 Mo E Sent 03/23/2005 User 25, SRO Training
07/21/2004 Mo E Sent 03/29/2005 User 21, SRO Training
07/21/2004 Ho E Done 03/29/2005 User 34, Test
07/21/2004 Mo E Done 03/03/2005 User 41, Test
07/21/2004 Mo E Sant 02/02/2005 User 29, SRO Training
0772372004 Mo EDone 03/23/2005 User 48, Test
07/23/2004 Mo E Sent 03/29/2005 User 27, SRO Training
Mo E sent 03/29/2005 User 21, SRO Training
Mo E Sent 04/12/2005 Logan, Maudine
01/12/20085 Yas E Sent 02/14/2005  Skoman, Marsha

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

WEBTRAK omm

01.Select Project

02.Current Project

03.Search Results

Search Results : SurveyTrak Demo
Select Project > Current Praject > Search Results > Verification

| v Sample

Displaving records 1 through 20 of 28

Details

A

[z
Iy

= = = = = e I e IF
[T (o T ' s T o N ' T |+ s T |41

I
I

1o

Im
=

=
|

o
=

Im
=

o
=

[ e R

]

2

2]

Sample 1D

1000-001

1000-002

1000-003

1000-004

1000-005

1000-00&

1000-007

1000-002

1000-009

1000-010

1000-011

1000-012

Fig. 35 Verifications

| v Addresses

F Wiew all Verifications

Interviewer

Sykors, Richard
Sykora, Richard
Sykors, Richard
Sykora, Richard
Sykors, Richard
Sykora, Richard
Sykors, Richard
Sykora, Richard
Sykors, Richard
sykara, Richard
Sykors, Richard

Sykora, Richard

Page

: * Interviewers

Gl
Skoman,
Skoman,
Skoman,
Skoman,
Skoman,
Skoman,
Skoman,
Skoman,
Skoman,
Skoman,
Skoman,

Skorman,

Marshas
Marsha
Marsha
Marsha
Marsha
Marsha
Marshas
Marsha
Marshas
Marsha
Marsha

Marsha

: v Evaluations

| v Criteria | ¥ New Search
" © completed iws  Edit
1 2 Next *
Eesult Date Iw Taped wer Flag War Date werifier
OFf21/2004 Mo W Failed 03/22/2005 User 41, Test
0772142004 Mo W Failed 02/21/2005 Benson, Grant
O7Ff21/2004 Mo MOk 02/12/2005 Skorman, Marsha
07/21/2004 Mo MOk 03/29/2005 |User 38, Test
OFf21/2004 Ma Moo 03/29/2005 User 29, SRO Training
07/21/2004 Mo WOk 02/29/2005  Turf, Megan
OFf21/2004 Ma Mook 03/29/2005 User 47, Test
07/21/2004 Mo WOk 03/29/2005 User 44, Test
OFf2a/2004 Mo el 03/29/2005 User 48, Test
07/23/2004 Mo WOk 03/29/2005 User 27, SRO Training
O7Ff23/2004 Mo MOk 03/23/2005 User 29, SRO Training
07/23/2004 Mo W OK 08/02/2005 User 23, SRO Training
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Criteria Page
The Criteria page can be accessed in several ways:

e 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.

e 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.

W E B T R A K (ToRT 01.5elect Project 02.CurentProject | 03.Search Results.
Search Results : SurveyTrak Demo 3
Select Project > Curent Broject > Search Results = Criteria e
¥ Sample b Addresses b Interviewers v Evaluations » Varifications v Criteria » New Search
Search Criteria: unnamed Edit Criteria
Results
Result Codes 1001
Result Date Intervals
Result Date Range
IW Status
Iy Status All
Wizard Action All %
R Ind Flag All
Contact Flag All
Tracking Flag all
Field staff
FM =
TL
Interviewers
Instrument & Sample
Instrument All
Last Call Maode All
SID Ackive Status All b

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 assighed 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
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